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Europcar.biz Main Log-in Page 

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. 
 

To log in enter your Email Address or 
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’ 
from the top drop down menu options. 

Following the ‘Reset Password’ link will 
reset the password and generates an 
email to the user. 

First time users can click on ‘Create my 
Account’ on the left side of the log in 
page. 
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You can return to this page at any time by 
selecting   

Use the function panel located along the top of the 
page to navigate your way through all the 
functions of the site.   

Quick Links are displayed on the homepage; they 
offer the user links to the most used parts of the 
site. The number of Icons displayed varies 
dependent on set up. 

Current Reservations, Open Rentals, Authorisation 
Report, and Authorise Reservation are displayed in 
tabs at the bottom of the webpage. Please note 
Authorisation Report and Authorise Reservation 
tabs only appear for Workflow sites.  If your 
homepage does not have these tabs then your 
reservations do not require authorisation prior to 
the rental station receiving the booking. 

 

Europcar.biz Home Page 
 

Homescreen Dropdown Reports 

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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 Start by selecting the dates, 
times and the location you 
wish to book your reservation 
for.  You can either manually 
type or click on the date to 
select the start time from the 
calendar.   

 If the reservation requires a 
delivery and collection the 
postcode search can be used to 
help find a UK address.  The 
delivery/collection address can 
also be entered free text.  The 
rental station responsible for 
the request is automatically 
allocated by the system.  

 Delivery and Collection 
Instructions can be added; 

press the ‘+’ icon to expand 

this field 

 To view details of the 
responsible delivery location 
click on ‘Servicing Station’.  A 
popup will appear which will 
give basic details including 
address, opening hours, and 
expected delivery mileage (See 
right). 

 

 

 

 

 

 

 

      

  

 

 

 

 

 

 

 

 

 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

           

   

 

 

 

 

 

 

 

 

 

 

 

 

 

Placing a Reservation 
 
 
 
 
 
 
 

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

 

 

New Reservation - Rental 
Details 

 

Reservations 
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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. 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

Contracts & Notes 
 

 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.  

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

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

 

New Reservation - Rental 
Details 

 

Important information 

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. 
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Vehicles are displayed from the smallest to 
the largest 

 
To include optional extras or additional 
drivers click the ‘Choose my options, which 
will take the user into a drop down menu. The 
user can then select which optional extras 
they would like, and how many additional 
drivers. 
 
Up to three additional drivers can be added. 
Their details are added on the following 
Quote and Summary page. 
 
The cost of the associated vehicle can be 
displayed next to the vehicle picture, 
allowing comparison of one vehicle cost 
versus another. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

New Reservation – Available Vehicles 
 

The available vehicles 
for the location 
requested will appear 
in the ‘Available 
vehicles’ tab. They 
will be split into Car, 
Trucks (Vans) and 
Prestige.  

 

 

The cost of the associated vehicle can 
be displayed next to the vehicle 
picture, allowing comparison of one 
vehicle cost versus another. This 

feature is determined by site setup. 
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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. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

New Reservation – Quote & Summary 
 

Driver Details  

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 
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.  
 
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.  
 
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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Updating driver profile 

At the confirmation stage the user has the option of updating 
their driver profile.  This will update the driver details if they 
have been changed, such as an update to the driver credit card.  
 
A profile can be updated outside of the reservation process using 
the ‘My Details’ section. Please see the Administration section 

for more details.  

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

the bottom of the webpage. 

New Reservation – Authorisation (Workflow Sites Only) 
 

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. 
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Amending a Reservation 

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

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

Viewing a Reservation 

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

 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. 

 Useful Info: This option can be used to 
resend a confirmation email to the booker 
and/or driver. 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Amend & View Reservation 

Reservation functionality 
 
If you wish to Amend, View, Cancel, or Repeat a 
reservation, you are taken to the Reservation 
Search screen. You enter the reservation number 
and select ‘continue’. 
 
If you don’t know the reservation number, it can be 
found on either the Customer Reservation or Open 
Rentals report.  
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Cancelling a Reservation 

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

Once cancelled an email will be received to confirm 
the cancellation. 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Cancel & Repeat Reservation 
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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).   
 

 

History 

Notes can be added to the reservation or rental 
provided the reservation is not cancelled, or the 
rental terminated. 
 
Notes will be visible for the rental station, and can be 
viewed an updated at any point.   
 
 

 

Add Notes 
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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.   

 

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. 

Authorise (Workflow Only) 
 

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

booking process faster.   
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Once a vehicle is on rent the period of hire can be 
extended, or a collection added, via the ‘Rentals – 
Amend’ menu option.  
 
• Enter the Reservation Number, Rental Agreement 
Number or Vehicle Registration and click on 
‘continue’. For drivers this can be obtained from 
their ‘Open Rentals’ report on the Homepage.  

 

• Enter the relevant return details for 
date/time and whether there will be a 
collection.  
 
• The collection fields also allow Key 
location to be entered in the ‘Col 
Instructions’. Click on the Green plus 
sign. 
 
• Collections should be cancelled by 
selecting the ‘Return to Station’ option. 
 
• The Driver will receive an email 
advising any amendment to collection 
information.  
 

 

 

 

 

 

 

Rentals – Rental Amendments 

Rentals - View 

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 
without a collection for 2 days, but the 
driver has extended the rental to 4 days 
and arranged a collection, all changes 
will display here. 
 
The user can also get details of the 
vehicle that has been allocated to the 

rental by using this functionality. 
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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). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

Invoice 

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

 

Rentals - Add Notes 
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Reports 

Current Reservations – Home Screen 
 

On the home screen of the site, the 
‘Current Reservations’ tab can be 
selected to reveal reservations that 
are due to take place or have taken 

place for the user who is logged in.  

Open Rentals - Home 
Screen 

 
The open rental tab is located on the 
home screen of the site. This tab displays 
all hires that are currently live for the 
driver who has logged in.  
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The Authorisation Report is a table that 
provides the user with a summary of all 
reservations which have been Authorised or 
Rejected.  These reservations can then be 
viewed in greater detail if the user selects the 
reservation number on the left. This report can 
also be accessed from the ‘Reports’ tab at the 

top of the screen. 

The Authorise Reservation Report provides the 
User with a summary of all reservations yet to 
be authorised.  These reservations can then be 
viewed in greater detail if the user selects the 
reservation number on the left, or the user can 
choose to ‘Authorise’ or ‘Reject’ a reservation 
using the options on the right of the table. 
 
Once the reservation has been authorised or 
rejected, the request will fall off of the 
report. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Authorise Report– Home Screen (Workflow Only) 

Authorise Reservation – Home Screen (Workflow Only) 
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Amend 
 
The user has the option to amend 
information saved to the site. 
(Driver name, email address and 
age cannot be amended, please 
contact your support team if any 
of these details need to be 
amended.) 
 
Once the user has saved these 
amended details, they will 
automatically pre-populate the 
relevant fields if the user wishes 
to make a new reservation.   

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Administration 

Amend User 
 

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’.   

This will prompt you to enter the new password 
twice to ensure it is input correctly. 

 

Helpful information 

The password can be changed as frequently as 
required. 

It must be between 6 and 10 characters in length 
and can be alpha or numeric or both. 

Please note: You cannot change a password for 

another registered User/Driver. 

Changing your Password 
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Information 

Station Information 

Additional Information 

The page will display any information specific to your company. 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Help 

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

 

Feedback Form 
 


