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10. Send invitation and or save the template for future use which theinvitation can be sentto an
individual or multiple travelers
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Create guest users
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Impaant information

Business information

Gerveral Tranvsters

Department code

Plieats sebect ® -
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Phease sebsct =

Primary Dept i (FASIS)

Furnd: (3 numanc characters) *

Flease select
U= |
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Praject REQ If FUND Greater than 160

Activity. RE 1 FUND Greater than 160

Chart Fisld 1 {4 numenc characters)
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Chan Field 1- (4 nument characters)

Account Code *

Please select -
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Piease select =

Business Purpose Datall {ex: cont/event name) *

Arrangers.
Assign users who can aange travel for g

Mo Arranger selecied

Approvers Manage
Assign isers who can appiove W fof quests (optional)

o Approver seiected

(D You can sel up il 1 approver(s) hete. Visit ser piofile o set othet level soprovers

(D You can set up level 1 aporover(s) here. Visit user profile 10 set ofher level appiovers

Invite guest to

Guest will feceive 3 nk 1o tegister on Egencia, You wil e th n isteded

Guest wavel admin *
You an specily addiional users such s Iravel ackel IEShgers 10 fecoive fegistiation Aotifications
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Generate guest registration link. -
€2 Generate a common link that could be used by guests 1o register Note: registration links can be w
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View templates
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