Booking Travel with Egencia
Tutorial + Helpful Tips

SQA Services, Inc.



= SQA’s Travel Manager will activate
your account upon request.

= Email Carla Huguet at
chuguet@sqgaservices.com.

= You will receive a Welcome to
Egencial! email coming from
corptravel@egencia-email.com
within the next 24 hours.

= Follow the steps to complete your
registration.

R ACTIVATING YOUR ACCOUNT

EGENCIA
Welcome, Nicholas!

Thank you Nicholas, and welcome to Egencia, the business
travel company of Expedia, Inc, and SQA Services, Inc's
chosen travel management partner.

Your usermame is:

Complete your registration

Set your password by clicking here.

Click your name at the top of the page, then click
on Profile to set your travel preferences.

Download the Egencia maobile app for Android or
iIPhone and iPad devices to help you travel
smarter.



R LOGING IN

Go to https://www.egencia.com and look for the LOGIN link on the
upper right corner of the page.

TTTTTTTTT

EGENCIA  souions o

BETTER BUSINESS TRAVEL FROM EGENCIA

Expense management for
modern business travel




|| LOGING IN

Type the User Name you have been assigned and your selected
Password and click SIGN IN in order to get into the site.

> EGENCIA

Your member information

—>EGENCIA




Scroll to the bottom of
the page and look for
the Travel Booking
dashboard. You will be
on the Flights tab by
default.

Type your detailed
search parameters and
click on SEARCH FOR
FLIGHTS.

O BOOKING FLIGHTS

X Flights E Trains ﬂi Hotels E Cars

Flight messages from SQA Services, Inc.
= Traveler Training Videos
= Egencia Maobile App

= Online Traveler Training Webinars

® Round trip One way Multiple destinations

Departing from: Depart

Wichita, KS (ICT-Wichita Dwight D. Eisenhow Include nearby airports = mm/ddfyy

Going to: Return
Include nearby airports = mm/ddfyy
Target your search

Airline: Airline alliance:

No Preference No preference

Class: Stops: Connection airport:

Economy/Coach v No preference v

(i) Find your alliance Refundable flights only

Anytime ¥

Anytime ¥

Search For Flights



q BOOKING FLIGHTS

Review the available
options and SELECT the
Best Value flight that
meets your travel
needs.

Egencia will have flight
suggestions for you.

SQA’s preferred airlines

show with a medal
icon on the side.

Flight search Flights: Indianapolis (IND) to Minneapolis (MSP)

Departing from
Indianapolis, IN (IND-Indianapolis Intl.)

Depart
4/11/2017 Anytime ¥
Going to
Minneapolis (MSP-All Airports) No
Return 1
4/12/2017 Anytime ¥

All flights
Class
Economy / Coach v

Refundable flights only

wirsoll A b

§564

Best value flight balances price, time and SQA Services, Inc. travel policies.

5 Southwest Airlines 1885 Depart 12:35 PM (IND) Arrive 3:10 PM (MSP) 1 stop

Southwest Airlines 1191  Depart 6:35 AM (MSP)  Arrive 10:55 AM (IND} 1 stop

P Search
52 matching flights.

Your Flights
Policy v
Filter results % sounmesr
Stops
All flights
Nonstop
-
® 1stop or less O M
Departs
Tue 12:00 am - 11:59 pm
Airlines
# All Airlines
American Airlines ? SOUTHWEST
Delta
Southwest Airlines
United N uuieem

Airline

Southwest Airlines 1885 =
Southwest Airlines 1487
Baggage fees

Southwest Airlines 1800 x
Southwest Airlines 1725 %
Baggage fees

Southwest Airlines 1982

Southwest Airlines 644 x
Baggage fees

Southwest Airlines 40 x

Southwest Alrlines 707 x
Baggage fees

United 3608 x
d by /REPUBLIC AIRLINES DBA

# Search for more 1 stop or less flights

Departs

12:35 pm

Indianapalis (IND)

7:40 pm

Indianapolis (IND)

5:15 pm

Indianapalis (IND)

12:20 pm
Indianapolis (IND)

12:50 pm

Arrives

3:10 pm
Minneapolis
(MSP)

11:40 pm
Minneapolis
(MSP)

9:40 pm
Minneapolis
(MSP)

5:15 pm
Minneapolis
(MSP)

3:19 pm

View complete trips

more details
s (N
% Reset all filters
Duration Prices from
3hr 35mn 5306

Layaver: 1hr 15mn
Connect in Chicago
(MDW)

Shr 00mn 5306

Layover: Zhr 43mn
Connect in Chicago
(MDW)

Shr 25mn
Layaver: 1hr 25mn
Connect in Baltimore
(BWI)

w
w
o
(2]

Shr 55mn
5
Layover: 3hr 05mn 306

Connect in Kansas City
Mcp)

3hr 29mn 5386

Layaver: Ohr 45mn



Your flight selection
might be out of policy
for one or more
reasons. Egencia will
explain why and
suggest options for
compliance that may or
may not be a good fit

for you.

You can take any OR
move forward with
your original choice.

Summary

1 Ticket / Roundtrip
IND Indianapolis te
MSP Minneapolis

Leave: Tue 11-Apr
Return: Wed 12-Apr
1adult $546.98
Taxes & Airline Fees  $69.42
Booking Fee $6.00
Total $622.40

Need assistance?

Visit customer support,
contact us via email, or

call an agent.

LEGEND

? Preferred airline

M Out of policy

QUESTIONS?

Meed help with this
page?

Out of policy flight

BOOKING FLIGHTS

[ This flight d ot comply s
Airline Departs Arrives Duration Price
é Delta 1925 = 6:16 PM T:15PM 1hr 59mn $623
Economy/Coach Class (L) Tue 11-Apr-17 Tue 11-Apr-17 Monstop Out of
Change this flight Indianapalis Minneapaolis 503 mi (810 km) e policy
(IND) (MSP)
Terminal 1 -
LINDBERGH
A Delta 3501 = 7:45 PM 10:32 PM 1hr 47mn
N ‘Wed 12-Apr-17  Wed 12-Apr-17  Nonstop
DELTA NMNECTION Minneapaolis Indianapolis 503 mi (810 km)
Economy/Coach Class (L) {MSP) {IND)
Change this flight Terminal 1 -
LINDEERGH

Build your own custom fare

Review alternative in-policy flights

$305 Depart 12:35 PM (IND)
F  Depart 6:35 AM (MSP)

Detailed flight info

$349  Depart 12:35 PM (IND)
¥ Depart 5:00 PM (MSP)

Detailed flight info

$305 Depart 7:40 PM (IND)
Depart 6:35 AM (MSP)

Detailed flight info

Arrive 3:10 PM (MSP)
Arrive 10:55 AM (IND)

Arrive 3:10 PM (MSF)
Arrive 9:15 PM (IND)

Arrive 11:40 PM (MSP)
Arrive 10:55 AM (IND)

Southwest Airlines 1885 1 stop

Southwest Airlines 1191 1 stop

-} Choose this alternative flight

Southwest Airlines 1835 1 stop

Southwest Airlines 850 1 stop

-} Choose th

Southwest Airlines 1800 1 stop
Southwest Airlines 1191 1 stop

s alternative flight

Iternative flight



R BOOKING FLIGHTS

Make sure to either select or have Egencia select your SEATS.

o If selecting your own seats, you will be prompted to the Seat
Pinpointer.

o If Egencia selecting your seats, it will perform an automated
selection based on your preferences.

Seating preferences:

Seat:
Alsle / window: Wing:
Lisle ¥ Mo Preference Y

Seat Assignment:
®' I'want to select my own seats using the Seat Pinpointer.
Save me time and search for seats using my seat preferences.



MUST READ:

When using the SEAT
PINPOINTER, seats marked
with the white star icon are
preferred seats and will only
be saved in your reservation if
your frequent flyer status
allows you to get them free of
charge. (i.e. if you are
AAdvantage Platinum).

O BOOKING FLIGHTS

San Diego (SAN) to San Jose (SJC)  Alaska Airlines: 3407 Embraer 175

/
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-4 Preferred seat

Preferred seats are

reserved for frequent flyer members with elite

status or travelers booking certain fares.

ek

by trip.-,!d-f'i:-.r._;r Seating information

No SeatGuru reviews available




0 BOOKING FLIGHTS

MUST READ:

Always make sure to SELECT A SEAT for your trip.

If you fail to select a seat or fail to let Egencia select it for you, the
airline will revoke your online check-in privileges and:

o You will have to arrive earlier to the airport so you can complete
your check-in at the counter.

o You put yourself at risk of being kicked-off the flight if the airline
oversells seats as you will not have a boarding pass issued.



Once done with the
seats, you will be asked
if you'd like to add
items to the trip. Select
an answer.

Continue by clicking on
the CHECK BOX for
acceptance of flight
rules and restrictions.

O BOOKING FLIGHTS

Add more items to this trip?

® Mo thanks, I don't need anything else
Add another flight
Add hotel

Add car

Select this flight

I have read and accept the rules and restrictions.



O BOOKING FLIGHTS

o CONTINUE TO CHECK OUT to submit flight for approval.

o TEMPORARILY RESERVE if needed but remember to go back and
finish your booking as you only have until 11:59pm of the
following day to complete your purchase.

o SAVE AND VIEW for extra time to plan your travel.

{E’lfwaP1L%t:-:he:k$kH

Temporarily reserve tlight

Save trip and view itinerary



0 BOOKING HOTELS

Hotel search

For bOOking hOteIS’ type Select a traveler Select multiple travelers

your detailed SearCh Carla Huguet ® | Burnis Flannery (burnis flannery @sqz: v [
parameters and click on

SEARCH FOR HOTELS. el messagesfrom SQA Sevices Inc .

= Egencia Mobils App

p~Online Traveler Training Wealinars

You can search by: Tow

Find hotels near a city or neighborhooed SQA Services, Inc. destinations
OR

O City S0A Tech Center 25 r

Address Airport

Check-in: Check-out: Guesty

O S p e C ifi C a d d re SS AMDIP0AT 41412017 /¥ Hotel name, hotel class

Customize hotel destinations

o Airport

Search For Hotels



If coming to visit SQA,
you can select from the
drop-down list one of
our two locations:

o Headquarters
o Tech Center 25

Nearby properties along
with properties offering
SQA negotiated rates
will be displayed.

0 BOOKING HOTELS

Hotel search

Select a traveler Select multiple travelers

Carla Huguet '® | Burnis Flannery (burnis.flannery @sga: ¥ Arrange for a traveler not listed

Hotel messages from SQA Services, Inc.
= Traveler Training Videos
= Egencia Mobile App

= Online Traveler Training Webinars
& City Address Airport
Find hotels near a city or neighborhooed SQA Services, Inc. destinations

OR 504 Tech Center 25

Check-in: Check-out: Guests:
AMDIP0AT 41412017 1w Hotel name, hoteNglass

Customize hotel destinations

Search For Hotels



Your search will
provide multiple
results.

Click on the property
you are interested in.

If unsure of what you
are looking for or
looking for something
specific, you can always
customize your search.

BOOKING HOTELS

Bocking for SQA Associates (GUEST) + Showing 63 resuks

Hyatt Place Chicago/O'Hare Airport

Rosemont, IL W eEREe®O
" > Egencia Preferred
»

*) 16 people booked this hotel in the last 48 hours

Loews Chicago O'Hare Hotel

Rosemont, IL W @@ @@ @ 1608 e
> Egencia Preferred

16 people booked this hotel in the last 48 hours

Hyatt Rosemont Near O'Hare
Rosemont, IL W eR@®0 s
= Egencia Preferred

©) 6 people booked this hotel in the last 48 hours

Aloft Chicago O'Hare
| Rosemont, IL W EEeR0

i Egencia Preferred

B (0 14 peopie booked this hotel in the last 48 hours

Four Points by Sheraton Chicago O'Hare Airport
Schiller Park, IL W eee00
> Egencia Preferred

19 people booked this hotel in the last 48 hours

$119

Faid by my company rates available

= $188

Faid by my company rates available

m $209

Paid by my company rates available

$147

Paid by my company rates available

$84

Paid by my company rates available



O BOOKING HOTELS

You can conduct a property search filtering by AMENITIES like:
o Complimentary breakfast, WiFi or parking
o In-Policy rates or Paid by My Company rates™

In palicy rates Paid by my company rates

Includes breskfast Includes wif

Includes parking High speed internet

Business services Swimming poo

Fitness equipment Air conditioning

Apariment hote Complimentary airport transport/Free airport transportation

* Ask Travel Manager offline if you would like to know more about this feature.



R BOOKING HOTELS

You can also conduct a property search filtering by BRAND if you
have a special preference for i.e., Fairfield Inn Marriotts, Hilton
Garden Inns, Holiday Inns, and/or any others.

o SQA has no preference for specific hotels outside L.A. and will
approve any in-policy option you submit.



R BOOKING HOTELS

You can also conduct a property search filtering by:

STAR RATING
o A 3-star property is SQA’s in-policy hotel choice.

PRICE
o $125/nt + tax is SQA’s in-policy hotel nightly rate.



Travelers can check
PROPERTY DETAILS such
associated fees and room
amenities, to make a more
informed decision about
their lodging.

BOOKING HOTELS

PROPERTY AMENITIES
x

Red Roof Inn Chicago - G'Hare Airport featurea muhilingual staff, a picric area, and coffes/tea ina
Onsi

The aiove list may nor be comprahensiis Fess and deposits may not include 1ax and sre subject to changs

ROOM AMENITIES




s_ BOOKING HOTELS

Travelers can also check the
latest TRIP ADVISOR
REVIEWS to get recent
feedback about their
potential hotel pick and
make sure no negative
comments have been posted
recently.

DETAILS

TripAdvisor
Rating

®®E®®0

Michael §
®EE®0
Business

March 15, 2017

cbots0 from
Chicago, llinois
0000
Business

March 8, 2017

ninewon from
Seatile,
Washington
(00000
Business

Movember 18, 2018

Excellent [Mumm— 168 Value @@@@O
Very Good (Bl 71 Rooms @@@E0
Average [N a7 Cleanliness @@®®0O
Poor (B 26 Service @@@@0O
Terrible [m 27 o

“We got stuck in Chicago after our flight was cancelled
due to weather”

‘We were traveling to CA when our flight got cancelled. | booked the hotel
room last minute because ofit's low price. If's not the newest or nicest
hotel, butit's definitely a great value. The staff was very friendly and helpful
and the rooms were clean. The hotel rooms are definitely outdated but
they're nottoo bad. For a one night last minute stay this hotel was definitely
worth it

“Guest night”

Not to bad the phone in the room is broke the staff is very nice.it looks like
they are tiring to fix the rooms parking plenty of room even for trucks it also
looks like the two box containers are getting ready two up date the
furniture

“Great place to stay”

It started with Yolanda who checked me in. Wonderfully kind lady, and
patient at 10PM. Addressed all my concerns and asked how my trip was
going. Generally interested. Felt at peace in a city as big as Chicago. In the
morning Dave helped me figure out how to get to wrigley field. He was
also very polite and attentive. As a working class guy | felt | was treated top
shelf at an affordable rate. Will be back

Management response from Red Roof Inn Chicago - O'Hare
Airport

Dear Ninewon

Thank you for taking time out of your day to leave feedback on Trip
Advisor for your stay. We are pleased to hear that you value our hotel
for our complementary amenities and our exceptional staff service.
These are the things that keep guests like yourself coming back to
stay with us more than once. Thank you again for staying with us and |
hope your travels will bring your back to The Red Roofinn O'Hare

Best Wishes,
Mauro Valenzuela



H_ BOOKING HOTELS

Comfort Inn 0’'Hare - Convention Center

REVIEWS

RECOMMEI

Standard Room, 1 King Bed, Non Smoking - Stay 3 Nights & Save

You are able to have SQA

pay for the hotel on your o e S
behalf by selecting a Paid By

My Company rate. ®
Payment at Hotel rates are oo e
also available and the P E—————
traveler’s personal card will o D .
need to be used for this o e S e
purpose.

Cancelsble before Apr-03 @ 3:00 PM.

Paid by my company

[=]

[=]

[=]

[=]

w
-
@



BOOKING HOTELS

Comfort Inn 0’'Hare - Convention Center

Select the LOWEST LOGICAL

RATE from the options
displayed (i.e., government
rates when/if on government -

contract assignment or specific e
membership rates, such as
Marriott Rewards, AAA, Hilton

Cancelzble before Apr-02 @ 4:00 PM.

Honors, etc.). e

Standand Room, 2 Queen Beds, Non Smoking - Stay 3 Nights & Save

Cancelable before Apr-02 @ 4:00 PM.

If none of these are a good
fit, travelers must always et e e g
look for the Egencia Business

Rate (Egencia Preferred). ‘.= B

Room, 1 King Bed, Acce: , Non Smoking - Corporate
i = Tor Hot

=|I Eligid| r Hi L Points

Cancelsble before Apr-03 @3:00 P

Paid by my company

.,))

.,))

a)

.,))

b))

)

)



Egencia Business Rates

SQA strongly recommends to look
for this rate type when booking
hotels, since it offers:

o Price discounts

o Same day cancellation

o Complimentary breakfast/WiFi
®

Eligibility for loyalty points

O BOOKING HOTELS

OO0

oo

OooaQ0

Searching Expedia, Inc. hotels..

EGENCIA BUSINESS RATES _-?"J

A .
e Price discount 4 Eligible for
.\!;‘. ] ’ g

loyalty points

—— Same-day .i:?"l. Free breakfast
m cancellation : t or wifi

Exclusive Rates made just for you



Travelers can accrue
HOTEL LOYALTY POINTS*
when booking through
Egencia.

Just look for the Eligible
for Loyalty Points icon on

the hotel rate description.

* Not available at every property.

BOOKING HOTELS

Standard Room, 1 King Bed, Non Snicking
=|= Eligible far Hotel Ly t

Cancel

Egencis Business Rate

Two Full Beds Smoking
=ﬂ Eligible for Hotel Loyalty Pointa

Two Full Beds Non Smoking

sfm  Eligible for Hotel Layalt i
%ls Eligible for Hotel Loy alty Paoint:

efore Apr-03 (@ 6:00 PM

Paid by my company

)

,}))

)

)



ll  sooking RENTAL CARS

For booking rental cars, bl Ll
Car messages from SQA Services, Inc.

type yo u r d eta i | ed Sea rC h « Traveler Training Videos
parameters and click on _
SEARCH FOR RENTAL Pl oston e

At an airport v Same as pick-up
CARS.

Airport or city name (e.g. DEN, or Denver):

You can search for a pick e

Pick-up date: Pick-up time: Drop-off date: Drop-off time:

u p Iocation : mm/dd/yy 1100 AM ¥ mm/dddyy 11:00 AM Y

Addiional Options

O At an Airport Car Class: Car Rental Company:
o Near a Place




Your next screen will be
displayed based on the
additional options of
your SEARCH
PARAMETERS.

You can either get a list:

o By vendor, listing all
car classes.

o By car class, listing all
vendors.

ll  sooking RENTAL CARS

?( Flights E Trains aﬂ Hotels B cars

Car messages from SQA Services, Inc.
= Traveler Training Videos
= Egencia Mobile App
= Online Traveler Training Webinars
Pick-up location Drop-off Location

At an airport v Same as pick-up

Airport or city name (e.g. DEN, or Denver):

Dates and times
Pick-up date: Pick-up time: Drop-off date: Drop-off time:
S ddyy 11:00 AM A aqm/ddyy 11:00 AM r
Additional Options

Car Class: Car Rental Company:

Mo preference v Mo preference A\ Show special equipment

Search For Rental Cars



SIB  sooking RENTAL CARS

List by VENDOR, listing all car classes.

Mational Car Rental Megotiated rate

@ Your company has negotiated special rates with this vendor. Prices quoted below may change.

— # Show car image, make/model, and capacity for each car. Er
Full Size SUV shown
Car class Mileage Location Woeekly rate Total price®
Economy Car Unlimited £240,00 $468.34 Select
Compact Car Unlimited $£240,00 $468.34 Select
Midsize Car Unlimited $£246,00 $481.95 Select
Standard Car Unlimited $£264.00 $515.66 Select
R Full Size Car Unlimited $268.75 $501.81 Select
e Premium Car Unlimited $342.00 $666.60 Select
h Luxury Car Limited $432.00 $540.62 Select
e Standard SUV Limited $480.00 $925.12 Select
e Midsize SUV Limited $450.00 $922.31 Select

W Full Size SUV Limited $690.00 $1,324.01

[¥a]
(1]
m
sl
—



BOOKING RENTAL CARS

List by CAR CLASS, listing all vendors.

Midsize Car

#® Show car image, make/model, and capacity for each car.

Vendor
Payless

Dollar
Thrifty
Mational
Avis
Budget
Enterprise
Hertz
Alamo

Ace

Midsize Car shown

Mileage Location
Unlimited

Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited

Unlimited

Daily rate

€ d d d € d &

$32.14
$37.29
$37.29
$51.00
$52.00
$58.00
$62.53
$66.33
$68.90

$69.0

Total price”
$88.09

$83.86

$83.86
$136.69
$152.37
$167.67
$131.55
$162.27
$142.38

$129.66



When booking rental cars, take into
consideration the following factors:

o Mileage. Unlimited is best.

o Location. In-airport locations will be
identified with a plane icon; off-
airport locations identified with a
bus/shuttle icon.

o Rates. Negotiated rates will show
with a handshake icon. Direct billing
to SQA only offered through National,
Enterprise, Avis and Budget.

Mileage
Unlimited

Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited

Unlimited

ll  Booking RENTAL CARS

Location

Weekly rate

€ € € € €

€ €

$168.48
$170.60
$190.38
$219.28
$219.28
$234.93
$246.00
$248.00
$259.87
$305.33
$319.99
$330.00

$360.00



During check-out, one PAYMENT METHOD must be selected per

SELECTING PAYMENT METHOD

travel piece.

You will see a drop-down list with as many cards as you have added

to your profile for you to choose from.

Hotel: Hampton Inn Jacksonville East Regency Square

Show Hotel details

Hotel details
Room reservation: Eileen Parisi - 1 adult

Hampton Inn Jacksonville East Regency Square
Check in: Mon 5/1/2017 Check out: Wed 5/3/2017

Payment information

Totalroom-cost-wit-automatically be charged the day of chec

SQA Central Billing [Central Bill] ¥

Nights: 2

k-in to the following card:

Cost breakdown

nnnnnn

Total room cost: $238.00
Taxes & Service  $20.87/night
Fees:

Lodging total: $279.74



[l SENDING TRIP FOR APPROVAL

MUST READ:

When preparing your travel itinerary for approval, make sure to
book flights, hotel(s) and rental car AT ONCE, in order for these to
be submitted simultaneously to the PM in a single request.

If not done this way, you will have to go back and submit each
piece individually which will unnecessarily trigger multiple
approval requests. Travel must be approved in a single submission.

If you are unsure of your whole itinerary, save your choices and
return at a later time. DO NOT submit single pieces for approval.




s SENDING TRIP FOR APPROVAL

After completing your selection, make sure all THREE boxes are

checked before submitting to the PM for approval.

Select the items you wish to checkout

Book your other items first

Los Angeles, CA - 3 items
] American Airlines d 3103 Departs: Arrives: Pluration: $580.60
Operated EST AIRLIN [CAMN EAGLE 219 PM 5:30 PM Ghr 11mn 7
Economy/Coach Class (V) Mon 10-Apr-17 Mon 10-Apr-17 Layover: Ohr 38mn
Fort Wayne (FWa) Los Angeles [LAX) Celnnect in Chicago (ORD)
American Airlines 1358 1,501 mi (3,059 km)
Economy/Coach Clas:
American Airlines Departs: Arrives: Duration:
Economy/Coach Class (V) 9:35 AM 649 PM Ghr 14mn
Fri 14-Apr-17 Fri14-Apr-17 Layover: Ohr 53mn
American Airlines Los Angeles (LAX) Fort Wayne (FWA} Connect in Chicago {ORD)
Operated by SKYWEST AIRLIN 1,901 mi (3,059 km})
Economy/Coach Class [V)
Mot booked
National Car Rental Pick up: Drop off: of operation: $219.26
Midsize Car: $41.00/Day, Mon 10-Apr-17 6:00 PM Fri 14-Apr-17 :00 AM 4/ Cpen 24 7
Unlimited mileage, Shuttle to counter and Shuttle to counter and Hourl| 4/14/2017:
Extra hour: $20.50, car; may need to call for  car; may need to call for Opel) 24 Hours
Extra day: $41.00 shuttle, Los Angeles, CA  shuttle, Los Angeles, CA
(LAX) (LAX)
Mot booked
Residence Inn by Marriott Los Angeles Redondo Beach Check in: Check out: Hoty address: $081.16
Meon 10-Apr-17  Fri 14-Apr-17 2420 Mgrine Ave 7
Redondo Beach, CA 90278\ nited States of America

f
Studio, 1 King Bed with Sofa bed

) Cancel and view saved itinerary

Mot Reserved



s SENDING TRIP FOR APPROVAL

One final look, making sure all three boxes are checked...

TripController™ approval is required for this trip

Your company requires an approver to view these items. After supplying the following information, you may book the
items which do not require approval prior to purchase.

Review approval items

Item details Status Request
Flight: Fort Wayne (FWA) to Los Angeles [LAX) Approval required L4
Car: National Car Rental, Los Angeles, CA (LAX-Los Angeles Intl.) Approval required L
Hotel: Residence Inn by Marriott Los Angeles Redondo Beach, Redondo Beach Approval required L

Mote: This trip contains one or more flights. Your company has a fare increase threshold of 19% for domestic flight
bookings and 19% for international flight bookings. Your flight may be automatically booked even if the fare

ncreases up to this threshold, and your selected payment method will be charged for the new fare.,



[l SENDING TRIP FOR APPROVAL

Select an approver from the DROPDOWN list.

o If you are unsure about who your approver is, refer to the STEPQ
event and look for the Program Manager’s name.

Select your approver

-- Select an authornzed approver --- v

Comments (MNote: comments will be visikle on the itinerary)



II SENDING TRIP FOR APPROVAL

You also have the ability to add COMMENTS for your approver as a
way to support your choices and/or update the PM on the event
details, especially if submitting travel pieces that are Out-of-Policy.

Select your approver

Edward Snider (esnider@sqaservices.com) r

Comments (Note: comments will be visible on the itinerary)
Residence Inn Bedondo Beach

Should be §739.86 for four nights @ $184.97 each inc. taxes.



Populate the fields with the EVENT
information. Items marked with a
red asterisk cannot be left blank.

This portion of the process will
replace the Travel Request Form
(TRF) and will serve as a reference to
the PM for the overall travel costs of
the event. Please, be accurate.

Click on REQUEST APPROVAL when
done to submit your request.

[l SENDING TRIP FOR APPROVAL

Event Number (e 123456}

Meals:

Mileage:

Taxi/Train/Tolls:

Phone/Fax:

Parking:

Other Travel Expenses (specify): (opticnal)

Cliznt + Supplier (associate travel ONLY):

Event Description (internal travel OMLY): (optional)



s SENDING TRIP FOR APPROVAL

You may chose to send out the confirmations straight to your
Outlook calendar, and update/add contact information.

Trip Preferences

Review the traveler information, travel preferences and company settings for this trip,

Calendar sync keeps your calendar coordinated with your travel schedule, (3] Sync & time zone tips
Send calendar sync emails to burnis.flannery@sgaservices.com

Traveler Information: Burnis Flannery

bake sure the name below matches the name on the traveler's identification documents.
Traveler information for Burnis Flanne

3 Edit Traveler Information
Phane numbers:

Country:  Area Phones#: Ext #
Home: (optional] 1

Work: (optional) 1
Mobile: - 1 310 8024468

For US and CA the country code is 1.



s SENDING TRIP FOR APPROVAL

Flight information: Fort Wayne (FWA) to Los Angeles (LAX)

Make sure the name matches the name on your passport and driver's license,

Sepure Secure Flight is a program developed to provide uniform watch list matching by the
Flight Transportation Security Administration (TSA). Learn more TSA privacy notice
Mame on [2: Burnis A Flannery  Gender: X Date of birth: XX/M0KKK % Edit Secure Flight Information

Will be populated with |
the Informatlon M S;ia:le_f window: Wing:
added to your profile.

Aisle v Mo Preference v

Seat Assignment:
® Twant to select my own seats using the Seat Pinpointer.
Save me time and search for seats using my seat preferences.

) Other preferences:
If there S no Meal: Mo Preference
. . . Special assistance: None
information in your
Passengers that need special assistance should contact the airline directly.
.
prOfI Ie’ you Ca n Frequent flyer program:

American Airlines: Prograrm number:

update it here for this None .

Wy frequent flyer status qualifies me for preferred seating

particular trip ONLY. Emergency ontact

MNone specified
Primary phone:

Altemate phone:

We will forward your preferences and requests to the airline, but we cannot guarantee that they will be
honered. Please confirm your requests directly with the airline befare departure.



[l SENDING TRIP FOR APPROVAL

Will be populated with the information you added to your profile.

If there’s no information in your profile, you can update it here for
this particular trip ONLY. Notes to the property are welcome.

Hotel: Residence Inn by Marriott Los Angeles Redondo Beach, Redondo Beach

Preferences and special requests:
Egencia will forward your reguests to the property. These requests are not confirmed and are subject to availakbility at the
time of check in. Special requests may incur additional charges.

Room type: Smoking:
Mon-smaoking only

Please describe any requests, such as wheelchair accessibility, late check in, away from elevator, interior
room, away from ice machine, etc. (Limit 30 characters)



SENDING TRIP FOR APPROVAL

Car preferences

Car: National Car Rental, Los Angeles, CA (LAX-Los Angeles Intl.)

Preferences and special requests:

Wi | I b e p O p u | ate d Egencia will forward your requests to the vendor, These requests are not confirmed and are subject to availability at the

time of check-in. Special requests may incur additional charges.

with the information Smoking:

Mo preference ¥

YOU d d d Ed to your Please describe any special requests such as make or model, color, etc (Limit 15 characters).
profile. iy N
quent traveler information:

Frequent flyer program Program number:
Mone ¥

’
If there S no Mational Emerald Club:
Preferred renter number:
information in your
. Flight status:
p rOfI I e yo u Ca n If you will be arriving on a flight, please provide your flight information for better service,
, Airline: Flight number:

update it here for this e v]asse
particular trip ONLY.




SENDING TRIP FOR APPROVAL

If submitting travel pieces that are Out-of-Policy, you will be asked
to SELECT A REASON from the drop-down list to support your
choice, for every travel piece you are booking that is out-of-policy.

Flight: Fort Wayne (FWA) to Los Angeles (LAX)
This flight does not comply with your company's travel policy because:

= This flight does not comply with your company's advance purchase policy.

Please enter the reason that best describes why you are purchasing this out of policy flight.
AD - Had to book flight on this day ¥

Hotel: Residence Inn by Marriott Los Angeles Redondo Beach, Redondo Beach

This reservation does not comply with your company's travel policy because:

# This room rate does not comply with your company's maximum nightly rate of $150.00 for this region.

Please enter the reason that best describes why you are purchasing this cut of policy hotel,
HL - Selected this hotel due to location/proximity to destination ¥



SQA’s corporate card will
appear by default listed as
SQA Central Billing.

If using your PERSONAL
CARD, click on the drop
down list and select it.

For your card to be listed,
it needs to be previously
saved in your profile.

If using SQA’s corporate card:

o Notify TRAVEL MANAGER
immediately, so she knows
to expect those transactions
in our card activity and is
able to add your expenses
to the roster.

o Do not list those expenses
in your T&E, as they will be
SQA-paid and you will not
incur any charges.

n Review travel items and payment information

The total cost of your trip may be listed as separate charges on your credit card statement. All Egencia service fees
are charged at the time of beoking and are non-refundable.

Flight: Knowville to 5an Diego Shaw Flight details
Flight details Cost breakdown
Traveler name: William Holmeas Total tickst cost $113023
Knowille (TYS) to Atlanta  04/24/17 1155 am- 104 pm  Delta 5154 Operated ~ |2%es & Airline Fees:  3130.37
Booking Fees 0
(ATL) By EXPRESSIET DBA  Do0King Fess S6.00
DELTA COMMNECTION  Airfare total: $1.266.60
Atlanta [ATL) to San Diego  04/24/17 315 pm -507 pm  Delta 2914 ’
(SAN)
San Diego (SAN) to Atlanta  04/26/17  1L:10am- 623 pm  Delta 1632
KATL)
Atlanta [ATL) to Kmoxville 04/26/17 850 pm - 9:45 pm Dielta 3651 Operated
\TYS) By: ENDEAVOR AIR
D2A DELTA
COMMECTICON
Paymen: Lisnnanen
SQA Central Billing [Central Bill] ¥
ainfel: Hilton San Diego Del M-. Show Hotel details
Hotel details Cost breakdown
Room reservation: William Holmes - 1 adult Total room cost: $340.10
Hilton San Diega Del Mar Ta:ces & Service  $29.37/night
Check in: Mon 4/24/2017 Check out: Wed 4/26/2017 Mights: 2 ress
Lodging total: 5398.84

-
Payment information

Total room cost will automatically be charged the day of the day of check-in to the above card.
Use a different form of payment

=% Change this hote

Car: En ise, 5an Di CA Show Car details
Car details Cost breakdown

Driver: William Holmes Base price: $86.81
Midsize Car Taxes and fees: £4037

Pick up: Man Apr-24-2017 5:00 pm Drap off: Wed Apr-26-2017 11:00 am \C‘f total: §127.18

Payment information

Car payment will be collected by vendor at drop-off. & valid credit or debit card inthe driver's name must be presented at
pick-up.

# Change this Car

Estimated Total*: $1.665.44 + $127.18 (Car Rental)

SENDING TRIP FOR APPROVAL

Estimated total cost of the
trip will show up at the
bottom of the page.

This amount will be added
to the rest of the expenses
you reported and PM’s will
assess the OVERALL cost in
order to determine
whether to approve travel
or not, same as with the
former TRF (Travel Request
Form).



II SENDING TRIP FOR APPROVAL

Click on SUBMIT PAYMENT INFORMATION to send request to
Program Manager for approval. Flights will be held and
automatically booked once approval is granted.

n Select an option

% Submit payment information

ALTOMTa: = attemnpied for your trip upon approval.
When permitted by the airline we will reserve your trip while awaiting approval.
Airfares are not guaranteed until your trip is approved and purchased.

| Cancel booking and save trip for later



s CHECKING YOUR TRAVEL

FLIGHTS in your Trips Tab when correctly submitted for approval

Monday, April 10, 2017 AWAITING APPROVAL () Reservation is being held unti RESERVED
Fort Wayne (Fwa) to Los Angeles (LAX) ™ midnight Pacific Time the day after SKVHUB

you made your reservation. . e
Itimerary £ 24385813413

Confirmation SKVHUEB

Chicago

Fort Wayne .
americanainines  FWA h 3m ORD FLIGHT TERMINAL GATE SEAT CLASS
C I [
R mELE A % ) ) i i ECONOMY/COAC
B 219 pm 2:22 pm ARIT0S H CLASS(V) (V)

Operated by and check-in with SKYWEST AIRLINES AS AMERICAN EAGLE Arriving interminal | 3

Please check in with Skywest Air. If checking in at a kiosk, use your name rather than confirmation number.

Oh 38m layowver
Confirmation SKVHUB

Chicage . Los Angeles
American Alrlines \t G R D 4n30n LA}( FLIGHT TERMIMAL GATE SEAT CLASS
T - % - _ ECONOMY/COAC
ERICAR iL CS_[:IE pm :'.3':] pl-r' AA 1358 3 23E H CLASS(V] (V)
DETAILS v Copy Cancel Add Frequent Flyer Number(s) View Flight Cancellation Info Fare Rules



s CHECKING YOUR TRAVEL

RENTAL CAR in your Trips Tab when correctly submitted for approval

Monday, April 10, 2007 AWAITING APPROVAL (3 NOT BOOKED
Mational Car Rental: Pick-up 24585813415
tinerary # 24383813413
e ngewooa PICK-UP LOCATION
PLAYA DEL REY Pincay i
b LDS I,E,' g m
%, Internat@nal
+ "..'. Airpo W Century Bhvd Mational Car Rental
- g LAX
Lennox Shuttle to counter and car; may need to call for shuttle, Los Angeles, CA (LAX-Los
) Mockweiler - - Angeles Intl.)
Qgle Beach Mapdata 82017 Google . Terms of Use  Report a map error (24/10/2017: Open 24 Hours, 4/14/2017: Open 24 Hours
ew Drop-off
PICK-UP DROP-OFF CAR CLASS
April 10, 2017 April 14, 2017 .
o o - Midsize
6:00 pm 5:00 am

DETAILS v Copy Change Car Delete Add/Edit Notes



s CHECKING YOUR TRAVEL

HOTEL in your Trips Tab when correctly submitted for approval

Monday, April 10, 2017 - Friday, April 14, 2017
Residence Inn by Marriott Los Angeles
Redondo Beach m

AWAITING APPROVAL (3)

PAYMENT
Payment at hotel

NOT BOOKED
24385813415

Itinerary £ 24383813413

B = LOCATION
? 7 ? _ Reszidence Inn by Marriott Loz Angeles Redondo Beach
AR =T W Rosecrans Ave . : 2420 Marine Ave
+ BB Redondo Beach, CA 90278
b s ] United States of America
- — d El Camina
Manhattan — Lawndale  Village ~Gardena
e il Beach b
J00gle Map data 2017 Google Termns of Use Report a map error
CHECEAM CHECE-OUT ROOMS
1 room
April 10, 2017 April 14, 2017

Studio, 1 King Bed with Sofa bed
Full Brezkfast, Free High-Speed Internet, Full Kitchen.
MNon-Smoking, Egencia will forward your requests to the property. These requests are not confirmed
and are subject to availability at the time of check-in. Special requests may incur additicnal charges.

DETAILS v Copy Change Hotel Delete Maore lodging info Add/Edit Motes



To make sure your travel reflects appropriately in your account, go
to the TRIPS tab, located at the upper left of the screen.

THOMAS WELCH

KARL JANSSON

Meena Chettiar

WILLIAM CARSON

NANCY PASQUAN

CHECKING YOUR TRAVEL

24369032009

24334433072

24360164565

24572394271

24578293260

Apr 11, 2017 - Apr 12, 2017

Indianapelis, IN

Lo= Angeles, CA



o ltemsin

CHECKING YOUR TRAVEL

represent travel that has been successfully
approved and purchased.

>EGENCIA

Carla Huguet o

TI’I [I)S Past

Searched for:

TRAVELERS
THORMAS WELCH
HARL JANSSOM
Meena Chettiar
WILLIAM CARSOM

MAMCY PASOUAMN

SELECT
Traveler

TINERARY #

24360032000

24334433072

24369164363

24372394271

24378293260

Greenville, 3C

Los Angeles, CA

Indianapalis, IN

L=z Angeles, CA

San Joss, CA

RIF NAME



SIH CHECKING YOUR TRAVEL
o Iltemsin are items that are being temporarily held by the

traveler OR awaiting approval (applies to flights only).

o ltems in Gray are items that remain unfinished and you can

continue with at any time OR items that are awaiting approval.

Burnia Flannery 24535313415 Apr10, 2017 - Apr 14, 2017 Lo= Angeles, CA EE



II CHECKING YOUR TRAVEL

Active trips will be displayed in your DASHBOARD, appearing in the
order travel will be made. Here, icons will always appear , if
travel arrangements are complete, or if they are incomplete.

Select a traveler Select multiple travelers
Carla Huguet '® S0A Associates (GUEST) (chugust@ T Amrange for a traveler not listed
Active trips Traveler Trip contains  Start date
Karl Jansson - Los Angeles, CA S04 Associates (GUEST) Apr 3, 2017 add a hotel , car
Meena Chettiar - Indianapolis, IN S04 Associates (GUEST) Apr1l 2017 add a hotel, car
William Carson - Los Angeles, CA S0A Associates (GUEST) Apr 24 2017 add a hotel , car
Mancy Pasquan - San Jose, CA S0A Associates [GUEST) Apr 25 2017 add a hotel , car

View more trips..



EMAIL NOTIFICATIONS

@ If there are problems with how this message is displayed, click here to view it in a web browser.

[
A rova I re u e st e m a I I Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.
p p q From: Egenda TripContraller <no-reply@egencda.com:> Sent: Wed 3/29/2017 2:55 PM

To: Carla Huguet
Ca
Subject: TrinCanteer=ournis Flannery - Los Angeles, CA - Apr 10, 2017 - ApproVarRegeest.

s

.
W h e n yo u r t ra Ve I I S This request will be delegated to: Carla Huguet if no action has been taken within 1 day.
SUBMITTED FOR APPROVAL o
’ Please note that automatic booking will be attempted for this trip upon approval
L] . . . . — i
yO U wi | | receilve an emal I frO m Hinerary Lo Angeles CA 2dsess s o

Flight: Fort Wayne (FWA) to Los Angeles (LAX)

Egencia TripController.

Policy Violations:

= This flight does not comply with your company’s advance purchase policy.

. . Qut of Policy Reason Had to book flight on this day
The body of the email will
Event Number or Description TBD
Meals 225
° Mileage 0
t t .th l‘ A ’ TaxiTrain/Tolls 0
start wi ssociate's Phoneras ¢
Parking 24
Other Travel Expenses (specify) nia
- - - Client (i.e. COMPANY A} SPACEX-Inspector Training
name] is requesting tri
Approval status Awaiting approval
Approval Comments

a p p rova I fro m [ F rog ra m ®  28-Mar-17 Residence Inn Redondo Beach * Adjusting rate to SQA rate @ $165/nt + tax. Should be $739.86 for four nights

5184 .97 each inc. taxes. Rate notin the system just vet. (Carla Huguet)

V4 ) Selected flight
Manager’s name Price at submission §574.60
L4 Lowest logical fare $515.60
Airline American Airlines 3103 - Operated by Skywest Air
Depart Apr-10-2017 2:19 PM

Arrive Apr-10-2017 5:30 PN
Number of connections 1 stop



Approval request email

Egencia has saved your
selection of flight/hotel/rental
car and will attempt to
perform an automatic booking

upon PM’s approval.

Automatic bookings will go
through even with up to a
20% increase in pricing.

PM’s have 24 hours to
approve or deny the request.

EMAIL NOTIFICATIONS

@ If there are problems with how this message is displayed, click here to view it in a web browser.
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

From: Egenda TripContraller <no-reply@egencda.com:> Sent: Wed 3/29/2017 2:55 PM
To: Carla Huguet
Ca
Subject: TripContraller - Burnis Flannery - Los Angeles, CA - Apr 10, 2017 - Approval Request
i}
-

This request will be delegated to: Carla Huguet if no action has been taken within 1 day.

View trip anline

Please note that automatic booking will be attempted for this trip upon approval

Traveler Burnis Flannery (burnis flanneryi@sgaservices.com)
ftinerary LoS"Amgalas, CA 24535813415

Flight: Fort Wayne (FWA) to Los Angeles (LAX)
Arranged by Carla Huguet

Policy ©Out of policy

Policy Violations:

= This flight does not comply with your company’s advance purchase policy.

Qut of Policy Reason Had to book flight on this day
Department - unassigned -

Event Number or Description TBD

Meals 225

Mileage 0

TaxiTrain/Tolls 0

Phone/Fax 0

Parking 24

Other Travel Expenses (specify) n/a

Client {i.e. COMPANY A) SPACEX-Inspector Training
Booking status Mot booked

Approval status Awaiting approval

Approval Comments

®  28-Mar-17 Residence Inn Redondo Beach * Adjusting rate to SQA rate @ $165/nt + tax. Should be $739.86 for four nights
5184 .97 each inc. taxes. Rate notin the system just vet. (Carla Huguet)

Selected flight

Price at submission $574.60

Lowest logical fare $515.60

Airline American Airlines 3103 - Operated by Skywest Air
Depart Apr-10-2017 2:19 PM

Arrive Apr-10-2017 5:30 PN

Number of connections 1 stop



SENDING TRIP FOR APPROVAL

If your travel has been approved BUT something went wrong with
the completion of the purchase, you will also receive an email
from Egencia TripController asking you to act on the issue.

@ This message was sent with High importance,
If there are problems with how this message is displayed, click here to view it in a web browser.
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

From: Egenda TripController <no-reply @egenda. com= Sent: Thu 3/30,/2017 3:16 PM
To: Yennaedo Balloo; Carla Huguet
Cc
Subject: ACTION REQUIRED: TripController - Yennaedo Balloo - Lansdale, PA - Apr11, 2017 - Booking Failed
i)
-
An automatic purchase error has cccurred: Though the travel items are approved, they have not all been booked. You must go to the Egencia website to complete booking of these items. Please check your itinerary for additional
information
Book Now

Traveler Yennaedo Balloo (ballooi@sgaservices.com)
Itinerary Lansdale, PA 24580499269

Hotel: Homewood Suites by Hilton Lansdale, Lansdale
Automatic purchase failed

Arranged by Carla Huguet

Price at submission $182.70

Start date Tuesday Apr-11-2017

End date ‘Wednesday Apr-12-2017

Policy Out of policy

Policy Viclations:



SENDING TRIP FOR APPROVAL

The subject of the email will start with ACTION REQUIRED:
TripController and will finish with Booking Failed. Log into your
account for further details of what went wrong.

@ This message was sent with High importance,
If there are problems with how this message is displayed, click here to view it in a web browser.
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

Yennaedo

ACTION REQUIRED: TripController - Yennaedo Balloo - Lansdale, PA - Apr11, 2017 - Booking Failed

An automatic purchase error has occurred: Though the travel items are approved, they have not all been booked. You must go to the Egencia website to complete booking of these items. Please check your itinerary for additional
information

Book Now

Traveler Yennaedo Balloo (ballooi@sgaservices.com)
Itinerary Lansdale, PA 24580499269

Hotel: Homewood Suites by Hilton Lansdale, Lansdale
Automatic purchase failed

Arranged by Carla Huguet

Price at submission $182.70

Start date Tuesday Apr-11-2017

End date ‘Wednesday Apr-12-2017

Policy Out of policy

Policy Viclations:

From: Egenda TripController <no-reply @egenda. com= Sent: Thu 3/30,/2017 3:16 PM

|



[l SENDING TRIP FOR APPROVAL

Reasons™ for approved travel to BOUNCE:

Airfare increase of over 20%
Unavailability of selected hotel rate
Unavailability of selected room type

O O O O

Errors in payment method
- Not enough credit limit/unavailable funds
- Incomplete or inaccurate card info in the profile

* Reasons may include but are not limited to the above.



If booking flights, you will also
receive an email from Egencia
Customer Care.

The body of the email will
start with Flight reservation
held until midnight on [day
after the travel request]”.

Egencia is confirming a seat is
being held for you in the flight
you selected.

EMAIL NOTIFICATIONS

@ If there are problems with how this message is displayed, click here to view it in a web browser,

From: teamagents @customercare. egenda. com

To: Carla Huguet

Co

Subjett Egencia flight held until Mar-30-2017 for Burnis Flannery - Los Angeles, CA - ApWlD, 2017 - ([tin# 24585813415) - Arranged by Carla Huguet

Thank you for booking your trip with Egencia. View this itinerary online for the“most up-to-date information.

¥ Nolethetvour fare could go up before you pay for this ticket

¥ If you do net purchdsgunsTighirpieasecancer dily notel reservations you do not plan to use. If an
unused hotel reservation is not canceled, you may be assessed a fee by the hotel

Account holder: Burnis Flannery Itinerary number: 24585813415

Meorgay TU-Apr-2017

Flight (Reserved until 11:59pm PST the day after reservation.) Current total price: $580.60
Burnis Flannery

219 pm Fort Wayne American Airlines
(FWA)
2:22 pm Chicago (ORD) Terminal 3 Flight 3 - Status, Operated by:

SKYWEST AIRLINES AS AMERICAN
EAGLE
Seat unconfirmed: Please view your itinerary online for up-to-date information. Economys/Coach Class (V), 1hr 3mn
Canadair RJ
Baag e

300 pm Chicago (ORD) Terminal 3 American Airlines
5:30 pm Los Angeles E
(LAX)

Seat unconfirmed: Please view your itinerary online for up-to-date information. Econamy/Coach Class (V), 4hr 30mn
AIRBUS INDUSTRIE A321 SHARKLETS
Bag es

Car (Not Reserved) Estimated total price: $219.26
National Car Rental

Midsize Car: $41.00/Day, Unlimited mileage, Extra hour: $20.50, Extra day: $41.00

Requests: non-smaoking

Mon 10-Apr-17< €:00 PM In the Airport Terminal, Los Angeles, CA (LAX)
Fri 14-Apr-17 9:00 AM

Hours of operation: 4/10/2017: Open 24 Hours, 4/14/2017: Open 24 Hours

I Hotel [Not Reserved) Total price: $981.16
Residence Inn by Marriott Los Angeles Redondo Beach

Studio, 1 King Bed with Sofa bed. Requests: Non-Smoking

Includes: Full Breakfast, Free High-Speed Internet, Full Kitchen



EMAIL NOTIFICATIONS

From: teamagents @customercare. egencia. com Sent: Wed 3/29/2017 4:39 PM
To: Carla Huguet
Cc
Subject: Egencia booking confirmation for Burnis Flannery - Los Angeles, CA - Apr10, 2017 - [Itin# 24585813415)
Monday 10-Apr-2017 i
-
Flight (E-Ticket Confirmed) Total price: $574.60
Burnis Flannery American Airlines confirmation code: SKVHUB

Airline ticket number(s). 0017960354565
Airline ticketing date: 28-Mar-17

2:1% pm Fort Wayne American Airlines
(FWA)

When travel has been
a p p rove d , yo u Wi I I 2:22pm  Chicage (ORD) Terminal 3 Wéﬁ?ﬁ%i%@

Seat unconfirmed: Please view your itinerary online for up-to-date information. Economy/Coach Class (V), 1hr 3mn

. . . Canadair RJ
ultimately receive an email
Baggage fees
3:00 pm Chicago (ORD) Terminal 3 American Airlines

from Egencia Customer e E—

Seat 23E, Economy/Coach Class (V), Food For Purchase, 4hr 30mn, AIRBUS INDUSTRIE A321 SHARKLETS
Web check-in 24 hours prior to departure

C t t' Bagaaage fees
a re’ S a I n g yo u r Car (Reserved) Estimated total price: $219.26
Mational Car Rental Telephone 310-335-8200 Confirmation number: 1138841100C0OUNT.

Midsize Car: 541.00/Day, Unlimited mileage, Extra hour: 520.50, Extra day: 541.00

confirmation numbers for
each one of the travel Moo e T o, A 040

Hours of operation: 4M10/2017: Open 24 Hours, 414/2017: Open 24 Hours

1 fe Hotel (Reserved ice: $981.
pieces that were booked, ) et s e e
Studio, 1 King Bed with Sofa bed. Requests: Non-Smoking
along with the final price.

Includes: Full Breakfast, Free High-Speed Internet, Full Kitchen

Mon 10-Apr-17 2420 Marine Ave

Fri 14-Apr-17 Redondo Beach, CA 90278 United
States of America
1(310) 725-0108 Fax 1 (310) 727-0109



The subject of the email
will read:

“Egencia booking confirma
tion for [Associate Name] -
[City, State] -

[MMM DD, YYYY -

(Itin# itinerarynumber)”.

EMAIL NOTIFICATIONS

From: teamagents @customercare. egencia. com Sent: Wed 3/29/2017 4:39 PM
To: Carla Huguet
Cc
Subject: Egencia booking confirmation for Burnis Flannery - Los Angeles, CA - Apr10, 2017 - [Itin# 24585813415)
Moi 2y 10-Apr-2017 &
-

Flight (E-Ticket Confirmea) Total price: $574.60
Burnis Flannery American Airlines confirmation code: SKVHUB
Airline ticket number(s). 0017960354565

Airline ticketing date: 28-Mar-17

2:1% pm Fort Wayne American Airlines
(FWA)
222 pm Chicago (ORD) Terminal 3 Elight 3103 - Status, Operated by:
SKYWEST AIRLINES AS AMERICAN
EAGLE

Seat unconfirmed: Please view your itinerary online for up-to-date information. Economy/Coach Class (V), 1hr 3mn
Canadair RJ
WWeb check-in 24 hours prior to departure

Baggage fees
3:00 pm Chicago (ORD) Terminal 3 American Airlines
530 pm Los Angeles Flight 1358 - Status

[LAX)
Seat 23E, Economy/Coach Class (V), Food For Purchase, 4hr 30mn, AIRBUS INDUSTRIE A321 SHARKLETS
Web check-in 24 hours prior to departure

Baggage fees
Car (Reserved) Estimated total price: $219.26
Mational Car Rental Telephone 310-335-8200 Confirmation number: 1138841100COUNT

Midsize Car: 541.00/Day, Unlimited mileage, Extra hour: 520.50, Extra day: 541.00
Requests: non-smoking

Mon 10-Apr-17< 6:00 PM In the Airport Terminal, Los Angeles, GA [LAX)
Fri 14-Apr-17 :00 AM

Hours of operation: 4M10/2017: Open 24 Hours, 414/2017: Open 24 Hours

f& Hotel (Reserved) Total price: $981.16
Residence Inn by Marriott Los Angeles Redondo Beach Confirmation number: 81101576
Studio, 1 King Bed with Sofa bed. Requests: Non-Smoking

Includes: Full Breakfast, Free High-Speed Internet, Full Kitchen

Mon 10-Apr-17 2420 Marine Ave

Fri 14-Apr-17 Redondo Beach, CA 90278 United
States of America
1(310) 725-0108 Fax 1 (310) 727-0109



Status of each travel piece
will have also changed to E-
Ticket Confirmed for flights
and Reserved for hotels and
rental cars.

Read through all the
confirmation and make
sure all your travel pieces
are displayed correctly.

EMAIL NOTIFICATIONS

From: teamagents @customercare. egencia. com Sent: Wed 3/29/2017 4:39 PM
To: Carla Huguet

Cc

Subject: Eaencia_hankina confirmation for Burnis Flannery - Los Angeles, CA - Apr 10, 2017 - [[tin# 24585813415)

Monday 10-Apr-2017

Flight (E-Ticket Confirmed) Total price: $574.60
Burnis Flannery American Airlines confirmation code: SKVHUB
Airline ticket number(s). 0017960354565

Airline ticketing date: 28-Mar-17

2:1% pm Fort Wayne American Airlines
(FWA)
222 pm Chicago (ORD) Terminal 3 Elight 3103 - Status, Operated by:
SKYWEST AIRLINES AS AMERICAN
EAGLE

Seat unconfirmed: Please view your itinerary online for up-to-date information. Economy/Coach Class (V), 1hr 3mn
Canadair RJ
WWeb check-in 24 hours prior to departure

Baggage fees
3:00 pm Chicago (ORD) Terminal 3 American Airlines
530 pm Los Angeles Flight 1358 - Status

[LAX)
Seat 23E, Economy/Coach Class (V), Food For Purchase, 4hr 30mn, AIRBUS INDUSTRIE A321 SHARKLETS
Neb check-in 24 hours prior to departure

Bagldage Tees
Car (Reserved) Estimated total price: $219.26
Mational Car Rental Telspnone 310-333-5200 Confirmation number: 1138641100COUNT

Midsize Lar: 541.00/0ay, Unlimited mileage, Extra hour: 520.50, Extra day: 541.00
Requests: non-smoking

Mon 10-Apr-17< 6:00 PM In the Airport Terminal, Los Angeles, GA [LAX)
Fri 14-Apr-17 :00 AM

iiours of operation. s 02017: Open 24 Hours, 414/2017: Open 24 Hours

f& Hotel (Reserved) Total price: $981.16
Besidence Inn bv M==riiit Los Angeles Redondo Beach Confirmation number: 81101576
Studio, 1 King Bed with Sofa bed. Requests: Non-Smoking

Includes: Full Breakfast, Free High-Speed Internet, Full Kitchen

Mon 10-Apr-17 2420 Marine Ave

Fri 14-Apr-17 Redondo Beach, CA 90278 United
States of America
1(310) 725-0108 Fax 1 (310) 727-0109

5]



s EMAIL NOTIFICATIONS

From: Egenda <no-eply@egendia.com= Sent: Sat 4/8/2017 6:50
To: Nylan DeCoursey

H H H H H e Debbie Trutanich: Carla Huquet,
ece I p no I I ca I on e ma I Subject: Heceipt for Dylan DeCoursey - Itinerary £245907352241

] tessage mItineraryREcEipt_24596?32241.pdf 69 KB}

Travelers will receive two EGENCIA
emails regarding RECEIPTS:

Dear Dylan,

Please find your receipt attached to this email.

O N Ot ifi Cati O n Of re Ce i pt On your next trip, you can keep up to date with your itinerary using our

mobile app available on i0OS and Android.

a Va ilable i n 24 h O u rS . Thank you for traveling with Egencia.

Safe travels,

o PDEF receipt for charges

paid through Egencia S
Egencia® TripNavigator, - N
now available on iPad. G

(flights and potentially |
h Ote I S ) 4 u p O n t rave I CONTACT US - Please do not reply to this email to reach us —we can't reply to messages sent to this address. To

contact using email, please use our feedback form.

.
CO l I l p | et I O n . @ Egencia, LLC. All rights reserved. Expedia, Egencia, and the Egencia logo are either registered trademarks or

trademarks of Expedia, Inc. in the U.S. and/or other countries




Receipts can also be downloaded directly from My Trips tab by
clicking on the PAPER ICON to the far right of the page.

>EGENCIA

THOMAS WELCH

HARL JANSSOM

Meena Chettiar

WILLIAM CARSOM

MAMCY PASOUAMN

24360032000

24334433072

24369164363

24372394271

24378293260

GETTING RECEIPTS

Mar 27, 2017 - Mar 28, 2017 Greenville, SC

Los Angeles, CA

11,2017 - Apr 12,2017 Indianapalis, IN
Apr 24, 2017 - Apr 28, 2017 L=z Angeles, CA
Apr 23, 2017 - Apr 26,2017 San Jose, CA



s GETTING RECEIPTS

Receipt for Flights EGENCIA

BUSINESS TRAVEL « EXPEDIA, INC. Itineral’y RECEIpt
Todate-clatertySi2a4s Booking ID: RQRFU
Itinerary number: 24592743349 Guest account: SQA Assodates

SQA Services, Inc.

Itinerary number 550 Sty e 0

Rolling Hills Esta, CA 90275
Pa S S e n e r n a m e Mote: This receipt only includes transactions which were charged through Egencia. Please contact the vendor directly if you need
additional receipts. Only transactions up to 4/8/2017 are included.

Flights

.
TI C ket n u l I l b e r Transactions up to 2/26/2017 have been reconciled with the Airlines Reporting Corporation (ARC). ARC does not reconcile fee

charges / refunds.
. . Fliohtpurivase™= Oar O poicy = mar-2ie2017
CI | e nt/S u p p | | e r Manley, Tremeal - Ticket number: 7961019412
Company settings
Department: - unassigned -

T I i f Event Mumber (i.e. 123456): 161615 Meals: 384
rave ex p e n SeS I n O h:iTle-.age!:Jm o 50 Tai?ﬂs'rainﬂolls: 1]
Phone/Fax: 0 Parking: 25

Other Travel Expenses (specify: 0 Client + Supplier (associate & LAM RESEARCH-Cortec Precision Sheet Metal

Ai rfa re p ri Ce Event Description (internal tr: N/A

Out of policy reason: Event was recently confirmed (AB )

United 1957 (Sun Apr 2, 2017) - IAH-SJC, Economy/Coach Class (M)

Service fee 52952

Taxes & airline fees $54.66

Flights grand total Mar 31,2017 252 M Conl i Vi AR

Egencia fee charge: Air booking fee Mar 31,2017 2:52 PM [Central bl”;:;:l $6.00

O O O O O O O O

Total flight charges $600.19



s GETTING RECEIPTS

Receipt for Hotels

Itinerary number
Guest name
Property details
Client/Supplier
Travel expenses info
Room charges

Tax charges

O O O O O O O O

Hotel grand total

EGENCIA

BUSINESS TRAVEL + EXPEDIA, INC. Itinerary Receipt

Taday'sdale 476/ 2017
Itinerary number: 24613569022 Guest account: SQA Associates
SQA Services, Inc.
550 Silver Spur Road 300
Rolling Hills Esta, CA 90275

Note: This receipt only includes transactions which were charged through Egencia. Please contact the vendor directly if you need
additional receipts. Only transactions up to 4/7/2017 are included.
Hotels

Hotel purchase -Apr 7, 2017
Yargeau, Brian

Company settings

Department: - unassigined -

Event Number (i.e. 123456): 162244 Meals: 75

Mileage: 305 Taxi/Train/Tolls: 0

Phone/Fax: 0 Parking: 8D

Other Travel Expenses (specify: n/a Client + Supplier (associate t: SPACEX-Spirol International
Event Descriptioriiiiternal t: iy

Hampton Inn Stow
4331 Lakepointe Corporate Dr, Stow, OH
Chack in- Fri Apr 7, 2017  Check out: Sat Apr 8, 2017

4/7/2017 - 4/8/2017 $119.00 per night
Taxes & service fees $22.78 per night
[Central bill: Visa 9856] $141.78

Total hotel charges $141.78



o Every Tuesday and Friday

at 2pm PST, through Jun-2.

o Minimum attendance to
open a date, is 4 people.

o Training sessions will have
a duration of 60 minutes.

o Email
chuguet@sqgaservices.com

with your date request.

TRAINING SESSIONS

Traveler Resources

https://productinfo.egencia.com/cat
egory/traveler/

Traveler Training

https://www.egencia.com/daily/serv
ice/traveler training.asp

Tips & Tricks Training Sessions for
New Egencia Travelers
http://info.egencia.com/TravelerTrai
ning2016.html




Thank you for your attention.

Questions, comments or concerns?



