
Booking Travel with Egencia
Tutorial + Helpful Tips

SQA Services, Inc.



ACTIVATING YOUR ACCOUNT

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

 Email Carla Huguet at 
chuguet@sqaservices.com. 

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

 Follow the steps to complete your 
registration.



LOGING IN

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



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.



BOOKING FLIGHTS

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.



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.

BOOKING FLIGHTS



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.

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.

BOOKING FLIGHTS



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).

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.

BOOKING FLIGHTS



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.

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.

BOOKING FLIGHTS



BOOKING HOTELS

For booking hotels, type 
your detailed search 
parameters and click on 
SEARCH FOR HOTELS.

You can search by: 
o City
o Specific address
o Airport



BOOKING 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.



BOOKING 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

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*

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



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.



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.



BOOKING HOTELS

Property Details

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



BOOKING HOTELS

Trip Advisor reviews

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.



BOOKING HOTELS

Rates

You are able to have SQA 
pay for the hotel on your 
behalf by selecting a Paid By 
My Company rate.

Payment at Hotel rates are 
also available and the 
traveler’s personal card will 
need to be used for this 
purpose.



BOOKING HOTELS

Rates

Select the LOWEST LOGICAL 
RATE from the options 
displayed (i.e., government 
rates when/if on government 
contract assignment or specific 
membership rates, such as 
Marriott Rewards, AAA, Hilton 
Honors, etc.).

If none of these are a good 
fit, travelers must always 
look for the Egencia Business 
Rate (Egencia Preferred). 



BOOKING HOTELS

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
o Eligibility for loyalty points



BOOKING HOTELS

Hotel Loyalty Points 
Eligibility

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 RENTAL CARS

For booking rental cars, 
type your detailed search 
parameters and click on 
SEARCH FOR RENTAL 
CARS.

You can search for a pick 
up location : 
o At an Airport
o Near a Place
o Near a US Address



BOOKING RENTAL CARS

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.



BOOKING RENTAL CARS

List by VENDOR, listing all car classes.



BOOKING RENTAL CARS

List by CAR CLASS, listing all vendors.



BOOKING RENTAL CARS

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. 



SELECTING PAYMENT METHOD

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



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.

SENDING TRIP FOR APPROVAL



SENDING TRIP FOR APPROVAL

After completing your selection, make sure all THREE boxes are 
checked before submitting to the PM for approval.



SENDING TRIP FOR APPROVAL

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



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.



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.



SENDING TRIP FOR APPROVAL

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.



SENDING TRIP FOR APPROVAL

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



SENDING TRIP FOR APPROVAL

Flight preferences

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. 



SENDING TRIP FOR APPROVAL

Hotel preferences

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.



SENDING TRIP FOR APPROVAL

Car preferences

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. 



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.



SENDING TRIP FOR APPROVAL

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.

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).

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. 



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.



FLIGHTS in your Trips Tab when correctly submitted for approval

CHECKING YOUR TRAVEL



RENTAL CAR in your Trips Tab when correctly submitted for approval

CHECKING YOUR TRAVEL



HOTEL in your Trips Tab when correctly submitted for approval

CHECKING YOUR TRAVEL



CHECKING YOUR TRAVEL

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



CHECKING YOUR TRAVEL

o Items in Green represent travel that has been successfully 
approved and purchased.



CHECKING YOUR TRAVEL

o Items in Yellow are items that are being temporarily held by the 
traveler OR awaiting approval (applies to flights only).

o Items in Gray are items that remain unfinished and you can 
continue with at any time OR items that are awaiting approval.



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

CHECKING YOUR TRAVEL



EMAIL NOTIFICATIONS

Approval request email

When your travel is 
SUBMITTED FOR APPROVAL, 
you will receive an email from 
Egencia TripController.

The body of the email will 
start with “[Associate’s 
name] is requesting trip 
approval from [Program 
Manager’s name]”. 



EMAIL NOTIFICATIONS

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.



SENDING TRIP FOR APPROVAL

Action required email

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.



SENDING TRIP FOR APPROVAL

Action required email

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.



SENDING TRIP FOR APPROVAL

Action required email

Reasons* for approved travel to BOUNCE:

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



EMAIL NOTIFICATIONS

Flight on hold email

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

Confirmation email

When travel has been 
approved, you will 
ultimately receive an email 
from Egencia Customer 
Care, stating your 
confirmation numbers for 
each one of the travel 
pieces that were booked, 
along with the final price.



EMAIL NOTIFICATIONS

Confirmation email

The subject of the email 
will read:

“Egencia booking confirma
tion for [Associate Name] -
[City, State] -
[MMM DD, YYYY -
(Itin# itinerarynumber)”.



EMAIL NOTIFICATIONS

Confirmation email

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

Receipt notification email

Travelers will receive two 
emails regarding RECEIPTS:

o Notification of receipt 
available in 24 hours.

o PDF receipt for charges 
paid through Egencia 
(flights and potentially 
hotels), upon travel 
completion.



GETTING RECEIPTS

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



GETTING RECEIPTS

Receipt for Flights

o Itinerary number
o Passenger name
o Ticket number
o Client/Supplier
o Travel expenses info
o Airfare price
o Service fee
o Flights grand total



GETTING RECEIPTS

Receipt for Hotels

o Itinerary number
o Guest name
o Property details
o Client/Supplier
o Travel expenses info
o Room charges
o Tax charges
o Hotel grand total



TRAINING SESSIONS

With SQA’s Travel Manager

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@sqaservices.com
with your date request.

With Egencia

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? 

Please email Carla Huguet at 
chuguet@sqaservices.com


