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Introduction 
On 30th 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: 
 

 
 
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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Opens the Message centre which displays TMG and Evolvi messages.    

 

Home Page 
 
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.  
 

 
The top navigation bar provides access to: 
 

 

 

 

 

 

  

 

 

 

 
 
  

Opens Setting module, which allows you to personalise Evolvi  

 

Opens the Basket which displays the details of order items in your order 

order.  

 

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

 

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

 Opens Help guide  

 

Opens the Ticketing module, which allows you to print tickets  

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

  
 
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. 
 

 
 
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) 
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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). 
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Detailed fare rules can be accessed by selecting the blue information button in the yellow 
fare box. 
 

 
 
 
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.  
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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. 
 

 
 
 
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.  
 

 
 
 
Seats can then be changed by selecting the amend button. 
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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.  
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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 1st class post will require a 5 day processing 
period.  
 

 
 
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.  
 

 
 
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 
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.  
 

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

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

 
 
„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 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 

If you have forgotten your 

password, you can click the link, 

which allows you to reset your 

password. 

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. 

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.  
 
  

mailto:online@tmguk.com


 

Page 16       (User Guide 3/1/12)  

 

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 
 

 
 
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 : 

 

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

showing the details of your order. 

This dropdown lists all registered EvolviPrint applications that 

you have previously registered to print your tickets.                        

 Clicking                                   will allow you to filter the printable tickets by the following 

criteria : 
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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 : 

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 

registered printer. 

Clicking this will print the tickets, when successfully printed an 

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 : 
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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                   button which 

is replaced with the                            as shown below : 

 

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. 
  

mailto:online@tmguk.com
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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.  
 

 
 
 
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. 
 

 
 


