
This guide will assist you registering your profile, walk you through 
the booking process and help you get started with Onriva!

Sign Up and Start Saving Today!

• Direct to Supplier content deals.

• No surprise or hidden Fees.

• Personal Travel access to plan your next 
family vacation! 

Savings Guaranteed

• Easier and faster direct bookings with Onriva.

• Keep your reward points! Access all travel 
loyalty programs on one platform.

• Your travel arrangements are at your fingertips 
with our all-in-one, easy-to-use mobile app. 

Super Streamlined Booking

Hit a travel glitch? You need to talk to a live human and can’t 
wait? Hang up long hold times with Onriva!

• Connect with us via Chat, Phone or Email, found on all pages of 
your Marketplace!

Get 24/7 Live Agent Awesomeness
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For more information, please contact Onriva Support

+1 (866) 317-1302 / support@onriva.com

Book and manage 
travel from your 
mobile device!
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https://apps.apple.com/us/app/onriva-for-business-travel/id1298953393
https://play.google.com/store/apps/details?id=com.onriva.onrivaapp


Requesting a Profile

To request a profile in the Onriva Marketplace, please send an email to bclark1@kvcc.edu. 
Please include your legal first and last name, phone number, and work email address.

Brittany will create your profile which will generate a welcome email for you to complete 
your registration and set up your password. 

To access the platform from your computer, use the link below, or download our mobile 
app – Onriva for Business – in the Google Play or App Store.

https://www.onriva.com/kvcc/business-signin
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1. Establish your Password.

2. Click “SAVE CHANGES”.

1. Please look for the 'Welcome to a new 
way to book travel' email in your 
inbox. 
Check your spam folder if you can't 
find it.
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Setting Up Your Profile
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By clicking on your name in the top right corner, you can access your Profile

Enter your Personal Information:

• Full name as it appears on your government issued identification 
document

• Gender, Passport Number, Date of Birth and Known Traveler Number

• Emergency contact name, phone number and email address.

• Home Address, Phone number and Home Airport Preference

• Preferred Domestic and International Class of Service

• Preferred Airline, Hotel Chain and Rental Car Company - Including your 
airline frequent Flyer Program and hotel and car loyalty numbers

• Seat and Meal Preferences
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Granting Delegate Access

Granting delegate access will allow another user within your organization
to book on your behalf.
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• Enter the name or email address 
of the individual to whom you 
are granting permission.

• Click on the link 
‘Send Email to Grant Access’.

• On the profile page, click the 
gray box labeled 
‘Delegate Access’.

• The delegate will be notified 
via email that they are 
authorized to make bookings 
on your behalf.

• To remove a delegate, simply 
click 'delete' next to their 
name.
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Flight Search
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Use the ‘ONRIVA FARE FILTERS’ to refine your search and find flights that 
best meet your travel needs.

'SORT BY' option helps organizing your search results by Best For 
You/Recommended, Price, Duration, Departure, and Arrival times for 
easier comparison.

• You can search for a ‘One Way’, ‘Multi-City’ 
or 'Round Trip'. Enter the origin and 
destination airports, your travel 
dates, number of passengers, and class of 
service.

Click 'FARE RULES' to review individual offers and their benefits/limitations.

Choose your outbound offer and click on 'SELECT FLIGHT' to continue with 
Return Flight selection.

Select your Return fare and click 'BOOK'

Onriva Tip: Your Preferred Airlines will be labeled with the icon.
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Flight Booking
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Complete the required traveler 
information and select your 
seats.

• Review your flight and the fare rules to 
confirm refundability, and other fare 
details.

Complete/confirm your billing 
information, and click 
BOOK NOW
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Hotel Search
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Use the ‘ONRIVA RATE FILTERS’ to refine your search and find 
hotels that best meet your travel needs.

'SORT BY' option helps organizing your search results by Best for You, 
Price, and proximity to the location.

• Enter your preferred location – you can 
search for a hotel close to a city, 
address, airport, or a particular point of 
interest. Select dates of stay, number of 
guests and rooms.

Onriva Tip: Rates that offer loyalty points will be highlighted with labels as 
shown here:

Click 'SELECT HOTEL' to continue selecting your room and offer.
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Selecting Hotel Rate
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Use the ‘ONRIVA RATE FILTERS’ to filter offers by

o Payment Type: Pre-Paid and Pay At Hotel

o Cancellation Policy: Free Cancellation and Refundable, and

o Rate Types: Special rate types like AARP, Senior rates or AAA Rates. 
NOTE: Special rate types require proof of eligibility at check-in.

Click on the Details to 
compare available 
offers for the selected 
room type.

Non-Refundable rate 
types are always labeled 
below the room 
description:

Click 'SELECT ROOM' to 
proceed with Checkout.
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Car Search
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• Use the ‘ONRIVA CARS FILTERS’ to refine your search and find a car rental 
that best suits your needs. Filter rental offers by: Specific pick-up 
locations, Car Category, Type or Rental Company.

• Click 'SHOW DETAILS' to view policy information like allotted mileage.

• Specify Pick up and Drop off locations, 
dates and times. Confirm/enter an age of 
the Primary Driver.

Onriva Tip: Align your pick-up and drop-
off times as closely to your flights as 
possible for the best experience.

• Click 'BOOK' on the car of your choice to proceed to the Checkout page 
and complete your reservation.
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Onriva Tips
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Travel easy with Onriva Customer Support

24/7/365 - Online chat (available on the bottom right of all screens)

+1 (866) 317-1302 or +1 (650) 449-6452

support@onriva.com
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