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Cliqbook is an Outtask Business Solution 

Cliqbook provides corporate managers, agents and travelers with the information needed to 
effectively manage travel in today’s fast-changing environment.  Cliqbook Travel Reports are 
compiled from underlying databases that are updated live with every detail found in a trip 
itinerary.  Travel information is sent to Outtask from a number of sources including agencies, 
global distribution systems (GDS), travel information vendors, providers, consolidators and 
suppliers.  Consequently it is possible for Outtask to assimilate all reports required before the 
general ledger.  When Cliqbook is combined with Vinnet expense management or your back-
office accounting package you have a complete travel reporting solution leading to managed 
travel. 
 
 

 
Outtask reports can be sorted by each column and narrowed to a time period that you prefer.  
The reports can be downloaded into HTML, MS Excel, MS Access, CSV, TXT and XML for 
further analysis or use.  Scheduled downloads for integration into your ERP or financial solution 
of preference can be arranged.  In addition, reports can be pivoted as with three-dimensional 
reporting and searched for specific criteria. 
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Following are some examples of the reports currently available from within the Cliqbook 
application.  New reports that are developed for customers are immediately available for your 
benefit.  These reports are upgraded on a continual basis according to the requirements of 
effective Travel Managers.  They are all accessible over a secure web connection in your 
company’s travel portal provided by Outtask.  Certain reports can be made available only to those 
employees who have been granted authorization.  Following is a series of screen shots intended 
to give you an idea of the range of reports available through Outtask’s Cliqbook travel 
management solution starting with a summary page showing the portal. 
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Market Reporting 
Upon customer election, Cliqbook can store travel pricing for up to 90 days following each search.  
The top results including the best published fares, best corporate discounted fares and best 
internet fares are included, providing the ability to segment the information and evaluate the 
effectiveness of a corporate travel program.   
 
 

 
 
 
Business Significance: 
� Quickly learn which choices are providing the best fares and whether employees are taking 

advantage of those opportunities. 
� Better position your company for supplier negotiations by learning which airlines, airports and 

GDSs are providing the top choices and top fares during a chosen time period.  This can be 
used to shape company policy and help in supplier negotiations. 

� This reporting capability is also helpful should a traveler or agent need to re-visti a prior 
search and explain any decisions made leading up to the ticket purchase. 

 
Data Elements: 
� Departure Airport – The airport chosen for departure. 
� Arrival Airport – The airport chosen for arrival. 
� Fare – The cost of the airline ticket that was returned as the top choice based on the 

traveler’s criteria (which can include lowest price). 
� Airline – The airline that offered the top choice based on the traveler’s criteria. 
� GDS – The Global Distribution System that this fare was found on, if applicable. 
� Fare Type – The source of this fare and the reason it was a top result. 
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Policy Reporting 
The Out of Policy Report can be used to quickly determine what reasons are necessitating policy 
violations.  The travel policy exceptions report allows you to find out who is overriding policies and 
for what reason.  Another key statistic is which travelers are spending the most money on travel.  
This is readily accessible in the travel summary screen.   
 

 
 

 
 

 
 
 
Business Significance: 
� Analyze policy violations to learn where to adapt the travel booking process to those trends.  

For example, Travel Managers can analyze which exceptions are coming up most frequently, 
they can then determine whether to make those exceptions universal or keep them one-off.   



 
 
Cliqbook Travel Reports Library                                     

Cliqbook is an Outtask Business Solution 

� This is a good source of reference when a Manager needs to re-visit an expense that was in 
violation of company policies.   

� Understand why employees might be declining lower fares. 
 
Data Elements:  
� Details – This link will return a complete itinerary and purchase information. 
� Name – The name of the passenger. 
� Department – The group that the passenger works in. 
� Price – The price charged for this ticket. 
� Currency – The type of currency that the passenger used to purchase the ticket. 
� Days in Advance – The number of days before the origination flight that the ticket was 

purchased. 
� Purchase Date – The date the ticket was purchased. 
� First Travel Date – The date that the first leg of the trip departs. 
� Violation Code – An abbreviation used to describe the reason this ticket was purchased even 

though it was in violation of a company rule.   
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Who’s Traveling Today? 
This report provides a list of all employees traveling today or during another chosen time period.  
The report can be sorted by any of the data elements or drilled down into for a more complete 
itinerary.   
 

 
 
 

 
 
 
Business Significance: 
� Managers and Travel Managers can get a quick view of who is traveling where. 
� Allows Managers to accurately plan for an employee’s arrival.   
� A quick reference to emergency contact information if something were to happen to one of 

the employees traveling.   
� A good tool for understanding travel trends by department. 
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Data Elements: 
� Traveler – The name of the passenger traveling. 
� Department – The group the passenger works in. 
� Started – The date that travel originated. 
� Returns – The date that the traveler begins their return flight. 
� Cell Phone – The mobile phone number of the traveler. 
� Emergency Contact – A name and phone number of the person to be contacted incase there 

is an emergency with the traveler. 
� View – This link will return purchase information and a complete itinerary. 
 
 
Flight Reports 
The Flight Reports provide a detailed list of flights during a chosen time period.  The reports can 
be sorted by any of the data elements or drilled down into for a complete itinerary.  
 

 

 

 
  
 
Business Significance: 
� Managers and Travel Managers can get a detailed view of who is traveling where. 
� Allows Travel Managers to quickly analyze overall travel costs during a chosen time period.  
� Travel Managers can analyze company travel trends for planning purposes.  
� Understand how most tickets are being purchased; through Cliqbook or an agent. 
� Understand how much each department is spending on flights.   
� Learn what the average transaction prices are for tickets including criteria such as days 

purchased in advance.  
 
Data Elements: 
� User Name – The system user who created the trip itinerary. 
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� Department – The group that the passenger works in. 
� Passenger – The name of the passenger. 
� Airline – The airline that the ticket was purchased for. 
� Ticket No. – The transaction number assigned to the ticket. 
� Transaction – The type of transaction, such as purchase or reservation. 
� Price – The price of the ticket.   
� Currency – The type of currency that the passenger used to purchase the ticket. 
� Days in Advance – The number of days before the origination flight that the ticket was 

purchased. 
� Purchase Date – The date the ticket was purchased. 
� 1st Travel Date – The date that the first leg of the trip departs. 
� Cost Center – The cost center associated with the reason for this trip. 
� Booking Source – The tool used to purchase this ticket. 
� Details – This link will return a complete itinerary and purchase information. 
 
 
Voided Tickets 
This report lists all tickets that have been voided during a given time period and provides details 
about the transaction.  You can also drill down to view the complete itinerary for any of the voided 
tickets.  
 

 
 
Business Significance: 
� Allows Travel Managers to easily manage credits and lost dollars due to voided tickets. 
� Provides Managers a source of reference when they need to re-visit a voided ticket. 
 
Data Elements: 
� Name – The name of the traveler. 
� Department – The name of the group the traveler works within. 
� Price – The price of the voided ticket. 
� Currency – The type of currency used to refund the ticket. 
� Days In Advance – The number of days in advance that the ticket was voided. 
� Purchase Date – The date the ticket was booked. 
� First Travel Date – The date the trip was due to originate. 
� Details – A link to drill down into the complete itinerary.  
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Travel Spend Report (GDS + Web) 
The Travel Spend Report provides detailed travel information for a 360 degree view by GDS, 
Web, and vendor.  You can drill down into Fare Options to view the other options that were 
available when the ticket was booked.  It also provides a summary of voided ticket and unused 
ticket information by vendor.   

 

 
 
 
Business Significance: 
� Understand which source, GDS or Web, is providing the lowest fares.   
� Understand which GDSs are providing the lowest fares. 
� Understand which Airlines are providing the lowest fares. 
� Understand which markets cost the most/least to travel to and from. 
� Leverage all of this information when negotiating with suppliers for greater discounts.   
 
Data Elements: 
� Vendor – The name of the vendor the car was rented from. 
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� Carrier – Carrier used by the vendor 
� Total Spent – Aggregated amount spent per given Vendor/Carrier combination 
� Total Refund – Aggregated amount refunded per given Vendor/Carrier combination 
� Currency – The type of currency used to pay for the rental cars  
 
Hotel Rental Reports 
Given a specific selection of time, the Hotel Bookings report allows you to view how many 
bookings occurred with specific vendors or by location.  With the hotel details you get a detailed 
description of the accommodations chosen by your employees. 
 

 
 

 
 
 
Business Significance: 
� Better position your company for supplier negotiations by analyzing which vendors and 

markets are providing the most competitive prices.   
� Understand how much your company or departments are spending on hotel accommodations 

during a chosen time period.    
� Compare purchases made with Cliqbook and without. 
 
Data Elements: 
� Name – The name of the person the hotel reservation is for. 
� Department – The group that the traveler works in. 
� Vendor – The name of the hotel that the traveler will be staying at. 
� City – The name of the city that the traveler will be staying. 
� State – The name of the state that the traveler will be staying. 
� Country – The name of the country that the traveler will be staying. 
� Days – The number of nights that a traveler booked at the hotel. 
� Rate – The rate the traveler will be charged for each night booked. 
� Total – The cost of the entire stay at the hotel. 
� Currency – The type of currency used to pay for the hotel. 
� Arrive – The date that the traveler will arrive at the hotel. 
� Depart – The date that the traveler will checkout from the hotel. 
� Cliqbook – Indicates whether the reservation was made using Cliqbook. 
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Hotel Summary 
This report provides a summary of hotel rates by vendor during a chosen time period.  The 
vendors are also broken down by currency when applicable.  The Top Ten summaries can be 
pulled up by the most visited cities, most expensive average rates by vendor, and highest rate 
instances.  
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Business Significance: 
� Travel Managers can analyze which hotels are providing the most competitive rates in each 

country.   
� Travel Managers can quickly analyze market trends.  
� Better position your company for supplier negotiations. 
� Learn what are the maximum rates paid versus the minimum rates your company is paying.   
� The Top Ten reports are a great reference to learn where your company is spending the most 

money for hotel accommodations.  This information can be use when making policy 
decisions.   

 
Data Elements: 
� Vendor – The name of the hotel that the traveler will be staying at. 
� Days – The total number of nights booked with each hotel vendor during a selected time 

period. 
� Rooms – The number of rooms occupied within the selected time period. 
� Avg. Rate – The total amount spent divided by the total number of room nights booked with 

each vendor during a selected time period. 
� Min. Rate – The least amount spent for nights booked with each vendor during a selected 

time period. 
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� Max Rate – The largest amount spent for nights booked with each vendor during a selected 
time period. 

� Total Price – The total amount paid for all the nights booked with each vendor during a 
selected time period. 

� Currency – The type of currency used to pay for a hotel reservation. 
 
Car Rental Report 
This report provides a detailed description of car rental expenditures during a chosen time period.  
The information can be sorted by any of the data elements including vendor and cost. 
 

 
 
Business Significance: 
� Learn with whom your company is spending the most money and who is providing the most 

competitive rates for car rentals.  Leverage this information to negotiate service 
commitments. 

� Understand how much your company or each department is spending on rental cars. 
 
Data Elements: 
� Name – The name of the person renting the car. 
� Department – The department the person renting the car works within.  
� Vendor – The name of the vendor the car was rented from. 
� Location – The city and state that the car was rented from. 
� Picking up – The date that the car was picked up from the vendor. 
� Dropping off – The date the car was dropped off to the vendor. 
� Rate per day – The cost to rent the car each day.   
� Days – The number of days the car was rented. 
� Cars – The number of cars that were rented by this person. 
� Estimated Cost – The estimated total cost of the car rental. 
� Currency – The type of currency that was used to pay for the car rental. 
� Cliqbook – Indicates whether Cliqbook was used to book the car rental.   
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Car Rental Summary 
These reports provide a quick summary of all cars rented and cars rented by vendor during a 
chosen time period. 
 

 
 
 
Business Significance: 
� Analyze company trends for planning purposes. 
� Learn which vendors are providing the most competitive rates.  Leverage this information for 

negotiation of supplier contracts. 
� Learn what your company’s average transaction price is for car rentals. 
� Learn how much was spent for car rentals over a chosen time period.  
 
Data Elements: 
� Country – Organizes car rentals by country 
� Cars – The number of cars rented during this time period 
� Cliqbook – Indicates how many times Cliqbook was used to book cars during this time period 
� Agent-booked – Indicates how many times a live travel agent was used to book cars during 

this time period 
� Days – The number of total days that a car was rented during this time period 
� Total Fees – Total amount of fees spent on rental cars during the selected time period 
� Currency – The type of currency used to pay for the rental cars 
 
� Vendor – The vendor that the car was rented from 
� Days – The number of days cars were rented from each vendor during the chosen time 

period 
� Avg. Rate – The average rate paid to each vendor during the chosen time period 
� Total Cars – The total number of cars rented from each vendor during the chosen time period 
� Total Fees – The total amount of fees charged by each vendor during the chosen time period 
� Currency – The type of currency used to pay for the cars rented 
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Group Travel Report 
Along with the travel administration and event planning procedures provided by Outtask, a full 
range of group travel related reports are available for you to keep tabs on what in many cases is 
a costly aspect of doing business.   
 

 
 
Business Significance: 
� Regulate the number of employees traveling on each flight, minimizing the associated risks 

with group travel. 
� Work from central report to manage group transportation and events. 
 
Data Elements: 
� Meeting – The name of the meetings within the chosen time period 
� Location – The location of each meeting 
� Start Date – The date that each meeting begins 
� End Date – The date that each meeting concludes 
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