	Researching/Booking a Car Rental in the On-line Booking Tool
	



This job aid provides the steps on how to research and book a car rental in the On-line Booking Tool (OBT).

	Procedure 
	Overview and Steps
	Important Notes

	1. Accessing the OBT Book Travel page
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	(To access the OBT, login to the portal and indicate if you are researching a trip only or researching and booking a trip).

Logging into the Portal 

1.1 Access the portal at http://travel-voyage.gc.ca.
1.2 To login to the portal, click Login from the portal page.

1.3 Enter your TIN and password.

1.4 Click Login. The Travel AcXess Voyage portal page appears.

Researching a Trip Only

1.5 Select Plan My Trip.

1.6 Click Research with OBT.

1.7 Click Continue. The OBT Research Page will appear.

OR

Researching and Booking the Trip

1.5 Select Book My Trip under the Travel Services header. 

1.6 Enter your TAN number on the Book Travel page.

1.7 Click Book Travel.

	1.5 If you are a travel arranger, and you plan a trip for yourself, select Plan My Trip. To perform any action on behalf of a traveler, you must select Manage Travellers.

	2. Selecting trip requirements
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	(You will perform the initial step to search for a flight, hotel and car. The Flight, Hotel and Car checkboxes are selected by default).

2.1 Click Begin Search. 

(You would now conduct research for the flight and the hotel).


	If you intend on only renting a car for the trip, book the car directly through the Travel AcXess Voyage counselor because the transaction fee will be lower. 

Job aids for researching and booking a flight and hotel are located at: http://gtmo.gc.ca.


	3. Searching for a car using the Government of Canada Accommodation and Car Rental Directory (ACRD)
	(The Car Search screen appears after performing your search for the flight and hotel). 
	Messages at the top of the screen display information relevant to the search conducted. 

Preferred vendors are NOT identified in OBT. Using the ACRD facilitates the process of selecting a government-preferred vendor.
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	3.1 Select Government of Canada Accommodation and Car Rental Directory (ACRD) at the top of the Car Search page.
	3.1 Selecting a government preferred vendor is important for the following reasons:

· Government preferred vendors offer special rates and GC specific terms and conditions (e.g., covering damage to the car).

· Public Liability and Property Damage (PLPD) at a minimum of $1,000,000 dollars is covered. This is the amount of coverage recommended by the government. 

For more information on car rental insurance coverage, select Preface on the ACRD page.

      http://www.hcrd.gts.gc.ca/ehcd_e.htm

      OR

From the portal home page refer to Card    Services, Insurance Certificates.

	
	3.2 Select Car Rental. The Car Search page appears.
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	3.3 Click Country drop-down menu and select the appropriate country.  
	3.3 If you select US, click the Refresh button to see US cities listed in the City field.

	
	3.4 Click the Location drop down menu. Select All, Airport or City.


	3.4 It is recommended to choose ALL for the location, if you require the cheapest rate. The cheapest rate may be found in an off terminal car rental agency (agencies located off the airport property, but accessible by shuttle bus service from the airport). 

     The airport option does not include a list of off terminal car rental agencies.  

Note: If you choose the airport option in the OBT, the list of car rental agencies will include the off terminal agencies.

	
	(The Time Period defaults to daily, since the rates quoted for car rentals are daily).
	

	
	3.5 Click the Car Type drop down menu and select the appropriate car. 
	

	
	3.6 Click the City drop down menu and select the appropriate city.  
	3.6 The Treasury Board Travel Directive indicates that you can rent up to a mid-sized car. This equates to the default intermediate sedan selection.

	
	3.7 Select Rate or Name sort option.
	

	
	3.8 Click Search.
	

	4. Reviewing the ACRD car list 


	4.1 You may print the list of car rental agencies and rates. 

      OR

4.2 Close or minimize the ACRD window. If you minimize the ACRD window, you can refer back to it on an as needed basis.


	The Car List page provides details about vendors and discounted rates for the GC.

It is recommended to print the list of car rental agencies and rates to identify government preferred vendors and approved rates in the OBT. 



	5. Searching for a car in the OBT
	5.1 Go back to the OBT Car Search page. 
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	(The Pick up location, Date/Time, Drop off location and Date/Time fields will be pre-populated with data obtained from the flight and hotel search. You can change these parameters if required).
	If you rent a car for a day, make sure the time frame does not exceed a 24-hour period to receive a one-day estimate.

If you select the morning on the Begin Search page, the system default time for pick up on the Car Search page will be 5:00 a.m. 

Modify the pick up time to 8 a.m. or later, since most car rental agencies do not open at 5:00 a.m. 

The time menu displays a 24-hour clock.

Morning: 0500 - 1159 hrs

Afternoon: 1200 – 1759 hrs

Evening: 1800 – midnight hrs

	
	5.2 Click Search for rental cars drop down menu and select at the airport or at a non-airport.
	5.2 If you choose the at the airport location in OBT, the results will include off terminal car rental agencies. 

	
	5.3 Click Car Size drop down menu and select the appropriate car size.
	

	
	5.4 Click Car Transmission drop down menu and select Automatic or Manual.
	

	
	5.5 For special requests (e.g., non-smoking car) click Special Requests drop down menu and select the appropriate option.
	

	
	5.6 Click the Preferred Agencies drop down menu and select a preferred vendor identified in the ACRD. You can select up to three preferred vendors.
	5.6 OBT does not identify which vendors are government preferred.

	
	5.7 Select Search Cars.


	5.7 Do NOT select Express booking because OBT defaults to the least expensive booking whether or not it is a government preferred vendor. 

	6. Selecting the car in OBT 
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	(The Select Car page displays available car rental options).
6.1 Compare the list of preferred vendors in the ACRD against the list displayed on the Select Car page. Find an agency that is a preferred vendor and has the preferred rate shown in the ACRD. 

6.2 Click the rate to select the vendor of choice.


	OBT does not identify preferred vendors, therefore verify your selection against the ACRD for vendor and rate.

Selecting a Government of Canada (GC) vendor

To identify a GC preferred vendor, match the car agency name, and rate with the vendors and rates listed in the ACRD. If the vendor name matches, but the rates do not, then it is not part of the government contract. 
Results from not selecting a government preferred vendor and purchasing the trip
If you do not book a government-preferred vendor, you will receive a call from a TAV counselor advising you that the terms and conditions of the ACRD will not be applied to the booking. You may need additional PLPD insurance. Refer to section 3.1 for more information.

Steps to take if you see a vendor in the ACRD that is not listed in OBT

If the vendor you want does not show up in the search results, return to the Car Search page, and change the Search for rental cars drop down option to non-airport location. Then, from the Preferred Agencies drop down menu, select the vendor.

Make sure the rate in OBT matches the rate presented in the ACRD. 

	
	6.3 If you need to sort the car agencies, use the Vendor or Price option.
	6.3 Do not sort car agencies by preferred vendor. OBT may display GC preferred vendors, but not necessarily for your specific destination.  




	7. Reviewing the trip 
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	(Review the car reservation information. You can modify or cancel the reservation). 

7.1 Click Continue if you are ready to book the trip.


	If you cannot book the trip at this point (no Travel Authority Number), this would be your last step.

Print this page as a future reference for when you book the trip.

If you remove a car reservation, the air-hotel research will remain.

	8. Entering passenger information
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	(From this page, you can enter passenger information including your emergency contact information). 

8.1 Click Continue.
	Personal information from your Traveller Profile is transferred to the Passenger Information page.

If you enter or change information on this page, it will only apply to the current trip.

It is recommended to keep the emergency contact information up to date.  

Select a special request, if you have a special need that did not carry over from your Traveller Profile. 



	9. Reviewing purchasing information
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the box below that is not applicable to this booking.
Failure to do s0 may result in higher ransaction
fees.

Veuilez indiquer _cr-dessous toule _demande
spéciale, comme un certicat de surclassement. Un
conssiller en voyage veillera & ce gu'on réponds &
Vos hesains.

Veuillez supprimer de la zone de teds cidessous
toute donnée entrse au préalable qui ne s'applique
pas 4 cefte résenvation. Sinon, vous serez peut-etre
tenus de payer des frais de transaction plus élevés.

Special requests for seal seleclion will no longer be
required for Tango fare classes, as Tango fares are
no longer available on the On-line Booking Taol
Flease refer to your travel documents for
confirmation of seat assignment.

Il ne sera plus nécessaire de soumetie des
demandes spéciales de sélection de places pour
les classes tarfaires Tango, celles-ci métant
désormais plus offertes dans I'outil de réservation
en ligne. Veuillez consulter vos documents de voyage
pour savair si vs places vous ont été attribuées.

General Requests or Special
Needs
(390 characters maximum)
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	(Review the information).
	Most car rental agencies do not require a credit card guarantee for payment. Your confirmation number will serve as proof of your reservation.

Collision Damage Waiver (CDW) insurance

Do not accept CDW coverage from the car rental agency since the Designated Travel Card (DTC) includes Collision Damage coverage.

If you use a personal credit card like VISA or MASTERCARD, and are not sure if the card covers this insurance, then it is best to get the CDW insurance. 

General Requests or Special Needs

Do not enter new information in this field.  Remove unnecessary information. This is due to the following reasons:

· counselor intervention is required and will prevent the reservation from automatically going through the system 

· a counselor assisted fee is charged to look at the request



	10. Purchasing the trip
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General Requests or Special Needs

Tindiquer dans les NSUCTonS Speciales c-apres ou
communicuez avec Travel AcXess Voyage, au 1 800 514-3798

Please enter any special requests — such
as upgrade ceftificates — in the box
below. A travel counsellor wil review this
information to ensure that your needs are
addressed

Veuilez _indiquer _ci-dessous _toute
demande spéciale, comme un certficat
de surclassement. Un  conseiller en
voyage veillera a ce qu'on réponde & vos
besoins

Special recuests for seat selection will 1o
longer be required for Tango fare
classes, as Tango fares are no longer
available on the On-ine Booking Tool
Please refer to your travel documents for
confirmation of seat assignment.

I fie sera plus nécessaire de soumetre
des demandes spéciales de selection de
places pour les classes tarifaires Tango,
celles-ci n'étant désormais plus offertes
dans loutil de réservation en ligne
Veuilez consulter vos documents de
Voyage pour savoir si vos places vous ont
416 attribuses

General Requests or Special
Needs
(390 characters maximum)

=
|

start over
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	10.1 Click Purchase Trip to continue.

10.2 Click OK if you have entered the correct TAN and accept the credit card charge.
	DTC Card 

To guarantee a car booking, the OBT needs a DTC or personal credit card number.  If there is no card number in your Traveller Profile, you will be asked to complete a Payment Information section.

	11. Reviewing the Reservation Complete screen
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Welcome Vernon Bear Home | My Trips | Help | Logout

Site: gocanlish

) Message

Your OBT confirmation number does not confim ficket
issuance. To corfirm that your ticket has been issued,
ensure that you have received your travel itinerary.

If the TAN entered for this booking is determined to be
invalid for any reason, Travel AcXess Voyage will attempt
to contact you to resolve the issue; otherwise, your trip
ay be cancelled

Votre numéro de confirmation de TORL ne corfirme pas
Iérmission d'un billet. Pour corfirmer que votre billet a été
s, aSSUTEZ-VOUS QU YOS avez recu votre itinéraire de
voyage.

Sile NIV entré est invalide pour quelque raison Travel
AcXess Voyage tentera de communiquer avec vous pour
résoudre le probleme; autrement, votre voyage pourrait
stre annlé

Seat selection 15 included on all Air Canada fights
Please verify seat assignment upon receipt of your travel
documents

La sélection de places est possible sur tous les vols d AIr
Canada. Veuillez vérifier sur vos documents de voyage,
d&s réception, que vos places vous ont 6 attribuses

Please Note: AC ONLY. Fares not guarantaed until ficketed,

Reservation Complete Salect Flights

Reviaw Itnerary

Ottawa (YOW) to Toronto (YYZ) Tuesday, 12 Sep Checkout
¥ oo cormplete
Departs Anves Notes
aimcinasa  Ottaws (YOW)  Toronto (YYZ)  non-stop flight
Flight 479 12 Sep 12 Sep 1:05
Sroes azzo 0600 o703 - i
cubtotals Conis1s.07
Toronto (YYZ) to Ottawa (YOW) Thursday, 14 Sep Passengers: 1
Total Airfare: Can$913.07
Departs Amives Notes
it TBiSon Satow ook
BV A S Ehg neo
& oone [T 8 @ nterme
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Site: gocanlish

) Message

Welcome Vernon Bear Home | My Trips | Help | Logout

Your OBT confirmation number does not confim ficket
issuance. To corfirm that your ticket has been issued,
ensure that you have received your travel itinerary.

If the TAN entered for this booking is determined to be
invalid for any reason, Travel AcXess Voyage will attempt
to contact you to resolve the issue; otherwise, your trip
ay be cancelled

Votre numéro de confirmation de TORL ne corfirme pas
Iérmission d'un billet. Pour corfirmer que votre billet a été
s, aSSUTEZ-VOUS QU YOS avez recu votre itinéraire de
voyage.

Sile NIV entré est invalide pour quelque raison Travel
AcXess Voyage tentera de communiquer avec vous pour
résoudre le probleme; autrement, votre voyage pourrait
stre annlé

Seat selection 15 included on all Air Canada fights
Please verify seat assignment upon receipt of your travel
documents

La sélection de places est possible sur tous les vols d AIr
Canada. Veuillez vérifier sur vos documents de voyage,
d&s réception, que vos places vous ont 6 attribuses

Toronto (YYZ)

Check In
18 5ep15:00

Check out
20 Sep12:00

Notes
1 oo
Cancel Rules

COLRTYARD
BRAMPTON

Guarantee Rules
90 BISCAYNE

Reservation Complete

CANCEL PERMITTED LUP TO & PM DAY OF ARRIVAL 133,28 CAD
CANCEL FEE PER ROOM

AL RESERVATIONS MUST BE GUARANTEED AT TIME OF

et ota Reoms
o e e
Cro
Chechoo complta

>

DR

COURTYARD BRAMPTON
- Toronto Brampton, ON

Crescent 500KING OR TO A ONE NLGHT DEPOSIT: Room rata: Canf119.00
Toronts Deposit rulas Rooms: 1
Brampton, ON - IF SENDING A DEPOSIT FOR GUARANTEE PURPOSES - SEND 1NT Nights: 2
Lew-451 ROOM AND TAX DUE AT HOTEL 24HOURS PRIOR TO ARRIVAL. Location Total: Can$238.00
$SE2 RATE RULES To AVOTD FORFEITURE oF DEPOSIT Hotel Cost Extimate: Can$231.00
Telephone Special Raquests Tmay ot mdhade 1axesileas)
5053359000 Finie
Fax Phone: \wis - Toronto, Canada
ANIIE  pidcuo Droo off Notes L ncation Tt fantias ae
Eloone [ I8 @ memet
ARstart ||| 1] B) & || Bymypoc... | ByTimeshe...| Eottava...| [linbox- .| £mravel . | Etogout .. | HjoeTser...|[Ehttpsir.. | Db P SED BRI TIA 39
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5990 Airport R4 5390 Alrport Rd
Toronto, On Ca Toronta, On Ca

505 676-1100 505 676-1100

Record Locator(PNR): LXG1OG
Hotel Confirmation: Courtyard by Marriott; 84067670
Car Confirmation: Auis: 03451597CAZ
Deliver To: Vernon Bar
215 Lauriar
Ottaus KLA 065
Canada

Traveler Information

Traveler 1 Vernon Bear Frequent Traveler Program

Emergency Contact Information

Contact Information:

Phone
Canada
Travel Agency Information
Contact Information: American Exprass Phone: 1-800-514-3798 aption 3
360 Albart 5t Tall Free
Suite 1600 Faxi 1-866-716-6767
Oftaws, ONH3B4X2  montreal.interactive@aexp.com

Canads

24 Hours, 7 days a week. International callers dial 1-613-783-3365

Next Steps

If you are finished vith your travel amangemants, pleass sign off now.

Logout

Need assistance?

Contact Travel AcXess Voyage Contactez Travel AcXess Voyage,

Vous avez besoin d’aide?

o =
Favortes x AVIS = bropo Notes Location Tatal: cantias.se | 2
_— Location Location intarmediste iy

Biedd. Do temminal Lesters Lesters 2 door Total Car Costs Can$ 135.86
= &= CoKhtal polics Pearson Aiport Paarsen Arport A Gonditoning i

ks & 1801000 200ul2:00  Automatic Transmission (includes taxes/fees)

oo Special Requests

Eloone
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	11.1 Review all information on this page. Click Logout when done. 


	The Record Locator (PNR) number is for reference purposes and proof of reservation (booking). You may provide a travel counselor with the PNR to facilitate any search process. 

The car confirmation number indicates that the car rental booking is confirmed by the car rental agency. 

If there is no confirmation number on the Reservation Complete page, check the travel documentation sent to you via your X400 email address. If you do not have an X400 address, the travel documentation will be faxed. 

If the travel documentation does not contain the confirmation number, contact the travel agency prior to departure. 

Print out a copy of the travel itinerary for your trip.
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