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Egencia Guest Profile Set-up 

1. The traveler must be a travel arranger with the “Guest” invitation option active 
2. Login into Egencia profile 
3. Select the “Tools” option from the menu bar at the top of the page 
4. Select “Guest traveler booking (new) 

 

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

 

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

7. Complete all of the required fields on the template that has an “Asterisk” since they are required fields 
8. Skip the approver box 
9. 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 the invitation can be sent to an 
individual or multiple travelers 
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