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1. Flights 

1.1 Flight Search Page: 
Select the book online local and international tab on the home page. 

 

 

 



 

Title: 

AV8R Online Flights, hotel & Car 

Number: 

BSD243 

Revision: 

1 

Effective 
Date: 

25-02-2025 

 
 
 

  
ONLINE FLIGHTS, HOTEL & CAR 3 

 

 

 

 

 

 



 

Title: 

AV8R Online Flights, hotel & Car 

Number: 

BSD243 

Revision: 

1 

Effective 
Date: 

25-02-2025 

 
 
 

  
ONLINE FLIGHTS, HOTEL & CAR 4 

 

 

 

 

 

 

 

 

 

 

 



 

Title: 

AV8R Online Flights, hotel & Car 

Number: 

BSD243 

Revision: 

1 

Effective 
Date: 

25-02-2025 

 
 
 

  
ONLINE FLIGHTS, HOTEL & CAR 5 

 

 

1.2 Flight results page: 

Once the results page displays, select the  icon to open the options. 

 

 

 

 

Our top picks displayed from the search results are defined by the most recommended 

options based on searched criteria. 
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More Options displayed from the search results are defined by all available options based on 

searched criteria and company policy. 

 

 

1.3 Flight Selection: 

Choose the preferred flight by selecting the expand arrow  to view and select the required 

available fare. 
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Click on the select flight tab to make your selection. 

 

Hover over Fare / Class / Bags / Refund / Change Descriptions to view the rules of the fare 

selected.  

Select Book Flight, complete any Policy Breach Reasons and acknowledge any warnings if 

applicable. 
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Your flight has now been selected. 

 

 

Repeat steps above to book the return flight (For domestic flights only). 
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2. Hotels 

2.1 Hotel search page: 

 

Search for required accommodation based on the following criteria: 

- Specific Property Name 

- If property unknown, search via point of interest, address or city 

Dates will pre-populate according to flights selected, however can be amended according to 

requirement, then select Search. 

 

2.2 Hotel Results page: 

Select most the preferred property based on search criteria, select View Rooms. 
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Select preferred Room type / rate and Select Room. 

Important: Ensure you are selecting the correct room type AND Meal plan. 

 

Review Room type selected and then select View Terms And Conditions, if favourable then 

acknowledge with the check box and select Proceed. 
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3. Car Rental 

3.1 Car Search Page: 

 

After the property has been selected and booked, select the car tab where it states Click to 

Book Car. 

 

 

The location for car hire will default to an airport rental based on flight selection and flight 

dates and times, alternatively this can be amended and searched for by an alternative 

location, based on requirement. Once all details have been completed, select Search. 

 

 

 

Select Click to view availability on approved vendors. 
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3.2 Car Results Page: 

Select the most suitable vehicle type and vendor, based on your company travel policy and 

select Book Now. 

 

Review reservation details and select Confirm. 
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4. Travel Summary 

Once Flights, Hotel and Car bookings have been selected, the screen will display all booked 

sectors in chronological order of travel. 

 

Select the relevant Cost Centre and select Submit for Approval. 

 

 

 


