
How to use the Executive Transportation
On Line Reservation Systems

F dditi l i f ti l t tFor additional information, please contact 
• Mark Heminway at 718-438-1100 ext. 3240

• Farid Jilani at 718-438-1100 ext. 3132



Benefits
• Eliminate “on hold” time when calling to order a car (enhances personal 

productivity)

• Make reservations for any time in the future in a few seconds, for either 
New York Metro or any worldwide destination

• Electronically obtain the status of your ASAP order every 15 seconds for• Electronically obtain the status of your ASAP order every 15 seconds for 
New York Trips

• Receive order confirmation by email, if requested

• Build a profile to allow ordering a car to take only a few mouse clicks

• Retrieve ride history and print order confirmations for travel & expenseRetrieve ride history and print order confirmations for travel & expense 
reports 



Two choices – With or without an account

1. Look for the Online 
Reservation Box

2. Choose New York if 
you have an account 
with us

3 If you don’t have an3. If you don t have an 
account you may 
make a reservation 
using a credit card



To make a reservation

1. On selecting the 
New York button, a 
new page isnew page is 
displayed

2. Enter your 
username and 
pass ordpassword

3. If you do not have a 
username please 
click on “Contact 
Us” and we’ll get 
you started!



To make a reservation

1. On login, you are taken to 
the order entry form.

2. Choose either ASAP 
(Immediate) or(Immediate) or 
Reservation

3. Verify that your name and 
personal information is 
correct

4. If your company has the 
option of multiple car 
companies, chose the 
one you want

5. Select the payment type5. Select the payment type 
(if applicable)

6. And how you would like to 
be notified.  A n email is 
handy as it can forward to 
PDAs as ellPDAs as well



To make a reservation

1. Check your account 
number

2. And if it is a time job click 
herehere

3. Note options for 
Packages, Pets, Round 
trips and a box to request 
a specific car number

4. For Pickup location you 
may either select a 
landmark, fill in the 
location by hand (Note 
the handy borough/airportthe handy borough/airport 
selector) , or select from 
your common locations by 
clicking on them and the 
will automatically fill in the 
addresses Please beaddresses.  Please be 
careful to put in correct 
flight information



To make a reservation

1. Once you have completed 
the pickup information, 
scroll down to the 
Destination and follow theDestination and follow the 
same steps

2. For Destination location 
you may either select a 
landmark, fill in the 
location by hand, or select 
from your common 
locations by clicking on 
them and the will 
automatically fill in theautomatically fill in the 
addresses

3. Click on the Submit Order 
button when complete, or 
the Reset button if you 
need to reset and correctneed to reset and correct 
information



To make a reservation

1. After you have submitted 
the reservation, a window 
will pop up momentarily 
that validates the address

Top of page

that validates the address 
information.  When that 
routine is complete, you 
will be taken to the Ride 
Verification screen.  
Please check carefully to 
insure that all information 
is correct

2. When you are satisfied 
that the information is

Scroll down to 
see the bottom that the information is 

correct, click on the Place 
Order button

3. If you see something you 
need to correct you can 
click on Back to Ride

see the bottom

click on Back to Ride 
Form to correct it



To make a reservation

1. You are then taken to the 
Ride Confirmation form

2. If you opted for an email 
confirmation you shouldconfirmation you should 
receive your confirmation 
email in a few seconds.



To make a reservation

1. If you click on the Online 
Inquiry button on the top 
of the menu bar you can 
see the status of your ridesee the status of your ride

2. This screen refreshes 
every 15 seconds.  If you 
made an ASAP 
reservation, your car 
number and ETA will fill in 
as soon as assigned

3. You may also cancel your 
reservation by clicking 
herehere

4. And by clicking on the 
menu buttons on the top 
you can see your ride 
history, change your user 
profile or log o tprofile or log out.

5. Close this screen by 
clicking on the close 
button on the top right



In conclusion

We hope that this presentation was helpful.  Please contact us if you have 
any questionsy q


