
A step-by-step visual account of 
how to book your car reservations 
through the University Intranet site



When you log onto the link, it will appear like this.  Select 
the option which applies to your type of travel.  Please 
note that PO rentals are only available for local pickup.  If 
you are renting nationally, the renter will need to book 
with a personal credit card under option #3.



Choose the location, dates of travel, and car class that you wish to 
book.  Remember that the University only covers up to an intermediate 
vehicle.

Click the search button 
once you have entered 
ALL your information



Select the location that best suits your travel needs.

In this example, we are 
using the Downtown 
Location on 8th Street



Select A Car Class….

In this 
example, we 
are using a 
Standard size 
car



Your charge summary will appear. You should use this page summary 
to get a quote when creating a requisition.



Enter in all your renter information here. If you are using a procard, enter in ALL 
procard numbers including the expiration date. If you are using a PO number, this 
field will be labeled PO number when you enter from the main login page under –
PO RENTALS. Please note that, even if you are using a procard, the renter will 
still need to provide a credit card for security purposes at the time the vehicle is 
picked up. Click “Continue” when you are finished.



One last verification screen - please make sure the details of your trip 
are correct -- Click “Book Now”.



Your reservation is now complete. Please print this page, or make a note 
of your confirmation number. You can also modify or change any existing 
reservations from this link using your confirmation number.


