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US Airways 2011 Guest Pass Travel US User Guide

Guest Pass User Guide

Upon logging in for the first time, you will be asked to accept the usage terms:

E US AIRWAYS

Travel US

Book Travel Travel Tools  Profile e Logout

Please read through the following information. You must accept these terms to continue using Travel US, the US Airways Employee
Travel Web Site.

Fee-waived passes and reduced rate tickets may not be sold, bartered or used for any purpose that results in personal or business gain.
Each employee is responsible for providing pass travel information and guidelines to all persons using his/her travel privileges.

Misuse or abuse of travel privileges is strictly prohibited. Any unauthorized or inappropriate use of travel privileges may result in
corrective action up to and including termination of employment.

Clicking Accept confirms your acceptance and understanding of the Terms and Conditions above, and confirms you have read and
understand the current version of the Employee Travel Guide.

Click on Accept to
proceed.

Decline

Once logged in, you will be automatically taken to the Book Travel page.

Any time you see @, it is an indication that you can close out or remove something from

the area you are working in.
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Booking a New Flight

Booking a new flight is very similar to booking a flight on our regular website.

Step 1) Enter the Necessary Flight Information

E=E USAIRWAYS
Select the Booking Type,

Travel...!'!g the flight type, and enter
the cities and dates. If
Book Travel  Travel Tools  Profile Help Feedback Logout you want a non-stop
flight only, check the box
next to Non Stop Only

and click on Search.

o Choose e Passengers e Payment e Confirmation

Booking Type | Space Available " O oneway @ Rounaip O muiticiry [ Non-Stop Only
From [Phoenix, AZ (PHX) To Las Vegas, NV (LAS) Depart|04/16/2011 || Anytime |
Return | 04/18/2011 | Anytime ¥

%4

= The features on this screen allow you to select if you are booking a one-way, round-trip, or multi-trip
flight. The number of passes you use depends on what you select here, as these passes are issued as

one-way, not round-trip.

= Check non-stop only if you are only looking for a non-stop flight. Most of our non-stop flights will
be arriving or departing out of a hub (Phoenix, Charlotte, or Philadelphia).
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Step 2) Select your Flights and View PBTs

After clicking on Search, the Flight screen will appear. This is where you will actually select the flights
you want.

o Choose -4 e Passengers e Fayment o Confirmatian

B ¥| © onewsy @ rounatip © muieyy [1 Non-Stop Only
Each city pair you
requested will be | 16 s V. WA | Depart|p4/15/11 [ | Anytime v
displayed seperately. | losVogee L) - | u
Return | 04/18/11 | Anytime |

Clear Al
I' | ﬂ'.'hen a city pair is selected, the original
PHX - LAS § | LAS-PHX ) date you requested will display, along
Select a flight. with t_he flight information for_ two days
T e prior and two days fol[om_ng the
- - - — originally requested date. This makes
041302011 | 04142011 0411 mmqﬂ@ searching for an available flight that

much easier!

Flight Mumber Depart Amrive Stops
s 27 T0:10 AM (PHX) | 11:38 AM (LAX 321 : & 83
i i 1 2h 33m €] | Fq Eﬂﬁ E!
Us 48 12:40 PM (LAX) | 1:44 PM (LAS) 318 §eied 12 | feed o
us 29 1:50 PM (PHX) | 3:15 PM (LAX) ; _— 320 ¢ 1 Belech 11 Belech 128
m
us 397 5:30 PM (LAX) | 6:34 PM (LAS) 733 Geied 5 Geiedl 114
Us 407 1:55 PM (PHX) | 4:00 PM (SFO) 320 | el 12| Beledi 135
1 3h 30m IC] L )
US2973:=vw | 4:50 PM (SFO} | 615 PM (LAS) CR9 _ :

Us 27ise=v 4:50 PM (PHX) 831 PN (FAT) : S CRae
US2817E=v" | T:30PM (FAT) | B8:38PM (LAS) " Click on Selectto
select a flight.
[l I Click on the number | [2]

nextto Selectto view
the PBTs for that
flight.
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Step 2a) Viewing PBTs from the Booking Page

Passenger Boarding Totals |ij'E|T5.} !

If JOu click to ‘\{IEW Flight Numb-er: 300
the PBTs, this Origin/Destination: PHX-CLT
window will display. Departure Date:  02/05/2011
To gather more
information, click on skl
Click to view list of e

Authorized: 177
non-revs. Booked: 65

Space Available: 102
Non Reve Listed: 0

Click to view list of non-revs

When you click on Select to select a flight, you will activate the window to the immediate right
of the selection area. The PBT window gives you the following information:

Rev. 2/24/11

Flight Number: identifies the flight on a particular day and time
Origin/Destination: the departure and arrival cities

Departure Date: the date the flight is set to depart in the time zone of the city it is departing
from

Total capacity: the actual number of seats on the aircraft

Authorized: the number of seats the airline is selling for this particular flight

Booked: the actual number of seats that have been purchased

Space Available: the actual number of seats that are open (not counting authorized numbers)

Non Revs Listed: the number of standby passengers listed for this flight
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Once you have viewed the PBTs and are ready to select your flights, click on Continue. You will be
taken to the Passenger screen.

Clear All Tabs Itinerary Details
& Fri, Apr 15, 201
PHX - LAS ¢ | LAS-PHX & US Flight 2648  Coach

Depart 5:15 AM PHX
Arrive 6:22 AM LAS
@ Mon, Apr 18, 2011

Select a flight.
Las Vegas, NV {LAS) - Phoenix, AZ {PHX)

041672011 | 04172011 | 04/18/2011 | 04M82011 | 04202011

US Flight 51 Coach
i Ceach Depart 9:50 AM LAS
T - First Seats pa
Flight Humber Depart Amrive Stops . Seats
f/ The flight you Avsilable | @ ilable Arrive 11:01 AM PHX
selected can be
S 480 B:40 AM (LAS) | 7:52 AM (PHX) 0 1 removed from the Eu,g 12 Euga 120 |
window by
Us 800 8:05 AM (LAS) | 9:15 AM (PHX 0 _—_ 2
. G clicking on bl
Us 51 9:50 AM (LAS) | 11:01 AM (PHX) 0 1 Cancel. Select 12 108

s 356 9:55 AM (LAS)  11:06 AM (PHX) 0 1h 11m kaE] | I Selecl 12 Selech 108

s 601 11:55 AM (LAS) | 1:04 PM (PHX) 0 1h 9m 320 ] | Selech 10 Select 121

s 1194 12:40 PM (LAS) | 1:50 P (PHX} 0 th1om 321 il I = I 0
US 544 2:40 PM (LAS) | 3:47 PN (PHX) 0 1h 7m Once you've selected all of b
your flight legs, click on
Continue.

Rev. 2/24/11 5



US Airways

2011 Guest Pass Travel US User Guide

Step 3) Complete the Passenger Screen

Here is where you will select the flier(s). The employee has set this up for you; if the person you are
trying to book a flight for is not on the list, you will need to contact the employee. They will have to add

them for you.

= U5 AIRWAYS

Travel US

Book Travel  Travel Tools  Profile

o Choose e FPazsengers

Select Passengers To List

e Payrnent

You have 2 pass(es) available.

Phone Number [602-111-2222

John Denver mail Addrezz | john.denver@email.com

Select the passengers that will
be making this flight. In this
example, John Denver is

selected.

Enter the flier's address and
telephone number.

Click on Price It to view the total
that will be due.

e Confirrmation

Itinerary Details

Fri, Apr 15, 2011

US Fiight 602 Coach
Depart 7:40 AM PHX
Arrive 8:47 AM LAS

Mon, Apr 18, 2011

US Fiight 600 Coach
Depart 8:05 AM LAS
Arrive 9:15 AM PHX

® Home O Work

The number of one-way guest
passes you are using will Passenger Information
display. Selected Passengers
ohn Denver Meed 5F ID

You will need to click on Need
SF ID and enter your Secure
Flight Info: your full name,
DOB, gender, and Redress

2guest pass|es) used.

number (if you have one).

Click on Continue.

Rev. 2/24/11
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Once the Passenger screen is complete and you’ve clicked on Continue, you will be taken to the
Payment screen.

ltinerary Details

otal Price for All Passe

Fri, Apr 15, 2011
US Flight 248 Coach

Base Fare: $100.00 Taxes:$12.40 Taxes:37.50 Total 5118.80 Depart 9:59 AM PHX
|[Falsifying or manipulating travel records, boarding pricrities, selling guest passes or registered guest pass privileges for profit or using more Arrive 11:05 AM LAS
iguest passes than allotted is strictly prohibited. Any misconduct in connection with employes travel privileges may result in suspension or
:YEV:}CEH:H'I of your travel privileges and may be subject to disciplinary action up to and including termination. Mon, Apr 18, 2011

Coach

@ Pay Online 3

Billing Address

[ International Address? Enter the billing address and
' your credit card information.
Click on Complete Listing.

Address 1 |111 W Rio Salado Plwy

Address 2
City [Tempe State | Arizona [v| zin 85323 il
|Credit Card Ir n

Name as it appears on credit card John Denver

Credit Card Type | Visa
Expiration Date [[]1 IVI | 2012 Vl CID Number [123

Mumber |4005554444444403

Step 4: Review
Clicking on Complete Listing will take you to the Confirmation page.

o Choose e Passengers eF'ayment e Confirrmation

Details for Confirmation Number GTBKDB Email Print

[N

Itinerary Information
Booking Type: Space Available

Flight # Departure From To Departure Time Arrival Time
248 Fri, Apr 15, 2011 PHX LAS 9:59 AM 11:05 AM
356 Mon, Apr 18, 2011 LAS PHX 9:55 AM 11:06 AM

Passenger Information
Seniority Date:  02/28/07
Boarding Priority: SATP

Your confirmation information
will display. You may print or
email this information from this

Name Relationship Ticket # screen.

John Denver GUEST 03724155815494

Fare and Payment Information

Payment Type: Paid Online
Paid By: JOOO00000004403

Base Fare (USD) Taxes (USD) Taxes (USD} Total Fare (USD}

5100.00 312.40 57.50 $119.90

Rev. 2/24/11
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Viewing a Flight

To view the details of a flight you’ve booked for yourself:

Book Travel

Travel Tools  Profile

Logout

Recent Listings on US
. Sear 3
Lookup: 2arch |
Confirmations Departure Date Booking Type S5A11 GP Remaove
GTBKDB 04/15/2011 54

No [ Yes

Click on
Profile to
view your
listings.

To view or modify

a flight, click on
the Confirmation
#

Your flight details will display:

Details for Confirmation Number GTBKDB

Itinerary Information
Booking Type: Space Available
Flight # Departure From To Departure Time Amival Time Cabin
248 Fri, Apr 15, 2011 FHX LAS 2:54 AM 11:01 AM Coach
256 Meon, Apr 18, 2011 LAS PHX 9:55 AM 11:07 AM /—
Passenger Information From this screen, you can click
ge“'cl'jr_'“‘ ';E_‘E'_W ;i?:”” on Cancel This Pass to cancel
carain TIQTITY: . .
! the listing, Cancel and Refund
i Relationship — This Pass to cancel the listing
JOHN DENWER GUEST 03724155815454 and request a refund, or
N Modify Pass to make changes
Fare and Taxes to the flight.
Base Fare (USD) Taxes (USD) Taxes (USD) arE-{UE‘rD}
—
2100.00 312.40 5750 5119.90
[oone |

Rev. 2/24/11
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Modifying Flights When Money is Involved
From the My Profile page, pull up the flight you wish to change.

Itinerary Information
Booking Type: Space Available

Flight # Departure From To Departure Time Amrival Time Cabin
180 Fri, Apr 15, 2011 FHX SAN T4 AN 8:57 AM Coach
220 Mon, Apr 18, 2011 SAN PHX 8:25 AM 7:50 AM Coach

Passenger Information
Seniority Date:  12/31/00
Boarding Priority: SATP

Mame Relationship Ticket #
JERRY MOUSE GUEST 03724155756436
-
Fare and Taxes
Base Fare (USD) Taxes (USD) Taxes (USD) Tatal Fare (USD) Click on Modffy
$100.00 §12.40 §7.50 $119.80 Pass.

Joone f Cancel This pass ] Cancet and Retund This Pass || Moaiy Pess | U

W

Make your modifications as normal (see Modifying a Flight). You will be taken back to the
Confirmation page.

ltinerary Details

© Fri, Apr 15, 2011

@Dﬂight 180  Coach

epart 7:45 AN PHX

I Arrive 8:57 AM 3AN

@ Mon, Apr 18, 2011

US Flight 220 Coach
Depart 6:25 AN 34N
Arrive 7:50 AM PHX

Remove the
unwanted flight
segments.

Rev. 2/24/11
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Enter the cities and dates you want to change and click on Search. Proceed as normal.

Enter the
desired flights
as normal.

Modify Itinerary
Booking Type | Space Available O onewsy @ Roundrip O nutti-city L Mon-Stop Only

From |Phoenix, AZ (PHX) To |Philadelphia, PA (PHL) Depart|04/15/11 b

Anytime >

Anytime M

Return | (4/18/11 ]

[
g

Once you have selected your flights, you will be taken back to the Modify Confirmation Number page.

Maodify Confirmation Number GR50ER

Itinerary Information m

Booking Type: Space Available

Flight # Departure From To Departure Time Arrival Time Cabin
254 Fri, Apr 15, 2011 PHX PHL 7:00 AN 229 PM Ceach
1195 Mon, Apr 18, 2011 PHL PHX 10:15 AN 12:35 PM Ceach

Passenger Information m

Seniority Date:  12/31/00
Bearding Priority: SATP

Hame Relationship Click on Submit
Modifications once you have
. made all of your changes.

JERRY MOUSE GUEST

| Cancel | submit Yodifications k ’

Once you have clicked on Submit Modifications, you will receive fare instructions.

Rev. 2/24/11
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If the modifications you have made result in a higher fare than what was originally paid (because you
changed the flight segments, etc.), you will see the fare difference; enter your credit card information to
pay the difference.

Add/Collect

Modification Fare Increase

These modifications will cause a fare increase of 364.50. If you would like to continue with these
changes pleaze enter the necezsary credit card information below and click Submit. If you do not
want to proceed with theze changes, click Cancel.

Enter the required Total: 584 50
address and credit - o tating avel record o erioritice. selling ausct . -
- - alsifying or manipulating travel re 5, boarding pricrities, selling guest passes or registered guest pass
c'ard |nf0rmat|on privileges for profit or using more guest passes than sllotted is strictly prohibited. Any misconduct in

and click on connection with employes travel privileges may result in suspension or revocation of your travel privileges
Submﬂ' and may be subject to disciplinary action up to and including termination.

g Address

[] Int®sgational Address?

Address 1 | 111 W Rio Salado Plwy

Address 2 |

City|Tempe | State | Arizona VI Zip 85281

Credit Card Information

Name as it appears on credit card |.lerry Mouse

Credit Card Type |‘\.I'isa M Humber |

Expiration Date CID Number

Submit

W

If the modifications you have made are less than what was originally paid, you will be issued a refund.
The funds will automatically be credited to the credit card you used to initially pay for the flight.

Mailing Address for Refund Request

Enter the Modification Refund Request

information Thesze modifications will cause a fare decreaze of $54.50. If you would like to continue with
requested and these changes please enter the necessary information below and click Submit. If vou do not
click on gant to proceed with these changes, click Cancel.

Submit.

Mame |,_Ierr].r Mouse

Address 1 [111 W Rio Salada Plwy |

Address 2 | |

City | Tempe | state | Arizona vl Zip 85323
[:ancel Submit

Rev. 2/24/11 1"
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Cancelling and Refunding a Pass

Pull up the flight by entering the Confirmation # in the Lookup area of the Profile page or by clicking
on the Confirmation # under Recent Listings. To cancel the pass, click on Cancel This Pass. To cancel
and obtain a refund, click on Cancel and Refund This Pass.

Details for Confirmation Number GR50ER

Itinerary Information

Booking Type: Space Available

Flight # Departure From To Departure Time Amival Time /_
120 Fri, Apr 15, 2011 PHX SAN 7:45 Al B:57 Al You will only see Cancel and
220 Man, Apr 18, 2011 SAN PHX 8:25 AM 7:50 AM Refund Th"s Pass if there is
money involved. You can
Passenger Information PIICk on Cancel This PEIS.S
Seniorty Date:  12/31/00 instead; however, you will
Bearding Priority: SATP need to call the Employee
Travel Line with the
Name Relationzhip Ticket # confirmation number to
JERRY MOUSE GUEST 03724155756650 rebook the pass.
Fare and Taxes Click on Cancel and Refund
This Pass.
Base Fare {USD) Taxes (USD) Taxes (USD) Total Fi
5100.00 512.40 57.50 1‘ié.BD

@l Cancel This Pass |l Cancel and Refund This Pass ‘ difv Pz

)

The Refund window will appear; enter the billing address of the card used to pay for the flight.

lailing Address for Refund Request

Mame |Jerry Mouse

Address 1 111 W Rio Salado Plowy

Address 2

City Tempe State | Arizona v| Zip 85323

The refund will automatically be credited back to the credit card initially used to book the flight. The
passes will automatically be redistributed back into your account.

Rev. 2/24/11 12
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Travel Tools

= U5 AIRWAYS

Travel US

Book Trav.  Travel Tools  Profile : Feedback  Logout From the Travel Tools pull
Flight Statiis down menu, you Il be able to
see a Flight Status, access

PBT Tracker your PBT Tracker, check
0 Choose Check PBT B Payment o Confirmation PBTs, check-in online, and
) e :] book hotels/cars for business
Booking Type | 5 Web Check-in o O Cne-way @ Round-trip O Multi-city traVEl
From Phoenix, AZ (PHX) To |Las Vegas, NV (LAS) Depart 04/15/2011 7 | Anytime v
Return 04/18/2011 4| Anytime v|
Search

Flight Status: utilize to check the status of a flight; you will need the flight number and the departure
date

PBT Tracker: will allow you keep an eye on certain flights. See page 15 for more information.
Check PBT: will allow you to check the PBTs of a certain flight

Web Check-in: Click here to check in for the flight you booked

Rev. 2/24/11 13
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Comparing Flights

You now are able to compare flights that you are interested in booking. Enter your desired city routes
and dates and click on Search. The flights available will display:

» . [a]]
Clear All Tabs View Compare Flights |—{

PHX-CLT @ | CLT-PHX @ !

Select a flight.
Phoenix, AZ (PHX) - Charlotte, NC (CLT)

{ test Dallas

T Tr—— a——— (T, s— —
| 0411302011 | Ddu'Hd‘Zﬂﬂ! 04152011 | 041672011 | 041742011 |

To compare flights, click on\

et | i o o |z the C next to the flight(s)
EhichtbhRphes tepas L ops I s L L you want to compare with
each other. Once you've
Us 680 530 AM (PHX} | 1222PM (CLT} | 0 3hs2m | 320 @ | : chosen the flights you want
| to compare, click on View
| us 3oz 8:30 AM (PHX) 3:24 PM (CLT) o 3h 54m K ¥l 2
| Compare Flights.
us 304 10:10 AM (PHX) | 5:10 PM (CLT) 0 h 321 J
‘ us 1521 12:10 PR (PHX)} | 7:13 PM (CLT) o 4h 3m 321
Us 1538 1:45 PM (PHX}) B8:44 PM (CLT) o 3h 58m vl
| us 1550 Z45PW (PHX) | 9:35 PM (CLT) ] 3h50m | 32
. US1s88 | 1LA0PM (PHX) | E31AM(CLT} | @ | 3h&tm | 321 cl IT| | Setect 0 ﬁlﬂﬁﬂ_[.‘_’j ;

The flights you want to compare will display.

You can select your

flight from the
Compare screen if
you choose.
B X
Compare Flights
Travel Equip i ] B 2% |
Flight Number Departure Date Depart Arrive Stops Time T ) ol Seats Geats
A2 22 Avaiable  Abaiable |
|
| US 254 04152011 T:00 AM (PHX)  2:29 PM (PHL) 0 4h 29m 320 @ 4] selea 10 &l@ 101 |
i | us 250 04/15/2011  8:55 AM (PHX)  4:42 PM (PHL) 0 4h47m | 321 C L] Beleci 14 @30 |
| Us 7oz 04/15/2011 | 10:55 AM (PHX) | 6:25 PM (PHL) 0 4h 30m 752 @ ] Eﬂe@ 10 @da@ 5T

Rev. 2/24/11 14
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The PBT (Passenger Boarding Totals) Tracker

The PBT Tracker allows you select certain flights that you want to watch without having to re-enter all
of the flight information again.

To utilize the PBT Tracker, enter your desired city routes and dates on the Book Travel page and click
on Search. The flights available will display:

Clear All Tabs

PHX-CLT | CLT-PHX &

Phoenix, AZ (PHX) - Charlotte, NC (CLT)

{ test Dallas

04132011 | 041142011 | 041572011

04182011 | 041722011

Flight Mumber Depart Amive Stops 'I'Tr:-:'zl Ez:: C:}n?pa:‘e Tgck if;i?:t:: - C_Si;:t:
Available
US 680 5:30 AM (PHX) | 12:22 PM (CLT) 0 3n52m | 320 (o] Q@ e 12 | fuedt 120 “
us 302 8:30 AM (PHX) | 3:24 PM (CLT) 0 3n54m | 321 Cl Q@ Goed 13 Geet 152
US 304 10:10 AM (PHX} | 5:10 PM (CLT) 0 ah 321 C] L
us 1921 12:10 PM (PHX} | 7:13 PM (CLT) 0 4h 3m 321 C| @
us 1538 1:45 PM (PHX) | &:44PM (CLT) 0 3h59m | 324 (o] L] | Seles 0 Belect ©
Us 1550 Z:45PM (PHX) | 9:35 PM (CLT) 0 3h50m | 32 Cl \L| | Belesk 16  Belest 153
Us 1558 11:40 PM (PHX) | 6:31 AM (CLT) 0 3h 51m 321 C] T| | Belect 0 Belect 0 hd
<

Rev. 2/24/11
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Sl 16 d 167 | the flight(s) you want
= % to watch.
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Once you have added a flight to the PBT Tracker, you will need to go to a different page to view it.

Book Travel

'o Choose

Booking Type

Travel Tools
Flight Status
PBT Tracker

Profile

Check PBT 'h

Web Check-in

Business HotelsiCars

Fayment

e Confirmation

-_ O onewsy @ roungarip O mMutti-cyy [ NO

Feedback

Logout

Go up to Travel
Tools and select
PBT Tracker from the
pulldown menu.

From |PHx ™o [cit Depart|04/15/11 | Anytime ¥
Return |04/18/11 || Anytime ¥
[
The PBT Tracker will open.
PBT Tracker
First/En Coach
Flight Depart Arrive Date cap AU akuvws,a NR Cap AU Bkd SA NR Delete All of the
. = . - flights you are
USBED  PHX (05:30 AM) oLt B4MSEIM1 12 12 @ 12 0 138 145 0 138 1 (%] watching will
Us 202 PHX (08:35 AM} oLT 04152011 18 18 | 3 | 13 0 187 178 14 153 0 %] display. To
remove a
US300  PHX (1215 AM) oLt 02052011 16 16 4 12 0 167 177 65 102 2 D flight, click on
US302 | PHX (09:35 AM) cLT 020052011 | 16 | 16 | 11 | 5 | 4 167 173 92 75 1 & the Red X
under the

Rev. 2/24/11
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Logging Out

It’s very important to remember to always log out of your session once you are done.

= U5 AIRWAYS

Travel US

Book Travel Travel Tools  Profile Help Feedback Logout

Click on Logout.

Notices

You will be taken back to the Wings homepage.
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