
FOLLOW-ALONG TRAINING AID

Book a consignment
A quick visual guide to the Rush Europe booking portal
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Before you start

Pickup + delivery
Full address, postcode and contact details

Parcel details
Piece count, total weight and dimensions
if known

Job details
Service, contents/value, collection time
and reference

The booking journey

1 Sign in and open Booking

Log in to the portal, select Booking, and confirm the destination
country.

2 Enter both addresses

Complete pickup and delivery names, address lines, town, postcode,
country, telephone and contact fields.

3 Add parcel information

Enter number of pieces and the total shipment weight. Use
dimensions when the service requires them.

4 Choose the service

Select the correct domestic service and only tick extras that apply,
such as Fragile or Security.

5 Set collection details

Enter the collection point. Choose Ready Now or enter the collection
date/time and vehicle option.

6 Describe and value the goods

Add a clear goods description and value. Select insurance if required,
then refresh the quote.

7 Review quote and references

Check the service, estimated delivery and charges. Add purchase
order, reference or notification email.

8 Submit and verify

Select Submit, open the job, confirm the status and shipment details,
then print/download the label.

GOLDEN RULE
Check every postcode, contact number, piece count, weight, service and price before selecting Submit.



STEPS 1-5

Build the booking
Work from the top of the form down - required fields first
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1  PICKUP + DELIVERY ADDRESSES 2  PIECES, WEIGHT + DIMENSIONS

ADDRESS CHECK

Use the address book where available. Confirm the postcode and telephone/contact fields on both sides. Add collection/delivery
deadline dates only when they apply.

3  SERVICE + OPTIONAL EXTRAS 4  COLLECTION + GOODS + QUOTE

! WHEN THE QUOTE CHANGES

Changing service options, goods value or insurance can clear the price. Select Check Quote again and confirm the updated
total before continuing.

STEPS 1-5

Build the booking
Work from the top of the form down - required fields first
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STEPS 6-8

Review, submit and confirm
A booking is complete only after the job record and label are available
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5  REFERENCES + SUBMIT 6  CONFIRM THE JOB RECORD

7  OPEN / PRINT THE LABEL
Final check

Booking number is shown

Status confirms the job is booked

Collection and delivery are correct

Service and charge breakdown match

Label opens and barcode is clear

NEED TO CORRECT SOMETHING?
Stop before submitting if the price or details look wrong. After submission, use the booking/job record to verify what was
accepted and contact the appropriate Rush Europe support route if an amendment is needed.


