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1. Shuttle Booking 

1.1 Shuttle Booking Tab: 
Select the book online local and international tab on the home page. 
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Select the transfer tab to start the process. 

Complete the search criteria as required and select Search. 

 

 

 

Select Click to view availability on approved vendors. 

 

Note: Only client approved Transfer vendors will display rates and availability. 
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1.2 Shuttle Results Page: 

Select the preferred Vendor / Vehicle Type / Cost Estimate to proceed with the request. 

 

 

Once selected the Transfer Instructions will display – Complete the required fields. 

If you are requesting a Transfer with an existing flight in the trip 

- Where flights are existing in a trip, select Load Flight Info. 

- Relevant flight details will auto-populate. 

- Select I Agree. 
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If you are requesting a Transfer with an existing flight in the trip 

- Where flights are existing in a trip, select Load Flight Info. 

- Relevant flight details will auto-populate. 

- Select I Agree. 
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The transfer request is now captured. 

Once all transfers required are captured, select the relevant cost centre and Submit for 

Approval. Complete any further applicable details if prompted by the system. 

 

 

Once the Trip is approved, the request for Transfer will generate to the vendor to accept the 

reservation. Only once the vendor has accepted the reservation, the system updates a 

confirmation number on the voucher. 

 


