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Introduction

In CrossCheck Travel (CCT) the IATA BSP Return can be reconciled by either:

o Downloading the IATA report using BSPIlink and importing it into CCT; or
. Using the manual Approval method. (See CCT Account Management Online Guide: Creditor Module)

This document outlines how to retrieve the BSP file from the IATA website, import it into CCT, and how to
use the reconciliation tool.

It should be noted that this document serves as a guide only and may not cover all reconciliation scenarios.
Further information on how to reconcile the BSP Return should be sought from your accounting professional.

BSP Electronic File Formats
The CrossCheck Travel BSP Reconciliation module can reconcile electronic file types which have an

extension of .ASC or .STM. In this guide we refer to the .ASC format (often referred to as ‘S’ and ‘T’ files).
The actual BSP Reconciliation process in CCT remains the same no matter which file type is selected.

Downloading the BSPlink Report

1. Go to the IATA BSP Web site at www.bsplink.iata.org to download the BSP Report. Click on the
Download icon next to the required billing.

Note: The file you wish to download must be in ASCII format — see below

— . 13/04/2006 | Billing Files - )

b alaz023424 76_20060402_g&gent Billing ASCILzip A e z.44kb| & pownload| I Delets File
: — |13/0472006 | Billing Files - ]

¥ Allaz02342476_20060412_Agent Daily Net Error Report.zip [ 1500 <00 UNG}SYS 34.28Kb| & Download| T Delete File

12/04/2006 | Billing Files -
00:35:06 UNISYS

walaz02342476_20060411_Agent Daily MNet Error Report.zip 34.99Kb E Download| I Delete File

2. This window will appear after clicking the download button. Click on the link as requested in this
window.

Files have been generated to be downloaded, Please, click the link below, Note that file data is compressed, and,
therefore, WinZip program should be installed in your PC in arder to uncompress the file, If you have any question related
ta this issue, please, refer to BSP Home Page or contact the BSP Custorner Service for further infarmation. Thank you,

File ready for downloading.

Alaz02342476 20060402 Agent Billing ASCIT.zip
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3. A File Download screen will appear.
lrse vownload x|

D] Some files can harm your computer. |F the file information below
\‘) lnoks suspicious. or vou do nat fully trust the source, do not open or
save this file.

File name: ...02_Agent Biling ASCILzip
File lyps:  WinZip File

Fram: v, bsplink.iats.org

Would you like to open the file or save it to your computer?

open | [ Save | Cancel

[¥ Aluays ask before opening this type of file

Mare Info

Click on Save and select the location for this file. A folder called BSP can be created on a common
drive providing access for all users. The Save In box at the top must show the selected folder.

21 x|

9 BSP

| R

Deskiop
B fy Documents
:g tdy Compiter
e Local Digk [C:]
|5y Program Files

% My Recent Documents

| CrossCheck Travel
o
H'Q, DWDACD-RW Diive (D]
# General on 'Spddat’ [F:)

4. Click Save leaving the file name and Save as type as it is shown. The Download complete window will

then be displayed.

kﬂown load complete

[ GalileaSauthernCross

a
| Download Complete

Transfer rate: 997 bytes/Sec

[] Clase this dialog box when download completes

Saved:

..03_ngent Biling ASCILzip From www,bsplink,iata, org

(S NSNS SN S NSNS NSNS N NSNS NS SSNS NSNS NS C|
Cownloaded: 1,94 KB in 2 sec

Download bo; L halaz02342476_ 20060303 _Agent Biling A3CILziF

[ Open ] [ Open Folder ] l

Cloge
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5. Click Open to display the zipped files.

File Actions Options  Help
ew Open Favorites Add Extract Wiews Checkout  Wizard
Marme Q, | Type
|#] 42470425, asc ASC File
247042k, asc ASC File
< | >
Selected 1 file, 29KB Taotal 2 files, 30KB 1"}

Two files will be displayed. The larger file (i.e. xxxxxxxt.asc) is the file to import into Crosscheck

Travel. Right Click over the zip folder called xxxxxxxt.asc and select Extract.

6. Navigate to the folder the BSP Billing is to be saved into (mentioned previously in Step 3) and click on
Extract.
Exract 21|
Extract to: Folders/drives:

Extract I

IC:\F’roglam FileshG alileo j _>| [H-5) Adobe

Fil
= ; E-) Common Files
& Selected files 47 ComPluz Applications
Al files [-5) CONEXANT
" Files I— 2 Cly.stal Decisions
EI@ G alilens outhemCross

[~ Owvensrite existing files
™ Skip older files
¥ Use folder names LI

- ATAT Global Metwark Cli Cancel |

- Help |

[=+{5) CrossCheckTravel

-
b Mew Folder... |

7. The BSP Billing file will now be available to import into CCT from its saved location.

B C:Msopram Files\GelheoSoutbernCeonbCrassCheckTe ave 5T

G Bl Wea Fpode Doh  Hed
Q- @ (F s 2 v | (3 3 X 9[-

2ok | |2 Cripogran Ples sl thaenrotg irones hadk Tl 15

Foiders * | ke
I 13 Frogran: Fie - | BiEEE
B 12 Adoke
B TS okl Aok e
e Bansand Pans
o ) Cre
) o Fles
3 o Appstions
B I3 Cryetsd Ducitions
B bk
I s S T
o L0 Gl tharnrods
= I CromiChackTrassl
B 3B
W 0T

&g Te
il O (g

The file can be renamed if desired e.g. the CCT billing period it relates to (e.g. W1406.asc).
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Importing the BSP Return into CCT

1.

Open the BSP Creditor. Click on Reports/Creditors/BSP Reconciliation.

E CrossCheck Travel 3.1
o Options  Window  Help

Trip b it -] &

Debtors.., ¥ i Debtor  Crediter  Cachbock Help

Cheque Reports
Clients L3 BSP Repott
| ashbook 3 Trial Balance Reports
2 caiks " Sales Return Repart
GST Return
Transaction

Bank Reconciliation Biank Settiement Plan

End of Day
End of Manth Creditor Ilﬁnccountmg ] S Comments ] ® ]
Details
Creditor Mame: |2
Biling Cycle: [wieekly ]
aen: | Extersion: |

Other

Payment Type: |Chegue >

Aviz double paints offer
Aviz are offering double Q)
Catrd

2. The BSP Reconciliation Report screen will appear with the Select File window open. Navigate to the
Look In folder required (e.g. BSP) — this will be the folder you saved the electronic file into. The ASC
billing file to be imported into CrossCheck Travel will be available to select.

Select File 2X

Look jn: | 3 BSP ~| & @ efE-
L]

File name:

[wr1408.45C

j Cancel

Files of bype: | BSP AGENT ASCI [%.asc)

3. Click on the ASC file so that it becomes the File Name, then click Open.
The Billing will then open into the CCT - BSP Reconciliation window.

1 CCT - BSP - Reconcilitation

&

Fozz4z47508042 ~
a1 2257303765 4 03APROGATFUY AUD 0000037400 00000000000 00000037400 00000012360 00000000000 0ODOD
01 A AT o o o i
GESS A AU 0 o 0 530 0 (
LESS i AT 0 o 0 4526 0 0
o1 I D o o o saz6 o «
GESS 2757903786 §  03APROSAFFFF AUD DDOOLSOO0 00000000000 00000157000 00000047397 00000000000 00OSO(
GESS a AU 0 o 0 3800 0 (M
LESS i AT 0 o 0 757 0 0
GES A AU 0 o 0 zzz0 0 (
GESS A D 0 o 0 4980 0 0
LESS i AT [ o 0 3z40 0 0
GES A AU 0 o 0 37400 0 (
176 2757303787 €  04APROSAFFFF AUD DDO0L45300 00000000000 00000148300 00000017837 00000000000 000S0(
176 i AT [ o 0 3300 0 0
176 A AT o o o 757 o «
176 A AU 0 o 0 zzz0 0 (
176 i AT 0 o [ <30 [ 0
176 & D o o o 3240 o i
176 A AU 0 o 0 z840 0 (
176 2257903768 0  04APROGAFFFF AUD DD00L45300 00000000000 00000146300 00000017637 00000000000 00000
176 i AT [ o [ 3800 [ 0
176 A AU 0 o 0 787 0 (
176 A D 0 o 0 zzz0 0 0
176 i AT 0 o 0 4380 0 0
176 A AU 0 o 0 az40 0 (
176 A AU 0 o 0 0 (
LESS 2257303765 1 04APROSATRUV AUD 0000000000 00000049000 00000045000 00000000000 0000001ZE37 000LO(
01 A AT o o o o «
GESS A AU 0 o 0 o 549 (
LESS i ATD 0 o 0 o se22 0
01 s D o o o o 5326 «
GESS 2757903790 2  04APROSAFFUY AUD 0000000000 00000049000 00000049000 00000000000 0O00O0LZSS7 OOOLOL .
L] | X
BSP File | Translated BSP Figures J BSP Re:

mported BEP file "CAOMice GeneralBSPWA 406 ASC" Approve
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The BSP File tab displays the Electronic (ASC) file in text format.

B

readable format.

CCT - BSP - Reconcilitation

®

Supp Comm- Tax On A
Mumn  Ticket Nor  Transaction Transaction Late Rep Taxes Taxes ission Commission Comm- Balance [y ¢ Number Tran Ti
Code Cash Credit (nei Tax ) _Credit Cash Rate Amount isgian Payable  Type Type
081 2257903785 374.00 00 00 0o 12380 oo oo oo 497 80 TKT
081 2257903786 1,670.00 00 00 00 47397 500 7850 oo 1,965.47 TKT
176 2267903787 1,463.00 o 0o 0o 7RI 900 13167 oo 1,500.70 TKT
176 2257903788 1,463.00 00 00 00 17837 900 131 67 oo 1,508.70 TKT
081 2257903789 00 430,00 00 12837 00 100 490 43 -5.3959 TKT
081 2257903790 00 490,00 00 12837 00 100 490 49 -5.39539 TKT
B08 2257903791 163.00 o 0o 0o B7.95 100 183 18 22918 TKT
081 2257903792 374.00 00 00 00 12380 100 374 37 49369 TKT
176 2257903793 1,463.00 00 00 0o 17287 900 131 67 oo 1,504.20 TKT
176 2257903794 1,463.00 00 00 0o 17287 900 131 67 oo 1,504.20 TKT
176 2267903795 00 1,483.00 0o 17877 00 900 13167 oo -131 6764 TKT
081 2257903796 411.00 00 00 00 13506 oo oo oo 54606 TKT
081 2257903797 411.00 00 00 00 13506 oo oo oo 54606 TKT
081 2257903798 541.00 00 00 0o 20741 oo oo oo 74841 TKT =
081 2257903799 541,00 o 0o 0o 20741 oo 0o oo 74841 TKT
125 2257903800 B73.00 00 00 00 36740 500 4365 oo 119675 TKT
125 2257903801 00 00 00 oo 00 oo oo oo oo TKT
125 2257903802 873.00 00 00 00 36740 500 4365 oo 1,196.75 TKT
125 2267903803 00 o 0o 0o 00 oo 0o oo o0 TKT
081 2257903804 2,875.00 00 00 00 43043 oo oo oo 340843 TKT
176 2257903805 1,7117.00 00 00 00 16427 900 15453 oo 172674 TKT )
< 3
BSF File
mported: 0 Approve

This tab can be referred to by the user when reconciling tickets to CrossCheck Travel. Fares,
Commission and Amount Payable figures per ticket are displayed. A detailed Tax breakdown can be
achieved by clicking on the total taxes amount in the Taxes Cash or Taxes Credit column. Please note
that the GST for both Fare and Taxes is included in this total as the ‘UO’ tax.

- CCT - BSP - Reconcilitation
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Supp Comm- Tax On

Mum  Ticket Mbr Tranzaction Transaction LsteRep Taxes  Taxes  ission Commission Comm-  Balance o
Code Cash Credit fncl Tax ) Credi Cash Rate Amourt iEEion Payahble T+
031 2257903785 374.00 juli] oo 00 12380 .00 i} o0 497.80
031 2257903786 1.570.00 500 7850 oo 196547

90
176G 2257903787 1 463.00 9.00 13167 oo 1,508.70
175 2257803768 1,463.00 CT;;; TaxCash  TaxCredt Jonn  qmer o0 150970
081 2257905763 oo 4a0f v z095 ood|1.00 4480 49 5395
031 2257903790 oo 490/ Lo 4326 0.0011.00 490 A9 -5.394¢
Wi 530 oo

BOG 2257903791 163.00 R 1398 o0 1.00 163 A6 22916
031 2237903792 374.00 1.00 374 a7 493 .69
TG 2237903793 1.4635.00 juli] oo 00 A72EY 900 13167 o0 150420

Click on the Translated BSP Figures tab. This converts the content of the ASC file into a CCT-



P

The total of the Balance Payable column should be noted in this screen as it is the total payable to
BSP. In our example this figure is $27,933.87.

-/ €CT - BSP - Reconcilitation X
Supp Comm- Tax On 5
hum  Ticket hbr  Transaction Transaction Late Rep Taxes Taxes ission Commission Comm- Balance  Co Cc Mumber Tran Ti
Cocle Cash Credit (Incl Tax ) Credit Cash Rate Amount iFsion Payable  Type Type
176 2257903795 .00 1.463.00 00 TETT 0o 800 13167 .00 1316764 72010883319 Y145 THT
051 2257903796 411.00 alt) 00 .00 13506 o oo .00 S46.06T T TKT T
0&1 2257903797 411.00 on o0 oo 13506 oo oo an S4E606T T TKT T
081 2257803798 541.00 oo 0o a0 20741 oo oo ag 74BN T T THT T
081 2257903799 541.00 aln) L) .00 20741 no oo .00 TaEMT T THT T
125 2257903300 873.00 falt) 00 .00 36740 500 4365 00 11987SUE TKTT TKT T
125 22578903301 a0 on o0 a0 oo oo oo an oo THT
125 2257903302 873.00 oo 0o .00 36740 500 4365 00 1196 75UE THTT THT T
125 2257903303 .00 jalt) 00 .00 o no oo .00 0o TKT
081 2257903304 2,975.00 on i} o0 43043 oo oo oD 3408437 T TKT T
176 2257303305 1,717.00 aln) L) .00 16427 9.00 154.53 00 172ETAT T TKT T
176 2257903306 1,717.00 falt) 00 .00 16427 9.00 154 .53 00 1 7F2ET4T T TKT T
081 3043160465 a0 on oo a0 oo oo oo an oo TKT T
081 3049160463 .00 aln) 0o .00 no no oo .00 oo THT T
051 3049160470 1,975.00 it} 00 .00 3B066 500 9875 00 223691 TKT T
B13 3043160471 110.00 on i} a0 0o 1000 11.00 an 9300 THT
232 3293395534 a7a.00 aln) 0o .00 26037 700 6325 00 11ETA2AM CASH THT T
051 3293395535 320.00 falt) ) .00 10230 500 16.00 .00 40630 TKT T
081 3293395536 2,486.00 on i} oo 53057 500 124 30 oo 288227 TKT T
081 3293395537 143.00 eln) 0o .00 7345 no oo .00 21645 THT T
24,404 .00 244300 00 43251 493306 1 466 68 151 27593587 2

< 1 3
BSP File | Translated BSP Figures BSP Reconcilistion

inished matching - Found 24 out of 30 Approve

5. Click on the BSP Reconciliation tab.

BSP File | Translsted BSP Figures BSP Reconcilistion ]

An automatic match between the BSP Billing received and the transactions entered into CCT will be
produced.

The system will display a prompt indicating how many tickets have been found in CrossCheck Travel
(compared with the ASC file) for that billing period and will be displayed on screen.

BSP Period

1 ) This reconciliation period is W1406 found 24 tickets

The number of tickets found should be noted, as not all tickets may have been entered into
CrossCheck Travel. Click OK to close this screen.

CrossCheck Travel 3.1 — BSP Reconcillation Procedures -9-
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The BSP Reconciliation tab will now display BSP Ticket information.

. CCT - BSP - Reconcilitation

3

“CCT* *BSP* ' Comparison ' BSP Period ID: W1406 Total Approved: 26575.64
TRT TKT Total Variance: CREDIT LK1}
Supp
Mum Transaction Yalues Late Rep Taxes Commission Balance
Code  Ticket Mbr Cazh Credit (Incl GET) Cazh Credit Rate  Amourt Tax Payable Trip J Tranx
031 2257903785 374.00 000 1238 000 000 000 000 49780 Kp1Q4G210406 [V Approw
051 2257903735 374.00 0.0a 0.00 12380 000 000 0.00 o.0a 49750 TOOOODOOZ99
Conj: 0.00 0.0a 0.00 0.00 2104006
Exch: BEP cic: TO00000299 3406
051 2257903736 1,570.00 0.0 473896 000 500 7a.50 000 198348 W3sRRW210400 [V Approw
051 2257903736 1,570.00 0.0 0.00 47387 0oo o 500 78.50 000 1968547 TOOOOOO300
Conj: 0.0o 0.0a -0.m 0.00 -0.01 21408 -
Exch: BEP oo TO00000300 3408
176 2257903787 1,463.00 0.0a 17837 000 900 131.67 000 150970 MTDH2G210406 [V Approw
176 2257903787 1,463.00 0.0a 0.00 17837 000 900 131.67 000 150970 TOOOOOO309
Conj: 0.00 0.0a 0.00 0.00 2104008 0.0
Exch: BSP oo TO00000301 414106
176 2257303735 1,463.00 0.0 17837 000 900 131.67 000 150970 MTDX2G210406 [V Approw
176 2257903735 1,463.00 o.oo 000 17837 ooo o 900 131.67 000 1,509.70 TOOOODOOZ02
Conj: 0.00 0.0a 0.00 0.00 2104008 -
Exch: B3P cic: TO00000302 4406
b
< |
BEP File | Translsted BSP Figures BSP Reconciliaﬂonmg
Finished matching - Found 24 out of 30 Approve

Reading the BSP Reconciliation Screen

The content of the BSP Reconciliation tab is colour coded, and contains information as follows:

o Blue — Tickets in the electronic BSP billing file.
. Green —Tickets that have been entered into CrossCheck Travel.
. Brown — Highlights any differences between the CCT and BSP tickets.

To appear in the BSP Reconciliation screen, the CrossCheck Travel (green) tickets must meet the following

criteria:

[ ]
Commission Received (O), Reversed (R) or Cancelled (X) Status.

BSP | Bark Settiement Pian

B credicor [ Accounting | £ Comments I i l

Be a Confirmed (C) or Approved (A) transaction — i.e. Ticket cannot have Unconfirmed (U), Paid (P),

Date Tranx 1D Tranx Type Reference Status Dbt Credit
21406/TO00000293 | Ticket TKT A 497 .80
TOODOOD295 | Ticket TKT - BSP C 1,343.77

CrossCheck Travel 3.1 — BSP Reconcillation Procedures
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. Be linked to the BSP Creditor in the Ticket Requisition screen.

™ Ticket TODDODD326 (Confirmed)

Type: |TKT : !
Issue Details
Service: |Flight : Supplier: EF Creditor: ESF‘

Date: | 3406 Sales Code; |Domest : Billing; Fﬁ 406

) Have the correct Ticket issue Date (i.e. falls within the BSP Billing period being reconciled).

™ Ticket TODDODD326 (Confirmed)

Type: |TKT : !

Issue Details

Service: |Flight Supplier: EF Creditor: ESF‘
Date: | 3406 de; |Domest : Billing; Fﬁau:ua

Note: If all three criteria are not met, the CCT ticket will not display in the electronic Approval screen.

The electronic BSP and CCT Ticket information is displayed in the standard BSP Return format:

. Supplier Numeric Code/Ticket Number — Ticket Number
. Conj — Conjunction ticket number in CCT (if applicable)
. Exch — Exchange ticket number in CCT (if applicable)

° Transaction Values (Cash or Credit) — Fare Excluding GST

o Taxes (Cash or Credit) — Taxes Excluding GST

. Commission Rate — Commission Percentage

. Commission Amount — Commission on Ticket Excluding GST
o Commission Tax — GST On Commission

. Balance Payable — Balance (Net) Payable to BSP

° The Trip/Tranx column then provides further detail of the CCT ticket including Trip Code, Transaction
ID, Transaction Date and Ticket Issue Date.

CrossCheck Travel 3.1 — BSP Reconcillation Procedures -11-
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Using the Screen to Reconcile BSP

The BSP Reconciliation tab gives the user the opportunity to compare and Approve CCT tickets with the
BSP Return in the one screen.

Generally, when comparing to the electronic BSP return, each CCT ticket will fall into one of the following
categories:

Match the Return Balance Payable

Require reversal and re-entry

Require reversal due to incorrect entry (i.e. appear in CCT but not on BSP)
Not display for reconciliation (i.e. appear in BSP file but not in CCT)
Require Adjustment

O R~ eDnh =

This document will now look at how BSP tickets can be approved, and how discrepancies may be discovered
and rectified.

When applying the fixes discussed in this document, the user can either exit the reconciliation screen and
apply them immediately (before returning to the screen) or; make note of all issues and rectify all of them at
once before returning to the screen.

Tickets Matching the Return Balance Payable
When a ticket in CCT is found to meet the matching criteria it will display above the BSP ticket.

176 2257803757 1,463.00 0.o0 17657 ooo 9.00 131 .67 ooo 1.509.70 MTDH2G210406
176 2257803757 1,463.00 000 0.00 17657 ooo 9.00 131 67 000 150970 TOOOOOOS01
Canj: 0.00 0.o0 0.00 0.00 210406

Exch: BSP cic: T T TOQO000E01 040406

Beside each ticket displayed, there is a box the user can tick to indicate whether each transaction should be
approved.

Those transactions with a tick in the box will be approved for payment when the Approve button at the
bottom of the screen is pressed (This usually occurs once all possible tickets have been reconciled).

A tick will automatically appear in the Approve box beside each ticket if the CCT and Electronic file Balance
Payable match.

- CCT - BSP - Reconcilitation E

"CCT *BSP* ' Comparison BSP Period ID: W1406 Total Approved: 26575.64

KT THT Total Variance: CREMT LX)}

SRR

{um Transaction Yalues Late Rep Taxes Commission Balance

code  Ticket Mir Cash Crecht (Incl GST) Cash Credit Rate  Amourt Tax Payvable Tripy d Tranx

051 2237903753 F74.00 0.0o 1238 000 000 0.0o 0.0o 49780 kP QeG210406 v .A
031 2257903785 374.00 .00 0.0o 123.80 000 000 0.00 0.00 497 80 TOOOOO00299

Zonj: 0.00 0.0 0.00 0.00 1./406

sk BSP cic: UE TETT TO00000293 306

No action is usually required for these tickets as they are considered to be correct and will be approved when
the ‘Approve’ button is pressed at the bottom of the screen.

CrossCheck Travel 3.1 — BSP Reconcillation Procedures -12 -
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Tickets Requiring Reversal and Re-Entry

It is assumed that when the balance payable of a CCT ticket displays a difference higher than ten cents to
the BSP return that the discrepancy will be rectified with a transaction reversal and re-entry rather than an
adjustment.

When a discrepancy like this occurs, the screen will display the difference between the balance payable
figures in brown. The Approve box will not be ticked.

el
um Transaction Yalues Late Rep Taxes Commission Balance

fode  Ticket Mir Cazh Credit (Incl GST) Cazh Credit Rate  Amourt Tax Payable Trip J Tranx

232 3293395534 975.00 0.00 260 37 000 @00 57.75 000 114762 Waniosos000 [ Approve
232 3293395534 97500 0.00 0.0 260,37 oo 7.00 E5.25 000 116712 TOOODOD319

Zonj; -0.00 0.00 0.00 18,50 -19.50 0404406 ﬁ 1.5
sech: BSF cic: &M CASH TOOOO0O319 04104408

The Ticket Number, Transaction ID, Issue Date and Balance Payable of the incorrect ticket(s) should be
noted, as should the discrepancy (and what is required to fix it).

Fixing this issue:

To fix the discrepancy in the example above we would take note of the following information:
) Ticket Number — 232 3293395534

. Transaction ID — TO00000319 (though it is only necessary to note T319)

. Issue Date — 4 April 2006

o Balance Payable (BSP) - $1,167.12

o To fix — Commission Rate should be 7%, not 9%

To find the tickets, use the Transaction Search function. This can be accessed by clicking the Transaction
Search button on the toolbar, by going to Options — Transaction Search (on the menu bar) or by using
SHIFT+F11 keys on the keyboard.

Once this screen appears, type the Transaction ID into the search box and click OK.

E Open Transaction

Enter transackion ID: T319|
Ticket Mbr... Cheque Mbr... | (o] 4 | Cancel |

CrossCheck Travel 3.1 — BSP Reconcillation Procedures -13 -
Galileo Southern Cross, Solutions Services, October 2006



P

The system search should retrieve the ticket (and the trip file the ticket has been entered onto).

]

P Ticket T000000319 (Confirmed) X

Type: [TKT  [=]  Consuttant: bany GST: o [+ Tranx Date: 14/04/2006
Issue Details Ticket Details
Service: |Flight =1 Supplier: [ Creditor: BSP Ticket Mbr: 32 3293395534 Conjunction: |
Date: [04104/2008  Sales Code: [Internat =] Billing: 406
Fare
Fare: a75.00
Fees Cancellation Fees Fare Details
Non Comm: 0o Fare Basis: | Remark: |
Discounts Commissions Taxes Requisition Totals
% Amount %* Amournt Tax Commissian Total excl inc. GST
1 0o 00 Fare: 9.00 8775 Code| Amount |GST|Status % | Amount 1,235.37 123537
2 oo fi] Taxes: [ 000 | a0 3800 | 000 000 Sell
i) WSL’ ‘s gg F g gg g gg 123537 | 123537
Tatal 8775 v 2220 [ 0.00 0.00 hett
Marketing Code: [CAMP Owerride: oo | | e 17600 [ u WED 104782 ] 114762
26057 0.00
lames Segments I~ Show &)l
SINCLAIRDAYIDMR, Type | Supplier | DepartDate | Depart Cty | Armive City | Status Details |

Flight

Reverse GET Repeat | Payment Cancel Help
| | | | | e 0|

This ticket will now need to be reversed and re-entered with the correct data.

The new ticket entered in its place must have the same Issue Date of the ticket to be reversed. The
Transaction Date can remain as at the current date. In this example, the Issue Date was 04/04/2006.

The re-entered ticket in the example would look as follows:
(x]

P® Ticket 3
Type: [TKT x|  Consuttant: fony GST: Mo > Tranx Date: fI 30772006
Issue Details Ticket Details
Service: |Flight x| Supplier: MH Creditor: B3P Ticket Mor; 232 f293395534 Conjunction:
Date: [04/04/2006  Sales Code: |Internat_w|  Billing: 1406
Fare
Fare: 975.00
Fees Cancellation Fees Fare Details
Mon Comm: i) Fare Basis: v Remark:
Discounts Commissions Taxes Requisition Totals

Amourt Tax Commission Total excl. ine. GBT

%
1: 0o 0o Fare:] 700 BB25| | code| Amourt |GST Status| % | Amourt 123537 123537

> a0 a0 Tanes: | 000 [y 3800 [ 0.00 000 Sell
W 1660 [ 0.00 0.00 [ e[ 12ma

757 [ 0.00 000
et 58.25 % 2220 [~ 000 000 Mt
Marketing Cade: EAMP override: | |00 | e 17800 [ 0o 000 196712 [ 146712

26037 0.00
Hames Segments I~ Show &l
Type | Supplier Depart Date | Depart City | Arrive City | Ststus | Flight# | Insurance Details
Flight |
| 2

| ‘ GST | | | Custom | o138 | Cancel ‘ Help |

Before confirming the ticket, the Nett incl. GST figure should be checked to ensure that this new ticket will

have a matching balance payable to the electronic BSP file.

CrossCheck Travel 3.1 — BSP Reconcillation Procedures
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Tickets Requiring Reversal Due to Incorrect Entry

Unpaired CCT tickets may display in the Approval screen:

- CCT - BSP - Reconcilitation A
LT ' BSP ' Comparison ' BSP Period ID: W1406 Total Approved: 2793386
THT Total Variance: CREDIT LX)
Suph
Murm Transaction Yalues Late Rep Taxes Commission Balance
Code  Ticket Mor Cash Credit (Incl GST) Cash Credit Rate  Amourt Tax Payable Trip J Tranx
603 2257903770 36391 0.00 85.04 0.0a  1.00 4.00 040 447 85 pMinz0sos000 [ Approw
.00 0.00 000000342
Conj: 0.00 0.00 §5.04 05042006
Exche BSP cic: 050452006

This means that whilst the CCT ticket has all the necessary criteria to appear in the current billing (i.e.
Creditor, Issue Date and Status C or A) the ticket is not on the current ASC billing file according to BSP.

Fixing this issue:

When this occurs, you will need to take note of the Transaction ID, Ticket Number and Issue Date. The ticket
should then be investigated and reversed (and re-entered into the correct period) if required.

Tickets Not Displaying (Missing Tickets)

There may be tickets missing from the reconciliation screen (i.e. tickets on the ASC file cannot be found in
the CCT reconciliation screen).

The number of missing tickets will be displayed at the bottom of the screen.

BZP File I Tranzlsted BSP Figures  BSP Reconciliation

Finished matching - Found 24 out of 30

In the example above, the system has found only 24 of the 30 tickets in the ASC file — meaning that CCT has
been unable to match 6 tickets.

To find out which tickets are missing, the user may scan the BSP Reconciliation screen for missing
sequential ticket numbers, or make comparisons by moving backward and forward between the Translated
BSP Figures and BSP Reconciliation tabs.

It should be noted that Conjunction Tickets will be detected as ‘missing’. These are discussed later in this
document.

In our example, the 6 ‘missing’ tickets are:

e 0812257903789
e 6082257903791
e 1762257903795
e 1252257903801 (Conj Ticket)
e 1252257903803 (Conj Ticket)
e 6183049160471

CrossCheck Travel 3.1 — BSP Reconcillation Procedures -15-
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Missing tickets are likely to fall into one of the following categories:

Ticket has been entered into CCT but is not a ‘C’ or ‘A’ status transaction i.e. Ticket is Unconfirmed
(U), Paid (P), Commission Received (O), Reversed (R) or Cancelled (X) Status.

Ticket has been entered into CCT but is not linked to the BSP Creditor in the Ticket Requisition
screen.

Ticket has been entered into CCT but does not have the correct Ticket issue Date (i.e. it falls within
the incorrect BSP Billing period).

Conjunction Tickets
Ticket has not been entered/downloaded into CCT

Fixing this issue:

1. Select Reports — Trip — Unconfirmed Tickets to run the Unconfirmed Ticket Report.
This report is designed to show tickets which have been downloaded from Galileo Host but not
confirmed as yet — i.e. the ticket(s) with a ‘U’ status.
In our example, there is one unconfirmed ticket present. This can be accessed by clicking on the Trip
Code hyperlink on the report.
H Unconfirmed Tickets Report
Unconfirmed Ticket Report Printed 130772006
Billing
Trip Code Ticket Number Conj Date Period Type Fare Tax Tranx ID Consuliant
WTEZEA210406 2237903735 05M04/2008 W1406 CCF $1,463.00 $175.77 T0O0000311 support
Total Total $1,463.00 $175.7T
When the trip file opens, proceed to the Accounting tab. Double-click into the ‘U’ status ticket.
i Trip - VTRZK4210406
[vTRZK4210406 gzamrzuus UDALE/SUSANMRES ViewTrip, COM @ 2|2 ;\.
P Trip l & segments l L Fees l Cuntes l A Clignks l ¥ Freq Flyer [#< Accounting | €% Commerts l H%Il
Drate Tranx I Tranx Type Reterence Status | Inv Dehit Credit
210472006/ TOD0O000311  |Ticket
CrossCheck Travel 3.1 — BSP Reconcillation Procedures -16 -
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Confirm all details are correct and check financial data matches that noted from the return. Click OK

on the ticket and save.

E® Ticket T000000311 {Uncanfirmed) 3
" Create Mew " Creste from Guote Type: |CCF ﬂ Consultant: Euppm‘t GST Mo = Tranx Date: E1 042006
Issue Details Ticket Details
Service: |Flight _~| Supplier: K Creditar: BSP Ticket Nor: [I76 257903795 Conjunction:

Date: [0504/2006  Sales Code: [Internat_v | Billing: p/1 406
Fare Other
Fare: 1,463.00 CCCF Amount: 1638.77
Fees Cancellation Fees Fare Details
hon Comm; i) Fare Basis: v Remark: (=2
Discounts Commissions Taxes Requisition Totals
% Amourt % Amourt Tax Commission | #| | Total excl inc. GST
1 0o 00 Fare:| 8.0 13167 Code| Amourt  GSTStetus| % | Amount 163877 183877
2 i} 00 Taves [ 0o fay 38.00 [ 0.00 0.00 Sell
—= e
Total I T 757 [ 0.00 0.00 Nett
Marketing Coce: Owerride: 00 00 220 [ oRy oIy (13167) (13167)
17577 000 v
Hames Segments [ Show &1

| DK Cancel |

Details

v

bep |

Do this for each Unconfirmed Ticket on the report.

2. Search for the Tickets.

If a ticket has been entered into CCT with the incorrect details, it may still be found by using
Transaction Search (mentioned earlier in this document) by Ticket Number.

To search by Ticket Number, open the Transaction Search screen and click on the ‘Ticket Nbr..." box.

Enter the ticket number you are searching for (without Supplier Number).

E Locate Transaction -fromTicket Number

Enter Ticket Number:  [2257903789]

Ticket Mbr Tranx Id Type  Ticketed Date Conij Nbr
fol's Cancel
Click OK.

If the ticket has been entered into the system, it will open on the screen. If it has been entered but
subsequently reversed, the user may see several tickets appear in the lower section of the search
screen to select. If the ticket is not in the system a prompt ‘Transaction Not Found’ will display.

CrossCheck Travel 3.1 — BSP Reconcillation Procedures
Galileo Southern Cross, Solutions Services, October 2006

17 -



P

If the ticket is found in the search, its’ omission from the reconciliation screen should be investigated
and steps taken to fix the issue (i.e. reversal and re-entry with the correct details).

In our example figures several of our missing tickets were found using the transaction search:

081 2257903789 — Issue Date Incorrect

™ Ticket T000000303 {Confirmed) 3]
Type: [CCF [ =] Consuttant: Fupport G5T: [veslx|  Tranx Date: 210472008
Issue Details Ticket Details
ervice: [Fiight | supplier: [oF Creditor: BEP TicketNor: D1 2257003789 Conjunction:
Dete: [21104/2006  Sales Code: [Domest =]  Biling: w1606
Far: Other
Mo csm 4900 Fare (incl) £39.00 CCCF Amourt 1837
Fee: Cancellation Fees: Fare Details
Mer il Fare Basis: | Remark: [PER QF BIE BRE

Discounts Commissions Taxes

Requisition Totals

% Amourt % Amaunt Tax Commission Total excl ine. GST
1 0o 0o Fare:|  1.00 539 cose| Amount |GST Status % | amount 56247 61837
2 o o Tances, 000 R 814 ¥ [ [000 000 Sell
| 604 W 000 000
oo 56,20 000
fva 6518 000 000 (58200
Total 539 Nett
Marketing Code: Override: oo oo ©110) (539
937 000
Hames Segments I~ Show &
b CEIKEVINR Type | Supplier | Depart Date | Depart City | Arive Ciy | Status Detsils |
Fight (GF 25120006 PER EnE HiC Class: 0
Fight GF B1R2007  BNE PER HiC Class 0

== | ost | remn | | (o] e | oo

If the issue date falls outside the period being reconciled, the ticket would need to be reversed and re-
entered (with the correct issue date) to appear in the BSP Reconciliation screen.

618 3049160471 — Incorrect Creditor

¥ Ticket TODDDOD32B (Confirmed) X
Tranx Date: 030572006

Type: [ADM =] consutant Faly st [Na
Issue Details Ticket Details
Service: [Fight ~] suppier: 5@ Crecitor: [CONCOR Apwbgr: f1e Foemienazt Conjunetion: |
Date: 03042006 Sales Code: [Inernatl x| Biling: #1408
Fare
Fare: 1000
Cancellation Fees Fare Details
Fare Basis: | Remarts |
Commissions Taxes Requisition Totals
% Amaurt Tax Commissian Total excl inc. GST
Fare:| 1000 1100 | Gode| Amount |GST Status| % | Amount 110.00 11000
Tames: [ oo || [ oo [ | ["oo0 000 sell
11000 11000
Tatal 1100 Nett
Markeling Cods: [CORPORATE | Override: o0 o0 88.00 88.00
o 0.00
Hames Segments I~ Show &l
Type | Supplier | Depart Date | Depart City | Arrive ity | Status Detils |
Fight 30 OE2008  MEL SN Hi<

R_evevse‘ ‘ GsT ‘ Repeat ‘ Esymem‘ I:l Cencel Help

The Creditor displayed on this ticket is CONCORDE. This would need to be reversed and re-entered

as a BSP ticket.

CrossCheck Travel 3.1 — BSP Reconcillation Procedures
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3. Conjunction Tickets
Conjunction tickets, while noted in the reconciliation screen, will be recognised as a ‘missing’ ticket
number.
‘Missing’ conjunction tickets have 0.00 values showing against the ticket in the ‘Translated BSP
Figures’ screen.
- CCT - BSP - Reconcilitation
Supp Comm- Tax On
Mum  Ticket Mbr - Transaction Transaction Late Rep  Taxes  Taxes  ission Commission Comm-  Balance  Cc Co Mumber Tran
Code Cash Credit (Incl Tax ) Credit Cash Rate Amourt i==ion Payable  Type Type
176 2257903794 1, 463,00 aa L] oo 47287 900 131 67 0o 1504207 T TKT
176 2257903795 .on 146300 o0 ATsFT .00 9.00 13 BT .on 1316764 72010885319 V145 THT
081 2257903796 411.00 oo .00 oo 13506 i) i) .on S4606T T THT
081 2257903797 441.00 aa L] o 13506 julu] julu] ] S4E0ET T TKT
081 2257903798 541.00 oo .00 oo 207 .41 i) i) .on 4841 T T THT
081 2257903799 541.00 oo .00 oo 207 .41 i) i) .on 48417 T THT
125 2257303300 §73.00 aa L] o 3E7.40 500 4365 0o 4198 T75UE TKTT TKT
125 2257903801 .on oo .00 oo .00 i) i) .on i) THT
If the ticket has been entered into CCT, the conjunction number will show in the BSP Reconciliation
tab directly below the ticket number prior to the ‘missing’ ticket.
+- CCT - BSP - Reconcilitation
MCET - 'BSP* ' Comparison ' BSP Period ID: W1d06 Total Approvedd: 217047
125 2257903800 873.00 oo 367 4 0oon 500 4365 non 119675 wyHYEEZ10406 W Approv
125 2257903800 57300 0.a0 o.oo0 367 .40 0.o0 5.00 43 65 0oo 119675 TOOOOOO314
Conj: 501 0.a0 0.o0 0.a0 0.00 21042008 -0
No action (i.e. entry or reversal) is required to be taken for these missing tickets.
In our example, tickets 801 and 803 are conjunction tickets and therefore do not need to be actioned,
even though they will still register as missing from the reconciliation.
4. Tickets not Entered/Downloaded
In our example, ticket 608 2257903791 does not appear to have been entered into CCT at all (i.e. it
cannot be found in a search/is not unconfirmed/is not a conjunction ticket).
The missing ticket would be investigated and the appropriate booking file downloaded or trip found in
CCT.
The ticket could then be confirmed / entered.
CrossCheck Travel 3.1 — BSP Reconcillation Procedures -19 -
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Tickets Requiring Adjustment

It is assumed that when a CCT ticket matches a BSP return ticket within ten cents (i.e. the balance payable
of the CCT ticket is 1-10 cents different to that of the electronic file) the discrepancy will be rectified with an
adjustment rather than a reversal and re-entry.

When a discrepancy like this occurs, the screen will display the difference between the tickets’ balance
payable figures in brown; however the Approve box will still automatically be ticked.

As there may be several tickets which require adjustment, the screen will also display a running total of the
return discrepancy in a column on the far right.

- CCT - BSP - Reconcilitation

e i ‘BSP* ' Comparison ' BSP Period ID: W1406 Total Approved: 26575.64

3 2257903797 411.00 0.0 135.06 000 000 0.0a 0.00 54606 MGMIIS210406 W Approve
31 2257903797 411.00 0.0a 0.00 135.06 000 000 0.00 0.00 S46.06 TOOOO0O0D313

anj: -0.00 0.0a 0.0a 0.00 214406 -0.01
ch BSPcic T 1T T000O0031 3 B 06

¥ 2257903795 541.00 0.0a 207 4 000 000 0.0a 0.00 74540 140305060001 W Approve
31 2257903798 541.00 0.0a 0.0 207 .1 000 000 0.00 0.0a 74541 TOOOOOD321

anj: 0.00 0.0a -0.01 0.00 -001 34506 -0.02
ch BSPoic T T T000O00321 B 06

31 2257903739 541.00 0.0a 207 4 000 000 0.0a 0.00 748.40 WAn30S050001 [+ Approve
31 2257903799 541.00 0.0a 0.0 207 .41 000 000 0.00 0.0a 74541 TOOOOOO3Z2

i 0.00 0.0a -0.01 0.00 -001 3506 -0.03
ch BSPoic T ETT: T000000322 G405

The total discrepancy will be displayed at the top of the BSP Reconciliation tab. This Total Variance should
be noted as this will indicate the adjustment amount (and Debit or Credit posting) that is necessary before
processing the payment.

.+ CCT - BSP - Reconcilitation

*CCT* *BSP* * Comparison ' BSP Period ID: W1406 Total Approved: 26575.64
THET TET Total Variance: CREDIT .01
Supp
Mum Transaction Yalues Late Rep Taxes Commiszion Balance
Zode  Ticket Mbr Cazh Credit (Incl G=T) Cazh Credit Rate  Amourt Tax Payahle Trip ! Tranz

In the example above, the total adjustment that will need to be posted for this billing before payment can be
made will be a Credit of one cent, i.e.

F® Creditor Adjustment E|
From (Debit1 ( To(cCredty & [BSP Consultant; karen Date:| /5106
Type Code: | Jourral s From (Dehit) Account ld: hOMMADJ
Amount: o GST: ﬁo
Rematk: [BOUUSTMENT TO BSP BILLING W 406
Cancel Help
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This adjustment can be entered immediately or once all possible tickets have been approved.

1. Once all tickets have been amended as per the above suggestions, the BSP reconciliation screen
should be re-entered.
Once again, the number of tickets found prompt will display:
BSP Period 3
j) This reconciliation period is W1406 Found 23 tickets
Click OK.
2. Several checks should be made on this screen before proceeding with the approval:
. Scroll quickly through the screen to ensure all transactions present are ticked for Approval
. Confirm that the ‘Finished matching’ ticket area at the bottom of the screen is the Total number of
tickets less any ‘missing’ conjunction tickets
° Confirm that the ‘Total Approved’ amount at the top of the screen plus/less the Total Variance
Adjustment amount displayed below it is equal to the Total Balance Payable.
In our example:
All transactions present are ticked for approval.
The system found 28 of 30 tickets. As 2 tickets were ‘conjunction’ we can safely assume we have
found all outstanding values.
BSP File | Transiated BSP Figures | gsp
Finizhed matching - Found 28 out of 30
The Total Approved amount is $27933.86, requiring a credit adjustment of $0.01. Therefore $27933.86
plus $0.01 = $27933.87
. CCT - BSP - Reconcilitation
'CCT 'BSP ! ' Comparison ' BSP Period ID: W1406 Total Approved: 2793386
THT THT Total Variance: CREDIT 001
Supp
This equals the Total Balance payable figure on the bottom of the Translated BSP figures tab.
e 2emm o0 ame agmos  ases 18 zemsr
< | >
BSP File | Transiated BSP Figures | BSP Recanciistion
Finished matching - Found 25 out of 30 Approve
CrossCheck Travel 3.1 — BSP Reconcillation Procedures -21-
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Approve the tickets.

To approve all tickets shown, go to the bottom right of the screen and click the ‘Approve’ button.

Approve

Close the X at the top of the screen to exit.

4. Enter the Adjustment

Enter the adjustment for the variance amount (if not done so already).

5. Enter the Payment
Go to the accounting screen of the BSP Creditor. Create a new transaction (Ctrl+N) type — Payment.

Check that the payment amount is correct (as per the Balance Payable of the BSP file). If the amount
is incorrect, review the BSP Reconciliation screen to find where the difference may be.

Once the Balance Payable equals the figure in the payment screen, enter the payment details as
normal.

CrossCheck Travel 3.1 — BSP Reconcillation Procedures -22-
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Appendix A - CrossCheck Travel Table Setup
Requirements

In CrossCheck Travel, a table is loaded with BSP Billing details (Options/Tables/Billing Periods).

P® Maintain Billing Periods

Filter
Year: |2008 ~| Type: [weekly |
Billing First Final BsP ‘ -~
Period Icl Period Dste Petiod Date Rec Id
hon 0201 /2006 Sun 08M01/2006 06012
Won 09001 22006 sun 150172006 06013
hon 160172006 Sun 22001 (2006 0E014
hon 2310172006 Sun 29401 (2006 os021
hon 3000172006 Sun 05022006 0E022
hon 060252006 Sun 12022006 06023
Mon 130202006 Sun 190272006 06024
Mon 2000272006 Sun 260272006 06031
Mon 270272006 Sun 05M03/2006 06032
Won 06032006 Sun 12032006 06033
hon 130352006 Sun 19032006 06034
hon 2000352006 Sun 26032006 06035
hon 270352006 Sun 02/04/2006 06041
hon 030472006 Sun 09042006 06042
hon 1000452006 Sun 1604/2006 06043
Mon 170472006 Sun 23042006 06044 e,
[dewy 10 | Delete | Cancel

Each billing period is given a system Billing Period ID in the following format:
e.g. W0206, where:

. W - Weekly Billing

o 02 — Week Two/Second Billing (of)

o 06 — 2006 Calendar Year

The table is loaded with the First (start) and Final (end) date of each period.
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The BSP Rec ID column is a unique ID number which is assigned to each electronic BSP .ASC file by IATA.
The system looks for this number when the electronic file is imported. If the BSP Rec ID number is not found,
the user will receive an error when clicking on the BSP Reconciliation tab:

E CrossCheck Travel 3.1 E|

S&T BSP Rec ID 06042 has not been specified for a hilling period

5 E karen - Wednesday 3-May-2006 312 PM
Croz=Check Travel 3.1 Yersion: 3.0 42657

This indicates that the unique BSP Rec ID has not been loaded into the table against the billing period. CCT
will not retrieve any tickets using the Reconciliation tool until this is entered.

If this error message is received, enter the Billing Periods table and find the appropriate date range.

P® Maintain Billing Periods
Filter
Year: m Type: lm
Billing First Firal BsP ‘ -~
Period Id Period Date Period Date | Recld
Wi 206 hon 20/03/2006 Sun 260372008
W1 306 fon 270372006 Sun 020472006 06041
Wi 406 Mon 0340402006 Sun 09042008
W 506 Mon 100402006 Sun 160472006 06043
W1 606 on 170452006 Sun 230472006 0g044
W 706 Mon 240402006 Sun 3000472006 05051
W1 506 fon 010552006 Sun 070572006 0B052
Wi 906 hon 08052006 Sun 140572008 08053
w2006 fon 150552006 Sun 2100572006 06054
Wi2106 Mo 224052006 Sun 280572008 08061
2206 Mon 29052006 Sun 040672006 05062
W2306 hon 05062006 Sun 110672008 06063
w2406 Mon 1 28062006 Sun 18062006 06064
w2506 fon 190652006 Sun 250672006 06065
W2E06 Mon 26/06/2006 Sun 020772008 05071
W27 06 fon 030772006 Sun 00772006 0B072 e
Mesy 1D | Delete | Cancel

Enter the next (consecutive) ID number and click OK.
If the BSP Billing Period is not loaded into the system at all, you may create it by clicking on the New ID
button at the bottom of the screen and filling in all necessary details.

Once the table has been updated with all billing details, the BSP Reconciliation tool can be used. o
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Appendix B — Reconciliation Quick Checklist/Worksheet

What is the Balance Payable as per BSP File? b

Wihich CCT Tickets Require Reversal and Re-Entry?

EELe Baiance
Date Payabie

Tranx 10 T ket Mo, What is Required fo Fix these?

Which Tickets are in CCT but not in the BSP (Unpaired CCT Tickets)?

a&Le Baiance
Cate Payahig

Tranx 10 Tt Mo, What Is Required to Fix thesa?

Wihich Tickets are int the BSP butnotin CCT (Missing Tickets)?
Missing out of

GET § Comm3 Balance

Tlcket No. fssue Date Fare & Taxes§ (o) Pavabie

Feason MissingdFix

Canthese he found on;

*The Unpresented Chegues Report
*Using Transaction Search

Or are they:

*izonjunction Tickets

*Motinthe system (CCT)
Wihat is the Adjustment valie required before making payment? $

Other Reconciliation [ssues

Paymentto BSP 5

Date; Tranaaction 10

DERIT/CREINT




