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1. Adding travellers to a trip 

Are you going to book your own trip? If you click on 'Add traveller', you can easily put in yourself as a 
traveler by clicking the 'I'm the traveller' button.  

Are you booking a trip for a client or someone else outside your organisation? Then easily add them by 
clicking the 'Add guest' button.  

TIP: are you booking for several people? You can easily add up to 5 people to your trip by clicking on the plus 
icon next to the traveller. 
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You can easily edit your profile details in 2 ways: 

 By clicking on your name as a traveller 
 By hovering over your initials in the upper right corner and clicking on 'profile settings’ 

 

E-via will then open a new window where you can start editing all your details like personal details, contact 
details, passport info, frequent programs and even travel preferences like seats or meals on flights.  

 E-via will also save this data for future bookings.  

 

TIP: it is important to fill in your name as stated on your passport/identity card in the personal details tab. 
That way, you won't face any surprises at the airport because your name was not entered correctly when you 
booked. 
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TIP: make sure you fill in your personal mobile phone number and e-mail address so the airline can keep you 
informed in case of any changes or cancellations  

TIP: Do you have a frequent flyer card with a particular airline? Then make sure to enter it in the 'frequent 
programs' tab with the button ‘Add Frequent Flyer’. That way, E-via will automatically start collecting your 
points. 
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2. Ticking ‘Allow nearby airports’  

Don't have a preference for a particular airport on departure or arrival? By leaving the 'Allow nearby airports' 
checkbox on, E-via will display all possible routes between the country of departure and arrival. This way, 
you can often save a lot of money.  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
3. Trip number 

At the first search of your trip (e.g. you start looking for a flight) E-via will automatically create a trip 
number, which then appears in the top right corner  

TIP:  if you have any questions or comments about your trip after booking, use this nr as a reference for our 
consultants. 

 

 

 

 

 

 

 

 

 

 

 

4. Flight comparison table  

When you start looking up flights in E-via, you will always get a table at the top of the results that will 
compare all possible prices based on airlines and number of stops. So you can easily see all the results for 
your preferred airline by clicking on the logo.  

TIP: Did you know that E-via can also combine different airlines? For example, you can take an outbound flight 
with Brussels airlines and a returning flight with a low cost airline such as Ryanair. That way, you have many 
more options in flight times. You can view these options by clicking on the 'Multi carrier' icon in the table. 
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5. Trains as alternative  

Looking for a flight that also has a train as an alternative for the same route? Then E-via will always show 
those at the top of the flight results with a starting price. By clicking on the 'Rail options' button, E-via will 
immediately show these alternative train tickets.  

This way, you can save money and travel more ecologically.  
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6. Pricing options  

In the flight results, E-via automatically displays the cheapest economy fare per route and per airline or 
combined airlines. If you click on the 'Pricing options' button, you can also consult all other fares, both in 
outbound and return flights.  

For example, you can take an outbound flight in economy and the returning flight in business.  

 

 

 

 

 

 

TIP: You can also easily see here whether luggage is included in the ticket or not. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. Fare rules and more details  

Do you want to know whether you can change or cancel your tickets afterwards? By clicking on the 'Fare 
rules' button under your desired ticket, you will find all applicable rules for that ticket. 
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When you click on the 'More details' button at the bottom of the ticket, you will find all the details about 
your selected route such as flight times, flight numbers and even terminals in some cases.  

TIP: You can also see here how many seats are still available on this flight. 

 

8. Putting flights in option  

Once you have added your desired tickets to your trip, E-via will take you straight to the trip overview. Here 
you can put the flight in option, if necessary. This means you can temporarily freeze these prices until 
16:30 the same day. This way, you avoid sudden price changes by airlines. 

To put a flight in option, you must always first check the 'I accept the Terms & Conditions' box at the 
bottom. Then click on the 'Hold flight' button. 
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NOTE: it is not possible to put low-cost flights, hotels, rental cars and trains in option.  

TIP: it is the responsibility of the booker to also remove the option again if they would not book the ticket, to 
avoid any penalties from the airline.  

 

9. Seat reservation  

You can also immediately reserve your seat on the plane in the trip overview by clicking 'Add' in the 
‘Seating’ part. E-via will then show a map of the plane for both the outward and return flight, where you can 
choose the desired seat.  

TIP: we recommend reserving a seat at the same time of booking the flight. Tickets without a seat are the first 
ones that airlines will cancel in case of overbooking.  

 

10. Low cost  

If you have chosen a flight from a low-cost airline, it will remain in the basket for a maximum of 15 minutes. 
In the trip overview, you will then see a clock counting down. 

http://www.etravel.be/


  

Stationsstraat 22 | 2910 Essen | Belgium  IBAN: BE83 7330 0517 8315  |  BIC: KREDBEBB            +32 (0)3 667 29 29 
BTW: BE0475 601 985  |  www.etravel.be        IBAN: BE77 3631 5313 4142  |  BIC: KREDBEBB vakantie@etravel.be  

Caution: on low-cost airlines, online check-in is mandatory. If not, a fine will be charged at the airport.  

TIP: if you book a ticket with Ryanair in which the seat is included, you can de the online check in immediately. 
Otherwise, this is only possible from 24 h before departure.  

 

11. Ryanair verification  

In some cases Ryanair will ask an extra verification from the traveller (sometimes with facial recognition). 
There is no general rule when/why Ryanair asks requests this.  

It is important to fully complete this verification. Otherwise you will not be able to check in online, which is 
mandatory, and we will no longer have access to the booking (e.g., for changes, refund requests, etc.).  

We would like to help you on this with the following tips:  

 Check-in at the airport without verification with Plus Fare  

If you book a ticket with the Plus Fare (= fare including check-in luggage), you can still check in at 
the airport, even if the verification was unsuccessful.  

 Change tickets in Flexi Plus fare with verification as reference  

With the Flexi Plus fare, in addition to the included check-in baggage and check-in at the airport, 
you can also change your ticket. However, to do this, you need the verification as a reference. If you 
didn’t complete the verification procedure correctly, you will not be able to change your ticket.  

 Fine for airport check-in with Regular and Basic fare  

For Regular and Basic fares (with hand luggage only) it is mandatory to check in online in advance. 
If you don’t do this, you will be fined around €100 per person and per flight at the airport.  

 Express and Standard verification  

Express verification = charged but fast  
Standard verification = free but takes a little longer  

 

12. Hotel/rental car search in trip overview in line with flight details  

If you have already added a flight to the shopping basket, you can easily search for a hotel and/or rental car 
from here by clicking on the 'Hotel' or 'Car' button underneath 'Add more services'.  

For hotels E-via will then automatically fill in the destination and dates of the flight that is added to your 
basket  

For rental cars, E-via will also take over the flight times, so that the pick-up and drop-off times are also 
already correct. 
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13. Hotels from Expedia, Ratehawk and Booking.com with Genius 3 discount  

The range of hotels in E-via includes the full range of Expedia, Ratehawk and Booking.com where you can 
also benefit from the Genius 3 discount that is already calculated in the prices.  

In the results page, you can always see at the bottom of each hotel which partners are providing this hotel. 

 

When you have found a hotel, and you click on 'View rates', you get an overview of all possible rooms per 
provider. You can also easily see on each room type whether it is refundable or not. When you hover over 
the info icon here, you will immediately see all the cancellation conditions that apply to this room.  

In addition, it is always indicated whether this price includes breakfast or not.  

  

http://www.etravel.be/


  

Stationsstraat 22 | 2910 Essen | Belgium  IBAN: BE83 7330 0517 8315  |  BIC: KREDBEBB            +32 (0)3 667 29 29 
BTW: BE0475 601 985  |  www.etravel.be        IBAN: BE77 3631 5313 4142  |  BIC: KREDBEBB vakantie@etravel.be  

14. All-in rates for rental cars so no extra insurance on site  

All rental cars you find on E-via are always full-coverage prices. When you have added a rental car to the 
trip, you will also see this clearly stated.  

So you no longer need to take out an extra insurance when picking up the car.  

 

15. Everything pre paid by E-Travel  

At E-Travel, we make sure that everything in your trip is pre paid by us when you book a trip. This way you 
don’t have to pay anything yourself when booking or on site. After you booked the trip, we will send the 
invoice immediately to the correct invoice entity. 

 

16. CVC code  

In some cases E-via will ask for a CVC code of our credit card that we’ve set up to make sure we can pre 
pay your trip. When you hover over the credit card, you can see the code that you have to fill in.  
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17. Chat with us  

Need help with anything? If you click on the chat icon at the top on the right, you can chat directly with one 
of our consultants.  

To do this, first click on 'New conversation'.  

E-via will then open a new conversation. If you then click on 'Add consultant', you will see that 'Team 
Business consultant' automatically appears below.  

You can then type your question in the window below,  

TIP: if you have a question about a specific part of your trip, you can also choose this in 'Select quote'. You will 
then see a drop-down menu where you can choose the part of your trip where you need help. 

 

18. Sharing your trip  

Once you have put together the whole trip, you can easily share this info via e-mail by clicking on the share 
icon in the 'Trip overview'.  

If you then click on 'Share quotes', you can share all info about this trip with others.  

In 'Send to', E-via automatically fills in the traveller(s) of the trip, and you can also send the trip to others by 
adding them in the search bar above.  

E-via automatically fills in the subject of the mail in 'Subject'. You can change this if you want.  

In 'Message' you can also mention other things regarding the trip if you want.  

You can put the trip in the mail in three different ways: 'Summary', 'Detailed' or 'Both'.  

TIP: You can also send it as a PDF attachment by checking the 'Include PDF' box. 
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If you have booked a trip, you can also click 'Share itinerary' at the share icon.  
Here, you can share all practical info of the trip via mail such as flight times, luggage, hotel check-in and 
check-out time, etc.  

 E-via again automatically fills in the travellers and the subject of the mail.  
You can also again add other recipients in the search bar, or change the subject of the mail and add a 
message at 'Message' if necessary.  
Again, you can check the 'Include PDF' checkbox to send the info as a PDF attached to the mail.  
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19. Overview of all trips  

When you click on the list icon in the left bar, E-via will take you to 'My trips'. This is a listing of all the trips 
you have booked, or that you are currently booking.  

The trips are listed in three categories: 'Upcoming' (the departure date is in the future), 'Active' (the trip is 
happening at the moment) or 'Past' (the trip is over).  

You can also filter by travel dates, and export the trips to Excel if you wish.  

TIP: The components of a trip are always shown in blue at the bottom.  

 

20. Quick links  

We have also integrated some useful quick links in E-via. These can be found at the link icon in the bar on 
the left.  

 

When you click 'Travel requirements', E-via takes you straight to the site of Traveldoc.  
Here you can enter the specific itinerary of the trip and all passport details.  
Traveldoc will then provide a good overview of everything you need for your trip. 
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When you click on 'Submit', you will immediately see whether you are allowed to board or not, if you need 
any other documents, if there are any COVID19 restrictions and you will also see all health and customs 
info and useful links regarding each country of the route on the right. 

 

When you click on 'CO2 calculator', you can calculate the CO2 for each flight route, and what the price 
would be to compensate this through a certified project in Ghana. You can find all information about this 
on our site via the following link: https://rebrand-cms.uniglobetravel.com/content/Greentripper-A4-
brochure-20200820004142.pdf.  

If you then click on 'Calculate', you will immediately see at the bottom what the exact emissions are for this 
route, and what it would cost to compensate. 
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TIP: When you click 'Share screen', E-via will automatically start downloading or opening the program 
'Teamviewer' if you already have it. This way, one of our consultants can take over your screen if you are stuck 
somewhere.  

 

21. ‘Travel requests’ via mail  

Prefer our travel consultants to handle your travel request instead of booking on E-via yourself? No 
problem! If you click on the 'Travel requests' button on the home page, you can easily start filling in all your 
travel details such as traveller(s) and travel components (flight, hotel, train etc.) and you can also add 
comments. 
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