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Select 
“Create trip”.
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Select 
“Hotel” tab at 
the top of the 
search form. 
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What is your 
destination?

Enter an 
address.
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Choose your
check-in and 

check-out dates.
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Select “Search 
hotels”.
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Search results 
display hotel 

options 
based on 

company policy 
and 

preferences.
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View search 
results, the 

company site 
and hotel 

locations on the 
map.



This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel (Amex GBT). 
No disclosure or use of any portion of these materials may be made without the express written consent of Amex GBT.

© 2026 GBT Travel Services UK Limited.

Use the filters to 
refine your search 

results.

The results will 
automatically update.
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The badge “In policy” 
informs you if the 
option displayed 

complies with your 
travel policy.
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Select the hotel you 
would like to book.
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The tabs on this page 
show an overview of 
the hotel, available 
amenities, rooms, 

location and 
alternative hotels
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Review details of 
what is included 

such as services, 
cancellation policy 

and payment 
options.
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Select “See 
available rooms” 
to choose your 
room type or 
scroll down.
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Select the rate 
you would like 

to book.
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If required, add 
additional 

services (e.g. 
flight or car 

rental) from the 
right menu 

bar…
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Not sure about 
your selection?

To review the 
hotel results 
again, select 

“Change Hotel” 
below the 
itinerary.
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Or if you’re happy 
with this hotel, 
select “Book”.
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Travel and Expense. 
Simplified.
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