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1. Flight Search 

1.1 Home Page: 
Select the book online local and international tab on the home page. 
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1.2 Flight Search Page: 
Select the flight tab. 
Select the multi-city tab. 

- Search and select required flight sectors, dates and cabins (Dependent on Travel 

Policy and if the airline/s cater for such cabin requests). 

- Only enter departure and arrival airport names 

- Insert Departure Date and times and connection search options. 

- Select Search. 

Note – if you select view timetables the system will display the time tables for the day for 

each flight. 

 

 

1.3 Flights Results Page: 
Select Click Here to view options available based on bookers search criteria. 
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Our Top Picks displayed from the search results offers the recommended best options and 

connections for the requested routing. 

 

 

Our More Options displayed from the search results below offers additional flight options. 
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Select Sort / Filter to refine search results. 

 

 

 

Select the preferred option by selecting on the expand arrow  to see all details pertaining 

to the option selected. 
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Select the required option by clicking on the select flight tab. 

 

 

Familiarise yourself with the booking rules & select the book flight tab. 
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Once completed, your selected flight will populate in the trip. 

Repeat the steps to ensure all the legs of the trip is booked. 

 

 

Select the relevant Cost Centre. 

Select Submit for Approval and complete any further applicable details if prompted by the 

system. 

 


