Concur Cliqbook, Humana’s Online Travel Booking Tool
Frequently Asked Questions

Q)  Why do I see TTA as our travel agency, but everything I read says Concur Cliqbook?
A)  TTA (The Travel Authority) is Humana’s full-service travel agency.  Cliqbook is the online tool used by TTA.  In an effort to better manage expenses and enable better reporting, Humana is consolidating all of our travel into one agency.

Q) How do I find Cliqbook? 

A) Sign into Humana Self Service and select “Travel” under the MySelf-Service heading. 
Q)  What do I do if I do not have access to Travel on HSS?  

A)  Contact HR4U 
Q)  What should I do the first time I log into Cliqbook? 

A)
1.  The first time you log into Humana Travel you will be prompted to take a brief online tutorial. 

2.  Before you use the tool to reserve travel, click the Profile link to review and update your profile. You must save your profile to record changes and before your first attempt to book a trip.  

If you had a profile on Egencia, your information has been transferred with the exception of your corporate credit card, travel arranger assignments, and TSA Secure Flight information. 

Please take a moment to add this information. 

1. Adding a credit card: 

a. Scroll to the Credit Card section (at the bottom): click the “Add a Credit Card” link on the right.  
2. Adding a travel arranger (optional): 

a. Scroll to the Assistants and Travel Arrangers, click the “Add an Assistant” link on the right.   
3. Updating TSA Secure Flight information: 
a. Scroll to the TSA Secure Flight information section, click in the boxes to update.  

If you are a new traveler, you’ll need to:  
1. Add your travel preferences

2. Add your corporate credit card

3. Add any airline frequent flyer numbers you might have

4. Add any hotel loyalty number you might have 

5. Add your Avis wizard number, if you have one 

6. Enter your TSA Secure flight information 

7. Assign an assistant/travel arranger if necessary

Q)  What do I do if the name in my profile does not match my photo ID?

A)  Contact HR4U

Q)  How do I get help using Cliqbook? 
A)  Click “Help” from the top toolbar. In the Help section, you can find specific instructions for the task you are trying to complete. You can also view demonstrations of the most important tasks. If you are having difficulty while making a reservation you can call The Travel Authority for guidance at 1-888-752-8664. 

Q)  Can I book travel on another Website if I find a cheaper fare or rate? 

A)   No. The Cliqbook system is customized to include our preferred vendors, corporate rates and travel policies as well as security and tracking methods.  If you identify a significant price difference please contact Humana Travel at corporate_travel@humana.com. Bookings made outside of this tool may be treated as non-reimbursable expenses. 

Q)  What happens if I do not comply with the company policies that are built into Cliqbook?      
A)  When you go outside of Humana’s policies, the system notifies you by showing the violation with a yellow or red “Reserve” button.  You will also see a [image: image1.png]


 mark with an explanation in italics to the right that explains the violation. When you select to reserve using the yellow or red tab you will be prompted to enter an explanation as to why you made the out-of-policy choice. Violations will be recorded and reported monthly to leaders.
The following table describes the meaning of the Reserve button colors: 
	If the Reserve Button color is: 
	Then the fare is….

	Green
	Within policy compliance

	Yellow
	Outside of policy compliance and you are required to enter additional information

	Red
	Outside of policy compliance. You are required to enter additional information and the trip will not be ticketed until approved by Humana Travel. 


Q) What do the yellow diamonds represent for air, hotel and car options?

A) The yellow diamond represents a company-preferred vendor. 
Q)  If I’m traveling to a city, how do I know if Humana has a preferred hotel there? 

A)  To quickly identify Humana-preferred hotels, select the Company Location button when creating your hotel search. A “Please choose a company location” drop will then be displayed. Select the location you will be visiting. All Humana buildings that house associates are noted in the company location listing. Please note: we do not have preferred hotels for all locations. If a preferred hotel is not noted (with the yellow diamond) hotels will be displayed based on distance.   

Q)  Why does Cliqbook display hotels that are outside my search distance?
A)  Cliqbook displays all company-preferred hotels within a distance determined by Humana. The search distance is a selected number of miles from your reference point.  Because Cliqbook uses a square rather than a circle as the search boundary, the search results can include hotels that are farther away than the distance you entered. For example, if you select a 5-mile radius as your search distance, Cliqbook will build a square that is 10 by 10, with your reference point in the center.
Q)  How do I pay for my reservations? 

A)  When you book airfare, hotel, and car rental reservations, your corporate credit card number is used to purchase your airline ticket and guarantee your hotel and car reservations. Please confirm that the corporate credit card information in your profile is accurate. If the credit card is missing or incorrect you will not be able to continue with your reservation. 
Q) What fees can I expect to pay when using Cliqbook? 

A) The fee to make and process an airline reservation is $8 per reservation or every time a ticket is requested. A reservation consists of air, car and hotel reservations.  

Q) What if I don’t book a car and hotel when I make my air reservation? Can I go back and add it later for free? 

A)  Yes, providing you add it to your air reservation. If you start a completely new reservation you will be charged a $5 processing fee. Best practice is to keep all air, cars and hotels pertaining to one business trip in the same reservation. 

Q) What if I’m driving and book hotels in several different cities? Will I get charged $5 every time I make a hotel reservation? 

A)  Yes. If you create a new reservation for each hotel you will continue to pay the $5 service fee.  To avoid the $5 processing fee best practice is to book your air, cars and hotels in the same reservation.  To add: 

1.  Click on the “Upcoming Trip” tab on the home page

2.  Click on the “Trip Name/Description” link

3.  Click the option to “Change Itinerary” 

4.  Click the link to Add Car, Add Hotel, Add Air  - Note:  you can add a car/hotel even if the link appears light gray instead of being bold. 

Q) How can I view my trips once I have booked them? 

A) On the home page, review the “Upcoming Trips” section. For more detailed information, click the appropriate trip name in the “Trip Name/Description” column and click “View Itinerary”. 

Q) What type of confirmation do I need at the airport? 

A)  You should bring a printed copy of your e-mail itinerary with ticket number information or the paper ticket (whichever is accepted by the airlines) and a government-approved identification document such as a driver’s license, passport, etc. Please make certain that the name on your itinerary is an exact match to your photo ID.

Q)  How do I schedule a multi-leg flight? 

A)  To schedule a multi-leg flight: 

1.  On the home page, click the Flight tab on the Trip Search wizard

2.  Click Multi-segment additional departure

3.  Enter your departure and arrival information for each segment and then click Search

Q)  How do I reserve and international flight? 

A)   To request international travel, send an email to corporate_travel@humana.com.
Include the departure and arrival cities, dates, and travelers. A representative will respond to a request received by 3:00 p.m. on the same day, or by noon the next  business day if the request is received after 3:00 p.m. 

 Q)  I have a link to SWABIZ in my favorites. Can I continue to book Southwest that way?
A) No. All domestic reservations must be booked via Cliqbook, including Southwest. 
Q) If I book my Southwest flights through Cliqbook will I still get my frequent flyer credit? 

A) Yes. Simply put your Southwest frequent flyer number in your profile, and it will automatically transfer into each Southwest booking you make. 

