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Welcome 
to Engine



Meet your account contacts

Yessenia Cornejo

Your long-term partner, supporting 
strategy and success

 
Yessenia Cornejo

Yessenia.Cornejo@engine.com
7207699472
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Savannah Travers

Your Government Success Associate 
focuses on escalations

 
Savannah Travers
Gov@engine.com

       For assistance with booking, please contact 
        Jimmy Davis           or           David Brewer
  jldavis@sewanee.edu         jdbrewer@sewanee.edu



If you're traveling for work, Engine is here to help you out. 
We make finding, booking, and managing hotels, for your 
business trips easy.

● Youʼll get access to over 750k hotels and savings up 
to 26% off best available public hotel rate.

● If you ever run into delays and need to adjust your trip, 
our award-winning support team is available 24/7. 

What is Engine
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You will receive an invitation email from 
noreply@engine.com to finish setting up 
your account. 

Once complete, navigate to 
members.engine.com to log in. If you run 
into any issues, reach out to our Member 
Support Team for help. 

Once youʼve set up your Engine account, 
getting started is easy. In the following 
slides weʼll explore the platform and learn 
how to complete your first booking. 

First steps
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Getting started with
multi-factor 
authentication MFA
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We want to ensure your account is secured. When logging in with 
an email and password for the first time, follow these simple steps 
to secure your account and access great hotel rates!

Step 1 Enter your email and password

Step 2 Enroll in multi factor authentication through either:

● SMS (default)
● Voice call
● One-time code via authenticator app 
Step 3 Receive code through selected MFA method

Step 4 Enter code in Hotel Engine

After initial login, you can select “Keep me signed inˮ for easier 
access.

Continue
Continue



Search for hotels
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In the search bar at the top of your dashboard, enter your 
desired destination (even an exact hotel or address!, 
travel dates and number of rooms. You can also search for 
saved locations your travel administrator has added, like 
job sites or other common travel destinations. 

Click Search to see available properties that meet your 
needs. To limit your results further, use our specialized 
filters to modify your results by price range, property 
type, star ratings, amenities and more — or sort your 
results by price, distance, etc. 



Booking hotels
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Select a property to see different room types, with options like 
refundability and hotel loyalty.

Choose the room thatʼs the right fit for your trip, to be sent to the 
checkout page. 

There, you can add whoever the main traveler is for the trip, plus 
other options covered in the upcoming slides. Please be sure to 
match the room name to the traveler to avoid any check-in 
issues upon arrival!



Custom fields
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Your administrator has added custom fields for you to 
enter on the checkout page. These fields take just a few 
seconds to fill out and are extremely helpful for billing and 
reporting down the road.



Hotel payment methods
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Credit Card
Your credit card will be used to hold the room, payment 
will be required at the time of check in. 



Cancelling your hotel
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Need to call off your travel completely? If you booked a 
refundable room, you can cancel within
the refundability window and get your money back.

Step 1 Navigate to the Trips tab and click on the
trip you want to cancel.

Step 2 From the trip window on the right side of your 
screen, click Cancel booking. On mobile, youʼll need to 
scroll to the bottom.

Step 3 Click Cancel Trip. Weʼll cancel the room for you. 
Youʼll receive confirmation of cancellation via email.



Extending hotel stays
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Need a little more time on location? No worries — you 
donʼt even have to pick up the phone.  

Step 1 Navigate to the Trips tab and click on the hotel 
reservation you want to adjust.

Step 2 From the trip window on the right side of your 
screen, select Extend reservation.

Step 3 Fill in your new desired checkout date.

Step 4 If possible, weʼll extend your stay in the same 
room, but if not, youʼll be informed of your other options. 
Weʼll get your new nights confirmed and your itinerary will 
update automatically.



Requesting other 
hotel modifications
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Need to change guest names or make a request (like 
adding a rollaway bed or another accommodation)?

Step 1 Navigate to the Trips tab and click on the
trip you want to adjust.

Step 2 From the trip window on the right side of your 
screen, click Modify trip and select Modify Reservation if 
prompted. On mobile, youʼll need to scroll to the bottom.

Step 3 This will allow you to submit a request to our 
Member Support team, and they will follow up with the 
status within 24 hours. Note that requests are up to the 
hotelʼs discretion and are not guaranteed. 



Shortening a hotel stay
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Planning to head home early? If you booked a refundable room, 
you can adjust your checkout date while you are within the 
‘refundability windowʼ (or any point prior to the deadline set by 
the property for changes and cancellations to be made).

Step 1 Navigate to the Trips tab and click on the trip you want to 
adjust.

Step 2 From the trip window on the right side of your screen, 
click Modify trip. Locate the Refund Policy box and confirm that 
you are still within the refundability window. On mobile, youʼll 
need to scroll to the bottom.

Step 3 Click Shorten Trip and select your new checkout date. 
Your itinerary will automatically adjust, and youʼll receive a 
refund to your original form of payment. 



Request a late check-in
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Ensure your room wonʼt be given away and avoid cancellation 
fees when thereʼs a late arrival time.  

Request a Late Check-in allows travelers to easily alert a 
property of late arrival, ensuring that the room will be ready and 
waiting for you.

How it works:
● Click the Request a Late Check-in button on your 

itinerary to alert the property. 
● Select a time window that lets the property know when 

to expect your arrival. 



When you arrive at the hotel, you can simply 
check in with an ID and credit card for 
incidentals and room and tax.

You should let the front desk know when 
you are checking out. If you are checking 
out early, inform the front desk and contact 
Member Support.

Checking in 
to a hotel
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Mobile app
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With our mobile app you can quickly search, book and modify 
your reservations, allowing you access to over 750k hotels all 
from your phone while youʼre on the go. 

Your login will remain the same, whether youʼre accessing our 
platform through our website or app. 

Repeat trip? Revisit your favorites with the  Previously 
Booked module right on the homepage. 

Suddenly need a hotel nearby? Tap Book near me for instant, 
real-time rates on local hotels.



Hotel loyalty
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This feature allows you to add your rewards number with 
various hotel brands like Hilton Honors, Marriott Bonvoy 
(and many more) to your account and earn points booking 
eligible rooms.

To get started, go to My Settings in your account to add 
any relevant loyalty information.  
 
When you search for rooms on Engine, you can filter by 
loyalty-eligible hotels. The platform will only show 
properties eligible to earn rewards points from whichever 
hotel loyalty programs you select.  

Once youʼve selected a property, room types will also be 
called out as loyalty-eligible — with the name of the hotel 
loyalty program next to a purple star. 



Support is available 24/7 for reservations, modifications, or 
cancellations.

You can reach them directly at 855.567.4683, via chat, or by 
emailing support@engine.com. For urgent or time-sensitive 
items, please call the Member Support line.

Member support
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Report a billing issue
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To report a billing issue, navigate to your Trips tab and click on the 
reservation in question. Scroll down to the right-hand side of the 
screen and click on the Report billing issue link. 

From here, youʼll enter additional information about the unexpected 
charge, and our support team will investigate the issue.



Groups Form
Have an upcoming event? Room blocks, meeting space, we got it 
covered.

Navigate to your groups tab , complete the trip form to provide us 
with some simple details about your destination, duration, 
travelers and requirements. Our Group experts will work together 
to curate lodging options tailored to your groupʼs needs and 
budget within hours.

Groups Team
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Hotel Proposals
Hotel options will be loaded on the groups tab for you to review, 
compare, confirm or deny. The hotels can be viewed by list, map 
and side by side to compare amenities and rates as well.

Hotel Selection
Once a hotel is accepted our Group Sales Manager will begin 
working on the room block with the property and keep you looped 
in every step of the way.

Hotel Selection
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For trips booked with Engine Groups, our support team is always 
on standby to coordinate modifications directly via live chat, 
phone, or email. 

For future-dated requests, expect a complete turnaround within 
2448 hours, depending on the nature of the request. For groups 
checking-in and urgent requests the same day, we guarantee a 
turnaround time of 4 hours or less, striving for even quicker 
resolutions whenever possible.  

Support@Engine.com | 855.567.4683 

Groups support
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Thank You

Confidential


