Enterprise Car Hire System

Website: https://b2b.enterprise.co.uk
Log on: ahss-finance@cardiff.ac.uk
[bookmark: _GoBack]Password: ahsscar57

Create a Reservation:
[image: ]
Choose Drive Profile, if not set up select (New Driver Profile)
Choose Reason for hire – should automatically fill in Daily Rental
You will need to choose a Vehicle class, if it has not been specified we normally pick D-Man
Choose Start Date and Time
Choose whether it is a Pick Up from Enterprise, Delivery (Home or Business – you will need to provide the address) or Airport (if it is an Airport we will need the flight details including flight number)
Choose End Date and Time
Choose whether it is a Return to Enterprise Branch, Collection (Home or Business – you will need to provide the address) or Airport (if it is an Airport we will need the flight details including flight number)
This will then generate an estimated cost in order to raise the PO
Keep the page open and switch to Oracle and raise order as normal. When raising the order number use separate lines for the Car Hire Rate, Delivery and Collection costs in case the hire is amended.
Once approved return to open page add PO, Department (AHSS Finance) and your name as Booker, you can also add any requests in the Notes section
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Choose Continue…
You will then be able to review this and if happy choose Book Now
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Return to Kayako and advise requestor.
An email will be sent to AHSS-Finance to confirm and will go into Oracle Orders To Do folder, you can merge this to the original ticket.
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Pick Date/Location/Vehicle - Renter Details - Review Your Reservation Contince.

***Pplease can you ensure that we are provided with a mobile number for the driver***
Please remember Enterprise Rent-a-Car's pick up and ride back service is free of charge.
It saves you finding a parking space and its better for the environment too!
If you require a diesel vehicle please book an 'F’ size
Driver
Driver Profile Name Please Select. v

Reason for hire Please Select. V|

Vehicle Details
Vehicle Class Please Select V|

View Vehicle
Classes.
Start End

Date 12112015 | [08 V][00 v Date 13/112015_|([08 V][00 v

JReturn to Branch O Collectiol
APU

Pick up 'Walk in C Delivery
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Driver

Driver Profile Name Young, Honor ] update
Rengon for hire Daily Rental Vi
Vehicle Details
Vehicle Class D-MAN (e.g. Vauxhall Astra or similar) Vi
View Vehicle
Classes
Start End
Date 23112015 | E[16 ][00 v] Date 21112015 | E[18 V][00 v]
OPick up OWalk in © Delivery O O Return to Branch ollection O Airport
This is a |[Business ©| Delivery APU
Business V| Collection
Address (for Pick-up/Delivery) Address (for Collection, if different)
Cardiff University v/ Cardiff University v/
Address Line 1 Decipher Address Line 1 The Security Centre
Address Line 2 1-3 Museum Place Address Line 2 Park Place
City Cardiff City Cardiff
Post Code Post Code
CF10 38D Lookup CF10 3AT Lookup
Estimated Cost
b Quoted Total is an indicative quote for
Perlod Total the rental req ments provided and may
Rate Days £17.60 £8g.00 differ from the final invoiced price
One Way-
Branch - - £15.00 £15.00
Business
Delivery - - £2.50 £2.50
Business
Collection s £250 €250
Sub Total £108.00
Vat 20.0% £21.60
Total* £129.60

* Estimated charges; final price appears on Rental Contract.

Booking References

Purchase Order
Number

30591296

| AHSS Finance
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|Ann-Marie Jones

Bookers Full Name

Notes To Enterprise

Continue..
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Pick Date/Location/Vehicle -+ Renter Details = Review Your Reservation Book Now

Reservation Details Address (for Pick-up/Delivery)
Company Name Cardiff University Address Line 1 Decipher
Vehicle Class. D-MAN (e.g. Vauxhall Astra Address Line 2 1-3 Museum Place

o similar) city Cardiff
Reason for hire Daily Rental PostCode  CF1038D
APU ¥ Method Delivery 23/11/2015 16:00
Rental Branch (Start) Address (for Collection)
Branch Us13 Address Line 1 The Security Centre.
Address. 45 PENARTH ROAD Address Line 2 Park Place
City CARDIFF City Cardiff
Post Code CF105DJ PostCode  CF103AT
Phone Number 02920-389222 Method Collection 27/11/2015 18:00
Rental Branch (End) Booking References
Branch Us13 Purchase Order Number 30591296
Address. 45 PENARTH ROAD Department Name AHSS Finance
City CARDIFF Bookers Full Name Ann-Marie Jones
Post Code CF105DJ
Phone Number 02920-389222
Renter Details
Name Honor Young

Work Phone Number 02920 879609

Home Phone Number

Mobile Number

Email Address ahss-finance@cardiff ac uk
Estimated Cost

-_mm TR  Quoted Total Price is an indicative quote for the rental

T1760  E£ssop 'equirements provided and may differ from the final invoiced

price
Business Delivery - - £250 £2.50
Business Collection - - £250 £2.50

Sub Total £93.00

Vat 200%  £1860

Total* £111.60

*Esimaled tharges; ialprice appears on Rental Conract
Email Confirmation
Final Confirmation “

Yes, | would like Enterprise Rent-A-Car to send special offers to my e-mail address
or billing enquires email EnterpriseBilling@ehi.com

Book Now.





