
 

9 October 2023 

“Look but Don’t Book” 

Use the Trip Search to build cost estimates for the trip by viewing available flights, hotel rooms, 

and car rentals. This function is also used to capture the business-only cost comparison to attach 

to the Request when taking personal time in conjunction with UA business travel. 

1. Search for available round trip, one way, and multi-city flights 

a. If flight includes a layover longer than 4 hours, use multi-city search option 

b. 6HOHFW�³3LFN-up/Drop-RII�FDU�DW�DLUSRUW´�WR�DGG�UHQWDO�FDU�WR�VHDrch 

c. 6HOHFW�³)LQG�D�+RWHO´�WR�DGG�KRWHO�WR�VHDUFK 

2. Enter dates, destinations, and times in booking tool 

3. Search for only car rental, hotel, or train by selecting the associated icon 
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1. Top Matrix ± Filter by airline or number of stops 

2. Left Filter Fields ± Filter search by flight times, prices, and airports 

a. 2SHQ�³&KDQJH�6HDUFK´�WR�DGMXVW�GDWHV��WLPHV��DQG�ORFDWLRQV 

b. &KDQJH�GHSDUWXUH�WLPHV�WR�³$Q\WLPH´�WR�VHDUFK�IRU�DOO�DYDLODEOH�IOLJKWV��KLJKO\�

recommended for all airfare searches) 

3. Shop by Fares ± Lists 
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