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Egencia Guest Profile Set-up

The traveler must be a travel arranger with the “Guest” invitation option active
Login into Egencia profile

Select the “Tools” option from the menu bar at the top of the page

Select "Guest traveler booking (new)

> EGENCIA

Hello, Salem

* Flights

Select “Create new template” as the base for the invitation which allows the arranger to add
necessary information including chart string

> EGENCIA

Glest users
Setup guest registration templates

+ Create new template

Guast University Pay-60046669 F 4

Access valid until Traveler Group Department
Mar 31,2021 . it

> EGENCIA

Enter access end date top box on the template, this allows the arranger to limit access duration for
each guest traveler

Complete all of the required fields on the template that has an “Asterisk” since they are required fields
Skip the approver box

Guest admin must be the arranger by default, a secondary admin can be added as well.
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10. Send invitation and or save the template for future use which theinvitation can be sentto an
individual or multiple travelers

> EGENCIA

Create guest users

Impartant information
Wi b ab seoval enfor 3 ! y before they ae
guest approval

Business information

Traveler Group *

Gereral Travelers

Dapartment code

Plieats sebect ® -

uepartment coce

Primary Dept i (FASIS)

Furnd: (3 numanc characters) *

Flease seiect

Dept: (7 numeric characters) *

Praject REQ If FUND Greater than 160

Activity. RE 1 FUND Greater than 160

Program. (4 numenc charactors)

Chart Fisld 1: [4 numenc charactars)
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Chan Field 1- (4 nument characters)

Account Code *

Piease ssbect =

Business Purpose *

Please select ® v

Business Purpase Detail {ex: cont/event name) *

Arrangers Mannge
AASSIQN Lsers Wi Can arange travel for guests (ophonal)

Mo Arranger selecied

Approvers Manags
Assign (s who Trared fot 15 (optional

o Approver seiected

© You can se1 up livel 1 aporover(s) hore, Visit user profile 10 set other level approvers

(© Youcan set up level 1 approver(s) here Visit user profile 10 set other level approvers

Invite guest to register

Guesst will receve a brik 10 regisier on Egencia. You will recesnes an erriail notifici altet the guest has registered.

Guest wavel admin *
You can specily sddtional users such s Ira

arkd QUEST Managers 10 leceive fgistration nolifitations
Q| Saiem Manog | s Sestug@eortmestem a%s) « | Al Wiknd | AWSWEUREITTARY foittmetiaT s ) ©
L =

You have two options for registering guests

Send email invites

B8 Each guest will receive 3 unique ink 10 tegister on Egencia, Once completed, the quest gets instant access 1o 2
Egencia
Generate guest registration link

€2 (Generate a common link that could be used by guests ta register Note: registration links can be shared >

extarmally, and we recommend IMaing guests by email, for the most secure ophion. Guess traved admins will
T ROtfiCAtions b Appeove Tegistations

View templates

>EGENCIA

i s o SO guo



