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1. Hotel Online Booking 

1.1 Dashboard: 
Select the book online local and international tab on the home page. 
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1.2 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. 

 

1.3 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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2. Hotel Booking Manual 

2.1 Hotel Search Page: 

 

2.2 Hotel Results Page: 
Select the preferred property based on search criteria. Select Manual Booking. 
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Complete all the required fields - Property Contact details are provided under contact info to 

confirm reservation and receive confirmation number, acknowledge the declaration to 

proceed further. 

 

 

 

 

Insert the rate as provided by the Property (Daily rate or Full rate). 

-  Select what the rate includes as indicated by the property. 

-  Select Reason for Manual Booking. 
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Confirm with the Property on payment method, If Prepayment required, see further below for 

steps to complete.  

- Should the travel policy allow extras to be billed, the extras can only be selected at 

this point and not after selecting proceed.  

- Confirm Property Terms and Conditions (Provided by property telephonically or via 

email) and select Proceed.  

 

 
 

 

Select Confirm Booking. 
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The accommodation is now selected. 

Select the relevant cost centre and submit for approval. Complete any further applicable 

details if prompted by the system. 

 

2.3 If Prepayment Is Required: 

Check with the Property, whether a prepayment is required.  

- Should Pre-payment be required, select Yes.  

- If you do have the Property Vat Invoice (Invoice to be made out to Travel with Flair 

Pretoria), select Yes.  

- Enter invoice number from the property under Supplier Invoice Number and then 

upload the invoice.  
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Once uploaded, select Save Payment Request. 

 

 

- If you do not have the Property Vat Invoice, select No.  

- A request for the Invoice will be sent to the property.  

 

 


