Travelog Pty Ltd

Travel Services
Manual

Version: 1.14

Travelog Consultant User Guide Copyright © 2017 — Travelog Pty Ltd ABN 67 099 078 985




Table of Contents

Getting Started With Travelog .............ooo oo 5
USING THIS IMANUAL ...ttt e et s e ettt e e ettt e e ettt s e e teaa s eaesaa s esesanseeesnnnsaeesnnsaenennnseenenn 5
USING TRAVELOG ...ttt e et s ettt e e et s e ettt s e e et s s e seaa s e eeeaas s eeasnaeesasnnseesennnseaesnnnnne 5
TRAVEL SERVICES — TOP MENU BAR ...ttt st e et e et s e e seae s e e eaan e e sennaseenens 5
GLOSSARY OF TERIMS ...ttt ettt e et e e et e e ettt s e e et s e eeaa s e e eesa s eeaanan s e aesanseeeenanseansnnnsenennnns 6
COMPUTER TERIMINOLOGY: ..coittiiiieeiitee sttt esitee st ee sttt e st e sttt e sttt e subeeebbeesabeeesabeeesmseesbeeesabeeennseesanes 8
KEYBOARD SHORTCUTS ....ntiteitiieeitte ettt ettt e ettt ettt e sttt esab et e bt e sttt e sab et e sabeeeabbeesabeeesabeeennneeenneeas 9
SCREEN ICONS & SYMBOLS ....cooitteiiiteitteesitee ettt sttt e sttt e sttt e st e e st eebbeesabeeesabeeeaabeesbeeesabeeennreesanes 9
THE MAIN TRAVEL SERVICES SCREENS ..ottt et 10
SECTION 1 — NEW & EXISTING BOOKINGS........eeeiiiiiiiiieiiieniiteesiee ettt ettt site e sttt e st e sar e sie e sabeeennree e 12
CREATING NEW QUOTES / BOOKINGS (CNTRLAN) ..eeutiiiiiiiieeitesiie sttt sttt 12
MODIFYING AN EXISTING QUOTE/BOOKING (CNTRLHEMY) ....eveeiriieiieeeiieeeieeesresesereeeereesreeesevee e 12
COPYING OR DELETING QUOTES/BOOKINGS......ceitiiiieriiiriieeieesite st esieesite st esieesitessbeesieesinesseesaee e 13
SAVING YOUR TRAVEL SERVICES BOOKING (CNTRLAS) ..vvieiereeeeiiesreresreeerreessteeesreeessseessesessessnssesans 13
SECTION 2 - CLIENT DETAILS: (CNTRLFK) ....coouuiiiiiiiiiiiiiiie ettt ettt ettt st e e naaee e 13
ENTERING NEW CLIENT DETAILLS ....eeieee ittt ettt ettt ettt e st e e st e e s st e e e smreeeesaneeeees 13
ADDING CLIENT PASSPORT / VISA DETAILS.....utiititeiteitee st ettt sttt sttt e steesaee st enbeesieesnneens 16
CLIENT PROFILES FOR FREQUENT TRAVELLERS......ccoiiiitieiiiiite ettt st 17
STORING PROFILE PREFERENCES(F/Flyer Numbers, Meals, Seating & Leisure Preferences)................ 20
PRINTING DEPARTURE CARDS (Australia & NZ ONly) ..cccovuiiiiiiiiieeiiiiee ettt 22
IMPORT FROM CRS — GALILEO / SABRE ......eeiiiiiiiiitieiiiee ettt ettt sttt et sttt e st e e e e 22
IMPORT FROM CRS — AMADEUS 0or ABACUS USERS.........uiiiiiiiiiiiee ettt s 23
IMPORT FLIGHT CHANGES & AMENDMENTS .. .ottt 25
EXPORT CLIENT PROFILES TO YOUR CRS (Amadeus, Sabre, Galileo)...........cccccooeei 26
SECTION 3 — LOADING BOOKING / TRIP INFORMATION (CTRLAT)...ccuutiiieiieriieeieeniiesieeeieesieesieeeeeeneeas 29
TRIP INFORMATION SIDE TABS (OPTIONS, QUOTE 1-3 AND BOOKING) .....evevieiiieieiiieee e 29
MODIFY, COPY OR DELETE EXISTING TRIP LINES ........oo ettt ettt 32
BOOKING FILE AND CONSULTANT CHECKLIST ...ttt ettt ettt e e e et e e e e e e e eeen s 35
CREATING QUICK QUOTES (for client documentation) ........ccccccceeeeeeieeieeiicece e 35
LOADING NON-GDS AIR BOOKINGS (Virin & JELSEA) ....vveeeeeeeeeeeeeereeeeeseseseeeeeeseseseseeeseeseessessssesseseses 37

Travelog Consultant User Guide Copyright © 2017 — Travelog Pty Ltd ABN 67 099 078 985
2



LOADING INSURANCE POLICY INFORMATION ....oiiiiiiiiiiiiie ettt et 39

ADDING LAND BOOKINGS (Hotel, Transport, Tour, Cruise, Rail & Other) .............cccccl, 40
VOUCHER ISSUE & PRODUCTION ..cctttuiiteeeetttiiitiee e e e eeteetiiiee e e e eeeeetasiiaseeeeeeeetsnaaasseeeesenssnnnnsseeeeeeesnnnnn 43
ADDING SUPPLIER CODE TO YOUR DATABASE ...ttt ettt e s e e et e eeeae e e eeeaaes 44
FOREIGN CURRENCY / SERVICE FEES / DEPARTURE TAX / OTHER .....cuvtiiiiiiieeceiiee ettt 46
SEND SUPPLIER BOOKING REQUESTS ....uiitiiiee ettt ettt e et s e et e e et s e eeaas s e eeaaa s e e eennaseeeens 50
INVOICE CORPORATE/DEBTOR ACCOUNTS ....uttiiieiitieeeecireeeesitteeeestreeeestreeeeseataeeeesnassesessntaeeessnsseeans 63
SECTION 4 — NOTES & CALENDAR (CTRLHE) ......ooiiiiiiiiiiiiiieee it siieee s eitee e ssiaeeessntee e s ssnneeessnneeessnes 69
UNDERSTANDING TRANSACTION / PAYMENT TYPES ....eiiittieiiiiecteeertee et e stee e stee e e sane e sveeesnnee e 69
PAY SUPPLIER ...ttt ettt ettt ettt sttt e e st e e st e e s st e e e s et e e e enr e e e e snreeeesnareeee s 69
Py SUPPIEE = BSP .. 69
PAY SUPPLIER —NON BSP OR CHEQUE 2 ...coiiiiiiiieiiiieee ettt e e e s 70
CHEQUE DEPOSIT TO A WHOLESALER ......eeiiieeiiiete ettt ettt st e e s 71
CREDIT CARD DEPOSIT TO A WHOLESALER ..ottt e 72
REVERSING TRAVEL SERVICES PAYMENTS .....neiiiiee ittt ettt ettt ettt st e e s e e s 73
USING QUICK COMPLETION ....cetiiiitiieeeiiiieeeeeitteee e sttt e sttt e s st ee e sttt e s st ee e e ssbeeeesambeeeeesnreeeesanreeeens 74
INVOICE HISTORY ..eeiiiiieeeeeittee ettt ettt ettt ettt e sttt e s sttt e e sttt e s sabb e e e s s et e e e aabreeeesanreeeesanreeeens 75
INVOICE COPY .ttt ettt ettt e e ettt e sttt e e sttt e e s ab et e s sabb et e e s b et e e s aabneeeesanbeeeesanreeeens 75
REVERSING INVOICES / CREDIT NOTES ....ceiuttiiteeiiesite st esiee sttt ettt st esbee st esbeesieesnteenseesieesaneens 76
CHARGES AND CREDIT ENTRY ....tttieiiitttteeiiiete ettt ettt site e e sttt e e sttt e e st e e smbe e e e s sanneee s smreeeesannees 76
Travel Services Consultant FIOW Paths: ........c.eiiiiiiiiiiiie e 77
Leisure BooKIiNg: Air......coooiiiiii 77
Make @ NeW BOOKING: ....ccoiiiiiii 77
Y= Tol=TT o) i 0 0T o 1=V A PSP 78
PaY SUPPIHEI e 78
Print Documents - Quote, Confirmation, Statement of ACCOUNT .......oovivuiiiiiiiiiiiee e 78
A REMAIKS ...ttt ettt e sttt e sttt e s e bttt e s sabe e e e s aabbeeessnbeeeesanbeeeeeaabreeeeaans 79
Leisure Booking: Air - Receipt deposit, balance ........ccccco 79
Air Booking, credit card details to airline............cooooeei 80
COrPOrate BOOKING ... .uuueeieeiiiiiiiiiitiii e nn s nnnnnnnnnnnnnnnnnnnnnn 80
(0T Y=Yl o 10 = 7o Yo ] (1 = 81
Corporate Air Booking - Debtor C/CARD t0 @irliN€........eeeeiieeiiiiiiiieeeeeee et 81

Travelog Consultant User Guide Copyright © 2017 — Travelog Pty Ltd ABN 67 099 078 985
3



Using QUICK COMPIELION oo 82
Py SUP DI e, 83
TYPICAL TRAVEL SERVICES EXAIMPLES .....oeeiiiii ettt e et e et e e eeee s e eene s eeeanaeaee 84
NEW CLIENT: AIR-RECEIPT-PAY SUPPLIER (NON-BSP) .......eeetiiiieiee ettt ettt e e eenvraeee e e e 84
THREE PASSENGERS: TOUR-INSURANCE-PAY SUPPLIER (NON-BSP) .....uuvviiiieeeeiiiiiiieeee e e e e eciiiveeee e 89
NEW BOOKING: AIR ONLY-PNR IN CRS-RECEIPT-PAY SUPPLIER.....c..citiiteeeeiie et 93
CRS BOOKING USING EXISTING PASENGER PROFILE ......ccotiiiiiiiiiiiceiriiiie ettt ettt 97
NEW AIR BOOKING: CREDIT CARD DETAILS TO AIRLINE ..ottt ettt eeeie e eenne e 98
BOOKING FOR A CORPORATE CLIENT ...ttt ettt ettt e eee s e e e e eeeennas 100
LAND BOOKING: CREDIT CARD DETAILS PASSED TO WHOLESALER AS PACKAGE (NON-BSP).............. 103
LAND BOOKING: PAY SUPPLIER BY CHEQUE, RAISE VOUCHER .........ccoiiiiiiiiiiiiiiee e, 105
PRE-PAID VOUCHER (Agency Pays Supplier as Creditor) .......cccveeeeiecciiiieeeee e eeeivneeee e 105
PRE-PAID VOUCHER (Create New Supplier — Agency pays by Cheque)........ccccoeccvrveeeeeeeeeicciiieeeeeennn, 107
PAY DIRECT VOUCHER: (Client to Pay Direct — Commission Due to AZeNCy) .....cccovvvveeeeeeeiccnrveeeeennn. 109
POINT TO POINT SALE USING QUICK COMPLETION ...cevviiniiiiieeieiiiiiee ettt ettt eeeenaa 110
VIRGIN BLUE BOOKINGS — PAID BY CLIENT/AGENCY CREDIT CARDOR ON ACCOUNT ......ccccvverereennne 114
DISCOUNTING INSURANCE PAID DIRECT VIA CLIENT/AGENCY CREDIT CARD .....ccvvveevveeereeecree e, 116
EXAMPLES ON THE LOADING OF AIRFARE PRICING ...ccvttuuiiiiiieeiiiiiiiee ettt 117
ENTERING ARNK AIR SECTORS ...ttt sttt e e e ettt e e e e e e eeee e e e e e eeeeennnas 118

Travelog Consultant User Guide Copyright © 2017 — Travelog Pty Ltd ABN 67 099 078 985
4



Getting Started With Travelog

USING THIS MANUAL

e During Training

This manual can be used during training as an aid to learning. Trainees should highlight important points
and make extra notes as required. Training will focus around a series of 'Typical Procedures'. These
'Typical Procedures are displayed in the manual is the same order in which they will be covered in
training.

The trainee is encouraged to watch for words in CAPITALS that correspond to activities, buttons, actions
or names on screen. The trainee will notice arrows often linking the words in CAPITALS and the
matching button, activity, etc on the screenshot.

e After Training

This manual should also be used as a resource once training has been completed. Trainees are
encouraged to revise activities covered during training and to use this manual as a reference.

USING TRAVELOG

Double-click the TRAVELOG WORLD FOR WINDOWS icon on the Desktop. The TRAVELOG WORLD
LOGON screen will then appear. Check the correct COMPANY is displayed in the dropdown box. Fill in
correct USERNAME and PASSWORD.
¢ Click OK. The TRAVELOG MAIN MENU will appear. Click TRAVEL SERVICES.

£ Travelog World Logon

£ Travelog World Navigator

Tizvelee Wain Wene

[__] Accounting
ve [__] Travel Services
., [L_] Management

: .

Mailing Production

Travelog Training Room

STV 1 1aining Company] =]
Usemame: | Twadmin
Password l = g @ e =
e 2| @
= i @ Aciwe ‘ | Core | Heb | abou ‘

7

¢ Minimise these screens to return to your own ‘Desktop

TRAVEL SERVICES — TOP MENU BAR

The below images will give you an idea of the additional areas available from the top of the Travel
Services window. Please note that some areas are under development. Travelog v1.12 now also assists
consultants by showing keyboard ‘shortcuts’ by noting CTRL + the associated letter on your Keyboard for
the shortcut.
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£ Travel Services - Amadeus Training

File Edit View TravelInformation Tools MNavigator Window Help

TRAVEL SERVICES Quote Number|

Mewe Quobe Windowe
Close Quote Window CirH-L
Quote arka _onkents
Clhent Details Chrl+k Search For Help O, ..
rremnns Trip Information ChrkeT How ko use help
Mon Smoking Airlines Hokae ke
Mon Smoking Countries fccounting Chriea, WWhats this Help
software License Information Active Scresns Chri+R About Travel Services
Skatus Bar
v Small Icans
v Background Picture
Stretch bo Fit Profile Maintenance Fé
Refresh Dpkions

Undo 42
Cut O+
Copy  Chrl+C
Paste Ctr+Y
£ Travelog World Navigator
 Tievelee Wain Weng [
New Cerl+H I:l Accountmg
Open... Ctrl+0 (] [Travel Services
Madify... Ctrl+M [__] Management
Delete. .. Ctrl+D
Save Ctrl+5S

Set Database Location

Clear Cursor
Page Setup...
Print Preview

Print... Ctrl+P a g ‘ Q \) 0

Exit Active [lnck  Close Help About
GLOSSARY OF TERMS
Batch Entry/Data Entry Tickets, receipts, cheques and all

other data entry is entered into a
holding file and - at the discretion
of the administrator is updated
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throughout the system, normally
daily.

BSP — Bank Settlement Plan The automatic deduction of funds
from your bank account by IATA
(BSP) of the Airline Automated
Tickets printed within your office.

Credit Card (CCCF) Payment This can be handled in one of two ways; 1).
The Travel Agent accepts the card and
processes it into their own Bank account as
a Form of payment — (see Receipt Entry).
or 2). Agent passes the Credit card number

to a Creditor

to process - (Non-BSP Entry) . This will track payment &
commission payment

due back to Agency — (Receipt Entry using Supplier Receipt
once commission

paid).

Credit Entry Accounting term related to posting of
receipts & invoices when it is used in
relation to the client file.

Client Trip File Documents, tickets, receipts,
cheques and other Debit/credit
entries are processed to a client trip
file for the Traveller. These entries
only pertain
to one particular trip. If the client
travels again, another Client Trip file
should normally be created.

Commission Monies earned from the sale of Tickets or
Travel and the difference between the gross
amount charged and nett paid

Debit Entry Accounting term related to posting,
tickets & cheques when it is used in
relation to a client file.

Debtors Ledger/Corporate A Commercial Company who
buys its travel through your
agency and pays by Invoice or
Weekly/Fortnightly/Monthly
Statements or Credit Card.

Due Due button — Client Trip Info, shows the outstanding balance

Net Due A ticket is sold to a client,
commission is deducted and the
NET DUE the Creditoris heldin a
General Ledger Holding file until
a Cheque is posted to clear the
file.
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NON-BSP or referred to Tickets / products sold to clients whom you the agent
Suppliers or Principal purchase from consolidators, Insurance Companies,
Coach companies, etc where they pay the nett to the

above either weekly, fortnightly or monthly by return.

Principal The real owner of the Travel
Tickets or documents you have
purchased from the Creditor. The
Principal will provide the service.
(A creditor and principal can be
one and the same, for example —
Creditor — Toursafe Insurance
provides insurance for the Principal —

Toursafe.) Import/Export from CRS Download/Upload of details from / to
eservations Systems Net Remit Special negotiated rates for Airline Tickets

(BSP Ticketing)

COMPUTER TERMINOLOGY:

DESKTOP
A name given by Microsoft to the Opening Screen on your computer where programs are
displayed

DOS

=)

DOS is an old operating character-based system

XCEL
A program for Spreadsheets and Accounting use

ONTS
A font is a collection of letters, numbers, symbols that have a particular design
The font and sizes that you use depend on the fonts available in your computer programs
Font type: Select by clicking the drop down button to select your type face
Font size: Select by clicking the drop down button to select your font size

AMADEUS, SABRE, GALILEO, ABACUS
Your Reservation system (CRS) providers used to book Air, Hotel & Car sectors

HARDWARE
A name given to computing equipment such as computers, printers, CD Burners etc

m

M =

=l

INTERNET
Is operated by an ISP (Internet Service Provider). This could be Telstra, Optus, AOL, TPG, One-
Stream etc

MOUSE
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e A hand device that moves an on-screen pointer or insertion point and re-positions the
cursor. This may be used for clicking on-screen buttons, icons and menus

e The left click is the main operating switch
The right click may list alternative courses of action
A double click (two quick consecutive clicks) may be used to open a selected program

MS OFFICE
This is a Microsoft Suite of Software that comes in various packages. The latest version is ‘MS
Office 2010’

MS WORD
The Microsoft Word Processing package that normally comes with your Computer

PRINT PREVIEW
Allows you to see your selected document on-screen prior to printing a hard copy
P

RINT
This function allows you to turn your document into a hard copy on your selected printer

MS PUBLISHER
A Microsoft programme for preparing flyers, brochures, posters etc
E

SAV

Stores on-screen information in the computer. Your first save requires you to name the
document and maybe the folder or directory in which it is to be stored

KEYBOARD SHORTCUTS

Most Windows based programs allow users to use shortcuts for common functions by holding
the Ctrl Key on your keyboard in combination with a letter — Travelog Quick Keys are as follows:

Ctrl + S = Save File Ctrl + N = New File Ctrl+C=

C.tlrl + M = Modify Ctrl + P = Print Ctrl+V =
SCREEN ICONS & SYMBOLS

New button (page) will create a new document

Open (folder) opens an existing document

Save (disk) you can save the active document you are working on whether it is new or existing
Close (file menu or X on top right) will close the current document and save the changes made
Cut (scissors or ctrl X) removes the highlighted text and place it in memory

Copy (2 pages or ctrl C) copies the highlighted text and places it in memory

Paste (clipboard or ctrl V) pastes what is in memory to a new location

Bold (B button or ctrl B) to add or remove bold — highlight text and click the bold (B) button

Italics (/ button or ctrl 1) to add or remove italics - highlight text and click the italics (/) button
Underline (U button) to add or remove underline - highlight text and click the underline (U) button

The symbols on the top right of your screen are:

X denotes close of the screen or file
Box or two boxes alters the size of your display screen
_ minimises the screen to the bottom tool bar
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WINDOWS
Windows is an operating system developed by Microsoft, which allows multi access to several
files at once with the ability to work between each file.

THE MAIN TRAVEL SERVICES SCREENS

OTHER KEYBOARD SHORT CUTS...

In most screens, any button that has an underlined letter can be
activated by: Pressing Alt and the underlined letter, for example:

Close - Press Alt L instead of clicking on this box.
Save - Press Alt S or Tab through to the SAVE box and when a grey shadow appears, press
Enter and this will save the entry.

A list of standard keyboard shortcuts can be found under the FILE, EDIT & WINDOW buttons at the top
of your screen:

’ & Travel Services - Travelog Training =N oy ™|
File Edit View Travellnformation Tools Navigator Window Help
TRAVEL SERVICES Quote Number: Stles Javstart... |
Quote l

Nevwr Cui+N

Open... O

Modfy... Ctrk+M

Delete, .. Ctr+D Meve Quote Window

Save QS Close Quote Window CtrH-L

Set Database Location Quote Chrie0

Oear Cireoe Undo CrHZ Client Details Chrik

Page S&up... B Trip Information CRrT

Prink Preview Qut  Curlx Motes Chri+E

Print... Cri+P Copy Chri4C ACcounting Chriea

£ Paste Ciri+d Active Screens Chri+R

Quote LIST BARS AND ICONS:
Client Details The list bars reside down the left-hand side of the Travel Services
Trip Information windows and each consists of a heading with the various icons below.
Notes To access the functions relating to each of icons, it is necessary to press
- the respective heading, which then allows the icons underneath to be
Accounting revealed and selected by the user.
Active Screens

NOTE: Keyboard Shortcuts to various areas are also listed and indicated in brackets with Ctrl + the letter

used
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Accounting

i

Transaction Drilldown

Receipt Money

P

Generate Invoice

Chent Details Trip Information

i

Client Details

‘® Trip Information

New (Cii+N) £ Quick Quote

&

Modify [Clrl+M)

X)

Delete [Cul+D)

Copy

"> Air Booking

<+ Inswance

53 Land Booking
9 Other Inclusions
[P Remarks

¥ Build Package
/= Build ltinerary

?

Preferences Pay Supplier

4

Quick Completion

» Booking Request

= Departure Tax

\Im

-
m

= Quick Transfer

Cancel (Ctrl+L)

O]
ave [Ctil+S)

Departure Cards W Service Fee

« Import from CRS

-

Invoice History

'S
" g
Import From CRS

w

Export to CRS

o Exportto CRS

= |

Charges & Credits

Acte Scieenz

Cuote for Test' §13

Cluote for Test' #54

MNotes

5]

Yiew Schedule

Add Chase Up

Add Appointrient
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SECTION 1 - NEW & EXISTING BOOKINGS

CREATING NEW QUOTES / BOOKINGS (CNTRL+N)

THE SIX LIST BARS AND THEIR RELATED SCREENS:

UOTE

o e NEW QUOTE (CTRL+N) — Used to create a new Quote or Booking - This
"'ﬂ will give consultant access to the CLIENT DETAILS screen (See 2. Client
Mew [Ctrl+N) Details).

MODIFYING AN EXISTING QUOTE/BOOKING (CNTRL+M)

e MODIFY (CTRL+M) —This function can be used to add or remove a trip
W line from an existing QUOTE or BOOKING. It can also be used to make
accounting entries in an existing booking (eg: Receipt Money, Pay Supplier,
enter Charges & Credits) When the QUOTE is retrieved as outlined in the
following steps, the Client/Trip file, and associated records in Travel
Services are available

Modify (Cti+M)

. Click on MODIFY. The SELECT TRIP FILE TO MODIFY... screen is activated, where all
Quotes and Bookings are displayed. The search can be Consultant related or sorted by multiple
parameters. Default search settings can be changed on individual workstations and are normally
defaulted during installation — See the ‘INI File Setup’ document found in the Manual Folder of
your office J: Drive for further information

et mprictomoty. _iox)
FdefQuote Nurber:| Surnaene: | TritsaisFirst name: | g‘w
Clent Trip Number: | Profie Code:| Debtor/Corporate Code: [ 5 ::‘;
Home Phone: I work Phone: | E-mod: | P Carcolstions
B Consutant:| 2|
Departing on: I c-owm W TEL=] Fie started between| ORI Bl =] and[COMmTYYY  alz] | Meore detals

I Passenger names
Soarch Htory T P Automaticaly st on last search feld Clear Search Crieria 1

S 12 Ermnest Street &:Io:mdah Heights P“‘SN
10 10 M George |Test 120042006 |12 Man Street Ashburton ¥ic |

11 11 b g Joe Brown 29/03/2006 |22 Sion Street Manly NSW -

12 12 Mss  Robyn |Green 29/03/2006 |22 Red Street Mandy Street Sydney

13 Mss  |Test |Amadeus 14/12/2005 |12 Emest Street  |Balgowiah Heights [NSW

14 Mgz  (Test  |Amadeus 14/12/2005 |12 Ernest Street  |Baloowish Heghts [NSW

15 15 M5 Jane  |Amadeus 22/08/2006 |12 Main Street Ashburton i

16 16 Mss  [Test |Amadeus  |29/01/2006

17 17 Mg Jane | Amadeus 19/06/2006 |12 Main Street Ashburton Vic

18 18 Mrs Jane | Amadeus 11/01/2006 |12 Main Strest Ashburton i

19 19 v Gecrge | Test 12/04/2006 |12 Main Strest Achburton Vic

20 20 M55 Test Amadeus 29/01J2006 1.

21 4| Mrs Jane Amadeus 11/01/2006 |12 Main Strest Ashburton i .‘
TR — - e ’l_i

Mave Last o | Cancel

Travelog Consultant User Guide Copyright © 2017 — Travelog Pty Ltd ABN 67 099 078 985
12



COPYING OR DELETING QUOTES/BOOKINGS

e DELETE —To delete a Travel Services Quote. — Note you cannot delete
files that contain Accounting Records. This will activate a modified SELECT
TRIP FILE TO MODIFY... screen where only Quotes and Cancellations are
displayed. Highlight the required QUOTE and press SELECT.

e COPY —This button activates the SELECT TRIP FILE TO MODIFY... screen.
Use of this function allows the Consultant to copy Client Details, Passenger
Details and/or Trip Information Details into a new booking number.

Copy

The COPY function is particularly useful to an agency that sells packages or tours. A 'Template’
booking file can be created and copied each time the particular tour or package is being sold to
a new client. Highlight the required QUOTE number, Press SELECT and answer YES or NO
carefully to the questions that follow...

SAVING YOUR TRAVEL SERVICES BOOKING (CNTRL+S)

. e SAVE (CTRL+S) — This will saves the details entered against an existing
! Quote or Booking in Travel Services and closes the particular Quote or
- Booking. Please try to ensure you always SAVE a file once you have finished
Sawe [Chil+5) . s
working with it.

- e CANCEL (CTRL+L) — Cancels any changes to the Quote or Booking
'.;Iﬂ currently displayed. This function should be used to discard a partly

. it completed Client Details screen if you no longer wish to create a new file.
Cancel [Ctrl+L)

e CLOSE — This will close Travel services and any currently open or
displayed Booking Files. PLEASE NOTE: Using this button without first
saving an open Booking file will cause any unsaved data from the file to be
lost.

SECTION 2 - CLIENT DETAILS: (CNTRL+K)

ENTERING NEW CLIENT DETAILS

= e From the first (default) Travel Services Screen, Select the NEW QUOTE
[ ] option. This will open the below CLIENT DETAILS screen for you.

Mew [Chil+M |

Fill in all CLIENT DETAILS: Yellow fields are compulsory, white optional. Selections in fields with
drop down arrows can be activated by using @ & [ on keyboard,
and using the ENTER key to select and move to next the field.
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If first letter of the entry description is known, it is possible to access the list of items within this
field quickly. For example: Destination — New South Wales —if 'N'is entered (typed), the list
will appear with New South Wales highlighted because it is the FIRST item in the table beginning
Yoot mtoy Tromung - Chem D ~ &s| with ‘N’ = Press

& Troent Soriscen - Tiwvatog Tramng - 10wt Detads]

[1{\\‘[1\1;(\1:;": ’M‘ oo Py ‘Enter’ and this Selection will be
2==___{ CLIENT DETAILS used. Use the up and down
i g s arrows on your keyboard to move
— o ST Reikdeg through additional code listings.
e NOTE: By loading detailed
ARUTN information about clients and
=, T their contact details, this

information will become
A beneficial to an agency when
R looking to use their client
capekpani database in the future for
marketing and reporting...

.....

e SURNAME — Enter Client’s Surname as you intend it to appear on any printed documentation

for your

Clients — NOTE: Travelog will automatically make the first letter a CAPITAL letter

e TITLE - Select the passenger’s title from drop down selection area.

*  FIRST NAME — Enter client’s full First Name

e ADDRESS - Enter Client’s Address Details noting Yellow Fields are mandatory

e POST CODE - Enter relevant Post Code Details

e WORK PHONE — Enter Work Telephone Number including city code eg. 02 9211 7555

¢ HOME PHONE — Enter Home Telephone Number including city code eg. 02 9211 6166

e  WORK FAX — Enter Work Fax Number including city code eg. 02 9211 6166

¢ HOME FAX — Enter Home Fax Number including city code eg. 02 9211 6166

e  MOBILE PHONE — Enter Mobile Telephone Number

e E-MAIL ADDRESS — Enter Client’s E-mail Address

e CONSULTANT — Drop Down Button - Select Consultant’s Name.

e DESTINATION — Drop Down Button and select destination eg. Asia — Hong Kong / Japan OR
the most distant Travel point eg. Between Sydney + Melbourne select VICTORIA.

e SOURCE - Drop Down Button and select source description eg. Repeat, Corporate etc.

e CATEGORY - Drop down button - Select reason for travel eg. Business, Holiday etc.

The 4 compulsory Client Details fields: CONSULTANT-DESTINATION-SOURCE-CATEGORY:

e GROUP — Used to link individual client’s booking together when they are travelling for a
common reason eg. Olympics or Garden Special Interest Group. Codes are created by
administrators

e LOCATION — Used for marketing purposes to capture what area clients live in.

e CLASS — Debtor Class 1/ 2 or 3 — Mainly for use by a Corporate Agency only to specify their
Top 10/ Top 20 & Top 30 Accounts.
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e AGENT — Outside Agency’s Travel Brokers

e TRAVEL AGENCY — Agency Name will default and this is setup during installation If running a
multi branch agency, you will need to select the correct agency and in some cases you may be
forced to select the agency branch manually to ensure correct reporting on agency sales

e CORPORATE A/C — Adds a link to a Debtor’s Corporate Account for Invoicing and Reporting
purposes at a later date. These tasks are normally handled by Administrators in the ‘Back Office’

e CLIENT TRIP ACCOUNTING CODE — Same number as CURRENT QUOTE NUMBER (Found at
top right- hand side of screen) If these numbers differ it indicates a corruption in your database
and a Database Repair will normally resolve this problem (see Database Repair documentation)

e VIEW MATCHING PROFILE — Will show matching Profile Codes based on Surname

ADDITIONAL BOOKING DETAILS WITHIN THE CLIENT DETAILS SCREEN:

This information is populated automatically if

you have imported a booking from your Adult: Child: Infant:
reservation system. This area is completed No. of Pax |1 jo lo
manually for land-only bookings created Departure Date: ]07/07/‘2010 »e{ - _]
outside of your CRS booking system(s). Return Date: ]DD/MMHYYY %{ vl
 NO. OF PAX ADULT - Enter the total Departure Type: [ Month of Departure
number of adults travelling — [ Open Dated Departure

Alternatively this information will be
automatically completed when a PNR imported from Reservation System

e NO OF PAX CHILDREN — Enter number of children travelling. This information will also be
completed automatically when a PNR has been imported from the Reservation System

e NO OF PAX INFANT — Enter the number of infants travelling. This information will also be
completed automatically when a PNR has been imported from the Reservation System

e DEPARTURE DATE — Enter departure date or Click Calendar and select date. This information
will also be completed automatically when a PNR has been imported from the Reservation
System

e RETURN DATE — Return Date is calculated automatically by the system however the
information is only populated after adding all booking information to your file and saving
the file.

e MONTH OF DEPARTURE — Month of departure eg. Nov

e OPEN DATED DEPARTURE — Please select this option for files with Open-Dated departures or
for files that may have credits on file that you will be holding for clients such as a Bridal
Registry
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ADDING CLIENT PASSPORT / VISA DETAILS

PASSENGER & PASSPORT/VISA DETAILS:

This area will allow you to add additional passenger to your file. Returning
to the CLIENT DETAILS screen, click the PASSENGER & VISA icon to gain
access to the PASSENGER AND PASSPORT/VISA DETAILS screen

NOTE: IF YOU CREATE BOOKINGS WITH MULTIPLE PASSENGERS, PLEASE ENSURE THAT ALL
ADDITIONAL PAX NAMES ARE ADDED TO THE BOOKING BFORE YOU ‘CREATE AS A BOOKING'.
THIS IS DONE BY CLICKING ON THE ‘ADD PASSENGER’ BUTTON

S e ADD PASSENGER — Will add
Sttt additional passengers
B aacammaaEy . MODIFY PASSENGER — Will

: o modify passenger that is highlighted
; e . DELETE PASSENGER — Will
G it delete passenger that is highlighted
x : o TITLE — Click drop down
-- _Lesnes | sener — button and select title
N e, S . FIRST NAME — Enter client’s
> full first name - This is for later

§

':; ~: " = printing onto Departure Cards
K T . SURNAME — Enter client’s
; surname
. (In Upper & Lower Case Only)
. AGE- The correct age will

default once the date of birth has

been entered

e DATE BIRTH — Enter client’s birth date or click calendar and select

e SEX-—The correct sex will default from the title chosen

e TYPE—The correct type will default from age and birthday (Except for Student and Youth)

AFTER ADDING PASSENGERS YOU CAN ALSO ADD RELEVANT PASSPORT/VISA INFORMATION FOR
EACH CLIENT. THIS IS NORMALLY ONLY COMLETED FOR REGULAR TRAVELLERS SO WE SUGGEST
ALSO CREATING CLIENT PROFILES IF YOU INTEND ADDING PASSPORT INFORMATION

NOTE - When completing the Passport/Visa details in DESCRIPTION and NATIONALITY entries: type:
AU = Australia / UK = British / NZ = New Zealand and these will download in full. You can switch
between entering of either Passports or Visa information by selecting relevant type.

e PLACE OF ISSUE: use the city three letter code, for example: CBR = Canberra.

e ADD PASSPORT/VISA — Will add passport / visa details for passenger that is
highlighted

e MODIFY PASSPORT VISA — Will modify passport / visa details for passenger that is
highlighted
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e DELETE PASSPORT/VISA — Highlight and delete passport / visa details

e TYPE —Click correct area - either PASSPORT or VISA

e DESCRIPTION — Enter Passport or Visa type

e DOCUMENT NO. — Enter Passport or Visa number

e NATIONALITY Enter nationality — NOTE: Shortcuts AU=Australia NZ=New Zealand
UK=British

e |SSUE DATE — Enter date of issue or click calendar and select

e EXPIRY DATE — Enter date of expiry or click calendar and select

e PLACE OF ISSUE — Enter any IATA 3-Letter city code and the city description will
default

e COMMENT — Mainly applicable to visa entries eg. Business or Tourist

CLIENT PROFILES FOR FREQUENT TRAVELLERS

©

CREATE PROFILE:

A profile is a set of data relating to a client. Profiles are generally created when a
client first books with the agency or can be merged from other data base sources
via the helpdesk.

A Client Profile contains details of name, address, preferences, corporate link, rules, Passport/Visa and
payment details for an individual client who would be set up as a repeat traveller of the agency. The
details can also be entered prior to booking if the client is a Corporate Traveler. This facility enables the
agency to hold on file complete details for any regular traveller of the agency. It is also used for
marketing / sales analysis.

NOTE: An agency needs to establish guidelines to assist the consultants in determining when a Client
Profile should to be created. A profile can be linked to existing trip information and relevant
accounting information and can then be used in the Sales & Corporate Reporting areas to find this
information later.

TO CREATE A NEW PROFILE:

e Complete CLIENT DETAILS screen (NOTE: Yellow areas MUST be filled in to continue)

e Click CREATE PROFILE on left list bar. (NOTE that a tick appears next to EXISTING PROFILE, the
profile code, which has been created, fills in, as well as three icons (Payment details, address
details and comments) which appear above the surname field. Clicking on these icons may enter
these. (Detailed below)

CLIENT DETAILS

Existing Prafile [ [TEST1 AL Client Trip Accounting ¢
Surname: [Testl [~ Wiew Matching Profiles
Title: Mr = First Names: IG s v Update main passenger's name

on Booking/ClientProfile

e Answer OK to the statement, which appears.
e All of these details will appear when the profile is used to create a new booking and can be
modified by over typing the details
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e The first button next to the profile code is a BROWSE BUTTON, which can be used to access the
PROFILE BROWSE

e where an existing profile can be viewed, selected and used in a booking.

The PROFILE BROWSE Screen contains or allows access to the following information:

-lofx]

File Edit Navigator! Help e Under PROFILE
o yni s8R Ik 9 2 ACCOUNT LEVELS the various
. trip/client files using that

PROFILE BROWSE particular profile are shown.
Semchlac| Show Matching |/@ Profle @ Debior Accourt These can be accessed by

Sot Order: @ Sumame @ Account Code Selected | Miss Test Amadeus i clicking on the + sign adjacent
to the profile code.

AADED M e A 2l Account Code: AMADEUT e Under PROFILE

Mg - s Amadeus Account Name: Miss Test Amadeus

- AMADEUS - Mrs Jane Amad R e e ACCQU NT INFQRMATION,

- FRY1 - Mr Carlos Fry Balgowlah Heights details added in the CLIENT

1~ GILLET1 - Mr Stuart Gilett Nwo DETAILS screen are

”noooa :ﬁu':fm PotCode: 2093 — accessible.

- LEROUX1 - Mr Robert Leroux Hiope o] [M Work Phone:j5555 5089 ' e Click button next to

L MRFRON - Mr Frolen Mranda Con o [ e Prone G555 | DEBTOR ACCOUNT. This
+-MOLITO1 - Mrs Benita Molitor usan Clothing . : .
;'rsrom - M M Stone | Marital Status: [ T | accesses information relating

_-TEST! - Mr George Test || Emai Addeess: fnjo@uaveloghi. com | to the Debtor Account linked

[ select || close | to the highlighted client file.

|Ready [CAPS [NUM  [26/05/2006 [16:23

Several Buttons at the top of the Profile Browse Screen provide further relevant information:

e The TRIP TRANSACTION ENQUIRY button lets users access Client/Trip file
Accounting details: M

x
T U8 Neigamt b i e The PROFILE MAINTENANCE button
sl ivel ol 3 2 : allows access to that particular Back Office

— g - ! gmremmer— RS

Dvties N |
L i
Dot e |

f'i--raon-wm

W inchue NonLipdenmd fursactone
Ohard puoble recond L)

screen, allowing modifications
and additions to be made to the

profile.
] | | see | Cwce |
Plnaen waity protle Sotub MN XK 8D
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e Returning to the CLIENT DETAILS screen, further details of the profile can be recorded, using the
buttons adjacent to the Profile Browse button:

e The PAYMENT DETAILS button allows access to the PAYMENT DETAILS screen. This screen can be
used to record the payment details of regular clients, and holds details of credit cards, cheque

account, etc. Existing Profile 7 [TESTS I $ |n,“;=| §|

e The REMARK ENTRY button allows access to the REMARK ENTRY screen. This provides two
separate free-text areas to record RULES & REGULATIONS and OTHER REMARKS.

2101x
Fie Edt iptiors Navgstel Heb
Dl B e 4 w6 o 9 2 =101
Fle Edt Navgator! Mep
PAYMENT DETAILS —
i D@ W el 28 s 9 2
romtpot 5 REMARK ENTRY
Croque dceouretie | - Accourt Code ‘g‘gufm
Accourt Nome: Ms B Belnda
Bawd. [+ Comment Tyce: @ Rukes & Readstors @ Cthes amarks
Bench I . |
(Craapun Doy |
|
s | _tosw | (Do ] ] || S| [_asd ][ Modty ][ petete J[ Sove ][ Coocrt J[ Gloee ]
E NUM  (mAzeIM B Ready [Car NUM  |[0Sn2/2004 0357

e The PROFILE ADDRESS DETAILS button allows access to the PROFILE ADDRESS DETAILS screen,
which records additional address details of the profile.

Existing Profile IFITESTE' | $ |%=| ﬁl

€ Prolile Addigas Delals|Mrs Do Mo a]

Bie Edi Nawgaol Heo
Dex W e 2 w6l «f 3 2
PROFILE ADDRESS DETAILS

(Dl Mumber: MOFUANT
Heame: Miz Diarm Moion

ket TO®: | G Phsical G Dicbry (@) EHl
@rod @O @O

e

Poutel Code: T

e T e ]

Ll | ]
o Il!l.llﬂl' Delete | Gove |' i Sglect | Close |
Pleae Enter Auddres Dhetady f 2710 Aol P
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STORING PROFILE PREFERENCES(F/Flyer Numbers, Meals, Seating & Leisure Preferences)

PROFILE PREFERENCES

Click the PREFERENCES icon, which allows access to PROFILE PREFERENCES.

These allow entry of the clients Preferences for Airline, Mileage Clubs, Leisure and any special requests.
These can all be passenger related and can apply to the additional passengers on the profile as well.
These are to ensure that you then book what the client actually requires and that any special
information relating to each client can be held on file. Before entering into this area there is some work
that needs to be done in the Codes Maintenance area to establish commonly used codes for
Preferences. The following codes will be needed:

-Mileage Clubs (can be airline, rental car or hotel)
-Suppliers (either accommodation, insurance, transport or other)

-Supplier Services (room types, car types etc)

NOTES TO ADDING PREFERENCES:

e Click into each category box & click the drop down button to select preferences
e Useright & left scroll buttons to access all the preference boxes
e Mileage & Request are the only two categories that are generated to the airline

e Remember to add all preferences before clicking SAVE as this will then close the preferences
area

AIRLINE Preference

=10l x|
PROFILE PREFERENCES Prokle o Charge [E66GS1 = e Airline
Prefwsences (+ Adion Minsge © Sucoler  Losum  Rocuets | [ AddPreiwerce |  Delete Preleserce | . . .
e Seating eg. Window / Aisle
e Specific Seat Requests
e Class of Travel
e Distance eg. Long Haul
e Smoking / Non Smoking
e Any Extra Comments
MILEAGE (Frequent Flyer Memberships)
=l0ixj e Club Type
PROFILE PREFERENCES Profle 1o Change [E:GGS 1 = e Club Number

Prfsencesr ( Adine & Miasgs " Suple C Lenue ¢ Reassti | AddPrefesrce | ([ TDikeie Prieence || i i
1; TR L - e Points Earned (this may no
longer be applicable due to
Credit Card
e schemes that now earn
Points)

Sk | S | Coce | e Comments (free format)

Qartat Froquert Flyer
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SUPPLIER (PREFERENCES)

Under SUPPLIER enter choices for Accommodation, Insurance, Transportation, Tours and Other and the
fields that can then be entered into for each of these are:

-loix e  Type of Supplier
PROFILE PREFERENCES Profle to Change:[BIGGS1 2 e Supplier Name
Preferences: | Aine O Mieape ¢ Suppher (C Leisuwe R | Md,_ | Delege I

e Service Required eg.
Double Room, Automatic
Hatchback

e Service Rate - in the
case of Corporate Clients who

+ - | may have a special rate for their
st | save | Conce |
company.
e Smoking / Non smoking
e Comments
LEISURE is very brief and only consists of the following:
e Type of Leisure Activity
e Comment eg; “Always travels to State of Origin”
=10 x]
PROFILE PREFERENCES Profle to Change:[BIGGS 1 - |

Preferences: (" Axine (‘Mbaoa.(‘ Suppher (¢ Leiswe ( Reguests Add Preference l DdegaPteluml

Ral Irtrested In Group Tous Mr Glenn Biggs |~

geer | save | cowa |

REQUESTS

e These are where OSI/SSR entries for exporting to the Reservation System are entered. Note
that these items once exported will create the OSI / SSR entries for you in your PNR

B.E

PROFILE PREFERENCES 7 Profile to Change: [B1GGS1
Prefererces | Asine " Miesge ( Supgler  Lomue (7 Requests Add Prolerence l I
DEML 'DIABETIC MEAL [er Glernr Bigg: =
Goect | Save | Cawe |
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PRINTING DEPARTURE CARDS (Australia & NZ Only)

DEPARTURE CARDS

Click the Client Details List Bar and then, click on the DEPARTURE CARDS icon in the left list bar.

Select the appropriate country from the DEPARTURE CARD SELECTION, which will then allow screen
display of the departure card itself. If multiple passengers are travelling, only the Passenger whose
name is highlighted in the Passenger & Passport t/Visa details screen will be the person who a Departure
Card will be raised for.

X
DEPARTURE CARD SELEC'I‘ ION
New Zealand Austroka
Cancel (Es¢) |
x
w RLET SR DR R T | PLEASE [V AND ANSWER D ORE ORF @
mﬁwLETENENUSH OVblotor - e. P e—— v G‘""' fian [~
[H 3 WPOrary departing tempor arily resident
2 resident Inwhich 2ate [NSW © Vic © Qi (| departing
Géven names departing doyoulve. 1S4 C WAC TaeC permanonty
Nan [State where you NT C ACT C Othet C
Passport number. spent most time Irtended length of years months days
(563954742 NSW C wiC (|| stay overseas [o[o[s
Fhghe rramber of [orz od C sA ; Courty whete you will spend most time:
name of ship: = C Tas aland D
Country where you wil get off this fight """;“ AT [Newze =l
Main reason for overseas travel:
| New Zealand 4| Othet > ol =
SR orvention mployment
r;m '; YOU UV)S oC jor Courtry of Busness C  Education O What is pour country
1n Surgeon Residance Wisting lendd & Exhbtion || of fubize residence?
Nationalty as shown in pass: l—3 Hobdyy Othet [ﬁ
[Britizh I
DECLARATION The Informusion | bave given is tres costect sad conplete
YOUR SIGNATURL
B OsteOfBath [ 1970871972 ~ [Ti07208 Macgn | Setup | Print | Close |

COMPLETING THE CARD - Some Information will automatically populate this document however some
fields will need to be filled in manually by using the keyboard to TAB through fields and manually add
any missing information.

Insert the Departure Card in the printer slot. Click PRINT to produce the departure Card. Note that
where you have drop down options and the item you want is not available you can type anything in this
area however the only way to keep the description is to TAB out of the relevant field using the TAB
Button on your keyboard.

™ IMPORT FROM CRS — GALILEO / SABRE
"

This feature is used when a booking has been made in your CRS system and the

Import From CRS . . . . . .
et Fram - details are required in Travel Services. You will need to IMPORT the PNR data into

Travel
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Services. The relevant PNR must be present (showing) in the live CRS System Window which will then
allow Travelogs’ Interface to read relevant information.

STEPS TO IMPORTING PNR DETAILS OF YOUR NEW BOOKING:
Create booking in your Reservation System (Galileo / Sabre)

1.1SMITH/J MR 2.1SMITH/J MRS

1 QF 119Y 20FEB 2 SYDAKL HK2 0705 1200 /DCQF /E
2 QF 116Y 25FEB 7 AKLSYD HK2 0645 0800 /DCQF /E
TKT/TIME LIMIT

1.TAW30JAN

PHONES

1.5YD02 9211 7555-H

2.5YD02 9211 6166-B

e Open TRAVEL SERVICES

e From the Grey ‘QUOTE’ Bar select NEW

e From the ‘Client Details’ LIST BAR — select ‘IMPORT FROM C.R.S’ icon
e Select or Unselect relevant import options from the below window

Import from CRS? -

Import from:

= Sabre

% Live System
N Update existing tinerary ¥ Update exdsting pricing

oK | Cacat(e5) |

The options of Updating Itinerary/Pricing from this window relate mainly to when a PNR has been
changed in your Live CRS and is being imported again. Generally users who are importing the PNR for
the first time to Travel Services will want to see both the Itinerary and any Published Fares or Hotel/Car
pricing to be imported.

e This will DOWNLOAD the relevant details into your new Travel Services File number
e Follow any Travelog prompts you might see on screen
e Fillin any mandatory fields (Yellow Fields) in your Client Details Window

THE IMPORTED PNR DETAILS CAN BE FOUND IN YOUR ‘ TRIP INFORMATION’ WINDOW

™ IMPORT FROM CRS — AMADEUS or ABACUS USERS
"

The Amadeus Import function is different to that of Sabre and Galileo. You must first
create your booking in Amadeus and it should include all relevant Client contact
Information in formats

required by Amadeus. Alternatively users can ‘Export’ the stored passenger profile information using the
‘Export to CRS’ option. When PNR is complete, End and Retrieve the PNR. To transfer from your

Impaort From CRS
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Amadeus PNR into Travel Services files, type BT in your Amadeus screen hit the NTER key on your
keyboard. This will transfer the booking into an A.l.R File Record which Travelog then uses to capture
details on import.

STEPS TO IMPORTING NEW BOOKINGS

e Create booking in your CRS or Export Stored Profile details to Amadeus

1.SMITH/J MR

2.SMITH/J MRS

3 QF 119Y 20FEB 2 SYDAKL HK2 0705 1200 /DCQF /E
4 QF 116Y 25FEB 7 AKLSYD HK2 0645 0800 /DCQF /E
5 TKT/TIME LIMIT - TAW30JAN

6 SYD02 83004444-H

7 SYD02 96991588-B

e End & Retrieve your booking

e Type BT in Amadeus or DIT in Abacus Space

e Open TRAVEL SERVICES and Select ‘NEW QUOTE’

e Under CLIENT DETAILS List Bar—select ‘IMPORT FROM CRS’ icon

e From the Menu that appears select the PNR to import and click the IMPORT button. This will
DOWNLOAD the relevant details into you Travel Services trip number

e Fillin any mandatory (Yellow) fields in your Client Details Window

x|
Opts
Show
Amadeus Import ™ MachingPNAE) Oy I Cumert User Oy 7 Shom Ciy Codes instead of Names
Impoct Options

MV Updste mastngpricng ¥ Update Rnerary detads [T Abways create new tnp ines

[Passenge: Nares [ Foung \ User | Sedect [in
2.
TEST/GEORGE MR SYD/MEL/SYD 1249006 | Bocking | FM o |ivPoRT]
Z2P3GL |AMADEUS/IANE MRS, | SYD/AKL/LAX/LHR/SYD [19Jun06 | Bocking | FM | -IMPORT
= TEST/AMADEUS MR L RT)
- 2. .
22)0J0 | TEST/GEORGE MR SYOMEL/SYD 124006 | Bockng | FM | | iMPORT]
ZBABVD |AMADEUS/TESTMISS  |SYD/AKL/SYD 23Jan06 | Ticketed | AB IMPORT]
ZBASVD |AMADEUS/TESTMISS | SYD/AKLSYD 23Mu05 | Ticketed | AB o | iMPORT!
I [VMGENC |TEST/AMADEUS 'SYDMEL/SYD 21Dec05| Booking | NF 1
] |MRINFAJAMES) | 4 | |IMPORT
o) B 2
Z2)UJQ  |TEST/GEORGE MR SYDMEL/SYD 124906 | Bockng | NF | IMPORT]
b — 4 + 4 -
Z2P3GL |AMADEUSAANE MRS,  |SYD/ZAKL/LAXAHR/SYDMEL |18Jun06 | Bocking | NF IMPORT
- TEST/AMADEUS MR _ |
Z2P9GL |AMADEUS/IANE MRS, | SYDMEL 2240906 | Bockng | NF IMPORT!
ki | TEST/AMADEUS MR . . o | EMEOR
X75350 |WILLIS/STEPHENMR | SYD/MEL/PER/BME/PER/SYD |18Nov06 Tiketed | RR IMPORT!

| [Eodwiy |  cose
IF YOU DO NOT SEE YOUR PNR IN THE LIST OF BOOKINGS, YOU MAY NEED TO UNTICK ‘CURRENT USER
ONLY’ OPTION. AFTER THE PNR HAS BEEN IMPORTED THE RELEVANT DETAILS WILL BE STORED IN THE
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TRIP INFORMATION AREA. IF ANY PUBLISHED OR STORED FARE INFORMATION AND/OR TICKETING
DATA IS NOT CAPTURED PLEASE CONTACT AMADEUS & ENSURE AGENCY PROFILE FIELDS B23/B27 ARE
SET TO INCLUDE THIS DATA...

IMPORT FLIGHT CHANGES & AMENDMENTS

FLIGHT AMENDMENTS — IMPORTING NEW DETAILS INTO TRAVELOG

e Display Flight PNR in Amadeus, Galileo or Sabre

e Amend Flights, End Transaction and Retrieve PNR.

e Type BT for Amadeus, DIT for Abacus or for Galileo and Sabre users ensure the PNR is displayed
e Click TRAVEL SERVICES on Bottom TOOL Bar or via the ‘Navigator’ Main Menu

e Click MODIFY (Ctrl M) on your Travel Services left List Bar to bring up a list of bookings

T e— i)
BlejQuots Mumber:[10]  Sumemed]| 000 [telsiFreatnses| 00 [ Show

Cheek Trio Nummber [ Profia Code:| Debror/Corporate Code: | z S

Home Phone: | Work Phane: | E-mal: [ I~ 20‘:\05

Soutng [_- | leﬂ:l ;l

Deptrgon:  |COMMYTYY  TA]=] Fle started between] COPMIYYYY (1= and[Commrrry  [al]| | Meore dotals

™ Paccanne namme

e Tosearch by QUOTE number, enter the number into the FILE/QUOTE NUMBER field at the top
of the screen. Click on the relevant booking line to open and click on OK to select. The booking
will then open

e Tosearch by surname, enter the surname in the SURNAME field. You can also further search by
tabbing to the next field and typing in the Client’s Initial or First Name when searching by

surname.

igyx
File/Quote Number| Surname: [Test] [nitiaks{First name: | gﬂ'ﬂ

Chent: Trip Number: | Profie Code:| DebtorjCorporate Code:| e

M Bookings

e Once the desired QUOTE has been located, Press OK - This will retrieve the QUOTE and activate
it in Travel Services, where modifications can then be made - The search can also be related to
the other parameters listed, and further refined by selecting an appropriate DATE RANGE TO
SEARCH.

e The Client Details or Trip Information Window will be displayed depending on your workstation
setup

e Click IMPORT FROM CRS — This will import from Sabre and Galileo automatically however
Amadeus Users will need to select the PNR from a list of PNRs. Once you have
found the PNR in the Listing, click on the IMPORT Button relating to your amended
Amadeus PNR. You can then choose to update Itinerary/Pricing (or both)

IF YOU HAD NOT SELECTED TO UPDATE EXISTING PRICING / ITINERARY:

e Inthe Trip Information window you will find in the ‘OPTIONS’ TAB to the Right of
your Screen your amended

e PNR with the new flight details and costs if the PNR has stored fares present.

g mondy | g mony | 1 mony| swomdg

e From the OPTIONS area highlight the line you are wanting to maw add to your
BOOKING Area. Once this line is Highlighted you can then click on the BOOKING Tab
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where you will be asked if you want to ADD TO or REPLACE Details — Please make your own
choice from these options:

Theeo aoe akeady some ines in the booking What wodd you
ke to do with the ines you've telected?

mewv u6 Iré: Replace existng bip nes J

Cancel I

e Click onthe CLIENT DETAILS tab on the left list bar

e The CLIENT DETAILS Screen will appear — Make any necessary amendments

e DESTINATION — make changes if applicable

e DEPARTURE DATE — if you amend the departure date you also need to click the Browse Box at
the right of the drop down calendar and Answer Yes to CHANGE ALL DATES and the Departure
Date Box and Trip Information Items will be updated in Options

e Click PASSENGER AND VISA DETAILS — Add, Modify or Delete Details (if applicable)

e Click TRIP INFORMATION on left List Bar and the TRIP INFORMATION Window will appear

e Click MODIFY and Complete FLIGHT SECTOR INFORMATION including AIR PASSENGER PRICING
Details and SAVE —

e Remember to price all passengers — Note you can COPY PRICING if the airfare is the same

e Answer Yes or No to the ticket number query/request

e Click SAVE on the FLIGHT SECTOR INFORMATION and return to TRIP INFORMATION

e Complete printing options (if applicable)

e ORClick QUOTE on left List Bar and click SAVE or use the shortcut CTRL+S.

Please Ignore or End & Retrieve your Booking from the live CRS Window

EXPORT CLIENT PROFILES TO YOUR CRS (Amadeus, Sabre, Galileo)

EXPORTING STORED PROFILES TO YOUR CRS SYSTEM

w

This is the interface function used to transfer the information from your stored
Client Profiles such as Frequent Flyer numbers, Passport information, SSR / OSI
requests and other info into your live CRS system. This also allows stored credit
card information to export to the ‘Notepad’ or ‘Remarks’ area of your PNR.

E:;-;;Fu:lr‘t to CRS

STEPS TO CREATE NEW BOOKINGS IN YOUR CRS USING A STORED PROFILE

e Book flight sectors in your CRS (Galileo, Sabre or Amadeus)

e Open ‘NEW’ QUOTE from the QUOTE icon found under the QUOTE LIST BAR

e In CLIENT DETAILS screen select Profile Code to be used or create a NEW Profile

e Complete any and all missing or required fields in the ‘Client Details’ window

e Select the ‘Export to CRS” icon from the left of your screen under the Client Details ‘List Bar’
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THE FOLLOWING SCREEN SHOULD APPEAR:
|
|

Opticers

CLIENT INFORMATION PNR SECTOR INFORMATION ‘

R o Pt ISHWs (Pl Wupar [0wp Do TTenw.rve Yo D
Suaname: ‘h*" 2 |OF |QFO40 1Y |AKL  [16/0%/2006 081
Address: 12 Man Shioot
Barbaton
M pooo
Home Phore: | WV Expont Chert/Agcy Info
Wk Phone: 103 65465465 ' Buld Transt Info
Mabde Phoo |

Fax
Emad Address:
‘ »

ADDITIONAL PASSENGERS PREFERENCES TO ADD TO PNR |

© Indials Only & Fullname ¢ First name pluz middie sl Vendo Remack
¥ Group by Famdy Name -~

) [AKL | 12/09/20
0 [SYD |16/0%/208

40 Prolecerce | Modly Pretererce | (UnfSelect Al | Delete Prefesence
Progess | T e o ]| votieot [ Beot || o]
e Select relevant preferences by clicking on Vendor Remarks / OSI or SSR Request / Mileage Clubs
e Select a ticketing time limit for your new PNR
e Should you have an existing customer in your selected profile that will not be travelling on THIS
new booking, you must unselect the relevant traveller(s)
e Click on ‘Export / Import’ button or Export only from bottom right corner.

A prompt will then appear asking you if you are sure you require information to be exported to ‘YOUR
CRS’ — Select OK - (NOTE: you can follow the progress of this function in the bottom left hand corner

of the above screen)

NOTE: For the Travel Services Import feature to capture stored fares these must be present in the PNR.
Most reservation systems no longer allow a fare to be stored without a name being already present and
saved within the PNR. For this reason we suggest any bookings where a Stored Published Fare i s to be
captured, users should first EXPORT to the CRS system, price their PNR and then try the IMPORT FROM

CRS.

ONCE THE PROFILE INFORMATION HAS BEEN EXPORTED INTO YOUR CHOSEN CRS SYSTEM, USERS
SHOULD THEN BE RETURNED TO THE BELOW ‘CLIENT DETAILS’ WINDOW:
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B Travel Services - Travelog Training - [Chent Details Test'] [ = =

& File Edit View Trwvellformation Took Maigater Windew Help = L B
TRAVEL SERVICES Quote Number:| B13  Sales Assitent.. |
—— CLIENT DETAILS CancelTrp... |  Checsr |
Existing Profie ¥ PASSSGL .| $ |5 ) Clent Trp Accountog Code: [ .|
. CLFTRNTIE iTes: ) [T Wiew Mabdhing Profies C;'@a[g an
Titde: Mr |  First Mames: [Galleo [ mgﬂf‘w:m Booking
Address: [Trametog Werld For Wordows
Fetad 5, 14 Lee Soewt Puost Code:

s favdney - v 2000

Mavitnl Seahs: w| Madngoptoes: | 0000000000
WorkPhone:  [02920117555 | MomePhone: [0zBesawTe
Wik Fa: fraandies pemerme —

Moble Phone: 0415 664 956 Coagatonfiob: |

Emad Address:  foBtaveiog.com.au  Type of Business:

Conmutant: | Conzutant 1 =] - intermabonal Quoting

Ty | Asa LI Quaibe in: | * | at exchange rate of; | QD00
Source: | Corporate =} Adult:  Chdd:  Infanit:
Category: | Business = M, ofPax [1 k kb

ki | =] | separtrevate: [EpamE  Blw] -]
et | Tl | Renmpate: [coprgry 2]
Clasts: | |

Agent: | = departre Type: [ Manth of Departure
Travel Agerscy: | Travvekog Traring j Open Dated Deparbure

Conporabe A

Tirip Information
Haleg

_ Gooountng |

Actve Screens

TO ENSURE YOUR PNR HAS COMPLETED CORRECTLY — YOU MUST GO BACK TO YOUR CRS AND CHECK
THE SEGMENT STATUS IS NOW HK or KK HOWEVER THE EXPORT/IMPORT FEATURE SHOULD GIVE YOU
WARNINGS AS TO WHY DATA MAY NOT HAVE TRANSFERRED CORRECTLY:

1.1SMITH/J MR 2.1SMITH/J MRS

1 QF 119Y 20FEB 2 SYDAKL HK2 0705 1200 /DCQF /E
2 QF 116Y 25FEB 7 AKLSYD HK2 0645 0800 /DCQF /E
TKT/TIME LIMIT

1.TAW30JAN

PHONES

1.5YD02 83004444-H

2.5YD02 96991588-B

3.5YD0415 667456-M

4.5YD02 96991589-F

FREQUENT TRAVELER DATA EXISTS *FF TO DISPLAY ALL GENERAL FACTS
1.0SI1'YY CTCH 02 83004444

2.0S1YY CTCB 02 96991588

3.0S1 YY CTCM 0415 667456

4.0SI YY CTCF 02 96991589

REMARKS
1.PROFILE CODE SMITH2
2.QUOTE NUMBER 32
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NOTE: UNDER ‘REMARKS’ THAT YOUR CRS WILL ADVISE YOU OF THE PROFILE CODE USED AND YOUR
TRAVEL SERVICES BOOKING NUMBER

YOUR FLIGHT DETAILS WILL NOW BE STORED WITHIN THE EXISTING ‘TRIP INFORMATION’ AREA

SECTION 3 — LOADING BOOKING / TRIP INFORMATION (CTRL+T)

TRIP INFORMATION SIDE TABS (OPTIONS, QUOTE 1-3 AND BOOKING)

3. TRIP INFORMATION

The Trip Information window will appear when the TRIP INFORMATION tab is
clicked from the left ‘List Bar’. The icons that appear can then be used to open a
booking screen for each type of booking or charge you are adding to the file. When importing a booking
from CRS, or entering information into one of the booking screens, the details will normally appear as a
new line within The TRIP INFORMATION window.

Trip Information

On the far right side of the screen are the following tabs: OPTIONS, QUOTE 1, 2, 3 and BOOKING. All trip
information entered or imported will normally appear in the OPTIONS tab, unless a Client/Trip file has
been opened (ie. Booking created in Travelog). From here select and place lines into the different tabs.

& Travel Services - Travelog Training - [Trip Information - Quote #812) = L-J@
& File Edt Yiew TravelInformation Jools Navigator  Window Help - & x

TRAVEL SERVICES Quote Number] 812 Seles Assstant.., |
=—— TRIP INFORMATION

Date Out | Type fSuppler Pax | Pk
11 L QF QF - SYOMELSYD/UR/SY | 4 0

0 x Herty Rental Cars 010
Land  MELMANT  MANTRA TULLAMARINE 0 4]

$20,756.32| $10,796.32
32.00 $132.00
$587.00

'-‘:I 4 xm\.‘;r 1w «n‘.] wondy

Copy Line Delete Line Totak | !
umen| . [copprry
Documents o Print Document Format Bolance Due: | COMY
I Quote ' v Print: ¢ Al " Indnidusl To: (© FestName * S
™ Confirmation [Confrmaton & v | T Print ForEx Clent Fee

I~ Statement of A/c [ ]
[~ Rinerary : j
™ Visa/Passport =]

Create Multiple Youchers
Notes. Crente Vouchers | [ Ll | p|: Chedyst
Accounsing R 2 - — ' [
e Lo et | Fx | o | mevew | x| e
Side Tabs: oo .
r- - =

e OPTIONS — All entered travel lines are first held
as options. Highlight and Select using the
Control Button on keyboard until each selected
line turns Blue (Hold the Ctrl key down and click
on the left hand grey section of each line
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selected) — Select these in the Order required to appear on your written Quote and Click on Tab
for QUOTE 1,2 OR 3

e QUOTE 1/2/3 — There is the option of selecting up to 3 Quote

e Options. Answer YES to Create a Quote Option Number 1,2, or 3.

e Note: Click OPTIONS and Select a second or third Quote if required.

When importing from CRS click on the OPTIONS tab to see the booking if a booking/trip number has
not been created OR if you chose not to update the existing itinerary when re-importing PNRs.

SIDE TAB OPTIONS — CREATING QUOTES (UP TO 3 CAN BE CREATED)

Date In | Date Owt Type  [oupoher Desorghne {Service Descrption Pax (g [PO finvivche | SedPrice  jCost to Chert
[EERel ~ | 050172007 |  Ar  GF QF-SYDLAYAKLISYD 0|0 |F $16,721.16 $16,721.16 I
2 0P01/2007 | Irgurance |04 O Insurance O - Snghe 1 |0 |F $170.00  $170.00 8
121212006 |16/12/2006| Land  |ANA ANA Hotels | 1 [O0]F $52000]  $520,00
Inchasions |SFC Service Fee - Courwr Fee | 1 |ol® $£3000 002
Remak Specal Request 0|0 $0.00 $0.00 S
=
¢
»
B
e
¥
-
=

From the Grey Box to the left of each Trip Information line item, Highlight and Select Lines using the
Control Button on your keyboard until each selected line turns Blue (Hold the Ctrl key down and click on
the left hand grey section of each line selected) — Select these in the Order you want them to appear on
written Quotes and Click Tabs for QUOTE 1, 2, or 3

TRIP INFORMATION

nnyoeg | cmond | zwendy | wony (EEEEETS

Travel Services ]
Answer YES to Create QUOTE 1, 2 or 3.

I Create "Quate 1" with the selected trip hnes?
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Note: Click OPTIONS and Select a second or third Quote if required.
TRIP INFORMATION

Date Out ¥ Ko Lscrglan of Prace (ot to Cherd
ERnl ~ | 03/01/2007 L F QF-SYDALAAKLISYD $16,721.16] $16,721.16

12/12/2006

e
0|0|F
0900112007 | Irerarce [0 OHf Insurance |0~ Snge 1 |0 [F $170.00]  $170.00
12/12/2006  |16/12/2006|  Land  |ANA ANA Hotols 1 [0 [F 52000 $520.00
| Inchasiced |SFC Service Fee - Courier Fee | 1|0 |F $30.00]  $30.00 |88
| Remark Specal Request | o0

$0.00 $0.00 |5

SIDE TAB OPTIONS — CREATING BOOKINGS FROM OPTIONS OR QUOTES

BOOKING — Highlight the OPTION Lines that are to be converted into your client’s ‘Booking’

e Highlight and Select Trip Lines (Hold the Ctrl key down and click on the left hand grey section of
each line selected or, if all segments are being selected, click on the top line and hold the shift
key down and click on the last line). using the Control Button on keyboard until each selected
line turns Blue then click the BOOKING Tab

TRIP INFORMATION

NOTE — IF YOU WANT ALL OPTIONS TURNED INTO A BOOKING FOLLOW THE ABOVE PROCEDURE

USING THE ‘SHIFT’ KEY AND SELECTING ONLY THE FIRST AND THE LAST LINES — THIS WILL THEN SELECT
ALL TRIP LINES IN-BETWEEN

Answer YES to create booking with the selected trip lines.

x4

! 5 Create the booking with the selected trip lines?

Yes Mo l
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YOUR NEW ‘BOOKING” WILL NOW BE DISPLAYED IN THE BOOKING TAB

1 Date In | Date Ot | Type 5 Sery P [P { /

» o * | 09012007 Ar QF QF-SYDAAGALSYD 0|0 $16,721.16. $16,721.16 g
1271 242006 _".f'.d,iul,f;‘w." Irerance (04 Ol Insurance Ol - Sigle 110 $170.00 $1720.00/) €
1211242006 1601272006 Land ANA ANA Motels 1|0 $520.00 $520.00 =~

Inchasions |SFC Service Fes « Courier Fee 10 $30.00 $30.00 ?
Remark Spociyl Request 00 $0.00 $0.0 ¥
¢
-
v
w
)
a

MODIFY, COPY OR DELETE EXISTING TRIP LINES

Buttons across the middle of the screen:

™ Display Yield Modfytre |  Copytne | peletene | Total: | §17,441.16_DE |
Documents to Prink Docusnent: Format Balance Due; |00fm.mE:]t' NOW

e DISPLAY YIELD — Will display the yield/margin on each individual trip information line — Once
clicked scroll across the screen to access full display.

e MODIFY —Select Trip Information Line and Click Modify to make changes to current information

e COPY —Select Trip Information Line to Copy and make applicable adjustments to the copied line
eg. Transfers / Car

e Rental

o DELETE — Select Trip Information Line and Click Delete

e COSTING TOTAL — Shows the total cost of the Trip Information Lines entered

e BALANCE DUE — Balance due date of travel.

e DUE - This is updated whenever a payment is made and thus shows the amount outstanding
from the client on the client/trip file. It does not show the balance on the file.

e FOREIGN COMMISSION — Click this to enable commission on Foreign Currency to appear on
documentation

CLIENT DOCUMENTATION PRODUCTION:
The following documents are available to Travel Services users and can be Printed and/or Emailed:

e QUOTE - To print a Quick Quote or Detailed Quote (this can be done form the OPTIONS Tab)

e CONFIRMATION - To print a Confirmation Letter including all relevant booking Costs

e STATEMENT OF A/C —This document is similar to the confirmation but can also be used as a Pro
Forma Invoice showing cost of travel, any deposit paid by clients and any balances currently
due. You can also set a balance due dates to be included this document.

e ITINERARY- Used to print detailed itinerary (note that this must be ‘Built’ first before Printing)
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e VISA/PASSPORT- To print visa and passport letters to different Embassies / Consulates

.- - - N P—— 1 -

S 1
- Documents to Print Document Format Balance Due: IDD""M."Y"“"\’B- 'ir NOW
 Quote [Coo= =] | [Pook: @ A1 € Indwidual | [To: © First Name @ Surname T Contact

[~ Confirmation | onfirmat -| [~ Print ForEx Client Fee

[~ Statement of A/c | vl ype | Selec
P [Mrs Gai Hams f Aduk |

[ Ttnerary l jv _]Mrs Benita Moktor Adut & n

[ VisafPassport | ; -| . : ey

: Create Multiple Vouchers

Create Vouchers r—ﬂ 4 | > Checkdist

Create and (re)prink Fax | Prink I Preview I Edit I E-Mal

Passenger Name

To include any Client Fees for Foreign Exchange on printed documents select this option above your
passenger names.

e PRINTALL/ INDIVIDUAL — These 2 selection buttons can be used to Print All Passengers on One
Document, or to print an individual Itinerary for clients stored within your booking file.

e FIRST, SURNAME, CONTACT — Click / Select Button to have selected printing documents to show
client’s first name eg. Dear Michael, surname or name of other contact person

Quotations can be printed. Eg; under DOCUMENTS TO PRINT, place a tick next to QUOTE, and then press
PREVIEW. The Quote or Other Document(s) can all be printed from the Preview screen.

e STATEMENT OF ACCOUNT and CONFIRMATION can be produced in the same way...
DOCUMENT PRODUCTION — QUOTE, CONFIRMATION, STATEMENTS:

All client documentation can be printed directly from the Travel Services “Trip Information’ Window:

Print: & Al C Indvidudl | [To: © Frst Name & Surname | Contaxt e SELECT ALL PASSENGERS For Printing —
™ Prink ForEx Chent Fee Click this to Select All Passengers for your Printed
Document

e FAX - Facility to send faxes direct from
you computer
e PRINT - To print a the document without
previewing
Fax | et | prevew | e | Ewma e PREVIEW —To preview a document prior
to printing it

e EDIT —Click EDIT and the system will load the selected report into your default word processor,
allowing further modification, fine tuning of the document to individual agency needs and
those of the customer currently EDIT includes WORD, RICH TEXT and/or PDF.

e E-MAIL - This feature allows you to send Travelog documentation via Microsoft Outlook,
Outlook Express, Windows Mail or Mozilla Thunderbird. We suggest users set their default
document output to PDF format to ensure that clients cannot change costs and that all Agency
logo and address Details are included when emailing.

NOTE: PDF Versions of documentation can also be e-mailed from any previewed document within
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Travel Services including Receipts. Select the ‘Preview’ option then from your preview window:

e Click on the Envelope Icon at the top of your preview window:

&

e Select export options (PDF & MAPI) plus the page range(s) to be sent

ITINERARY LAYOUT

Budd From ;!::-:61-;

_-_] Passenger: | s G Harrs

0830 P Ld AA
0630 AM ~r o

Reenark

o107

:] ™ Copy to Passenges | ’l
Sk Slahus Lsorphon

Erport
Fomnat
[cectiat Foimst IFDF) =]
Destnation:

ANA Mokels.

AA - LA R
O - LSO
ool Roquet

1ot ntions x|
Page Flarge
o
™ Page Renge

- W
o |

ITINERARY PRODUCTION:

e SELECT ALL PASSENGERS or

Back 10 Trp information l RBo-Makce Rewrary

Delete Rinerary Line(s) l

place a tick under SELECTED next to

the booking.

the name of those passengers on

e Click ITINERARY. If you have not yet built an Itinerary you will be prompted and a new
ITINERARY LAYOUTS screen will appear where you can then re-order itinerary lines.

e Click drop down list on BUILD FROM and select appropriate option.

e Click drop down list on PASSENGER and select the main passenger.

e Place a tick next to COPY TO PASSENGER if required.

e Press MAKE ITINERARY or RE- MAKE ITINERARY (if booking / itinerary details are amended)

The various lines in the Itinerary
layout will be displayed as per their
date order then by the order they are
listed within the ‘Trip Information’
window.

This is the default order of
appearance however undated line
items such as the remark entries will
normally appear at the top. To change
the order of appearance, click once
on the relevant line then left-click
with your mouse button on the line to
be moved. While holding it down,
move your cursor over the line and it
will display a hand with pointed

ITINERARY LAYOUT

i [ you want 5o updabe onky the despleyped bnes, beeping the same
oider?

Angerering Mo will rbuild sl Enes, reeerting to the order of the bip
[

Back to Trip infor

finger. With your left mouse button still clicked, simply 'drag and drop' above the desired position.
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IF AN ITINERARY HAS CHANGED: You must click on the Re-Make Itinerary button & answer the following
guestion carefully. Answering NO will rebuild ALL Trip lines:

Once you are happy with the order of your itinerary lines in the itinerary layout window:

Prit: @ Al C Indvidusl | [To: (" Frst Name & Sumame I Contaxt e Click the ‘BACK TO TRIP INFORMATION’
[ Prink ForEx Chenk Fee button

Passenger Nams Iype [ Seiected B RN e Click / Tick / Select box next to ITINERARY
P [Mrs Gai Harris | Adu 1] [Pl passengers .
[P Benta ikt Caax | 1oy under DOCUMENTS TO PRINT (if not already

Buld Rinerary selected)
e e Select Passengers for Printing from the right

4 | Chechist hand side or ‘SELECT ALL PASSENGERS’

Fox | et | preview | e | Ema e Click PREVIEW (Note: It may be necessary to

Scroll Up if the Print & Preview are not visible on
screen) Preview will enable checking of the document on screen. Click Print Button to Print on
Top Menu Bar OR Click X to Close your Preview.
AT THIS STAGE, USERS CAN FAX, PRINT, PREVIEW, EDIT OR EMAIL THE ITINERARY TO THE CLIENT.

BOOKING FILE AND CONSULTANT CHECKLIST

CHECKLIST & CONSULTANT ‘TO DO’ NOTES:

[ ¢ Checitisn ot
The CHECKLIST is a list of workflow items required by ) CHECK LIST
consultants. Place a tick adjacent to the particular item Nt Gl [ Hoe [ pPesen
required, the date will default to when the tick was placed e

but can be amended. Some agents find this useful to check
which tasks relating to a booking file have been completed
and on what date they were completed.

™ %ot Rominder in MS Outiock

This area has been significantly enhanced in version 1.12

to also update the Microsoft ‘Outlook’ Calendar with any ™ Irchaded PassportiVieas
Tasks required and further information on this feature is e
included on page 46 (Notes) I™ Prined Confrmation Letie
Reorpted Depost

Instructions on customising the checklist items can be found : '\::::j:,’-ﬂm
in the ‘Manual’ Folder on the J: Drive (Customising the [ arance Poky Preducod

H I~ Departure Tax & Card [Comserrr  rel=] B3
CheCk|ISt) Bomed Dyery Py [copaprrrr 11w u

I Qe

CREATING QUICK QUQOTES (for client documentation)

, QUICK QUOTE

A Quick Quote is a basic and simple quoting procedure to enter the air, land,
Quick Quoate insurance or other trip information on a single screen and will allow for
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production of a professionally presented documentation from a consultant. By creating quotes within
Travel Services, the Administrator can also review a ‘Quote to Booking’ Report to follow up quotes.

e Click NEW (Ctrl+N) for a new QUOTE on left List Bar

e Complete CLIENT DETAILS & BOOKING DETAILS for the Main Passenger
e Remember to type the Full First Name

e Add additional passengers under PASSENGER & VISA DETAILS area

e Click the TRIP INFORMATION on the left List Bar and Click QUICK QUOTE

& Quick Quote o [B )= 1
QUICK QUOTE I ok As Peckage

AIE airdne: [oF | Qantas J Date of Travel: I 15/112010 :|_: -]
routing: [0 flee flsmo fT ] /l /! 1l /! fl
AdutPaxho.:| 2 Seling Price: §789,00 Airport Taxes:[ §218.95  Markup Value: | $50.00
ChidPaxMo.:| 0  Selling Price: $0.00  ArportTaxes:| $0.00 MadkupVake: [  $0.00
InfantPaxMo.:| 0 Seling Price: $0.00  ArportTaxes:[ $0.00  MarkupVale: |  $0.00

Conditions: [ Mon Transferable v class: [y sve | cancel |
INSUMNCE Pro'.-.der:[Twsaﬁ: Insurance LI Pobcy: [Tl:n.rsaﬁ: - Family LJ .
Plan: |M|a j Du.ral:im:l 17 | Days  Months -
Policy Value: |  $218.00 Markup Value: | $0.00 save | cancel |
LAND Type:|® Accommadation © Transport © Tour " Cruise " Other I:-.rabon:I_S (" Days (¥ Nights
Service Provider: |Dusit Thani Bangkok o | Service: | Double Room F|—
Rate Type: | { Person {* Room " Package Pax Type: | (¥ Adult  Chid Mo. Pmt:l_l
Rate: $165.00 Seling Price: $325.00 Markup Value: $0.00 Save | Cancel |
OTHER SERVICES Description Code: =
Description: - —
Mumberof:| 0 Item Cost: 50,00 Markup Value: 50.00 save | cancel |
Show: % Markup ( Costto Chent W Cost to Clientindudes airport taxes Close Quick Quote Screen |

e Complete the Quick Quote Screen. Use browse buttons to select services and suppliers as this
will pick up the details to appear on quote (Note that you can type in Supplier Names that MAY
NOT already exist as codes in your database. These can be added at a later date)

e Fill in the various sections of the Quick Quote screen: AIR, INSURANCE, LAND, and OTHER
SERVICES —

e  Which ever are applicable. Each section is filled in independently and saved after completion.

e Each section can be filled in more than once to allow you to accommodate multiple flight
options, accommodation, tours etc...

e Clicking the Hands to the Right of the screen will then Re-Display entered information in each
section for checking prior to Closing Quick Quoting Screen

e Click CLOSE QUICK QUOTING SCREEN and return to TRIP INFORMATION Screen

e The components of the QUICK QUOTE will be displayed as OPTIONS. These can then be
converted into a Quote or up to THREE separate Quotes and previewed, printed, edited, faxed
or E-mailed to your clients
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Note that LAND can consist of Accommodation, Transport, Tours and Other items...

LOADING NON-GDS AIR BOOKINGS (Virgin & Jetstar)

AIR BOOKINGS — CRS & NON CRS BOOKINGS

On the left list bar, press AIR BOOKING to move to the FLIGHT SECTOR
INFORMATION area. This section can be filled in manually, but would normally be
completed automatically by Importing from your CRS.

&ir Booking

When creating flight bookings outside of the CRS such as Internet bookings, it is recommended that
PASSIVE PNRs are created in your Reservation system. Importing these sectors will eliminate any manual
loading the actual flight details.
&, Flght Sector Infermation
Flight Sector Information e Manually enter fields that you
arer . s ) ey e | : want to appear in this area or Import
‘ from CRS using only the routing column
e The Air Sectors and flight
information downloaded from the CRS
are displayed and the Air pricing Line (If
fare stored, ticketed or e-ticketed) will
also be displayed and highlighted.

% |
: 011 IO M WIS OASS | ORMSAM | et fwul ] |
| |

Bad
Moty
Qelete
Cogy
1| o~
o o s e | 1
Adac| 02 Oridren: | 0 vtz &0 Condtors od
[ (< o . {
Preton ¥ Quete ¥ tnowry Departure Tag [ Lerves tee | e f_m_]

If pricing is not present from Importing you can ADD PRICING. This will open the AIR PASSENGER
PRICING screen to enable pricing to be added if it has not been imported from the CRS.

 Air Passenger Pricing 3o
AIR PASSENGER PRICING
Purchased From: | 254 | Issve Date: [03/09/2010 124 v)
Passenger: IH Jarred Hardng l] Form ofPamen(:[ j
Arine: FI [&l Lanka _I Type of Sale: I Inter Arfare LI
FULFARE  TICKETEDFARE SELLPRICE TAXES _ COMM. RATE/AMOUNT NETT PRICE
Priong: | $990.00 | $990.00 | $99000 [ sws.12 | 9000 sse0 [ $1,009.02
REASON VALLE BASIS RATE/AMOUNT
Discount: | = $0.00 Override (Nooe) ~| s
STRATEGY VALUE COST TO CLIENT REMAINDER COMM.
Markup: | Eall $0.00 [ $1,098.12 ¥ Indudes Taxes [ $0.00
TICKETCASH _TICKETC/CARD  TAXES CASH _TAXES C/CARD TICKET NUMBER(S) NETT PAYABLE
Payment: | $9%0.00 | $0.00 | $108.12 | $0.00  [9749245778 J» | som.02 T
@ Ticket (" Refund (" Exchange  Orignal tkt number:| / Ticket Method: |Electronic v
Routing: [SYDMUL/CMB/BLR/CVE] Show Detals >> | gve | concel |

e PURCHASED FROM defaults to BSP - Airline or Wholesaler can also be selected
e FORM OF PAYMENT is used only if passing on a CLIENT OR AGENCY Credit Card to BSP or a
Wholesaler. In this case, the appropriate credit card ONLY should be selected from the List.
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e TYPE OF SALE must be entered. This will allow calculation of COMMISSION if this has been
previously set in your office however this is normally added manually by consultants.

% Air Passenger Pricing @
AIR PASSENGER PRICING
Ascrosedtron: [T =] 0
Passenger; | Mr Jarved Haedeg hd Form of Payments -
Arne: Jx  eiska 3 _-J Type of Sule: ?‘7;7;’7‘;‘;7,';
_SHLPRIE TANES  COMM RATEAMONT METYPRICL
Prong X 0 9.000 5.3 $1,005.02
BASIS RATE JAMOUNT
— ~ | ]
TRATEG T :»lya;'q: COMM
Mackp: | | 12 ¥ Indudes Taxes | $0.00
TIOET CASH _ TIOET C/CARD TAXES CASH _TAXES CJCARD TIOET MUMEER(S) NETT PAYARE
Paymere: | $990.00 | $0.00 [ $208.12 $.00 97245778 » [ siom.0 I
* Tomt © Refnd ¢ Exchonge  Orignal it rumberd £ TketMethod: fBecvone  v)
Rautrg: [STOALLOM RO Show Detals >> | i
PRICING
FULL FARE Published fare (Full Y for Corporate report comparison)
TICKETED FARE Fare Price to your Client
SELL PRICE Selling price to customer (if discounted, this pricing will be less
than Ticketed fare by the ‘Discount’ value.)
TAXES Departure Tax, Ticket Levies, Surcharges, Fees etc
COMMIISSION % or $ Value — Whichever is known
OVERRIDE % or $ Value on selectable Override Types / Basis

FOR DOMESTIC BOOKINGS MANUALLY ENTERED: ALL LOADED VALUES SHOULD BE GST ‘INCLUSIVE’ ON
BOTH FARE AND TAX COMPONENTS. THIS DATA IS CAPTURED AUTOMATICALLY WHEN IMPORTING
STORED (PUBLISHED) FARES FROM THE CRS.

MARKUP STRATEGIES: ARE SETUP BY THE ADMINISTRATORS ALLOWING YOU TO CAPTURE
COMMISSION, BOOKING FEES OR CREDIT CARDS FEES — FURTHER INFO IS AVAILABLE IN THE BACK
OFFICE MANUAL ON CREATION OF MARKUP STRATEGIES.

PAYMENT:The next level beneath MARKUP should fill in automatically, but can be manually adjusted.
This part is particularly important where multiple forms of payment have been used eg; Cash and Credit
Card. This will track if a NETT Amount is due to the Creditor or if a Commission is due when a Credit
Card Number has been passed to suppliers.

TICKET CASH Paid by Cash/Cheque or by Credit card where the agent has acted as the
merchant
TICKET C/CARD Credit Card Amount passed on to an Airline or a Wholesaler by the Agent.

This should be
the ticket value as Taxes are entered as a separate amount

TAXES CASH Departure Taxes and/or any Levy Amounts paid by cash/Cheque OR client
Credit card

where the agent has acted as merchant

TAXES C/CARD Taxes INCLUDED in Credit Card Charged directly by Supplier for Departure

Taxes and Levies
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TICKET NUMBER Ticket / MCO / MPD / ET Number (excluding any airline prefix codes eg;
081 for Qantas) NOTE: There is an additional box for the last 3 digits of Conjunction tickets to be
entered.

Press SAVE on AIR PASSENGER PRICING screen and again on the FLIGHT SECTOR INFORMATION screen
so all amended pricing can be saved. On TRIP INFORMATION SCREEN booked trip details and related
pricing should now be displayed.

TO MODIFY, COPY OR DELETE COSTINGS ASSOCIATED TO AIR BOOKINGS:

e Select relevant pricing line by clicking in the grey box to the left of relevant pricing lines

e Click on COPY PRICING if there is more than one passenger with same price airfare.

e Click on MODIFY PRICINGTo change pricing already inserted or to check that these details are
correct. If the imported ticket is an MCO or Net remit ticket then the pricing has to be modified
to reflect the correct charges

e Ifitis an E-ticket or Fully ticketed in house (except Net Remit Tickets) then modifying the Air
record line is not generally necessary as the Import from CRS will capture the details for you

e To delete aline of pricing, highlight the line and then press / select the DELETE button

[PO[Pax Type [Full Fare [Ticket Face [Sel Price [T axe [Markup Val [Costto C
Aduit . $3.062 00 $2.062 00 $38.062 00 $258.58 $0.00 $8. 360 ¢ &dd
Adult 0652 00 8.062.00 062 00 293 58 0. 00
$38 3 $8 3 3 Mo
Delote
Cogy
Aduts: [ 02 Chideen: [ 00 Intarts [ 00 Conditions. | =
Port Onc
M Quote ¥ jtnecary Depatire Tay I Setvce Feo I Save l Cancel I

LOADING INSURANCE POLICY INFORMATION

+

INSURANCE

On the left list bar, press the INSURANCE icon to access the INSURANCE POLICY
screen.

|nsurance

o After filling in POLICY NUMBER (if known), select INTERNATIONAL or DOMESTIC

e If not already captured by the IMPORT from CRS procedure, Complete any COMMENCING DATE
& RETURN DATE and the duration away will be automatically calculated. Use AIR PREVIEW to
check flight dates when issuing a policy in conjunction with an air booking.

e INSURANCE PROVIDER, INSURANCE PLAN & POLICY TYPE must all be selected from the choice
provided in the drop- down lists. (NOTE: These will be set to individual agency preferences)

Travelog Consultant User Guide Copyright © 2017 — Travelog Pty Ltd ABN 67 099 078 985
39



+ Insurance Policy L x|

INSURANCE POLICY
PobcyNumber: [ | Internationsl (" Domestic | —g"Q‘ze
Commencing Date: [12/12/2006 |81 =] Retur Date: | 09/01/2007 [~ M Statement
Duration: [ 29[ Days C weeks C Months | ¥ Confirmation
Insurance Provider: | Aussietravelcover El '
Policy Type: I Aussie Travelcover Family § Duo :J
Insurance Plan: [ Plan E Non Resident =]

Policy Covers: C Famdy & Indvidual/Single
Passengers | surcharges |
Select Al =

Doseloct Al | M | 1 K
—ersJarvSmoth 0 v

Type of Sale; I Inter Insurance

Policy Vakue: I $220.00 Surcharge Total: | $0.00
Less Deposit: | $0.00 Policy Total: |

Commission Value: $92.40 Commission Rate: rw % Amount to Creditor: | §127.¢
Discount Value; $20.00 Discount Rate: 9,09 % Seling Price: | X .
Discount Reason; | Match A Quote | V' Cost inchudes noa-comm.
Markup Strategy: | >| Markup value: $0.00 Cost to Chent; $200.00
Form of Payment: l _I

Ax Preview | sve | concel |

e Press appropriate button to select type of cover (FAMILY or INDIVIDUAL/SINGLE)

e Select PASSENGERS to be covered by the policy (SELECT ALL PASSENGERS or place tick(s) under
SELECT) Note that

e Date of Birth and Ages have downloaded from PASSENGER AND PASSPORT/VISA DETAILS. These
details cannot be entered directly onto the INSURANCE POLICY screen nor do they actually need
to be present in this area.

e Fillin POLICY VALUE & TYPE OF SALE.

e If necessary, fill in sections for SURCHARGE. — DEPOSIT SHOULD NEVER BE USED !

e COMMISSION VALUE/RATE may need to be manually entered if not defaulted

PAYMENT TYPE should normally be left blank unless passing on a credit card for payment.

e Press SAVE. Insurance segment will be displayed in the TRIP INFORMATION screen.
e When saved, insurance will show as a new line in the TRIP INFORMATION screen.

NOTE: When paying Supplier by Credit Card when a discount has been given you MUST change the
C/Card values in the ‘Pay Supplier’ window to reflect the correct (discounted) amount being passed on

via Credit Card.

ADDING LAND BOOKINGS (Hotel, Transport, Tour, Cruise, Rail & Other)
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LAND BOOKINGS — HOTEL, TRANSPORT, TOUR, CRUISE, RAIL

i Booking Press LAND BOOKING on the left list bar. This allows access to the LAND BOOKING
_ WINDOW which has its own left list bar and selection. Window Types can be
selected from top left corner.

Transport Upon selecting icons, the screen will change slightly to cater for the chosen
segment, but general details stay the same. The below screen shot is an example of
Tour a Hotel booking that has been entered.
Cruise
Other
Dl“u«m’
Al nmoda
WEBPAGE LINKS: [accommotmien | e - |
. ™ | p .
These are linked — T ot Name: [ane 5ond Resort 509 - | ]
. o | address: P.otox 6w TATA Code: |
to supplier codes TN ([ | ManCty: e
created in the Back Otwr || Precos |Potencs poscode: | :
. W Print suppler addr Confrmation #; (2346454 Bogking PAR: CRS PR
Office Code s — = it 18 e
. = | Quraten Sosing Status: | Confrmed ] Payment Due: [COMMYYY 18]~
Maintenance area o B {500 e
veval Cate: Arvoval detaly; (Arpoet Trans:
rome Page | Depart Date Depart deads :’L;-:-?Va%'l'
Essence | MoomType: [BeschFromtBure ] Typeofsale: [ Inter Packae =)
= | incusorns:  [Incides Retn Arpart Trarsfers & Dady Sreakdaat
Web Links
Qetaled Priong | Document  [Incudes Return Arport Trarsfers & Daly Breakfast .
GEI"EF'{.I' TR Comement:
De__ | Chargedas: O PerPerson © PerBoom  ( Padace 7 Grawp :
Haome Page : 5‘,',"1',',"31J sPax R shcoms  Grossvake: | 2000 RateOescroten: B
Voudhwr Prik ; s ’r #412.00 - Dscount Rate —‘——| Seley; Price; [ w:
ESSEFIEE Servce Fee l Commission Rate:| %0 Sé Comen. Amount: {
Fredt on Dscount Reason: |
% Quote sakpsmegr [ ] Makoveke [
ot ot =]
¥ Confirmation Qffered Rate | |

e PURCHASE FROM (The Creditor) In this case is direct from the Hotel. Where you do not have an
existing Creditor Code for this property DIRECT can be used. In most cases this is the Wholesaler
the agency will pay for the booking on behalf of the client. Eg; Sunlover Holidays, QF Holidays
however the Code DIRECT is useful when a client is settling their Account Direct with a Supplier

e The SUPPLIER NAME (Hotel, Car Hire Co, Cruise Co. etc) is entered below the Creditor Code. If a
code does not exist, Consultants can add their own codes to the database. Refer to the
information relating to ADD/MODIFY SUPPLIER in this section of the Travel Services Manual.

e DURATION, ARRIVAL DATE, DEPART DATE (or the equivalent in other booking screens) along
with the TYPE OF SALE (Domestic or International) are compulsory fields.

e A number of fields are optional (BOOKING STATUS, ARRIVAL DETAILS, DEPARTURE DETAILS,
PAYMENT DUE, INCLUSIONS, ROOM TYPE) however these are useful if a complete itinerary is to
be produced for the client. The Inclusions area should include a short description and any
Service Rates in local currency for International bookings where a Client may be settling their
own account direct with the Supplier/Principal.

e CHARGED AS can be calculated by per person, room, and package.
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e Rates, Discounts and Commission are entered by consultants ensuring the ‘Nett Price’ matches
Supplier Invoice(s)

& 2cccmedation Rate Sesrch ﬁ

Accomodaton  v| Chan Ll vl O bew Sarven ]

Supoher! | MANA » Qs 1 Osten: Prom 3302000, 0341000 Saerch Now

RATE SEARCH s g s T e vt
-_— Vare M Resort A Spe M Oosan Front Sune
M Mara ldend Resart A S5 MW Ooean front Suae (STA

Mara Jgiand Resor! B 508 M Beachdont Bure

USERS CAN NOW e e ey
USE THE ‘SEARCH’ FUNCTION
FOR STORED SUPPLIER OR TOUR
RATES LOADED IN THE BACK
OFFICE CODES MAINTENANCE bl o

Sk MANA ™ Para Tiand Resert & 508 Cont P10} .20 T pemteveted
AREA BY USING THE u“:; Tes! Suppier Renart ‘- ::; ::::. Exvaed
BINOCULAR ICON. PLESE SEE o - o ,
THE LATEST ‘WOLESALE & LAND |~ ¢ = —m 2
RATES’ MANUAL PAGES FOR e
ADDITIONAL INFORMATION: _omw |

pewiedpicng|  ADDITIONAL LAND WINDOW BUTTONS AVAILABLE FOR SELECTION:

Ar Prevviey

PR ‘ Further items are available within Travel Services’ Land Booking windows — click on the
T relevant icon to open. These additional windows have been explained further below:
Servioe Pt

. o DETAILED PRICING: This provides a breakdown of costs of stored supplier rates.
Detailed Pricing | These rates can be adjusted prior to accounting entries being processed in Travel

Services. This area is still under further development for future use with future
‘Wholesale’ program additions.

B Detailed Pricing [ O]
Riate Basks: Per person, per night Current/System: Effective:
¥ Cost s in Eoreign Currency | US Dollars =| Exchange Rate: | 0864 -» 0.970
W Pricngis Generic | Cost (Mett USD) 535,00 Equivalent Cost $03.09 Commssion:| $371.91 [ 33.145 % Sel Price (Gross) $975.00
[ Passenger [From [fo [Days [Cheg[Hett Rate |Equiv Rate [Comm. %e|SelRate  [MettCost  |couvCost  [selPrice |
Per Person) [Bizjmw _ |wpymi % | |18 [15.35 EXTEES ES [503.0% 578
*
] | i |
Copy Delete inels) | Save cancel |
5 A Preview [SSSEOR x|
AIR PREVIEW: AIR PREVIEW e
Air Preview Y
This screen enables

information concerning the air booking,
such as dates and arrival and departure
times, to be accessible on the AIR PREVIEW
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screen without having to leave the Land Booking screen.

Pressing CLIENT
PREFERENCES will
access Client
PROFILE PREFERENCES without having to

(3 Frohte Frolasmec s

Client
Preferences

PROFILE PREFERENCES

et Misage T

w | IE Mt Cad

Eepaan

Profie 0 Charge] FOGAR L

il By

ol S el

e Bt e

===

L

leave the Land Booking window. Profile
preferences can also be automatically Bl o
updated from Land Booking Windows. -

: SERVICE FEE:
Service Fee -

Allows consultants to add service fees into files such as Courier or Credit Card fees,
which are then included on printed client documentation. These fee types and any related values are
normally created in the Back Office by System Administrators.

,t_-.; Management Fee
MANAGEMENT/SERVICE FEE ENTRY
Service Fee: | Service Fee - Credit CardFee v |Charges & Credit Code{ Credit Card Merchant Fees l
Type of Sale: | Service Fees - CreditCardFee  v|

$43.60 Total:|  $43.60 Reference, No.|FILE#|

=)

No. 1 Fee Amount:l Save |

Cancel I

Used for the Corporate Report section of Travelog where reports on corporate travel

Dffered Rate | can be printed showing offered fares, charged fares, days away and destination

statistics
l.' Offered Rate Information

Offered RatefFare:] §1,300.00  Reason not Accepted: ﬂ

VOUCHER ISSUE & PRODUCTION

CREATING VOUCHERS FROM LAND BOOKINGS

Youcher Print

This feature is activated by pressing VOUCHER PRINT and allows production of
vouchers for clients and for commission tracking. When the voucher is printed, relevant details from the
particular Land Booking window are used. Extra info is added in the VOUCHER PRODUCTION window
below.

e VOUCHER NUMBER is generated automatically by Travelog after SAVING or PRINTING.The
VOUCHER ISSUE DATE defaults to the current date but can be overridden.

e Press appropriate button to select the VOUCHER TYPE being issued: PRE-PAID, PAYING DIRECT,
BILL BACK, BILL TO CLIENT DIRECT.

e Atleast one PASSENGER NAME must be selected.
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e COMMENT is optional, but will print on voucher,
e Select Address to appear for Billing
Details if billing Back to your Client
e Select or Un-Select INCLUDE PRICING.
- If a client is to ‘Pay Direct’ at an overseas Hotel
Voucher Issue Date: | 06/12/2010 qv‘ . .
in a local currency, this amount should be
Voucher Type: | (s prePaid  Paying Drect . . .
C BliBack (" Bl to Chent Direct included on the voucher after being previously
- ' S entered in the INCLUSIONS area of the Land
> [V Jarred Hardng [ — Booking Window.

‘ Mrs Angels Harding
— iciect M e PRINT AND SAVE or simply SAVE

[ Voucher Production E==C!
VOUCHER PRODUCTION
Voucher Number:

Comment: |Please exchance with your tour guide who will provide
you with af local vouchers.,

Inchude Priong? [~

Print l Save I Cose
EmadClent | Emaisuppler | Prevew

Travelog users can also select to e-mail their clients or suppliers a copy of all vouchers. If your
Supplier Code has been created with a valid e-mail address the system will use this as your default e-
mail contact. Vouchers can also be created from the Trip Information Window of Travel Services by
using the ‘Voucher’ column in your Trip Lines

TRIP INFORMATION
: eOut | Type [Suppher [Description [Pax {Pkg [PO

Land |WSYCLUB |Chub Crocodile Resort 1 0 | 5270 00| $270.00

26)‘06]

jz@msfzoos”w;{xwe QEE  [QEE Insrance [1 1o [ ] 40,00 $0.00
You will be prompted with the following question and if you |
select the Yes option you will be taken into the Voucher L\u e s S ot wort [ ErME s Wrmrhia
Production window.
e I L] ]
[ Oeplsyped || todyie |  coyt  From the Client
DOOKMARE 1O YK [—:ID“""""“"‘“ | Documentation area of Travel Services, users have options for
Qo : - creating Vouchers. Note that voucher ‘Types’ are basF:ed on setup of
[~ Confirmation [Contemanen %1 g . yp p
[ Statement of Ak [ supplier codes, please ensure that have been set before using these.
™ Itneracy | -]
I~ VeaPassport | =1 | CREATE VOUCHERS allows you to create vouchers WITHOUT
STBRRRUREAR XIS | PRINTING alternatively the CREATE AND (RE) PRINT option allows you
Create Youchers ﬁ . . . .
T A atE | to create and print (or reprint) all client vouchers at the same time.

ADDING SUPPLIER CODE TO YOUR DATABASE

ADDING OR MODIFYING SUPPLIER (PRINCIPAL) CODES

ﬁddﬂdeH
Principal
In the event a Service Provider’s does not exist with the list of existing Supplier codes
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(use Browse Key), Travelog allows the Hotel Name, Cruise Supplier or Tour Company to be entered by
the consultant immediately without wasting time.

It is Imperative that the search is complete for Hotels or Supplier before adding new codes as a Supplier
code may already exist and duplicates may be created. Click on The browse Key ( ) and the CODE
BROWSE screen will appear with the default set to Description. Type the first 3-4 characters of the Hotel
/ Supplier name and check if it exists, continue typing if more than one supplier name starts with “The ?”
for a more thorough search. You could also click on CODE order and enter the 3-digit city code of the
Hotel followed by the first 2 / 3 characters of the Name (Excluding “The”) and this will search again for
the Hotel or Supplier code.

1 - ADDING SUPPLIER/PRINCIPAL CODES:

e Inthe LAND BOOKING WINDOW enter the relevant Hotel / Supplier name, Address, Phone and
Fax numbers and most importantly the city code where the Hotel / Supplier is to be found.

TRY NOT TO LINK CREDITORS TO ANY NEW HOTEL CODES WHEN CREATING THEM AS THE HOTEL COULD
BE BOOKED THROUGH MULTIPLE CREDITORS — IF A CREDITOR CODE (PURCHASE FROM) DOES NOT EXIST
STOP HERE AS A NEW CODE MUST BE CREATED IN CREDITORS MAINTENANCE (BACK OFFICE)
ALTERNATIVELY USE THE CODE ‘DIRECT’ FOR DIRECT CREDITORS

Click on the

Add/Update Add/Update Principal X
Principal button, read the Prompts WD::::NOW
and press SAVE to save the Eooe
new code into the database Cay: FiKT
Name: Pvlovolel Phuket

IMPORTANT NOTE ABOUT LOADING ADDRESS o l
INFORMATION:
If you intend to see the Supplier address A Earad Uk ommoauony -
details print on client documentation, Accommaodation ;ﬂ;zr;n:;:ng:ﬁn S =
please ensure that you tick the ‘Print Tronsport || aotelMame:  [Novotdl Lo Angeles =Y
Supplier Address’ option from directly Tor || address: [12 Msin st IATA Code:
below the last line included in the Address Cuse | addiupdate | [Los Angeles Main City:
area Other Prindpal | [issa PostCode:
2 - MODIFYING SUPPLIER/PRINCIPAL ¥ Print suppher address Confirmation=: |

CODES:

IF AN EXISTING SUPPLIER CODE FOUND IN THE DATABASE IS INCORRECT, THE TRAVEL CONSULTANT CAN
UPDATE THE EXISTING CODE PERMANENTLY FOR THE BENEFIT OF ALL OTHER SYSTEM USERS

x| e Enter the existing Supplier / Principal Code (or
Principal Dotals select from the Browse area) in the relevant Land
Code [MELNOVO . ) o .
Booking Window and the current details will drop into
cy:  MEL your Land Booking Window address fields
Name; [Novotel Meboune e Amend any incorrect details (eg; Phone, Fax,

| Address)
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e Click on the Add/Update Principal button
e You will be prompted about Updating the code
e Click SAVE to Update the Code in the system

FOREIGN CURRENCY / SERVICE FEES / DEPARTURE TAX / OTHER

, OTHER INCLUSIONS

*

. This area can be used for Foreign Currency, Travellers Cheque Charges, Service
Other Inclusions Fees and Other

charges to be paid by the Travel Agent on the customer’s behalf or for the capture of an

agency ‘Service Fee’. These items can be printed on Quotes and / or Itineraries if desired.

Press the OTHER INCLUSIONS icon to access a further three icons as follows:

FOREIGN CURRENCY

O

Foreign
Currency

e Exchange Rates are taken from the Supplier or is calculated by the
manager/owner based on current rates set in Codes Maintenance (see Back
Office Manual)

e System calculates Commission Fee

Foreign Currency

% or $ value plus the bank Fee % ?,:.:‘s*; {;::fo:,,::::‘:::",."; ol
or $ value, if applicable Currency Code: [ U5 Doles =
Form of Paymert: | |
Fees charged to clients for Foreign SRS DS S Oolers :]
Exchange can also be shown as separate Foren Arounts | $3,000.00 Excharga Ratai | 6.600% -
items on client documentation by Eqavalent Vakus: 5,000.00
selecting the option to ‘Print ForEx’ found e ree: CRate  vohe | $65.00 BorkFoo: |G Rate C vabe | 080
above the area for name selections within ~ Sefwe [ Nett Payatie: |
the Trip Information window. iy oo k2
Markup Valoe: $0.00
Cost to Chent: $5,065.00

SERVICE FEES

Agency or Supplier Service fees can be raised and paid for in two ways:
Service Fee

1. By taking up of CHARGES/CREDITS. Select the SUPPLIER SERVICE FEE option for FEE
PAYMENT ie. The travel agency has prepaid certain fees and charges and will post a charge against the
client account to recover the money. The travel agent when processing this charge can use Cheque or
Non-BSP Returns to raise the debit. This example shows a $35.00 charge for an overnight courier. The
system will use CHARGES AND CREDITS data entry to process the charge and take up the credit in the
General ledger as a Courier Fee recovered.
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As well as selecting the appropriate SERVICE CODE, it is also necessary to nominate a creditor
(PURCHASE FROM) and SUPPLIER

Service Fee
Priek onc
i & Suppher C
o = temee e I | Pow 2. By the use of an AGENCY SERVICE FEE
Service Code: | Sevice Fee - Couner Fee =l ¥ Rrerary .
(select button at FEE PAYMENT). In this way
ServicoDesci  [Service Fee - Courier Fee = the agency is able to recoup various sundry
- expenses not reflected in a payment to a
Purchase Fromi 205 _ |[Consoldated Travel particular supplier or creditor.
Scpper ! I Corcobdated Travel ;]
Passenger Type: (5 adk  Infant Tobe Advised Semce Fee it
C O Perscn C Othar FeePyyment: (" Sugpber Service Feo (= Agency Service Fee % Quete
Nunber of: {_‘ —] Servick Eode: lw*n:e'eew‘_.sn:d&-)n Fee > [ Ttemcary
Type of Sale: Service Fees - Courier Foes - GST ¢ s Charges & Credt l
Rewn Cont: [ $35.00 Tokak Service Fees Charged: | AR Sarvice Fes = Cancaiation Fee = |
Commmsion Ve $10.00 Cmmﬁual 28.57 [
Foem of Payment l ;] ;]
Nett Valoe: :
Mk Srakegy: | =
Marbip Value: l $0.00 Cost to Chent: $35.00
Nusrber of: [t
Type of Sala: I.m vice Fees - Bt:.bn;rwve':m'mvl S
NOTE: These agency service fees are normally e coa: [ $55.00 Total Service Fees Charoedt |
setup in advance for new Travelog sites or
can be added to the system by an fomipaimec d
‘Administrator’ eg; Owner/Manager netopSegn. | |
Markup Value: I : Costtodert:l
9 OTHER INCLUSIONS S| o
Other This example is used for OiherTneinaon
Inclusion purchase and payment to Rail o I’it‘-("g:"m“m'wr:l: RIS oo 1ee
Plus for a European Rail Pass. As with all the e el e — ... |Foirm -
Other Inclusions: the print on itineraries and ekl LS 2 pocte |
) . Comeert Code | >}
Quotes is optional, Start and End dates can be |cowe T Morth, 10-0wy Consecufove Durconan Rl Pass ps |
entered, and Discounts can be included and - -
asenge Typat (% Ads © Infart T Tobe Adveed
calculated.  Ckd " Person [ Other _ ctewsnwe |

Ty of Sele: | Irker Rl vI

Number of Pecple: [ 2

. o Conts [ toeo.m tosvae: [ 51000
e OFFERRED RATE: is used for the c@vujﬁCMmm:m“mvul_

Corporate Report section of Travelog Ducourk¥okm | $0.00 DwcaurtRaes | 000% Sedpker | 117700
Descourt Reasan! =]

whereby reports on corporate travel can | =" =" 3

be printed showing offered fares, Mk Zregy: | =

charges fares, days away and PeGpESe s B

destination statistics. [ e

REMARKS

Remarks are used to place text into the DOCUMENTS TO PRINT in TRIP INFORMATION.
Remarks allow documents to be developed and refined to produce a professional
result in turn eliminating the need to edit documentation in WORD or other Documentation programs.
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Press the REMARK icon to access the REMARK ENTRY screen. To add standard remarks (SET-UP IN BACK
OFFICE) to the Document(s), press the drop down arrow at COMMENT CODE. A selection of standard
remark codes will display. Highlight the selected remark and press Tab key. The text of the remark will
download into the space adjacent to COMMENT. When remark is saved it will appear as a trip line in the

window. If applicable, fill in START / END DATE.

REMARK ENTRY

Select COMMENT TYPE (NOTE: Normally left as COMMENT)

Select whether or not remark will print on QUOTE, CONFIRMATION, STATEMENT, ITINERARY

21|

Staet Dote [oommaneey 12 =] End Date: [DD MMAAYY

=] OpenDaed

| —

Commert Type: (¢ Comment ¢ Signatwe  C Visa Heade

 VitaFooter ¢ Passport Hoader Passpoet Footer

Commert Code: lm 'I

Partorx ¥ Quote ¥ Confimation ¥ Stat

A W

Iy

Comment Code
QUOTEPSPTV
QUOTEFYMNT
auoTETVED
SUPFTR

TIL |
VISA -

Prieg after Totals: [

=]

.4

Standacd Remads

Swve | cacet |

Free format remarks and comments can be added under REMARK ENTRY by placing the desired remark

directly in the COMMENT area:

(WP Remark entry
Stan Date [pommrceey 1 =] EndDate [oommayyy F8 =l I Open Dated
Comenert Type: (¢ Comeart ( Signatee ¢ VisaMeadsr ¢ VsaFocter ( Patspont Heade
Comment Code. [CONFCSTS ZlPuton B Quee P G ~

L

Select YES on PRINT AFTER TOTALS as this helps clients notice these remarks
SAVE, and remark will appear on TRIP INFORMATION screen.
Standard Remarks, which fill in, can be adjusted or edited in the COMMENT section.

2ixl

©° Passport Fockes
Ae

¥

Comevert

Conaukant 1or detads

Friok ohes Toraksl ¥

Thate COME e Cumert ot tane of wilrsd arvd are sbpec! 10 AWl ate NCIeste, v CUNency MUChstons Wil pasd ;]
infull  Pleato alio bo aware that payement by credt card may ncur addiional charges - Plaase atk your Travel

=l

Standad Romadks Save

| Cocet |

€ standard Remark Selection

There is a further method of entering Standard Remarks,
using the STANDARD REMARKS button at the bottom of the
REMARK ENTRY screen. These are the same

comment codes but this time selected against plain English
descriptions for their usage.

Standard remarks can be selected
one at a time to be transferred into
your Travel Services Booking. The actual codes used are
linked from ‘Standard Comments’ setup in advance by your
Travelog distributor or by an agency ‘administrator’

Standard Remarks
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" Destination Information
" Chock m Time

€ Health Infoemation

" Depature Tax Information
" Baggage Allowances

" Reconfumations Requeed
" Schedule of Fees

" Frequent Fiyer Detads

" Special Requirements

€ Special Conditions

" Passenger Checkhst

" Disclamer

" Welcome Home Letter

" Via/Passport Information
€ Club Lounge Information
€ Duty Free Alowances

Transtes

imnRecon .|
[conFcsTs ]
[FREQFLVER .|
[ L
|
[itin ==y
——

lc_ﬁmr_j
[weLcomen |
[ —
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I e
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BUILD PACKAGE — CREATE ‘PACK AGE’ PRICING

Travelog is able to display the total cost of the trip instead of the individual price
breakdown of the booking. This is achieved using the BUILD PACKAGE button.
QUOTES, CONFIRMATION & STATEMENT OF ACCOUNT can all be expressed as a single package price.

Build Package

e Onleft TRIP INFORMATION list bar, click the small down arrow to reveal further icons (if
hidden).
e Highlight all the segments (using Ctrl & Left Mouse), which the package is to consist of.
e Click on BUILD PACKAGE. Answer YES.
TRIP INFORMATIO
[ Py ot 1 1

r
ype

Travel Services 3 ]

!5 Update selected trip Ines as one Package?

=] |

gxord | zwond | pwond | momdo

NOTE: Once a package has been built, it can also be ]
'unbuilt' or ‘removed’ by repeating the above steps but

answering NO to the first part of the question that A Rermove package indicator from selected trip Ines?
appears. A further screen will appear. Answer YES to

remove package indicator from selected lines I N |

A package can also be constructed using some, rather than ‘all’ of the lines within the TRIP
INFORMATION window. This would occur if for some reason it is necessary to display only part of the
booking as a package, with the rest of yoru Trip Lines displayed individually. In this case, move the lines
in the package together, highlight them alone in blue, and press BUILD PACKAGE button repeating the
above steps.

BUILD ITINERARY

};r

The Build Itinerary button performs the same function as the BUILD ITINERARY
button found in the lower right corner of the TRIP INFORMATION screen. The first
time the document type ‘Itinerary’ is selected, users will be prompted to ‘Build Itinerary’ automatically.
This is to ensure that relevant

Build [tireran

T . D T DoomentFomat . Balance Due: |COMMNYNG] v | nOW
Trip lines are moved into a sty e S jemaadii -
™ Quote I . = Priot: Al (7 Indvdusl To: © FrstNome & Surname [ Contact
correct date order as I Cocrmation [Confematon i <] | T~ ProtFortx Clent Fee
required by the Consultant [~ Statement of Afc , =] _m Select Al
) L2 I — J P ¥ Sodve Test | Addt I || Passengers
for documentation. | Rinerary |itrerary el ] Vs Sabrer Teat aai |15y -
| I visa/Passport [ =] Mr Chid Test [ow [ 15
Create Musgie Youdhers Master infart Test | infant = T -1
o 1 (et | o| et |
| _Creste and frelornt | =10 Pox | Bm | Pevew | et | evg |
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This is particularly important where travellers may be crossing date lines or time zones where multiple
suppliers are being used onthe same date. Please note that Travelog will not automatically
differentiate time zones between countries and/or destinations.

SEND SUPPLIER BOOKING REQUESTS

BOOKING REQUEST

The Booking Request button allows a standard document to be printed, faxed or e-
mailed to any given suppliers or creditors and would normally include related client
and booking information required by these suppliers.

Bank) Ing F|I-'I:||ll-' :k

When this window ¢ Booking Request =101 x]
opens you can select  [BOOKING REQUEST
the relevant Supplier (er}\‘ Supphers (‘S:fsawx(‘ Selected Suppler: | ]| Dptiorr [Bocking ~]

(or Creditor) the ADDITIONAL INFORMATION SELECT PASSENGERS_
requestistobesent [T B

to. This will TeiNo: [22TT6165 o [FETTTE Mr!md«-:wme e
automatically select PaxBeblowth . Suppber Qute & |

HS M Routing? Urgent Booking ™
relevant trip line s, -

associated with the P Camec? C AkOny @ Lmed; " Ak Land [ Select A Passangs: [ e o |

supplier to be
included in the
request

1170872006 (150872006 Land | LAXNOVD NovdelLo.unch Bocm sswm =

To send this request
in a PDF Format you
can ‘Preview’ the
booking request,
then select the

‘
Export to PDF Document Fomat © Wod (- Rich Tew Selact AllLines | Seloct Al Ax ard Inchade n Request |

option’ via Microsoft
£ Eont Proviowe Ed EMad Close
Mail (MAPI). > | ] | I | .

Alternatively you can export to ‘Application’ which will open the document in a PDF reader where you
can normally ‘Attach’ the document to an e-mail message.

Note: Room listings and other relevant comments about bookings can be added to the Travel Services
file as a ‘Remark’ and these Remarks can then be ‘Selected’ to appear on your supplier’s Booking
Request.

E-mail versions will default to the selected supplier / creditor email address if this is setup against the
relevant code(s).

DEPARTUTRE TAX

ﬁ

Departure Tax This feature does not apply in Australia and is currently used by N.Z users only
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QUICK TRANSFER

This area is used for transfer services frequently used incurring a fixed supplier charge
and will allow you to record Payments to Suppliers in your ‘Pay Supplier’ or ‘Quick
Completion’ Accounting areas.

[uick Transfer

rr—.; Quick Transfer Entry w
QUICK TRANSFER ENTRY
Start Date: [1208/2011  [5] v|endDate:[1208/2011 2] v] I OpenDated

Purchase From:  [SUNBUS _] Bunbus Tours

Supplier: | Sunbus Tours and Transfers v | Time:[

Typeofsde:  [DomTransfers B -ostaues® |
No.| 1Amt| $29.50 Totali]  $29.50 Sellprice: [  $29.50 Doc. Mo | save | cancel |

Commmton:[ $20.00 Nett: l £9.50 Discount Reason: I :_J
Markup Strategy: | v| Markup value: $0.00 Cost to Client: $29.50

SERVICE FEES

This area is designed to capture Service Fees charged by THE AGENCY. These can
also be loaded from shortcut buttons in the ‘Flight Sector’ screen or from within
any ‘Land Booking’ window.

If you have Service Fees that need to be paid to other suppliers then you should NOT be using this icon
for those Service Fee types. Supplier Service Fees are accessible under the OTHER INCLUSIONS button
available from the Left list bar.

The MANAGEMENT /SERVICE FEE below corresponds to the Agency Service Fees also raised under
OTHER INCLUSIONS however this is a much quicker way of loading the Service Fees charged by your
agency.

t.,- Management Fee

MANAGEMENT/SERVICE FEE ENTRY

Service Fee: I Service Fee - Credit Card Fee _vJCharges & Credit Code] Credit Card Merchant Fees _]

Type of Sale: | Service Fees - Credit CardFee  +|

No.[ 1 FeeAmount| $43.60 Total|  $43.60 Reference. No.[FILES] save | cancel |
— 4. NOTES

Pressing the NOTES List Bar will access a free text entry area where notations
about the particular Trip can be stored.
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& Twvwi farnm  Timang Timng - [Trg Shomes - Quenn ¢ 118 [y
'Y ' -

\ e e :
| TRy \\x l \l R\ IC l S Quote Nurmiter v
| —25s—{NOTES 8] i T 3T

These notes would, for example, allow
multiple consultants working on the
same booking file, a common
communication avenue.

EEEEE |

Users can also copy/paste text from
Fare or Booking information including

= .

=

W e e e e e

from PNRs into this Window S -
The Consultant Checklist area is now s : I]

also integrated within the notes
window

CALENDAR ITEMS

The following applications in the ‘NOTES’ area are only available if Microsoft ‘Outlook’ is installed on
your PC

AZ

View Schedule L

ik

Add Appointment

Add Chase Up
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e CHECKLIST & CALENDAR INTEGRATION

M neraitite [ Emal ™ Prors 7 P
Lommants | -]

Fam wariod itk T anada Baachune sent cul whan tock. amven

Additional NOTES can be added to your booking file using the Contact
Area above the ‘Checklist’ By ticking/selecting the ‘Set Reminder in
Outlook’ Option plus the ‘Follow Up in # Days’ field, this will open a

Fellowe Ui in [ " Dam W e Memndenn 5 Oulod

Y TI— [T =] bl ‘Chase Up’ window from ‘MS Outlook’.
I trchaded Aot [FonaareerT =] B
I bcheied Dvernaas Tan [eonaarerrr =] B DMWY

ke Patsponfam  [BOAGSTT -] REA] To add any of the individual checklist | - ﬂl
' Prrded Duste [T BT | .
P fobmetioontuse v L=] LAl items to your MS Outlook calendar,
¥ Pnied ContimatonLenes  [BA2200 o =) BRI H H H f
D e o click the small calendar icon to the right of the date fields.
[ Privied Ststement o Accours [0EA200 A =] BH]

Prnted Rray [fonmeirrT =] B
™ Ve T ickets Panted [baneteS B =] BRI
I insuarcs Poloy Podiced  [B0ARLRSYT =] BH|
I Depaturs Task Cad [DOARLTETY ] HH.I
I Eoched i vanshing [DOARLY ] = mj

o
. 5. ACCOUNTING
Accounting

Click on ACCOUNTING and the following Icons will become accessible down the left-side List Bar:

TRANSACTION DRILLDOWN

T

Click on TRANSACTION DRILLDOWN to access all accounting records for a
particular trip. In particular, it is possible to see receipts taken from the client;
invoices raised for a corporate client and monies paid out to suppliers. A consultant should aim to have
the file showing a balance of zero in the drilldown when completed.

Tranzaction Drilldawn

e A Drilldown showing a MINUS figure means the booking is in CREDIT and has funds AVAILIABLE.
e Any outstanding amount will appear ina RED BOX
e Any reversals and credit notes will be displayed.

=10/
Flo Edt Novigsoe! Hep . .
e FULL VIEW: Will give a full

i P 6 «sa8R © 9 2

s : o 9 3] - view of debits & credits Notice

Trp Account [ o .

i T @ raves | thatin FULL VIEW, DOCUMENT

2“““ e  comsn  1YPE & ENTRY TYPE is displayed.
st I~ Retadod

Depast Date.  [Thirsdiay, 22 Septonber 2005 e SPLIT VIEW: Will give a

T T —— split full view with debits on the
RCPT Ordinary A,870.00 1,570.00 ) ; :
18.May-05 NON-BSP TicketVoucher 23156466 | | 1200 0.00 -1,750.00 ) left & credits on the right of the

18 May 05 CHO Supplier 2000001 | 330.00 0,00 -1,420,00 ) screen (see below)
180ec05  CHCR  AMEDNDILES 2 [ 2000 0.00 .1,800.00 )
BSP Ticket 2126653% | Moo 0.00 70000 )
BSP Ticket 2212645335

WV GST Inchasive

Scroll Buttons / Bars: Scroll Right
s or Left for more details of each

¥ Inchads NomUpdated Transactions tee | transaction
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-lglxl  Clicking COMMISSION: will give

R R AT LI, details of the following:

s sas san| B 9 2
Tep Statatics View: .
L’::‘W' L’ — Groes TioVekue [TBI00 - Mi@® | | © FulView 1. Gross Trip Value
NetGrose  [190320 (o Commsicn) | | € Spt View 2. NettG
Debtor Name: | . ett Gross
Balance o Comske @020 7 Comemssion _—
Depun Oe.[TTiaidey 2 Seenbar 2005~ | YedMuon  [IO05% ~ % I Detaled 3. Commission
¥ GST Inchusive . .
s e 4. Yield/Margin
T R [ I T [ 5. Non Commissionable
18 May 05 | 2085 chetVouche
18May-05 | CHO | Suppber Amount

18-Dec-05 | CHCR | A\MENDFEES | | 20000
18-May-05 | BSP Ticknt 70000 0
18.May.05 | BSP Tcket i

DETAILED: Provides an extra line
21 with details such as Suppliers,
¥ Inchude Nen Updated Transachon: e | Payment Types and Pax Names.

FURTHER DETAILS OF THE TRANSACTION DRILLDOWN:

e A payment made by credit card is shown as a debit and credit amount on the trip

e Any other type of payment is shown as a debit amount on the trip

e Note thatin the case of discounts, drilldown is not accurate until after updating of relevant data
e GREEN LINES: The Green Lines means they have been NOT been

e LISTED & UPDATED by the Office Manager or

Administrator £ Aemark Emep[Mrs Diane Moran]
. Fle Edt Haagslsd Heb
e YELLOW LINES: The Yellow Lines have been LISTED
& UPDATED D x| 1™ e s 8| w 9 2

e by the Office Manager or Accounts Administrator REMARK ENTRY

e Press note button to access REMARK ENTRY for e
i . Aceount Name: Mre Disns Motan
trip. The consultant can record any accounting Commeet Type: [ Fides & rocsiaions O DTt
note about the trip. For example, it could be used =]

to tell the System Administrator why the file is out
of balance and what is being done to clear it, or if
any amounts need to be written off.

e Pressing the Preview button allows a view of the

CLIENT LEDGER =
Aeld | Modily | Debste b v | Caniel | Close |
Aeady A | M 101193 |05 PM
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il
File Edt Navigator! Help

) & wB s © 9 2

o ] r' ~View. ————
Ine E —— @ Full View
Name: [Mrs Gai Hams ~ Spit View
Debtor Name: | = —
Balance: }$4 620,00 L Qﬁommd*ds:on
Depart Date: [Tuesday, 12 December 2006 W GST Inclusive

Doc

Number

17-May-06| RCPT | Voucher |57

17-May-06  NON-BSP | Voucher 57 =
31-May-06  RCPT Ordinary 56

31-May-06 CHQ  Supp.Deposit  MD26751

31-May-06 | NON-BSP ' Ticket/Voucher | INS78632
TOTALS

«| |

Debit (DR)

Creg

-520.00

_0.00 -520.00 )|
52000 000 0.00)
0.00 -5,000.00 -5,000.00 )|
150,00 0.00 -4,850.00 )|
170.00 0.00 -4,680.00 )

¥ Include Non-Updated Transactions

”lr'p mastes record.

CAPS { NUM

|02/06/2008 [ 11:16

e Removing the tick from INCLUDE NON-UPDATED TRANSACTIONS will only allow the display of
updated transactions, which relate to that particular trip file.

RECEIPTS

W

Receipt Money

NOTE: It is only possible to receipt money
to a file that has been turned into a
booking. For money being held on file
you will need to fill in Client Details
screen (New Booking) and click on the
CREATE AS BOOKING button.

For the Receipting of client funds that would be banked into an Agency’s
Trust or Travel Account.

& Pacest frtry - Commutart Screen
Bl gt Qpbons Nevgumed  Help

U0 a8 oS8R o 9 2

RECEIPT ENTRY
[ _aeew ]

|Received Money from a Chent

Tro Actount Cade:

fass

TreVChens Name

| et ihene
[ s

Loyalty Ve |

Dot 217

v Cordmumber; | 3352
12.500.00 Collectnd Ponts|

| | |
Adatienal Receist Detads
Receot trarber: [
ReceptDstest | 07/32202
Receot Tom: |

Bark Account:

3555 3355 088

.

100000 Cont of Ports: | .00

[Gar Treat Accord

-al
2.

_—

LoPNty Seme Doty oy

Flease Erter Recept Detaly

Badchy 217 (Open)

Travelog Consultant User Guide

Copyright © 2017 — Travelog Pty Ltd ABN 67 099 078 985

55




1. CLIENT TRIP (Client Funds)

The TRIP ACCOUNT & Chent Trip Beowse =

CODE will normally Ede Ede Qptions Navigatee Help
default to the sl ??L? f_[,hl S 4 9 ¢

currently open CLIENT TRIP BROWSE
K K . ¥ Detaled ™ Pax ™ Show Lodked Consutant; | T Browse Mstary
Trip/Client Account if Sewcrrer [ rd | SearcSort byl Account Code ® Sumame  Debler Code C Deblrame

you started the
receipt from the

T

$0.00 [Refe
rsa +$2,000.00 Wab
Victoria $0.00 Wab

client’s Travel Services Euroe 1 ] oo
file. Press the Atxa I | [ $0.00/Agm
Europe ABCY ABC Branch 1 $450.00 | Cory

BROWSE button to ass | 400,00 Rep o
access the CLIENT TRIP . e

Odoown | et | Cose |

BROWSE to add or W e om0 008
recall a receipt for a
different trip.

e RECEIPT NUMBER will be automatically generated when receipt is printed/saved

e RECEIPT DATED will default to the current date

e BANK ACCOUNT - Make sure the correct bank account is used

e PASSENGER NAME will default to the TRIP/CLIENT NAME. Alternative names can be
chosen from the drop down list

e Select PAYMENT METHOD from the drop down list. Click OK to initialised Payment
Details (if applicable)

e Complete any Payment Details Window that opens & click OK

e COMMENT should be used. It will be printed on Receipt and is useful for Back Office
reconciliations.

e PAYMENT DESCRIPTION must be selected from the drop down list.

e OTHER COMMENT may be chosen from one of the standard codes listed. (Normally left
blank)

e SAVE or PRINT (if required)

NOTE: When a receipt is |9 SecentEnty - Consultant Screen E=SECR =

. d t . file Edit Options Navigator! Hep
printe '_'S” . sl e a8 s 8 2
automatically saved. T T -

y RECEIPT ENTRY _ fateh: 217
IR o | oo | oo |

If the receipt has Received Money from a Client e ays Datle
IMu|t|p|e formS Of Trip Account Code: EXB _J :::::Dard ’0;"‘.2’5}'&"*:1;.
payment’ or is to be To/ienthame:  ParedHadrg ReceptTow: | @l — ~]
‘Split’ between Trips e e = Bk Account: [CentTosthceont ]

. . ! Form of Payment: ,Cm v __4 Oher I _'J
click in the relevant box s T —
and then click on save. MvourntReceved: | $2,500.00
Repeat the steps above - [~ Musgle Forms of Payment [~ Spit Between Trps

AQyalty Scheme ’
to complete total [ RyeuUYs | Cardhumber; [ 5555 5555 5555 5585 w1 Loyaity Scheme ports crly
amount received Loyaity Vake: $2,500.00 Colected Ponts: 1,000.00 Cost of Points: $30.00
4| «|orowse|» |» | | et | sve | caed | |.
Please Enter Recept Oetals Batche 217 (Open) e 0712030 0:14
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When completing the last part of the Receipt Entry, ensure you remove the tick from the
‘Multi Form of Payment’ or “Split between Trips’ boxes before clicking on save.

FLYBUYS & LOYALTY SCHEMES

FLYBUYS AND OTHER LOYALTY SCHEMES CAN BE TRACKED AND RECORDED AT TIME OF
RECEIPTING FUNDS. SETUP INSTRUCTION CAN BE FOUND IN THIS MANUAL.

Two Ways to Find/Retrieve a Receipt

NOTE - Once a List & Update* has been Additional Receipt Details

completed you are no longer able to Receipt Number: |

Browse for a Receipt in the Receipt Entry ReceiptDated: |07/12/2010 3|~

Window *(The List & Update is where Receipt Total: | £0.00 | |
Transactions are posted from the Front Bank Account: | Client Trust Account j

Office into the Back Office Accounting Area) Other | =
Enter Receipt Number in RECEIPT NUMBER

Box (required receipt must be in the current batch - updated receipts will not be available in
Front Office Receipt Windows)

Click CANCEL in RECEIPT ENTRY Window & Answer YES and then Search via BROWSE arrows

| Hl | |Brows¢| 3 I HI Add Reyerse Close | ‘

REVERSING RECEIPTS

NOTE — This can be done if receipts have been Updated but not yet banked (reconciled) if your

Username will allow it

e If the original payment has been made incorrectly and this needs to be corrected the
original payment needs to be reversed. (NOTE: A receipt cannot be modified once it has
been printed or

[ Beceipt Ertry - Consultant Soreen = | BB
saved). The = ,f. L Maricsstort ek :
corrections are | | Bos w6 sk sl 8 2
thenmadeand  |REEEIPT ENTRY o zi7
the new entry is e | . | sscunstrancn |
paid again. Click Received Money from a Client Acdional Receipt Datails
RECEIPT MONEY | roscmnicens i o ) [ B
(Must be a Wokdwuim: oty : -]
BOOking), then pan ml: bt ilm:el changes. et ;I

Porm of Payment: 18 WO BT e
click CANCEL. S
o C“Ck the Amount Receed: . i - | |
BROWSE arrows WO = =
on the Bottom | AuvEus | cord bt | | Loyaity Scheme ponts anly
Left Until you I erminy vaise: $0.00 CollectedPonts:] 0.0 Costof Points: $0.00
Display the
Applicable [ 4 [Browese [ [m] [ |! | emt | gwe || gaedd |
ReCEipt | Pease Enter Recept Detals faich; 217 (Open) : et 07/12/2000 | 00:17

Travelog Consultant User Guide Copyright © 2017 — Travelog Pty Ltd ABN 67 099 078 985
57



e Click REVERSAL Button. Note

e Comment Box will Show Reversal of Receipt Number. Answer yes.
e Click ADD. Re-Issue a New Receipt, and Click PRINT.

e Click CLOSE to Return to Trip Information.

e Check TRANSACTION DRILLDOWN & Close

MULTIPLE & SPLIT PAYMENT RECEIPTING

Issue a Multiple Form of Payment [T Multiple Farms of Payment I Splt Between Trips

Receipt
e Click this box if you have more than one form of payment eg. Cheque & Visa
e There is NO LIMIT to the Number of Multiple Forms of Payment
e Place atick in MULTIPLE FORM OF PAYMENT Box
e Enter details of first and successive forms of payment
e Select the SAVE button to save this portion of your receipt

BEFORE the last form of payment is entered, REMOVE TICK from the MULTIPLE FORM OF
PAYMENT area which will allow you to fill in details for the last form of payment. Choose Print or
Save to save the Receipt without Printing

Issue a Receipt for payment of Multiple Trips
e Click this box if you have one form
of Payment split between two
different Trip Numbers.
e Place a tick in SPLIT BETWEEN TRIPS
e Enter details for the first trip number and SAVE

e Remove tick from SPLIT BETWEEN TRIPS and complete details of the second trip &
PRINT.

[T Multiple Forms of Pagment [ Split Between Trips

'BA CK OFF ICE ’ RECEIPTING FOR CONSULTANTS :

SUPPLIER RECEIPTS (Commission Voucher)

This function will only be accessible to the consultant if previously set up by administrator and is to be
T T =53 usedwhen receiving a cheque from a Hotel, Car
Fle [t Ootions Hmvigitee Help Hire Company etc for which the Agency has
— OBl 28| oa a8l 2 raised a Voucher for a client who has Paid Direct
EECEIET Ewm | or had charges Billed Back to them. This will be

Received | Commmontoaden]| ool necpmter [ the commission due against the raised voucher
from Supp :::.-'m“ SecepiDated; ST inmom e

Lipchate Hon@5e : et Taln K =

smercotes B8 ] S Bk wn Click on ADD and then click on the Browse

e [ — Form of Paymand | - ..

A e = || Button next to the Commission Voucher box
Caftpgory:

Tioe of e

Constane Cnde NOTE: Should an error message occur that says

il lpmat

S i i the Account Code does not exist, you will need to
B = = PR W check that the code has been added through
- '_H_ = — General Ledger Maintenance, if not - the code
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needs to be added or it may be that the account is set to Administrator use only, in which case you will
need to be signed in as the System Administrator or have rights in the system.

@ Veuchr Poyrare Scactien el
VOUCHER PAYMENT SELECTION
proaly — = e -
e e Sl The following voucher matching window
should appear when you can make different

selections to find vouchers matching
commission payments.

T 0 & e T i o

et

SUPPLIER RECEIPTS

For bookings where clients have PAID DIRECT to the Hotel / Car / Supplier direct for services the agency
is awaiting commission, the Creditor to select in most cases be ‘DIRECT CREDITORS’. Any relevant
Suppliers would then be available for selection from the Supplier Drop Down boxes

1. Select’Sorted By’ clicking the relevant option (normally by Voucher or PAX Name)

2. Select the Creditor by clicking the down arrow then select the relevant Arrival

3. from/to date to narrow down the search criteria to make it easier to locate the relevant

vouchers.
@ Veucher Payment Selectson ol
VOUCHER PAYMENT SELECTION 4. Select your Starting

et R A e A e and Ending Suppliers to see
Creduy: [ DeectCredners ] arvesrrom[0r0y0 (S]] e: [0Sz B

unpaid commission/vouchers

5. Click Search which
will then give you a listing of
all unpaid commissions

Match Youcher

-

Start Suppher Mana 1dand Rescrt 8 508

Sexch Text: |

gewch

6. If you scroll to the
right of this windows you will
see the passenger name
details

) > from vate: T .00 7. Click on the amount
R SN s | @ | @= || {5 match & then Right-Mouse
Click & select Match
& Paid Voucher Entry 1 Voucher
PAID VOUCHER ENTREY
Original Comm. : £190.24 Amount Paid:|176.95 Match as: |'7" ELIB::_:'I: _I Complete the window
. Agent Bocking =] category: [Agent - N

:::Em: Imw —— jw::“;tl e = .deta|ls w.|th relevant
TicketedFare: | $800.00 OffersdFare|  $0.00 Offered: | =] information and then
Class of Ticket: | | ~Ioaysamay] 2 click on Save
Miepage Points: 0 Borus Points: Iiﬂ Save | Cancel |
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ORIGINAL COMM. - Defaults from Voucher if pricing was complete in Land Booking Window
AMOUNT PAID - defaults to the same amount as in the Original Commission box. This can be changed
before saving to the value of any payment received from Suppliers

MATCH AS - If the amount is paid in Full then select the button Full. If this is a Part payment click the
button for Part so that it is selected. Part payment may apply where the Supplier has only paid for 1
night’s accommodation and it should be for 2 nights’ accommodation. The balance will then remain as
outstanding.

YELLOW BOXES— defaults from the voucher and can be changed

TICKETED FARE — defaults from the voucher if the pricing was entered in the Land Booking screen. This
can be changed based on the actual commission received.

OFFERED FARE — defaults from the voucher if this window was completed in Land Booking OFFERED —
This is the reason for the Offered Fare not having been accepted by the customer CLASS OF TICKET —
Applies to vouchers created for an Airline Only

DAYS AWAY — This information flow to Back Office for the Corporate Reporting functions

The matched voucher amounts now appear on the Right Side in the Selected Vouchers box.

1. Click on Ok to save the details matched. Click Close if you need to cancel the matching.
2. Now select the Payment Method and complete the payment details
3. Make sure the Receipt Dated field and the Bank Account used are correct

& Voucher Payment Selection el @
VOUCHER PAYMENT SELECTION

SortedBy: | VeucherMo. ™ Tripha.  PaxMame |  PaxMame 7  Pax Name 3 © Pax Name 4

Credtor: | Direct Crediors | anvvasprome[owouizne B w] v [osizmon B~

Start Suppbery Mana Island Resort & Spa | Erd Suppier: | Mana Island Resort B Soa -]

Search Text: |

SELECTED VOUCHERS

| Comm. dmt i e

§190. 24 Dwrect Creditors

a| | o |[rotst vaiee: | $176.55

(Fight-Chck & Ine bo match o urmabch) Refresh | ok | Cloge

4. Cick Save and the receipt will split if you have matched more than one voucher to the total
value the cheque received.

** To remove an incorrect matching in this area, simply right-click with your mouse on matched
amounts to the right of the Voucher Payment Selection window **

OTHER COMMISSION - Mainly used for Credit Card Commission Payments

To be used when receipting other commission that is not received from a voucher being generated, such
as commission from a Wholesaler for payments made direct to them with the client’s credit card.

e Click on ADD & click OTHER COMMISSION
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e ACCOUNT CODE will default

e Click on UPDATE NON-BSP P e 3
Ele w ytors W' !
C‘RE‘DITOR button ) @isls] X mnl oD s o 2
e Fillin SUPPLIER NAME ?Qd RECEIP’I‘ ENTRY oo 17
CREDITOR Code any original | 20smm BT

Non BSP entry would have
gone to.
e Make sure the RECEIPT

& Other Commmson

from Supp. ~ o =~

Accourt Code.  |6130 __'_j

Recerved f‘wvm | Recact Number

Updste Non 5P 7 Creditor © Supples Oy © Norm Recect Toat |

Flecept Dated 1200 72006 -

Aevourt 1o Bark: I g a1

DATED is correct for the oo At fomdtwnee 1
entry.

e BANK ACCOUNT will default
— check this is the correct e j';::m
Bank Account Bark Accourt  [Coert Thm Accourd =] TosCommmin [ s260

e COMMENT is optional S Rl el 1N
however suggest using {18} oo [BIN J |_Bre | See | Coce | |
original booking number(s) ~ “°* e el h
as the

e comment

e Fillin the AMOUNT TO BANK and also your

e PAYMENT METHOD

[}

If the receipt is ‘split between trips’ click in SPLIT RECEIPT box and repeat above steps.

Remember to remove the tick from the split box for the last entry.

e SAVE or PRINT (if required)

Note: When a receipt is printed it is also automatically saved.

When these entries are list/updated the amount that has been receipted will then appear in Non BSP

Supplier Return area matching amounts due.

Refer to Non-BSP Supplier Return for further details.

SUPPLIER - Refund

izl
Fle Edt Opbons Nevgstorl Melp
Ol Bes] f wel =8 R s 8 2]
RECEIPT ENTRY  Bawch: 17
' | 2ssneR | | A v |
Receved (‘Cmumvml _jRe:qﬂhm [—_
from Supp. - 2;:5""“'”‘ RecetDued  [F171272003 ol
Update Non85P. (o (o Recept ot | S000 Soie [ <]

Account Code [ @ Iiof" Coposte Ancurttoark: | $320.00

Namme ¥ Due Foun of Payweert. [Checre ~_
S0 ok in ]| CommsscnRecat [~ $000 /7 65T Inckis
Categoey Butness z Hon Comemeson [ wwo
Type of Sae Dom Package - Supphes OXX Fee l—ﬁ
Contullart Code |Mecioe Macoust = Oagnal Sale Totat l $
Sugober Name:  [AAT . |PAT Finge Diocourt Gven. [ 00| =l
Cradtor [aa1 - JPAT Kings Dur < Chavge: [ $15.00 [Secvcn Fees - Hand ¥]
Bark Accourt | Chert Tt Accourt =] ClertRebundast [ 5600
Comment JAAT Brg 19033 St Recegt r~
J |_Brt | see | Coxd |
Batch 17 (Open] [ NUM 120072008 (234

Travelog Consultant User Guide

e Clickon ADD and on REFUND

e Fillin the ACCOUNT CODE (Trip
or Corporate)

e SOURCE, CATEGORY, TYPE OF
SALE, CONSULTANT CODE should come
through from the Trip code (Travel
Services

Booking #) that is selected. Use browse
Key if Trip Number unknown.

e Fillin SUPPLIER NAME,
CREDITOR CODE (use browse boxes if
necessary)
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e Make sure the RECEIPT DATED and the BANK ACCOUNT are correct

e COMMENT is optional

e Fillin AMOUNT TO BANK. Fill in PAYMENT METHOD

e Fillin COMMISSION RECALL, the amount of commission you made on the original sale
e If applicable, enter in any NON- COMMISSION amounts paid out on the

e original sale to supplier

e Fillin SUPPLIER CNX FEE. That is any cancellation fees charged by wholesaler, hotel etc.

e ORIGINAL SALE TOTAL will calculate based on amounts entered in the previous boxes.

e DISCOUNT GIVEN and OUR CNX CHARGE (where applicable). Remember to select the relevant
Type of Sale from the drop down menu to the right of this area — Normally ‘Service Fees’ for
Cancellations.

e Check the amount you are refunding to your client matches CLIENT REFUND AMT

e If this receipt is split between trips repeat above steps.

Remember to remove the tick from Split Receipt box on the last part of the entry before saving.

e SAVE or PRINT (if applicable)
Note: When a receipt is printed it is automatically saved as well.

Corporate / Debtor Receipts

PY Cllck on the ADD £ Receipt Entry - Consultant Screen = =10 x|
Button Fle Edt Options Navigstor! Melp
Dlees] 2 w6 =80 s 9 2

e Fillin CORPORATE - -
ACCOUNT CODE (use RECEIPT ENTRY  8ateh: 17

| | 3oeeroRac | |

Browse & Select if

Received Money from a Corporate A/C Additionel Receipt Otods
; Recapt Nurber
nejed be) Copeeste Accourt Code: [RBC =] RecoptOated 3171272003 |12 ~]
e Click on Browse box Pagmert of Invoice No-: | | Recept Tost | [ |
by PAYMENT OF Copoeate Accourt Name REC Engneeng Py Lid Back Account: | Cherk Trust Account ~]
. . Passenger Name: [ ll Othes Comment: l -
INVOICENO.. Thiswill oo =154 e (€ O € R i

bring up DEBTOR Commtact [
INVOICE MATCHING Amourt Receved | 0.0

. r Foems of P [~ Spit Betwoen |
WlndOW. Nuiple Forms of Pagmeert pit Botweoen Irvosces

™ Cument © 60 doy

e Select the invoice
being paid and click in Tl
the last column —
MATCHED.

] [_bm_|_swe | Goce | ]
= Boh 17 0pen Y
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[ pettor imvoemaicing ~loix]
DEBTOR INVOICE MATCHING Cunrent

Overdue Balance
Name: PBC Engneanng Pty Ltd |$1 39800 |-$9%342 l'”,‘%.‘?
Search | Find I

Invoooe Oldmry 06:Dec02 1 "MrJ Test | $13658 $135 5»8__ "Matched"
3 Invoce Invoice | 12-May- 03| 51 [Mts Maween Howarc | $1.33800 $1.358.00| "Matched"

TOTALS [ so.od{ $00d
& | oee |

e Type ‘M’ if paying the invoice in full or ‘P’ if partially paying invoices then type MATCHED
AMOUNT

e Once you've selected or ‘MATCHED’ all invoices being paid with this Receipt click on OK.

This takes you back to the RECEIPT ENTRY screen

e E
& s W. IWM "T | e Fillin the selected
DNy sinel sl s T | PAYMENT METHOD
RECEIPT EII\ITR\ B-tch; 17 T e g s e COMMENT is optional
Received Money from a Corporate A/C Additional R’W-"P' Details * AMOUNT RECEIVED will
e P 5 ReceotMumbee| ] have defaulted from the
l I1'J E: . . .
Payment of Irvcice No. | o |MATCHED INVOICES :::?::d 1 =] matching of your invoices
Canperate Account Name: JABC Engnectng Pty Lid Bark Account. | Cvert Trus -Amm -] e Ensure the RECEIPT
Passenge Nawe | K| Other Coreract. | =l'| DATED and the BANK ACCOUNT
doebs SIS St amratee [ B0 E D P are correct
Comenant
Aesourt Received {W e Click on SAVE
NOTE: Clicking the Print button
will automatically SAVE your
receipt entry
[14] ] Browse [ ¥ | M) i | Bt | see | Coce | |
[Ready {Baich 17 [Open) w5 [NUM 1272005 |2348

INVOICE CORPORATE/DEBTOR ACCOUNTS

Generating Invoices

ﬁ ° To Issue an Invoice to a Company / Debtor as a Form of Payment This
can be done at the time of making the Original Booking.
Lienerate Invoice ° Note you can only invoice from a Booking linked to corporate account
° The booking must first be linked to a Debtor at the bottom of the

CLIENT DETAILS screen.
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Travel Agency: | Travelog Training

Corporate Ajfc: |AECHO z

=]
.| $ || @ |=Bc Head Office.

Contact MName:

I Mr Jane Smith LI

Order Mo.: [ASYHTT|

Press the BROWSE BUTTON adjacent to CORPORATE A/C to access the DEBTOR BROWSE screen.

This will allow you to SELECT the relevant Debtor and press Select Tab.

& Debtos Browse
File Edit Mavigator Help

s e s&R & 9 2

=% EoR =x=

DEBTOR BROWSE
SearchFor:|  End | << Previous |

Searchon: | % Reportnglevel  Biling Level
Hext >> Isdecled:P.BC Head Office

CORPORATE ACCOUNT LEVELS

- _ Head Office (ABCHO) -
Air Plus Debtor (TF)
American Express Receipts (AXCARD)
Axis Corporate (Head Office) (AXAHOD)
Blacktown City Council (BLACKCC)
CFC PTY LTD [ADL) (CFCADL)
CFC PTY LTD [SYD) (CFCSYD)
Clemel (CFCMEL)
Debtor Rebate Test (DE1)

Code:BOHO

resme: [ABC Head Office
Address: [12 Main Street
Evdney - H5W

|
Post Code: oo
Homs Phone: Wark Phone: |02 92117555
Fax: DZS2116165  Mebie Phone: D309000000

Diners Card Receipts (DCCARD) Current: | §12,674.22
Expe 2008 [EXPODE) Period 1: | §18, 155,68 Period 3:| -$22,031.24
EXPO 2009 (EXPO09) - Period Z: £0.00  Tow Owing:|  $8,799.66
select | close |
Please select debior record. CAPS 08/12/2010 15:06

The debtor code fills in at CORPORATE A/C.

Select CONTACT NAME from the drop down list or fill in. Fillin ORDER NUMBER if used.
Fill in ORDER NUMBER if used — NOTE: Order numbers are sometimes referred to as COST CENTRES

or PURCHASE ORDER numbers

coporate afe:  [aecio ...| 5| 8 [REC Head Office

ContactName: |[DETDESNN  ~| oOcderbo. |
Contact Name(s) Phone Mumber Extn. Emal Address Fax Mumber
Mr Jane Smith 029211 7555 998 info i Jcom.au |029211 6166

Travel Agency: | Travelog Training

Corporate Afc: |AE|CHO .

=
..| $ | &= @ [FEc Fead Office.

Contact Name:

I Mr Jane Smith LI

Order Mo.: [A&YHTT|

Check and/or enter PAYMENT DETAILS, RULES AND REGULATIONS & DEBTOR ADDRESS DETAILS,

which are essentially the same as those used with the client profile, except that they are used to

record details about the Debtor.

Travelog Consultant User Guide
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[ It Dt - P s -] | @ utens Atmens Dusimrd s s v B Rk Erary AR bl Ocd) =8
P T e I oo e Bl Eda Breguied e
L=2| S8kl 2n8) of 91 = Q8js]| 208 of 8 2 @ 00wl s nel ol 8 %
PAXMENL DEIATLS CLIENT ADDRESS DETAILS : CENTRY
NT Al S DET. REMARK ENTRY

oot mrt ==

e e W i apmra e oo Code: 0D e e [RBC rmad O

e W e Ay
B b ngulinnra (e sk
Pens Avest e ol - AR MO T - e 1~ Dy S

S S e

] e

| B . Faacy e TR

- [

e Complete related TRIP INFORMATION and Create As booking. (Section 3 — Trip Information)

e Under your ACCOUNTING list bar, click on GENERATE INVOICE. This is for a situation where all the
booked lines for a particular passenger will be invoiced to the corporate, with no part having been
paid privately — alternatively select individual lines to be invoiced then click on GENERATE INVOICE
(See Invoicing only PART of a Booking)

e Answer YES to question. mew Services 2

e The INVOICE PASSENGER SELECTION
window appears. :

e Place atick in the BOX IN SELECTED 0 Create an Invoice for all booked trip lines?
column next to the TYPE OF passenger(s)
to be included on the invoice.

"

Mo
Those passengers not ticked are either linked
to the profile, but not travelling on this
booking or they are part of the booking paying separately.
e Click Select All Passengers button ) )
e InSTATEMENT COMMENT Users can & Passengers Selected for this Invoice =
change small comment to appear in INVOICE PASSENGER SELECTION
the Debtor
e Statement in relation to this invoice. p | Jarred Hardng S -
e Press INVOICE. Mrs Angeila Harding Adt ¢l
e NEW ADDRESS enables the selection
of another address from up to six
possible choices set up by the system
administrators in the Debtor Statement Comment: [Mrs Angela Harding
Maintenance area. [ Begelecial || Invoice Cancel
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& Invoice Preparation & Print [ =]
INVOICE PREPARATION AND PRINT TAX INVOICE

DOCUMENT INFORMATION

Code:  [aBcho .-. | cost cenre] Lo A e

Mame:  [BBC Head Office Boew Address | Oooment Tye: [ Imvoke € Credt Note

Address: [12 Man Strest Deocuemeent Diabe: CNEIC e B
[Sydney - RS Order Mumber: ABTHTT

Contact Name:

18 | Ghent [Mr Jamed Harding | i Lanka Sydney to Kuala Lumpur to $1,058.12 $0.00  §0.00 $1,088.12
818 | Chent |Mrs Angels Hardng | A Lanka Sydney to Kuala Lumpur o $1,098.12 | $000)  $0.00] $1,085.12
13 [ Cent | | Servce Fee - Credit Card Fee £39.54| $3.9 0.0 $39.54
18 hent Accommodation 4t Mana Island Rescrt & Spn, | 52, 200,00 §0.00| %0.00 £2,200.00
818 Chenit | Transfer | §26.82 §2.68 [  $0.00 £36.87
Add & Lne | nsert a Line | Change this Line | Remove ths Line | sBToTAL: | $4462L T
ceTTOTAL: [ shed
Foreign Currency Code: |ELR Exchange Rate: 0.5555 TOTAL: §4 46534
Statement Desripbonsrg Angels Harding Terma Trade: .
Deposit Date: [08/12/2010 2] = | Amount: | $0.00 © DepositOue  Depost Pad
Balance Date: [ D8/01/2011 o] | Fnal Balance Amount: 54,4679, 34 -
[ 4] 4 [mrowse [ b [M]  addn | | Prevew | Emsd |+] Eit | seve | Concd | |
CAPS |MUM  |0E/12/2010| 15:40

Ready

e COST CENTRE enables linking of a head office to a sub-branch.

o If the invoice is for an initial deposit, or a deposit has already been paid, press DEPOSIT DUE or
DEPOSIT PAID as appropriate, fillin AMOUNT and DEPOSIT DATE & BALANCE DATE.

e DOCUMENT NUMBER is generated automatically, and the comment in TERMS & TRADE fills in
from the Back Office set-up. Free text remarks can also be added in this space.

An Invoice can be customised further by using the ADD, INSERT, CHANGE or REMOVE LINE button(s). All
invoices generated in Travel Services can be E-mailed to your clients using the Email button next to the

PRINT and SAVE Buttons. You can also send Invoices via e-mail in PDF Format from the back office after
previewing the Invoice/Credit Note on- screen

Invoice Detail Line Entry .
. . - e CHANGE A LINE. This
Im?ICE LA LI [ enables access to the INVOICE
Acouse Code - || Ehenll © A DETAIL LINE ENTRY screen.
Account Desaiption [r Jamed Harding
Passenoer Name [ Mrs Angela Hardng =
Line: Descriphon
Standard Irrvoics Code | =]
Desaription of Charge ?WS?H;?&#K:L;TFN Cﬂr;bﬂ-umﬁhe!a Bﬂ;:ab;mls -
Decumbes 080, retoving on Wedmeatis, 20 Ty 201 L Tet for b (NOTE: you must first

highlight the line to change

.ﬁ::.n-'::ll:h&m: [ s1098.12 I GSTIndusive by clicking anywhere on the
Discount rate:[ 000 Amount: $.00  Reason for Discount: =] line first.)
Total Amount invoiced|  $1,095.12 Ontett]  $1,009.02 Type of Sakes [ Initer Airfare =]
Product
Creditor Code: | ezl | DocumentMumber:  [a74524578081
Prindipal Code: [BsP o | Confrmatonpumber:[
Auie Code: UL o | Prianka
sove | cacel |
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e Clicking the down arrow on the highlighted invoice line also opens the details of the Invoice line

entry.
Tnp Na
15 | Chent | | This document i for the following | $0.00| $0.00
15 Chenit Tow with Qantas Austrahan Hobdays, . 41.695.00 £0.00
15 | Chent | | Ready Plan Austialia insurance policy. | £120.00 £0.00
15 | Chent | Transter $20.00 $0.00
Accommodation at Mavatel Melbowsne on
15 Chenit Accommodation at Hestz Australa, . [noon $1.020.00 $0.00
15 | Chent | Courier Fee for Delvery of lickets and I $35.00/ §0.00
INVOICE DETAIL LINE ENTRY
Account

Account Code f LI Clent C G

Accourk Desaription |

Passenger Name | M John Butier |
Line Description
Standard Invoice Code | |

Description of Charge  [Accommodation at Sheraton Hotel, Double Room, In on Tuesday, 12 December ;]
2006, out on Seturday, 16 December 2006]

=
Amourt
Amount Charged [ 352000 I GSTincksive
Discount Rate:|  0.00 Amounk | $0.00  Reason for Discourt | |
Total Amount kvoiced | $520.00  Type of Sale | Inker Accommodation ~]
save | o |

e DESCRIPTION OF CHARGE is sourced from the Trip Lines and shown in full. This is how it will
print on the invoice however this area can be edited using free text.

e Astandard comment can be entered in STANDARD INVOICE CODE by choosing from the
selection in the drop-down list. This will then appear in DESCRIPTION OF CHARGE. This can be
set up to appear at the beginning, middle or end of free-format invoice data. Otherwise, free
text alone can be used in this area.

e Fillin AMOUNT CHARGED, etc as required. This will be added to the invoiced total.

e SAVE

e GST—is mandatory, and would need to be ticked or un-ticked if GST applies.

e Pressing REMOVE A LINE not only removes the highlighted line on the invoice, but deducts the
invoiced value of the deleted line from the invoice total

Travel Services 3

Remove selected Invoice Detail lne
b\ ‘Accommodation at Mana Island Resort 8 Spa, Beach Frent Bure, In on
Sunday, 31 October 2000, out on Friday, 5 Movemnber 2010°
from this immoioe
Are you sure?

Yes ] Ho

e INSERT A LINE allows insertion of a line above the line highlighted in black

Invoice Line entries can also be arranged in any sequence the same way as re-ordering itineraries.
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e Click Print for a hard copy of the invoice and the word “Printed” will appear in top right hand
corner

NOTE: Only one 'Tax' Invoice can be printed from Travel Services and all other printed copies will read
‘Copy’ Invoice. To print additional ‘copies’ you must go to the Invoice History Icon and print from the
copy that appears. A ‘Tax Invoice’ can only be printed again by a system ‘Administrator’ from the Back
Office ‘Invoice Preparation and Print’ window.

Invoicing only part of a booking

e Under TRIP INFORMATION highlight the lines to be included on invoice using the Control Button
on your keyboard until each selected line turns Blue (Hold the Ctrl key down and click on the left
hand grey section of each line selected)

e Inthe Accounting LIST BAR, Click on GNERATE INVOICE

e Answer YES if you are satisfied when asked that all lines for invoicing have been selected.

@ Travel Services - Travelog Teaining - [Trip Information - Quote # §18] = _‘ |
’ fde fdnt Yiew Travellnformation Jools Nevigator Window Help —
TRAVEL SERVICES Quote Number B18  Seles Assstant... |

JARIP INFORMATION

Date Ir | Date Out ype  Suppber Descrbon Serve Desapbon Pax [#hg 1PO finv fvich

(}18/12/2010

| 3302010 B3| 0"
12/08/2011

J £ 9--2':' :!wr\.I l’!"fq|l wmond)

0 Create an Invoice for the haghlighted trp lnes?

e

™ Desplay Yeld Modfy Lne ~ $4,460.34 OF |
-~ = Yes I o e gy T
Documents to Print Do —~ = ) e > [T ow

I Quote | . T TR T TR T T Pl RaRE T Surname [ Contact

I~ Confirmation [Cortmaton ar =] | [ PrintFortx Cent Fee

I Statement of A/c | - : e

I Rinerary fit - - i |

s ek et ca Hardng a_|

Visa/Passport { - Bl My
Create Mutple Voudhers
Y |

_—_Creo!c Vouchers ] r ~;] il ‘.J Chediist |

Active Saeers {(Creal: Sod Gyt Fax grnt ] Preview I Ed ‘ Evgt |

Please review additional questions the System may prompt you with as Travelog will take into Account
any amounts previously receipted to your Travel Services Trip Number. The amounts can then be
deducted form any Invoices created

e Fillin INVOICE PASSENGER SELECTION as in the previous example, and continue as per details
contained in the GENERATE INVOICE section of this manual.
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SECTION 4 — NOTES & CALENDAR (CTRL+E)

UNDERSTANDING TRANSACTION / PAYMENT TYPES

PAY SUPPLIER

This is where Front Office users raise Accounting entries for the payment of airline tickets,
accommodation, car hire, departure tax, insurance etc. Many items are simply ‘PAID’ into the Back
Office for reconciliations at a later date by Administrators or Back Office Users (e.g. BSP or NON-NSP
Entries)

BSP ENTRIES are used by the Back Office for the reconciling of the weekly IATA Billing for E-Tickets
issued in your own office. Other Tickets purchased from a Wholesaler or Airline that get paid later are

called ‘NON- BSP’ Entries.

Pay Supplier — BSP

Pay Supplier - e.g. BSP Ticket issued.

e Under the ACCOUNTING LIST BAAR Click on PAY SUPPLIER

e Click anywhere on the trip line that is to be paid except for YELLOW C/CARD AMT boxes

e Click on the PAY button in the middle of the screen.

e On the bottom half of this window the BSP button is selected and the FINAL PAYMENT button is
also selected - This should always default for air tickets paid through BSP

Example; Click on AIR so that the box is highlighted in black.

(01
[ Type {Coodix Sk [Coorphor oas Aok 1Toinl Yo [ and At L a3 T aciCioe
d_|OIRECT TH i $5000 400
) sS1000 43 0
2 »
Y [ r 5T
Payment Detads  Deglay Payrect Cokcigoten
n Tyve | RSP 1 - ~ Amourt 1o Pay Calouston
Paymert Type | C i L Grons Amourt 000
CvouV”' Concit Cand Postion Pasdt By Chert. 4 Cash Tax 0
Nmﬂlopql = Crede Candt [ 0w
Dote - Documert No -Cfav.ﬂaf 0w
-meﬂl 155
PmN-mf
- P ]
Comeert [ Ascurt Pact | L
Monl‘n.\] 56573
Mok Paymmant | Lancel l

NOTE: The pricing has come through from the Air Segment Window where the pricing was originally
added
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e Click on DISPLAY PAYMENT CALCULATION and a AMOUNT TO PAY CALCULATION will display to
show how the payment has been calculated based on costing previously entered.

e When payment is by credit card, Travel card or Flight card the net amount is the commission
due on the ticket. This is shown as a negative amount due back from BSP or your NON-BSP
Supplier

e When payment is anything other than credit card then the net amount due is the GROSS
AMOUNT LESS any commission PLUS any prepaid taxes (if applicable). This is shown as a positive
amount due to BSP / NON-BSP Suppliers.

e Enter the DOCUMENT NUMBER, (This will be already there if ticketed in the Office and then the
Air record imported into Travelog) - this is the ticket number. Enter 10 Digits EXCLUDING Airline
Code (EG;

e 081 for QANTAS) For any NON-BSP tickets this information is normally manually entered.

e Click on CANCEL if the calculation is not correct or Click MAKE PAYMENT

e The line selected for payment will now disappear from the screen

e Click CLOSE and return to the Trip information window

Now click TRANSACTION DRILLDOWN to see that the payment made has gone through to the
accounting area correctly. Note the Balance of the file. A payment made by credit card is shown as a
debit and credit amount on the trip. Any other type of payment is shown as a debit amount on the
trip (including reversals)

PAY SUPPLIER — NON BSP OR CHEQUE ?

Pay Supplier - Cheque Entries

This is used when payment is made NOW to your Supplier by way of CHEQUE, MONEY DIRECT, SMART
MONEY, B-PAY or EFT. If an amount is coming out of your Bank Account these are handled as Cheque
Entries in Travelog.

e From the Accounting List Bar - click on PAY SUPPLIER

e Click on the word that appears in the TYPE box so that the box is highlighted in black for the line
that is going to be paid in this area

e Click on PAY in the
middle of the screen.

In the bottom half of this
window check TRANSACTION
TYPE. When payment is made
NOW to your Supplier this
should be selected as a CHEQUE

g
-

Entry. Where payment is by p——— e E
. Payment Detalls & Deaplay Paymant Cuicygoon

return (i.e. one S Amart To Pay Cakelon
H H Pawent Type T Lupost & Frud Pamert  Communon % ke [ Grons Amourt, $331 00
payment for multiple book.mgs) st mmwmmm‘[__ P
then the NON-BSP button is MosePy]  Pm -Cng Cot W
) e | s ~ Clwd T | L]
selected. When Passing a CREDIT L ~Comicn] B
~ Amourt Padt __ﬂi_'_’

CARD to your Creditor nothing is Commart v 1a
happening to your Bank S A J

Lowant (e | £237. 00

Mo Pupmant | Cocel I
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Accounts so it is NOT A CHEQUE ENTRY and should only be entered as NON-BSP

NOTE: The System Administrator will normally setup The Creditor Code with Cheque or NON-BSP
defaults.

Where each booking is paid for on an individual basis, the CHEQUE button is normally selected.

e The pricing displayed in the top half of the screen has come through from the applicable
Booking Window in the

e TRIP INFORMATION area where the pricing was originally added by the consultant

e Also check PAYMENT TYPE. If full payment is being made, then FINAL PAYMENT button is green.

e Click on DISPLAY PAYMENT CALCULATION and a box will come up to show how the payment has
been calculated

e For a NON-BSP payment, enter the DOCUMENT NUMBER, this is the Invoice number,
Wholesaler booking number or an Insurance policy number — which ever is applicable to your
file.

e  When physically writing a cheque for that trip and allocating a cheque number or money direct
number, change

e Transaction Type to Cheque. Enter CHEQUE NO & Select BANK ACCOUNT.

e For 'one off' suppliers, DIRECT can be used as a CREDITOR in the LAND BOOKING windows. For
PAYEE NAME (as in the example above) delete DIRECT and add the supplier name (In this case,
Novotel On Collins - Melbourne)

e Click on CANCEL if the calculation is not correct OR click on MAKE PAYMENT

e The line selected for payment will now disappear from the top half of your screen

e Click CLOSE and return to the TRIP INFORMATION window

Now click on the TRANSACTION DRILLDOWN option to see that any payment made has now been
captured.

NOTE: A payment made by credit card is shown as a debit and credit amount in the trip Transaction
Drilldown — Any other type of payment is shown as a debit amount in Drilldowns

CHEQUE DEPOSIT TO A WHOLESALER

PAYMENT TYPES:

If paying a Cheque deposit to a supplier:

This is used when deposit payment is made NOW to your Supplier by way of sending REAL CHEQUES /
MONEY DIRECT / SMART MONEY / BPAY / EFT *. If any amount is being debited now from your Bank
Account these are all handled as Cheque Entries.

e Open the booking and click on the accounting tab.

e Click on pay supplier and highlight the line to pay.

e Click on the PAYMENT TYPE BUTTON next to DEPOSIT on the bottom half of the screen.

e Enter the amount paid to the supplier, date of the cheque or EFT* incl document number).
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e Click on pay. The line will still appear at the top of the screen to enable selection when paying
the balance.
Payment Details I~ Display Payment Calcyation

Transacton Type. © C NorBSP & Cheque © Bequaiion
Payment Type ™ Depost (‘IEMPW Cormnlmlotdel $5200

GiossVas [ 9500 00 Coedt Card Portion Pt By Clert
Aacu-uquI $468.00
T
Papee Nome: [Deect Cradtoe:
Cm\t[ [~ Auoinvoce Deblc
Bark Accourt IE\eﬂ Toust Accourt ﬂ

Makn Paymact I Cancel |

* EFT = Electronic Funds Transfer (eg; Money Direct / Smart Money etc...)

CREDIT CARD DEPOSIT TO A WHOLESALER

Advising a credit card number to a Wholesaler for a deposit:

NOTE THAT FOR THIS EXAMPLE WE ARE USING A FLIGHT / HOTEL PACKAGE SO THE FLIGHT DETAILS
MUST BE ENTERED INTO THE AIR BOOKING WINDOW WITHOUT ANY PRICING LINKED AS WE ARE
ENTERING ALL PRICING DETAILS INTO THE LAND BOOKING WINDOW. THIS WAY WHEN YOU PRINT A
CONFIRMATION FROM TRAVEL SERVICES THE FLIGHT DETAILS WILL ALSO BE INCLUDED.

e Fillin relevant LANDBOOKING window Accommodation / Transport / Tour.. ) with details of

Travel and BUILD 8 Lond Sucking (Accommedition) - =
PACKAGE from all Accommodation Booking
relevant Lines in Trip Accommodston | Puchase From [SUNLOVER . |Firiore Vokn Document No: [35°057
. Tiaeoot | MoteiNomer  [Nowotel Meewsme . =
Information area __Tou |laddee  [FVanoees
Cosse AddUpdate [Metcrsre 3 S
O Pocod | [ACTora Pouteds [0 EMa [boob et com |
Travelog suggest paying Dot S O i Bodhing St JCorfemss =] Paymert Due JOO MO
supplier for full amounts at At a2, TS (= Gl ;’::“"‘ I[
- . . - - e m"
time of advising C/Card 7] Tyectsus [ComPoiam =]
number for the balance = Irchugions INCLUDES RE TURN MRFARE S/ ACCOMMODATION /7 DALY BREAFAST d
. —j =l
payment (NOTE a” Cl’edlt g:"'m“ Vouthe: INCLUGES RE TURN AJAFARE 57 ACDOMMODA TION 7 DALY BREARFAS j
Card bookings MUST be paid QuoctVochar | oLy [~ Pupomen @ Puiiaon 7 Pacige ][ G0
to Back Office as NON-BSP BPs_ Rue  ERoome ate Descrptions | PayFor [ 5 Nghts
li t csitoi asks [ w01 g e [ t Sel Pree | $0500  MonComm: [ $000
supplier paymen S) Comevzinn Roe | 000 Ameurt | $000 NeoPiee | 1500
I Dvc. Roason [ El
. . . Patsergm Pacrg & Tn
Trip lines can be copied and Pirt on < o ]
. . D O Moy P shalyc [Or O =
manipulated in the R Stwement 7 Coentin | QbwedRwe | Prrativort | Sove Cancel

BOOKING TAB of the Trip

Information are to process deposit payments to suppliers. We suggest creating separate Trip Lines for
each payment, as the total value of commission will be captured in the Final Payment to Supplier. You
can then ‘hide’ these additional lines by selecting only those lines in the OPTIONS area that make up
your booking.

Travelog Consultant User Guide Copyright © 2017 — Travelog Pty Ltd ABN 67 099 078 985
72



REVERSING TRAVEL SERVICES PAYMENTS

REVERSING PAYMENTS made previously in the ‘ PAY SUPPLIER’ area

If a payment has been made incorrectly it will need to be corrected by reversing the original payment.
You MUST REVERSE your original payment FIRST in the Pay Supplier area and THEN corrections can be
made for the relevant Trip Line. The amended entry can then be paid again.

e From the Accounting List Bar, click on PAY SUPPLIER

e Clickin SHOW
COMPLETED
PAYMENTS.

2 00 $000 000X
$1%2 00 000 [} Q i) 00 LAl S000 OMTEdesh

The payments already
made to your suppliers
will then be displayed.

f AYMENT I [ r r
Pavment Detasls 7 Diphay Pagemart Calkyiaton
[ ) Traraachon Tyon © = (g r Levourt To Pag Cadordation
Sglec.t and e et S iga———— oo At | ——— TR
highlight the GoomVakm | 177710 Credh Card Posion P By ot 4 Con T W0
Aot 4 Py -(nd'r,.d[ su
payment to be e Sonmmtta [T T
over Mare Irmaarce '(onnmmf sui8s
reversed as per p’:m"“ )7-. INTIAESTS -MPdf_—T—fﬂT'::
normal supplier o Ancurd O L
payment Uhshowd | Corcd |
procedure

e Click the REVERSE PAYMENT bar in the middle of the screen,

IN MOST CASES, PAYMENTS SHOULD BE REVERSED (AND THEN RE-ENTERED) ON THE ORIGINAL DATE
OF THE ENTRY TO ESURE SALES ARE CAPTURED IN THE CORRECT (ORIGINAL) PERIOD. PLEASE CHECK
WITH YOUR MANAGER IF UNSURE

e Click MAKE REVERSAL at the bottom of the screen.

The line selected for payment will disappear from the screen and the reversal payment will be displayed
in its place. To show the original payments as well as reversals, click INCLUDE REVERSED LINES in the

middle of the screen. The original payments, which have been reversed, will display with a red
background

e Go back to Land Booking
Window where pricing was loaded
incorrectly and correct details

0 — | e PAY SUPPLIER as per
REVERSE PAYMENT | 7 ShonConplmcPumets & incde hevesndloes | %o by Ondle normal procedure
Payment Detagls 1 Dy Payment Cokcganon
Trancacton Typa r r r Amourt To Pay Coouahon
ot el C - [N
B o] P Check TRANSACTION DRILLDOWN.
~Cont Cond Wi .
» = e —wB The original entry should be there,
s L —
w(mr—l—ﬁ
Cocel | oo
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then the reversal entry and then the corrected entry

Note: When payments are made, it is reflected in the TRIP INFORMATION Window shown in the PD

column.

F: — Fully Paid

P: — Partially Paid

R: — Reversed Payment
Blank — Not Paid

A |QF

(=] Pkg |

3 QF - SYDJLAX/AKL{SYD 2o | $16,721.16
|| 12)12/2006  [16/12/2006| Land |SYDSHER |Sheraton Hotel [T |o[P]| | [ $520.00
|| 12/12/2006  |09/01/2007 |Insurance |[CHI | CHI Insurance [T (o [F[ | [ $170.00]
[E] | Inchusions |SFC |Service Fee - Courier Fee | 1 | 0 I=1 j' $30.00

USING QUICK COMPLETION

Quick Completion

QUICK COMPLETION

FINAL PAYMENTS to be made to suppliers / Creditors.

Cost to Chent

$16,721.16

$520.00,
$170.00]
$30.00]

This function allows consultants to complete all Client Accounting including
payments and receipts and also create detailed client documentation all in the
one area. Consultants need to be aware that this area will only allow FULL and

If deposit amounts need to be entered these will need to be completed in the PAY SUPPLIER area.

_ mondo

oy

e Highlight the lines to pay on the top of the screen and click on the AUTOPAY button on the right
side of the screen — Check that your relevant document numbers have been entered and if not
you can add them at this stage by typing the numbers in the DOCUMENT NUMBER box.

£ Quick Booking Completion x|
QUICK BOOKING COMPLETION
$15200 $0C

|Descrptx

QF SYD/MEL/SYD

l Mr Jonathan How 'i

Delote Lo

| MELNOVD | Confrmed | Novotel Melbouene
Ax | OF QF - MEL/SYD

Remake Rinetay

sJe]oV IS IERECGUNIM T Quote I Confirmation I Statementof Alc ¥ ltinerary ™ Invoice ™ Receipt

CLIENT MONEY TO BE BANKED

v Issue a Receipt Recept Dated [1370172005 [ v]
Foem Of Pagment: m ;]___] |
Comement: | Recerved [ $304.89
. ?Fnl Bark Accourt | Chert Trust Account 4|
o8
| »|  Cortact Complete I Cancel I
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If you wish to print an itinerary click on BUILD ITINERARY, or Click on REMAKE ITINERARY and arrange
the lines to the correct order.

Select DOCUMENTS TO PRINT — Note: Invoice will appear if Client Detail screen reflects it has been
linked to a Debtor and you may need to select lines to be Invoiced (TOP LEFT-HAND SIDE)

e Select Passengers in PASSENGER SELECTED

e Complete Receipt details under CLIENT MONEY TO BE BANKED

e Click on COMPLETE Button — This will complete all fields — Receipt and Pay Supplier all at once.
e Check Transaction Drill Down for Zero Balances

Travelog suggests only Paying Suppliers this way if tickets are issued same day as it is very easy for a
consultant to forget the requirement to back-date transactions. For BSP tickets however, the date of
transaction will automatically recognize the ticketing date imported from the CRS and stored within the
‘Air Booking’ pricing windows

INVOICE HISTORY

ﬁ INVOICE COPY

e Toissue a copy of an invoice, press INVOICE HISTORY in the left list bar
Invoice History e Using the BROWSE arrows on the INVOICE PREPARATION AND PRINT
screen, scroll through and locate the required invoice.
e Note that a previously printed invoice will have PRINTED written on it.

e Press PRINT and the invoice will be re-printed with 'Copy Invoice' or 'Copy Credit Note' printed
onit

© Involce Preparation & Print 2181 !

INVOICE PREPARATION AND PRINT TAX INVOICE

CORPORATE ACCOUNT INFORMATION
Code | | Cout Cortre |

Document Numbex lif)

Document Type: = g

3

50 Chort Qartas Sydney - Kingalond Seath 10 Melbiouzne 65717 $55 72 $0.00 $857.17

X0 Chert Cover More Inaurance nsance pobcy, Cover $15200 $0.00 000 15200
I I I | SUB TOTAL
GST TOTAL
TOTAL |
Statemert Descrigtion | Tema/Tiade g |
Depost Date: [DDMMAYYY 18] =] Amoure | c ¢
Balarce Date |1 20272005 + | Fined Balance Amcurt | =
(1] fbromse | D IM]  AcdNewlovoce |  Betwn | Emd | B | | o |
| Roady 75 INUM 11320072005 1451
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REVERSING INVOICES / CREDIT NOTES

CREDIT NOTES

Invoices CANNOT be edited, cancelled or reversed. The only 'Adjustment' to the transaction is to raise a
CREDIT NOTE on all or part of the original invoice.

. & Docurnent Re-issue @
e Once again, press INVOICE HISTORY, and search Fim-Tamrse rpcice Hursber 215 aa -
for the invoice you want to credit by using the = Irvokcs
. ™ Credit Mote
Browse function. When the correct INVOICE & rnchi ol G Wit [ Fyink Cocusant
PREPARATION AND PRINT screen appears, press " Mot Requred (cancel ressue)
REISSUE, and select CREDIT NOTE or CREDIT [wie Dt —
Lask Issue Date REEETT =
NOTE (AUTO-MATCHING) from the DOCUMENT Original Document Dote._ |
RE-ISSUE screen that opens. The choice selected Today |
will then print after clicking OK. Fareign Exchange
Exchange rate has not dhanged since the: original
document was esoed.
Choosing INVOICE will repeat the original invoice, and & Coced_ |

NOT REQUIRED will exit the screen

NOTE: Auto matching means the Credit Note will be automatically matched with the invoice selected in
Back Office 'Debtors Credit Allocation'. We strongly advise using this option where possible when
creating credit notes for the EXACT amount relating to original Invoices issued

NOTE: The number sequence of Credit Notes are generated automatically in Travelog.

CHARGES AND CREDIT ENTRY

CHARGES & CREDITS

Charges and Credit entries are essentially Journal entries in your accounting
area(s)
except that these will update the agency sales reports where a journal cannot.

Can be used for charges against client/trip files, for items such as a Credit Card fees, Costs of Couriers,
Postage, amendment fees, etc and allow the consultant to balance files correctly. Charges and Credit
entries can also be used to transfer funds between clients, to take up any extra commission values and
for applying discounts...

Charges and credits do not display in trip information, and for this reason it is more appropriate to use
Service Fees where the transaction needs to be displayed in the Trip Lines and for printing on
Confirmations and Statement of Account etc...
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B Charges & Credits Entry =N Nl ==
File Edit Options Mavigator! Help

=/ > B8 s & i s o 8 2

CHARGES & CREDITS ENTRY CHARGES & CREDITS BATCH
Docunent Number  [260 ' Baich Number, [47 |

Docunent Type |BI:II:IL!HQIDTSL‘J'-'.E¢FH :] BalchTotat | 453900
EBIT: Chent - CREDIT: Caenin ’ - Net Total | :

Control Total 3234

Docusmnent Dese

Documnent D.ate: ZEAISS2010 %-[T
DEBIT ACCOUNT:  [785 E Tpl C L |

Account Mame: [T est Wholesale
CREDIT ACCOUNT:  [1010 C Tl & GLC =]
Account Name: |Connimission
Consuant [ Consukant 1 | Typeoi Sale: |Service Fees - Domeslic |
Source; |Emp-uate ﬂ Principal |5E RFEE ;['S,ewice Fees
Cabegan: |H|:ub:l.ay ﬂ Agent: || =]
Destination [ Meww South Wales | Group: | =]
Charge,/Credit W/ ahue £20.00 w Comment  |Service Fee - Domeshc

[(oowe DD | | e ] I N
Please Modiy Document Details APS LI eN2f2mo0 1653

e From the ACCOUNTING LIST BAR select CHARGES AND CREDITS and Click on ADD.

e Select the DOCUMENT TYPE. (This selection is set up by the System Administrator in Codes
Maintenance)

e Depending on the type of Charges and Credit Entry, select the DEBIT ACCOUNT & CREDIT

ACCOUNT codes.
e Enter TYPE OF SALE (and PRINCIPAL if a Supplier is involved in the transaction.)
PR e Enter CHARGE / CREDIT VALUE.

e Click on SAVE to save this against your own file

6. ACTIVE SCREENS

Travel Services users can simultaneously work on a number of active Quotes or
Bookings (up to seven) at any one time and the Active Screens area will allow
consultants to ‘switch’ between them quickly and easily.

Each open booking / trip number will be displayed under the ACTIVE SCREENS tab
and can be accessed by pressing the respective ‘Name & File number’ or the ‘NEW

QUOTE’ icon within this area.

Travel Services Consultant Flow Paths:

Leisure Booking: Air

Make a new Booking:
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e Open TRAVEL SERVICES

e Click on QUOTE List Bar (left hand side of the screen)

e Clickon NEW QUOTE

e Click on IMPORT FROM CRS (when flights are booked in CRS)

e Complete all yellow (compulsory) fields on CLIENT DETAILS screen
e Click on CREATE AS BOOKING to open Back Office Accounting File (top right of screen)
e Click on TRIP INFORMATION List Bar

e  MODIFY trip line for FLIGHT SECTOR INFORMATION

e ADD PRICING for AIR PASSENGER PRICING

e (Add PRICING, PURCHASED FROM, PASSENGER, TYPE OF SALE,)

e Add LAND BOOKING/INSURANCE if required.

e Click on QUOTE List Bar

o Select SAVE

Receipt money
e Open TRAVEL SERVICES

e Click on QUOTE List Bar (left hand side of the screen)
e Click on MODIFY - Fill in SEARCH BY and SELECT.

e Click on ACCOUNTING List Bar, then RECEIPT MONEY.
e Fillin RECEIPT ENTRY, PRINT, CLOSE

e Check TRANSACTION DRILLDOWN

e Click on QUOTE List Bar

o Select SAVE

Pay supplier
e Open TRAVEL SERVICES

e Click on QUOTE List Bar (left hand side of the screen)

e Click on MODIFY - Fill in SEARCH BY and SELECT.

e Click on Accounting List Bar, then PAY SUPPLIER

e MAKE A PAYMENT screen — Click PAY, then MAKE PAYMENT and lastly CLOSE
e Click on TRANSACTION DRILLDOWN to check the balance of your file

e Click on QUOTE List Bar

o Select SAVE

Print Documents - Quote, Confirmation, Statement of Account

e Open TRAVEL SERVICES

e Click on QUOTE List Bar (left hand side of the screen)

e Click on MODIFY - Fill in SEARCH BY and SELECT.

e Click TRIP INFORMATION list Bar

e OPTIONAL: - Click REMARKS ICON

e Select from COMMENT CODE or free text in COMMENT, and SAVE

e Under DOCUMENTS TO PRINT, tick next to QUOTE and/or CONFIRMATION and/or STATEMENT
OF ACCOUNT

e FAXand/or

e PRINT and/or

e PREVIEW, then print and/or
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e EDIT and/or

e E-MAIL

e Click on QUOTE List Bar
e Select SAVE

Print Documents - Itinerary
e Open TRAVEL SERVICES
e Click on QUOTE List Bar (left hand side of the screen)
e Click on MODIFY - Fill in SEARCH BY and SELECT.
e TRIP INFORMATION - SELECT (ALL) PASSENGERS
e BUILD ITINERARY
e REMAKE ITINERARY
e BACKTO TRIP INFORMATION

Add Remarks
e TRIP INFORMATION List Bar - Click REMARKS Icon
e Select from COMMENT CODE or free text in COMMENT, and SAVE
e BUILD ITINERARY
e REMAKE ITINERARY, answer NO
e BACKTO TRIP INFORMATION
e Under DOCUMENTS TO PRINT, tick next to ITINERARY
e FAXand/or
e PRINT and/or
e PREVIEW, then print and/or
e EDITand/or
e E-MAIL
e Click on QUOTE List Bar
o Select SAVE

Leisure Booking: Air - Receipt deposit, balance

Receipt deposit
e Open TRAVEL SERVICES
e Click on QUOTE List Bar (left hand side of the screen)
e Clickon NEW QUOTE
e Click on IMPORT FROM CRS
e Complete all yellow (compulsory) fields on CLIENT DETAILS screen
e Click on CREATE AS BOOKING to open Back Office Accounting File (top right of screen)
e Click on TRIP INFORMATION List Bar
e MODIFY trip line for FLIGHT SECTOR INFORMATION
e ADD PRICING for AIR PASSENGER PRICING
e (Add PRICING, PURCHASED FROM, PASSENGER, TYPE OF SALE,)
e Add LAND BOOKING / INSURANCE if required.
e QUOTE
e SAVE
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e Click on Accounting List Bar, then RECEIPT MONEY.
e Fillin RECEIPT ENTRY, PRINT, CLOSE

e Check TRANSACTION DRILLDOWN

e Click on QUOTE List Bar

e Select SAVE

Receipt Balance
e Open TRAVEL SERVICES
e Click on QUOTE List Bar (left hand side of the screen)
e Click on MODIFY - Fill in SEARCH BY and SELECT.
e Click on Accounting List Bar, then RECEIPT MONEY icon
e Click on DUE button (middle RHS of screen) - check balance owing
e Fillin RECEIPT ENTRY, PRINT, CLOSE
e Check TRANSACTION DRILLDOWN
e Click on QUOTE List Bar
e Select SAVE

Air Booking, credit card details to airline

e Open TRAVEL SERVICES

e Click on QUOTE List Bar (left hand side of the screen)

e Click on NEW QUOTE

e Click on IMPORT FROM CRS

e Complete all yellow (compulsory) fields on CLIENT DETAILS screen
e Click on CREATE AS BOOKING to open Back Office Accounting File (top right of screen)
e Click on TRIP INFORMATION List Bar

e MODIFY trip line for FLIGHT SECTOR INFORMATION

e ADD PRICING for AIR PASSENGER PRICING

e (Add PRICING, PURCHASED FROM, PASSENGER, TYPE OF SALE,)

e PAYMENT TYPE will be the credit card offered by client

e Click ACCOUNTING list bar, then PAY SUPPLIER icon

e PAY, MAKE PAYMENT then CLOSE

e Click on TRANSACTION DRILLDOWN to check your file balances

e Click on QUOTE List Bar

e Select SAVE

Corporate Booking:

e Open TRAVEL SERVICES

e Click on QUOTE on List Bar (left-hand side of screen)

e Click on NEW QUOTE

e Click on IMPORT FROM CRS

e Complete all yellow fields on CLIENT DETAILS screen

e Link to CORPORATE A/C at bottom of CLIENT DETAILS screen

e Click on CREATE AS BOOKING to open Back Office Accounting File (top right of screen)
e Click on TRIP INFORMATION List Bar
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e  MODIFY trip line for FLIGHT SECTOR INFORMATION

e ADD PRICING for AIR PASSENGER PRICING (Add PRICING, PURCHASED FROM, PASSENGER and
TYPE OF SALE)

e Add LAND BOOKING / INSURANCE if required.

e Click on ACCOUNTING List Bar

e Click GENERATE INVOICE icon (You will be asked if you wish to generate an invoice from all of
the booked lines.

e Select yes unless only part of the booking is to be invoiced)

e The INVOICE PASSENGER SELECTION screen will appear. SELECT ALL or tick next to the passenger
name in the

e SELECTED column until a tick appears next to the name.

e Click on INVOICE.

e The INVOICE PREPARATION AND PRINT screen allows modification of the details.

e To change the details on a line, highlight the line and click on CHANGE A LINE

e PRINT, then CLOSE.

e Creating an invoice credits the client account so that when you pay supplier the file balances.

e PAY SUPPLIER(S)

e Click on TRANSACTION DRILLDOWN to check balance on file

e Click on QUOTE List Bar

e Select SAVE

Coach Booking

e Open TRAVEL SERVICES

e Click on QUOTE List Bar (left hand side of the screen)

e Click on NEW QUOTE

e Complete all yellow (compulsory) fields on CLIENT DETAILS screen

e Click on CREATE AS BOOKING to open Back Office Accounting File (top right of screen)
e Click on TRIP INFORMATION List Bar

e Enter SERVICE FEES if applicable

e Use LAND BOOKING then TOUR Screen. Include ticket number in document number area.
e ACCOUNTING - RECEIPT MONEY

e PAYSUPPLIER

e Click on TRANSACTION DRILLDOWN to check balance on file

e Click on QUOTE List Bar

e Select SAVE

Corporate Air Booking - Debtor C/CARD to airline

e Open TRAVEL SERVICES

e Click on QUOTE on List Bar (left hand side of the screen).

e Click on NEW QUOTE

e Click on IMPORT FROM CRS

e Complete all yellow fields on CLIENT DETAILS screen

e Link to CORPORATE A/C at bottom of CLIENT DETAILS screen

e Click on CREATE AS BOOKING to open Back Office Accounting File (top right of screen)
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e Click on TRIP INFORMATION List Bar

e MODIFY trip line for FLIGHT SECTOR INFORMATION

e ADD PRICING for AIR PASSENGER PRICING

e (Add PRICING, PURCHASED FROM, PASSENGER, TYPE OF SALE,)
e Fillin PAYMENT TYPE with credit card type used by corporate.
e Click on ACCOUNTING list bar

e Select PAY SUPPLIER Icon —then ‘Pay’ Supplier

e Click on TRANSACTION DRILLDOWN to check balance on file

e Click on QUOTE List Bar

o Select SAVE

Holiday Booking — Including Flights Held by Wholesaler

e Open TRAVEL SERVICES
e NEW QUOTE
e Enter Passive Flight Bookings into CRS — end and retrieve PNR

NOTE: AT THIS STAGE YOU COULD MANUALLY LOAD FLIGHT DETAILS INTO THE AIR BOOKING WINDOW
IF YOU DIDN'T WANT TO CREATE A PASSIVE BOOKING IN YOUR RESERVATION SYSTEM.

e Import from CRS and complete CLIENT DETAILS

e Check PASSENGER & VISA Ensure Additional Passenger Information is listed.

e Click on TRIP INFORMATION to get to your Trip Information Screen

e Move OPTIONS to QUOTE 1/2/3 if necessary or ensure BOOKING Tab is live if clients have
guaranteed holiday booking.

e Add LAND BOOKING(S) and / or INSURANCE with pricing to your Trip Information

e BUILD AS PACKAGE — While on the TRIP INFORMATION window Highlight all segments that you
require to be shown as a “Lump Amount”. Each line will highlight in blue. Click BUILD AS PKGE.
To Question UPDATE SELECTED LINES AS ONE PACKAGE respond by clicking YES.

e Nominate DOCUMENTS TO PRINT — Place tick next to QUOTE and/or CONFIRMATION and/or
STATEMENT OF ACCOUNT

e PREVIEW / PRINT or EDIT / PRINT

e ACCOUNTING

e RECEIPT MONEY

e PAY SUPPLIER — EXAMPLE: Deposit of $200.00 — highlight to make line “Blue” click PAY and enter
Cheque / EFT / Money Direct details at the correct date of issue and MAKE PAYMENT

e Click on TRANSACTION DRILLDOWN to check balance on file

e Click on QUOTE List Bar

e Select SAVE

Using Quick Completion

e Retrieve PNR in CRS (if applicable)

e Open TRAVEL SERVICES

e Click on QUOTE List Bar (left hand side of the screen)
e Clickon NEW QUOTE
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e Click on IMPORT FROM CRS

e Complete all yellow (compulsory) fields on CLIENT DETAILS screen

e Click on CREATE AS BOOKING to open Back Office Accounting File (top right of the screen)

e Click on TRIP INFORMATION List Bar

e  MODIFY trip line for FLIGHT SECTOR INFORMATION

e ADD PRICING for AIR PASSENGER PRICING

e (Add PRICING, PURCHASED FROM, PASSENGER, TYPE OF SALE,)

e Add LAND BOOKING / INSURANCE if required.

e Click on ACCOUNTING list bar

e Click on QUICK COMPLETION Icon

e Highlight line(s) to pay - HOLD DOWN Ctrl key, and click left hand column to highlight selected
lines in blue— Click on AUTOPAY

e REMAKE ITINERARY — delete lines if necessary

e Select DOCUMENTS TO PRINT — Note: Invoice will only appear if Client Detail screen reflects that
it has been linked to a Debtor.

e Complete PASSENGERS SELECTED

e Complete CLIENT MONEY TO BE BANKED screen

e Click on COMPLETE Button — This will complete all fields — Receipt and Pay Supplier all at once.

e Click on TRANSACTION DRILLDOWN to check balance on file

e Click on QUOTE List Bar

o Select SAVE

Pay Supplier:

If you are paying a CHEQUE DEPOSIT to a supplier:

e Open the booking and click on the accounting List Bar.

e Click on pay supplier a highlight the line to pay.

e Click on the radio button next to deposit on the bottom half of the screen.

e Enter the amount that you are paying to the supplier, the date of the cheque or E.F.T and the
document number.

e Click on pay.

NOTE: The line will still appear at the top of the screen for you to select when paying balance.

e CLOSE Pay Supplier window.

e Click on TRANSACTION DRILLDOWN to check balance on file
e Click on QUOTE List Bar

e Select SAVE

If you are advising a wholesaler a credit card number for a deposit we suggest you wait until the credit
card number has been advised to the supplier for final payment and THEN record the full supplier
payment in your Travel Services file. Trip information lines in the OPTIONS area can be copied and
values manipulated to reflect payment amounts. These lines can be moved into the booking area and
Pay Supplier window to capture Deposit and Balance payments direct by Credit Card.

More detailed information on this process can be found on page 99 of this Manual.
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TYPICAL TRAVEL SERVICES EXAMPLES

TYPICAL FRONT OFFICE PROCEDURES:

PLEASE NOTE THAT SOME SCREEN IMAGES HAVE CHANGED IN RECENT TRAVELOG VERSIONS AND MAY
APPEAR SLIGHTLY DIFFERENT TO IMAGES PROVIDED — THE STEPS HOWEVER REMAIN THE SAME...

NEW CLIENT: AIR-RECEIPT-PAY SUPPLIER (NON-BSP)

EXAMPLE 1: New Client, 1 Passenger, New Air Booking, Receipt Money, Pay Supplier BSP, and
Transaction Drilldown.

(For simplification CRS import not used for this example)
e InQUOTE menu, press NEW QUOTE

TRAVEL SERVICES | CURRENT QUOTE/BOOKING NUMBER:[

CLIENT DETAILS
Client Trip Accounting Code:
Micean C View Matc a9 Create
:ﬂx > ]Feuiame [Goct 7 M"""“@ Br:Oi(inag'

53 Buckingham St

Seary Hils

Myks Staus I '|
Home Prone: l—
{ Home Fax —
JobDewegton |
| Type of Busresnn |

Noel French

Betan

Relenad
BOOKING DETAILS

No of Pas Adt

No of Pax Chit [

No o Pax Waril

Departes Dot 5107158 1.

[u:.h-,_.,

Oespatse Tive ¢ Month of Depastune

Open Dated Departue

Hame Code
MET Group Tours GRP
REF Hohiday HOL
AFT Wisiting Friends and ~ YFR

Y
Sponzorzhips SPONSOR
‘Walk In WALK

e Fillin the following: COMPULSARY YELLOW FIELDS in the CLIENT DETAILS screen: SURNAME,
TITLE, FIRST NAME, ADDRESS, POSTCODE, WORK PHONE AND/OR HOME PHONE, CONSULTANT,
DESTINATION, SOURCE, CATEGORY.

e NOTE: When a yellow field has an arrow at the end of the line you must click on the arrow and
select an option from the menu displayed (dropdown box), by clicking on the line. You cannot
type a word into a yellow field with an arrow unless that word appears in the menu. (Exception:
Title field — you can type your own title and hit Tab to accept)
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e BOOKING DETAILS:

o NO. OF PAX ADULT — Enter the total number of adults travelling
NO. OF PAX CHILD — Enter number of children travelling
NO. OF PAX INFANT — Enter the number of infants travelling
DEPARTURE DATE — Enter departure date or Click Calendar and select
MONTH OF DEPARTURE — Month of departure (NOT USED)
OPEN DATED DEPARTURE — Open dated departure (NOT USED)

O O O O O

e Press CREATE PROFILE to store client information for regular clients. Note: A
9 Client Profile contains Details of Name, Address, Telephone Numbers, Passport
Creste Profie Details and Preferences for a Customer. Therefore, all corporate customers and any
customer who is likely to be a repeat traveller should have a Profile

e Press CREATE AS BOOKING which is found in the top right-hand corner of

the screen to open trip file.

Create as e Goto TRIP INFORMATION
Booking e On Trip Information screen, Press AIR BOOKING to move to FLIGHT SECTOR
INFORMATION

e Fill out details (this section is normally completed automatically with the ‘Import from CRS’

option)
B fio E& Yiew ChertTip Jrovelifoematon Qpion Navigater Wodow Hep =181
TRAVEL SERVICES | CURRENT QUOTE/BOOKING NUMBER | I

Quete/Booking

"~ Cont Detas el LN FORMATION

Trip Information

1
g

Retorences

Flight Sector Information -l

Aviee [ Cothay Poatta :._] e
Doparhns Date |~ e a: € Open Dated  Tohating Time Lt m‘
ety 570 Mhh KON PN
o
7N i
%-f‘-’ Modfy -
IF!ncm;unt:.w Print rr__-lﬁ':flr:f;:
uo | —
¢ Confirmation r_ 'N““{_I_‘_‘_ L] .
" Statementof Alc| ;
" Winerary [ ~ [
B " VisaPassport l_ PO ., PR [T o | P—— =]
Accounting o Luggwabeul—_ bt o 4 e K ey Doparture lmi" Save l Cancol |
Active Screens

e Press ADD PRICING. This will open the AIR PASSENGER PRICING screen. Note: To change pricing
that may have been imported, press MODIFY PRICING. To delete a line of pricing, highlight and
press DELETE PRICING. To duplicate prices (where there is more than one passenger), highlight
line and press COPY PRICING.
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Air Passenger Pricing ﬂ

AIR PASSENGER PRICING
Puichased From (355 -
Passenger: [Mi Geolt Mot = Paymort lm:l ;l
Aidine: [O< Cathay Pacific wee Type of Sale|irt - As E
FULL FARE TICKETED FARE SELL PRICE  TAXES MMISSION OVERRIDE __ NETT PRICE

Pricing: [ $000 | $250000 |  s2%0000 | smo0f 900] s2smf oo $0.00 |

TICKEY CASH TICKETY C/CARD
Pq-ntl $2.500 00 | $000 $7000 |

Routing: [S70/HKGA0 Wy Discousted: |

e Fillin AIR PASSENGER PRICING screen:

e Fillin PURCHASED FROM. This can be BSP, as well as airline (directly) or wholesaler.

e Do not fillin PAYMENT TYPE unless the Client 's Credit Card details are being passed on to

e Airline/Wholesaler

e TYPE OF SALE must be entered. This will allow automatic calculation of COMMISSION, although
this can be manually added. DOMESTIC AIRFARE automatically works out GST content.

e Fillin TICKETED FARE, TAXES (and OVERRIDE if applicable).

e Press SAVE on AIR PASSENGER PRICING screen and SAVE again on FLIGHT SECTOR
INFORMATION screen. The TRIP INFORMATION SCREEN will again be visible with the booked trip
will be displayed as a black line.

e Goto ACCOUNTING

£ Travel Sesvices - [Trip Information - Booking # 11)

P Fle Ek Vew ChentTro Diavelinkemation Ogiion Navigshor Window Help =12

TRAVEL SERVICES ICURRENT QUOTE/BOOKING NUMBER:[ 11

ON

D/AHEGADNSSING

Quote/Booking
Chent Detods T
Notes
Accounting

RIP INFORMATI

{5 uppber [Descrg
3 X - 5Y

N\ Costing Total:
2 oisplay Xlﬂdlk‘m.uodw %- Jcopy |@JDelets |2 e [FoF RIS
Documents to Print D Prnt: 3 Al @ Individual lc:'.f'nl @ Swnome @ Contact
(& Quote b o Forelgn Coenemission

{ © Confimation | | » |Mi Geolt Mavan | s Moy ,,S;':‘c':l:’:‘
< Statement of Alc| K| !
¢ tinerary [ - | mE:?:ry
©  VisalPassport [ | - | Check List
~  Luggage/Labels | 27 kx| Pimt | Previem | Edx | EMad |

e Fillin RECEIPT ENTRY. Pressing DUE button on TRIP TiveiSorvices @

INFORMATION screen can assess amount owing. S Totel Cost $2.570,00. Amount paid 10 fex $0.00.
e RECEIPT ENTRY can ONLY be filled in to a BOOKING. \:) The armoun s bo pey I §2. 5100
e Some information will already be downloaded from

client details
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e Complete PAYMENT METHOD where necessary if paid by Cheque, Credit Card etc. Complete

PAYMENT DETAILS where
necessary

e Complete COMMENT and
AMOUNT RECEIVED

i Fecept Entry - Consullant Screen
fle Ed Qpiwes Hewgaiod Hep

0| Hls] a6 o&k s 8 7
RECEIPT ENTRY Heh:Z

e Use OTHER COMMENT to SUPPLIER | CORPORATE AIC | ADMINISTRATION |  TRANSFER

select standard comments Received Money From a Client Additional Receipt Details
from drop down list. L | i L —
22001993 — |
e Additional receipt details e I‘"’"‘"‘ - :::i:: | T = =
) P N
automatically completed by ot I T ke | ]
the system, including Commert [ Othes et | 5 |
generation of receipt Amourd eceived | — = .
number. Check receipt is to B r o —— pu—
the correct BANK ACCOUNT. Bark [Fomer
e Press PRINT P s
Accoud Ho [0z3 4565 2ams
e Press CLOSE and check the Chacuss Hor [
TRANSACTION DRILLDOWN [ [pwmsels]s]] _ Add_| fem
ey o | clow |

The TRANSACTION DRILLDOWN (TRIP TRANSACTION ENQUIRY) is related to the Client or Trip File

NOTE: Trip file must balance to zero upon completion of transactions

e Drilldown

(A | np Transachion anguy !E E
showing a Fle Edt Haigaiod Help
(minus) figure s a6 306 D 8 2
means the Tiip dccouwt (11 Trip Statisics: | Gross Trp Vialus: $0.00 - soo || Twpe of View:
booking is in Msin s Gl Moran Melt Gross: sn0o (Nen Commision) g;;m
CREDIT and has ~ fetetion L —L

Buslance: ($2.570.00) | ¥iekdMagr: 0.00% 55

|mem'
™ Delsded

funds available

e Anoutstanding
amount will
appear in a red
box.

e FULLVIEW will
give a full view
of debits &
credits.

e SPLIT VIEW will
give a split full
view with debits on the left & credits on the right of the screen.

e DETAILED will reveal document numbers in the SPLIT SCREEN and FULL VIEW mode

e Scroll Buttons: Scroll Right or Left for more details of each transaction

e CLOSE

Depat Dste:  Friday, October 23, 1999 F Include Non-lUpdated Transactions

T matler nacod.
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e PAY SUPPLIER. This leads to the MAKE A PAYMENT screen and creates back office data entry
items for BSP, NON- BSP and cheques.

e Press
PAY bar C =7
in
middle
of the
screen.
On the
bottom
half of
the . B > |
window - —
g:ﬁtiip "::: :z 2 e 0 = P:N e Amount To Pay Calculation
is green. GiossVas| 3200000 Ciedk Caed Poion PsdBy Cheet | 1000 G:C:;“:: f—l
e The boorttoPa| 10 DecumaniNo- [111225534 J S
pricing Fives ums | _— R T
i~ LCmion] — TE®
has Comont| —AmurPat[ w0
come MmowkDus|  1G®
fArI(;m the &) Display Payment Calcylation  Moke Payment | Cancel |

PASSENGER PRICING where the information was originally entered (or downloaded from CRS)
e The nett amount due is the gross minus commission plus any taxes
e Fillin ticket number in
e DOCUMENT NO.
e Use DISPLAY PAYMENT CALCULATION to check details of payment calculation
e Press MAKE PAYMENT at Bottom. The booking marked by the black arrow at the left will be the

one paid.
e Check TRANSACTION DRILLDOWN.
e COMMISSION . EEE
will give fle Edt Havigatod Heb
details of the s smi sk P 8 2
following: Tip Accouk i1 Trip Stalistics: [ Gross Trip vabor: 257000~ sooo || Tvpe of View:
1. GrossTrip  Hame M Gecit Mosan HettGioss: | $2500 00 (Men Commision) g;‘n"::::‘
Value Drebtioe Hame: ICommission | 22500
5> Nett Helae=| $0.00 |YedMagn | 900% % K ot
Depat Dot Fraday, Oelobai 29, 1353 M Include Mon-Updated Transactions
GrOSS DEEIT
3. Commissi
on
4. Yield/Mar
gin
5. Non
Commissi
onable
amount Close_ |
6. CLOSE Trip mastes record U} #1053 1207 PM
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Quote/Booking

New Quote/Booking

\® ¢ Goto QUOTE/BOOKING
Modiy e Press SAVE To end and close this file — Keyboard shortcut to SAVE is CtrlS.

X)

Ddete

W

Cancel

THREE PASSENGERS: TOUR-INSURANCE-PAY SUPPLIER (NON-BSP)
EXAMPLE 2: 3 Passengers, Tour & Insurance Booking, Pay Supplier (Non-BSP

e Under QUOTE/BOOKING on left list bar, press NEW QUOTE

e Fillin CLIENT DETAILS as in previous examples.

e Click on PASSENGER AND VISA to add the names and ages of additional passengers
To add extra passengers to the booking (and to the profile as well if one is created) press ADD
PASSENGER and fill in details on top right of screen. When details completed, press SAVE. Existing
passengers can have details changed or added by pressing MODIFY PASSENGER and SAVE. Similarly,
existing passengers can be deleted by pressing DELETE PASSENGER and SAVE.
All pax names created in CRS will appear here when the PNR is imported from your CRS.

PASSEN GER AND PASSPORT/VISA DETAILS

P Bl(Tele  |[FrstName[Suname [ Type [Age[DateofBsth
)y I Ba Noel French 21 | 23.06-.78
ANEE |Janice  French Adut | 13 (050880

S

Link to New Profile )

Tithe: |Mastct v Iﬁsi Name: IDatren

SwnamezIFrench
Age| 1 Date B'-zh-lmn-wes E -i
Sex /@ Male @ Female
Type '@ Adult @ Senior Citizen
@ Child @ Student
'@ Infant @ Youth

§ave | @ Cancel 1

r Add v  Modify Delete
w Passenger ? Passenger Passenger
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e To exit screen, simply move back to CLIENT DETAILS screen or move on to TRIP INFORMATION.
e Goto TRIP INFORMATION and select INSURANCE on left list bar.

e Fillin INSURANCE POLICY screen

e POLICY NUMBER if know at time & select

e INTERNATIONAL or DOMESTIC

e COMMENCING DATE & RETURN DATE

e INSURANCE PROVIDER, INSURANCE PLAN & POLICY TYPE must all be selected from the options
pre-programmed into the drop-down lists.

e Select type of cover (FAMILY or INDIVIDUAL/SINGLE)

e Select PASSENGERS to be covered by the policy

e (SELECT ALL PASSENGERS or place tick(s) under SELECT) Note that Date of Birth and Ages have

downloaded from PASSENGER AND
PASSPORT / VISA DETAILS.

e Fillin POLICY VALUE & TYPE OF SALE.

e |If necessary, fill in sections for
DEPOSIT & SURCHARGE.

e COMMISSION VALUE / COMMISSION
RATE may need to be manually
entered

e Use AIR PREVIEW to check flight
dates when issuing a policy in
conjunction with an air booking.

e NOTE* PAYMENT TYPE must be left
blank.

e Press SAVE.

The Insurance segment will be displayed in
the TRIP INFORMATION screen as a new line.

e Click on LAND BOOKING on left list
bar

e Choose appropriate type of booking

NOTE: The icons down the left-hand side

+. Inswance Policy Entiy M= E3
INSURANCE POLICY

A Tp Q™ serersary Y s

Commercing Date |3‘.-H-1€&9 E, v| Retun Dae '2‘3»12-193‘3 E -

Dustien Awey [ 31 G Days @ Weeks @ Months

Insusance hm_lﬂm Plan Austiaha :]

Pokcy Ty [Famiy X

Insutance Plare  [Plan A |

Polcy Covers OF‘QI;. ln&v-duallsm Un-Select All Passengers

Pazzengerd:} [PatsergeeName —— [DaleciBih [Ags [ Selact

19

2

Mz Noel French 230678

PoicyVae | $75.00 Type of Sae [Insueance
LessDepot [ w000
Surchagels}

Add Swchage l Modidy Surcharge I Delete Swcharge

Surchage Totat | $000 Poicy Toat $75.00 __Ottered Rate |
Comens2ion Vakos I $30.00 Commsson Role 4000 %
Discount Vishas $0.00 Decourt Bate | 000X
Discount Reason l ;I
Payeoart Type: l! :I
Cont 10 Chert $75.00 Amount to Creditor,. 34500
Air Preview l Save | Cancel |
b Woeaiionanl Ay iRl A ITas .- o,y lea .

allow the choice of Hotel (ACCOMMODATION), Car Hire (TRANSPORT), TOUR, CRUISE or OTHER. Upon
selecting your icon, the screen changes slightly to cater for the chosen segment, but the general details
remain the same. In this example, TOUR is used to purchase from a wholesaler.
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B Land (Tour) )

Tour

Aacommadaton | Purchase From: | = Document N

/_/Tr ot Tour Provider: | .Y hain: | =]

I | IATA Code: | 1|phene: |

| Cnise | addupdate Main Gity: | =] Fee |

Other Principsl | e |
I~ Print suppber address Confiematon=: Bockng PR CRE P |

Qurakion: |_1 ¥ Days Bogking Status: v | Payment Due: [COMMPrrTT [ v
StartDate:  [DOMOT [3 =] I OpenDated Start datade: |
Frich Date: | COpaproTT [ =) Frrich gatade: |
Tour Mame: [ j Type of Sale: [ 3

e Coemmeni:
hent

Preferences SPax  Rate  #Tows  (Grossvalue: £0.00 RateDeseription: |
Voucher print ||| adus [ 2 00 1 pentRate: 0.00 Seling Price: $0.00 Mo Comm.: .00
Service Fee chideen: [ 0 wwl o Commizsion Rate:)  0.00 Comm. Amount: $0.00  Mett Price: I $0.00

Print on: e I_D el l_ Descount Rm:l :I

W Cuote Marup Strategy: | | Marlap Value: .00 Costto Chent: §0.00
¥ Statement Pay suppler by: | =] I Costindudes non-comen.
[ [Brerary

¥ Corfirmation Offered Rate Save ] Cancel |

Indhusions: ‘ -

Chargedas: | Per Doy ' Per Towr " Growp ™ Individual Pay For 1 Days

£ Credfios Biowes [o[=l] PURCHASE FROM is used P Y
e Ed Hovgso! Hep . o
sl ineleani 3 sl el | o TEreSE Il gl snel el 8l 2
mnlm CREDITOR. Press browse :m;:fg w_‘mwfrf I TR E.
Sofby @ Coedecr Code () Cradies Hana | button to access CREDITOR  ggjace Code Type [ mmmee =
BROWSE ———
Mervitied D Collrie MELHVE "
Piag Dinect [BiRECT [ mﬂ::ﬂ“ :gr’::ﬁ
e s S TOUR PROVIDER is the i Hew Zaclnd iz
supplier of the tour. Press e i
the Browse Button to - -
| ET] .1l access CODE BROWSE SR B ] umll
Select | Cloe (Principal/Supplier) =l T el
| Raade EEE L
e Charges can be calculated PER DAY, PER TOUR, and by GROUP or INDIVIDUAL
e DO NOT FILL IN PAYMENT TYPE (except where the Credit Card details have been passed to the
e wholesaler and you are due back a commission.)
e Click on SAVE button

Follow the same procedure for booking Accommodation, Transport, Tours, Cruises or Other Land
arrangements.

GO BACKTO:

TRIP INFORMATION - shows Insurance and Tour segments as OPTIONS. A Trip/Client file now needs to
be set up to allow accounting entries to proceed. To convert trip information lines from OPTIONS into
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BOOKINGS, hold down the Control (Ctrl) key on your keyboard and click on the left hand margin of each
of the segments. When all lines are highlighted blue, click the BOOKING tab and answer yes. The
BOOKING tab now turns green indicating that a Client / Trip file has been created for this trip.

@ Travel Services - Travelog Training - [Trip Information - Quote # 812) RSN NOR =5 |
& Eie fdt Yiew Travelinformation Took Navigator Window Hep -l#lx
TRAVEL SERVICES Quote Number $17 saes Assor..
2| TRIP INFORMATION
3 Type  Suppher Descrption ax | Mg | P Sed Price o5t 1o Ohen
e d riertz Rental Cors 00 $132.00 $132.00
QF QF -SYOMELSTOURSY 4 0 $10,756.32° $10,7%6.32 |
MEMANT  MANTRATULAMARDE (0 | 0 $987.000  $92.00/| 9|
14
|
g
v
r
-’S
-
g
<
|
I Desplay Yeid | coovire | peeteiee | Totak: [ snemaz OF |
Documents o Print Oocument Format Balance Due: | COMMNTYER =] now
I~ Quote [ortesw =] | Pt Al € indvidssl | [To: C Festhame & Sumeme [ Gontact
I~ Confirmation [oortermaton & =] | [ Prink Fortx Chent Fee
™ Statement of Afc
™ Minerary
™ Visa/Passport
Create Mutple Voudhers i
» |
== L Chvea Vohwes | [ = 1 |  Chechist
- 1 o | T - of o
Active Saeers _— _Fux | oeet | e | e | v |

e GO to ACCOUNTING List Bar and RECEIPT MONEY as per previous examples.

e Check current file balance through your TRANSACTION DRILLDOWN

e PAY SUPPLIER. The pricing for each segment has come through from the respective booking
window in Trip Information where the pricing was originally added.

e Click on DISPLAY PAYMENT CALCULATION

e Enter the DOCUMENT NUMBER - This is the invoice or booking number, insurance policy
number, etc.

e Click on CANCEL if payment not correct, or MAKE PAYMENT.

e CLOSE, Check TRANSACTION DRILLDOWN

e Click on QUOTE/BOOKING and then SAVE.

0 0
i SIVHELSYD ] i
] L aF SIVHELSYD FEE 0B 1] 0 00| FE L.
i | ha 5P aF CYOMELAYD|  SLBBI00 5505 4L i 0 g000) fNRAE o0 gad
& | Aa [BSP oF EOMELSYD,  SCRY  $N8E ] ] e TR oo s
E [frarap FERATE 2% Hefzflenisl Ca|  §15200,  §000 ] ] waon| siazon Wi 9%
al | n
e |' T T
Payment Details  [Daplay Pagment Caioyiston)
Diocurment Typs: | & WonBSP ™ Chegue  Faguntion vkt T Py Calculstion
Payerert ™ Qepout ™ Frod Paymend | Commission b e | 1000 Gircas Aenourk 15T 0
(Groas shon $357 00 Crexit Cand Pestion Pl By Chent 10 e Tl T oo
Asranari 83 Py 37 00 = Crascht Caad $0.00
Dot [mnzrmo - Docurrd Mo: MOWETZD | = CCod Taoe KR
Puapesr Marme |l’_uz-:r|:|m; = Commirian 00
Commaverit | = dumourd Pt $0.00
Avanark [ §3E7.00
Heo Paert | Cancel
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NEW BOOKING: AIR ONLY-PNR IN CRS-RECEIPT-PAY SUPPLIER

Example 3: New Booking (Air Only) Reservation in CRS, Issue Receipt, Pay Supplier:

Create a New Quote/Booking when importing from CRS immediately.

e Open Travel Services and click on the new booking icon on the left side of the screen
e Open the CRS screen and display the PNR that you wish to import.

e Click on TRAVEL SERVICES box on your toolbar (@ bottom of your screen).

e Go back to Travel services and click on the IMPORT FROM CRS icon on the left menu.

’ Travel Services - Travelog Training - {Chent Details]
| TRAVEL SERVICES Quote Number: Seles Assstant,
—ass——1CLIENT DETAILS B -
& Coant Detals Existing Profie [~ Clent Trp Accounting Code: | 7§ ‘
& Passangee 3 Vios SRels 5 [ View Matching "_'f“f“ N Create as
© Croats rots Tide: v] Festhemes:[ v r;::"‘"'\"mms Booking
3 A Address: e
T Praferences - [ p PREESEAR
5 Departure Cards | | Import from CRS?
~ port From CRS  REIEIEELES ]. ) St Brous
w Exportio CRS ':'0“; wne: L ~ Galleo
Work Fax: | grast
Mobie Phone: | - ;"
Emad Address: | }:
Conadtant: ] ites ——
Man Ct'.:rewa @ (e Srtem O Ee (AR, 1R) 00000
Source: [ ¥ Update existng itrerary 7 Update existing priong
Categery ]
Group: o Cancel (ESC)
ocason: | i
cws | 3 _
Agent: 1 <  Departure Type: Month of Departre
Travel Agerxy: \V"a-'c*oc"arﬂc ALJ | Open Dated Departire

e Select relevant CRS provider to import from

e Answer YES to any questions and the booking will be imported in approx. 10 seconds.
e Complete all of the yellow fields on the client details screen

e Click on CREATE PROFILE if required.

If you need to enter details for a booking AND will be issuing a receipt or invoice click CREATE AS
BOOKING button on the top right side of the client details screen. This will automatically give us an
accounting code (same as our booking #) and will allow entering of accounting information. Answer
yes to both questions.

e Check to see that the correct information has been imported from CRS by clicking on TRIP
INFORMATION tab and highlighting the line by clicking on it with the mouse.

e f CREATE AS BOOKING has not been clicked as stated above, A Trip File can still be created
by the following steps: Highlight, by clicking on the relevant Trip Information line(s) using

Travelog Consultant User Guide Copyright © 2017 — Travelog Pty Ltd ABN 67 099 078 985
93



the control key on your keyboard and then clicking on the “BOOKING” tab on the right hand
side of the Trip Information Window
If the ticket had been automatically issued in-house prior to importing the details to Travelog, any
stored fares and pricing information will appear in the AIR PASSENGER PRICING window.

e To move to this window, click on the TRIP INFORMATION List Bar (left hand side of screen).

o Highlight the AIR BOOKING Line (Click on the line to make it go Black OR Click on the grey box to
the left of the relevant line to select as Blue)

o Click on Modify in the middle of the screen (or double-click the trip line to open it)

TRIP INFORMATION
' g
¥ | 02/12/2010| Land |ZE [Hertz Rental Cars 6|0 | £132.00 £132.00 i
2/12010 (25022011 A |OF |oF -sroMELSYDLR/SY| 4 [0 | | s10,756.32] $10,756.32|
JIYDW0  [012/2010 Land |MELMANT |MANTRATULLAMARINE |0 | O | | wer00]  $87.00|| ¥
| [l i
B
-]
3
kd
E
o
E
L
4
™ Display Yield Modify Line | Copy Line Dehati Lirs Tutal | 511.5?532_[
MessmamnTal e .

The Air Sectors and flight information downloaded from the CRS are then displayed and the Air pricing
Line. If the ticketed /e-ticketed) is also displayed and highlighted in the PASSENGER PRICING WINDOW.

&4, Flight Sector Information o] @ [
& & Foefier
Flight Sector Information :; i*jfggj
— -] e
Deperture Date: | 23/11/2010 [ =| I OpenDated  Ticketing Time Limit: [COMMpYYYT =] =] .;Rg [amades =]
Reute

01:35 0?'351“1 FID
01:25 | 07:25AM | MO

. .M.Ee%a

[ 29/11/2010 | 05:D0AM ¥ |QF401L
02/12/2010 | 05:00 AM [¥ QF400

oo B Ehrow 2 0 0 1 1,7 £ 0

MName

|Fassenger

| _2 _592 53188 |80 Moty
Mrs Gallen Test it £3,888.00 §3,868.00 |%53.B83.00 |5505.496 |S0.00
Cogy
4] | N
Addts:[ 02 Chidren:[ 00 Infantsy 00 Conditons: | |
Printon: [ Quote B [tinerary Departure Tay | Service Fee [ Save | Cancsl I
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Click on MODIFY PRICING to check that these details are correct. If the imported ticket is an
MCO or Net remit ticket then the pricing has to be modified to reflect the correct charges

If an E-ticket or Fully ticketed in house (not a Net Remit Ticket) then modifying the Air record
line is not necessary —

Although check to see if domestic ticket prices are loaded correctly.

Click on ADD PRICING if the pricing has not been imported directly from your CRS.

Click on COPY PRICING if you have more than one passenger with the same airfare.

The AIR PASSENGER PRICING screen opens

(’ Air Passenger Pricing 23|
AIR PASSENGER PRICING
Purchased From: fE R 1ssue Date: [DOMM/YYY 121 v )
Passenger: I Mr Galleo Test Lj Form ofPayment:[ L]
Airine: [@ Rantas _] Type of Sale: Ihw Arfare L]
FULL FARE TICKETED FARE SELL PRICE TAXES COMM. RATE/JAMOUNT NETT PRICE
Priong: | $3,383,00 | $3,338.00 | $3,838.00 | 450546 | 0.000 | .00 | $439346
VALUE BASIS RATE/AMOUNT
Discount: | = $0.00 OverridedNett (exd. comm. || 000  $0.00
STRATEGY VALUE COST TO CLIENT REMAINDER COMM.
Markup: | =] $0.00 | $4,393.95 [V Indudes Taxes $0.00
TICKET CASH _ TICKET C/CARD TAXES CASH _TAXES C/CARD TICKET NUMBER(S) NETT PAYABLE
Payment: |  $3,883.00 [  $0.00 [ $505.46 | $0.00 | | sa3934 IF
@ Tiket ( Refund (" Exchange  Orignal tkt number / TiketMethod: [Bectrone v
Routng: [SYOLMR/SYD Show Detals >> sve | gancel

PRICING: FULL FARE FULL ‘Y’ FARE (Published Fare - for Corporate Reports)
TICKETED FARE Fare printed on ticket
SELL PRICE Selling price to customer (if discounted, this fare will be less
than Ticketed fare by Discount value.)
TAXES Airport and Overseas taxes
COMMISSION % or $ Value
OVERRIDE % or $ Value on flown sector overrides

PAYMENT, which is on the next level underneath PRICING will fill in automatically, but can be manually
adjusted — NOTE that this information is crucial to getting the final Back Office accounting entries

correct.
PAYMENT: TICKET CASH

TICKET C/CARD

Amount Paid by Cash (cheque, or Credit card where the
agent acts as merchant)
Credit card payment, details to Airline or consolidator

TAXES CASH Taxes paid by Cash or Cheque(s)
TAXES C/CARD Taxes included in C/Card Charge
TICKET NUMBER Ticket Number (the 3-number airline code is not needed)

+ the last 3 digits of Conjunction tickets, if any.

*An example of Filling in Net Remit details in Air Passenger Pricing:
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Take Nett price ($1000) and markup ($500), and fill in as TICKETED FARE and SELL PRICE. Fill in TAXES
($30) and fill in COMMISSION box with markup amount ($500)

’ Alr Passenger Pricing 5
AIR PASSENGER PRICING
Purchased From: [559 i | Issue Date: ]'E!MM.’NH »Zi,_ -
Passenger: [WGAHQO Test _'J Form of Poymcn!:[ j
Arine: |F  RQantas _J Type of Sale: [ Inter Arfare -]
FULFARE  TIOKETEDFARE  SELL PRICE TAXES COMM. RATE/AMOUNT NETT PRICE
pricng: | $1,000.00 $1,000.00 | $1,00000 | $30.00 | 0.000 ] 000 | $1,0%.00
REASON VALUE BASIS RATE/AMOUNT
Discount: | | $0.00 OverridedNett (exd. comen, »||  0.00 [ $0.00
STRATEGY VALUE _ COSTTOGLIENT REMAINDER COMM,
Marp: | Markupjdonn Cash Payments ] | $500.00 | $1,530.00 ¥ Inchudes Taxes [ $500.00
TICKET CASH _ TICKETC/CARD TAXES CASH TAXES C/CARD TICKET NUMBER(5) NETT PAYABLE
payment: | $1,000.00 | $0.00 | $30.00 | s0.00 | / [ $103000 ™
@ Ticket  Refund  Exchange  Orignal tkt numbers / Ticket Method: |Blectronic -l
Routing: [SYDAMR/SYD Show Detads >> Save J Cancel J

If the sell price is different to the Ticketed fare, you must fill in WHY DISCOUNTED Box

e Answer Yes or No to ticket number request
e Save this windows upon completion of pricing the Ticket, then save the completed FLIGHT
SECTOR INFORMATION screen when all Pax have had their pricing completed.

Receive Payment - Issue a Receipt:

Receipting of client’s money is normally banked into the Agency’s Client Trust Account and Client Funds
can only be receipted to a Travel Services file number that has been created as a BOOKING

e Click ACCOUNTING on the left List Bar
e Click RECEIPT MONEY and RECEIPT ENTRY Window Opens

Note some information will be downloaded from the Trip Number

e Complete PAYMENT METHOD. Click OK to initialise Payment Details (if applicable)
e Complete any PAYMENT DETAILS Window that opens and click OK
e For COMMENT — 3 OPTIONS: Deposit, Balance Payment OR Full Payment

Note: Additional Receipt Details automatically completed by the system — Simply check the correct Bank
Account has been used (CLIENT TRUST A/C)

e Click on PRINT for a hard copy of the receipt OR Click on SAVE without Printing the Receipt
e Click CLOSE to Close Receipt Entry Window
e Click TRANSACTION DRILLDOWN to check the Accounting on your Trip and Click CLOSE.

Pay Supplier for BSP tickets

e Click PAY SUPPLIER
e Highlight the Air segment line in the MAKE A PAYMENT window.
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e Click on the PAY Bar in the middle of the screen.

e On the bottom half of this window at TRANSACTION TYPE, the BSP button is green and at
PAYMENT TYPE, the

e FINAL PAYMENT button is green

NB: The pricing has come through from the AIR PASSENGER PRICING Window where the pricing was
originally added by the consultant.

e Click on DISPLAY PAYMENT CALCULATION and a box will come up to show payment calculation
e Click on CANCEL if the calculation is not correct OR Click on MAKE PAYMENT

e The line selected for payment will now disappear from the screen

e Click CLOSE and return to the Trip information window

Now click on the TRANSACTION DRILLDOWN button to see that the payment made has gone through to
the Back Office accounts area correctly. Note the Balance of the file.

e SAVE the screen when completed.
e Click on QUOTE tab on the top of the menu
e Click on SAVE to close this current booking.

CRS BOOKING USING EXISTING PASENGER PROFILE

EXAMPLE 4: CRS Booking with an Existing Profile
e Enter/Retrieve PNR in CRS.

FOR SPECIFIC CRS IMPORTS (SABRE / AMADEUS / GALILEO) see separate section near front of this
manual regarding specific IMPORT procedures for each CRS provider.

e Click on TRAVEL SERVICES on the bottom toolbar

e Click NEW QUOTE/BOOKING, client details will display. Click on the IMPORT FROM CRS Button
for reservation system (Amadeus only - Highlight the PNR to import by clicking in the grey box so
a tick appears. Then click on IMPORT FROM CRS button.)

Use existing Profile - Method 1

CLIENT DETAILS
[Existing | 1319'_'.'9_’ AQ’ | _J Client Trip Accounting Code:
Sumame; "  View Matching Profiles
Title: l—ijslName li

e Click on EXISTING PROFILE on the CLIENT DETAILS screen and a box will appear to type in the
profile code.
e Alternatively, click on the BROWSE BUTTON and the PROFILE BROWSE screen appeatrs.
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€ Profile Browse =R
fle [t Nevigated Heb

and press SELECT & yu6l san & 8 2

e Desired profile appears on

e Highlight required profile

CLIENT DETAILS screen PROFILE BROWSE .- -
i ) Search fo [ Show Matching | @ Prosie @ Deblor Account
e Press Tab, and client details Scet Ordee @ Sumame @ Account Code  Selected Mis Diane Moran
will in on screen,
'+ FRENCH1 - Mr Noel French Account Codec MORAN1

+1- JOHNSO1 - Ms Deirdre Johnson | Account Name: Mrs Diane Moron.
+ MORAN2 - Mr Geoff Moran Address: 116 Bury Bluegum Rd

Home Phone: 0247512423 Work Phone 0247572354
Fax Phone: Mobde Phone

Coporate Ace ABC Engneeing
Mantal Status: Avaiable

Emad Address: | ‘
__Select | Close |
Plaate selact prolie record WM (29109 134 PM

Using an existing Profile - Method # 2

CLIENT DETAILS e Enter Client

: > ; Surname
Existing Profile Client Trip Accounting Code: e Clickon
Suname [Moran 4 View Matching Proies VIEW MATCHING
e e lreione Die o v PROFILE. If a profile
Addess 7 Burwip Bluegum Rd AN1

o Monanz [Moron (T exists, it will appear
[ - T T : in the profile

matching box.

e To use the profile that appears, select the line by clicking on it with the mouse, then double click
the mouse and answer yes to the question.

e The details will be transferred into the fields.

e Fillin CONSULTANT, DESTINATION, SOURCE, and CATEGORY. Unlike the profile details, these will
be different for

e each trip and thus have to be filled in for each new trip. Complete the rest of the client details
screen. Click on

e CREATE AS BOOKING to create a back office accounting trip file

e Click on IMPORT Icon — Sabre/Galileo or Amadeus

e Click TRIP INFORMATION on the left list bar and the TRIP INFORMATION window will appear

e Proceed with Pricing of trip line, receipting and payment of supplier as per Example 3.

NEW AIR BOOKING: CREDIT CARD DETAILS TO AIRLINE

EXAMPLE 5: New Air Booking, Credit Card Details to Airline.

e There are a number of important points to note when passing credit card details to the airline,
which acts as merchant and incurs the relevant Credit Card fees.

e The booking is made in the normal way, but in TRIP INFORMATION, completion of the AIR
PASSENGER PRICING window requires ADDITIONAL information.
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e Because the client's credit card will be passed to the supplier, PAYMENT TYPE is filled in with the
type of Credit Card offered by the client.

@ Air Passenger Pricing (==
AIR PASSENGER PRICING
Purchased From: | BSP ~| Issue Date: [DOMMITYY (2]~
Passenger: | Mr Galleo Test ~|  Form of Payment{ American Express |
Arine: |QF  Rantas | Typeofsse: [Tnter Akfare <
FULFARE  TIOETEDFARE  _ SELL PRICE TAXES  COMM. RATE/AMOUNT NETT PRICE
Priong: | $3,883.00 | $3,888.00 | $3,888.00 | $505.46 | 9.000 | $3w.92 |  $404354
VALUE BASIS RATE/AMOUNT
Decount: | Al $0.00 Overrdelnett (exd. comm. v] | 000  $0.00
STRATEGY VALUE COST TO QLIENT REMAINDER COMM.
Markup: | ~ $0.00 [ $4,393.9 ¥ Indudes Taxes | $0.00
TICKET CASH _ TICKETC/CARD TAXES CASH TAXES C/CARD TICKET NUMEER(S) NETT PAYABLE
Payment: | $0.00 | $3,888.00 | $0.00| 50596 | / | -$349.92 ™

% Ticket ( Refund (" Exchange Orignal tkt number:{

Routing: [SYDAMR/SYD

/ Tidet Method: [Bectronc vI
Show Details >> I Save ] Cancel I

e Goto ACCOUNTING, then to PAY SUPPLIER.

e Because the pricing comes from the AIR PASSENGER PRICING window, the net amount is the
commission due on the ticket. This is shown as a negative amount due from BSP. The gross
amount is shown under C/CARD AMT.

& Pay Supplier

BSP  |oF
[ Ax |BSF |OF

$Y1:IfMELJ'$‘:'U

3339 505# $UIR 334‘332 !:000

tlﬁm !5054-5-

[SYD/MEL/SYD|  $3888.00] $505.46 mea] 50546 s3] a9 $0.00]

FeT
3343

[« | N
AT r -

Payment Details [+ Display Paymerd Caleylation

Document Teps: |+ BSP O If" c C Amount To Pay Calculation

Pagmer: 5] = Final Payensnt GeossAmount | $3.508.00

GiossValse | $0696.00 Credk Card Postion Pad By Chent | $3888.00 +TosTac [ 950646

Amount bo Fay: 34992 = Credit Caid $3E58.00
Date: [CEREETN] = E Document No- [13656545485 J| = CCard Tax $505.46
= Comrission: AL
Payee Mame: [
Comment: [ = Amourt Pasc $0.00
Aurncnk Do A3
MakePayment |  Coocel |

e Click on MAKE PAYMENT.

Amount due can be ascertained by pressing the
DUE button in the TRIP INFORMATION window.

e Check TRANSACTION DRILLDOWN.

@ Total Cost: $3.585.00. Amount paid 5o far $3,5685.00.
The smourt left 1o pay is $0.00,

Congratulations your booking has been balanced.

Lok ]
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& Client Transaction enquiry == HoR <™

File Edit MNavigater! Help

8 $ B a3k B 8 2

Trip Account: Eil r—:cid Vie
W
MName: Mr Galieo Test ™ Sphit View
Debtor Mame: | rc
OMMESSHON
Balance: 00 —
nce s [~ Detailed

o [i1} F

W Indude Non-Updated Transactions Close

Trip master record. CAPS 08/12/2010 12:09

The payment appears both as a debit and credit on the trip

Credit Card Payments:

It is important to distinguish between the two different ways of dealing with credit card payments. This
applies to both corporate and leisure bookings.

e Ifthe agency is accepting a credit card and processing the payment in the office (the agency acts
as merchant), it will be necessary to issue a receipt for the client and pay the supplier as usual —
NOTE: this is technically a CASH payment as far as BSP, the Wholesaler or Supplier is concerned.

e Ifthe agency is advising THE SUPPLIER of the client’s credit card details and not processing or
banking the payment in the office (ie - the supplier is the merchant) it will be necessary to enter
the credit card in PAYMENT TYPE in the booking windows (as in the current example) and pay
supplier only. When paying supplier, select the line that is to be paid and make sure that the
amount to be charged to the client’s card appears in the yellow box on that line. Click on pay
and enter the reference number received from the supplier into the document number field. Do
not enter a receipt, as the agency is not physically taking any money from the client’s credit card
to bank into the agency account. In the TRANSACTION DRILLDOWN window you will notice that
the payment has appeared as a Debit AND a Credit and the file will have a zero balance.

BOOKING FOR A CORPORATE CLIENT

EXAMPLE 6: Booking for a Corporate Client

e Retrieve PNR in CRS
e Open TRAVEL SERVICES, click NEW QUOTE/BOOKING
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e |IMPORT FROM CRS and complete CLIENT DETAILS Screen (see example 4 for use of existing
profile, which will be the usual method for Corporate Bookings).

£ Travel Services - [Client Detalls ‘Motan')

P Fio ER Yiew ClertTip Travelinformation QOpion Navigaice \Window Help =181 x|

TRAVEL SERVICES lcunnsur QUOTE/BOOKING NUMBER:[

e CLIENT DETAILS

o) Existing Profile & [Woran | $ Ig;l 9’ Client Trip Accounting Cade:
[Meean C View Matching Profiles Create as
M ]feiome oo Booking

16 Burgp Blosgum Rd
Linden

[ Mokl Staas.  [Avaiatie ~]
W Home Phoee: W
I Mome Fax |

[ Occupation/dott [Mansger
l— Type of Busness [Aged Heath Care

Geolt Motan >
Certidl & South Amenca =~
|Coporate v . e .
Bunets — BOOKING DETAILS
et K=l No. of Pax Adu: |: Auto
-
— No ol Pkt [0 Booking
= No of Paxindant[0 Cancellation
= Deputiee Datee [27101953 ISEM|
e — ;
: = Depshzs
Tsip Information | Tiavel Agency.  |Faukcorbedge Travel Agency = % Month of Departure
I T T ™o T [
Notes Copersie il [ABCENG ~| sl O™ & b p e b
Accounting CortactName  [Goosen =] Ordes o133 s
Active Screens

e At bottom of CLIENT DETAILS screen, Click BROWSE BUTTON next to CORPORATE A/C. The
DEBTOR BROWSE screen will open to enable selection of debtor, which will link booking to a
Corporate Account Debtor Code. If entered in the Debtors Maintenance, a Contact

e name can be £ Debtor Browss HR=E
selected and if Ele Edt Navgatod Hep
applicable an order s sn) san| &l 8 2
/ booking number DEBETOR BROWSE Seachor |G Reporting Lovel i@ Biling Level
from the debtors Semenfor[  Find | < Provious| Hext 33 [Selected ABC Ergnesing |
can also be entered.
NOTE: These two sceourt Code: ABCENG

Interactive Technologies IMermational FAL (T Aeccourt Mame: ABC Engneeiing

entries will print on TraimAccounting PA (TA) Addreaz: 73 Tablelands Drive
the invoice. —_—

e Highlight required Poat Code: (2779
debtor and press e —— .Mﬁmmm
SELECT. The code Cumert 0,00 _
for the chosen A | ] Eﬁé 3: m::;:::' Eﬁ
debtor will appear = Close_|
next to CORPORATE  "Fiuies seiect bl second S e 238 [EREN
A/C

e PressTAB

e CREATE AS BOOKING.

e Goto TRIP INFORMATION screen.

e Highlight Air Segment, click MODIFY, click MODIFY PRICING in FLIGHT SECTOR INFORMATION
window, and update AIR PASSENGER PRICING Window and enter TICKET NUMBERS
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e Next time a booking associated with this Client Profile is used; it will default to a corporate
booking. If leisure booking for this profile is
required, simply delete the debtor code form B
the space adjacent to CORPORATE A/C and 3) oo el e [ e e
press TAB, The particular Quote/booking will
be 'unlinked' from the debtor and will not
appear on any corporate reports that may
eventually be produced.

e Click ACCOUNTING on the left List Bar

e Click on GENERATE INVOICE and Answer YES to 'Create an Invoice from all booked trip lines?"'
Note Invoice information will download from the Trip Number.

e Press SELECT ALL if all passengers associated with the booking are to be included on the invoice.
Otherwise, place a tick under SELECTED for the passenger(s) to be selected for invoicing.

e Complete STATEMENT DETAILS. This will print on

Travel Services

£ Passengess Selected lor this Invoice the debtor statement (OPTIONAL).
INVOICE PASSENGER SELECTION| e Click on INVOICE button
p | Mrs Diane Moran ‘ e TERMS/TRADE will fill in automatically, but extra
M Geol Masan AR text concerning payment details can be added
e To make amendments (if applicable), Double click
on the line to amend and it will open up.
Suapecnert Comenant. | e Click PRINT for a hard copy of the invoice and the
___Select A¥ [ Clavoice ] Cose I word

o  “Printed” will appear in top right hand corner
Note: You can print only ONE ORIGINAL INVOICE

e Click CLOSE to Close Window — OR Click SAVE without printing the Invoice.
£ Invoice Preparation & Print HEE
INVOICE PREPARATION AND PRINT INVOICE

CORPORATE ACCOUNT INFORMATION
Code'  [2BCENG A [

Document Number |

Name.  [e8C Ergrameng New Addess l Document Type @ Invoice @ Credit Note
Addess [23 T ablelorsd: Drrve Docmert Ot [27101338 (8]~

[Lawicn Ordex Norder IH?»—

| [2779 Contact Name: IGo:-:er- :]

Pa: ook Detad {Goods Value | Tax Vaue |Discount

Thres document & tor the folowng

o 000} $000 0 O
4 Chert Ag Now Zoaland Spdney o Auciland to R~ $2.94500 $000 $000 $2.84500

SUB TOTAL
GSTTOTAL
Add a e I |naert a Line I Chonge aline I Regove aLne I TOTAL:

Statemert Descoption [Mis Disem Mocan Terma/Trade: [Payable witin 20 days hom date of nvoece =
Depoit Date [27.101953 |8 w] Anourk | $0.00 @ Depost Dus @ Depost Pad
Balance Date[27-11.1993 - FMBdmcehvan_l =
Iul(l ibl»ll Add New Inynce I Hervsue l Print I Save I Concel I Cloge ]
Ready FLOINOM 1271099 12437

e Check TRANSACTION DRILLDOWN.
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e Note that TRANSACTION "

DRILLDOWN displays an e A R e =T Y
invoice raised to a debtorin T Type af view
the same way as a receipt Mo Mos Bl Monan ‘3 i
. Dotter Haese  ABC Engnessng
(Credit entry). S (82.945.00) o
e Note: check TYPE column Depart Dalec  Widneaday, Dclober 27,1353 I Inclsde Mor-Uipdated Transactions :

on drilldown to see if
document is a receipt or an

invoice.
e PAY SUPPLIER as usual and
SAVE.
Ciose |
Trip master secord NUM 271083 124 PH
LAND BOOKING: CREDIT CARD DETAILS PASSED TO WHOLESALER AS PACKAGE (NON-BSP)
EXAMPLE 7: Land booking (Non-BSP), Credit Card details given to Wholesaler.
e Complete CLIENT prev e M6
DETAILS screen, either Tour Booking Window
using a new client (Click
. Booking |{Puwchase From [2:4 j&=2) Qartac Austahs Holdays Document No [771055.00222
CREATE PROFILE if 3 Yous Provider: [Gurios Ao iaiden = Cn[ 3
. [ ) P e ——1
ne.ce.ssary), or retrieve [ e, [ :‘_‘_’:E""'r__l—"’*:
existing profile by & [ ot
placing a tick next to fewegen || Owaton: [ 11| @ Oap BockingStatwe [ M
EXISTING PROFILE and e@ AR g © CvenDeme ’:_'.":: =
selecting profile. tar. || Touw Name: [ 3] twedsue  [oontos B
e Click TRIP 4 i e 2
INFORMATION on left WL | O b"ﬂzv @ Por Tow Thped V. 1O Srovy @ fedividinl
list bar 0 Ad u[L‘I s;";:urn.[“_?'rfmna- f : Sell Prce:| 4250000 Nom Come [ 0o
e Click LAND BOOKING in ' e BTl . e
the left list bar. Select Confamation® | Bosking PN cns P [
appropriate type of L Q,""-' ':"I"“d n: | —
o on Mnerary ere lel ave I ose
land component under P —

BOOKING on the new left list bar which opens

e Fillin BOOKING WINDOW, and at PAYMENT TYPE enter the type of credit card offered by the
client. Click SAVE.

e Click on ACCOUNTING on the left list bar.

Do not raise a receipt for clients, as the wholesaler is acting as merchant on the transaction.

e Click PAY SUPPLIER
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e Because the pricing comes from the respective LAND BOOKING window, the net amount is the
commission due on the ticket. This is shown as a negative amount due from the creditor. The
gross amount is shown under C/CARD AMT.

e Enter DOCUMENT NUMBER.

e DISPLAY PAYMENT
CALCULATION.

e Click on CANCEL if
the calculation is not correct
or MAKE PAYMENT.

Check your TRANSACTION
DRILLDOWN. Payment

. — 2}l appears asa DEBIT AND A
s CREDIT on the trip. For
corporate bookings where a

DA »

Tisnsaction Type @ =~ @ NonBSP @ Cheque @ Begushon

Amount To Pay Calculation ; ;
Paymert Type @ Depork @ ErdPamert  Commitsion totake: 45 00 w:wﬂrﬂ._.__ credit card is used, the same
Gromvabe [ 10 0000 Cret Cand Pokon Pad By Cleee [ 12000 00 R e T principles apply.

peverrt o Pay [ 34500 Docesent o 271058 | —CedCed| T

Payoe Name [’]aﬂs: Aot by Mobday - CCad L,(I__—'
710153 s ) -Camv::m’

Cornenert | ~toconipud[ oo
Amn[-ua‘

E Display Payment Calcylation  Moke Paymaent | Cancel l

To Enter an Air / Land Package from a Wholesaler where the agent wishes to provide an itinerary for
the client:

When booking a package which combines land and air for the one price and paying the complete cost of
the booking to a wholesaler:

e Complete the CLIENT DETAILS screen
e Enter the AIR BOOKING details — If PASSIVE booking exist in your CRS you can import details
directly

NOTE — You DO NOT load the wholesale package pricing in the ‘Air Pricing’ window.

Open a LAND BOOKING window through your TRIP INFORMATION List Bar.

Enter the CREDITOR (wholesaler) you have purchased from into the PURCHASE FROM field.
Enter relevant LAND BOOKING details in this screen including relevant remarks in the
INCLUSIONS box — EG; Package includes Airfares / Transfers and (x) Nights Accommodation.
Load in pricing details: Per person / Package

Make sure that the COMMISSION $ amount for the total package is correct.

SAVE Land Booking window

Highlight each of the trip lines by holding down the Ctrl key and clicking on the left-hand side
margin of each line so that they are all highlighted in blue.

Under TRIP INFORMATION List Bar, click on the BUILD AS PACKAGE icon.
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e Print Quote / Confirmation / Itinerary / Statement of Account
e Click on QUOTE List Bar
e SAVE Booking

LAND BOOKING: PAY SUPPLIER BY CHEQUE, RAISE VOUCHER

EXAMPLE 8: Land Booking, Pay Supplier by Cheque, Raise Vouchers.

Once printed, a Service Voucher has 3 copies - for the client, the service provider and lastly for you, the
agency concerned. A voucher can be raised as PRE-PAID, PAY DIRECT, BILL BACK (to the Agency) & BILL
TO CLIENT DIRECT (for Corporate Travellers).

The vouchers are used for tracking commissions and PAY DIRECT vouchers will sit on an unreturned
voucher report until commission cheques received are matched against them. Once this commission

cheque has been matched to the voucher, sales figures are then generated against a consultant’s name.

PRE-PAID VOUCHER (Agency Pays Supplier as Creditor)

8.1 Pre paid voucher - agency pays supplier as a creditor.

e Where a supplier is used frequently by the agency and is ":"" e ]

paid by cheque, the supplier can be set up as a creditor (In o a6 sai S 8 2

back office). CREDITOR BROWSE
e PURCHASE FROM will be the supplier set up as a creditor. e '

@ Crodir Codde () Croitcn M

Lrncion b ch

Type in the creditor code (if known) and tab. Full name of _
creditor will appear to the right of the browse button. e
Alternatively, use the CREDITOR BROWSE foag P At

e SUPPLIER NAME - Type in supplier code and tab - full name
and stored details of supplier will fill in on the booking
screen. Theses details will also download onto Itinerary, etc. a4 | o
Alternatively, use the SUPPLIER/PRINCIPAL CODE BROWSE. Seleet | Clow |

e Continue with all relevant details on the booking screen as
these will fill in on itinerary, etc.
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- 1O] %]

“3 Land Booking [Accommodation)

~ Accommodation Booking Window

Booking ||Purchase From: [MELNOVE (2] Novotel On Coling Document No: |
||uue| Name: [Novotel Melboens on Coline | _ Chain: [Accec Ana Pacie =
@ Address:  ~ [270 Coee 51 IATA Code| Phone:[735650 5600
s coommodation [Meboune Main City: r— _] Fax; |03 9525 7100
| PostCode: |3000 E-mail:
Tanspat || Dwation: [ 7| @ Days@ Nights Booking Status: [Cocimed  ¥]
&) Asiival date: [12721559 8] +) € OpinDeteg  Amval detais [oF 2 ETaTa%0
Depart date: 137121355 o] Deporture details: [0F 321 ETD 1120
Tour Room Type: [Double Aoom =] Type of Sale:  |Dom Accomimodahon =]
Inclusions; |Full Bullet Breaklast, urbmiad use of Gymnasam, Complmentsy bottle of Champagne upon aerval 3
X

o
9
-
L4
)

Chatged as: ;o Per Person (B Pet Room @ Package Grouped By: @ Group

Q Adults [LIL:QL:%E?O_NS:::M [ 9750 SeiPrice:[  $154500 NonComm:[— 5000
Cther Commission Rate: [ 1275 Amount: $20974  NettPiice 1100
Disc. Rmoml _]
3 Confirmationtt: 2342 Booking PNR:[ cRseNm:[
Pagment Type:| =]

Search
j()pﬂom Pint on: 43" Quote. « linetary  Offered Rntsal _ Seve I gosol

NOTE: PAYMENT TYPE is not filled in even where the client is paying the agency by credit card as the
agency will either debit or bank the proceeds of the transaction.

57 e Goto OPTIONS on left list bar.
oy, e  Go to DIRECT VOUCHER PRINT
“Yaucher Print~

The VOUCHER PRODUCTION screen then becomes
accessible

Vouchcl Ploducllon

VOUCHER PRODUCTION

Voucher Number; |

vmlmoaqz? 101993 [gj !

Vouchet Type! @ Pre-Paid @ Paying Direct
| @ Bill Back @ Billto Clert Divect

Passenget Name I:IMts Diane Moran

Select VOUCHER TYPE as PRE PAID

Fill in passenger names from drop down list.
Add COMMENT where appropriate.

Select YES or NO to INCLUDE PRICING
Select PRINT/SAVE or SAVE

Go to your ACCOUNTING List Bar

Pastenger Name 2|M| Geoff Moran

Click on RECEIPT MONEY

Receipt Money into Client file / SAVE

Click on PAY SUPPLIER — Then Pay Supplier -
Fill in the cheque number of the cheque
used to pay for this booking.

The net due is OUTSTANDING in the top
section, also seen as AMOUNT TO PAY in
the lower section.

Click on MAKE PAYMENT

Passenget Name 3‘,le Laura Moran

Passanger Name 4:I

Led e el

7

 Inciude Pucng @ve:@No

Print/Save | S_ave

Close_|
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£ Make a Papment

MAKE A PAYMENT

WSSl MELNOYVE |MELNOVE | Novole Mebou  $1 645 00

Q

sShow Only Poayments (J Inciude §

$0.00

‘
PAY |
SAVE n
Tiomsacton Type @ 7 @ NonSP @ Cheaue @ Bequsion Amount To Pay Calculation
Payment Type @ Depost @ Enal Payment  Commasion o lake I $0374 Boons Atk -
& : Cavd Portion Pt By Chere [ I
Gross Vo | 500 Coacht Cav ¥ S
Arcurt to Pay [ 45 % Cheamio, [121224 T T
Pagee Name: [Novotel On Colea B B e T
Dul:'.‘»m!ff?i =l -me:ml—-
Comment| - Amourt Paid [
Bank Account I(\«l Furds Account :I Anourt Due I ]

@'Displ&yPuymenl Calcylation Make Payment I Cancel l .
TVolure:

e Check TRANSACTION DRILLDOWN to see booking file has balanced

PRE-PAID VOUCHER (Create New Supplier — Agency pays by Cheque)

8.2 Pre paid voucher - Create new supplier; agency pays direct by cheque.

This procedure would occur where a supplier was not listed as a creditor, and where the supplier name
was not on the SUPPLIER / PRINCIPAL CODE BROWSE.

e PURCHASE FROM code will be: DIRECT.
SUPPLIER NAME can be entered, along with all other relevant details (address, phone & fax #s),

which will download onto itinerary, etc. NOTE: Ensure that the MAIN CITY code is filled in.
e PAYMENT TYPE is left blank
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e Inthe event the Hotel Name is not in the codes Listing (Browse Key), the system allow the Hotel
to be entered by the consultant immediately without wasting time. It is Imperative that the

“4 Land Booking [Accommodation) =] E3
Booking ||Purchase FlomIDIRECT I Pay Direct Document No: |
Hotel Name:  |Novotel Queenstown I _ Chain: [Accor Azia Pacific =l
@ Address: |Sansbuzy Rd M'A Code: I _JPhone [64-3 442 6800
s coommodation |Femhdl Main City: | N | Fax: [64-3 442 7354
| PostCode: I E-mail:
Transpdit Duration: I 7 @ Days @ Nights Booking Status: | Confimed =]
Amival date: |1 3-04-2000 E ] Arrival details: ICoule.'.y bus from Aport to hotel
C  OpenDated :
Depart date: |20 04-2000 E | Departure details: |OF 32 - Courtesy bus lo arpor
Tour. Room Type: |3 Bedioom Apartment =] Type of Sale: |Inter Accommodation =l

Inclusions: [Unkmited use of gym, sauna, and ndoor heated swimming pocl. Dady ful | IR [ -
Flo G Hevowod Hew

s 28 o 8 2

Cruise ok Grouped By:
. Charged as: [ Per Person @ Per Room @ Package ' . B .
Q No. Rate No.Of Hooms . @ Lo Q) escrpnon CEART A B A
Adults | | $350.00 | Gross value: l §$4 9 Sell Price Salact Cade TypadFrces et :I]
Cther Commission Rate: I 1500 Amount: e =
Disc. Reo:onjl .-'::l:rn-ﬂ ABEFIC
Autroriue Wold ADVEH
I 3 . i Mlerps T T
Conl-malml.|2334§ Bookng F s alarrd F‘_\I-
Pa nl r . i ankubees III:I
Search yemont ¥ypes] ] ¥

Opﬁom Pant on: J Quote. Q’ Itinerary Q“efed Rulal K?::ﬁm“ mﬂ ;I

search is complete for the Hotel or Supplier before adding a new code. Click on The browse Key
and the enquiry screen will appear with the default set to Description (Traffic Lights). Type the
first 3 / 4 characters of the Hotel name and check if there, continue typing if more than one
hotel start with “The ?” to search properly. Next Click on CODE order (traffic lights) and enter
the 3 digit city code of the Hotel followed by the first 2 / 3 characters of the Name (Excluding
“The”) this will search again for hotel. If certain it’s not there then the following adds the code

into the system. '8 Codo Validation KA
Code: IZONNOVO

City: ZON
Supplier Name:%Novotei Queenstown

e Goto OPTIONS
=] e Choose ADD
SUPPLIER and verify the
sequence, to enable the
new supplier to be added to the
Supplier/Principal code listing, The
CODE generated by the system can be overridden, and an alternative suggested, provided it’s
not already in use.

Add Supglier -

)(alldate | C[ose |

Travelog will automatically create Supplier Codes for you using 7 letter codes. The first 3 letters are City
codes and the last 4 are the Hotel’s name: EG; Novotel Melbourne, CODE = MELNOVO
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e Go to DIRECT VOUCHER PRINT IS

e Note that the VOUCHER TYPE is filled out as VOUCHER PRODUCTION
PRE-PAID ey

o . Vouches Issue Ddem

e Fillin PASSENGER NAMES from drop down list. Veche Toal @ PePal @ Paka Dot

e Add COMMENT where appropriate. @ 84 Back @ Bl to Ciers Divect

e Select YES or NO to INCLUDE PRICING Passenges Name 1Mis Linda Ley g

e PRINT/SAVE. The bottom part of the voucher is Passenger Nome 2| SIRIEITE! =l
given to the accounts person to assist with Passenget Name 3| =
commission tracking. Passenges Name 4{ =

e Goto ACCOUNTING °°""""'| |

e RECEIPT MONEY

e PAY SUPPLIER Inchude Prcing| @ Yes @ No ‘

e Fillin the cheque number of the cheque used PrinySave | Seve | Close l
to pay supplier. The net due is OUTSTANDING —
in the top section, also seen as AMOUNT TO PAY in the lower section.

e MAKE PAYMENT, Check TRANSACTION DRILLDOWN, QUOTE/BOOKING - SAVE.

PAY DIRECT VOUCHER: (Client to Pay Direct — Commission Due to Agency)
8.3 Pay direct voucher - The client pays direct.

e This is used where the client makes the
booking through the agency, but pays Voucher Production [=] E3
directly to the supplier. In this situation, the VOUCHER PRODUCTION
agency does not send a cheque, but tracks Vouches Numbee | '
the commission due back from the raising vmlgmouepd‘{mggs' = [ﬂ:j
of a pay direct voucher. Voucher Type! @ PrePad @ Paying Drect

e The land booking is done in the same way @ Bil Back @ Billto Cient Direct
as in the previous situation, except that the Passenger Name 1{Mrs Linda Ley =]
voucher raised will be a PAY DIRECT. Passenges Name 2|Mr Thomas Ley |

e Pricing should be included for the Passenger Name 3| |
convenience of the client Passenges Name 4 =]

L PR|NT/SAVE The bottom part of Comment: m
the voucher is given to the ‘ VOUCHER PRODUCTION
accounts person to assist with Vouche Namber —
commission tracking. Inckide Pricing: ( vu‘:’::f;l':”m .ED‘ -

. ‘ P pme,‘o 9 -
‘\i.n) Lméimcﬁ $4.900.00. Amcurt psid so/lar $000. Viahse of pay drect vouchers ————————. Note ::,z::;} i]
Thee smounk left bo pay is $.00. that the raising Pacsenges Name 4] =
Congratdstion: your bocking has been balanced of a pay direct c"’“’"[
voucher is
reflected in the M Dlerel 8 Ye @)
amount due. Press DUE button in TRIP INFORMATION yoid [ Provsove] seve | cose |
SCREEN
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e Because the agency neither receipts money nor pays supplier in this situation, there are no
accounting entries.

Voiding Vouchers.

e Tovoid a voucher, which has been raised, go to the TRIP INFORMATION screen Highlight in black
the particular land booking from which the voucher has previously been raised.

e Press MODIFY and the relevant LAND BOOKING screen will open.

e Onthe left list menu bar, click OPTIONS, and DIRECT VOUCHER PRINT.

e The original voucher will be re-displayed with the additional VOID function added.

e Press VOID, and VOUCHER PRODUCTION will redisplay to enable a replacement voucher to be
issued. Then close this window

NOTE: You do not need to save this voucher window again as it will create a new voucher

POINT TO POINT SALE USING QUICK COMPLETION

Example 9: Point-to-point sale using the Quick Completion Functions

, e Retrieve PNR in CRS (if applicable)

Quick Completion e Open Travel Services

e NEW QUOTE on List Bar

e Import from CRS and complete CLIENT DETAILS Screen — include CREATE AS BOOKING

e Ensure Passenger Information is listed. Click TRIP INFORMATION List Bar

e MODIFY Air Segment, ensuring FLIGHT SECTOR INFORMATION and AIR PASSENGER PRICING are
correct and that TICKET NUMBER(S) has been entered.

e Click on ACCOUNTING List Bar. Click on QUICK COMPLETION Icon. The QUICK BOOKING
COMPLETION window is now accessible

e Highlight the lines to pay on the top of the screen and click on the AUTOPAY button on the right
hand side of the screen.

e If you wish to print an itinerary click on BUILD ITINERARY, THEN Click on REMAKE ITINERARY and
arrange the lines to the correct order.

£ Automatic Booking Completion

Cippoket . I escep {Gross An >
READY |Ready PlanAus ole
AN SYD/BNE/CNS| 348500, $3.4i|¥
MELNOVE  Novotel Mebou $5.000.00 $O.00 :
A
»LY
LW [ Tpe | St Descrpbon rT—,:]

> - y - 71 Mz Derdee John

. | AN - BNE/CNS .

- A | AN AN - CNS/SYD Relate Lina
= Lard | Novotel Meboune on Coling —_—
RBemake ltinetary
DOCUMENTSTOPRINT ]

© Quote 4 Confirmation 47~ Statementof Alc 47 ltineraryl ¢ Invoice ¢ Receipt
PASSENGERS SELECTED CLIENT MONEY TO BE BANKED
[ossmnge Lo T DT " Issue a Receipt Recopt Daledt 02022000 =]
Payment Method. | _|_|
Comenent: | Received [

||Barkaccows: [ Z = |
Complete | Cancel |
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e Select DOCUMENTS TO PRINT — Note: Invoice will only appear if Client Detail screen reflects that

it has been linked to a Debtor (CORPORATE A/C).
e Select Passengers in PASSENGERS SELECTED
e Complete Receipt details under CLIENT MONEY TO BE BANKED

e Click on COMPLETE Button — This will complete all fields — Receipt and Pay Supplier all at once.

NOTE:

e Check TRANSACTION DRILLDOWN for Zero Balances

CREDIT CARD DEPOSIT AND BALANCE BALANCE PAID DIRECT TO SUPPLIER

Example 10: Credit Card Deposit + Balance to Wholesaler

Remember to always back-date transactions is accounting is not done on the same day.

Enter Trip booking details into your Travel Services Land Booking Window / Trip Information area

When you are ready to process the deposit amount paid by Credit Card to the wholesaler you can
COPY the original Trip line related to the booking. With this new (additional) Trip Line ADJUST the
amount to reflect ONLY the deposit amount being paid to the wholesaler. This deposit would not

initially include any commission amount.

From the Drop Down Menu select the Credit Card type being used for the Deposit Payment

& | and Booking (Accommodation) B x|
Accommodation Booking
Accomeodshon | Puchase From: 0K . |RSsrtan Hokdays DocwmentMo [
Trancpont Hotel Name.  [Qantan Hokdays __J__J ] _j
Toa | [The Pask TATA Code: | Mewone: [1800 427 370
Chase ———] ManCay | _J Fax (25570053
Other | PoaCode | EMat |
Duss | 1€ Dan & i Bocking Staue | ~]
Avival detade |
0 Depart detsls |
O T o R B3] 651 Avies
Inchusons -I
[matioim | I |

N E

PReANOORS | | Crondss | ParPuscn ( PaRoom  (~ Packagn | (¥ G [ indveba
lPu Rate  BFAcoma  Aate Descrption Pay For 1 Nights
ciadive s [ 00T G ke : Sed Pree | $30000  Hon Comm a $0.00
ComemzenRue| 000 Amcurt ﬁ Neepce [ 100
Do Reasson [
m:mM Cortemarcos Ff‘—f—eodmml'—'" osar |
P Oute B Wnesuy Pay vgphec by | =
W Sipemert ¥ Confematon Dtieced Flate Save l Cancel I

This will now create an
additional line in your Trip
details however this line can
be hidden in the
‘OPTIONS’ area of the Trip
Information Window at any
time by selecting which
Lines from the

‘Options’ area are to be
included in the Booking area
where items for payments
and documentation are
selected.
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In the Pay Supplier area you should then see the additional line with the deposit value only ready to be
PAID with C/Card value visible in the C/Card Amount column.

$.00 $1.0
$13980 $12%820

PAY, | r r
Payment Details [ Display Payment Cakcybation
Trarnacton Type: © & Non8SP O Oregue © Bequistion
Pagment Type: ( Degosk (= Finsl Paymert | Comenasion to take: [ $0.00
GrossVae [ 500 0 Ciedt Cond Portion Pad B Chec |
poartboPay| 00
Date DocumentMo-faFd I
Pages Name lelu Hobday:

L T e |

Note that you DO NOT need to select DEPOSIT option as the value of this line is paid in FULL.

In the OPTIONS area, the additional line is now flagged as Paid however this will create duplicate values
in your BOOKING Tab and on your printed client documentation.

€ Towvet Sevvices  Drawwra {Travekong 109 Fewting) - [ 11 Inbarmaation < Quete # 4] = 212
S U LR You Tioeilumanon Lk Yeignn  fndos 0 al@ix
TRAVEL SERVICES Quate Nurmber |

—

TRIP INFORMATION

Dwgiy mtd
Docerents to Pant

™ Ouole

™ Comternason

I~ Saterent ot Al
™ mewiy

T VisaPasspon

Only the Trip Line for FULL VALUE needs to be seen in the BOOKING Tab. This can be changed by
selecting lines from the OPTIONS area that you wish move into the BOOKING area. Hold the Ctrl Key so
you can select Multiple Trip Lines. Once you have selected Trip Lines from the OPTIONS area (now Blue)

then click the BOOKING TAB
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You should be asked the following question: Thete ae akeady some ines in the booking. ‘What would pou
B 1o o with the Enes you've selected?

Choose what you want to do with the selected lines
from your OPTIONS area. You can now produce your

updated documentation reflecting deposit paid to the Caneel |
wholesaler

Once you are ready to pay the BALANCE by Credit Card you must again COPY the Trip Line. This time in
the COPY process you are going to load ONLY THE BALANCE amount being paid and the FULL
COMMISSION VALUE that is due back to the Agency as this amount will then go into the Back Office

% Land Booking (Accommodation) x|
Accommodation Booking
Accomemodaton | Puchase Frome [QFH _mew Documace Nex |
Tranapod | HotelName:  [Qantas Hobdays | Cha | |
Tou || Addese The Pas IATA Code: | MPhoes [1800427 370
Cnate ml MGy [ ]|  px[Cemom
Othes Princpdl PouCode: | EMat [
|Dustorr [ 1[C Das © Mighta Bocking Status | =] Paymert Due [00AM AP o] =]
Asival dater 71272004 I OowsDated Ausval dotale: |
Depat dun:  [3071272004 Depant detals: |
Room Type: |2 Bediocen Apatract 2] Tpedtses [OomPacia ] 65T Appbes |
Clhert =
Vouches .
baessce | Comre | 3
Pt Vouchet || rped o [ PacParson © PecRoom  ( Package | [ Gioup ( Indoadond
. I #Psx  Aste  %Rooms Rale Descrpion | PayFoe [ 1 Nights
Service F
= o [ 2] 55800 T G vake [ 910500 SelPrce $10800 NenComes: [ $000
mmnn[—uw? Amourt r NetPce [ o0
Disc. Roaser
Passangs Pricng | | arF2 mmma] CRS PR |
Rk org Pth*by [Ame«rm[ve s
P Quote P bontay
¥ Swenert [V Confimastion Qffeved Save I Cancel l

In the Pay Supplier area you should then see an additional line with the BALANCE value ready to be PAID
including Credit Card value visible in the C/Card Amount column(s) capturing the TOTAL Commission
Due.
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OONNTR 3N,
$139 20 ERES]

$139.80) $1.258 20 $1.258 20

“« »
PAY | r r

Payment Details I~ Display Payment Calculation
Trantaction Type: & & NonBiSP C Cheque © Requisiion
Payment Type: | C Depost & Final Pagment Cc-nismnloldwl $13380

Gvoanut] OvaCadenPadByMl '

Amnlopql $13380
Do [PrTEN—— Bls] Docmenthoclorz — fl
Payee Name: lOaﬂm Hobdays
Comment |

Make Paymmert | Cocel |

Using the OPTIONS Tab, select trip lines you want displayed in the BOOKING AREA (and on
documentation) by holding down the Ctrl Key and selecting Trip Lines from the grey box to the left of
each line. Once you have selected relevant Trip Lines from OPTIONS (highlighted Blue) then click onto

the BOOKING TAB

. . Tha vy s i B Racecsbomg. Wl weonuiked
You should be asked the following question: ol o W B el -

Choose what you want to do with the selected lines from your Rasikinad i —— l

OPTIONS area and produce an updated confirmation / Concel |
statement reflecting deposit amount paid by your client to the
wholesaler

VIRGIN BLUE BOOKINGS — PAID BY CLIENT/AGENCY CREDIT CARDOR ON ACCOUNT

Example 11: Virgin Blue Bookings

Airline bookings made outside of any reservation system need to be manually entered in Travel Services.
This is done in the ‘Air Booking’ Window.

o Ty T T— s -
* EnterAirline Code Flight Sector Information o]
e Enter Departure Date dadee [1_ fromFim gedig |
e Enter departure point ‘CODE’ (eg S (R A ot Tt e SN o =]
SYD) i T T L G TR
e Enter ‘To City’ code for o R S S — —
‘destination’
e Repeat for additional flight Bel 1 o
sectors T — O T T T T
e Other information such as |
Departure Times, Flight numbers o
etc are optional. o S—
kb [ @ ooy [ 10 iy [ Covswa | -
Paion W Quools M frery Craparien Tag ] Sarvce e ] G | fwcd |
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This is how Virgin Blue may reflect their

. FARES AND PAYMENTS

pricing: B virgin Blus Total Fare Price  AUDS 287.28
Credit Card Surcharge 12,73

The GST Inclusive BASE airfare is Baggage Charges 20.08

commissionable so we must add 10% GST If,:hpmw &1 3:;_':;

to the Base Airfare. Take this amount

away from the total and any leftover PAYMENTS

amount is considered non- Sﬁﬁéﬁmsm ’;2?;;

commissionable ‘taxes’. Balance Due AUDS 0.00

Anything other than the BASE FARE &
associated GST (10%) is considered to be a tax and for this reason these values are non-commissionable.

WORK OUT TRAVELOG PRICING USING THE FOLLOWING THEORY:

Base Fare + 10% = Full Fare, Ticketed Fare, Sell Price

$287.28 + (10% GST) $28.72 = $316.00 (GST Inclusive BASE Airfare)
GST Inclusive Base Fare MINUS the Total = Taxes

($316.00 — $362.00) = $46.00 (GST Inclusive Taxes)

AIR PASSENGER PRICING
Purchased From: |Viigin Blue Issue Date: [DDMMANYY 2] ~]
Passenget. [M« John Butler Form of Pagment: l LI Pessonal I
Axine: [DJ  Vugin Blue Type of Sale: | Dom Aifare ~] _ Offered |

FULLFARE _ TICKETED FARE _ SELL PRICE TAXES _ COMM. RATEZAMOUNT NETT PRICE
Pricing: | $316.00 | $316.00 | $31600 |  $4600 | 2000 | $32 | $355.68

REASON VALUE BASIS RATE/AMOUNT
Discount. | IF | $0.00 Ovesride: | None) ~]| ooo|  sooo
STRATEGY VALUE COST T0 CUENT REMAINDER COMM.
2] =~ $000 | $36200 ¥ Includes Taxes | $0.00
TICKET CASH TICKET C/CARD  TAXES CASH TAXES C/CARD TICKET NUMBER(S) NETT PAYABLE
| $31600 [  s000 | $46.00 | s000 | ] | $35568 ™ £

" Refund C Exchange  Oniginal tkt number: | Ticket Method | Electronic -

= = Corcel |

When using a Client’s Credit Card — Commission is due from Virgin Blue
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B ger Frncing =
AIR PASSENGER PRICING Amount Includes GST
Purchased From: |Viigin Blue Issue Date: [DD/MMAYYY [2] v]
Passenger. | M John Butler Form of Pagment | Amecican Express v|  Personal I
Axine: [DJ MuginBlue Type of Sale: | Dom Aifare | _ Offered |
FULLFARE  TICKETED FARE _ SELL PRICE TAXES  COMM. RATE/AMOUNT NETT PRICE
Pricing. | $316.00 | $316.00 [ $1600 | 4600 [ 2000] 32 | $35568
REASON VALUE BASIS RATE/AMOUNT
Discount. | ¥ | $0.00 Overiide:| (None) ~|| oo $0.00

STRATEGY VALUE COST T0 CUENT REMAINDER COMM.
Mackup: | ~1| $0.00 | $36200 ¥ Includes Taxes | $0.00

TICKET CASH TICKET C/CARD TAXES CASH TAXES C/CARD TICKET NUMBER(S) NETT PAYABLE
Payment: | $000 | 431600 | $000|  $4600 | il | 83 0

@ Ticket C Refund " Exchange Orniginal tkt rwmber: | Ticket Method: | Electronic v

AIR PASSENGER PRICING
Purchased From  |Virgin Blue | lssue Date: [DDMMAYYY 2] +]

Passenger, IMaJohn Buther ;] Form of Payment: IAoencyCCG«oss E' Personal I
Auine. DU MugnBlue | TwmeotSae  [DomAifae ~]  Ofteed ||

FULLFARE  TICKETED FARE _ SELL PRICE TAXES  COMM. RATE/AMOUNT NETT PRICE
Prcing. | $316.00 | $316.00 | $31600 |  $4600 | 2000 632 | $355.68
REASON VALUE BASIS RATE/AMOUNT
Discount: | | $0.00 Overiide: | (None) ~|| 000 $0.(
STRATEGY VALUE COST TO CLIENT REMAINDER COMM
Markup: | || $000 | $35200 W Inchades Taxes | $0.00
TICKET CASH TICKET C/CARD _TAXES CASH TAXES C/CARD TICKET NUMBER(S) _  NETT PAYABLE
Payment: | $316.00 | $000 | $46.00 | $000 | 1l | $35568 [
@ Ticket C Refurd C Exchange  Onginal tkt rumber: | ! Ticket Method: | Electionic -

Save

Routing: | Show Detals >> |

PLEASE CHECK YOUR COMMISSION LEVEL WITH THE AGENCY MANAGER. FOR FURTHER CLARIFICATION
OF ANY GST PAYABLE TO THE ATO WE SUGGEST YOU CONTACT THE VIRGIN BLUE ACCOUNTS
DEPARTMENT OR YOUR OWN DJ SALES REPRESENTATIVE.

DISCOUNTING INSURANCE PAID DIRECT VIA CLIENT/AGENCY CREDIT CARD

Example 12: Discounting Insurance Paid Direct with Credit Card

When making payment direct to an Insurance Provider with a client’s credit card, consultants will need
to manually adjust the Credit Card values in the ‘Pay Supplier’ Window. If you have found an error with
entries when reconciling the monthly supplier return, it is imperative for the original entry to be
reversed first before following the below instructions.

Fill out the Insurance pricing window to reflect any Policy, Commission and Discount values. The
example included below is an Insurance Policy of $525 with a 50% commission and a 30%
discount to client ($157.50). The client cost is $367.50.
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9 Insurance Policy ==

INSURANCE POLICY

Pobcytumber: [ | Intemational  ( Domestc gh;:;
Commendng Date: m Return Date: m " Statement
Duration: 56 [# Days  Weeks ( Months ¥ Confimation
Insurance Provider: I Ausseetravelcowver _] Freferences
Policy Type: | Aussae Travelcover Family | Due -
Insurance Plan: | Plan A Super ]
Policy Covers: T Famdy (% Individual/Single
1Passengers | 2 Surcharges |
Splect All Passenger Name A, Select
al _H' Crs Test | o A
Mirs Crs Test o 1
Maszter Chid Test 120042002 B ﬂ
[Miss Infant Test |oafos 2009 o | =l
Type of Sale: [inter Insurance =]

R <
Less Deposit: $0.00  Pobcy Total: Ii
Commission value: [ $262.50  Commission Rate ‘m
Discount Value: | $157.50 DiscountRate: f 30.00 %

Descount Reason: | Specal Promobon :!
Mariap Strategy: | | markup value:
Form of Payment: | TESTogeny |

B Preview

NOTE: Any Credit Card surcharge applied by the supplier should be entered in the ‘Surcharge’ Tab and
these values would normally be non-commissionable however we suggest you confirm this with
your own Insurance Provider(s).

When the discounted Credit Card payment is charged by the supplier, consultants will need to manually
change the amount being recorded against the Credit Card within the 'Pay Supplier' Window. This then
reflects the exact value being charged direct. To change this value, simply click twice into the ‘C/Card
Amt’ field and change value.

£ Pay Supplier

-[ -1:/ Craditor Suppher [Desc fiption {Gross Amt

Card T ax|Commissior ]MII"lej'l“TIUJ)

Insur |AUSSIE AUSSIE Aussietravelcov

The consultant should then see correct commission due from the Insurance Provider captured in the
‘Amt to Pay’ field. Example 50% commission of $262.50 LESS the 30% Discount ($157.50) = $105
commission due to agency.

EXAMPLES ON THE LOADING OF AIRFARE PRICING

Example 13: Loading Airfare Pricing

TWO SAMPLE WAYS OF LOADING PRICING INTO TRAVEL SERVICES FILES FOR ACCOUNTING:

The first way is to enter the GROSS plus TAX less COMMISSION to get to the correct NETT

GROSS - $1088.00
TAXES - $352.18 (entered separately)
COMM - $87.00
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COST TO CLIENT = $1440.18 (Service Fee Shown separately)

’ Air Passenger Pricing . - Sy e - » M
AIR PASSENGER PRICING
Purchased From [Nd:onal Ticket Centre _'_] lssue Date: [DD/MMAYYY ;ﬂ-
Passenger: [Mr Passport Test LI Fotm of Pa;menl.l j
pifne: [OF  [Qantas | TypeoiSae  [interAdae ~]
FULLFARE  TICKETED FARE  SELL PRICE TAXES  COMM. RATE/AMOUNT NETT PRICE
Picng | $1,08300 | $102800 |  $108800 | $3%218 | 8000 8700 |  $135318
' REASON VALUE BASIS RATE/AMOUN
Discount: | | W00 Overce[[ENIN -] 00 9w
STRATEGY VALUE COST 1O CUENT REMAINDER COMM,
Markup: | ~1| $000 | $1.44018 ¥ Inchudes Taxes $0.00
TICKET CASH TICKET C/CARD  TAXES CASH TAXES C/CARD TICKET NUMBER(S NETT PAYABLE
Pagment | $1,.08800 | $000 | $35218 | s000 | {l [ #3838
& Ticket " Refund C Exchange  Oniginal tkt number: | { Ticket Method: |Elect|on‘c -|
Routing  [SYD/SIN/SYD Show Detads >> | Save J Cancel |

The second way is to enter the NETT plus TAX with a MARKUP to get correct COST TO CLIENT

NETT: $1001 ($1088.00 less COMMISSION $87.00)

TAXES - $352.18 (entered separately)

MARKUP - $87.00

COST TO CLIENT = $1440.18 (Service Fee Shown separately)

’ Air Passenger Pricing - . - Sy e . - ® hﬁ
AIR PASSENGER PRICING
Purchased From: | National Ticket Centre ~| lssue Date: [DD/MMAYYY 12~
Passengar: [M: Passport Test _'J Foumn of Paymentl j
Aifne: [0F  [Qantas Typeof Sale:  |Inter Addare ~|
FULLFARE  TICKETED FARE  SELL PRICE TAXES  COMM. RATE/AMOUNT NETT PRICE
Picng | $1,001.00 | $1,001.00 | $1.00100 | $35218 | 0000 | $000 | $135318
I REASON VALUE BASIS RATE/AMOUNT
Discount | 1l $0.00 Override:|(None) <[ T $0.00
STRATEGY VALUE COST 10 CUENT REMAINDER COMM,
Markup: |Markup CASH Paymerts ~1| $87.00 | $1,44018 ¥ linchudes Taxed $67.00
TICKET CASH TICKET C/CARD  TAXES CASH TAXES C/CARD TICKET NUMBER(S]  NETT PAYABLE
Pagment | $1.001.00 | $000 | $35218| 000 | | #1338 1
@ Ticket (" Refund © Exchange  Ornginal tki number: | il Ticket Method: | Electionic -
Routing [SYD/SIN/SYD Show Detads »> | Save | Concel |

NOTE: You could also include the Service Fee amount in with

ENTERING ARNK AIR SECTORS

Example 14: Entering ARNK (Surface Sector) Segments

the Mark-up Value to ‘hide’ any fees...

ARNK or Surface Sectors can be manually entered in the Travel Services Air Pricing Window by Typing in
the Full Routing and manually adding the word VOID into the relevant sector’s date field:
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Flight Sector Information

Airline: Im |Qantas
Departure Date: I22a"09a"2005 Iﬂj [~ DpenDated Ticketing Time Limit: |18e"01 42007
— Route
SYD #MEL flaDL #|SYD
” I ] Ei-dr‘le_',' - Pﬁi.in:s:f.:lrd Sn ¥ ||22/03/2006
l ﬂ n ” Melbourne - Tullamarin YOID !
Adelaide 19/08/2006 !
: ;} ﬁ Sydney - Kingsford Sm | !
/ ! il
/ ! !
e

When printing Client Documentation this should then appear as follows:

FLIGHT DETAILS
S¥DNEY - KINGSFORD SMITH to MELBOURNE - TULLAMARINE on Qantas Flight
Departing Frday 22 Sep 20048
MELBOURNE - TULLAMARINE to ADELAIDE
D Arrangements

ALDELAIDE to SYDHEY - KINGSFORD SWITH on Qantas Flight
Departing Satwday 19 Lz 2006

No index entries found.
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