Europcar MoViNg yeur way europcar.biz

Europcar Group UK Limited

Europcar.biz Normal User Guide

Contents
Landing Page Rentals
Europcar.biz Main Log-in Page - 2 Rentals - Rental Amendments & View -13

Rentals - Add Notes -14
Homepage Rentals - Invoice - 14

Europcar.biz Home Page - 3
Reports
Reservation Current Reservations report - 15

. . Open Rentals Report - 15
Placing a Reservation - 4
Authorise Report - 16
New Reservations - 5 . .
Authorise Reservation - 16

R ions - Placin R ion -4 .. .
New Reservations - Placing a Reservatio Administration

New Reservations - Rental Details -4 - 5
Amend User - 17

New Reservations - Available vehicles - 6
Change Password - 17

New Reservations - Method of payment & Quote - 7 Information

New Reservations - Workflow authorisation - 8 Station Information - 18

New Reservations - updating a profile - 8 Additional Information - 19
Reservations -Amend, View - 9 Feedback Form - 19
Reservations - Cancel & Repeat --10 Help

Reservation - History - Add Notes - 11 Help - 19

Quick Quote & Authorise - 12




Eurocar MOVING yeur WAy europca r.biz

Landing Page

Individuals registering for the first time will need to enter their email, contract ID & then press
continue. Emails can only be registered once, and are not case sensitive. The registration screen will
require certain information to be entered to store a profile within Europcar.biz.

Drivers who have an existing profile in Greenway can add their ID number to bring their information
through to the registration process.

If at any point you have trouble registering, there is a link next to the home icon for ‘Contact Us’,
which will take you to a list of country specific contact telephone numbers for the relevant support
teams.

Europcar.biz Main Log-in Page

| i | contctus |
To log in enter your Email Address or

Eurocar MoVing your way europcar.biz Driver ID and your Password.

The password is sent as a mix of numbers
and letters but can be changed the first
time you log in by clicking on
‘Administration’ then ‘change password’

v/ v from the top drop down menu options.

Welcome to eurdpcar.biz

Sign up and benefit from contractual rates for every business rental! X . X
Simply login or create your account below. Followmg the ‘Reset Password’ link will

reset the password and generates an
email to the user.

Already Registered? New to europcar.biz?
Email address or ID number europcar.biz is a web-based rental management solution allowing individuals and . . .
. companies o manage their car fental needs First time users can click on ‘Create my
R e e e s o o s 08 Account’ on the left side of the log in
page.
Reset password
LOGIN > CREATE MY ACCOUNT >

Contact us

Ifyou need help, would like more information, or if you are struggling to access the system with a valid contract please contactus

Europcar moving your way europcar.biz

User Registration
* mandatory field

Ifyou already have a Driver ID with us then you can enter it with the Email you supplied here. We'll retrieve your details and you can then check and update them so that you can
use europcar.hiz. fyou don't already have a Driver ID just enter an Email

New User Existing User
Email* Europear ID*
Contract ID* Email
Contract ID*
CREATENEWUSER > COPY EXISTING USER >

Mot sure of your Driver ID? Please contactus .




Europcar MoViNg yeur way europcar.biz

Europcar.biz Home Page

Reservations Rentals Reports Administration Information LOGOUT

You can return to this page at any time by Eurocar mMoving your way europca r.biz
selectindiT]

Use the function panel located along the top of the
page to navigate your way through all the Welcome Mr Thomas John Boden
functions of the site.

fom.boden@europear.com logged in as EUROPCAR UK STAFF HIRES

Quick Links are displayed on the homepage; they Company News Fleet News
offer the user links to the most used pal"ts of the For assistance with the site please contact the Online Systems team: x[er\jﬁrg;t:”gumptarmz(ur Staff Hires. Please refer to BIBS Working Instruction 050
site. The number of Icons displayed varies Tek: 0871384 1116

Email: Onlinesystems@europcar.com Please refer to BIBS Working Instruction 051 for the full details of Friends & Family

dependent on set up. Reservatons

Current Reservations, Open Rentals, Authorisation Quick Links
Report, and Authorise Reservation are displayed in
tabs at the bottom of the webpage. Please note [2) vevreserstn [ Amens Resenvaton =
Authorisation Report and Authorise Reservation

tabs only appear for Workflow sites. If your B Anend rental % —
homepage does not have these tabs then your -
reservations do not require authorisation prior to g Autonse Lt 2 vy oetais
the rental station receiving the booking.

Current Reservations

Open Rentals

Help

0 m

AboutUs  Copyright  PrivacyPolicy ~ Temms & Condiions  Feedback  Confactus

Homescreen Dropdown Reports

Current Reservations

Open Rentals

Authorise Reports

Authorise Reservations

Homescreen reports are designed to give users easy access to some of the most
useful reports on the site. For more details on how to utilise these features, please
see the reports section of this guide.

The authorise reports that are available on the home screen will only show for
customer that have requested that Workflow is activated. Workflow is a way of
ensuring a booking request is validated prior to it turning into a reservation. The
driver places a booking and selects an authoriser (normally a line manager) and is
returned a ‘Q’ reference. An email is generated to their nominated authoriser
whose responsibility it is to either ‘Accept’ or ‘Reject’ the request. An accepted
booking will turn into a reservation on the system.
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Reservations

‘ ‘ Reservations | Rentals ‘ Administration ‘ Information ‘ Help | -LDGOUT
Placing a Reservation _Europcar moving your way europcar.biz

fom bodenfddev.europcar.com logged in as EUROPGAR UK STAFF HIRES

Rental Details

Rental Details Available Vehicles Quote & Summary

Select ‘Reservations’ & ‘New’ from the top menu, or
from the quick link on the homepage. All fields that
are mandatory are bordered in green.

* mandatory field
Booking for MR TEST BODEN

Start Details

Date & Time*
07/03/2015 |[® o900

Location Type*
Pickup from Station/Airport Find a Location
Deliver to address

New Reservation - Rental
Details

Reservations Rentals Reports Administration Information LOGOUT

Europcar moving your way europcar.biz

fom.bodenf@europcar.com logged in as EUROPCAR UK STAFF HIRES

Rental Details

e Start by selecting the dates,

times and the location you Rental Details Available Vehicles Quote & Summary

wish to book your reservation *mancatory 1eis

for, YOU Can e]ther manually Booking for Unregistered Driver

type or click on the date to Start Details

select the start time from the S o
calendar. 06/03/2015 [® o900

Location Type*

° If the reservat-lon requ-"-es a . Pickup from Station/Airport Find a Location
. . £ Deliverto address
delivery and collection the ciy
You can copy the driver address, use the address lookup below or enter the

postcode Search can be used to required delivery addrass complete with postcode -
help find a UK address. The s ool
delivery/collection address can & somveng Siton S
also be entered free text. The fostCote FIND ADDRESS >

. . Country*
rental station responsible for [[o8 - UnITED FneDOM v
the request is automatically Instructons Q  recoronerumer

allocated by the system.

Delivery Type*
Home ® Business

e Delivery and Collection
Instructions can be added;

press the ‘+’ icon to expand
this field Station Information *

e To view details of the Address

. . . 33 5T MATTHEWS WAY ol [ Map [ Satelite |
responsible delivery location
click on ‘Servicing Station’. A L e

. . . 0871 3840294
popup will appear which will
give basic details including OpeningHours
address, opening hours, and ?
. . Wednesday 08:00- 18:00 i

expected delivery mileage (See Trurstay 0300 1500 e ST
right). E—— Coogh .. B (et

Sunday  Closed
Mileage 2.0 Miles

Additional Information
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New Reservation - Rental
Details

A map of all Europcar locations can be activated
via the Find a location link. The link allows a user
to check Europcar locations in proximity to the
area they require.

**You are unable to place a booking in this link.
The user will need to close down the window and
go back to the rental details screen to enter the
location found.

If the vehicle is being collected from or returned to a rental
station, then the relevant Pickup/Return location should be

selected on this page. This is a three character search that will

bring back all associated rental locations.

If the pick up is from an airport a flight number field will be

displayed to help the rental station if there are any delays to your

arrival.

If the pick up and return are the same, the ‘return to same station’
option will appear below the return date and will automatically

replicate the start location.

Once a station is selected an information button ‘Location

Information’ will show the user information about the location they

have selected.

Important information

Europcar moving your way europcar.biz

Rental Detalls

Rental Detaits

N

Europcar moving your way europcar.biz

S e o e b

Rental Details

Rental Detats

If the Postal Code search is either not used or does not deliver the exact address then please ensure that address is correct
before continuing. In particular the first line of the address should contain the house number or name. The House number
field is for the Postal Code Search only. If the address still does populate, it can be input manually.

Contracts & Notes

e The contract for the reservation is selected from a
drop down list. If there is an associated business
account, this will appear in the relevant field.

e The customer references associated with the
contract are shown at this point of the booking
process

e The notes can be used to communicate any
information relevant to the request on the
reservation so the rental station can view them

Contract

Contract ID*
[Piease select

Business Account

Notes

CONTINUE >

About Us Copyright
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New Reservation - Available Vehicles

ECMR - VAUXHALL CORSA 1.2 or similar Options
5 M  Manual Transmission
- §= Airconditioning
The available vehicles & s CO; Emission 129
for the location
requested will appear Cost BR800
in the “Available | e :
vehicles’ tab. They Addtional Driver — o
will be split into Car, s
Trucks (vans) and Child Booster Seat (Less Than 135Cm T —
Add extra . .
Prestige R T The cost of the associated vehicle can
’ 1 Add exta be displayed next to the vehicle
Inormaton: CHILD SEAT (0-12440-13KG i .sews | Picture, allowing comparison of one
Child Seat (4.7¥015.30K0) — vehicle cost versus another. This
Add extra . . .
= feature is determined by site setup.
uropdrive Cover 1.2 Days 5
Add extra
Europdrive Cover 3.5 Days o i i °
Europdrive Cover 6-7 Days S T °
Europdrive Cover 8-13 Days 1y po—— °
Europdrive Cover 14-20 Days = _— °
Meet & Greet Airport Ty — °
X X CDMR - VW GOLF 1.6 arsimilar Options
Vehicles are displayed from the smallest to
the largest P M Manual Transmission
- ¥ srconditioning
To include optional extras or additional o s C0sEmssion 147
drivers click the ‘Choose my options, which
will take the user into a drop down menu. The Cost g
user can then select which optional extras HIoE MY OPTONS ~
they would like, and how many additional Adeionol river e o
driverS- Child Booster Seat (Ls Than 135C) o
i ster Seat (Less Than m 1 B et o
Up to three additional drivers can be added. il Seat (13 ¥ 9 2Kg) e s ertn o
Their details are added on the following Chid Sest (0-421013K)
Q t d S Information: CHILD SEAT (0-12M/0-13KG) 1 Add extra °
uote an Ummary page' Child Seat (4-TYr/15-30Kg) T3 °
Add extra
The cost of the associated vehicle can be Furopdre Cover -2 bays v - [+
displayed next to the vehicle picture Europanve Cover 3.5 ays
’ 1 Add ext °
allowing comparison of one vehicle cost Coondive Corer 5.7 5are
versus another. ne sl L
Europdrive Cover 8-13 Days T3 e ﬂ
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New Reservation - Quote & Summary

The Quote and summary screen shows the
user a one page recap of their reservation
information including costs.

If the user wishes to change this information
it is a simple matter of using the tabs at the
top of the screen to return to the relevant
section.

Driver Details

Quote

Rental Details
Driver Details

Diriver MName™

Available Vehicles

Quote & Summary

[R | [Tom

| [BopEN

Date Of Birth
Telephone Number”
05713841116

Iohile Murmber

Email

01 v | January MEREIC

tom.boden@rentpremier.comn

Copy email to drivar?
Yes @ Mo

The driver name, date of birth, and email will be
grayed out and cannot be changed.

The driver address will be populated; if this needs
to be changed it can be done using the postcode

Alternative Email

Licence Infarmation

Mumber
WERIFY-79061567

Either use the address lookup below or enter the requited personal address
complete with posteade

Address Lookup
House Mumber

Post Code
FIND ADDRESS >

Type

® Personal Address Professional Address
Address

Europear Group UK Ltd, Ja

55 Welford Road

Leicester

city”
[Leicester

County

search function or entered free text.
A contact telephone number should be supplied.

License information is optional dependent on the
type of insurance.

Any required fields that are missed will be
highlighted in red and must be populated before
the user can continue.

Method of Payment

The contract for the reservation selected on the
vehicle details page will determine the method of
payment displayed. If more than one method of
payment is displayed we advise that UK hires are
Business Account or Credit Card and International
hires are Voucher or Credit Card.

Payments

The Voucher method of payment is an electronic
process the user is not required to supply a digital
or paper version when receiving the vehicle.

® Business Account
“oucher

Card Payment

If Credit Card is the main method of payment, this
should be selected and entered. Credit Card
information can be retained against a profile.
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New Reservation - Authorisation (Workflow Sites Only)

Authorisation

This reservation reguires autharisation. Please choose an authoriser or click an "search"

‘Please select

livl

SEARCH »
Authoriser Search

Surnarme

Email

Enter surname, email or a combination of bath to find an authoriser

Once the user is happy the
reservation details are correct, they
would press the ‘confirm’ button at
the bottom of the webpage.

If the site operates using workflow, the
user will need to select an authoriser
for their reservation. They can do this
using the drop-down menu, or search
option. As the user types in the search
option, the list of authorisers
automatically narrows.

Booking Summary

Model
ECMR - VAUXHALL CORSA 1.2

ConfractID

Start Details

Date & Time
14 Nov 2014 09:00

Station
LONDON HEATHROW AIRPORT

Quote

Driver Charges

Return Details

orsimilar  More details »

Date & Time
15 Nov 2014 09:00

Station
LONDON HEATHROW AIRPORT

Charge Type Units Rate GBP Charge GBP
Basic Rental 1 [ 1
Cost of Rental {Net)
VAT @ 20.0% E
Total Cost —
CONFIRM >
Updating driver profile
At the confirmation stage the user has the option of updating
Profile Data

their driver profile. This will update the driver details if they

have been changed, such as an update to the driver credit card.

Your profile data has changed would you like to update it? # No  vyes

A profile can be updated outside of the reservation process using
the ‘My Details’ section. Please see the Administration section
for more details.

CONFIRM >
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Amend & View Reservation

Rentals Administration Information

Reservation functionality

Amend

View

If you wish to Amend, View, Cancel, or Repeat a
reservation, you are taken to the Reservation
Search screen. You enter the reservation number Bepeat
and select ‘continue’. Welcom: Histary
Add Notes

Cancel

If you don’t know the reservation number, it can be T —
found on either the Customer Reservation or Open Compan . F
Rentals report.

For assistance with the site please contact the Online Systems team:

Tel: 0871 384 1116
Email: Onlinesystems@europcar.com

Amending a Reservation

Administration Information

Select Amend reservation option, enter the Reservation number
and click on continue.

Reservations can be amended until the point of vehicle is e
‘checked out’ at the branch, which is when the vehicle is to be S
delivered. Generally this is 2 working hours before the start Walcomiesd
time of the hire.

Add Notes

Quick Quote

Compan Flel
Authorise
For assi with the site please contact the Online Systems team: Wel
for |
Tel: 0871 384 1116
X . Email: Onlinesystems @europcar.com Ple
Quick Links Res
a New Reservation E Arnend Reservation A Arnend Rental E Invaice
—~
Authorise List ® iy Details e Hel
|‘ & " g
Current Reservations °
Viewing a Reservation o
Open Rentals

e Select View reservation option, enter the
Reservation number and click on continue.

e Reservations can be viewed but not
amended (reservation is read-only). If the
user wishes to alter the reservation, they
need to select an alternate option.

e  Useful Info: This option can be used to
resend a confirmation email to the booker
and/or driver.
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Cancel & Repeat Reservation N —

Repeating a Reservation

Select Repeat reservation option, enter the Reservation
number and click on continue.

The details of the repeated reservation are retained in the
reservation screens, but can be altered accordingly. At the
end of the process the user would receive a separate
reservation number for the new reservation. The only
restriction will be the retention of the driver name.

3|C0m' History

Add Motes

Cluick Quote
MpPan  auihorise

Cancelling a Reservation

Rentals Administration | Information | Help |

Select Cancel reservation option, enter the
Reservation number and click on continue.

Moving you

Once cancelled an email will be received to confirm

the cancellation. Repeat

Welcomi History
Add Motes

CQuick Quote

Compan } Flg
Authorise

For assistance with the site please contact the Online Systems team: W
for

Tel: 0871 384 1116

Email: Onlinesystems@europcar.com Pl
Rl




Europcar MoViNg yeur way europcar.biz

History

Reservation History

The Reservation History provides a listing of all reservations made by (or on behalf of) a given driver, and allows the user to
drill down into an individual reservation to view all details (as for View Reservation above).

Reservation History Details

Please note 'Current Reservations' only details reservations for your individual profile. To viewe all the reservations for your contracts Click here to see the 'Customer
Reservations' option in the reports section.

Reservation Number | Start Date Start Station Contract It | Model Order Number | Status
023865 23/07/2013 0800  LEICEETER - WALKHALL ASTRA 1 4 Rejected
969005011 23/07/2013 0800  LEICEETER B - VALHALL CORSA 123 Sold
966126083 24/06/2013 09:00  LOMDOMN HEATHROW AIRPORT B - VAUKHALL CORSA testres p1304  Cancelled
022835 18/06/2013 08:00  LEICEETER R-WW GOLF 1.6 Rejected
22116 31/05/2013 08:00  LEICEETER B - VALIHALL CORSA Cancelled
021870 SN NA 00 | FICESTER [ WA Py Al Cancelled

Add Notes

Notes can be added to the reservation or rental Rentals | Administrafion | Information
provided the reservation is not cancelled, or the
rental terminated.

New

Amend

Notes will be visible for the rental station, and can be View
viewed an updated at any point.

Cancel

Repeat

Welcom History

CQuick Quote
Compan Fle
Authorise
For assistance with the site please contact the Online Systems team: Wi

for
Tel: 0871 384 1116

Email: Onlinesy stems@europcar.com Pl
Ry
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Quick Quote

The quick quote function
allows a rate to be returned
for certain rental conditions,
without going through the
process of entering all driver
and customer reference
information.

Quick Quote

* mandatory field

Start Detalils

Date & Time"
14/11/2014

|[® oa00

Location Type *

Deliverto address  ®  Pickup from Station/Airport

Return Details

Date & Time*

|[® oa0o

Location Type *

Gollect fom address  ® Return to Station/Airport

Booking Details

Contract ID*
EUROPCAR STAFF PERSONAL HIRES v

Find a Location

Country*

| GB - UNITED KINGDCM

Station*

[LONDON HEATHROW AIRPCRT

Location information >

Country*

| GB - UNITED KINGDOM

Station*

|LONDON HEATHROW AIRPORT

Model
ECMR - VAUXHALL CORSA 1.2 SE 85PS 5DR

v orsimilar

QUOTE >

Authorise (Workflow Only)

Quote

The information contained in the
account, model, start and end details
are all carried over into a reservation
if the ‘New res from quote’ option is
selected.

Driver Charges

Charge Type Units Rate

Basic Rental 1

Charge

Cost of Rental (Met)
VAT @ 20.0%
Total Cost

This avoids the need to re-enter
these fields and can make the
booking process faster.

[

NEW RES FROM QUOTE >

The authorise option within the Reservation dropdown menu will only appear if your site is workflow enabled
and you are awaiting a booking to be authorised. When this option is selected, you will be taken to any
reservation that you are waiting to be authorised. Once either accepted or rejected, they will disappear from

this list.
Reports | Administration Information LOGOUT
New
i .
send moving your way europcar.biz
View
Cancel fom.boden@europear.com logged in as EUROPGAR UK STAFF HIRES
. Repeat
Authoris
History
Reservati Add Notes Start Date Start Station Days | Status
100895652 ek Quote ‘ONS 23/01/2015 11:00 STOCKPORT 28 Authorised
Q30341 13/03/2014 09:00 LONDOM HEATHROW AIRPORT 1 Rejected
932252176 RSk 03/02/2014 09:00 WAKEFIELD 56 Authorised
981082619 Mr ALAN ARMITAGE 31/01/2014 14:00 EDINBURGH AIRPORT 3 Authorised
979813668 Mr NEIL WILKINSON 16M2/2013 18:00 ROCHESTER 4 Authorised
978441947 MR ROBERT CLARK 22M1/2013 18:00 SWINDON 49 Authorised
976624692 MISS JOSEFPHE BAILLIE-SMITH 26/10/2013 10:00 LONDON STANSTED AIRFORT 1 Authorised
966801404 MR NICK BEC 01/07/2013 09:00 CANBERRA CITY 17 Authorised
962743129 Mr TOM MCGIRR 22/05/2013 13:00 GLASGOW CITY 1 Authorised
Q21004 MR LOUIS STREET 01/05/2013 05:00 BRISTOL HORFIELD 1 Rejected
919583932 Mr KEITH RUSSELL 07/02/2012 12:00 WELLINGBOROUGH 1 Authorised
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Rentals - Rental Amendments

Once a vehicle is on rent the period of hire can be Euro - PVviNg your way europcar.biz
extended, or a collection added, via the ‘Rentals -
Amend’ menu option.

Inveice fom bodengReuropear.com logged in as EUROPCAR UK STAFF HIRES

Amend Rental

N Enter the Reservation Number’ Rental Agreement Enter one of the following and then hit “continue™
Number or Vehicle Registration and click on B —

‘continue’. For drivers this can be obtained from |

their ‘Open Rentals’ report on the Homepage. rentl Agreement Nimber

Registration Number

CONTINUE >

« Enter the relevant return details for
date/time and whether there will be a
collection.

Return Details

« The collection fields also allow Key

Date & Time™ Address™
location to be entered in the ‘Col [ woozos |[Qoaon
Instructions’. Click on the Green plus re
S'ign' O Return to other station
® Collectfrom address City™
]
« Collections should be cancelled by o e e s cion Seost St poarona 7 P | couny
Selecting the ‘Return tO Station’ Option. Collection Address as Personal Address O R
Collection Address as Delivery Address (o]
. . . . Address Lookup Country™
» The Driver will receive an email House Nurnber [55 - orearsmman =
advising any amendment to collection Tolsphans Nurber:
g y fosteane FIND ADDRESS > l:l

information.

Collection Type*
O Home @ Business

Instructions °

Rentals - View

Reservations tentals Administraion Information LoGouT

The view functionality that is available
from the rentals drop down gives the
user the ability to view a live version of
the rental of it current exists. IE, if the
reservation was originally placed View Rental
without a collection for 2 days, but the
driver has extended the rental to 4 days
and arranged a collection, all changes
will dlsplay here. Rental Agreement Number

Europca - oving your way europcar.biz

Add Notes

Invoice tom bodenfeuropear.com logged in as EUROPCAR UK STAFF HIRES

Enter one of the following and then hit “continue™

Reservation Number

Regisiration Number

The user can also get details of the
vehicle that has been allocated to the

rental by using this functionality. CONTINUE >
Vehicle Details for Rental Agreement 1_.___. .3
Rental Details Vehicle Details Quote & Summary
Registration Number Vehicle Description Start Date Return Date C02 Value Mileage
FR13LKP ECHMR -y POLO 1.2 5§ AT BOPS 5DR 300081 3 09:00 31/08M 3 08:00 128
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Eurocar

Rentals - Add Notes
Reservations Rentals Administration Information LOGOUT

Notes can be added to the reservation or rental
provided the reservation is not cancelled, or the

europcar.biz

poving your way

rental terminated.

Notes will be visible for the rental station, and can be

viewed an updated at any point.

Notes can only be added to reservations or rentals

that are linked to the same site.

Invoice

Search

The users can view details of
their rental invoices by either the
reservation, rental or invoice
number.

If the invoice has been created, it
will display in a pop up (see
below).

Invoice

Notes

Enter one of the following and then hit “continue”

Reservation Number

Rental Agreement Number

CONTINUE >

tom bodenfleuropear.com logged in as EUROPCAR UK STAFF HIRES

View Invoice
Search Criteria
Reservation Mumber

Rental Agreement Mumber

Profile

Frofile ID

Contract

Contract [D
Please select [w]

SEARCH >

Inwaice Murnber

Date Range From

To

Date Range From

E

To view the invoice, simply click on the invoice number displayed. This will bring up the invoice in a .PDF
viewer, which will give you the option to save the invoice.
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Reports

Current Reservations - Home Screen

Current Reservations °
On the home screen Of the S1te, the Flease note ‘Current Reservations’ only details reservations for your individual profile. To view all the reservations for your contracts Click here to see the ‘Customer
‘Current Reservat]ons’ tab can be Reservations' option in the reports section
selected to reveal reservations that Resen Start Date Start Station Contract1d | Model Order Number | Status
023959 20i08/2013 09:00 LOMDON HEATHROVY AIRPORT R- W GOLF 1.6 Unauthorised
are due to take place or have taken
place for the user who is logged in.
Open Rentals o
Authorise Reports °
Authorise Reservations °
Current Reservations o
Open Rentals °
O R l H Toview more detailed rental information Click here to see the 'On Rent' option in the reports section
N Ny er D
134994987 968005019 © - WALRHALL ASTRA 1.4 LOMDON HEATHROWY LONDON BARKING  26/0813 O
Creen ARPORT 16:02
134992550 968978416 Q- WAUKHALL ZAFIRA MANCHESTER AIRPORT  MANCHESTER 280813 O
AIRPORT 2000
134993425 968780589 MCMR - MINI 2i4 DOORS MANUAL AIC GUILDFORD GUILDFORD 2210713 O
18:00
134992327 AEBA5ATNT W1 - FORD TRANSIT 28 BASINGSTOKE BASINGSTOKE 220713 m]
03:00
134982668 968845998 B- VAUXHALL COREA MAMCHESTER AIRPORT - MANCHESTER 18/0813 O
AIRPORT 19:00
134989136 960489646 CRMR - COMPACT, SPECIAL DARLINGTON DARLINGTORN 2607113 O
PROMOTION, MANMUAL 18:00
. 134987372 9BBE52896 B - VAUXHALL CORSA COVENTRY COVENTRY 20/0713 O
The open rental tab is located on the 1300
. . . 134983983 AE73TH a4 W1 - FORD TRAMSIT 28 GREAT YARMOUTH GREAT YARMOUTH 180713 m}
home screen of the site. This tab displays 0500
. o 134983130 968805544 MCMR - MINI 2i4 DOORS MANUAL AIC BASINGSTOKE BASINGSTOKE 20/07113 O
all hires that are currently live for the 0500
. . 134980633 968558975 W& - FORD TRANSIT 350 LWB MILTON KEYNES MILTOMN KEYNES 150813 O
driver who has logged in. 169
MORE >
Extend selected rentals by days. Maximum permitted is 265
EXTEND >
Authorise Reports 0
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Authorise Report- Home Screen (Workflow Only)

The Authorisation Report is a table that
provides the user with a summary of all

reservations which have been Authorised or Current Reservations o
Rejected. These reservations can then be

. . o . Open Rentals °
viewed in greater detail if the user selects the

reservation number on the left. This report can Authorise Reports -
also be accessed from the ‘Reports’ tab at the
top of the screen.

Reservation Number Driver Name Start Date Start Station> Days Status

969005357 MR TEST BOOKING 16082013 08:00 LEICESTER 1 Authorised
Authorise Reservations °

Current Reservations o

Open Rentals °

Authorise Reports °

Authorise Reservations °

Reservation Number Driver Name Start Date Start Station Days Action

023951 MR TOM BODEN 17i08/2013 09:00 LOMDON BARKING 1 Authorise Reject

Authorise Reservation - Home Screen (Workflow Only)

Current Reservations o
The Authorise Reservation Report provides the
User with a summary of all reservations yet to Open Rentals (4]
be authorised. These reservations can then be
viewed in greater detail if the user selects the Authorise Reports L+
reservation number on the left, or the user can
choose to ‘Authorise’ or ‘Reject’ a reservation Authorise Reservations -
using the options on the right of the table. )

:;;5‘1 i lll:'IC: ;":‘DEN :T;:"Jl;:;? 02,00 :’;l:[‘\:;;lllB-':F ¥ING l“.h\ :.:l:;llse Pejesn
Once the reservation has been authorised or

rejected, the request will fall off of the
report.
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Amend User

Amend

The user has the option to amend
information saved to the site.

Administration

Reservations Rentals Information

Euracar Change Password

LOGOUT

europcar.biz

fom.bodenfidev.europear.com logged in as EUROPCAR UK STAFF HIRES

Amend User

* mandatory field

Driver Details

(Driver name, email address and Drmer Name Contrac

age cannot be amended, please [ ali Jfzomen Floacaselor

contact your support team if any e = v or simiar
of these details need to be —

amended.) 93458501

Once the user has saved these Personal Adaress

amended details, they will Sciress Loakun .
aUtOfﬂat]cally pre-populate the House Number Europear Group UK Ltd, James House
relevant fields if the user wishes o 55 Wielford Road
. Leicester
to make a new reservation. FIND ADDRESS > Lo
Layu:ester
County
Post Code*

‘ 9 ‘ Reservafions ‘ Rentals Administration Information ‘ Help ‘

Europcar

Changing your Password

Amend User

) Your way

Once logged in for the first time we recommend that
you change the Password sent to you after
Registration by clicking on ‘Administration’ then
selecting ‘Change Password’.

‘ n | Reservafions | Rentals | Administrafion ‘ Information | Help ‘

Europcar

This will prompt you to enter the new password \Welcome Mr Test Boden

twice to ensure it is input correctly. moving you

Helpful information Change Password

The password can be changed as frequently as * mandatory feld
required. Old Password*
It must be between 6 and 10 characters in length New Password®

and can be alpha or numeric or both.

Confirm Password*

Please note: You cannot change a password for

another registered User/Driver.
CHANGE >
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Information

Station Information

The station information option gives
users a list of all of the Europcar
stations that are located across the
country. Once a particular station is
selected, details such as where the
station is located (address and
position on Google maps) and the
opening hours are displayed at the
bottom of the screen.

Reservafions Rentals

Europcar

Station Information

Country
GE - UNITED KINGDOM

ABERDEEN AIRPORT
ABERYSTWYTH

ANGLESEY AIRPORT MEET+GREET
BASINGSTOKE

BELFAST CITY

BELFAST INTERNATIONAL AIRPORT *RY*

BIRMINGHAM AIRPORT PRESTIGE
BIRMINGHAM EAST
BOURNEMOUTH AIRPORT
BRADFORD

BRISTOL AIRPORT PRESTIGE
BRISTOL HORFIELD

Administrafion

Information

Additional Information

Feedback Form

v

ABERDEEN AIRFORT PRESTIGE
AIRBUS BROUGHTON - WEST GATE
AYLESBURY

BATH

BELFAST CITY AIRPORT *RY*
BIRKENHEAD

BIRMINGHAM CITY

BIRMINGHAM HALESOWEN
BOURNEMOUTH CITY

BRIGHTON

BRISTOL CITY

BRISTOL PRESTIGE

LONDON HEATHROW AIRFORT

Q871 3803410

Opening Hours

Location details: LONDON HEATHROW AIRPORT

g ap | Sasias

4 o

. T—

[P T ——

F MEET&GREET ONLY

EET + GREET
T+ GREET

LOGOUT

europcar.biz

fom bodenfidev.europcar.com logged in as HSBC

ABERDEEN CITY

AIRBUS STAFF FILTON EC OFFICE
BASILDON

BEDFORD

BELFAST CITY CENTRE
BIRMINGHAM AIRPORT
BIRMINGHAM CITY PRESTIGE
BLACKPOOL AIRPORT
BRACKNELL

BRISTOL AIRPORT

BRISTOL CITY PRESTIGE
BRISTOL TEMPLE MEADS
BURY ST EDMUNDS
CAMBRIDGE PRESTIGE
CARDIFF PRESTIGE
CARMARTHEN MEET & GREET ONLY
CHESTER

COLERAINE

DARLINGTOMN

DERRY AIRPORT - CITY OF
DOVER

EAST MIDLANDS AIRPORT

Additional Information

The page will display any information specific to your company.

Reservations Rentals Administration

Europcar

Additional Information

Application Faults

with onlinesystems@europcar.com outlining the difficulty or issue

Information

MOoving your way

Hire Car services are provided to your company by Europcar via this on-line booking tool.

LOGOUT

europcar.biz

fom.bodenf@dev europcar.com logged in as EUROPCAR UK STAFF HIRES

Ifyou experience problems or receive error messages with the application itself (not network or connectivity to the site) please log the fault
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Feedback Form

Reservaiions Rentals Administration Information

The feedback form has a drop
down list with four options;

Europcar

Moving your way

Website query, Billing enquiry,
Customer Service Feedback,
and Corporate account
enquiry. The form will pre-
populate with the users email
and name. The user can then
fill out the appropriate
information, and once it has
been submitted the form will
be sent to the relevant
department within Europcar
for a response. A link to the
Feedback Form can also be
found in the site footer, titled

Feedback Form

* mandatory field

What do you want to contact us about?*
[ Please select v

What is your name?*

What is your email address?*

What is your phone number?*

What is your RA/Reservation Number?

‘Feedback’.

What are the details of your enquiry?*

SUBMIT >

Help

Europcar.biz has an online help guide in
PDF format; simply click on the ‘help’
section for this to display.

Reservations Rentals Administration Information

Europcar

Moving your way europcar.biz

fom_bodeniiidev_europcar.com logged in as EURDOPCAR UK STAFF HIRES




