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1. Car Booking Online 

1.1 Car Search Page: 
Select the book online local and international tab on the home page. 
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Select the car tab to start the process. 

Search for vehicle based on Delivery / Collection (Insert delivery and collection address in 

search fields) or search by Branch, Airport or Point of Interest to locate the closest branch, 

based on requirements. Once all details have been captured, select search.  

 

 

 

Select Click to view availability on approved vendors. 
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1.2 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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1.3 Request Petro card: 
If you require a Petro card with your car rental, follow the below steps after you have 

selected your vehicle. 

Select the other sectors icon and select allowance from the dropdown list. 

 

The dates will auto complete as per your trip but can be amended. 

Select the required amount PER DAY from the dropdown list. 
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Select the add allowance tab to confirm the petro card. 

 

 

 

2. Booking Summary 

After the vehicle has been selected (and Petro card if required) the screen will display with 

booked segment (green icon). 
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Select the relevant Cost Centre and select Submit for Approval. 

 

Upon approval, the voucher will generate and automatically send to the Traveller and 

Vendor/s. 

 

3. Car Booking - Phone Vendor 

3.1 Car Results Page: 

 

If no availability is returned by the Vendor, select Phone Vendor. 
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3.2 Car Phone Vendor Form: 

The Vendors contact details will be displayed for the booker to call and book directly with the 

supplier. 

Capture all required fields based on the confirmation the vendor provides to obtain approval 

and for a voucher to be issued. 
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4. Car Booking Out of Policy Selection 

4.1 Car Results Page: 

Once the availability has populated, select Show Car Filters 
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Change the Company Policy Filter. 

 

Tick Out of Policy and select Apply to reflect the out of policy vehicles in the availability. 

 

Once the filter has been applied, additional vehicle types will be returned. 

Choose the vehicle required by the traveller and select book now.  
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