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Enter the surname of the traveller and hit “search” 
If the traveller does not have a profile you will have to contact the travel team, or your 

super-booker to have a profile created.  
 
 

You can enter seating preferences in the next section and if seat reservations are 
possible a seat will be assigned on the next page where you will also have the option 

to see the seat plan on the train (where applicable)  



You will be given 2 options to receive your tickets :  
• Self Service Ticket Machine – you will be asked below which station you would 

like to collect the tickets from (this does not have to be the station you are 
travelling from)  

• Office Delivery – You will be asked to enter the address you wish the tickets to 
be posted to. These will be sent first class the same evening (provided the 
booking has been made prior to 4.30 pm or the tickets will be sent the 
following day) 
 
 

Email Confirmation - If you are booking for someone else :  
You will have to add the email address you wish to receive the confirmation.  



The next stage summarises your booking before the tickets are issued. Your 
booking has been saved into the “shopping basket” 
 
“Shopping basket “will store your bookings for 8 hours without booking, so you 
can go back in within that time and confirm.  
 
If you are happy with your selection just click ‘proceed to payment’ If you wish to 
book another journey for the same traveller you can ‘Add another journey’ which 
will then take you back to the search page to look for another train to add to your 
basket.  



Lastly –You will be required to enter your companies booking data.  
The first 3 sections are compulsory to continue.  
 
If you are booking for more than one passenger you can enter the other names at this 
stage to allow their names to appear on the invoice. This data is not compulsory even 
if you have booked for multiple passengers. The lead name (profile) you have chosen 
will still be shown on the invoice.  


