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Egencia on the Go
iCalendar Synchronization
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Overview of Egencia on the Go

On The Go Alerts

 Email, SMS, or voice alerts of gate information, flight delays, cancelations, etc.

Pre-Trip Email

 Proactively provides travelers with the most recently view of their trip, 3 days

prior to travel

Mobile Portal

 Easy access to your itinerary, booking details, and all relevant contact

numbers from any web enabled mobile device

Calendar Synchronization

 Integrating itinerary elements into travelers’ calendars so they can easily plan

their travel alongside all other business obligations

Suite of features aimed to proactively provide travelers with all
necessary travel data while they are on their trip
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iCalendar Enhancements

Effective tool to help Travelers and Arrangers keep on top of travel

plans and their business schedules

• Itinerary items are pushed to travelers as

calendar appointments supported by

Outlook and Lotus Notes

• Calendar synchronization pushes an

updated meeting invite when a change

occurs to travel plans

• Separate meeting invite for each item

and segment accurately displays free /

busy times while on a trip

• Proactive service with an online check-in

reminder 24 hours prior to travel
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iCalendar Sync Opt-in

The iCalendar Sync Opt-In
is also available and

displayed in Egencia On
The Go, during the Check-

Out path in Trip
Preferences.

The iCalendar Sync Opt-In
is also available and

displayed in Egencia On
The Go, during the Check-

Out path in Trip
Preferences.
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iCalendar Sync Option

New Calendar Sync Option
located in the Egencia On

The Go Tool

New Calendar Sync Option
located in the Egencia On

The Go Tool

Old Save To
Calendar Option

Old Save To
Calendar Option
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iCalendar Sync Invitations

Travelers can share their
travel schedule with others,

using the Broadcast
iCalendar Invitations option.

Travelers can share their
travel schedule with others,

using the Broadcast
iCalendar Invitations option.

The content of the Broadcast
Invitation are the same as the
Egencia On The Go mobile

itinerary view.

The content of the Broadcast
Invitation are the same as the
Egencia On The Go mobile

itinerary view.
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iCalendar FAQ:
Q. What versions of Lotus Notes does this support?
A. 6.5 or above.

Q. Why is there a 4 minute delay in sending out the invites?
A. Sometimes there is a delay in us receiving the confirmation numbers back from a booking.

The delay is optimized for providing the most complete booking information in the calendar
invitation.

Q. When will I receive an updated invite?
A. Whenever we perform a traveler initiated itinerary reconstruct, we will compare it to the last

known version of the itinerary stored in our system. If the information does not match, we will
send an updated meeting request with this new information.

Q. If only one item changes, will I receive the whole set of calendar invites?
A. No, we only send updates for the actual items that changes. For example, if you cancel your

car booking, we will send you a meeting cancelation for the car booking but nothing new for
your air or hotel.

Q. How should I manage time zones for Calendar sync when I travel?

A. For best results, we recommend you update the time zone setting on your computer or mobile
device as you travel to different locations. This will ensure that travel times are properly
adjusted for each location's time zone.
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Egencia on the Go iCalendar Demos

To see a demonstration of this feature, click on the link below:

 Outlook iCalendar Synchronization Demo Link
http://media.expedia.com/media/content/expcorp/flash/demos/r38_ical_outlook/default.htm

 Lotus Notes iCalendar Synchronization Demo Link
http://media.expedia.com/media/content/expcorp/flash/demos/r38_ical_lotusnotes/default.htm


