
Making Enterprise Rental Vehicle Reservations Using an EBA  Page 1 of 6 

 
Making Enterprise Rental Vehicle Reservations 

Using an Enterprise Billing Account (EBA) 
 

• Go to the Travel Procurement webpage. 
 

• Click the Vehicle Rentals icon and use your USI credentials to log in. 
 

• Click the Vehicle Res Portal icon. 
 

• Click the Enterprise Rent-A-Car link. 
 

 
 

• Enter the pick-up city in the Pick-Up & Return Location box. 
Click the Select button next to the City/State in the drop-down menu. 
 

 
 

• Enter the Pick-Up Date/Time and the Return Date/Time 
Important: Leave the Renter’s Age box as 25+. Do NOT change it. 
Click Browse Vehicles. 
 

 
 

https://www.usi.edu/travel-procurement
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• Click Select next to the Enterprise location you plan to use (be mindful of the location's hours). 
 

 
 

• Click Select for the preferred vehicle class. 
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• Click Continue to Review, on the Add Optional Extras page. 
 

 
 

• Review the Rental Details and Vehicle Details sections for accuracy. 
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• Enter the renter’s information in the Contact Details section. 
Enter the renter’s cell phone number. 
Enter the renter’s USI email address. 
Click No for  Would you like to receive SMS notifications about this reservation from Enterprise? 
Uncheck the box  Sign up for Enterprise Email Specials. 
 

 
 

• Click Yes, to Confirm Trip Purpose is related to approved USI business. 
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• Click Yes, in the Billing section, and enter the department’s Enterprise Billing Number in the 

designated box. 
Tip: Email Travel.USI@usi.edu with questions about Enterprise Billing Numbers. 
Important: Do not share the Enterprise Billing Number with others. 

 

 
 

• Enter your department name in the Additional Details section. 
 

 
 

• Click No, I’ll provide my information at the counter, in the Save Time at the Counter section 
 

 
 

mailto:Travel.USI@usi.edu
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• Scroll down and Click Reserve Now in the Complete Your Booking section. 
 

 
 

• The Reservation Confirmed page will appear, and a confirmation will be sent to the email address 
entered earlier. 


