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HOW TO COMPLETE BOOKING 

A video walkthrough of the booking process can be accessed here. 
 

STEP 1: Log into the booking portal. (Booking portal link) 
This will be setup using the email provided to the College. 
Note: if it is your first-time logging in click Forgot Password to create your new password 

 

 
 

STEP 2: Click on the Trip with the status “Booking Required” 

https://www.racp.edu.au/about/membership/travel-arrangements-and-reimbursement
https://www.locomotetmp.com/users/sign_in
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Step 3: Click on the trip and “Continue Booking” 

 
Step 4: Click “Edit Trip” 
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Step 5: Click “Continue Editing” 
 

 
Step 6 : Click “Edit Trip” 
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Step 7: Click “Search” for each travel item and select each item. 

 
Step 8: From the availability screen choose your flights by clicking “Select” 

Preferred airline carriers are identified with the “ P ” 
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Step 9: Select Accommodation by clicking “View Rooms” (see screen shot below) 
● Hotels are listed by Preferred Hotel then by Price 
● The display shows an Approximate rate, view rooms to get the actual cost of the room 
● Preferred hotels are shown with the “ P ” (same as airline carriers), 

any hotel out of Policy will be shown with a red exclamation mark and will be sent for re 
approval. 

 
Once you view rooms choose the room required (be careful to check for any cancellation 
penalties) 
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Step 10: Once your itinerary has been selected click “CONTINUE” and then “Continue 
Editing” (to update any details as required). Click “Continue” to complete the booking 
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HOW TO CANCEL A BOOKING -  
 

On the Locomote portal users can select "Cancel Trip," which sends 
an email to the travel team to cancel the entire booking. Please note 
that the "Cancel Trip" button will cancel the entire trip. 

 

- For flight cancellations, the fare rules will be assessed, and any cancellation penalties will be 
communicated. The consultant will also advise whether the ticket can be placed into credit or refunded 
and inform about any applicable penalties. The fees and penalties will be communicated to the travel 
arranger. 
- For hotel cancellations, the consultant will review the cancellation policy and advise if any fees are 
applicable. 

 
Steps: 

 

Select the trip you want to 
cancel or make changes to 

 
 

 

 
Making changes to your trip by 
clicking on this icon will link to 
the message tab. Message will 

be between TravelBeyond 
team, Traveller and Travel 

arranger. 
 

 
 

 
You can request for changes to 
the trip by sending a message 
direct to the TravelBeyond 
team (AU or NZ). 
Example: Modify travel dates/ 
name adjustment/ 
accommodation change/ flight 
time adjustment in message 
field and send.  
 
People in the “To:” field will be 
notified of your message. When 
there’s a reply, you will be 
alerted from email- 
notifications@locomotetmp.co
m  
 

mailto:notifications@locomotetmp.com
mailto:notifications@locomotetmp.com
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Clicking “Cancel Trip” will 
trigger this pop-up message. 
You will have to select one of 

the options so a “Continue” tab 
will pop-up so you can proceed 

with the cancellation. 
 
 

Note: Once the cancellation 
request is received, the travel 

team will assess the booking: (it 
is important that the traveller 
and travel arranger reads and 
understand the conditions of 
airfares, and hotels prior to 

submitting a booking). 
 
 
 
 
 
 
 
 
 
 
 

 
 
Note: if you need to cancel the trip urgently, please call 1300 239 663 (for AU TravelBeyond Team) or 
+64 9 303 9252 (for NZ TravelBeyond Team) 
 
 
Ways to communicate with Locomote and/or TravelBeyond 
 
The chatbox at the bottom of page can be used to communicate with the Locomote support team when 
you have a question regarding the Locomote platform., ie: profile/workflow updates, error messages on 
the platform, how to navigate the platform or assist with searching for a specific stay/flight.  
NOTE: Locomote is the platform which we’re using. 
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To communicate with TravelBeyond (our travel provider) about an existing trip request- 
 

 

 
1. Click on the trip you’re after. 

 

 

 
 

2. On the left side of the screen, find and 
click on “Messages” tab. 

 

 

 

 
 

3. Here you can message TravelBeyond 
(AU/NZ) directly with your request, ie: 
request with name change, stay/flight 
change, adding a car and/or confirming 
stay/flight details.  
 
In the “To:” field you can include or 
exclude other travel arrangers/traveler 
if needed. 



Page | 12  

CONTACT DETAILS 
 

Profile access/management and pre-trip requests contact details 

 
Locomote portal and profile queries 

Email: travelap@racp.edu.au (for profile queries) 
 

Locomote support chat: This is for locomote platform 
query. Located bottom left-hand corner of portal. 

 
 

AUSTRALIA - Approved bookings, booking changes contact 
Travel Management Team 

(Domestic and International) 
Office Hours: 08h30 – 18h00 (Monday to Friday) 

After Hours Assist: in the event of an emergency. 

Email: RACP@travelbeyond.com.au 
Phone Toll free: 1300 239 663 | +61 2 9506 1310 

Calling From Overseas: +61 2 9571 5555 

For personal holiday bookings contact the team at 
Escape Beyond ‘Travel by Design’ 

Email: emma@escapebeyond.com.au 
Web: www.escapebeyond.com.au 

 
NEW ZEALAND - Approved bookings, booking changes contact 

Travel Manager Nikki Bligh Email: Online@travelbeyond.co,nz  
Or: nikki@travelbeyond.co.nz 

Operations Manager: Jessica Laing Email: online@travelbeyond.co.nz 

Office Hours (Travel Beyond): 09:00 – 17:30 
After Hours Assist: in the event of an emergency. 

Monday to Friday 
Ph: +64 9 303 9252 

For personal holiday bookings contact the team at Escape 
Beyond ‘Travel by Design’ Email: emma@escapebeyond.com.au Web: 

www.escapebeyond.com.au 

mailto:travelap@racp.edu.au
mailto:emma@escapebeyond.com.au
http://www.escapebeyond.com.au/
mailto:Online@travelbeyond.co,nz
mailto:nikki@travelbeyond.co.nz
mailto:online@travelbeyond.co.nz
mailto:emma@escapebeyond.com.au
http://www.escapebeyond.com.au/
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FREQUENTLY ASKED QUESTIONS 
Q: I can't remember my password? 
A: Follow the 'Forgot My Password' prompts on the login screen - a reset password link will 
be emailed to you. Alternatively email TravelAP@racp.edu.au  

 
Q: Where do I find my airline reference/locator (for pre-seating or flight check-in)? 
A: The airline reference/record locator is referred within the itinerary as “confirmation”. It is 
located within the respective air segment (to the right) and appears as: Confirmation: 
WBCKM2 (example only) 

 
Q: Can I book personal trips in Locomote? 
A: No – personal trips should not be booked via Locomote. 
 
Q: How can I add personal travel to an existing trip that’s been approved? 
A: Please contact racp@travelbeyond.com.au via this email or call 1300 239 663 (AU toll free) / 
+61 2 9571 5555 (caller not from AU). You will need to let TravelBeyond know that you have an existing trip 
booked on locomote that’s for business, and you would like to add in personal travel onto the existing trip. You’ll 
need to make payment directly to TravelBeyond as this is personal travel. A new itinerary should come through 
to your email soon after. 

 
Q: How do I book personal trips not related to any business trips? 
A: Contact “Escape Beyond” – Travel Beyond Group’s specialist leisure travel managers. 
They can assist with domestic and international travel arrangements. Payment will be made 
directly with Travel Beyond. 

 
Q: I am making a booking in Locomote and can't find a hotel I usually stay at. What 
do I do? 
A: Complete your booking as usual, then use the “REQUEST” option (next to Search) to 
send an email to TBG add a comment. Your designated Travel Beyond consultant will 
respond to you directly with options. 

 
Q: My booking is “hotel only”. How do I make a booking when my hotel does not 
display in Locomote? 
A. For hotel only bookings where the preferred hotel “REQUEST” option (next to Search) to 
send an email to TBG add a comment. Your designated Travel Beyond consultant will 
respond to you directly with options. 

 
Q: It's late at night and I have a business trip departing tomorrow that I can no longer 
travel on - what are my options? 
A: Contact Travel Beyond after-hours support team (contact details appear on your 
dashboard) and they will assist with your cancellation/rescheduling. Contact page. 1300 239 
663 (AU) or +64 9 303 9252 (NZ) 

 
Q. I’ve arrived at my hotel to be told that a booking is not held. What do I do? 
A: Contact your Travel Beyond team – 24/7/365. 

 

mailto:TravelAP@racp.edu.au
mailto:racp@travelbeyond.com.au
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Q. How do I amend my reservation (booked via Locomote)? 
 

A: During business hours add a note to the trip via the messages tab within a trip, and if 
within 48hrs of departure call the TBG team to action. If outside of business hours call the 
number on your dashboard which will go to an after-hours service (as above) Contact Travel 
Beyond for any amendments/cancellations. Please refer to page11 
 
Q. What is the travel allowance? 
A: Please refer to the travel policy guidelines - RACP Travel Policy and Guidelines.pdf 
 
Q: How to make an insurance claim? 
A: The travel arranger will need to contact Risk@racp.edu.au.  
 
Q: How do I make a claim for reimbursement of traveling expenses? 
A: Please refer to RACP Travel Policy and Guidelines.pdf 
 
Q: When can I book for a business class? 
A: If you’re flying 6hours (or more) per leg of flights, you’re eligible for business class seats. 
 

 
 
 
 
Locomote symbols/icons index:  
 

 
Locomote support chatbox 

Users can use this chatbox to speak directly with the 
locomote team about any issues they’re having on 
the locomote platform.  
Located on the bottom left corner of your screen. 
Ex: profile issues, platform system error, booking 
request not submitting,  

 
No baggage included 

This icon shows during the flight selection process. 
Selecting a flight with this icon, means no check-in 
bags included. Only carry-on is allowed. Carry-on 
weight limit is max 7kg. 

 
 

Preferred 
This shows on some flights and accommodation.  

 

Exceed maximum permitted 
rate 

This shows on accommodation that exceed our 
policy allowance. 

https://www.racp.edu.au/docs/default-source/about/policies-and-guides/racp-travel-guidelines-and-policy.pdf?sfvrsn=18dc321a_50
mailto:Risk@racp.edu.au
https://www.racp.edu.au/docs/default-source/about/policies-and-guides/racp-travel-guidelines-and-policy.pdf?sfvrsn=18dc321a_50
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