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Home Screen

Go2Book [Email address] ® o Your home screen is the central hub
W Flights @ Rail kmHotels & Taxi [ Parking PYT—— for your travel bookings. Select your
product, book on behalf of, find
recent searches, browse

i welcome back notifications or manage your
Book on behalf of another user Your recent Searches Notifications Your Bookings boo ki n g S
Book as & One way for | . [ x] Q. No new notifications Unbooked Baskets
e B Basket ID
Select user - search by: - as| : COP-453048-1107-7
@®) email () sumame (O) Employee No. hu, 25 Ju ?urname: Janiels The GOZBOOk home page adapts. to
o . R the booker, so the more you use it
Q & One way fo \dul B . .
Manchester Pccadilly - pate stored the more personalised it becomes.
Thu. 22 Aua Basket ID: COP-184498-2104
sumemer You will also manage your personal
e e details via the home page; simply

click on your email address at the
top of the page.



Personal Details

& Personal Details

2 Preferences

B Documents & Loyalty Details

& Change Password

3% User Admin

= Sign Out

Demo User
Personal details

Your details

Please enter names exactly as they appear on your passport

Title* Unique id
Mr - 12285413

Forename* Employee no

Demo
Initial Redress no
Surname*

User
Date of birth

@ Select birth date -

After clicking on your email
address, you will be taken to the
admin section of Go2Book.

Here you can check and amend
your personal details including your
name, address, date of birth, email,
contact number and emergency
contacts.



Preferences

= Personal Details

& Preferences

B Documents & Loyalty Details

& Change Password

#% User Admin

@& Sign Out

Demo User
Preferences

Set your default preferences

Air

General preferences
Special needs

[No Default]

Meal request

[No Defauilt]

Seating preference

[No Default]

Air - Low Cost Carriers [ Travel Fusion |

Company Name

Air - Full Service Carriers [ TravelPort ]

Employee Number

Business Purpose

[No Default]

Cost Centre

Company Name

Preferences allows you to add
specific requirements to the system
related to your mode of travel.

For example, you can add your
preferred direction of travel for rail
seating and any special
requirements for air travel.

You can also store important
information such as employee
number, cost centre and business
purpose for travel.



Documents

2 Personal Details

2 Preferences

[ Documents & Loyalty Details

& Change Password

3% User Admin

& Sign Out

Demo User
Documents and loyalty details

Passport

Your passport list is empty.

© Add new passport

Visas

Visa details/notes

Loyalty

Air

Your flight loyalty programs

List is em|:|t¥i Add a loyalty program using the
options on the right.

and Loyalty

Add loyalty program

Airline

Select Frequent flyer no.

Documents and loyalty is
where passport information,
visa details, notes and loyalty
information is stored.



New Features and
Enhancements

® p— Travel Resource Centre

king & Lounges & Car Hire €2 Baskets m COVID-19 Travel Regulations empty

Map

Icon will take user to the Travel Resource Centre via Clarity’s
website which has details relating to restrictions, information
and requirements for Covid-19 and Brexit.

Notifications Your Bookings

Covid-19 Resource Centre Brexit Resource Centre
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| W

\ Enter Here : { 1 - Enter Here
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New features &
enhancements

] Risk Assessment Reminder X

Please ensure before you book any travel that you have completed your internal company risk assessment evaluation.

www.testcompany/riskassessment.co.uk

Risk Assessment Approval

Clarity have a selection of options available
that can be bespoke to your organisation’s
booking approval process.

Please contact your Clarity team or Account
Manager for further information.



Help and Extras

Go2Book

= Flights

& Rail |2m Hotels

- © Help

& Taxi @@ Parking £ Baskets manager | @y Your basket is empty

help and extras

Contacts

All staff travel bookings should be made using the online Go2Book booking tool
For rail refunds, please send to

Rail Refunds Team, Clarity 4th Floor, Broadhurst House, 56 Oxford Street, Manchester, M1 6EU

FAQs

Download our latest FAQs

Quick book guides

[ Quick book guide - Air
L3 Quick book guide - Hotel
14 Quick book guide - Rail

Help and extras contains any
contact information for Clarity
including your online team, support
and refund information.

You can also download user guides
(such as this one you’re reading
now!) and view any related video
reference guides.



Basket Manager

Go2Book

W= Flights @ Rail |m Hotels

Filters
Type of Travel +
Booking Status +
Approval Status +
Search
Select User (search by):
@ Emad O sumame

Provider & Booking Reference

& Taxi

() Employee No

©  OHep

B Parking

£ Baskets manager | &y Your basket is empty

Past travel
Travel Type Name Booking Ref & Date Detail From To Costs Status
Basket ID: COP-453048-1107-7 Created: 23 Jul 19 11:08 By: Mr Kyle Daniels Last Modified: 23 Jul 19 11:08 (1 items)
Basket ID: COP-184498-2104-7 Created: 21 Jul 19 21:05 By: Mr Kyle Daniels Last Modified: 21 Jul 18 21:05 (1 items)
2] Bagket ID: COP-101437-0917-7 Created: 14 Jul 19 09:18 By: Mr Kyle Daniels Lagt Modified: 14 Jul 19 09:18 (1 items)
Basket ID: COP-109849-1629-7 Created: 10 Jul 19 16:30 By: Mr Kyle Daniels Last Modified: 10 Jul 19 16:30 (1 iternsg)

Basket manager is a quick access
area to any upcoming, unbooked
and past travel bookings.

With the relevant admin rights, you
are also able to search for bookings
made by other members of your
organisation.






