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Submitting a Guest Itinerary Using an Egencia Guest Account 
 
Step 1 
 
Locate and then click in the Select traveler(s) or type to refine search box. 
 

 
 
Type Guest and select the Guest Account that appears in the drop-down menu. 
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Step 2 
 
Click in the Departure City (1) box, begin typing the name of the departure airport, and select from the drop-
down menu. 
 
Click in the Arrival City (2) and begin typing the name of the arrival airport and select from the drop-down 
menu. 
 
Click in the Departure Date (3) box (under Departure City) and select the departure date. 
 
Click in the Return Date (4) box (under the Arrival city) and select the return date. 
 
Click on the blue Search Flights (5) button (no other information is required to be entered). 
 

 

1 2 

3 4 

5 



 

Submitting a Guest Itinerary Using an Egencia Guest Account  Page 3 of 10 

EGENCIA USER GUIDE 

Step 3 
 
On the left-hand side are various parameters you can set for the flight search (e.g., Stops, Times, Airlines). 
 
Under the Stops section, click the 1 stop checkbox, which, after checking, will only show flights that have one-
stop/layover.  

• If Non-Stop is available, then check that option. The fewer stops on a flight, the less likelihood of delays 
or other issues with getting the guest to his/her destination. 

• The other abovementioned parameters can be adjusted but this is not necessary. 
 

 
 
Step 4 
 
Review the departure flight choices provided. 
Select the flight that best fits the guest’s schedule. 

• Any airfare over $600 will be reviewed by Travel Procurement before it is purchased. 
 
Step 5 
 
Click either the 1 Stop or Non-Stop option under the Stops section (Reference Step 3). 
Review the return flight choices provided. 
Select the flight that best fits the guest’s schedule. 

• Any airfare over $600 will be reviewed by Travel Procurement before it is purchased. 
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Step 6 
 
Review the itinerary selected. 

• Other fares may be listed. Leave the selected default as is. 
 
If the Seat selection section is displayed, then click Select (1) and follow the prompts to select seating for the 
flights. 

• Select a blue seat square for each flight segment. 
o Note: Gray seat squares are occupied. 
o Note: Blue seat squares with stars are premium seats and cannot be selected in Egencia.  
o Note: If only gray seat squares or blue seat squares with starts are shown, then skip that flight 

segment. The guest will be assigned a seat at airport check-in for this flight segment. 
 
Click the blue Continue (2) button after your review of the itinerary (right-hand side) is complete. 
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Step 7 
 
The next screen is where you will enter the guest’s information and where you will select a staff person in 
Travel Procurement to approve the trip request. 
 
The first section asks for the guest’s First name, Middle name, Last name, and his/her Mobile number. 

• Note: Verify that the guest’s name appears EXACTLY as it is on the government-issued I.D. (driver’s 
license/passport) that he/she will show at the airport. 

• Note: Some guests might not have a middle name or initial. Leave this box blank if this is the case. 
 

 
 
The next section is Traveler’s information, which has four subsections. 
 
The first subsection is Identity information. 
Enter the traveler’s name the same as in the previous section. 
Select the traveler’s gender in the Gender field. 
Enter the traveler’s date of birth in the Date of birth field. 
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The second subsection is Passport Information.  
Skip this section for domestic trips. 

• Note: If this person is going to or coming from an international destination, then you must obtain the 
required information (Passport Number, Passport Expiration Date, and Issuing Country) from the 
traveler and enter in the designated fields. 

 

 
 
The third subsection is the Frequent flyer program.  
No action is required. 
 

 
 
The last subsection is Secure Flight Passenger Data.  
If your traveler has a Redress Number or a TSA PreCheck (aka: Known Traveler Number), then enter it in the 
appropriate field. 
Skip this section if your traveler does not either one of these numbers. 
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The next section is Information requested by your company. 
No action is required. 
 

 
 
The next section is Approval required. 
In the SELECT YOUR APPROVERS field, select Patricia Tieken. 
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The next section is Need more time to think? 
If you are ready to make the purchase now, then leave the box unchecked. 
If you do need more time, then check the box. 
 

 
 
The next section is Choose your payment. 
No action is required. 
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The next section is Calendar sync keeps your calendar coordinated with your travel schedule. 
No action is required (leave the box unchecked). 
 

 
 
The next section is Notifications. 
Enter the traveler’s email address in the Travel E-mail field. 
Enter your email in the Arranger E-mail field. 

• Note: The Other recipients field is static and cannot be changed. 
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The last section is where you can click Save for later or Send approval request. 
If you selected the “Need more time to think” checkbox earlier, then click Save for later. 

• Note: If you chose Save for later, then you need to go back in Egencia and submit the ticket before the 
confirmation deadline indicated in the “Need more time to think” section. The price is not guaranteed 
and is subject to change up until the booking is confirmed. 

If you are ready for Travel Procurement to review and purchase the ticket, then click Send approval request. 
• Note: After the flight is purchased, you will be notified by Egencia and Travel Procurement. The price is 

not guaranteed and is subject to change up until the booking is confirmed. 
 

 
 
 


