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1. Dashboard: 

Select the travel request form v2 tab on the home page. 

 

 

2. Create Travel Request Form 

2.1 Add New TFR: 

 

Select add new TFR to start the process 

 

Capture Trip dates (From / To) , Add Traveller (search for a traveller using Name, Surname, 

email address).  

If traveller not loaded, select Create Traveller and complete. 
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Any Future Trips linked to the Traveller this will be displayed under Future Trips.  

 

 

Complete the Request for Quote field/s. 

 

 

 

The Travel Booker may select Add Flight, Add Hotel, Add Car, Add Transfer, Add Parking and 

Add Allowance more than once should there be a need for additional sectors within the Trip. 
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Once all sector requirements have been completed, select Finalise TRF. 

 

 

2.2 Finalise Travel Request Form: 

 

Complete all required fields: 

- Business Unit 

- Cost Centre/Responsibility number 

 

Insert additional notes / requirements into Message to Consultant field. 

Any attachments required to be sent (e.g. Purchase Orders, Confirmations etc.) select 

Attach Files to upload documents. 
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2.2 If New Booking: 

 

 

Requestor will have the following two options to select from  

- Quote Required, select Yes, Quote Required  

- Quote is not required, select Do NOT Quote, Book Only, a consultant will book the 

required option/s and submit for approval.  

 

 

 

2.3 If Existing Booking: 

 

Selecting Existing Booking, allows the Requestor the ability to request additional 

assistance/changes on an existing trip.  

- Existing trip reference to be inserted.  
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Once all fields have been completed, select Send to Consultant; 

 

 

A travel request form reference will display. 

 

 

3. How to search for a TRF 

On the dashboard select the travel request form v2 tab. 
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Multiple search criteria are available. 

Complete search criteria and select Search, alternatively scroll down to see the latest 

requests created. 

 

 
 

3.1 Open Travel Request Form: 
Select Open TRF to View the request or Quote. 
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3.2 Edit Travel Request Form: 

 

Edit Form allows the Requestor to edit sectors before the consultant processes the request.  

- Change dates/ departure or arrival airport / cost centres etc.  

- Add additional sectors  
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Select Finalise TRF once amendments have been completed. 

 

 

4. Close Travel Request Form 

Successfully actioned TRF’s will automatically close once booking is awaiting approval or 

approved.  

To ensure all TRF’s are completed and require no further action there are two functions 

available: 

❖ Complete – All messages have been actioned, no further assistance required (approved 

bookings)  

❖ Cancel – Cancel TRF, request no longer required.  

 

 Please note once you have cancelled a TRF, it cannot be reopened.  

 

Select Close TRF. 
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Select required action. 

 

 

5. Print Travel Request Form 

Select Print TRF to generate the request as a PDF File. 
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6. Messages 

 

Messaging allows the ability to record messages between the Requestor and consultant. 

This simplifies all communication in one platform for ease of reference. 
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6.1 Before Approval: 

Search for the Travel Request Form using the Request Number and select Open TRF. 

 

 

 

 

Select New Message. 
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Insert message and include any attachments if applicable. 

Select send message icon. 

 

 

View Messages in the TRF section  

- To Reply to existing message, select arrow on the Reply icon.  

- Select New Message to create a new message  

 

- Blue ticks show messages have been read.  

- Hover over the blue tick, it will display date, time and who read the message.  
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To view attachment/s, select the attachment link.  

 

 

 

7. Approved Bookings 

 

Select trip via trip Manager for my bookings icon. 

 

Select Trip reference  

- Select New Consultant Messenger and Requestor can send and view messages  

- A new TRF will be created linked to existing trip. 
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7.1 Sector Messages: 

Requestors have the ability to create a message for a specific sector. 
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Message will display a link to the hotel. Select the link to display the Hotel Request. 

 

 

 

 

Requestor can select view unread sector messages to view all communication related to that 

sector, if applicable. 
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8. Email Notification 

 

 

Requestor will receive email notifications when a new message has been added. 

 

 

9. View Quotation 

Requestor has the ability to access and view the quotation once the email notification has 

been received. 

 

9.1 View via AV8R: 

 

- Log into AV8R 

- Access TRF icon 

- Search using TRF reference and select Open TRF 
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9.2 View via OTP Link: 

An OTP verification code will be generated if the requestor selects Click Here to View via 

the email notification. 
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- Only the intended requestor will be able to view the quotation.  

- The requestor will need to complete the prompts as per below.  

- Select Sign in with Password or Request OTP. 

- If Request OTP Selected an OTP (One Time Pin) will be generated to the requestor 

email.  

- Insert OTP to view quotation. 

 
 

Some quotations may include an attachment for further information. 
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10. Approve Quotation 

 

Select the accept quote icon. 

 

 

Once all options have been approved, the system will automatically notify the Consultant to 

proceed with confirming the reservation. 
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The request status will change to Quote Approved, Booking in Progress. 

 

 

 

On quotation approval, the trip will be created and sent for approval. 

 

 

11. Reject Quotation 

Select Remove Segment, and follow screen prompts. 
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Requestors have the ability to either : 

- Reject and Add New Sector to request an alternative option.  

- Reject Only to remove the sector  

 


