
Create a Booking from Order

B O O K I N GLearning Curriculum:

In this guide

Introduction

myIncitecPivot

1. Select products from order for booking

2. Create a booking

Who is this guide for?

Roles

• Customer

Channels

• All

What is this guide about?

I will learn to create a booking from an order. Being able to efficiently move an order to a booking 

will mean I will save time, having a more streamlined end-to-end experience.

Q U I C K  R E F E R E N C E  G U I D E

Please note: System look and feel is subject to change and therefore may differ from shown 

in this quick reference guide.
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Create a Booking from Order – myIncitecPivot

Module 1 – Introduction to Create a Booking from Order

WHERE I am on this learning journey

I am learning how to generate a booking from an order. This will allow me to arrange my 

transportation at my preferred time.

WHY I am learning

You will learn how to :

• Select products for booking from the

1. Order confirmation page

2. Order details page

3. Order listing page

4. Bookings page

• Create a booking

WHAT I will learn

Workstream
Curriculum

43

Currently on

Explore Order/Contract

1 2

Book Manage
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Module 1 – Module Name

There are 4 places where you can select products for a booking:

1. Order confirmation page

2. Order details page

3. Order listing page

4. Bookings page

Option 1: Order confirmation page

Module 2 – myIncitecPivot

1 Select products from order for booking

Step 1: Select the products you want to book using the checkbox, then click 'Book selected' to 

create a booking for your selected items.

Note

You can only book multiple products at once if they are from the same plant.

Create a Booking from Order – myIncitecPivot
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Option 2: Order details page

Step 1: Select the products you want to book using the checkbox on the left.

Step 2: Click 'Book selected’ to create a booking for your selected items.

Create a Booking from Order – myIncitecPivot
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Option 3: Order listing page

Step 1: Select the products you want to book using the checkbox. You can choose to select the 

whole order or product lines on an order. 

Step 2: Click 'Book selected’ to create a booking for your selected items.

Create a Booking from Order – myIncitecPivot
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Option 4: Bookings page

Step 1: Click the ‘Bookings’ tile from the navigation bar on the left.

Step 2: Click ‘Create Booking’.

Step 3: Select a plant from the ‘Plant’ dropdown.

Create a Booking from Order – myIncitecPivot
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Step 4: Select the products you want to book using the checkbox. You can choose to select the 

whole order or product lines on an order. 

Step 5: Click 'Book selected’ to create a booking for your selected items.

Create a Booking from Order – myIncitecPivot
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Module 1 – Module Name

To create a booking, follow these steps:

2 Create a booking

Step 1: Click and choose a pickup date.

Step 2: Click and choose a collection window.

Create a Booking from Order – myIncitecPivot
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Step 5: Fill in any other transport details.

Step 4: Click ‘Book’ to finish creating your booking.

Create a Booking from Order – myIncitecPivot
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Step 5: Your booking has been created.

Create a Booking from Order – myIncitecPivot
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Create a Booking from Order – myIncitecPivot

Email the myIncitecPivot Customer Experience team at myIncitecPivot@incitecpivot.com.au 

or call 1800 009 832. 

Need further assistance?

mailto:myIncitecPivot@incitecpivot.com.au
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