
Click here to make a travel 
booking (see overleaf)

Quick Start
You can use this shortcut to search 
for flights, rather than using  

These links are alternative ways of using the tabs: 

Getting Started

1. Ensure that you have your Aergo URL, login name, 
and password (ask your administrator).

2. Launch your Internet browser.
3. Enter the URL and press Enter. 

4. The Login screen appears. 

5. The first time you log in, the profile page appears.

6. When you have successfully saved your profile, 
click on  The home page is described 
opposite. You are now ready to use Aergo!

Enter your 
Aergo URL

Enter your login 
name and 
password

Click on Login

Update your profile details.
The fields marked with an 
asterisk * are mandatory.

When you have 
finished, click on 
Save.
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Typical Aergo Home Page

This is an example of a Home page. The actual Home 
page you see depends on the configuration set by your 
administrator.

Use the online help to learn how to use Aergo

Click on these symbols for context-sensitive help.Click here to go to the home 
page (currently selected)

Click here to view, modify 
or delete bookings

Click here to make changes 
to your profile (for example, 
your travel preferences).

Use these links to 
access more travel 
information.
(when available)

My Pending Trips
This shows the future trips that you have 
booked (depends on setup). You can select a 
trip to view, modify or delete. You can also do 
this via  

Click here for FAQs 
and online help.
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Making a Booking

This is an example. Actual screens and options 
depend on setup. Click on  if you need help.

1. Click on 
2. Select the type of booking you want to make. 

Available vendors may vary.

3. Provide the details of the trip you want to book. 

4. If price is most important, click on , or 
if schedule (departure and arrival times) is most 
important, click on 

5. In the list of available flights, select the one you 
want and follow the on-screen guidelines to 
complete the booking. 

In this community you can 
make air, car and hotel 
bookings. The following steps 
show an air booking.

a.  Select the trip type. 
     Round Trip is selected by default. 

b.  Select the most appropriate trip reason from the ones available. 
    The trip reason can affect what flights and classes are displayed.

c.  Enter your starting point and destination.
    Enter the city or airport name, or click here to search for one.

d.  Select the date and time for your departure and return.
    Use the drop-down lists to select the date or click here for the calendar.

(Examples shown)

You can also select one-way or 
multi-destination trips.

Viewing, Modifying and Deleting Bookings

This is an example. Actual screens and options 
depend on setup. Click on  if you need help.

1. Click on 
2. Your future trips are shown in My Pending Trips. 

3. The trip details are displayed. 

4. Follow the on-screen instructions to complete 
your task. 

Click on the trip you want to 
view, modify or delete.

Click on these links to add 
a hotel or car booking.

Click here to modify the 
displayed booking.

Click here to delete the 
displayed booking.

Click on this button at the bottom of 
the page to delete the entire trip.
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