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• Enter your journey details into the search fields and click ‘Find Trains’

• Railcards should be added at this stage

• The ‘previous searches’ section will store up to 10 rail searches

Rail search
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• The results contain all available train times with different train operating companies

• All ticket types are shown, including standard and first-class

• Click ‘earlier’ or ‘later’ to view additional journey times

• Select your journey time and travel class

• Then click ‘continue to next step’

Select your outbound 

journey
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• Select your return journey time to view all available ticket types

• All ticket types including standard and first-class advance

• For more prices expand the “View all single tickets” section

Select your return journey 

and ticket type
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• Scroll down to view the journey details including times, duration and emissions

• Click on the ticket type to view the fare conditions

View journey details and 

fare conditions
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• Click ‘continue to next step’ to add your journey to the basket

• The rail journey can be booked alone, or as part of a multi-item basket

• Click ‘book’ to continue to checkout

Add to your basket
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• Add a saved Traveller Profile by searching for name or email address

• If self-booking, click ‘I am travelling’ to load your own Traveller Profile

• Traveller Details can be added manually by click the ‘+’ icon

• Click ‘next’ to continue

Add Traveller information
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• Select your ticket delivery method

• Add your travel preferences

• Click ‘next’ to continue to your payment screen

Ticket delivery and travel preferences
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• To book a trip, complete the relevant payment information as per your company policy

• Click ‘Next’ to proceed and confirm the trip

Completing payment information



Managing your trips
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• Click on ‘My Trips’ to view all saved trips

• To view and amend or cancel a trip, click ‘trip details’

Managing your trips



Changing your rail booking
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• For those tickets which can be amended, click ‘amend journey’

• Select the journey(s) to be amended and click ‘continue’ 

• Follow the search & select steps to proceed with the change

Processing a change – UK Rail

Changeable 

ticket example
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• Click ‘amend journey’ to see if changes are permitted

• If changes are not permitted, a refund may be possible

• To check this, click the ‘Conditions’ link to check the fare conditions

Processing a change – UK Rail cont…

Non-changeable 

ticket example



Cancelling a trip
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• Please check the fare conditions prior to cancelling – click ‘Conditions’

• For multiple tickets in a trip, only 1 ticket can be processed online

• Any compensation requests should be made directly with the rail operating company

• To proceed, click ‘cancel trip’

Cancelling a booking – UK Rail 
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• Tick to advise if tickets have been collected for specific tickets in the trip (if tickets 

have been collected, return the tickets to the address provided on the next screen)

• Click ‘continue’ to proceed

• Follow the next steps to confirm the cancellation

Cancelling a booking – UK Rail cont…



If you have collected your tickets, Trainline can't process your refund until they 
receive the printed tickets. Trainline recommend recorded delivery.

Print your confirmation email (or write the booking reference on a piece of paper) 
and attach all tickets to be refunded.

Then post the tickets back to:

Trainline
PO Box 23972
Edinburgh
EH3 5DA

Once Trainline have received your tickets and processed the refund, you will 
receive a refund from Key Travel via the agreed method.

Please note: You have 28 days from expiry of the ticket to request a refund and 
return your tickets.

Click here for more details

Returning your tickets

https://support.thetrainline.com/en/support/solutions/articles/78000000459-how-to-return-your-tickets-uk-travel-


THANK YOU
We invite you to read our Frequent Asked Questions for more details.

If you require further training, please refer to the KT Online guides on Key 
Travel Training Academy or contact your Account Manager.  

https://my.keytravel.com/uk/my-travel/training-academy/faq/
https://my.keytravel.com/uk/my-travel/training-academy/kt-online/
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