
We’ve got your carshare  
waiting outside for you. 

Welcome to AlphaCity Corporate CarSharing.



Membership card
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How to register and log in p3
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How to register and log in
AlphaCity is a web based product,  
so to access and book a vehicle you will 
need to open your internet browser.

We recommend using either

 Google Chrome 

 or

  Internet Explorer (latest version)

to enter the URL (website address): 
yourcompanyuk.corporatecarsharing.net

YOUR LOGO HERE

Getting  
started

1   You will be presented with the 
AlphaCity homepage as shown below.

  The first time you log in you need to register  
to become a member.

  Simply click on New Registration and complete 
the details requested on the following page.
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2   You will be presented with the 
following AlphaCity screen as 
shown here.

  Complete all mandatory fields  
(those marked with an asterisk*).

3   The next screen you  
will see is shown here. 

  Again you will need to complete  
all mandatory fields (those marked  
with an asterisk*).

 

Getting  
started
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Next you will be presented with  
the following AlphaCity screen  
as shown here.

Once you have completed all of the sections, 
you will need to place a 3 to confirm your 
acceptance of the Data Security and  
Terms of Use. 

Then simply click on  
to complete your registration.

Confirm registration

Getting  
started

After completing the registration process you 
will receive a confirmation email. You will need to 
login using the details you supplied in order to 
confirm your registration process was successful.

 To log in enter the URL (website address): 
yourcompany.uk.corporatecarsharing.net*

 *Where it says yourcompany in the website address above, 
this is the name of your company.
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02Making, changing or  
cancelling your booking
How to make a booking p7

How to change or cancel a booking p10
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To book one of the AlphaCity  
vehicles you need to complete  
the following steps;

1  Click on the drop down menus and select the 
location you would like to collect the vehicle 
from (if more than one) 

2  Click on the drop down menus and  
select the time and date you need. 

 or 

3  Click and drag in line with the vehicle, date  
and time you need (highlighted in green). 

4  Then once you have selected the date and 
time for the vehicle you wish to use click on

How to make  
a booking

YOUR LOGO HERE

next step

Making, 
changing  
or cancelling  
your booking
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The next step is to insert the  
additional information requested.

5 Fill in the boxes.

6  Then you will need to accept the  
Terms of Use by clicking in the empty  
box and placing a 3 then click on

Making, 
changing  
or cancelling  
your booking

Confirm registration

YOUR LOGO HERE
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Next you will receive an automated 
email from the booking system, 
notifying you that your booking  
has been made.

This will confirm the date and the time  
of your booking, as well as the vehicle  
registration and its location.

Approximately 15 minutes before  
your booking is due to start, you  
will receive an automated text 
message from the booking system 
notifying you that your booking has 
been received by the vehicle and it  
is now ready for you to use.

The message will confirm the date and  
time of your booking, as well as the  
vehicle registration. 

Making, 
changing  
or cancelling  
your booking
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How to change or 
cancel a booking
If you wish to change or cancel  
a booking, please follow these  
simple steps below;

Log in to your AlphaCity account using the  
login details you created when you registered.

Click on my reservations, where all your  
previous and current bookings will be displayed.

Find the booking you wish to amend or  
cancel and click on either cancel or change.

If you select cancel you will need to select a reason 
for cancellation from the drop down menu and 
then click on cancel reservation.

If you select change you will be taken back to the 
original booking screen to make your changes.

Making, 
changing  
or cancelling  
your booking

YOUR LOGO HERE

YOUR LOGO HERE
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03Entering the vehicle

How to enter the vehicle p12

Security questions p14
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How to enter the vehicle
You will notice on the driver’s 
side of the windscreen there is  
a reader with three different 
coloured LED lights.

Red – Car in use Amber – Reserved Green – Available

When your booking has  
been successfully sent to  
the vehicle the amber LED  
light will be present.

Entering  
the vehicle
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On arrival at the vehicle, 
simply place and hold 
your membership card 
on the reader for a period 
of up to 3 seconds. 

The amber LED light will flash 
and the doors will now unlock. 
You may enter the vehicle. 

Once inside the vehicle please 
close the driver’s door and 
refrain from pressing any 
buttons. The welcome screen 
can take up to 60 seconds to 
load, so please use this time  
to adjust your seat and mirrors 
to make yourself comfortable.

Using the iDrive controller, 
simply select Call Service  
Centre and a call will be made  
(using the built in telephone)  
to our customer service centre 
where a customer service agent  
will be happy to assist you. 

Hello Mr. McCarthy
Welcome to AlphaCity.

Entering  
the vehicle

This facility is available 365  
days a year, 24 hours a day.

Once inside the vehicle, if  
you experience any issues or 
have any questions relating  
to your journey, you can use  
the vehicle’s built in customer 
service facility.

If you see any warning lights 
appear on the vehicle’s 
dashboard please:

• call us if they are amber  
and you are concerned.

• call us if they are red, do 
not attempt to start or 
drive the vehicle, call the 
helpline immediately.

• call us if the warning  
lights show red whilst  
you are driving the vehicle, 
pull over to a safe place 
and call the helpline 
immediately.
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Once inside the vehicle  
you will be greeted with  
a welcome screen.

You will need to select which 
language you require to start 
your booking.

Using the iDrive controller to 
press down the central button  
to select the language.

Hello Mr. McCarthy
Welcome to AlphaCity.

You will now be asked 
some questions relating 
to the vehicle.

Use the iDrive controller to  
enter your PIN number (4 digit 
PIN created on registration)  
and then select OK.

You will now be asked  
“How clean is the exterior  
of the vehicle?”

Please select the  
appropriate answer.

Security questions
Entering  
the vehicle
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Next you will be asked  
“How clean is the interior  
of the vehicle?”

Please select the  
appropriate answer.

Next you will be asked  
“Is the vehicle undamaged?”

Please select the  
appropriate answer.

The screen will display 
information about how 
to start the vehicle.

If you are unsure, using the 
iDrive controller please select 
“Where is the start button?”  
and the vehicle will show  
you its location.

Once you have started  
the vehicle you can  
drive away normally.

Entering  
the vehicle

Thank you for choosing AlphaCity.
Press the start button while pushing
the clutch pedal in order to activate
the engine.
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04Refuelling, parking and  
ending your booking
Parking p17

Ending your booking p18

Refuelling p19
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Parking
When you arrive at your 
destination, switch off 
the engine, the vehicle 
will now automatically 
select park for you. 

Exit the vehicle and ensure you 
lock it using your membership 
card, placing the card over the 
windscreen reader from outside 
the vehicle, waiting for it to lock. 

Refuelling, 
parking and  
ending your 
booking

Please wait until the LED light  
is red, if you leave the vehicle 
unlocked the AlphaCity software 
will continue searching for the 
lock command and eventually 
drain the vehicles battery.

If you have left the vehicle 
unlocked you will receive  
an automated text message 
approximately 15 minutes  
after, reminding you to  
return and secure the vehicle.
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Ending your booking
When you return to your 
allocated AlphaCity 
parking space and want 
to end your booking, 
switch off the engine, 
then scroll down using 
the iDrive controller to 
other options and select 
end reservation. 

Refuelling, 
parking and  
ending your 
booking

Using your membership card, 
lock the vehicle by placing your 
membership card on the 
windscreen reader from  
outside the vehicle. 

The LED light will flash amber, it 
will lock the vehicle, then the LED 
light will turn green ending your 
booking and making the vehicle 
available for the next driver.

(Your reservation has now ended 
– you may now exit the vehicle).

If you see any warning lights 
appear on the vehicles 
dashboard please:

• call us if they are amber 
and you are concerned.

• call us if they are red, do 
not attempt to restart or 
drive the vehicle, call the  
helpline immediately.

(When ending your reservation 
a screen may appear to confirm 
that the fuel or service card is in 
place. After checking, please 
confirm they are using the 
i-drive. If you would like to 
continue to end your reservation 
please do not select anything 
further and simply exit the 
vehicle, taking your belongings 
and lock the vehicle using your 
membership card).
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Refuelling
The vehicle will display  
a screen notifying you 
when it has 25% (quarter 
tank) of fuel remaining.

Refuelling, 
parking and  
ending your 
booking

You can then refuel the vehicle, 
and pay using the fuel card / fob 
provided. The fuel card / fob  
is located in the central armrest. 

When you have finished 
refuelling, please return the fuel 
card / fob to its original location.
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05 Customer service 
operates 24-hours a  
day giving you peace  
of mind. If you have an 
accident, we will quickly 
organise help and get 
you back on the move.

Make sure you and any 
passengers are safe before  
you do anything else.

Put on a high-visibility jacket 
and switch on your vehicle’s 
hazard lights. Use the emergency 
warning triangle if there is one. 
Call 999 if there is an injury, 
damage or traffic obstruction.

In the event of an accident
Important  
information

 Write down the other driver’s 
vehicle, insurance details and 
contact information. Make  
a note of the damage to the 
vehicles. If possible, take  
photos as proof.

Complete the Alphabet  
damage notification form. If 
necessary, ask the AlphaCity 
Team for a copy of the form.

Remember do not admit  
liability nor sign any document 
waiving your rights to claim 
compensation from third parties.

To report any of the above 
please call the AlphaCity team 
on 0370 50 50 145.
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Tyre pressure control system
If there is a difference  
in tyre pressure, you will 
receive a warning signal 
in good time indicating 
the affected tyre(s) and 
this will appear on the 
display. Please follow the 
on screen instructions.

Important  
information

After the tyre(s) have been 
correctly inflated, the tyre 
pressure indicator must be  
reset in order to remove  
the warning screen.

(Please see the next page  
for further instructions).
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Tyre and glass replacement
Keeping your tyres  
safe and legal

Regularly check all four 
tyres, plus the spare,  
for wear and damage. 
We offer a ‘fair-use’  
tyre replacement policy.  
This means we will 
replace the tyres when 
they reach a certain level 
of wear (generally 2mm  
of tread left). 

To book a tyre service or 
replacement, please call  
the AlphaCity Team on  
0370 50 50 145.

Having a clear view  
of the road ahead

Chips or cracks in the 
vehicle’s windscreen may 
be illegal or even shatter 
suddenly as damage can 
spread while you are 
driving.

Report any damaged  
or broken glass 
immediately by calling  
our AlphaCity Team  
on 0370 50 50 145.

Important  
information
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To reset the warning screens you will 
need to press the menu button using  
the iDrive controller then scroll to vehicle 
information and then scroll to the reset 
option and select this (vehicle must  
be stationary to request the reset).

Once you have selected perform reset you can  
drive on, you will notice the % increasing as you are 
driving, once at 100% if the tyre has been inflated 
correctly the system will say “Reset Successful”. 
After following the above steps please return to  
the menu and select the AlphaCity menu. If the 
reset was NOT successful please call the AlphaCity 
customer service centre for further assistance.

Important  
information

If at any time you see any warning lights 
appear on the vehicles dashboard please  
call the helpline immediately for assistance.
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Call our 24 hour service line: 0370 50 50 145

Email: alphacity.uk@alphabet.co.uk

From the car: through the interactive  
in-vehicle solution

Disclaimer: The information provided in this guide is for general information purposes only and is correct to the best  
of our knowledge at the time of publication (March 2017). Neither Alphabet nor the author can be held responsible  
for any actions or consequences arising from acting on, or refraining from taking any action, as a result of reading this.

Get in touch with our AlphaCity  
Customer Service Team
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