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Booking Instructions
Brown University
Company ID:  99542870
How do I make a reservation on Southwest Airlines?

· Click on the SWABIZ link from the Brown University Intranet.
· Click on Reservations at the top of the page, enter the company ID number, and begin booking!  
· Enter your Department Name on the payment page (the last page) under Internal Reference Number.

What if I want to make a change to my reservation?

· Click on ‘Travel Center’ at the top of the page 

· Click on ‘Change Reservation’ 

· Enter the confirmation number and credit card holder’s name

· Click on ‘Retrieve Flight Reservation’

· Change reservation as necessary (Remember, Southwest Airlines has no change fees!)
How do I use Online Checkin to print my boarding pass?

· Go to www.swabiz.com
· Click on ‘Check In Online/Print Boarding Pass’

· Enter your confirmation number and first and last name

· Print your boarding pass

Please read the following notes regarding Online Checkin:

· Check in is allowed 24 hours before departure, up to one hour prior to departure

· You must have a ticketless reservation

· You must be checking in for flights that have not already departed

Transfer Boarding Passes:

Your connecting boarding pass will automatically print when you use Online Checkin.  It’s that simple! (as long as it is for scheduled service)

How do I apply unused funds from a cancelled or changed reservation to a new reservation?

· Go to www.swabiz.com
· Click on ‘Reservations’(99542870) and select ‘continue’
· Go through the steps to make a reservation
· When you get to the page entitled ‘Southwest Airlines Payment and Passenger Information’, select     

‘View and Apply’ under the ‘Apply Ticketless Travel Funds’ heading
· Enter the confirmation numbers and the corresponding credit card holder’s name (or company 

name) to apply the funds from previous reservations to the new reservation
· Select ‘View Funds’
· Complete the rest of the reservation
· Note the remaining funds for each confirmation number 

Where do I book my personal travel?

For personal or leisure travel, please continue to use www.southwest.com.  This keeps your company business travel records accurate.

Any other questions?

Call  the Southwest Airlines Marketing Office at (410) 691-2801 or (401) 739-0563 and speak with Michele Miller.  Or, call 1-800-435-9792 and reference your SWABIZ account. 

Note

Each reservation made through SWABIZ will receive double Rapid Reward credits until 12-14-07. (You must enter your Rapid Reward# at the end of the reservation.  You may enroll in Southwest Airlines Rapid Rewards Frequent Flyer Program on the SWABIZ home page.)
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