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Self Registration & Profile Build Instructions
The University of Wisconsin has chosen the Cliqbook™ product suite to provide our travelers with a new blended travel management system – a next-generation set of web-based travel tools designed to allow business travelers to better plan and book travel.  Cliqbook™ uses the latest technology – providing the ability to plan trips, check fares, track itineraries, and book reservations for meetings, flights, hotels, and cars quickly and accurately.
Please follow the instructions below to register and complete your Cliqbook profile.    

Self Registration

1 Copy and paste the following link in your Web browser:



http://www.concursolutions.com/registration/register_form.asp?regcode=UWSystem
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2 Please complete all of the fields on the initial registration page.

3 The configuration information at the bottom of the main registration page is for your own personal use, it will not change the settings on a company level. 
4 Click Submit to finish the registration page.
Completing your profile

1 Once you have submitted your registration page you will be automatically directed to the Cliqbook sign-on page to complete your profile.

Use your email address as your login and the password you set during the registration process. 
2 Once logged in to the site, click on the profile link located in the gray toolbar. The single page profile contains the separate areas to store information.
· COMPANY SPECIFIC INFORMATION (i.e. department or cost center number if required by your Company).

· CONTACT INFORMATION – including home and work address, phone and email and emergency contact.

· TRAVEL PREFERENCES – including preferred departure airport, seating preferences, room type and car type.

· FREQUENT TRAVELER PROGRAMS – includes air/car/hotel membership numbers.  If you belong to more than five programs click save after you have entered your first five program numbers at which time you will be able to enter additional programs.
· PASSPORT INFORMATION – although not mandatory, it is recommended your passport information is in your profile.

· ASSISTANTS / TRAVEL ARRANGERS – this area allows you to designate someone access to your profile as well as the ability to book on your behalf. 

3 Be sure to click “save” after entering information that is entered using a separate pop up box (example: Credit card information, Membership program numbers).
Have a question or need additional assistance?  Contact one of the Cliqbook technical support agents at Fox World Travel:  800-545-8037 -or- cliqbookhelp@gofox.com



NOTE


	Cliqbook login field needs to be your work email address. This ensures that your profile and login are unique to you and your company. 








