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How do I access 
Travel Cloud?

Travel Cloud is a simple web based application that  
you can access from any computer with the Internet. 

Whether you’re at home or in the o"ce, simply go to  
https://travelcloud.clicktravel.com 

*Important: You will be asked to confirm your details when you 
log in for the first time. Please ensure that this matches your 
name as displayed on your passport. You are able to enter a 
Known As name if for example your name on your passport  
is Steven but you are known as Steve.

What do I do if I forget 
my password?

Visit the log in page https://travelcloud.clicktravel.com and 
select the Forgotten Password tab. Enter your email address 
and enter the Captcha then click on the Request Password 
Reset button. 
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Using the Dashboard

Useful Information

When you log into Travel Cloud you are greeted by the dashboard.  
Just like the dashboard in your car, it shows you the critical information 
you require to keep things moving in a non cluttered format. 

On the tabs across the top, you’ll see who’s travelling today,  
future bookings, and bookings made today. It’s all tailored to you:  
you only see the reservations that matter to you.

Click on the down arrow on the Dashboard to reveal additional features 
including Useful Information, Traveller Profiles and Voucher Search.

You can access links to useful information such 
as worldwide weather and currency converter.
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Service Status

Service Status allows you to view any issues with 
Travel Cloud or its content providers via symbols 
which signify any performance issues or disruptions.

Voucher Search

Allows you to search all your past and future reservations 
simply by entering one of more of the search criteria.  
Search by Itinerary ID, Voucher ID, Supplier Ref, Booker,  
Traveller, Created From/To, Service From/To or Cost Code.
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Traveller Location Search

Allows you to search for a Traveller by Location, 
Start/End date and Travel Type. Simply enter the 
criteria as above and select Search.

Travel Alerts

Click Travel o!ers a travel alert service whereby you can register to 
receive flight status updates and also other travel alerts based on 
your routing and date of travel. These alerts can be sent via email 
and SMS text message. A copy of the alert will also be sent to the 
traveller’s Travel Inbox in Travel Cloud. 
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Profiles

Log in to Travel Cloud and simply click on your name displayed in the top 
right hand corner to edit your profile. Alternatively to add or edit another 
profile you will need to access the Traveller profiles section (as above). 

Enter the name of the profile you wish to locate and select Search  
or click on the New Employee Profile link to create a profile. 

Important: Please ensure that the traveller’s First Name and Last 
Name match the names displayed on their passport. This is extremely 
important, particularly for Flight Reservations. You can however enter a 
nickname in the Known As field if for example they are Steven on their 
passport but most people know them as Steve. 

Once you have finished amending your profile be sure to click  
Save Changes.
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Report Centre Finance Centre

Report Centre provides you with secure access to your reports 24/7. 
You can browse and download reports from your Report Archive,  
run your reports over an ad-hoc date range, and manage your 
automatic report schedules.

System Administrators can access copies of invoices; you can download 
any invoices that have been produced in the past 18 months to which 
you have access. 

These will be ready to download in both a PDF and XLS format.
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Travel Team What do the di!erent coloured 
Book Now buttons mean?

Every now and then everyone needs a helping hand. Maybe you have 
an ultra-complicated itinerary to book for your senior management 
team, or maybe you need some advice on a multi-leg business trip 
touring the far-east. You may just feel like talking to a human instead 
of clicking a mouse button. With Click Travel you have a team of travel 
experts ready to take your call.

Click Travel’s policy compliance system 
uses a simple tra"c light system to 
convey to the user which options are 
in policy: red options are out of policy, 
amber options are in policy and green 
options are in policy and also one of your 
preferred suppliers. 
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How do I book a hotel?
Step 1: Hotel Search Step 2: Hotel Search Results

Enter the information of where you would like to stay, the dates, 
number of guests and rooms required. Then click Search.

Please note: If you require more than 9 bedrooms  
this is classed as a group booking and you should  
contact your Travel Team who can make the booking  
on your behalf, negotiating a special group rate.

You can sort the results by clicking on the column headers Name, 
Distance, Rating and Price. Your search results will be re-ordered 
based on your new search criteria. Click on Full Product Details to 
see more information about that particular property. You can view 
a Description, Images and Map with directions to the hotel.



3

Step 2: Continued

The hotel results appear in List View, if you would like to see this on a 
map you can do so by clicking Map View. You can also add the search 
summary to Your Favourite journeys by clicking on the gold star in the 
right hand corner.

Once you have found the hotel you 
would like to book click Book Now.
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All rates o!ered from all channels will then be displayed, 
please select the rate you would like to confirm.

You will then go through a number of steps to 
confirm your booking. The next page will ask you  
to select a form of payment for the booking 
whether it’s the company credit account or a credit 
card. If there is no form of payment you can add 
card details by clicking Add or delete credit cards.

How do I book a hotel?
Step 3: Room Rates Step 4 Policies & Payment
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Part of the process for hotel bookings is defining the Bill 
Configuration - i.e. which elements of the hotel bill you 
would like charging to your account. 

Please note: You may not see all of the above options,  
the options displayed will be those that your company  
would like to make available to you.

Now enter the traveller’s name into the box. If a profile 
exists this will drop down in a highlighted yellow box, 
simply select it and Continue. If Travel Cloud cannot 
find a profile, a message will appear saying No matches. 
Simply click this and a new profile form will appear.

Important: Please read the rate descriptions carefully for the room that you 
are booking, if it doesn’t include breakfast you can select it here at an additional 
cost. If it does include breakfast make sure you untick the breakfast option here.

How do I book a hotel?
Step 5: Bill Configuration Step 6: Travellers
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If the traveller has any special requests or anything that 
you would like to make the hotel aware of, you can enter 
this into the text box on this page and then Continue.

This page is where we collect information as required by 
your Company. For example Cost Codes, Departments 
etc. and if you make an Out of Policy booking, you 
may be asked for a Reason or Authoriser at this stage. 
Complete the relevant codes and Continue.

How do I book a hotel?
Step 7: Special Requests Step 8: Cost Codes
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How do I book a hotel?
Step 9: Review

Now finally before you confirm your reservation you need to 
ensure that all of the details are correct. 

Check that you have selected the right dates, bill configuration, 
traveller details and cost codes. 

Once you are happy to proceed click on the Confirm button.
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It states all of the booking details on the voucher and there 
are several options on the top right enabling you to email 
the confirmation to yourself and relevant traveller(s).

How do I book a hotel?
Step 10: Confirmation

You have now confirmed your hotel booking and will be 
presented with a voucher that looks like this:

We chose Click Travel because they 
provided the technology and the experience 

we needed to make cost savings.
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Access the Flights booking by clicking the Flights link 
at the top of the page. Enter the number of travellers, 
from and to destination and dates. Then click Search.

Once you have clicked the Search button you will be taken to the 
Flight Search Results page. This will display all flights available to you.  
The cheapest flight will always be at the top of this list.  
Select the required flight and click the Book Now button. 

If none of the flights meet your requirement you are able  
to click the New Search criteria and search again.

How do I book a flight?
Step 1: Flight Search Step 2: Flight Search Results

Switch to Flight 
View to select your 
preferred outbound 
and inbound flights
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Click on the Full Product Details link to view the 
Flight Details, Fare Rules and CO2 comparisons.

How do I book a flight?
Step 2: Flight Search Results (continued)
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You will then be taken to the Policies and Payment screen. 
Select the form of payment you would like to use click the 
Continue button.

You will then be taken to the Travellers screen where you are required 
to add in the details of person(s) travelling. You need to type the 
names in the passenger boxes provided. If the names of the travellers 
are already in the system as a profile they will appear in the yellow 
drop down box. 

Select the required name (from the yellow drop down) and click the 
Continue button. If the traveller’s name is not already in the system  
this will need to be added. Once all traveller information has been 
completed, click the Continue button.

How do I book a flight?
Step 3: Policies & Payment Step 4: Travellers

Confirm that each traveller 
name matches their name as 
displayed on their passport.
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In this section you can select certain preferences, however 
please note that preferences are not guaranteed; they will 
be booked if available to your nearest requirements. 

If the traveller has special Dietary Requirements or Seat 
Preferences, simply select from the options from the 
drop down lists. Then Continue.

This page is where we collect information as required by 
your Company. For example Cost Codes, Departments 
etc. and if you make an Out of Policy booking, you 
may be asked for a Reason or Authoriser at this stage. 
Complete the relevant codes and Continue.

How do I book a flight?
Step 5: In-Flight Services Step 6: Cost Codes
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Finally, before you confirm your reservation, you need to ensure that 
you are happy that the details are all correct.  
Once you have thoroughly checked the details and are satisfied,  
click Confirm at the bottom of the page. 

Depending on the set up requested by your company you may also be 
allowed to ‘hold’ a flight booking, you do this in exactly the same way. 

Please just keep in mind that for any flight bookings which are ‘held’, the 
airline can change the ticketing deadline at any point and some will also 
charge you if you do not cancel the booking before the deadline expires.

How do I book a flight?
Step 7: Review
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Now you have a 
confirmed flight 
reservation which 
will look like the 
voucher here.

How do I book a flight?
Step 8: Confirmation

Click Travel’s easy to use 
web based solution was in 

our opinion the industry leader, 
its simplistic easy to use 

approach covering trains, flights, 
accommodation, car hire and 

parking allowed us to make our 
users’ lives easier to navigate 

through one place.
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To book a Train Ticket simply select Trains at the top of the page on 
Travel Cloud, complete the search criteria specifying your From and To 
destination, Dates and Times, Number of travellers and whether they 
have a Rail Card, then select Search.

Hover over the gold star in the right 
hand corner under the dashboard 
to select from your previously saved 
favourite journeys

Amend max changes 
to see direct services.

Add in a rail card to receive a 
discount on your rail tickets.

Visit www.railcard.co.uk  
for further information

How do I book a train ticket?
Step 1: Train Search
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Travel Cloud will now return a large number of fares relating to your 
search; you can use the filters at the top of the page to help find your 
preferred fare. Filter by train times, ticket types or class of travel by 
selecting the relevant boxes.

View cheapest fares by time 
comparison matrix

For more information 
click Full Product Details

How do I book a train ticket?
Step 2: Train Search Results 

The fare results will then update to match your filters, always showing 
you the cheapest applicable tickets first. You will be able to see the 
journey times, number of changes and ticket type and for more 
information click Details. Once you have found the option with your 
preferred tickets simply click Book Now.

Select Full Product Details to view the Outbound  
and Return ticket details and CO2 comparison.
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How do I book a train ticket?
Step 3: Policies & Payment Step 4: Travellers

The next page will ask you to select a form of payment for the 
booking whether its the company credit account or a credit card. 
If there is no form of payment you can add card details by clicking 
Add or delete credit cards.

Now enter the traveller’s name into the box. If a 
profile exists this will drop down in a highlighted 
yellow box, simply select it and Continue. 

If Travel Cloud cannot find a profile, a message 
will appear saying No Matches. Click to create a 
profile for this person now. Simply click this and 
a new profile form will appear.
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How do I book a train ticket?
Step 5: Seat Reservations Step 6: Travelcards

At this stage of the booking you are able to specify any 
Seat preferences by selecting a Seat Position, Direction and 
requests such as a table seat or seat located near the toilets.

If your route is into London you will be given the 
option to add on an Underground Travel Card. 
Please select from the list provided.
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How do I book a train ticket?
Step 7: Delivery Step 8: Cost Codes

You will then be taken to the 
Delivery Options screen. 
Please note ticket collections 
should be routed to your 
nearest fast ticket machines 
to reduce the postal delivery 
charges. Once complete click 
the Continue button.

Note: There is no time delay - tickets are available immediately.  
To collect tickets you will need your Fast Ticket reference number 
(found on your confirmation note) along with a Debit or Credit card. 
Your card is used for identification purposes only.

The second option is first class post which will be available 
only when there are 5 clear working days between the date 
of booking and the date of travel. 

Please keep in mind that tickets sent by first class are not 
insured, therefore if tickets are lost in the post no refund 
would be made. If you select first class post you can choose 
the delivery address from the dropdown box, or if you need 
enter a new address just click on add or delete addresses.

This page is where we collect information as 
required by your Company. For example Cost Codes, 
Departments etc. and if you make an Out of Policy 
booking, you may be asked for a Reason or Authoriser 
at this stage. Complete the relevant codes and Continue.
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How do I book a train ticket?
Step 9: Review Step 10: Confirmation

Please take the time to review your booking details 
and make sure that everything is correct.

Once you are happy that everything is correct and you want to confirm 
the booking, just press the green confirm button. The final screen will 
be your confirmation screen that will provide you with your Click Travel 
reference and your fast ticket reference too.
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How do I book Eurostar?
Step 1: Eurostar Search

Complete the radio buttons for Return or One Way, 
and also the drop down boxes for number of travellers. 
If you only want to look at Eurostar options you can 
also type ‘Eurostar’ into the Preferred Airline box.

In the From and To boxes just type in your departure 
city such as ‘London’ and choose All Airports - this 
would be the same as cities such as Paris and Brussels.

Add in your departure and arrival dates and times,  
and click on Search.

To make a Eurostar booking firstly click 
on the Flights tab as Eurostar availability 

will not be found under ‘Trains’.
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How do I book Eurostar?
Step 2: Eurostar Search Results

If you did not specify Eurostar in the preferred airline box your results 
will include Eurostar and airlines. This will enable you to compare fares 
and times to make the best possible decision. If you want to look at just 
Eurostar options you can use the filter to show just these options. You 
will then see only Eurostar options listed. 

The results will be sorted by fare, however if you want 
to look at specific train times just click on the Flight 
View tab to view all trains sorted by departure time.
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How do I book Eurostar?
Step 2: Eurostar Search Results Continued

To look at the fare for the train you want just highlight the trains you want to 
travel on. The fare will show underneath, or if not just click on Get Price.
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How do I book Eurostar?
Step 3: Checkout Process

If you want to get additional information on the 
trains you can do this by clicking on Full Product 
Details. You can then view additional details and 
fare rules from the next screen. Once you are 
ready to book, just click on Book Now and you 
will be taken through the checkout process.
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How do I book Car Hire?
Step 1: Car Hire Search Step 2: Car Hire Search Results

To book a Car Hire simply select Car Hire at the top of the page on Travel 
Cloud and then select your dates from the calendars, enter your preferred 
times, drivers age and driver country; then click Search.

Your search results will now be displayed. You can use the filters to show 
your preferred options i.e. Petrol or Diesel, Manual or Automatic. 

To view the terms and conditions of the car hire rental,  
click on Full Product Details. 
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How do I book Car Hire?
Step 3: Checkout Process

Once you are ready to book, just click on Book Now and you will be 
taken through the checkout process. The Extras tab in the checkout 
process will allow you to select any extras you require such as GPS – 
Satellite Navigational System or Additional Drivers.

The help desk sta! are terrific and 
nothing is too much trouble, their live 
help is so easy to use and responsive.
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How do I email an itinerary to 
the traveller or someone else?

Access the itinerary that you want to 
email, and click on Send Email from 
the options on the right hand side.

Then place a tick in the box on the email address for the traveller 
if it is already listed, or if not add the email address manually in 
the additional recipients box. You can add more than one email 
address, and also add a message if you so require.
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How do I set a  
Favourite Journey?

All you need to do is search for your journey as normal,  
if you want to save it as a favourite for future use click 
on the star in the top right hand corner of the search 
results page. When you hover over it the star will turn  
to yellow with a green plus sign in it.

This will save the journey 
as a favourite, you can 
then edit this within your 
profile by clicking on the 
Favourite Journeys tab, 
and then clicking on edit.

Whenever you want 
to use the same 
favourite journey 
again when you do a 
new search, just click 
on the star in the top 
right hand corner of 
the search page.

You can rename the journey as you wish, and once done 
just click on the green ‘Save Changes’ button at the bottom.

You will then see a 
drop down box where 
you can choose the 
journey you want, 
and the details will be 
added to the search 
fields underneath.

Setting favourite 
journeys is very easy 
to do in Travel Cloud. 
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How are cancellations  
and refunds dealt with?

Cancellations and refunds of 
pre-trip purchases are handled 
automatically by our systems.  
In addition we have an automated 
system for identifying unused 
e-tickets and applying for the 
refund of government taxes  
where applicable. 

When a corporate card has been 
used for the original payment, 
refunds are made directly back  
to the corporate card. 

When Travel One (Click Credit 
Account) has been used for the 
original payment, credits are 
applied to your Travel One  
account and automatically  
applied to your next invoice.  

In all cases you can view a 
breakdown of transactions against 
each reservation online, via Travel 
Cloud. This convenient feature 
allows you to quickly and easily get 
a detailed breakdown of all charges, 
credits, re-issues, and other fees for 
each and every booking. 

Need to cancel a booking?   
Contact your Travel Team  
on 0844 745 2121
If you have train tickets to send back to us,  
please send them to the following address:

Click Travel Ltd 
23rd Floor Alpha Tower 
Su!olk Street Queensway 
Birmingham B1 1TT
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How do I cancel  
a booking online?

Bookings can be cancelled online, or with the travel 
team by phone and email. To cancel a booking online 
quickly and easily just access your booking in Travel 
Cloud via the dashboard or search function. 

You will see a Cancel Voucher button at the top  
of the itinerary on the right hand side.

Click on the Cancel Voucher button, and a new screen 
will appear reconfirming the voucher number you wish 
to cancel, if you are sure you want to continue just click 
on the green Cancel Booking button.
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How do I cancel  
a booking online?

The cancellation will be completed, if however the voucher 
cannot be cancelled automatically a warning message will be 
shown advising that the booking will be sent to our travel team 
who will complete the cancellation for you. 

Please keep in mind that if you are trying to cancel something 
within 4 hours of the cancellation deadline we would always 
recommend that you speak to the travel team so they can 
process the cancellation immediately for you so you can 
avoid incurring any unnecessary fees. 

The voucher will update accordingly within Travel Cloud –  
so if the booking has been sent to the team, it will now  
show as pending cancellation in the top right corner.

Once the cancellation has been processed, the 
voucher will update to show that it has been cancelled, 
and your cancellation reference will also be shown.
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How do I search for  
bookings in Travel Cloud?

Click on Dashboard at the top of the page. 

If you are looking for bookings for employees 
travelling today you can see these under the 
various tabs on the Dashboard.

Otherwise you can search for any booking,  
past, present or future by clicking on Voucher 
Search on the right hand side of the Dashboard.
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How do I search for  
bookings in Travel Cloud?

Then enter the details; you can search by 
reference, traveller name or even cost code. 
Now click the Search button.

Your search results will then appear

Simply select the row of the booking you would like to view. 
If you are trying to find all bookings for a particular traveller for 
example you can enter their name and click Search. 

Then when the results appear you can Download them  
to view all data in an Excel spreadsheet.



Top Tips for Booking Travel
1. Booking in advance
As a general rule the more you 
plan and book in advance, the 
more you’ll save. Advance rail 
tickets go quickly though, so to 
ensure you get the best deal on 
train tickets make sure you buy 
12 weeks in advance of your 
departure date as this is when 
most new tickets are released.

2. Two singles may be 
cheaper

When you buy your rail ticket, it 
is always worth checking if two 
singles are cheaper than a return. 
They often are!

3. O!-Peak Travel 
During o!-peak hours (after 0930 
and before 1530) and you could 
reduce your fare significantly. 

4. Fixed outbound with  
an anytime return

Generally train travellers 
know what time they can 
catch an outbound train but 
need flexibility on the return. 
Therefore it is much cheaper 
to book an advance single on 
your outbound journey and 
combining it with an anytime 
single on the return rather than 
buying an anytime return ticket 

5. Purchase a rail card
Save upto a 1/3 o! your rail fares 
by purchasing a rail card. There 
are various rail cards available to 
purchase for a one o! annual fee 
including a 16-25 rail card, senior 
rail card, disabled persons rail 
card & Network rail card.  
For further information please 
visit www.railcard.co.uk

6. Flexibility on travel 
times

Check journeys travelling an 
hour either side of your preferred 
times as these can have a 
significant cost saving.

7. Hotels
Some hotels o!er significantly 
cheaper rates based on stricter 
cancellation policies such as 
advance pre payment rates but 
you must bear in mind that these 
typically are non cancellable, 
non changeable rates.

8. 10 Months in advance
Scheduled airlines typically 
release their seats 10 months in 
advance therefore booking as 
early as possible will ensure the 
cheapest fare. Special o!ers on 
flights might come up later but 
these will be unpredictable.

9. Minimum stays
The cheapest airfares often 
require you to stay as least 2 
nights, while other airline tickets 
require a Saturday night stay.

10. Additional add ons
Ensure that the air fare that you 
have seen includes all additional 
adds ons such as airport tax, 
credit card fees and hold 
baggage fees.



Click Travel Ltd, Alpha Tower,  
Su!olk Street Queensway,  
Birmingham, B1 1TT 
 0844 745 2121 
 sales@clicktravel.com 
 www.clicktravel.com 

!"##$%

&$'( BUSINESS TRAVEL
MANAGEMENT

COMPANY
(Fewer than 250,000 
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The implementation went so 
smoothly it seemed too easy; the 
team are confident, competent and 
never failed on any of their tasks.  
They were patient with us and made 
transfer easy and a great success.

The help desk sta! are terrific and 
nothing is too much trouble, their live 
help is so easy to use and responsive.

Carbon 
footprint

Live, non-stop 
support

Thousands 
of suppliers

Reporting & 
analytics

We have always found that they 
are willing to go ‘the extra mile’  
to help support our business.

Policy 
integration
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