
RESETTING PASSWORD & LOGGING  
INTO THE UPDATED SYSTEM

Go to cartogo.com and click 
on, MEMBER LOGIN button.

First time logging in to new 
site will require you to reset 
your password. Please click on 
FORGOT PASSWORD to reset.  
If you don’t see an email to 
reset your password in your 
inbox within 3-5 minutes, please 
check your “junk email”.

Enter email address that you 
have on file from the Car To Go 
reservation website. If you don’t 
remember, please contact us. 
During business hours, you can 
reach CarTo Go at:  
•	cartogo@cityofaspen.com  
•	970-920-5066, option #1 
	 or after hours option #2

You might see something like 
this on the next screen:
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Email example to the right:  
Please click on RESET 
PASSWORD, if having trouble, 
copy and paste URL link at 
bottom of the email in your 
internet browser.

Enter in a new strong 12-digit 
password/passphrase, with  
at least:
- one capital letter 
- one lowercase letter
- one number
- one special character (i.e., #, !)  
And then again in the confirm 
password box to reset, then 
click RESET PASSWORD.

On the next screen, there 
should be a link to click on to 
go to the login screen. If you 
see the message to the right 
without a link, you can always 
go to cartogo.com and click 
MEMBER LOGIN.

Login using your email and new password.

You will now be in the reservation website and ready to reserve vehicles!

For security purposes, you 
will have a one time only 
authorization request screen 
per device you login to Car To 
Go with. Please click on the 
AUTHORIZE button to continue 
to reservation site.
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Once logged in, you will see a 
screen similar to the right. If you 
have current bookings, they 
will show here under CURRENT 
BOOKINGS. You can click on 
UPCOMING BOOKINGS to see 
your future bookings and click 
on PAST BOOKINGS to see your 
previous bookings.

Click on BOOKINGS on the 
left hand side of your screen, 
a drop down of choices 
between, My Bookings and 
Create Booking will show up. 
Click on CREATE BOOKING.

Click an available time section 
within the graph under the 
vehicle and in line with the 
start time desired. Please make 
sure to click within one of the 
rectangular time slots.

A Create Booking box will pop 
up for you to select your date 
and time, then click SAVE 
CHANGES to move on to the 
next screen. 
 
Note: Searching for a specific vehicle, 
time, and date is a feature that is not 
yet available and still in development 
for the next update release. You can 
always add a future date and time 
in this box to look for future vehicle 
availability. 
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MAKING A RESERVATION/BOOKING
How to make a booking
Note: Mobile devices should have these features and functionality.
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The next screen will show 
what you have selected as 
a summary. You still need to 
acknowledge this is correct, 
by clicking on CONFIRM 
BOOKING. You should receive 
a confirmation email. Please 
make sure to check your “Junk 
email box”. Confirming your 
booking is the most important 
step to make sure you have 
finalized your booking before 
using a vehicle. You can also 
look at your bookings through 
the MY BOOKINGS on the left 
hand side under BOOKINGS to 
make sure you have the correct 
booking.

Here is your Booking 
confirmation screen. Please 
make sure you have made 
it to this screen and check 
your email boxes and/or MY 
BOOKINGS to confirm your 
booking is accurate.

Next, click on CONTINUE in the 
lower right hand corner.
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If you would like to change 
your booking, click on the 
BOOKINGS drop down menu 
on the left side of the screen as 
pictured to the right, then click 
on MY BOOKINGS. Options will 
display depending on booking 
time. The example to the right 
is a current booking, you can 
click on ADD 30 MINUTES or 
END TRIP ending it at the next 
nearest half hour. You can 
also click on the HYPERLINKED 
BOOKING NUMBER (i.e., 65 to 
the right), to see details and 
perform booking updates on 
the next screen as well. On the 
next page, please see step 2 for 
details and pictures.

ADD 30 MINUTES 
confirmation example.

END TRIP confirmation 
example.
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RESERVATION/BOOKING
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This is the next screen where you 
can perform changes with your 
booking. There are additional 
examples below, so you can 
see what everything looks like 
on your screen. You might need 
to scroll down depending on 
your screen size.
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In this screen shot, you 
can click in the START 
DATE & TIME, END DATE & 
TIME boxes to adjust the 
booking accordingly. 
After desired dates 
and times have been 
selected, click the OK 
button in the bottom right. 
Then click on the UPDATE 
BOOKING button. 

This screen shot shows the 
confirmed update. To double 
check, you can always click 
on MY BOOKINGS to verify.
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Click on MY BOOKINGS on the 
left side of the screen, then 
choose HYPERLINKED BOOKING 
NUMBER per step 1 of Changing 
a Booking/Reservation 
Instructions on previous page. 
Booking will display, click on the 
CANCEL BOOKING button.
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CANCELING A RESERVATION/BOOKING 
BEFORE IT BEGINS

A pop-up box will ask to 
make sure you wish to 
cancel, click YES.

Your Reservation Booking 
Status should now read as 
Canceled. 
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Below are examples of what your confirmation emails may look like. Please check your spam or junk folders as 
well for confirmation email delivery.

CONFIRMATION EMAILS

Here is a BOOKING 
CONFIRMATION email:

Here is an UPDATED BOOKING 
CONFIRMATION email:

Here is a BOOKING CANCELLATION 
CONFIRMATION email:
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