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Use Engine to Book Lodging 
Updated February 26, 2026 

Travel Application 

Engine 

Helpful Hints 

Users should log into Engine and add existing hotel loyalty programs. 

Procedure 

From within the Travel & Expense tile, click on Engine. 
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To find a hotel, search with:  

1. Location 

2. Date range. 

3. Number of rooms and guests. Note: up to eight rooms can be added to one reservation. 

4. Click Search 

 

Use All Filters to assist in sorting of available locations. UNE Negotiated rate hotels and 

refundable options are highly recommended. 
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Colored icons denote available options with the location, such as free breakfast or refundable 

reservation. Select the desired location. 

 

 

 

 

Select a room. Each entry displays details of the room, including a refundable date (if 

applicable). Click Reserve. 
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Enter the primary guest name. 

• If booking for someone else, enter their name. 

• If booking for a guest (someone outside the University), scroll to the bottom and select 

Add new traveler. 

 

Payment method defaults to Direct Bill. If a personal credit card is added/used, it will be billed 

immediately. 
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Enter the required trip information. 

 

Scroll down to review additional information regarding this booking. 

 

Click Book Now. 
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An email will be sent to the traveler and the coordinator (if applicable). 

 

To manage the trip, from the left side panel select Manage, then Trips. 

 

Select the desired trip and from the right-side panel, scroll down to Company details. Click Edit 

company details to make changes to items such as cost object or traveler email.  
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Click Manage booking to edit the reservation. 

 

Make changes to number of guests, extend the booking, request late check-in, etc. 

 t  
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Need assistance with the reservation? Scroll down on right-side panel to Need help? 

 

 




