
Helpful tips for completing your profile 

Step 1: Once you are logged in to Egencia, on the top right-hand side, click on 
your name and select “profile” in the drop down. 

Step 2: Complete as much of your personal information as possible. 
(Be sure to enter your name as listed on your travel documents  - including middle name) 
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Step 3: Complete your travel preferences. 

Step 4: Upload your official travel documents and TSA #. 
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Step 5: Add any loyalty program memberships (Southwest Rapid rewards, Hilton Honors, etc)

3




