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QTravel Program Frequently Asked Questions





SMART Portal – Password reset

Did you know that you can reset your own password at any time?

[image: ]
· Go to SMART Portal homepage and select the
                              “Forgot your password?” link.
· Enter your email address and a reset password
                              link will be sent directly to you
· Link received is used to reset your password










Locating Invoices and Itineraries via SMART Portal

•	After logging into SMART Portal, select the “Invoices & Itineraries” icon from the Home page

INVOICES

•   From the menu on the left-hand side, select “Invoices”
•   The “Invoice Date” field will default to today’s date, you do not need to change this
•   In the “Client” field enter the name of the traveller that you are wanting the document for.
You will need to enter the details with the Surname first. EG: SMITH/Robert (NOTE: You must select the traveler name that pops up, or you will receive an error when you click on “Search” in the next step)
•   Select “Search”. This will display all the bookings for the selected traveller
•   To view the invoice, select the [image: ]icon under the “Actions” tab. This will download your
invoice in pdf format. ITINERARIES
•   From the menu on the left-hand side, select “List Clients”
•   Enter the traveller first name and last name in the required fields and select “Search”
•   To view the traveller profile, select [image: ]under the “Actions” tab
•   To view the itinerary, select the link of the relevant booking number




Tramada Reporting

Several reports are available within the “Invoices and itineraries” icon. These can be accessed from the “Reports” tab at the top of the page. A user guide is available from the Tramada Next Generation reports” link is below.











Fare Forecaster

CTM’s Smart Fare Forecaster - gives a 21-day view of your chosen sectors outlining the cheapest day and time to travel.  and highlights the cheapest day and time window to fly.

•   Fare Forecaster is currently available to all agencies
•	Accessed via the SMART Portal and can be customised to show 3 different itinerary segments if required
•   To activate the widget, select the [image: ] icon on the fare forecaster tile.
•	Once activated, select your city pairs and one way or return. Type the city name in the location bar.  
•   Select the window of time to view the fare prices relevant for your trip
•   Hover over the bar graph to view the best available fare in the chose time window
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TripCase

Tripcase allows you to view your travel itinerary from your mobile device. Please see link below with further information.




















CTM Group Travel 
There are different types of group bookings and CTM manage them in different ways.
The Queensland Government’s dedicated CTM consultant team can assist with bulk group flight bookings, where travellers are travelling from multiple destinations on different dates to multiple destinations.
Where available, negotiated Queensland Government rates will be used. To access these rates, you will need to fill out the below Groups template and email the template to qldgov@travelctm.com

[bookmark: _MON_1644739699]                                                                     
ETM (Event Travel Management) offer the full scope of group travel movements;
· Group Flights
· Group Accommodation, in conjunction with Flights
· Transportation and Ground Arrangements
· Conference Venue Finding
· Attendee Booking & Registration Service

What is a Group?
If you're booking a group of 10 or more on the same travel itinerary or have 20 or more passengers travelling to the same destination for a common purpose, ETM has you covered. With solutions to suit a variety of group types, sizes and travel needs, ETM can help you find the best travel option for your group, within the QTravel policy.

Please complete the below form and submit your enquiry to ETM via email qldgovgroups@eventsctm.com . One of our dedicated Groups Travel Consultants, will be in contact to discuss your requirements further.


[bookmark: _MON_1641907850]                                                                           
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Online Training Tutorials
Serko offer a variety of training tutorial videos that you can access at any time. 
Click on the PDF to access the online training. Topics include: 
· Making bookings								
· Changing a booking online
· Clone a booking 



Seating Requests Click on the PDF document to learn how to request seating for your bookings														
Jetstar Baggage 
When booking a Jetstar flight, you can add baggage to your booking. 

												
Hotel / Car only search with Serko without AIR If you are booking a regional hotel or need to book a car only.

												
Tip for regional search – Add QLD to your location - example below Tully alone did not appear however Tully qld will return an option to select…
[image: cid:image001.jpg@01D5B4CB.02EFFA20]

Unused Tickets Tips & Hints 									

Add Itinerary to calendar 															
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Top Picks Program 
The Top Picks Program (Hotel Consolidation) initiative is aimed at delivering further savings to the QTravel program by consolidating room nights into fewer hotels in Brisbane, Cairns and Townsville.
To select the top pick rate, refer to the room type that has ***Best Rate***, which indicates that this is the Top Pick rate at the Top Pick property. 








NB: Top Picks are not ‘preferred’ properties, this is Serko terminology only.
For further information on Top Picks, or a copy of the Top Picks List and Maps for 2020, please click on the below PDF Links 


  
          
    On Request Bookings 
In Serko HRS’s hotels will appear with either the green [image: cid:image002.jpg@01D3FCC3.CD973F20] or orange [image: cid:image001.jpg@01D3FCC3.CD973F20]  (Also known as ‘On Request’) booking button.  
[image: cid:image002.jpg@01D3FCC3.CD973F20] Indicates ‘Live’ availability in which once clicked your booking will be confirmed. 
[image: cid:image001.jpg@01D3FCC3.CD973F20] Indicates the property has limited allotments for the dates you are searching, or the property doesn’t have the technology to provide HRS with live availability for QTravel, in which, when selected you are requesting for the property to be contacted.  
For further information on the steps of an On-Request Booking and the Quote Tool process, please click the below pdf link.
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HRS Invoice Portal 
The HRS Invoice Portal provides travel administrators and travel bookers with instant access to their accommodation invoices (post-stays) at any time, day or night.
Travel administrators and bookers can self-register to view and download their accommodation invoices. Travel administrators requiring global access (all invoices for your agency bookings), you will need to log a feedback ticket for HRS, requesting ‘admin rights’, and you will be promptly granted this access.
The Invoice Portal is located on the CTM Smart Portal under ‘Documents and links’. We encourage you to visit the link and self-register today.
[image: ]







To learn how to set up access please click the below Invoice Portal FAQ.



[bookmark: _Hlk31289820]Accommodation Group Bookings 
HRS specialises in group accommodation bookings, providing exclusive QLD Government negotiated rates, centralised payment and booking data flow to BI. To access these rates, you will need to fill out the below Groups template and email the template to events-au@hrs.com.  
For further information, click the below Group Accommodation Bookings FAQ and Group Accommodation Template.
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HRS Hotel Directory 
The Hotel Directory is used as a research tool for agencies to view more than 9,000 bookable properties in the QTravel program.  Where a booker is not sure of the properties available to book in a certain location, they can open the Hotel Directory to view options available to them.


Adding a hotel in program 
If a property you require is not found in program, please log a feedback ticket via CTM’s Smart Portal under ‘Documents and Links’.  Based on the location the team may send you a ‘new hotel request’ form which requests further information about the property required.  As you can imagine, QTravel have over 3,000 available hotels to book online.  To maximise the Program’s buying power, new hotel requests are sent to QGP for consideration for locations where there are suitable options currently in Program. 

Direct Bookings 
The QTravel program discourages direct bookings being made with properties as it creates the following issues; 
· Breaches some agency travel policy’s 
· Creates a breach of the hotel’s rate agreement with HRS
· Encourages leakage 
· Affects follow up quotes (supply and demand)
· Jeopardises the direct relationship between HRS and the hotel
· Interferes with duty of care as direct bookings are not visible on QTravel emergency reports, which are run during natural disasters or emergency events to locate travellers. 
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This document outlines the reports available in Tramada 
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Client Description 
 
Client Departure/ 


Return Report 


This report is useful for bookers wanting to keep track of the reservations they have made in a day or 


week. The report includes costing information for bookings as well as the booking arranger name and 


trip destination. 


Sales Description 
 
 


Booking Source 


Report 


 
Provides a summary of bookings made for a specified date range including the total cost information 


for each booking and booking arranger name. The report can track online bookings by each 


department, or filter by booking status. 


 
 
 


City Pair Report 


 
Provides a detailed breakdown of flights on specific routings and is particularly useful for monitoring 


what the top routes are and the amount paid (excl. taxes & GST) for each sector of a ticket. The data 


includes generic fare class (economy, business) to further monitor what fare types are being 


purchased. 


 
Segment Days 


/nights report ** 


Provides a report for non-air segments, such as accommodation or car. This report is particularly 


useful for monitoring compliance to hotel programmes, with the ability to report by hotel chain, 


property, city and traveller. 


 


Corporate Description 


 
Corporate 


Expenditure 


Report 


This report analyses expenditure, with a focus on air, hotel and car. The report shows the totals 


by different segment types and/or destination.  The report also allows inclusion from a number 


of additional fields: order number, supplier, invoice number, policy exception code. 


 


Corporate 


Savings Report 


 
The report monitors and analyses policy compliance by tracking savings against a choice of benchmark 


fares (standard or benchmark). The report also captures savings opportunities by comparing fares paid 


to best fare of the day. 


Segment on Hold 


Report 


Provides lists of tickets, which have a segment placed on hold and haven’t been used. This report is 


especially useful in ensuring paid fares are utilised. 


 


Credit Card 


Report 


 
Details all expenditures charged by CTM against specific credit cards. This report assists in credit card 


reconciliation and offers additional information pertaining to the charge including the ability to include 


the booker’s name, purchase order etc. 


 


Agency Description 


 
 


Passenger 


Report ** 


Enables a user to determine the location of passengers for any given travel date range by city and 


optionally by airline. Additional information can be included in the display such as onward travel details, 


hotel and car information and emergency contact details if loaded into the travellers’ profile. 


 


** All reports, except for Segment Days/Nights and Passenger Report, can be exported to CSV format and emailed to yourself for 


ease of data analysis. 
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Client Departure / Return Report 
 


This report is useful for bookers wanting to keep track of the reservations they have made in a day or week. The report 


includes costing information for bookings as well as the booking arranger name and trip destination. 
 
 
 
 


Client Departure / Return Report: 


 
 
 


*NOTE DEBTOR WILL DEFAULT TO YOUR COMPANY’S DETAILS* 
 
 


Dom/Int: leave blank for all destinations or select Domestic or International as required 


Date Type:  Select from Booking Date, Departure Date or Return Date 
 
 


Use Export CSV functionality to have report emailed to you. 
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Booking Source Report 


 
 


 


 


Booking Source Report 
 
 


 


Date Type:  Booking Date is only option 


Booking Date From / To:  Date range for the report 


Report Level:  Detail is recommended for CSV export. Other options are Overview and Summary 
 
 


Use Export CSV functionality to have report emailed to you. 
 


 


 


 


 


 


 


 


 


 


 


 


 


 


Provides a summary of bookings made for a specified date range including the total cost information for each 


booking and booking arranger name. The report can track online bookings by each department, or filter by 


booking status. 
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City Pair Report 


Provides a detailed breakdown of flights on specific routings and is particularly useful for monitoring what the top routes 


are and the amount paid (excl. taxes and GST) for each sector of a ticket. The data includes generic fare class (economy, 


business) to further monitor what fare types are being purchased. 
 
 


 


City Pair Report: 
 
 


 
 
 


 


Date Type:  Select date option from booking, departure, invoice or issue 


Date From / To:  Date range for the report 


Dom/Int/Tas: Select relevant destination from Domestic, International or Trans-Tasman 


Report Level:  Detail is recommended for CSV export. Other options are Overview and Summary 


Combine with Reverse Pair:  If Summary report chosen, this combines city pairs to one. E.G BNE-NTL and NTL- BNE will 


combine to BNE-NTL 
 
 


Use Export CSV functionality to have report emailed to you. 
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Segment Days / Nights Report** 


Provides a report for non-air segments, such as accommodation or car. This report is particularly useful for monitoring 


compliance to hotel programmes, with the ability to report by hotel chain, property and traveller. 
 
 


 


Segment Days/Nights Report 
 
 


 
 
 


Profile:  For specific traveller information. Format must in Tramada profile format. E.G 


Smith/John Mr 


Creditor: Search for specific suppliers 


Segment Type:  Non-Air segments such as Hotel and Car 


Date Type:  Start Service Date (check in) or End Service Date (Check out) 


Group By: City, Supplier or Chain 


Sort By: City, Passenger or booking 
 
 


Export CSV cannot be used for this report 


Once parameters are entered click on Continue 
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Segment Days / Night Report continued 
 
 
 
 
 
 
 
 
 
 
 


Print function View /hide 


details on left hand tree 
 
 


 


From the Export function, you can export the report into 


PDF or CSV. 
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Corporate Expenditure Report 


This report analyses expenditure, with a focus on air, hotel and car. The report shows the total by different segment 


types and/or destination.  The report also allows inclusion from a number of additional fields: order number, supplier, 


invoice number, policy exception code. 
 
 


 


Corporate Expenditure Report 
 
 


 
 
 


Date Type:  Select date option from booking, departure, invoice, service or issue 


Date From / To:  Date range for the report 


Report Level:  Detail is recommended for CSV export. Other options are Overview and Summary Client 


Reference: Select from one of 13 data fields. E.G Order Number, Booked By, Reason for Travel 


Dom/Int/Tas: Select relevant destination from Domestic, International or Trans Tasman 


Segment Type:  Select segment type from Tkt (air), hotel, car or all 
 
 


Use Export CSV functionality to have report emailed to you. 
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Corporate Savings Report 


The report monitors and analyses policy compliance by tracking savings against a choice of benchmark fares (standard or 


benchmark).  The report also captures savings opportunities by comparing fares paid to best fare of the day. 
 
 


 


Corporate Savings Report 


 


Date Type:  Select date option from booking, departure, invoice, service or issue 


Date From / To:  Date range for the report 


Report Level:  Detail is recommended for CSV export. Other options are Overview and Summary Client 


Reference: Select from one of 11 data fields. E.G Order Number, Booked By, Reason for Travel 


Dom/Int/Tas: Select relevant destination from Domestic, International or Trans- Tasman 


Segment Type:  Select segment type from Tkt (air), hotel, car or all 
 
 


Use Export CSV functionality to have report emailed to you. 
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Segment on Hold Report 


Provides lists of tickets, which have a segment places on hold and haven’t been used. This report is especially useful in 


ensuring paid fares are utilised. 
 
 


 


Segment on Hold Report 


 
 
 


 


Date From / To:  Ensure date range is 12 months past and forward to capture all credits on hold. 


Exclude Terminated Ensure No is chosen to include all available credits 


Consultant Bookings: 


Include Released Segments: Select Yes to see what credits have been utilised.  


Use Export CSV functionality to have report emailed to you. 
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Credit Card Report 


Details all expenditures charged by CTM against specific credit cards.  This report assists in credit card reconciliation 


and offers addition information pertaining to the charge including the ability to include the bookers name, purchase 


order etc. 
 
 


 


Credit Card Report 


 
 


 
Date Type:  Transaction date is only option 


Date From / To:  Date range for the report Report 


Level:  Detailed is recommended 


Credit Card: Search by a credit card number, ensuring it is as it appears in Tramada in 


encrypted format. 
 
 


Use Export CSV functionality to have report emailed to you. 
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Passenger Report 


Enable a user to determine the location of passengers for any given travel date range by city and optionally by airline. 


Additional information can be included in the display such as onward travel details, hotel and car information and 


emergency contact details if loaded into the traveller’s profile. 
 
 


 


Passenger Report 
 
 


 
 
 


Passenger Name: Search for a traveller. Name must be as per Tramada profile. E.G Smith/John Mr 


Date From / To:  Date range for the report 


City / Country: Specify the city or country you need to search by. 3 letter codes are used. E.G SYD 


(Sydney)or LHR (London Heathrow). 
 
 


Export CSV cannot be used for this report 


Once parameters are entered click on Continue. 
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Client Description 
 
Client Departure/ 


Return Report 


This report is useful for bookers wanting to keep track of the reservations they have made in a day or 


week. The report includes costing information for bookings as well as the booking arranger name and 


trip destination. 


Sales Description 
 
 


Booking Source 


Report 


 
Provides a summary of bookings made for a specified date range including the total cost information 


for each booking and booking arranger name. The report can track online bookings by each 


department, or filter by booking status. 


 
 
 


City Pair Report 


 
Provides a detailed breakdown of flights on specific routings and is particularly useful for monitoring 


what the top routes are and the amount paid (excl. taxes & GST) for each sector of a ticket. The data 


includes generic fare class (economy, business) to further monitor what fare types are being 


purchased. 


 
Segment Days 


/nights report ** 


Provides a report for non-air segments, such as accommodation or car. This report is particularly 


useful for monitoring compliance to hotel programmes, with the ability to report by hotel chain, 


property, city and traveller. 


 


Corporate Description 


 
Corporate 


Expenditure 


Report 


This report analyses expenditure, with a focus on air, hotel and car. The report shows the totals 


by different segment types and/or destination.  The report also allows inclusion from a number 


of additional fields: order number, supplier, invoice number, policy exception code. 


 


Corporate 


Savings Report 


 
The report monitors and analyses policy compliance by tracking savings against a choice of benchmark 


fares (standard or benchmark). The report also captures savings opportunities by comparing fares paid 


to best fare of the day. 


Segment on Hold 


Report 


Provides lists of tickets, which have a segment placed on hold and haven’t been used. This report is 


especially useful in ensuring paid fares are utilised. 


 


Credit Card 


Report 


 
Details all expenditures charged by CTM against specific credit cards. This report assists in credit card 


reconciliation and offers additional information pertaining to the charge including the ability to include 


the booker’s name, purchase order etc. 


 


Agency Description 


 
 


Passenger 


Report ** 


Enables a user to determine the location of passengers for any given travel date range by city and 


optionally by airline. Additional information can be included in the display such as onward travel details, 


hotel and car information and emergency contact details if loaded into the travellers’ profile. 


 


** All reports, except for Segment Days/Nights and Passenger Report, can be exported to CSV format and emailed to yourself for 


ease of data analysis. 
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Client Departure / Return Report 
 


This report is useful for bookers wanting to keep track of the reservations they have made in a day or week. The report 


includes costing information for bookings as well as the booking arranger name and trip destination. 
 
 
 
 


Client Departure / Return Report: 


 
 
 


*NOTE DEBTOR WILL DEFAULT TO YOUR COMPANY’S DETAILS* 
 
 


Dom/Int: leave blank for all destinations or select Domestic or International as required 


Date Type:  Select from Booking Date, Departure Date or Return Date 
 
 


Use Export CSV functionality to have report emailed to you. 
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Booking Source Report 


 
 


 


 


Booking Source Report 
 
 


 


Date Type:  Booking Date is only option 


Booking Date From / To:  Date range for the report 


Report Level:  Detail is recommended for CSV export. Other options are Overview and Summary 
 
 


Use Export CSV functionality to have report emailed to you. 
 


 


 


 


 


 


 


 


 


 


 


 


 


 


Provides a summary of bookings made for a specified date range including the total cost information for each 


booking and booking arranger name. The report can track online bookings by each department, or filter by 


booking status. 
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City Pair Report 


Provides a detailed breakdown of flights on specific routings and is particularly useful for monitoring what the top routes 


are and the amount paid (excl. taxes and GST) for each sector of a ticket. The data includes generic fare class (economy, 


business) to further monitor what fare types are being purchased. 
 
 


 


City Pair Report: 
 
 


 
 
 


 


Date Type:  Select date option from booking, departure, invoice or issue 


Date From / To:  Date range for the report 


Dom/Int/Tas: Select relevant destination from Domestic, International or Trans-Tasman 


Report Level:  Detail is recommended for CSV export. Other options are Overview and Summary 


Combine with Reverse Pair:  If Summary report chosen, this combines city pairs to one. E.G BNE-NTL and NTL- BNE will 


combine to BNE-NTL 
 
 


Use Export CSV functionality to have report emailed to you. 
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Segment Days / Nights Report** 


Provides a report for non-air segments, such as accommodation or car. This report is particularly useful for monitoring 


compliance to hotel programmes, with the ability to report by hotel chain, property and traveller. 
 
 


 


Segment Days/Nights Report 
 
 


 
 
 


Profile:  For specific traveller information. Format must in Tramada profile format. E.G 


Smith/John Mr 


Creditor: Search for specific suppliers 


Segment Type:  Non-Air segments such as Hotel and Car 


Date Type:  Start Service Date (check in) or End Service Date (Check out) 


Group By: City, Supplier or Chain 


Sort By: City, Passenger or booking 
 
 


Export CSV cannot be used for this report 


Once parameters are entered click on Continue 
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Segment Days / Night Report continued 
 
 
 
 
 
 
 
 
 
 
 


Print function View /hide 


details on left hand tree 
 
 


 


From the Export function, you can export the report into 


PDF or CSV. 
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Corporate Expenditure Report 


This report analyses expenditure, with a focus on air, hotel and car. The report shows the total by different segment 


types and/or destination.  The report also allows inclusion from a number of additional fields: order number, supplier, 


invoice number, policy exception code. 
 
 


 


Corporate Expenditure Report 
 
 


 
 
 


Date Type:  Select date option from booking, departure, invoice, service or issue 


Date From / To:  Date range for the report 


Report Level:  Detail is recommended for CSV export. Other options are Overview and Summary Client 


Reference: Select from one of 13 data fields. E.G Order Number, Booked By, Reason for Travel 


Dom/Int/Tas: Select relevant destination from Domestic, International or Trans Tasman 


Segment Type:  Select segment type from Tkt (air), hotel, car or all 
 
 


Use Export CSV functionality to have report emailed to you. 
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Corporate Savings Report 


The report monitors and analyses policy compliance by tracking savings against a choice of benchmark fares (standard or 


benchmark).  The report also captures savings opportunities by comparing fares paid to best fare of the day. 
 
 


 


Corporate Savings Report 


 


Date Type:  Select date option from booking, departure, invoice, service or issue 


Date From / To:  Date range for the report 


Report Level:  Detail is recommended for CSV export. Other options are Overview and Summary Client 


Reference: Select from one of 11 data fields. E.G Order Number, Booked By, Reason for Travel 


Dom/Int/Tas: Select relevant destination from Domestic, International or Trans- Tasman 


Segment Type:  Select segment type from Tkt (air), hotel, car or all 
 
 


Use Export CSV functionality to have report emailed to you. 
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Segment on Hold Report 


Provides lists of tickets, which have a segment places on hold and haven’t been used. This report is especially useful in 


ensuring paid fares are utilised. 
 
 


 


Segment on Hold Report 


 
 
 


 


Date From / To:  Ensure date range is 12 months past and forward to capture all credits on hold. 


Exclude Terminated Ensure No is chosen to include all available credits 


Consultant Bookings: 


Include Released Segments: Select Yes to see what credits have been utilised.  


Use Export CSV functionality to have report emailed to you. 
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Credit Card Report 


Details all expenditures charged by CTM against specific credit cards.  This report assists in credit card reconciliation 


and offers addition information pertaining to the charge including the ability to include the bookers name, purchase 


order etc. 
 
 


 


Credit Card Report 


 
 


 
Date Type:  Transaction date is only option 


Date From / To:  Date range for the report Report 


Level:  Detailed is recommended 


Credit Card: Search by a credit card number, ensuring it is as it appears in Tramada in 


encrypted format. 
 
 


Use Export CSV functionality to have report emailed to you. 
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Passenger Report 


Enable a user to determine the location of passengers for any given travel date range by city and optionally by airline. 


Additional information can be included in the display such as onward travel details, hotel and car information and 


emergency contact details if loaded into the traveller’s profile. 
 
 


 


Passenger Report 
 
 


 
 
 


Passenger Name: Search for a traveller. Name must be as per Tramada profile. E.G Smith/John Mr 


Date From / To:  Date range for the report 


City / Country: Specify the city or country you need to search by. 3 letter codes are used. E.G SYD 


(Sydney)or LHR (London Heathrow). 
 
 


Export CSV cannot be used for this report 


Once parameters are entered click on Continue. 
 
 


 






image6.emf
Tramada Reporting Guide.pdf


Tramada Reporting Guide.pdf


 
 


Tramada Reporting Guide 


This document outlines the reports available in Tramada 


Page 1 


 


 


 
 


Client Description 
 
Client Departure/ 


Return Report 


This report is useful for bookers wanting to keep track of the reservations they have made in a day or 


week. The report includes costing information for bookings as well as the booking arranger name and 


trip destination. 


Sales Description 
 
 


Booking Source 


Report 


 
Provides a summary of bookings made for a specified date range including the total cost information 


for each booking and booking arranger name. The report can track online bookings by each 


department, or filter by booking status. 


 
 
 


City Pair Report 


 
Provides a detailed breakdown of flights on specific routings and is particularly useful for monitoring 


what the top routes are and the amount paid (excl. taxes & GST) for each sector of a ticket. The data 


includes generic fare class (economy, business) to further monitor what fare types are being 


purchased. 


 
Segment Days 


/nights report ** 


Provides a report for non-air segments, such as accommodation or car. This report is particularly 


useful for monitoring compliance to hotel programmes, with the ability to report by hotel chain, 


property, city and traveller. 


 


Corporate Description 


 
Corporate 


Expenditure 


Report 


This report analyses expenditure, with a focus on air, hotel and car. The report shows the totals 


by different segment types and/or destination.  The report also allows inclusion from a number 


of additional fields: order number, supplier, invoice number, policy exception code. 


 


Corporate 


Savings Report 


 
The report monitors and analyses policy compliance by tracking savings against a choice of benchmark 


fares (standard or benchmark). The report also captures savings opportunities by comparing fares paid 


to best fare of the day. 


Segment on Hold 


Report 


Provides lists of tickets, which have a segment placed on hold and haven’t been used. This report is 


especially useful in ensuring paid fares are utilised. 


 


Credit Card 


Report 


 
Details all expenditures charged by CTM against specific credit cards. This report assists in credit card 


reconciliation and offers additional information pertaining to the charge including the ability to include 


the booker’s name, purchase order etc. 


 


Agency Description 


 
 


Passenger 


Report ** 


Enables a user to determine the location of passengers for any given travel date range by city and 


optionally by airline. Additional information can be included in the display such as onward travel details, 


hotel and car information and emergency contact details if loaded into the travellers’ profile. 


 


** All reports, except for Segment Days/Nights and Passenger Report, can be exported to CSV format and emailed to yourself for 


ease of data analysis. 
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Client Departure / Return Report 
 


This report is useful for bookers wanting to keep track of the reservations they have made in a day or week. The report 


includes costing information for bookings as well as the booking arranger name and trip destination. 
 
 
 
 


Client Departure / Return Report: 


 
 
 


*NOTE DEBTOR WILL DEFAULT TO YOUR COMPANY’S DETAILS* 
 
 


Dom/Int: leave blank for all destinations or select Domestic or International as required 


Date Type:  Select from Booking Date, Departure Date or Return Date 
 
 


Use Export CSV functionality to have report emailed to you. 
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Booking Source Report 


 
 


 


 


Booking Source Report 
 
 


 


Date Type:  Booking Date is only option 


Booking Date From / To:  Date range for the report 


Report Level:  Detail is recommended for CSV export. Other options are Overview and Summary 
 
 


Use Export CSV functionality to have report emailed to you. 
 


 


 


 


 


 


 


 


 


 


 


 


 


 


Provides a summary of bookings made for a specified date range including the total cost information for each 


booking and booking arranger name. The report can track online bookings by each department, or filter by 


booking status. 
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City Pair Report 


Provides a detailed breakdown of flights on specific routings and is particularly useful for monitoring what the top routes 


are and the amount paid (excl. taxes and GST) for each sector of a ticket. The data includes generic fare class (economy, 


business) to further monitor what fare types are being purchased. 
 
 


 


City Pair Report: 
 
 


 
 
 


 


Date Type:  Select date option from booking, departure, invoice or issue 


Date From / To:  Date range for the report 


Dom/Int/Tas: Select relevant destination from Domestic, International or Trans-Tasman 


Report Level:  Detail is recommended for CSV export. Other options are Overview and Summary 


Combine with Reverse Pair:  If Summary report chosen, this combines city pairs to one. E.G BNE-NTL and NTL- BNE will 


combine to BNE-NTL 
 
 


Use Export CSV functionality to have report emailed to you. 
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Segment Days / Nights Report** 


Provides a report for non-air segments, such as accommodation or car. This report is particularly useful for monitoring 


compliance to hotel programmes, with the ability to report by hotel chain, property and traveller. 
 
 


 


Segment Days/Nights Report 
 
 


 
 
 


Profile:  For specific traveller information. Format must in Tramada profile format. E.G 


Smith/John Mr 


Creditor: Search for specific suppliers 


Segment Type:  Non-Air segments such as Hotel and Car 


Date Type:  Start Service Date (check in) or End Service Date (Check out) 


Group By: City, Supplier or Chain 


Sort By: City, Passenger or booking 
 
 


Export CSV cannot be used for this report 


Once parameters are entered click on Continue 
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Segment Days / Night Report continued 
 
 
 
 
 
 
 
 
 
 
 


Print function View /hide 


details on left hand tree 
 
 


 


From the Export function, you can export the report into 


PDF or CSV. 
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Corporate Expenditure Report 


This report analyses expenditure, with a focus on air, hotel and car. The report shows the total by different segment 


types and/or destination.  The report also allows inclusion from a number of additional fields: order number, supplier, 


invoice number, policy exception code. 
 
 


 


Corporate Expenditure Report 
 
 


 
 
 


Date Type:  Select date option from booking, departure, invoice, service or issue 


Date From / To:  Date range for the report 


Report Level:  Detail is recommended for CSV export. Other options are Overview and Summary Client 


Reference: Select from one of 13 data fields. E.G Order Number, Booked By, Reason for Travel 


Dom/Int/Tas: Select relevant destination from Domestic, International or Trans Tasman 


Segment Type:  Select segment type from Tkt (air), hotel, car or all 
 
 


Use Export CSV functionality to have report emailed to you. 
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Corporate Savings Report 


The report monitors and analyses policy compliance by tracking savings against a choice of benchmark fares (standard or 


benchmark).  The report also captures savings opportunities by comparing fares paid to best fare of the day. 
 
 


 


Corporate Savings Report 


 


Date Type:  Select date option from booking, departure, invoice, service or issue 


Date From / To:  Date range for the report 


Report Level:  Detail is recommended for CSV export. Other options are Overview and Summary Client 


Reference: Select from one of 11 data fields. E.G Order Number, Booked By, Reason for Travel 


Dom/Int/Tas: Select relevant destination from Domestic, International or Trans- Tasman 


Segment Type:  Select segment type from Tkt (air), hotel, car or all 
 
 


Use Export CSV functionality to have report emailed to you. 







 
 


Tramada Reporting Guide 


Page 11 


 


 


 


Segment on Hold Report 


Provides lists of tickets, which have a segment places on hold and haven’t been used. This report is especially useful in 


ensuring paid fares are utilised. 
 
 


 


Segment on Hold Report 


 
 
 


 


Date From / To:  Ensure date range is 12 months past and forward to capture all credits on hold. 


Exclude Terminated Ensure No is chosen to include all available credits 


Consultant Bookings: 


Include Released Segments: Select Yes to see what credits have been utilised.  


Use Export CSV functionality to have report emailed to you. 
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Credit Card Report 


Details all expenditures charged by CTM against specific credit cards.  This report assists in credit card reconciliation 


and offers addition information pertaining to the charge including the ability to include the bookers name, purchase 


order etc. 
 
 


 


Credit Card Report 


 
 


 
Date Type:  Transaction date is only option 


Date From / To:  Date range for the report Report 


Level:  Detailed is recommended 


Credit Card: Search by a credit card number, ensuring it is as it appears in Tramada in 


encrypted format. 
 
 


Use Export CSV functionality to have report emailed to you. 
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Passenger Report 


Enable a user to determine the location of passengers for any given travel date range by city and optionally by airline. 


Additional information can be included in the display such as onward travel details, hotel and car information and 


emergency contact details if loaded into the traveller’s profile. 
 
 


 


Passenger Report 
 
 


 
 
 


Passenger Name: Search for a traveller. Name must be as per Tramada profile. E.G Smith/John Mr 


Date From / To:  Date range for the report 


City / Country: Specify the city or country you need to search by. 3 letter codes are used. E.G SYD 


(Sydney)or LHR (London Heathrow). 
 
 


Export CSV cannot be used for this report 


Once parameters are entered click on Continue. 
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How to sign up to Tripcase 
 


 


Step 1 
 


Navigate to  www.tripcase.com/signup 
 


 
 
 


• This can be done either on a module device 
or a PC 


 


 
 


 


Step 2 
 


• Complete the registration form, ensuring 
the email address is the same as your CTM 
travel profile. Most likely your work email. 


 


 
 
 


    Enter First & Last Name, Email address and password. 


 


Step 3 
 


• Depending on what type of phone you 
have, click to download from the 
appropriate application store. 


 


 
 
 


•   TripCase does not support Blackberry or 
Window devices.  However you can go to 
www.tripcase.com to access TripCase for 
all other mobile devices, tablets and 
computers. 


 


 
 
 


• CTM Mobile is a complimentary 
application. 


 


 
 
 



http://www.tripcase.com/signup

http://www.tripcase.com/





 
 
 
 


 
 


Step 4 


 


 


 
 


• Once the application has been loaded on your 


device, use your email address and password 


to access. 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


Step 5 


 


 


 


• All new & existing bookings made via CTM will 


automatically appear in your CTM Mobile 


account. Additionally any changes to these 


bookings will instantly synchronise. 
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• All new & existing bookings made via CTM will 


automatically appear in your CTM Mobile 


account. Additionally any changes to these 


bookings will instantly synchronise. 
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Group Booking

		TravellerId		Title		Name		Surname		Booking ID		PNR		DepartureDate		DepartureTime		ArrivalDate		ArrivalTime		FromCity		ToCity		Flight		Class		Cost		AirlineRef		Baggage		HotelCity		Hotel		Cost Centre		Email		Telephone		FrequentFlyerId		FrequentStayerId		Policy		Comment		Warnings		HHSTSNPREASONFORTRAVEL

Group Booking: Reason for Travel		HHSTSNPTRIPID

Group Booking: Trip ID		GBREFHHSTSNP

Group Booking: Group Booking Reference
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[bookmark: _GoBack]

Your Details

		First Name

		



		Last Name

		



		Department

		



		Position

		



		Cost Centre

		



		Best Contact Number 

		



		Email Address

		



		Travel Approver Name

		





Group Information 

		Group Name

		



		Travel Departure Date

		



		Travel Return Date

		



		Reason for Travel

		



		Form of Payment (BTA or Corporate Card)

		







Group Travel Services Required 

		What services do you require? (Can select multiple if applicable)



		⃝

		Group Accommodation Booking



		⃝

		Group Air Travel Booking



		⃝

		Venue Sourcing Assistance 



		⃝

		Other eg. Buses / Trains / Conference Room: 







		Venue/Meeting Brief

Please provide information on preferred venues or destinations and meeting requirements

		

















		Accommodation Brief

Please provide an overview of your accommodation requirements, please specify any requirements, star rating, breakfast, Twin/Single, etc.

		

















		Travel Brief

Please provide an overview of your travel requirements, including departure ports, passenger numbers and preferred times.

		

















		Special Requirements

Please provide special information i.e travelling with weapons, instruments, wheelchairs

		





If available, please attach to your email additional information such as a program overview, event agenda, spreadsheet of traveller’s names or special requirements.
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General Goods and Services – Travel 
 
 


 


The QTravel program and online booking tool Serko, has undergone a variety of enhancements and 
changes since the 2014 state-wide launch. To ensure that staff accessing the online booking tool have 
the latest information and training, Serko have a variety of online videos available.  


These videos will show users how to book flights, hotels and cars whilst managing traveller’s profiles, 
itineraries, and associated tasks required from a booker perspective. 


Access 
The QTravel Team have compiled a list of links directing you to the relevant Serko Online videos to allow 
you to get started in the program, begin booking travel, and, managing your travellers and organisations 
itineraries.  These videos are generic, so users should consider agency specific settings. 


Click any of the below links to view the videos. 


Although there are various tutorial videos available from Serko, only the links listed are relevant - the 
others do not apply to the QTravel program. 


Any questions please feel free to contact the QTravel team at qtravel@hpw.qld.gov.au 


Serko Training Tutorials 


April 2017 


 


Getting Started Create a Booking Manage Bookings Manage Profiles 


navigation make a booking change a booking profile administration 


manage my profile book a flight change flights  


 book a rental car change a rental car  


 book a hotel change a hotel  


 unused ticket credits cancel a booking  


 clone a booking share a booking  


  print/email itineraries  


  add trip to calendar  



mailto:qtravel@hpw.qld.gov.au

https://vimeo.com/188909236

https://vimeo.com/188909784

https://vimeo.com/188912499

https://vimeo.com/188916438

https://vimeo.com/188909508

https://vimeo.com/188910324

https://vimeo.com/188913411

https://vimeo.com/188910810

https://vimeo.com/188913707

https://vimeo.com/188911046

https://vimeo.com/188913912

https://vimeo.com/188911663

https://vimeo.com/188914721

https://vimeo.com/188912182

https://vimeo.com/188915344

https://vimeo.com/188915760

https://vimeo.com/188916249



		Access
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Serko Online


Tip for bookers…







Selecting Airline 


Seats
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Selecting Airline Seats


• Seats can be selected either prior to Finishing the booking or after the booking has been 
completed.  Note it is favourable to select seating after the booking has completed.


• Select the More Options button for the flight in the itinerary.


• Choose Seating in the Request area.  


• A map of the aircraft will appear (if available)


• Choose the seat on the aircraft map for the traveller.  If the booking is for more than one traveller 
ie. a multi-passenger booking, select the drop down where the traveller name is listed to choose 
the other travellers seat.  


• After seats have been selected for all passengers, select Save.  Repeat the process for all flight 
sectors


• You can then select Finish to complete the booking.


• The following slides are a visual demonstration on this topic.
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JetStar Baggage


To add baggage to a JetStar 


flight, after the fare is selected 


and the user selects the Next 


button, you will be prompted 


with an  Itinerary Options 


window.  


Select the price option for the 


baggage required. Note the 


numbers at the end of the 


words Start Baggage indicate 


the number of kilograms 


allowed.






image16.emf
Hotel and Car (no  Air) search in Serko.pdf


Hotel and Car (no Air) search in Serko.pdf


Page 1 •  Copyright © 2014 Serko • All rights reserved


New search function for hotels and cars 
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UNUSED TICKETS – TIPS







From the Air Selection screen, before selecting ‘Search Air Availability’, click 
‘Show Unused Tickets’


This will display a list of all unused tickets that are on hold. 


Note - this will not use the unused ticket, but just provide a list of all available tickets on hold.  







Hyperlink – “Show Unused Tickets” will show all tickets


Best to only use if you are intentionally booking a flexible ticket and 
would like to search for a high value unused ticket.


If you intend to book best fare of day – continue to search for 
flights >prompt to select ticket will appear (Next slide) 


This symbol indicates that it is a 
partially used ticket and can only 
be used for the same traveller. 
(Cannot be name changed)







When making a booking –
Unused Ticket pop up 
window will prompt for the 
tickets available to select.







Tickets on Hold will always be sent by Serko as a 
request to CTM and are not guaranteed. 


If your booking for multiple travellers – you can 
select an unused ticket for each traveller 





		Slide Number 1

		Slide Number 2

		Slide Number 3

		Slide Number 4

		Slide Number 5
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Adding Itinerary to Calendar


• After booking has been ticketed, Travel Bookers have the ability to add the itinerary to the 
travellers calendar as an appointment.


• Open the ticketed itinerary.


• Select More Options at the top of the screen.  


• Select Add to Calendar. 


• A popup box will appear – select open


• In Mail select Respond and Choose Forward.


• Enter the Travellers email address and choose Send.


• Please note that if there is more than one sector in the itinerary ,the popup box will display for each 
sector so you will need to forward each sector.
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HRS Australasia Pty. Ltd., 123 Eagle Street, Level 18 Riverside Centre, Brisbane QLD 4000, Australia 
P: 61 2 8585 0888 | E: australia@hrs.com | W: hrs.com/corporate 
Australian Business Number (ABN): 42 006 852 991 


Top Picks Program 2020  


 


About  
As part of the agreed 2020 Hotel Consolidation program, HRS has contracted a 
selected number of properties in Brisbane, Cairns and Townsville, as the ‘Top Pick’ 
hotels.  These properties have been selected based on overall value for money 
considering factors such as live availability, best rates and positive traveller reviews. To 
ensure your agency is selecting the best price of the day, bookers will need to select the 
Top Pick rate. 
 
How will Top Pick’s appear in Serko? 
Top Pick’s will be filtered to the top of a Serko accommodation search.  All other 
properties are still available to book.   
 
Top Pick Hotel’s and their Top Pick Rates can be identified by the green tick with words 
***Best Rate*** and ‘Corporate Preferred’ located on the ‘card’ as seen below.     


 


 


 


Top Picks Reason Codes (Core agencies only)  
To get a better understanding of booking 
behaviours within the Top Pick cities, we have 
implemented the break policy screen which 
allows the user to select the most relevant reason 
for not selecting a Top Pick Rate. The QTravel 
program displays 7 Reasons which bookers can 
select from.  
 
Please ensure that you are selecting the most 


relevant reason code as this data is used for 


reporting purposes. 
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Top Pick Hotels 2020 – BRISBANE   


Star Rating Hotel Name Address 


3 Ibis Brisbane 27-35 Turbot Street, Brisbane 


3.5 Madison Towermill Hotel 239 Wickham Terrace, Brisbane 


4 Mantra on Mary 70 Mary Street, Brisbane 


4 Ibis Styles Brisbane Elizabeth Street 40 Elizabeth Street, Brisbane 


4 Park Regis North Quay 293 North Quay, Brisbane 


4 Pacific Hotel Brisbane 345 Wickham Terrace, Brisbane 


4 Oaks 212 on Margaret 212 Margaret Street, Brisbane 


4 Holiday Inn Express Brisbane Central 168 Wharf Street, Brisbane 


4 Central Hillcrest Apartments 311 Vulture Street, Brisbane 


4 George Williams Hotel 317-325 George Street, Brisbane 


4 Oakwood Hotel and Apartments Brisbane 15 Ivory Lane, Brisbane 


4 Quest South Brisbane 46/50 Water Street, South Brisbane 


4.5 Punthill Brisbane 40 Astor Terrace, Brisbane 


4.5 Evolution Apartments 18 Tank Street, Brisbane 


4.5 The Docks on Goodwin 15 Goodwin Street, Brisbane 


4.5 Oaks Festival Towers 108 Albert St, Brisbane 


4.5 Capri by Fraser - Brisbane 80 Albert Street, Brisbane 


4.5 Hotel Grand Chancellor Brisbane 23 Leichhardt St (cnr Wickham Tce), Brisbane 


4.5 Mantra Midtown Brisbane 127 Charlotte Street, Brisbane 


4.5 Alpha Mosaic Hotel Fortitude Valley 8-12 Church St, Brisbane 


4.5 Four Points by Sheraton 99 Mary Street, Brisbane 


4.5 TRYP Fortitude Valley Hotel 14-20 Constance Street, Brisbane 


4.5 Quattro on Astor Apartments 107 Astor Terrace, Brisbane 


4.5 FV by Peppers 179 Alfred St, Brisbane 


4.5 Annexe Apartments 9 -11 Walden Lane, Brisbane 


4.5 Oaks Istay Rivercity 79 Albert St, Brisbane 


4.5 Alex Perry Hotel and Apartments 959 Ann Street, Brisbane 


5 Pullman Brisbane King George Square Corner Ann Street & Roma Street, Brisbane 


5 Ovolo The Valley 1000 Ann Street, Brisbane 


5 Stamford Plaza Brisbane Cnr of Edward & Margaret Streets, Brisbane 


 


Fortitude Valley 


 


Select **Best Rate** in Serko to always get the best value 
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Central 


 


 
 


Southbank 


 
 


 


 


 


 


 


 


Refer to the HRS Hotel Directory on 
your SmartPortal to view the 


excellent rates! 
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Top Pick Hotels 2020 – CAIRNS 


Star Rating Hotel Name Address 


3.5 Bay Village Tropical Retreat Corner Lake & Gatton Streets, Cairns 


3.5 Comfort Inn Cairns City 183 LAKE STREET, Cairns 


3.5 Tropic Towers Apartments 294-298 Sheridan Street, Cairns 


3.5 Cairns Plaza Hotel 145 The Esplanade - (Cnr of Minnie St), Cairns 


3.5 Ibis Styles Cairns 15 Florence Street, Cairns 


4 Rydges Plaza Cairns Cnr Grafton & Spence Streets, Cairns 


4 Holiday Inn Cairns Harbourside 209-217 The Esplanade, Cairns 


4 Rydges Esplanade Resort 209-217 Abbott Street, Cairns 


4 Park Regis City Quays Cairns 4-6 Lake Street, Cairns 


4 Mid City Luxury Suites 6 McLeod Street, Cairns 


4 Inn Cairns Boutique Apartments 71- 75 Lake Street, Cairns 


4 Coral Tree Inn 166-172 Grafton St, Cairns 


4 Grosvenor in Cairns 186 -188 McLeod Street, Cairns 


4 Il Centro Apartment Suites 26-30 Sheridan Street, Cairns 


4 Cairns Queenslander Hotel and 


Apartments 


267 Lake Street, Cairns 


4 Mantra Esplanade 53-57 The Esplanade 


4.5 Mantra Trilogy 101-105 The Esplanade, Cairns 


4.5 Cairns Central Apartments 58-62 McLeod St, Cairns 


4.5 Cairns Sheridan Hotel 295 Sheridan Street, Cairns 


4.5 Pacific Hotel 43 The Esplanade, Cairns 


4.5 Cairns Harbour Lights Marlin Parade, Cairns 


5 Pullman Cairns International 17 Abbott Street, Cairns 


 


 


Select **Best Rate** in Serko to always get the best value 
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Top Pick Hotels 2020 – TOWNSVILLE 


Star Rating Hotel Name Address 


3.5 Raintree Motel 12 Bowen Road, Townsville 


3.5 Summit Motel 6 Victoria Street, Townsville 


4 Mercure Townsville 166 Woolcock Street, Townsville 


4 City Oasis Inn 143 Wills Street, Townsville 


4 Rydges Southbank Townsville 23 Palmer Street, Townsville 


4 Madison Plaza Townsville 409 Flinders Street, Townsville 


4 Townsville Central Hotel 12-14 Palmer St, Townsville 


4 Park Regis Anchorage 51 Palmer Street, Townsville 


4 Waters Edge The Strand 63-64 The Strand, Townsville 


4.5 Oaks Metropole Hotel 81 Palmer Street, Townsville 


4.5 Hotel Grand Chancellor Townsville 334 Flinders Street, Townsville 


4.5 Central Islington Apartments 4 Aplin Street, Townsville 


4.5 The Ville Resort - Casino Sir Leslie Thiess Drive, Townsville 


4.5 Central Kensington Apartments 1-3 Kingsway Place, Townsville 


4.5 Quest Townsville 30-34 Palmer Street, Townsville 


 


 


Select **Best Rate** in Serko to always get the best value 
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HRS Australasia Pty. Ltd., 123 Eagle Street, Level 18 Riverside Centre, Brisbane QLD 4000, Australia 
P: 61 2 8585 0888 | E: australia@hrs.com | W: hrs.com/corporate 
Australian Business Number (ABN): 42 006 852 991 


  


 


 
FAQ - What is an ‘On-Request’ booking & how does it work?  
 


► In Serko HRS’s hotels will appear with either a green                         or orange                        
(also known as ‘On-Request’) booking button.  


 


 
 


► When availability appears as On-Request it means that, either the property has sold-out of their 
QTravel allotments, or they do not have a connection with HRS in order to provide live availability 
to QTravel. (The latter is most common due to technological constraints experienced by some 
regional and remote QLD properties, and differing business models for some large chains). 


► When you select an On-Request room the following steps occur: 


1. Serko sends HRS a message to action the on-request booking. 


2. HRS sends an email to the property requesting the room. If no response is received 
within 1 hour HRS phones the property to ascertain availability (remote properties may be 
difficult to raise a response from, so this time may vary). It is important to note that HRS 
prioritises bookings based on the lead time until check-in date; if your requests takes 
longer than anticipated our consultants will provide you with updates until the property 
can be contacted and the request can be fulfilled. 


3. If the property confirms ‘yes’, HRS will book the room and send you and the property a 
hotel confirmation. 


4. If the property says ‘no’, HRS will send a Quote Tool email to you. The Quote Tool email 
will provide 3 live booking alternatives (live links) depending on what options are 
available. The Quotes Tool always aims to provide you with the closest matches based 
on the original on-request room. 


5. As the booker you should select the most suitable link in the email – this will confirm the 
booking and HRS will generate confirmations to you and the new property. 


6. Until you respond to the Quote Tool email the booking will not progress. The email 
subject header will state *ACTION REQUIRED* to ensure you see that action is needed. 
Should no options be suitable you can: 


– Hit ‘reply’ to the Quote Tool email and request further assistance; or 
– Cancel the Quote and select a ‘reason code’ to tell us why the alternatives were 


not suitable (this helps us refine the quote process). The booker should then call 
or email HRS consultants so they can help you find a more suitable option.  
 


► We understand the on-request process can be frustrating, so if your booking is urgent, or you 
require several rooms, we recommend contacting HRS consultants directly (1300 368 145 option 
#2, govt@hrs.com ) so you do not have to wait for this process to be completed. 


► For feedback, complaints and compliments please log a feedback ticket on your Smart Portal 
Homepage via ‘documents & links’ > Feedback Log > addressed to HRS. 



mailto:govt@hrs.com
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HRS Invoice Portal 


 
The HRS Invoice Portal provides travel administrators and travel bookers with instant access to their 


accommodation invoices (post-stays) at any time, day or night. 


Travel administrators and bookers can self-register to view and download their accommodation 


invoices. Travel administrators requiring global access (all invoices for your agency bookings) just 


need to log a feedback ticket for HRS, requesting ‘admin rights’, and you will be promptly granted this 


access. 


The Invoice Portal is located on the CTM Smart Portal under ‘Documents and links’. We encourage you to 


visit the link and self-register today. 


 


If invoices do not appear within the portal, it may be because the booking charge has not yet been 


made, as check-in may be for a future date or the booking includes an entitlement to incidentals; 


incidentals may take up to 21 days for the hotel to invoice HRS.  
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How to make a Group Accommodation Booking 
 
 


HRS specialises in group accommodation bookings, providing exclusive QLD 


Government negotiated rates, centralised payment and booking data flow to BI.  There 


is no fee for group bookings via HRS.   


 


1. Complete the HRS Accommodation Group Template  


2. Email to events-au@hrs.com 


a. For any questions please call 1300 368 145 (option 2)  


 


Important note:  This document can be used from the quoting stage up until the 


confirmation of bookings, providing a centralised document for your requirements or 


changes.  


 


Summary of services & benefits: 


o Group accommodation bookings and fulfilment of any special requests 


o Centralised payment via HRS Chargeback – this provides you with a 


single vendor (HRS), management of traveller entitlement policy and any 


disputes that may arise 


o Negotiated long stay rates, with flexible conditions, in your preferred 


accommodation style – hotel, apartment style, short and long-term 


property rental 


o There are no fees for accommodation bookings, this includes individual, 


group bookings and changes to bookings 


o Accommodation booking data flows to your CTM Business Intelligence 


reporting 


o Access to HRS Consultants 24/7 via the QTravel line 1300 368 145 


(option 2) for any queries that may arise throughout the process of the 


booking 
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						Traveller Email Address
(per QTravel Serko Profile)		Cost Centre		Custom Field*
(if agency has one)		Chargeback 
(Per Agency Rule)		Check-in Date		Check-out Date		Town/City  
(If Known) 		Preferred Property
(If known) 		Room Type
 (if known)		Special Requests

				Example 		firstname.lastname@agency.qld.gov.au 		5007256				Chargeback Room and Breakfast (CBB) 

tc={62DD716F-78E1-42D5-8329-A72941BC3009}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Please only select the chargeback that your agency has access to.  For clarification please contact your Agency Administrator in the first instance		12/13/19		12/14/19						2 beds		Sharing a room with Jim Jones requires separate bed

				1

				2

				3

				5

				5

				6

				7

				8

				9

				10

				11

				12

				13

				14

				15

				16

				17

				18

				19

				20

				21

				22

				23

				24

				25

				26

				27

				28

				29

				30

				31

				32

				33

				34

				35

				36

				37

				38

				39

				40

				41

				41

				42

				43

				44

				45

				46

				47

				48

				49

				50

				51

				52

				53

				54

				55

				56

				57

				58

				59

				60

				61

				62

				63

				64

				65

				66

				67

				68

				69

				70

				71

				72

				73

				74

				75

				76

				77

				78

				79

				80

				81

				82

				83

				84

				85

				86

				87

				88

				89

				90

				91

				92

				93

				94

				95

				96

				97

				98

				99

				100

				100

				101

				102

				103

				104

				105

				106

				107

				108

				109

				110

				111

				112

				113

				114

				115

				116

				117

				* This field is not mandatory

Please only select the chargeback that your agency has access to.  For clarification please contact your Agency Administrator in the first instance





Instructions
Email the completed template to: events-au@hrs.com 
For any questions call: 1300 368 145 (Option 2)

mailto:events-au@hrs.comAccommodation Group Template 

mailto:firstname.lastname@agency.qld.gov.au

Chargebck Room Only

		Chargeback

				Chargebck Room Only (CBR)

				Chargeback Room and Carpark (CBC) 

				Chargeback Room and Incidentals (CBI) 

				Pay Own Account (POA) 

				Chargeback Room and Breakfast (CBB) 
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FAQ - How to find a hotel & HRS Hotel Directory 
 


► Log into HRS’s Hotel Directory to find more than 9,000 bookable hotels Australia-wide.  
► The Hotel Directory is an excellent travel planning resource, which is located in CTM’s Smart Portal 


under ‘Documents and Links’ (scroll down to view).  The password is QTravelHotel99.  Note: The 
Hotel Directory is a research tool, bookings cannot be made here.  


► If you can’t find the hotel you need for upcoming travel please call our friendly consultants on 1300 
368 145 (Option 2), or email them at govt@hrs.com  


► If you notice a hotel you may need in the future is not in the Directory, please provide the hotel 
details in a feedback ticket addressed to HRS. (The Feedback Portal is also located on Smart 
Portal under ‘Documents and Links’ (scroll down to view)). Our team will contact the property to 
negotiate an agreement for QTravel. 
 


Note:  The Meriton chain does not support incidentals chargebacks and does not provide online 
availability for QTravel at this time, however, there are many great quality alternatives available in-
Program providing you excellent value for money – we encourage you to explore the Hotel Directory 
today. 


How to use the Hotel Directory 
 


1. Search by Location – Enter the dates and location required (eg; Rockhampton) - wait for the 
drop-down box to populate, click the required location and Click ‘Search by Location’ to see the 
closest 25 options 
 


 
 


2. Search by Hotel name – Enter the 
dates and name of the hotel - wait for 
the dropdown box to populate. Select 
the property required and then click 
‘Search by Office or Hotel’ to see the 
closest 25 options 
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