
SWABIZ instructions for making a reservation 

 
 

Go the the SWABIZ 
site 
 

Go to http://www.swabiz.com from your browser or any of the SWABIZ links 
on the travel site. 

Click on this link 
because you need to 
login before making a 
booking 

  
Be sure the company 
ID of 99761001 is 
displayed or the 
corporate card will 
not be an option 
 
Your rapid rewards 
number where it 
asked for account 
number 
 
Enter the password 
for this rapid rewards 
account. 
 
Click login  

  
This will take you to 
your account profile.  
Displayed will be 
your name, past 
trips, rapid rewards 
points, etc 
 
Click on Book Travel 
to book a ticket 

NOTE: 
If you are booking for 
someone else, you still 
need to enter YOUR rapid 
rewards account here to 
login to the system and 
have access to the 
centralized card. 

http://www.swabiz.com/


SWABIZ instructions for making a reservation 

Enter information for 
your trip.  Departure 
location, destination, 
return.  
 
Enter dates of travel 
 
 

  
Click Go to Next 
step and select the 
flights you want 

Ready to go? 

Go To Next Step - Select Flight  >>  Need help booking travel? 
 

  
After checking off the 
flights, click go to 
next step - price 

Ready to view air itinerary and pricing? 

 
    Start Over       Need help booking travelGo To Next Step - Price   >>

 

 

http://www.swabiz.com/help/tto1.html
http://www.swabiz.com/cgi-bin/buildItinerary?cid=99761001
http://www.swabiz.com/help/tto2.html
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Click Go to Next 
Step for USA 
purchase. 
 
If international, select 
international. 

I accept the conditions of travel for Fare Types listed above and want to 
complete this purchase. 
(Note: Please click on each Fare Type link individually to view associated rules, as the 
restrictions for each fare may vary slightly.) 

Go To Next Step - USA Purchase  >> Go To Next S
 

(For persons living in the United States.)
 or tep - International Purchase  >>

(For persons not living in the United States.)

   Start Over      Need help booking travel?    
  
Verify that the 
passenger is correct 
and that their rapid 
rewards number is 
correct (leading 
zeros are not 
necessary) 
 
 
 
 
 

   
 
 
 
 
 
 

Very important – if you are booking for 
someone else you need to enter their name in 
the Passenger space and DELETE the Rapid 
Rewards number! 

  
Select UCONN 
SWABIZ – 
(Corporate) for all 
business travel costs 
to be charged to a 
credit card held here 
in Travel for business 
purpose air travel. 
 
 
Select Other only if 
you are booking a 
ticket for a 
companion ticket 
(non-business 
expense) 

  

http://www.swabiz.com/cgi-bin/buildItinerary?cid=99761001
http://www.swabiz.com/help/tto3.html
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Verify that the phone 
number is correct 
 
Please enter the 
ETIF # and FRS 
account number 

 
field 
No punctuation or 
spaces allowed  
  
Be sure to follow up with a TA or ETIF for all business travel charged to the 
UConn SWABIZ Corporate credit card. 

 
 
 

Other very nice features 
 
Credits –  
 
if you book a ticket for someone and they can’t go – contact Travel BEFORE 
booking another ticket on SWABIZ and we can transfer the value of that ticket to 
the new ticket.  Only SWABIZ and UConn TRAVEL can do this for you!   
 
 
 
Saving Itineraries- 
 
Go to Frequent trips and Add a new frequent trip.  This is excellent for people 
that go to the same place frequently. 
 
 
Travel Tools –  
 
Print boarding passes, cancel tickets, check on flight status.  Very useful 
information. 


