If your reservation automatically cancelled it indicates you exited the reservation process
BEFORE you completed the process and did not reached the FINISHED screen. You may have
received a Pre-Ticket Itinerary email. There are two emails for any reservation: a Pre-Ticket

Itinerary and a Ticketed Itinerary email. Pre-Ticket Itinerary is issued when you make a selection
but have not BOOKED or CONFIRMED the reservation.

The steps in the reservation process are:

1. Trip Search: Select the Rental Car icon from Trip Search and enter your Car Search
criteria
a. Enter Pick-up and Drop-off dates
b. Select the Pick-up location: Airport
Terminal or Off-Airport 4+ & = O
c. Click on the blue Search link

Hertz is the MANDATORY state contract vendor for all
AIRPORT locations, both in-state and out-of-state
facilities, Hertz and Enterprise Car Rental are the
contracted vendors for in-state, non-airport locations. If
Hertz does not have vehicles available at an airport
location at time of booking, please contact Travel Inc. at
770-291-5190 or 877-548-2996. No other rental car
wendors should be booked at AIRPORT locations
without contacting Travel Inc. for assistance.

Car Search

Pick-up date

12/14/2015 09:00 am A
Drop-off date

12/16/2015 03:00 pm Al

Pick-up car at

Airport Terminal ® Off-Airport
Off Airport Location
Search

Return car to another location

* More Search Options

d. Enter the location search criteria. In our example we chose Reference Point and
entered a city and state. This could have been a zip code as well. Click Search.

C:| Search for an off-airport car location - Google Chrome - b n

B https://www.concursolutions.com/twPopup/car_search_new.asp?txtString=

Search for an off-airport car location

Find car locations within |5 | Distance Units | miles ¥ |of

Airport Address

Company Location ® Reference Peint / Zip Code

Reference Point / Zip Code
ie.g. ‘Statue of Liberty”, ‘90210 or ‘Alexandria, VA)

Alpharefta, GA
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e. Clickon

Choose to

Search for an off-airport car location - Google Chrome

_oEN

verify the

https://www.concursolutions.com/twPopup/car_search_new.asp?txtString=

location
search.

Search for an off-airport car location

Searching for location... X

Alpharetta, GA

Location:

Alpharetta, GA, USA

Select the

& https/www.concursolutions.com/twpopup/

search for an off-airport car location - Google Chrome = :'_“

ar_search_new.asp

location by
clicking on
the blue
Choose this
car location

Search for an off-airport car location

1 Zp Code

o a3

11 lacations found

(EissiPreferren) [Prsfered) Less Prefered [fisi Preferred] S red - -
i e © @ | Automatic = - -
link for the = iR
Hertz or Py prine, DG,
Enterprise
vendor of - .
; 3 oy ST,
your choice. [~ Ty
5 Zez )
% o
it == e em
T L _
AcsienS 1930 Atbnareta vy
;W %ﬂao‘r_!r;‘;!:nghm .s;_!;)ﬁ;s"n B
=

F= » ST stow On Map
Choose this car location

Click on the orange Search button to view

the vendor’s vehicle availability

TeamWorks Travel

& Expense System

A =5 = O

Hertz is the MANDATORY state contract vendor for all

AIRPORT locations, both in-state and out-of-state
facilities. Hertz and Enterprise Car Rental are the

contracted vendors for in-state, non-airport locations. If
Hertz does not have vehicles available at an airport

location at time of booking, please contact Travel Inc. at
770-291-5190 or 877-548-2996. No other rental car
wendors should be booked at AIRPORT locations

without contacting Travel Inc. for assistance.

Car Search

Pick-up date

(12142015 || 09.00am v |
Drop-off date

[12162015 || 0300pm v |

Pick-up car at

) Airport Terminal ® Off-Airport
Off Airport Location
Hertz - 11030 ALPHARETTA HWY, ALPHAR Search

|| Return car te ancther location

* More Search Options

Version Date: 12/19/16

Atlanta, Georgia 30334



2.

3.

h. Click Continue to accept
the responsibility
reminder when reserving
a rental car.

o

ground transportation is the least expensive

Note: Please check the agency car inventory prior to reserving a
rental car - travelers are responsible for knowing which type of

Cancel

Trip Summary:
Select the car size

you require by
clicking on a Select
button; green for in
policy, yellow for
slightly out of policy
can be reserved.

Review and Reserve
Car: Review the
information for this
rental then select
Reserve Car and
Continue.

TeamWorks

Busserate

wara

Travel

Amangers  Trip Libiary

Trip Summary

(W) Selesta car

11230 BLPWARETTA WinT. PwaddTTA
4280 FRATLI

Fitk-up: Mon, 12142015
Crop-oft Wad, 121162015

Change Car Seatch

Car Doplay Filery

| Car Tranaminsion

Trnp Summary

Car Selected

Pickup: Men, 12142015
Drop-0f Wed, 12162015

& Expense System

Tempates  Tools

Meriz and Enberprove are the $tate contracted vendors for all IR-STATE, OFF ARPORT locatiom. Traveders are responsibie lor secaring
-.| o raascmable AREOCIAIe BACIOrs (fats, delvery e, GEtance And

s KWL CORE Pomtal Bvailatin at time of Bookisg, Consierig
Mg, 1.}

Traval inc. Onine Sapport ~ for Concur Traved techaical susistance dial §56.738 6444,

PICK UP: HERTZ — 11030 ALPHARETTA HWY, ALPHARETTA, GA 30076 (ZEATLN3E) Pirit | Emai

(ATL) ON MON, DEC 14 09:00 AM
RETURN: WED, DEC 16 03:00 PM

Campact Car

$30.00 per day
Coriia e

Intermediate Car |

SF.00 per day
Zirada e

Full-size Car (workhpon] f 4

$22.00 par day
Zioser i b

Intermediate SUV (worcipan)

Review and Reserve Car

REVIEW RENTAL CAR

Hertz Car Rantal

Tipe Pick up. Drepoft
CompariCa  OAImON OfAirpeet
Fratres AUPHARETTA APHARETTA

0000 am Mon, 121472015 0300 pmWed 121162015

PROVIDE RENTAL CAR PREFERENCES
Your praferences and comments wil £e passed tn e rental car agency.
it 553 haraster ma

ENTER DRIVER INFORMATION
Ensurm the nam hederw malches e £ o have wih o on tha day of pick-up &

Driver
Mame: Vilam Never  Phone: [404] 4630095 | cuzge

Rental Car AQEncy PIOOMEM a4 s Program

be Pagamsrnss T

REVIEW PRICE SUMMARY
Description Daily Rale Dates Total
HortCarflental 200 Decid-Dects  S6600
Todal Estimated Cost: §BE.38"
Tokal Due Now: $0.00+

4 duseg tra cPerveal

Back  Resurve Car wnd Conlim

Version Date:
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4. Travel Details: At this point
the car rental is in the
travel system as a pre-
ticketed reservation but the
reservation HAS NOT
BEEN COMPLETED. Do
not cancel or the
reservation will
automatically cancel in 24
hours.

No reservation is complete
until you see Finished.

Review the information and
then click Next.

Travel Details

TRIP OVERVIEW

Twant 1o Trip ame: Car Feservation at HERTZ .- 11010 ALPHARE TTA Add to your Minerary
wyeliazd HONY, ALPHAKE TTA, GA J0076 (FEATLHIS) 2
Start Date: Decomber 14, 2015 e [~
End Date: December 16, 2015 @
Created: Novembar 12 2015, William Never (ModWed. ”
Nevember 12, 2015)

Description: (ho Descripion Available) £o0
Agency Becord Locator: 290N
Rasarvation for: Wisiam Mever

RESERVATIONS

@ Hertz Car Rental at: Atlanta US (ATL) haegs | Caves
Pick-up ot 11030 ALPHARETTA HAY ALPHARETTA. GA 30075 US
Phone: 7708421405
Pick LUp: 09:00 AM bion Suc 4 Confirmation: GT524352174
0 AL PHARETTA MY ALPHARETTA GA Sutes. Coninmed
Fruconn dhuaw Homier XHOKEITE

Return: 03:00 PM wed Dee 16

Rants] Detsily

Campast ! Cor  Autarrate busirissis
° Bdd to your Ninetary

TOTAL ESTIMATED COST

Car. $80.83 LSO
549,08 LISD)

amated Coat:

It you Close a1 this poanl YOUr reservation may be cancelied, Hot: Any part of the rip Ihat is instant purchase of has deposil required wil not
cancatiod. |

=] o

5. Trip Booking Information: Enter travel dates in parentheses at the end of the Trip

4|Page

Name. You reservation is still not confirmed. No reservation is complete until you see
Finished. Do not cancel. Click Next

Travel Arrangers Trip Library Templates Tools

S — Trip Booking Information

— The trip name and description are far your record keeping convenience.
L Finalize Trip
— Trip Name

Trip Description (optional)
¥ Review Travel Details This wil sppear n your upcaming trip it Used to identfy the trp purpose
Enter Trip Information

Submit Trip Confirmation

Car Reservation at HERTZ — 11030
ALEHARETIA HWY. ALPHARETTA, GA
30078 (ZEATLNAG) 1214 t0 18 P

Send a copy of the confimation to: @

Send my email confirmation as
® HTML ()Plain-text

Please enter information about this trip then press Next to finalize your reservation. If you close at this point your reservation may be
cancelled. Note: Any part of the trip that is instant purchase or has deposit required will not be cancelled.

TeamWorks Travel & Expense System Version Date: 12/19/16
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6. Trip Confirmation: Review the
itinerary. Your reservation is
held but is NOT CONFIRMED
until you see Finished. Do
not click Cancel or your
reservation will automatically
cancel even though you will
receive a pre-ticketed
itinerary email. Click Confirm
Booking.

7. FEinished: You have now
completed the reservation
and it will not automatically
cancel. When the reservation
process has completed you
will receive a ticketed itinerary
email.

Click Return to Travel
Center to exit.

5|Page

TeamWorks Travel

Trip Confirmation

i COMER ETE ORI, pisas s e "l Boshang” Bison e reversing B4 page
To CANCEL, press the Cancl Bufion

Your designaned ravel appecver will receree @ copy of your mnenwy.

Trge Summary
/) Finaiize Trip
e )'-.-.'-'-.'.'_.):

" St Trip Confimation

Trip Name: Cae ~ 11830 ALP ALPMASETTA, G2 30078 w1
Sl Date: December 14, 2015

End Dite: Cwcamber 16, 2015

Crmabed: Noverier 12 VB et | Modied Novemser 12 20

Dwacription: (s Deseripton Avatabie)

Agency Becoed Lotaorn: J0X0MN
Borunrvation fior: Wikiam Sisemt
Tetal Frtmated Coat: S9.88 USD

RESERVATIONS
[ Monday. Decemberveans |

Monday, Decomber 14, #4015

Q Hertz Car Rental at: Atlanta US (ATL)
Pick-up 8L 11030 ALPHARETTA HIVY ALPHARETTA. 8A. 30076 1%
Phone: TT08421408

-

Reelal Butsds

TOTAL ESTIMATED COST

Ca seamm Lm0
Totsl Extmated Cont s s

Finishedl!

Trp Surnemary
Yo tat ot Travel you e Wrvnéce once completed ¥
oo 00 nof reCéive poul embd within 24 hours. pease Call the Travel INCorpodste-d Ondine Technet sl Supeor? Dask at 1-966. 7136444 for-

¥
o Finished! assistance
Trip Record Locator : 29XDMN
A Copy of this Berary has been Sen 1 your travel mansger.
Your namry 2as baen raved. Traval incorperaisd 401 wil snvies your Smarary
Fiease Note: Fares st 8 hckets are nd

Teavel Contact Infomaton
20 80 BaLHCEIVE B 8- CONTATON of your erary Wiun 24 Bours plARSE CONICLySur Favel Manapht
S— O SR S

RESERVATIONS
Monday, December 14, 2015

Hertz Car Rental at: Atlanta US [ATL)
Fick-ep at 1830 AUPHARETTA HWY ALFHARETTA, GA, 30076 US
Frone: 7708471405

| Yout imerary Bas been saved.
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