Quick Reference Guide s|

Stanford Travel

Your Travel Ally

https://stanfordtravel.stanford.edu

Tools Stanford Traveler v

>EGENCIA

Logging On

To access Egencia online from your computer go to https://stanfordtravel.stanford.edu

Book Trips

All active faculty, staff and post-docs have Egencia profiles. Students can request access by (g Stanford Travel

sending an email to stanfordtravel@stanford.edu with their SUNet ID.

Search

Itinerary number:

Select a traveler

@ stanford Traveler O

Select multiple travelers

— Choose a traveler —

Arrange for a traveler not listed

Setting Up Your Profile

Personal Information: Enter your contact information, emergency contact
and TSA Secure Flight data

Mike Sanders (Us) Py

Personal Information

Contact, sign-in & company settings

Contact Information
Name, address, phone numbers

Travel Documents
TSA Secure Flight

m Click on your name in the top right corner to access your profile

Company Settings
Department, traveler group, etc

* Payment Options: Store your corporate credit card and billing address o T e
Sign-in Settings
= Travel Preferences: Specify your flight, hotel and car preferences - including St
frequent flyer information. Payinent Optons p— — Unused Tickets

Egencia On the Go: Sign up to receive alerts about flight status, gate

Cards, coupons 8 unused tickets

View credit cards

View coupons

View unused tickets

changes and delays via e-mail, voice phone or text or enable calendar sync to Travel Preferences Travel Preferences Accounts Other Preferences
. X i Preferences for the frequent traveler Flight, hotel, car preferences Frequent traveler accounts Home airport
stay on top of your latest travel information right from your calendar
H . Egencia On The GO™ Alerts Calendar
= Travel Arranging & Approval: Allow colleagues to book travel on your behalf il i Pightilerts e E—

Travel Arranging &
Approval

Who can amange & approve travel

Travel Arranging
My travelers

My arrangers

TripControll
My approve

ler™
rs

. ® Rental car Towncar/Limo
Booking Cars
Pick-up location Drop-off Location
= Begin by selecting the Cars Tab
At an airport ¥ Same as pick-up ¥

= Select Rental car or Towncar/Limo (if applicable)
Airport or city name (e.g. DEN, or Denver):

= Specify your pick-up and drop-off locations and dates

seattle

= You can target your search by car class or car rental company AT

= Click the show special equipment link to show options such as navigational Pick-up date:  Pick-uptime:  Drop-off date:  Drop-off time

systems mm/dd/yy 1500AM ¥ | mm/dd/yy 1100AM ¥

Additional Options

Car Class: Discount Rate Code:  Car Rental Company:
No preference v None v No preference v | equipment
Booking Flights
. Airline: Airline alliance:
Begin Your Search
No Preference No preference v
= Begin by selecting the Flights Tab S Stops Connection akport

Economy / Coach ¥ No preference v

= Select Round Trip, One Way or Multiple destinations

= Enter your departure and destination locations and dates

= You can target your search by airline, airline alliance, class of service, number e s e
of stops, connection airport or refundable flights o polieys e Departs Amives buraton prce
wireom UNITED 415 x 6:00am  9:20am  fwm $384

Use Search Filters to Find the Right Flight , s [ W A L
= Filters are displayed next to flight results: Depants omreom g:‘,‘.‘ji,’j:“:‘ W0 sms 530 P :384
Sun 12:00 am - 11:59 pm Agatgelets o m

= Airlines iy 5 ket
D t fi 10:30 am  1:40 pm ?’1{3?"'"' 5423
- epar ure time Airlines. NewYork UFK)  San Francisco -
= Stops Aiaska Arines ~outot oty
. JetBlue Airways ; 8:00 11:15 b 5423
= Nearby airports D s M Non ==
US Airways nout of policy

= Connection cities


http://www.egencia.com

Booking Hotels
Search Near an Address, Airport or Company Location

= You can being your hotel search by specifying a location such as an address,
airport or custom destinations set up by your company (such as your office
locations).

City Address '® Airport

Find hotels near an airport Expedia, Inc. destinations

o) - select a destination — v

Check-in: Check-out: Guests:
a0t c7R01E 1 v | Hotelname, hotel class

Search For Hotels

Hotel Search Filters

= You can quickly filter your search results by clicking the filter icon on the right
of your results.

> EGENCIA

Pasen vaLLEr 1 guest per 100

s B Cedarbrook Lodge
3y Tukmila
irme —

= Possible filters include price, star rating and amenities. This is a quick way
to ensure you can get free WiFi, parking, breakfast or that the hotel has a
fitness center. Click apply filters and your hotel results will update.

> EGENCIA  Book Trips  Tools

Catherine Vanasse

A A vALLEY,
g ca APPLY FILTERS

Learn More

= To learn more about booking a hotel on Egencia, watch this on-
demand video.

Arranging Travel for Others
Requesting Permission to Arrange Travel for Others

= Go to the Travel Arranging & Approval section of your profile

= Select My Travelers
Travel Arranging & Approval | Travel arranging
Who can arrange E approve travel My travelers

Iy arrangers

= Typein the first and last name
of the traveler and click add

= Once completed, you will receive confirmation that your request has been
e-mailed to the traveler

How to Book Travel for Others

= Login as yourself when booking travel for others; you will see a drop-down box
with the travelers for whom you arrange travel

= Select the appropriate traveler and
proceed; the reservation will be
made in that traveler's name

Mo travelers selected

Select Travelers

= E-mail confirmations for travel will
be sent to both you and the traveler

Getting Assistance

= Tolocate your company's dedicated Egencia phone number, click the call
an agent link within the Need assistance box

= For post-trip inquiries, you can also e-mail
the Egencia Travel Consultant Team

Visit customer =upport,

contact us via e-mail,

When to Call an Agent or call an agent.

= For help navigating the Egencia Site
= For more complex international travel containing 5 or more destinations

= For domestic or international trips including multiple airlines or with additional
services such as car service or special requests


https://egencia.wistia.com/medias/2mjabkorvt
https://egencia.wistia.com/medias/2mjabkorvt






