
GBT Travel Services  UK Lim ited (GBT UK) and its  authorized sublicensees  (including Ovation Travel Group and Egencia) use  certa in trademarks  and service  m arks  of Am erican Express  Com pany or its  subsidiaries  (American Express) in the 
“Am erican Express  Global Business  Travel” and “American Express  GBT Meetings  & Events” brands  and in connection with its  bus iness  for perm itted uses  only under a lim ited license from  American Express  (Licensed Marks). The  Licensed 
Marks  are trademarks  or service marks  of, and the property of, Am erican Express . GBT UK is  a subs idiary of Global Bus iness  Travel Group, Inc. (NYSE: GBTG). Am erican Express  holds  a  m inority interes t in GBTG, which opera tes  as  a  
separa te  com pany from  Am erican Express .
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mobile app

Neo User Guides
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Se lect 
“Mobile  App”.
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Se lect 
“Activate  new 

device”.
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You will need 
your m obile  

device  ready.
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c

Download 
and open Neo 
m obile  app on 

your m obile  
or table t .
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Se lect 
“Start”. 
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c

Or se lect 
“Sign in with 

SSO” to log in 
us ing your 
com pany 
deta ils .
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To activate  
your m obile  

app us ing the  
QR Code, you 
need to se lect 

“OK”. 

This  is  a lso 
required to 

scan receipts .

Scan the  QR 
code on your 

com puter 
screen.
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c

Select a  6-
digit  PIN code 
following the  
ins tructions .
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c

Swipe right if 
you want to 
get a  quick 
overview of 

the  
highlighted 
features  or 

se lect “Next”.
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c

To access  the  
se tt ings  and 
term s  and 
conditions , 
se lect your 
account a t  
the  top left .
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To synchronize  
your calendars  
or enable  the  

app to use  Face 
ID or Touch ID 
(if your device  
is  com patible), 

se lect 
“Settings”. 
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You are  now 
ready to 

m anage your 
travel and 

expenses  with 
Neo on 
m obile!
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Travel and Expense.
Simplified.
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