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HOW TO COMPLETE BOOKING 
 
 
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.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. 
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Step 8: From the availability screen choose your flights by clicking “Select”  
Preferred airline carriers are identified with the “ P ” 
 

 
 
 
Step 9: Select Accommodation by clicking “View Rooms” (see screen shot below) 
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● 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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CONTACT DETAILS 
 
AUSTRALIA AND NEW ZEALAND - Profile access/management and pre-trip requests 
contact details 

 
Portal and profile queries  
 

 
Email:  travelap@racp.edu.au 
Support chat: located bottom left hand corner of portal. 
   

 
 

AUSTRALIAN - Approved bookings, booking changes contact 

 
Travel Management Team:                Naomi Robertson  
 (Domestic)                                       Karin Taliau 

 
Email:  locomote@travelbeyond.com.au     
 

 
Travel Management Team:                Ashley Ford (International) Email:  locomote@travelbeyond.com.au 
 
General Manager Operations:           Michelle Entwisle 
 

Email:  locomote@travelbeyond.com.au 

Event Management (Groups):           Rosie Iannelli 
                                                         Rhonda Alaeddin 

Phone: +61 (0)2 9506 1325 
Email:  rosie@eventsbeyond.com.au 
Email:  rhonda@eventsbeyond.com.au 

Partnership Success Manager: Silvana Johnston 

 
Ph:           (02) 9506 1392 
Mobile:   0433  859  344 
Email:    
Silvana.Johnston@travelbeyond.com.au 
 

 
Finance Contact: (for any account/finance queries) 
 

Email:   accounts@travelbeyond.com.au  

Office Hours: 08h30 – 18h00 
 
 
After Hours Assist: in the event of an emergency. 
 

 
Monday to Friday  
Toll free 1300 239 663 | +61 2 9506 1310 
 
Ph: 1300 239 663 
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  
 

 

  

mailto:travelap@racp.edu.au
mailto:locomote@travelbeyond.com.au
mailto:locomote@travelbeyond.com.au
mailto:locomote@travelbeyond.com.au
mailto:rosie@eventsbeyond.com.au
mailto:rhonda@eventsbeyond.com.au
mailto:Silvana.Johnston@travelbeyond.com.au
mailto:accounts@travelbeyond.com.au
mailto:emma@escapebeyond.com.au
http://www.escapebeyond.com.au/
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NEW ZEALAND - Approved bookings, booking changes contact 

 
Travel Manager                                  Nikki Bligh         
  

 
Email:   
Or:        nikki@travelbeyond.co.nz 

 
Operations Manager:                        Jessica Laing 
 

Email:  online@travelbeyond.co.nz 

 
Event Management (Groups)            Rosie Iannelli 
                                                           Rhonda Alaeddin 
 

Phone: +61 (0)2 9506 1325 
Email:  rosie@eventsbeyond.com.au 
Email:  rhonda@eventsbeyond.com.au 
 

Partnership Success Manager:        Silvana Johnston 

 
Ph:           +61 (02) 9506 1392 
Mobile:   0433  859  344 
Email:    
Silvana.Johnston@travelbeyond.com.au 
 

 
Finance Contact: (contact for any account or finance 
queries) 
 

Email: accounts@travelbeyond.com.au  

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

 
Monday to Friday  
Ph:  +64 9 303 9252 
 
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:online@travelbeyond.co.nz
mailto:online@travelbeyond.co.nz
mailto:nikki@travelbeyond.co.nz
mailto:rosie@eventsbeyond.com.au
mailto:rhonda@eventsbeyond.com.au
mailto:Silvana.Johnston@travelbeyond.com.au
mailto:accounts@travelbeyond.com.au
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   support@locomote.com 
 
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 do I book personal trips?  
 
A: Contact “Escape Beyond” – Travel Beyond Group’s specialist leisure travel managers.  
They can assist with domestic and international travel arrangements. 
 
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. 
 
Q. I’ve arrived at my hotel to be told that a booking is not held.  What do I do? 

mailto:support@locomote.com
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A: Contact your Travel Beyond team – 24/7/365.    
 
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. 

 


	HOW TO COMPLETE BOOKING
	CONTACT DETAILS
	FREQUENTLY ASKED QUESTIONS

