Why did my confirmed Car Rental Reservation Cancel

When making ANY travel reservation you must select Confirm Booking to go all the way to the
Finished screen or the reservation will automatically cancel. If your reservation automatically
cancelled you exited the reservation process BEFORE you completed the process even though

you may have received a Pre-Ticket Itinerary email. There are two emails for any reservation a
Pre-Ticket Itinerary and a Ticketed lItinerary email.

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 A

Pick-up car at

Airport Terminal ® Off-Airport
Off Airport Location
Search

Return car to ancther 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 - °IEEN

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

Search for an off-airport car location

Find car locations within| 5 | Distance Units | mies ¥ |of
Airport Address

Company Location '® Reference Point/ Zip Code
Reference Point / Zip Code

(e.g. ‘Statue of Liberty’, '90210" or ‘Alexandriz, VA)

Alpharetta, GA
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e. Click on
Choose to
verify the
location
search.

f. Select the

location by
clicking on
the blue
Choose this
car location
link for the
Hertz or
Enterprise
vendor of
your choice.

Search for an off-airport car location - Google Chrome - O
https://www.concursolutions.com/twPopup/car_search_new.asp?txtString=
Search for an off-airport car location
Searching for location... X
Alpharetta, GA
Location:
Alpharefta, GA USA v
Search for an off-airport car location - Google Chrome - o IEN
| @ hitps//www.concursolutions.comtwpopupy/car_search_new.asp |

Search for an off-airport car location

Find car loc ations wil

] Distance Unts [maes_= Jor

» Aseport -

Company Lesatan ® Reference Point | Zi Code

(=g ‘Statuc of Liserty’, J210" or ‘Alexandrie, VA)

Alpharetta. GA |

11 lacations found

® snow a1
(i Ersteies [Prsfeied) Less Preferred [HsiPrsisied) Mot Proforred & -
e O @ | Automatic = } iy SO -

biot Preterren
Crossoads

AVIS showon Man -
Choasa this car location
nes.

oty o

0 pm
Sun: Closed
= Hertz  Show
noose this car location
19 miles.
io

09:00 am 12:00 pm
Sun: Clos

= = I snow on van
Chooss this car locatien

Click on the orange Search button to view

the vendor’s vehicle availability

TeamWorks

A = = 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 || 0300 am v |
Drop-off date
(12182015 || 03:00pm v |

Pick-up car at

) Airport Terminal ® Off-Airport
Off Airport Location

Hertz - 11030 ALPHARETTA HWY, ALPHAR  Search

| Return car to ancther loc ation

¥ More Search Options

Travel & Expense System
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h. Click Continue to accept _ _ _
s Note: Please chack the agency car inventory prior to reserving a
the responSIblllty rental car - travelers are responsible for knowing which type of
reminder when reserving ground transportation is the least expensive
a rental car.

2. Trip Summary:
Select the car size

you require by
clicking on a Select

Herlz and Esberprose are the State contracted vendors for all INSTATE, OFF ARPORT kocatiom. Travelers are responsible o secoring
e KWt CORE remtal availatie at tme of Bocking, Conskering A FRnscnable ARRoited BICEOTS [Tates, delvery Hme, dstance and
Mg, 1.}

Trip Summary

Traval inc. Onine Support = for Concur Trave! tnchaical assistance dial §66.738 6444,

o T e PICK UP: HERTZ -- 11030 ALPHARETTA HWY, ALPHARETTA, GA 30076 (ZEATLN3E) Prin | Emad
button; green for in B—— e e oM .
p0||Cy, ye”oW for Crop-oft 'Wad, 12162015 = - - . e =
slightly out of policy = R
can be reserved. o - e

Car Daplay Fillurs -

Uimang etz
s ngain .
Hed 200 per day B
Car Transmission il et
tserate
[ B
Intermediate Car | ze etz
ars e e
&
Fullsize Car (s o) ¢ 4 Eeschnsins | B
$32:00 par day .
B

Intermediate SUV (Wi ¢ . " Hertz.

Review and Reserve Car

3. Review and Reserve o e RENTAL
Car: Review the &) b Hertz Car Ranta
information for this : : bt TR o
rental then select Biup Man, 1142015 AL T T e ki

Drop-of Wed, 12162015

Rese.rve Car an d PROVIDE RENTAL CAR PREFERENCES
Continue. Yo s ; o

ottt S0 anasaster man

e i

ENTER DRIVER INFORMATION

D0 o harer with yeas ain e dary of pick-up @

Driver Edt| Revirab
MName: Wikias Never  Phome: (404) 4630959 ]

Rental Caf AENCY PIOOM agd a Program

be Pagam prames T

REVIEW PRICE SUMMARY
Descrigion Daiy Rale Dutes Toal
et Car Rental 2800 Dec 14 Dec 16 §56 00
Totsl Estimated Cost: 55098"
Tokal Due Now: 600

g tma chmal

Back  Resurve Car and Conline
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2. Travel Details: At this point
the car rental is in the

travel system as a pre- fravel Details
ticketed reservation but the
reservation HAS NOT I i A S

BEEN COMPLETED Do End Date: December 16 2015 @

Created: November 12, 2015, Wiliam Neves (Modifed
015

not cancel or the bt A
- - Agency Record Locator: 29X0MN
reservation will ekt vt o M
Total Estimated Cost: 580,88 USD Suwn

automatically cancel in 24

hours.

@ Hertz Car Rental at: Atlanta US (ATL) Chargs | Ganssl
Pick-up st 11030 ALPHARETTA WY ALPHARETTA (34, 30078 LIS
Phone: TT08421405

Confirmation: GT524152174
s, men

No reservation is complete
until you see Finished.

g XKKAKK 1780

Review the information and
then click Next.

Autirrate bansraann (hr sndbenng
[l

o Bubd o your |
TOTAL ESTIMATED COST

Car $80.88 USD
mated Cont:

Minerary

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

Trip Booking Information

Trip Summary

- The tiip name and description are for your record keeping convenience.
@ Finalize Trip
— Trip Name Trip Description (optional)
+ Review Travel Details This will appearin your upcoming trip fist  Used to identfy the trp purpose
Enter Trip Information
Submit Trip Confirmation Car Resenvation at HERTZ - 11030

ALPHARETTA HAY, ALPHARETTA. GA
30076 (ZEATLMG) (12-14 10 18

A

Send & copy of the confirmation to: @

Send my email confirmation as
®HTML O)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.

Display Trip | << Previous [
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5. Trip Confirmation: Review the
itinerary. Your reservation is
held butis 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.

6. Finished: 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 )'-.-.'-'-.'.'_.):

Suterat Trigs Confummation

Trip Name: Cae ~ 11830 ALP ALPMASETTA, G2 30078 w1
Sl Date: December 14, 2015
End Dite: Cwcamber 16, 2015

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

RESERVATIONS
[ Monday. Decembervepors |

Monday, Decomber 14, #4015

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

Py
e
S e e
e
| g S ,
TOTAL ESTIMATED COST

Finished!

T Surmemary
S—— bt Travel ncoeps ¥ou the fral Wrevice cnce compleled. B
i e R PbCit e YOU T it 24 hours. phe e cal e Travel Incorporated Onan Technucal SUppor Dask at 1-856.718-6444 for
Finished! assistnce
Trip Record Locator - 29XDMN

A Copy of this Eneqary has Daen §ens 1o your travel Mansger.
Vour ibratiry Bas been saved Travel incorporaled 321 will varvics yout Sesiary
Please ote: Fares Sckals are mwed and 3

Travel Contact Infomason

00 Sa natreceive an o n 3y Wit 74 Bours ph year

""-_‘_‘-_'-"‘-—_—-—’—"—‘_(%-—___r""_d_-‘““*—_—-—"”HH“"‘—_——-"

@ Hertz Car Rental at: Atlanta US [ATL)
Fick-sg 88 11900 ALPHARETTA MY ALPHARETTA, G, 30070 US
08421408

1
TOTAL ESTIMATED COST
car; S50 LS

Taes Fatmsted Cont o=y
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