
Egencia Profile Completion Instructions 
The following profile fields are required before you can book travel in Egencia: 

 Personal Information – address, phone 
 TSA Secure Flight information 

 
The following profile fields are optional:  

 Preferences – aisle/window for flights, room preferences for hotels, etc. 
 Emergency contacts 
 Loyalty Memberships (frequent flyer miles, hotel rewards, etc.) 

 
Click here for procedures for updating optional fields. 

REQUIRED FIELDS 

1. Log into Egencia from the my.bsu.edu page 

 

2. Once you are in Egencia, in the upper right corner, click on the person circle beside your name, and select “Go to 
profile” from the dropdown menu. 

 



3. Once you are on the profile page, you should see “Personal Information.” Please complete the date of birth, 
phone number, and address boxes.  If no address is visible, click on “add home address” to add one. Click “save” 
once the information has been entered. 

 

4. Next, click on the “Travel Documents” Tab. Click “add new” to add TSA Secure Flight information. 

 
 

5. This will open a new sidebar to the right. Please be sure the name entered into the TSA box matches the name 
that appears on your government issued ID. Click “save” at the bottom once the information is complete. 



 

 

OPTIONAL FIELDS 

1. To update preferences for flight, hotel, and rental cars, select the “Preferences” tab. Update any flight, hotel, or 
rental car preferences and click “save” at the bottom.  
 



 

2. If you would like to add an emergency contact to your account, click on the “Emergency Contact” tab.  Enter the 
necessary information, and click “save.” 

 

3. If you have any reward accounts, those can be added by clicking on the “Loyalty Programs” tab. Examples 
include frequent flyer accounts with airlines or hotel loyalty accounts with select hotel brands.  



 

4. Click “Add Card” to bring up a sidebar to the right. You can type the program name in the box or scroll through 
the drop-down menu to select it. If you are adding a frequent flyer account, be sure to select the preferred 
seating box if your status qualifies you for preferred seats. Enter the card number and click “save” at the 
bottom. You can continue to add multiple accounts.  

 

 

 

5. Travel preferences have now been updated. When booking airfare, seats will be assigned based on personal 
preferences, if they are not selected through the booking process. Loyalty rewards can also be earned on some 
hotel bookings in Egencia, if specified. 


