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Introduction

On 30" January 2012 TMG introduce the latest version of the Evolvi online rail booking
system. The following document outlines the booking process and functionality of the new
system.

The booking process has been revised to include a shopping basket function, with the steps
to confirm a ticket being as follows:

Search Add train Add
timetable & fare to traveller

Select Check-out Add cost Select

centres etc delivery

seating basket (if required) option

& fares 'basket’ MEINE

Summary of new functionality & benefits
Lots of additional functionality has been included in this new release, in addition to the
revised ‘look and feel’ of the system. These new items include:

Return & Dual single fares are shown on the same screen for easier comparison
Multiple fare levels are ‘rolled-up’ to make the choice of rail fares simpler
Lowest Suggested fares can be selected with 1 click

Fare rules details have been simplified and are easier to understand

Previous searches are saved for easy access

Seating preferences can be loaded into traveller / booker profiles

Preferred departure and arrival stations can be stored in the booker profile
Access to the most applicable ticketing option for the time that the booking is made
Multi-Item shopping basket functionality for shorter ‘check-out’ process

Website based forgotten / reset password functionality

Export booking detail to Outlook Calendar

Season ticket calculator and ordering facility

Additional functionality will be introduced in spring 2012 including Mobile booking access
and automated approval process.
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Home Page
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Once you have logged in, the home page below will be shown. This page is the starting point
for the rail booking process, allowing you to search for fares, add travellers and choose

selection criteria.

£ Home @ Help &% Admin [ Settings & Ticketing #R Orders & LogOff

Home

Search Options

Return Single Open Return Carnet

Season Ticket

% Oitems £0.00 [ Messages (3) #8 Searches (2)

== Departing From == Going To Booking as

Coventry = =Y [ Allow extra time to change |

!__;]v !__;], [ Avoid London Underground Organisation

[Leave fter %[ 07 ¥ [Ceave After = ‘ (@ Fastest senices |Trave|l;\anagementGr@p V|
© Direct services Travellers ' [+] t @

Show Advanced

| SAVE SEARCH | EDIT TRAVELLERS/RAILCARDS

Varsion.12.00.06.062.102.12

The top navigation bar provides access to:

e evolvi

£ Home & Help ¢ Admin @ Settings & Ticketing &8 Orders &, LogOff 4 0items £0.00 [ Messages (3) #8 Searches (13)

—[ Link takes you back to the homepage from anywhere in the website.

Opens Help guide

B>
s
-

& Help {

J U

: ( . . . .
| Settings L Opens Setting module, which allows you to personalise Evolvi

& Ticketing

= 0items £U_UUQ—[ Opens the Basket which displays the details of order items in your order

-
L Opens the Ticketing module, which allows you to print tickets

Opens the Orders module, allowing you to view and search order history

1

||:I Messages (4}H Opens the Message centre which displays TMG and Evolvi messages.

Searches: Allows you to view and reuse previous searches for fares.

§
|H'H Searches {11}‘—[
J
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Making a booking

From the home page, complete the boxes outlining the routing, dates of travel and times of
travel. Note that the timings can be changed from a ‘leave after’ to an ‘arrive before’ time.

The system defaults to making a return booking, but provides additional tabbed options for
return, single or open return. Carnet tickets are currently bookable via email or telephone
with you usual TMG team.

For information on making season ticket enquiries — please see appendix 2.

Additional search options can be viewed including the class of travel and ‘Change at’ /
‘Avoid’ functions by selecting the ‘Show Advanced’ tab.

We recommend that you do not complete the advance items in order to view the full range of
fares and routings.

Once the journey details have been entered select ‘Fare Search’.

£ Home @ Help .k Admin E, Settings & Ticketing &8 Orders & LogOff % Diterns £0.00 7 Messages (3) &8 Searches (2)

Home

Search Options Hide O

Return Single Open Return Carnet Season Ticket

== Departing From === Going To Booking as

Coventry = Londeon Y [ Allow extra time to change

18-Jan-2012 | 19-Jan-2012 | [ Avoid London Underground Organisation

Leave After (% || 10 (% |:| 00 |+ Leave After (% || 18 v |:| 00 v @ Fastest senices LETL TR hs
O Directsenices Travellers * ] # @

Show Advanced
| SAVE SEARCH | EDIT TRAVELLERSRAILCARDS

Version 13.00 .08 082 10213

To obtain a London Underground inclusive ticket, select the destination or departure point as
being “London Zone x” (x being the required underground zone). The relevant underground
zone can be checked by using the London Underground map found in the ‘help’ section of
the website.
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Timetable & Fare Display
Once the ‘fare search’ has been selected the following will be displayed.

£ Home &) Help

Journey Search

Search Options

Suggested Fare

£75.00

Return Fares
@ standard Anvtime

Dual Single Fares
@ standard Advance
(@ Standard Off Pealk
@ standard Anvtime

Outbound

fersion 13.00.08.082 10213

Lo Admin [ Settings

& Ticketing &8 Orders

I Outbound
18 COVENTRY to LONDON

1 Adult @ Childran

& LogOff

tmgcorporate

Inbound
19 LONDON to COVENTRY

TRAVEL MANAGEMENT GROUP PLC

4 0items £0.00 [ Messages (3) 8 Searches (2)

o
Show more

WED THU
@

1031 10:01  10:51 1111 16:03 16:23 1643  17:03

1132 11:49 1154 1214 17.02 1722 17:42  18:02

| N e O | O Err T o TS R o T et

0@ 06 006 00 006 00 08 00
nysill]| I Dot etV Doy R st O Jpsll)] ]| Jpedllf]  oplfl] eyl
£138.00 £138.00 £138.00 £138.00 £138.00
£30.50 £6.00 £20.00 £11.00

£21.80 £26.50 £21.80 £21.50
£69.00 £69.00 £40.00 £69.00 £69.00 £69.00 £69.00 £69.00 L69.00 £69.00
Inbound Checklist iFare £0.00

(@ Journeys selected

() Traveller names complete

EDIT TRAVELLERS/RAILCARDS

Earlier and Later times can be selected to view additional availability and trains.

To view information on the trains to include the journey length, train operating company, full

timetabled journey and estimated platform, click on the blue information icon (circled)

Journey Search

Search Options

Suggested Fare

£75.00

Return Fares
@ Standard Angtime

Dual Single Fares
@ Standard Advance
@ Standard Off Peak
@ Standard Angtime

QOutbound

1 8 Station
WED COVENTRY

~
Shows mare

Arrive Depart Travel by
10:10 TRAIN

Operator ~

Virgin Trains @

Virgin Trains service originates BIRMINGHAM NEW STREET, final destination LONDON

EUSTON, calling at:
i Arrive Depart Station

LONDON EUSTON

Journey Duration: 01:04

* Platform details shown are for gui
board at the station on the day of
Carbon Emissions

Comparative COz emissions for you

Platform* I

09:50 BIRMINGHAM NEW STREET 2
09:59  09:59 BIRMINGHAM INTERNATIONAL 4
10:09 10:10 COVENTRY 1
10:23 10:24 RUGBY 5
11:14 LONDON EUSTON 15

11:14

idance only and Evolvi Rail Systems accepts no

liability for the accuracy of this information. Please ensure that you check the departure

travel for up to date information.

rrail journey of 151.41 kilometres (per-travelter)

£132800 Transport Type Estimated kg CO; Compared to rail
Rail 8.55 -
Aeroplane 24.96 16.41 kg more COz 5]
@ Car - Diesel 29.30 20.75 kg more COz vl
[ 890 Close | ]
T Inbound Checklist iFare £99.50
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Selecting fares and trains
From the timetable and fare display (shown on the previous page) you will note that Return
and Dual single fares are shown for cost comparison purposes.

The suggested fare allows you to select the cheapest fare for the timings shown on the

screen.
Please note that this may include slow and express trains as it books the lowest cost times

shown.

To simplify the number of train fare options, the different fare levels are ‘rolled-up’ into their
respective fare types.

Once you have selected a fare at the desired times, the ticket information bar will be
highlighted as below, this displays data such as discounts available, journey details etc.

The total fare when two single tickets are selected in shown in the bottom right hand corner
(circled).

Search Options Show more
Suggested Fare T Outbound T Inbound
1 3 COVENTRY to LONDON 1 9 LONDON to COVENTRY
£75.00 18 covenvie 19
SELECT
EARLIER LATER EARLIER LATER
10:31  10:01  10:51  11:11 16:23
Amives Arrives: Amives Arrives: ives.
11:32 11:49 11:54 12:14 17:22
h1m 1h 48m 1h 3m 1ham s9m s5m s9m s5m s9m
0e e 0e e 0e oe 0e oe 0e
s -F-FI»\; s -e-ﬂ\'; s :':‘I»\; s -e-ﬂ\'; s -F-FI»\; N -e-a\'; s ;%h; N -e-a\'; s -F-SI»\; N -e-a\';
Return Fares @
@ standard Anytime £136.00 | | £138.00 | £138.00 | | £138.00 | £136.00
Dual Single Fares =
@ standard Advance
Advance Single
Advance Single
Advance Single
Advance Single
Advance Single
Advance Single
Advance Single
ssianca gl
Advance Single
Advance Single £3050 B
Q I e+ ~4ard Advance Single o
oute: MIRGIN TRAINS ONLY
VIRGIN TRAINS ONLY [
e e nt: Standerd printing svsilstle; Tidket on Depsrture availsble
fare and journey infermation click on the icens belew:
‘ ({D) Ticket Detalls ({J) Fare Braskdown (BCO) ((3) Fare Validity (VX)
Advance Single
Advance Single
Advance Single
Advance Single
Advance Single
© sanssonpesk T Qe
© Standard ANAIME 1, 1ac) wesT cossT & CONNECTIONS
Anytime Single
Anytime Single £69.00 269.00 £69.00 £69.00 £69.00 £69.00 269.00 £63.00 269.00 £69.00
Standard Anytime Single (1)

Route: ANY PERMITTED ROUTE
Resavations: Seats ontionsl

Fulfilment: Standard printing svailsble: Ticket on Depariure svsilsble

For full fare and journey information click on the icons belows:

(1) Ticket Detsils (L) Fare Breskdown (SOS]

I Outbound EEIM Inbound Checklist iFare @
13 Changes: 0 19 Changes: 0 :

WED THU (© Journeys selected

10:10 COVENTRY 1602 LONDON EUSTON () Traveller names complete

11:14 LONDOM EUSTOM 17:02 COVENTRY

EDIT TRAVELLERS/RAILCARDS
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Detailed fare rules can be accessed by selecting the blue information button in the yellow
fare box.

Advance Singk | Ticket petails ®
Advance Singly -~

: Standard Advance Single =
Advance 3indll  Ticket Code: BCO
Advance Singly  Fare Code: VX

Ticket Details
Class:
Standard
Reservation:
Compulsery
Journey:
Single
Route:
VIRGIN TRAINS ONLY
Refunds & Cancellations:

Nen Refundable

Advance Singld Changes to travel plans:

Travel plans can be changed at any time before the booked train departs. Changes to tickets cannot be made on the

Advance Singlé  train. when changing tickets the origin, destination and Train Campany must remain the same. An additional fare is

payable for each change; this will be a minimum of £10.00 per ticket. Once the booked train has departed it is not

possible to change travel plans. The difference between the price paid and the cost of the next suitable fare is payable

An administration fee is payable each time a ticket is changed. I you travel on a different train to that indicated on the

ticket, you will be charged the full single fare as if no ticket is held.

Advance Singl{  Ticket Conditions:
Mo further conditions apply
(& Standard Off P Break of Journey:

p f  Ne
@ Standard Anvtis Availability:
Anytime Singlé  Tickets must be purchased in advance and is not available for purchase on the day of travel. This ticket is not
guaranteed on any train and availability may be limited.
Andime Single  Ticket on Departure:
Available

Advance Single

Advance Singl¢

Advance Single

Advance Singly

Close

({8) Ticket Detalls ({}) Fare Breskdown (SOS)

In the event of the lowest fare not being taken, the lower declined cost will be recorded into
management information reports and a reason requested. The reasons are shown in a drop
down box at the bottom of the screen.

N Outbound Il Inbound Checklist §Fare £100.50
13 Changes: 0 19 Changes: 0 .
WED THU .

07:21 COVENTRY 16:03 LONDON EUSTON @ Reason given for fare selected

0310 LONDGN EUSTGON 1702 COVENTRY

Select

EDIT TRAVELLERS/RAILCARDS

Page 8 (User Guide 3/1/12)
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Traveller Name / Details
Traveller names can be added by selecting the blue ‘Edit travellers / railcards’ button at the
bottom of the screen or by selecting the ‘add to basket’ button.

Travellers names can be populated from the details of the Evolvi booker currently logged in
or past / saved bookers from previous transactions. To add a saved / recent traveller, please
select the blue ‘plus’ button (circled).

Railcard discounts can be applied at this point on a traveller by traveller basis.

&2 Standard Anytime £138.00 £138.00 £138.00 £138.00 £138.00 - - - - - e
@ Fil| traveller Details x®
@ Fir X a
Traveller Details
Booking for: Demo Client &

@ st Traveller Organisation:  Demo Client

alarta “vallare Adult 1 Child 0
@ sl Selected Travellers . ! 00
@ Fin
Ad
Title First Name Last Name Type Railcard Lead a
Adult ®
. Saved Travellers ==
Ad o Pinned
] Name Organisation Unit Email
o
Mr Ian Currington Travel Management Travel Management ian.currington@tmguk.com @ 5 o
Group Group
£ Recent
Name Organisation Unit Email =
Ad
Mr Vernon Bear
Ad 150
Mrs Vernona Bear - =N
Ad 5.00
@ Fi Mr Ian Currington & =0 E
Search
A 10.50
WE|
07:21
0910 ™
< >
Cancel | Save
v
Done & mmtemet dh v Hioon -

Seating
Once the traveller's name(s) are added, seats will be automatically assigned based on the
traveller’s preference in their profile or randomly assigned.

£ Home & Help o8 Admin I; Settings & Ticketing #8 Orders & LogOff [ Messages (3}
Reservation Allocation
Please check your resenation sllacation below. Ta mske any changes, plesse use the Amend buttan

®#" Outbound

Leg 1 - COVENTRY to LONDON EUSTON, departing 10:10 on 18/01/12 {Virgin Trains)
SeatAllocation  BO1  Resenved, bestmatch, priority Seating, window, aifing

e
77 Inbound

Leg 1 - LONDON EUSTON to COVENTRY, departing 16:43 on 19/01/12 {Virgin Trains)
Seat Allocation Not reserved

Version.12.00.06.062.102.13

Seats can then be changed by selecting the amend button.
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& Home @ Help s Admin [ Setings 4 Ticketing #& Orders 2 LogOff [ Messages (3)

Reservation Preferences
mﬂ& Outbound

Leg 1 - COVENTRY to LONDON EUSTON, departing 10:10 on 18/01/12 {Virgin Trains)

~
. Seat (O Specific Seat Direction [Any  ~|| Location [Any ~| Position [ Any v
T
19" Inbound
THU
Leg 1 - LONDON EUSTON to COVENTRY, departing 16:43 on 19/01/12 {Virgin Trains) -

@ MoSeat (O Seat (O Specific Seat

Additional Preferences

O video Faciity [0 Table seats OO Power socket [0 intemetConnectian
O Mear Luggage Rack [0 MearToilet [0 MearShop or Buffet

Please note that the requested seating options are not guaranteed, and that requesting “Restaurant” or multiple seat options can reduce the chances of being able to
reserve seats. [fthe reservations made are not suitable, please madify your options and request seats again

If your booking includes a Iate night er early morning cress city Underground or Metro journey, please check the epening and closing times for this service

Checklist ‘Fare

@ Seat selection complete

12.00.05.062.102.13

Custom Fields
The Evolvi system will require you to enter custom field (i.e. Cost Centres, Purchase order
numbers etc....) and will not complete the booking without these entered.

£ Home @ Help # Admin Q Settings & Ticketing #8 Orders 2 LogOff 4 Messages (3)
Basket You have until 18:38 to confirm this order
COVENTRY to LONDON EUSTON for 1 Adult £100.50 -
A
Checklist * Order item costs

(@ Custom fields complete

© Select Unit
EDIT CUSTOM FIELDS SELECT UNIT l:l
on.12.00.08.062.102.12
Custom Fields ®
.
-
Order Item 1 - COVENTRY to LONDON R
£ H Cost Centre Furchase Order Jes (3)
Mr Vernon Bear + "
Bag arder
covi
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Delivery Options

The available delivery options with their associated fees will now be shown. Please select
these based on your requirements.

Please note that certain ticketing options will become available or unavailable based on their
availability at the time of booking. For instance 1% class post will require a 5 day processing
period.

£ Home @ Help & Admin Q] Settings & Ticketing &8 Orders & LogOff 2 1item £99.50 [4 Messages (3)

Delivery Method

Please select a delivery method. The methed chosen will apply to all items in this order

Checklist * Order item costs £99 50
(& Delivery method selected { Transaction fee £0.05
: Total £99.55

Versicn.12.00.08.082.102.13

Payment / Delivery Details

The payment page will be pre-populated with the address and payment information
contained within your profile and company policies.

To complete the booking agree to the terms and conditions and select confirm.

£ Home @ Help % Admin E] Settings & Ticketing #& Orders & LogOff & 1item £99.50 [ Messages (3)
Payment

Delivery Address

T i | Organsatn [Travel Management Group

First Name [lan 3 Address [werlgfarer House

LastHame ‘Cuningmn |' |DormerF’Ia:e

|
|
|
Poverresr rezesea | | ‘
| |
|
|
|

City |Leamingmn Spa
County [warwickshire
CLEAR Country United Kingdom (% |*

Fostcode Cvazoaa |

Select Accoun] Dump Account External System Account Number
_znnnn -

[ charge to individual payment card

Terms and Conditions Shouw ticket restriztions and terms
| accept the Ticket Restrictions and Terms together with the National Conditions of Carriage and | agree to purchase the items in this order.

(© Disagree @ Agree

Checklist * Order item costs £09.50
(@ Delivery address complete : Transaction fee £0.05
@ Terms and Conditions agreed i Total £99.55

© External system account number
entered

A booking confirmation screen and email will now be received.

The booking element is now complete, please see appendix 1 for ticketing information
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Advanced Travel Booker Functionality

Order Manager
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Reservations can be viewed by selecting the ‘orders’ module from the top menu bar
(circled). Bookings can be searched for based on the passenger name, travel details,

booking reference or ticket number.

| Settings & Ticketing 2 LogOff

Ticket Number

& Home & Help & Admin

Order Manager
Search Options

Reference Detail
Selectthe type of order item you are looking for.
& Ordinary rail ticket

Enter additional parameters to refine your search

From Location To Location Lead Traveller Surname
bear
Travel Start Date

29-Mov-2011

Travel End Date.
29-Feb-2012

Order item status:

Journey type:

@ Al Joumeys

All

To be collected
Notticketed
Ticketing
Ticketed
Fulfiled
MNan-lssuing
MNen-Issued
Fart Cancelled
Cancelled
Refunded

O Return/Open Return Journeys
C gingle Journeys

ooooooooono

Version.12.00.06.062.102.12

% 0items £0.00 (4 Messages (3)

Hide

Charged To Organisation
Seledt ..

Booked or ticketed:
@ Al order tems

© All Order ltems | Have Booked
O All Order tems | Have Ticketed

Responses following a search enable the booking details and status to be checked.
Duplicate booking confirmation can be viewed and saved to PDF.

£ Home @ Help % Admin |:, Settings & Ticketing &8 Orders & LogOff % Oitems £0.00 [ Messages (3)
Order Manager
Search Options RefineSearch
Order Iltems
are the mast recent 100 items that match your search oriteris. Clidk on an Order Item to display the full Order Detsils, or slternstively click on actions offered agsinst the
i usl
Results [-]
Order Origin Destination valid From Ticket = Pax = Cost Type Status
Ttem Ref
+ 186138 COVENTRY CANLEY 14 Feb 12 07:07  5DS 1 £1.70 [@ Not ticketed
Page[1 |of 1 View1-1of 1
Full Order Details
Order Status: Not ticketed
Order Reference: 182819 Order Date: 29/12/2011 14:28:01
Booker: ian.currington@tmguk.com Print Before: 25/12/2011 18:00:00
Booking Agency: Trawel Management Group Delivery Method: First class post
Account: 20000 - Dump Account Ticket Queue: Queue for Standard Delivery
Agent Reference: 25
Results (-]
Order Origin Destination valid From Ticket Pax Cost Type Status
Ttem Ref
+ (136133 COVENTRY CANLEY 14 Feb 12 07:07 |SDS 1 £1.70| @ |Not ticketed
Page[1 |of1 View 1 - 1of 1
The actions shown below apply to the whole order
12.00.06.062.102.12
€D Internet
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My Settings

A range of traveller setting and preferences can be set from the ‘MySettings’ module which
is shown on the top menu bar.

The ‘Web Display’ tab enables, amongst other options, the default departure or destination
stations to be defined.

My Settings x
= ~
4 Web Display | Advanced = Seating Options = Change Password My Details
Journey Display
Departs: Show depart time
& | 09:00 Show arrive time B (3)
DE Arrives: Show duration
09:23 Show changes
Dl 23 mins Show CO2
9 Changes Show icons
1 @
. COz ~
9 2001.5Kg
=3 o 3
Fi
T -
af Search Options
T Home town Coventry
Ti Default destination
[ Include me in booking
Show first class fares
[ Allow extra time to change
T [] Avoid London Underground ™
[1 Show all fares (disable roll-ups)
Show navigation bar at top of page
(O Direct services 3

The ‘Seating Options’ tab enables travel bookers to set seating preferences which will be
automatically used within the booking process.

My Settings

x
Web Display ~ Adwanced | Seating Options | Change Password My Details
Seat Reservation Parameters
Select the default parameters to be applied when seat recervations are requested
2| Direction| Facing % | Location| 2ny | Position] window % 5(3)
De
o | Additional Preferences
S| select any additional seating preferences to be applied when seat reservations are requested
[0 video Facility [0 Table Seats [0 Power Socket [0 Intemet Connection
De [0 Near Luggage Rack [0 Near Toilet [0 Mear Shop or Buffet A
Fil
T
af
Te
i
T v

‘My Details’ tab provides the opportunity to set default cost centres / purchase order
numbers etc.. as well as update contact details.
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Administration

Forgotten Passwords

Please logon below

tmgcorporate
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If you have forgotten your
password, you can click the link,
which allows you to reset your
password.

Please enter username to reset
password

4 )

Enter your username and click
RESET, you will then be sent an
email. Click the link in the

email and you will see the

screen below.

- )

N

john.smith@evolvi.co.uk

Page 14

Enter a new password, confirm
it and click the RESET button,
you will then be logged in.
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Refunds
In order to obtain a refund on a ticket, please return the document to TMG by secure postal
method within 28 days of the original travel date.

Travel Management Group
Worldfarer House

Dormer Place

Leamington Spa

CV32 5AA

Additional Help

Help pages on the Evolvi site provide information on how to make a booking and will answer
most queries of a booking and administration nature.

For assistance with a booking that you have complete please contact you usual TMG team.

Leamington Spa:

Blue Team 01926 311545
Green Team 01926 332266
Red Team 01926 458001
High Wycombe 01494 515522
Stoneleigh 024 76 852949

For assistance with making a reservation online or general technical query please contact
online@tmguk.com or 01926 458041.
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Appendix 1 - Ticketing

The following section is applicable to Evolvi users who have been provided with access to
issue tickets.

From the home page, access the ticketing module

£ Home & Help ¢ Admin IQ Settings | & Ticketing h Orders 2 LogOff 2 0items £0.00 [ Messages (3) &8 Searches (13)

You can also get to the Ticketing module indirectly via the Orders module and from the
Confirmation page Print button (when enabled). In both these instances only the selected /
current order will be shown.

The Ticketing module is shown below :

Ticket Printing Queued Orders  Printed Orders
2 2
Print Tickets Printed Today Auto Print ToD Kiosk {4 items) (2 items)
Order Ref * Status Items PAX Total Booker Delivery Print
Coupons Method By
160067 Confirmed 2 2 4 amrit.gill@evolvi.co.uk Standard 11 Nov 2011 18:00
160071 Confirmed 2 2 4 john.smith@evolvi.co.uk Standard 11 Mov 2011 18:00
Page 1 of 1 View 1 - 2of 2
EvolviPrint Stock Line
[London printer]E Newbury Data CCST Printer [+

W m PRINT WITH DELIVERY NOTE |l VIEW CONFIRMATION

Show Advanced ™

Order Details

Status Special Stock Lead Traveller Date of Travel
= |Confirmed No Mr Amrit Gill 12 Nov 2011 07:18
Code Coupon Traveller Origin Diestination Trans.MNo.
L | CDR Ticket Mr Amrit Gill READING STATIONS SLOUGH
CDR Ticket Mr Amrit Gill SLOUGH READING STATIONS
+ | Confirmed No Mr Amrit Gill 12 Nov 2011 08:00

The screen is split into two parts, the top half showing your orders and the bottom half
showing the details of your order.

EvolviPrint This dropdown lists all registered EvolviPrint applications that
London printer ] you have previously registered to print your tickets.

Clicking Show Advanced ™ will allow you to filter the printable tickets by the following

criteria :
Delivery Method Sort By [T] Cnly Include Orders | Have Booked
Any [=] Order Ref (ascending) [~ [ Exclude Special Stock Orders
Ticket Queue
Al [*]

Page 16 (User Guide 3/1/12)
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Printing Tickets

The above screen shot shows the default tab and lists all your orders which are ready for
printing. You select an order and the bottom half of the screen will show the details of the
order, these being the total number of tickets and the associated travellers and journey
information.

You will have an option of clicking the following 4 buttons :

W Clicking this will refresh the screen, ensuring the list of printable orders is up-
to-date.

Clicking this will print of the tickets for the selected order at the given
m registered printer.

Clicking this will print the tickets, when successfully printed an
PRINT WITH DELIVERY NOTE . : . :
associated delivery note will also be printed.

Clicking this will allow you to view the original confirmation for
the selected order.

On clicking the Print button, the following screen will be displayed, this will reflect the actual
tickets that are being printed. The order will be locked until all order items have been
successfully printed :

Printing coupons for order 153796

Printing coupon. —

STD OFF-PEAK DAY R ouT

22-0CT-11 oooo7 0147857930

SLOUGH * 25CCT 11 £7-40W

READING STATIONS
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Viewing Tickets Printed / Non-Issue

This tab will show orders that have been printed today, the order details for these will also be
available as in the Print Tickets tab.

The buttons available here are the same as the previous tab apart from the m button which

is replaced with the m as shown below :

Ticket Printing Queusd Orders  Printed Orders
1
Print Tickets Printed Today Auto Print ToD Kiosk {1 items) {2 items)
Order Ref Status Ttems P Total Ticketor Delivery Printed
Coupons Method
159198 Ticketed 2 2 B8 amrit.gill@ewvolvi.co.uk Standard 09 MNow 2011 14:41
Page 1 of 1 View 1 -1 of 1
EwohviPrint
RC superbreaki3 E|
| REFRESH | PRINT DELIVERY NOTE |il VIEW CONFIRMATION

Show Advanced ™

Before selecting ‘non issue’ you must be in possession of all the tickets which make up the journey
you are about to ‘non-issue’

Evolvi will now prompt you to ‘front feed the tickets which need to be ‘non issued’. Each coupon
should be entered one at a time and in order that they were originally printed.
Once the coupons have been ‘non issued’ please return these with a covering note to TMG.

For further information relating to ticket printing functionality, set up and trouble-shooting please
refer to the separate printing guide or contact online@tmguk.com / 01926 458041.
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Appendix 2 — Season Ticket Requests

Evolvi enables clients to order rail season tickets through TMG. This optional service
outlines the full range of season ticket costs for the route and dates entered.

£ Home @ Help ¢ Admin |; Settings Q Ticketing #8 Orders & LogOff y Oitemns £0.00 [ Messages (3) #8 Searches (3)
Home

Search Options bide
Return Single Open Return Carmnet Season Ticket

To request Season Ticket prices for a selection of fixed durations, enter the origin, destination, and Season Ticket start date. An end date is only required to request a price for a
custom duration of more than 1 month. Al dates entered are inclusive

&= Departing From <= Going To
Coventry J Lendan
Start Date End Date
18-Jan-2012

Class Type

@ standard @ Adult

© FirstClass O Child

When making an identical journey on 3 or more days within a week a Season Ticket is likely to offer a saving over daily tickets. Season Tickets are valid for a minimum of 7

consecutive days and for periods of up to a year. A passport sized photograph is required (affixed to the ticket) and must be carried at all imes when travelling. Season Tickets
can be purchased at all staffed stations

Purchasing your Season Ticket

If you would like to purchase a Season Ticket, select the duratien required, and click on the Request Season Ticket button. This will send your request details to Travel
Management Group where they will be processed

CALCULATE FARES

From the season ticket fare display select the required ticket type, noting the differing ticket
lengths and routings / train company validity. By pressing the ‘request season ticket’ option,
TMG will receive your requirements based on the travel booker name.

TMG will then contact you to discuss delivery requirements, travel names and any additional
TMG fulfilment fees. Season tickets are usually sent by special delivery post so have a next
day delivery timeframe based on orders before 3pm.

& Home @ Help p Admin  |o] Settings ;. Ticketing &8 Orders 2 LogOff y 0items £0.00 (24 Messages (3) #8 Searches (3)
Home
Search Options vide ©

Return single Open Return Carnet Season Ticket

To request Season Ticket prices for a selection of fixed durations, enter the origin, destination, and Season Ticket start date. An end date is only required fo request a price for a
custom duration of more than 1 manth. Al dates entered are inclusive

9~ Departing From <% Going To WY FERMITTED ROUTE COVENTRY o RUBEY
COVENTRY v RUGBY nths
Start Date End Date &
18-Jan-2012 @]
Class Type (@]
® standard ) Adult : o
O FirstClass © Child :SV‘E“;;E aua;“ o
IN TRAINS ONLY
s
o]
o]
o]
o]
12 O

When making an identical journey on 3 or more days within a week a Season Ticket is likely to offer a saving over daily tickets. Season Tickets are valid for a minimum of 7

consecutive days and for periods of Up to a year. A passport sized photograph is required (affixed to the ticket) and mustbe carried at all imes when travelling. Season Tickets
can be purchased at all staffed stations

Purchasing your Season Ticket

If you would like to purchase a Season Ticket, select the duratien required, and click on the Request Season Ticket button. This will send your request details to Travel
Management Group where they will be processed

REQUEST SEASON TICKET
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