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User Guide 
To access the EasiClick website, go to: http://www.easiclick.co.za/ 

 
 
 
 
 

http://www.easiclick.co.za/
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In this document 
 

 
• EasiClick Contact Details 
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• Book & Pay 
• Convert to Booking 
• Make Payment 
• My Basket 
• My Account 
• Media - Send a Flyer 
• Logout 

 
 
 

Benefits for using EasiClick 

 It is a fully transactional site from quoting to booking to payment 
 Available 24 hours 
 Live availability  
 Weekend quoting & after hours 
 More options than via the call centre 
 cut-off date to make a booking on EasiClick is 4 days before the travel date. For these types 

of last-minute bookings, you need to contact the call centre. 
 Business tool to improve service and response times to your client, save telephone costs 
 South Africa only 
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EasiClick Contact Details 
 
 

• EasiClick General Enquiries:  info@easiclick.co.za 
• EasiClick Registration: register@easiclick.co.za 
• EasiClick Hub: +27 11 721 1060 
• Emergency Number while Travelling: +27 82 330 0851 

 
 

Register 

• If using the site for the first time, click on Register to sign up: 
 
 

 

• Complete the required fields and click Register as Agent 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:info@easiclick.co.za
mailto:register@easiclick.co.za
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• You will receive an e-mail with a link to click to validate your account and complete 
the registration process. 

• Click on the link. 
 

• This will be followed by a second e-mail reconfirming your login details. 
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Return to Index 
 

Login 
 

You can now Login to EasiClick! 

**Password expires if you don’t log on within 30 days** 
 

 

• Insert your Username and Password in the relevant fields 
• Click the Login button 
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Forgotten your password? Don’t panic!!! 

• Click Forgot your password? 

 

 

 

 

 

 

 

 

 

 
• Then type your Username in the Reset Password screen 
• Click Request Password Reset 

 
 
 
 
 
 
 
 
 

 

 

• Instructions to reset your password will be sent to your e-mail address 
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Once logged in, you can begin to create your itinerary! 
 

 
The Process – an Overview 

 
• Select the required services 
• Start your Trip: Flights, Hotels, Car Hire, Sightseeing and Passes. 
• Each service will be added to a shopping cart 
• Once all of your required services are in the cart, Checkout. 
• You’ll be given an option to Create Quote or Book and Pay 

 
 

To return to the home page at any time, click the Home button OR click on EasiClick at 
the top of the screen 
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Return to Index 
 

Flights 
 

• Click on Flights under Start your Trip 
 

 

 

• Select Round Trip or One Way 
 

• Select your route from the drop lists in the From and To fields 
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Select the Depart Date and Return Date by clicking on the calendar icon   in each field 

• Select the number of Guests 
• Specify the number of Adults and Children 
• You can select up to 9 adults per quote 
• Specify the children’s ages at time of travel 

 
• Click the Close button 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Click the search button  
 

• Available flights matching your criteria will be listed 
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• Choose the flight combination that suits your client 
• Click the Select button 

 
 
 
 
 
 
 
 

 
 
 

 
 

 
 

 
 
 
 

• The flights will be added to the cart 
• You can View Fare Rules in the results list or in the cart 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

• Other services can now be added in order to Enhance Your Stay 
• Click the button of the service required to continue
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Return to Index 

 

• Select Residency Type 
 

• Complete the required fields   
• Type in the destination; click  to search the GeoTree 

or type in the hotel name if searching for a specific property 
 

or 
 

 

• Select Check In and Check Out dates 

Hotels 
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• Select the number of rooms and passengers per room 
 

 

• NB! Check the Residency Type 
 

   
 

• Click the search button  

• Available hotels, matching the search criteria, will be listed by price; low to high. 
 
 

• Note the options to Filter the results 
• Click the Select button of a hotel to see a description and room types. 
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• Scroll down to see the hotel Facilities and Cancellation Policy. 
 

• To return to the results list, click the Back button. 
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• There may be an option to add on extras, e.g. breakfast, by clicking a button 
 

• Accept the Terms and Policies 
 

 
 
 
 
 
 

To return to the home page at any time, click the Home button OR click on EasiClick at 
the top of the screen 

Select a room type and click Add 
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• An option to select Transfers automatically appears if transfers are available for the 
selected hotel. 

• Click Select Options if transfers are required. 
• Then click Add Transfers. 
• * When booking transfers, it can be only done at the time of adding the hotel. You cannot do it 

later. If you want to add transfer later, you need to remove hotel and then re-add.* 
 

 

 

• The selected services will be added to the shopping cart. 
 

 

• Should you choose to Skip Transfers, no transfers will be included in the quote: 
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Return to Index 
 
 

 

• Enter the destination and date 
• Note that the date may be pre-set, but can be corrected if necessary 

 

 

 

• Click the search button  
• Select the required service from the list of results 

 
 

Sightseeing/Tickets & Passes 
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• Select an Option and click Add to Basket 
 

 
• Accept the Terms and Policies 
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• The selected service will be added to the shopping cart. 
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Return to Index 

 

OR 
 

 
• Click the Car Hire button 

 
 

 
 

• Complete the required fields 
• Select the destination 
• Select Pick Up and Drop Off 

dates and times 
o Flight times can be checked by clicking  

• Select the Residency Type 
• When booking car hire, the system does not auto match the pick-up times with the 

flight times** 

• NB! Please note that car rental is calculated strictly on a 24-hour day: 
 
 

Car Hire 
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• Click the search button 
• Click the Select Depots button of the service you require 

 
 

 
 
 

• Select the Pick Up depot from the drop menu 
• The Drop Off depot will automatically default to match the Pick Up depot 
• This can be amended if a one-way rental is required 
• Click Select Car Options 
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• Select the option required, and Add to Cart 
• The cheapest option will be selected automatically – a different car group may 

be selected if required 
• Click the Select/Selected button for the required vehicle 
• Click the Add To Basket button 

 

 

• Accept the Terms and Policies 
 

• The selected service will be added to the shopping cart. 
 
 

• Click Checkout to continue 
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Return to Index 
 
 

Checkout 
 

• In the Checkout screen (your basket) you are able to: 
• Add more services, to Enhance Your Stay. 
• Remove specific services 
• Empty Basket 
• If all the required services have been added, Create Quote or Book & Pay 
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Return to Index 
 

Create Quote 
 

• Add the lead passengers Title, Name and Surname 
• Click Proceed to Passenger Assignment 

 

• Click to tick the I have read and agree to the Terms and Conditions box 
• Click the Terms and Conditions link to access them 
• Click Create Quotation 
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A Booking Reference will be generated 
• From here various Actions may be performed: 
• Quote can be e-mailed, downloaded or confirmed as a booking 
• Agent’s Commission Invoice can be viewed. 
• Service can be booked: Confirm as Booking 

 
 

• To Confirm as Booking, full correct names of all passengers are required 
 
 
 

NB!! Passenger Names 
 Passenger names must be correct and must match ID or passport 

 No spaces or special characters may be used 

 No two passengers may have exactly the same name 

 Name changes are not possible once services are confirmed 

 Amending children’s ages may affect the price 
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Find Bookings & Quotes                 Return to Index 

 
 

• Click on View All on the Home page 
 

• All of your Quotes and Bookings will be listed 
 

Quote Actions: 
• You can e-mail or download your quote 
• Copy the quote to your basket in order to re-quote by adding or removing 

services 
• Or Make Booking 
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Booking Actions: (i.e. status = Pending Payment) 
• You can e-mail or download your confirmation invoice 
• You can download your commission invoice 
• Or Make Payment 

 

 
 

Book & Pay 
 

 A booking can be made directly from the Checkout screen by clicking the Book & Pay 
button 

 
 
 
 

Convert to Booking 
 

• Click the orange View All button on the Home page to access your quotes & bookings 
• Click the orange Make Booking button next to the quote you wish to book 
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• Once the services have been validated, click Convert to Booking to proceed 
 

 
• Add all of the passengers’ full names as per ID / passport 
• If flights are included the passport / ID number is required 
• Click Proceed to Passenger Assignment to continue 

 

NB!! Passenger Names 
 Passenger names must be correct and must match ID or passport 

 No spaces or special characters may be used 

 No two passengers may have exactly the same name 

 Name changes are not possible once services are confirmed 

 Amending children’s ages may affect the price 
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Return to Index 

Make Payment 
 
 

• Once your booking is confirmed, or you click Make Payment in your booking list, the 
payment screen will be generated. 

• You have an option to pay by EFT to our account at your preferred bank OR 
• By Credit Card online 
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Return to Index 

My Basket 
 

• To access your current basket of services, click My Basket at the top of the page. 
 

 
 

If there are items in the basket, the icon is orange and will show the number of items in 
brackets: 

 

 
 
 
You can add and remove services; or Empty Basket to create a new itinerary 
 
 
 
 
 
 

 
 
 

• If there are no items in the basket, the icon is black: 
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Return to Index 
 
 

My Account 
 

• Click My Account to access My Bookings, My Details, Media and to Logout 
 
 

 
Media 

 
• Mailers and specials can be forwarded to your clients directly from EasiClick 
• Click My Account to access the drop menu 
• Click Media 
• The latest flyers and brochures will be displayed 

 

• Click on the document you’d like to access 
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• Select Send, View or Download 
• If Send is selected, the following will appear 
• Type in the e-mail address and click the Send button 
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• Click Logout 

 
 
 
 

 
 
 

Logout 
Cli k M  
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Return to Index 
 
 

Make Payment 
 
 

• Once your booking is confirmed, or you click Make Payment in your booking list, the 
payment screen will be generated. 

• You have an option to pay by EFT to our account at your preferred bank OR 
• By Credit Card online 
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My Basket 
 

• To access your current basket of services, click My Basket at the top of the page. 
 

 
 

If there are items in the basket, the icon is orange and will show the number of items in 
brackets: 

 

 
 
 

• You can add and remove services; or Empty Basket to create a new itinerary 

 
 
 
If there are no items in the basket, the icon is black: 
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Return to Index 
 

My Account 
 

• Click My Account to access My Bookings, My Details, Media and to Logout 
 

 
 

Media 
 

Mailers and specials can be forwarded to your clients directly from EasiClick 
 

• Click My Account to access the drop menu 
• Click Media 

o The latest flyers and brochures will be displayed 
 

o Click on the document you’d like to access 
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o Select Send, View or Download 
o If Send is selected, the following will appear 
o Type in the e-mail address and click the Send button 
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Return to Index 

 
 

• Click Logout 
 

 
 
 

Return to Index 

Logout 
• Click My Account 
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