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Select 
“Create trip”.
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Select 
“Flight/Train” tab 
at the top of the 

search form. 
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You can choose 
a round or a  

one-way trip or 
also add several 
destinations to 

your flight 
booking by 

selecting multi-
city.
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Complete the 
“from” and “to” 

fields: 

Search by city, 
airport/station or 
company site.
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Select departure 
and return dates
and flight/train 

departure times.
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Refine your 
search with 

“More search 
options”. 

Display direct 
only options or 
rail only, specify 

class or 
flexibility or 
search for a 

supplier.
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You can edit 
your search 

criteria anytime 
by selecting 

“Edit search”.



This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel (Amex GBT).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.

© 2025 GBT Travel Services UK Limited.

Filter results by 
Stops, 

Companies, 
Price, 

Airport/Station, 
Connections, 

CO2 emission or 
policy 

compliance. 
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By clicking the 
arrow next to 

“Show details” 
you will find 

more 
information on a 
flight listed on 

the results 
page. 
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Information that is available includes: time of departure and arrival, 
length of travel, selected fare, carbon emissions…
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You will know if 
a flight or train is 
in policy when 

the green badge 
is displayed.
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By default, Neo 
suggests the 
best flight or 
train options 

based on 
company travel 

policy and 
preferences.
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By clicking on 
“Change fare/rate” 
you can view the 
alternative fares 

available.

When made 
available by the 
courier, you can 

also view available 
seats.
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Click “Go to the 
fares selection 
page” to view 

alternative fares
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When you find a 
fare that suits 
your needs, 
click “Select” 

either from this 
page, or the 

previous 
transport results 

page.
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If you have 
chosen a return 
trip, you will be 
brought to the 

results page for 
return trips that 

match your 
criteria…



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.

© 2025 GBT Travel Services UK Limited.

Select your 
return trip…



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.

© 2025 GBT Travel Services UK Limited.

Once your flights (and if available, your seats and amenities) have been 
chosen you will be brought to this page which displays details of the choices 

you have selected…
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Not sure?

Select “Change 
transport” to see 
search results 

again.
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You can also add additional services before you finish your 
booking such as another flight or train, a hotel or a rental car.
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You can now 
book your trip!
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Travel and Expense. 
Simplified.
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