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Introduction

CrossCheck Travel has been enhanced to allow multiple branches to be accessed from one database. It enables
consultants and managers to work concurrently in multiple branches linked to one physical location.

Overview

One database will cater for all branches and will include one
Cashbook and one set of Creditors

Set of Transaction ID’s

Security tab

Custom field tab

Mandatory Trip and Client file settings

Set of unique Consultant, and Debtor ID’s

Each Branch will have its own:

e Header for documents and reports

e Canned Remarks and set of Comments
e Branch and Consultant tab

Client, Trip and Debtor files can be created in each Branch, and every file will have a Branch Key to show were it was
created.

i Trip - MFBKBQ180506

MFEKECH 30506 O Datling Harbour

The first database to merge will keep their transaction numbers. e.g. 1-10,000
The second database to merge will have their transaction numbers renumbered to follow the first. e.g. 10001 — 20000

All new transactions created in the merged database will take on transaction numbers following those already created
for database two. E.g. 20001- 30000

Sites which have their transaction numbers renumbered e.g. original was 456 new 30456 will have this information
displayed in the transaction banner.

CCT Enterprise Account Management Reference Guide Page: 7
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Access Rights

Access rights to all branches are set up under the supervisor settings and can be altered by the manager as required.
Consultants and other Users can be given access to as many Branches as required.
There are four different levels of access as described below.

The branch where the consultant does most of their work is referred to as the Home Branch. All users can have only
one Home branch. The manager can change the Home status from one branch to another if required.

All users can be given Access rights to any number of branches. They can open, change and delete any information
they have been authorised to access within the branch by the Supervisor. They can manage files in the Access
category in much the same way as those in the Home status with the exception of uploading and downloading.

A user can open and view files in a branch where they have Read Only status, but not make any additions or changes.

If a user has No Role status they cannot open or view any files belonging to that branch. They can view the Cashbook
and Creditors (if they have been selected in the supervisor settings to use these modules) for the No Role branch along
with all other branches. The Cashbook and Creditors files are shared by the entire network.

CCT Enterprise Account Management Reference Guide Page: 8
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The title bar shows a summary of the users’ access rights. They can also check their status with each branch either by
clicking on the Other folder in the MyCCT area and selecting the My Details folder, or by clicking on Consultant under
the Tools heading on the menu bar.

cet Crosscheck Travel
File Edit Miew Galleo Documents Reports Tools  Window  Help

D @2 2a7me & |7
[conazmv s @ge @ #|

Glenda [ Home is Glebe - Access to Rushcutters Bay, Darling Harbour,

=t Consultant Maintenance x|
m Trips Consuttant d: jlendz Groug: fenager
---§ Clierts Given Mame: E@H Active: [ Expire: |

& Creditors Family Mame: Bpencer-Elurridge Backdate Transactions: F
Posttion: |
& Cashhook R ks: |
* Reports emarks:
Action tems Email Address; lglenda.spencer-burridge@galileo.com
. Impartant Motes Messzage Prompts
[+ ] Other ’7 Accounting Transaction Prompt: l\? Cloze File Prompt: Iﬁ-‘ES

Hame Branch: I}{.ﬂﬂ "I

Access Branch Id Agency Branch MName City
Access SHX9 Darling Harbowr  |Galileo Training Py Limited =YD
Access S0CE Rushcutters Bay |Galileo Training Pty Limited =5D
Access a2 Edgecliffe Galilea Training Pty Ltd =YD
Home HA1 Glehe Galilea Training Pty Limited =YD

Printers... Delete Ok I Cancel

The Consultant Maintenance screen is a view only screen. The Manager can alter the status a user has with each
branch and set password expiry dates through the Supervisor settings.

Users in the Manager Group do not see all Branches in the CCT database by default in the Branch Key or the Agency
Field of Transactions Windows. The Branches a Manager can view is determined by the selection in the Consultant
Maintenance screen shown above and must be selected in the same way as for any other User Group.

CCT Enterprise Account Management Reference Guide Page: 9
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The default setting for transactions and file identity are listed in the following table.

Debtor Yes No
Change ANt h A Will see the Agencies selected by the
Agency Brainworks Manager and will not be able to alter this
| Bavebtor | erotornces AL selection.
un: Debtor - BW
Brainworks @
Click on the Key and highlight the Agencies
who will be able to Access this Debtor.
Multiple Agencies can be selected.
Debtor Yes No
Defaults to Agency that is selected first on the
Change Debtor Agency key but a different agency can | Defaults to Agency that is selected first on
transaction be selected in the New Debtor Account the Agency key and cannot be altered.
Agency Transaction window.
=7 New Debtor Account Transaction
ﬂ" Debtor Aceount Transaction Eeced I — . =
Transaction: |Receipt lv;l o Agency: |Dar|ing Harhour \% [ﬂj
Agency: | Darling Harbour [3¢] Cancel
Edgecliffe
Rushcutters Bay
Trip and Yes No

Client files

A change can be made by selecting the new
agency from the Agency key. Only agencies

Will only be able to view the assigned

Change with Home and Access status will be available | agency and will not be able to open the
Agency for selection. key to make any changes.
# Trip - RHL3GG101105 il Trip - RHL3GG101105
ﬁ Rushcutters Bay @I\Rushcuttars Bay
G | = File Access El Freq Flyer
Darling Harbour
Edgecliffe
Trip Yes No
Defaults to the branch the trip file belongs to, | Defaults to the branch the trip file belongs
Change not the Users’ Home branch but a different to, not the Users Home branch and
transaction branch can be selected from the scroll. cannot be altered.
Trip - RHLIGG101105

Trip - RHLIGG101105

ABTrip | Bseqments | ¥EFees | (JQuates | %z Docs | #Clisnts | 9% Freq Flyer Igﬂtmuntinu[

= New Trip Account Transaction

Select

Transaction: [Recsipt v oK
Agency: Rusheutters Bay T3 Cencel

Darling Harbour
Edgecliffe

RHL3GG101105 (]

P mrip | @segments | ¥gFess | (Dquotes | aDocs | M clients | #% Freg Fiver Iﬁﬂctnuntinu{

@/ Rushcutters Bay

= New Trip Account Transaction

Select

Transaction [Receipt ™| [ o
“% Cancel

Agency: [Rushcutters Bay

CCT Enterprise Account Management Reference Guide
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If a user has Read Only or No Role access at a particular branch, the branch will not show in the Agency transaction
field or the Agency Key field.

If a user has Read Only rights to a branch they will be able to access files but will not be able to double click on any
areas to view or add additional data.

" Trip - NJFJ72150506 {Read Only) M=E

NJFJ7 2150506 O Edgeclife
| M Trip " (% Seqments || e Fees " C Jouotes " %= Docs || M Clients " W FreqFlyer | [F7 Accounting Eu@";|

Createc

= C 20000 Edgecliffe

1 } Yau have read anly access ta this File

All transaction banners will display the branch the transaction was created in.

eer Ticket - Darling Harbour [Created in Rushcutters Bay) - T40500 (Confirmed)

=t Trip Receipt - Darling Harbour [Created in Rushcutters Bay) - R42638 [Confirmed)

When direct deposit has been selected as the form of payment the transaction banner will show the bank account ID
when re-opened.

Once the Receipt has then been reconciled to a Bank Statement it will appear as below.

=t Trip Receipt - Darling Harbour - R5443 (On Statement)

There is only one Supervisor section in CCT for the entire network. Details about this section have been included under
the heading of System Administration, in this guide.

CCT Enterprise Account Management Reference Guide Page: 11
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Set Home

The Set Home function allows the user to change the Home branch. This function may only be available to managers
and supervisors. Altering this setting will effect the creation of new files, transactions and access to certain files.

The title bar always shows the users existing access rights for all branches.

eer Crosscheck Travel

File Edit Wiew Gallen Documents Reports Tools  Window  Help

O B M G e A S - & Y

Maw Open Fave Hazt Uplaad Cliznt Trip Dzbtor Creditar Cazhback Help
= g = - 7
T Te = h B el o b (& %
et Home Add MyFiles Print Fupplier Mew Fax Tranx Search  Banking Zplash... ‘tandard Text Alert BuickTrip

Sandra [ Home is Darling Harbour - Access to Rushcutters Bay - Read Only in Edgecliffe ]

Click on the Set Home button on the MyCCT toolbar to alter the users Home branch.

cet Crosscheck Travel

File Edit Wew Gallea Documents

O R o

Mew Open Save Host

T = =
N T

Eet Home Add MyFiles Print

Tick the radio button to select the new Home branch and click OK to save the change.

eer Set Home - sandra

Haotmne Adency | Ik
[] Rushcutters Bay
Cancel

Darling Harkbour

II X]

The title bar will reflect this change.

Sandra [ Home is Darling Harbour - Access to Rushcutters Bay - Read Only in Edgecliffe ]

CCT Enterprise Account Management Reference Guide Page: 12
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Transaction Search

When a transaction search is performed a user can only view accounting transactions that were created in the users
Home branch or a branch where their status is Access.

Should the user try to open a transaction from a branch where they have Read Only status, a prompt similar to the
following will be displayed.

Ll
1
]

You do not have access rights to this transaction; TODD035693

S

Monday 21 Moy 2005 1 2:35:01

Documents

Document&
Fax...
Visa Letter...

Hotel Woucher. ..
Car Youcher...
Cther Segment Youcher, . = = [

Ttinerary Darling Harbour !

Quokation ) — e —

Stakemnent of Account » 2oments |'V= Fees u C 2 Quotes || %, Docs ” A Clients ” ¥ Freq Flyer u [ Accounting || %” @ u _I“,'|
i .3

Praforma Involce =] Dep Depart Dep Arr Arrival Arr Boaking Saou

Praforma Credit Moke 3

Supplier | City Date Tirme: City Date Time | Status Reference rce

When a document is opened from the Menu bar it will use the logged in users Home branch for the letterhead,
regardless of where the file was created. This also applies to Itineraries created by clicking on the W button within the
Trip file.

When a previously created document is re-opened from the Documents Tab the Home branch of the original user will
print in the letterhead, not that of the logged in user. More information about the Document tab has been included later
in this guide.

CCT Enterprise Account Management Reference Guide Page: 13
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Login Changes

Version Mismatch Message

When logging in to CrossCheck Travel, the system will check that the workstations and database match. If they are the
same version the login will proceed. If a message appears similar to the example below with a title Version Mismatch it
means that either the Workstation or Server upgrades were not completed successfully.

N Version Mismatch . 5'

@ Client version: 3.1.2678 is not compatible with Database version: Build 3.0.4

To rectify this situation, the best solution is to re-run both the Server and Workstation upgrades then try logging into
CrossCheck Travel again.

Remember My Password

The Remember my password on this computer box will appear on all log-in screens through out the network, and
cannot be disabled.

If a user has ticked the “Remember my password on this computer” box, CCT will open automatically when the User
Id is entered.

eer Welcome to Crosscheck Travel - Please Log In r>_(|

=ser Id: |glenda |

Pazsword: | |

Frofile; ICCTSD w |

Remember my passyword on this computer |:|

[ Ok, l ’ Cancel ]

Select a Profile from the scroll attached to this field. If there is only one data-source, the drop-down arrow on this field
will be greyed out and no entry will be required.

CCT Enterprise Account Management Reference Guide Page: 14
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Change My Password

The user must log in with their existing password and then click on the Tools heading on the menu bar and select
Change my password, and complete the dialogue box.

%1 Password Change

Oled Paszward: | |

Mesn Passsnard: | |

Repeat Mew Password: | |

[ Ok ] [ Cancel l

The rights to change the password for a user group can be adjusted in the Supervisor setting, under the Security tab
MyCCT module, with the Options Menu Item selected.
Details about Security settings are included later in this guide.

[ Security l

(CiGeneral  (Oclient (O Trip (O Creditor (O Debtor () Cashbook (3 MyCCT

Menu Marmne: |Optiu:uns ,_\1,|
Menu Menu Ikem Menu Ikem M | 5C C M1 | M2 e
Dptions Tables Marrakive W] [#] [»] [«] [+]
City Codes W] [#] [»] [«] [+]
Currency ] [w] [#] [#] [#]
Country/Consulate W] [#] [»] [«] [+]
Suburbs W] [#] [»] [«] [+]
Billing Petiod W] [#] [»] [«] [+]
Credit Card W] [#] [#] [*] [+]
Seqgrment Defaults W] [#] [»] [«] [+]
Consulkant W] [#] [»] [«] [+]
Change my passward W] [#] [»] [«] [+]
Tables gy Cashbook Sccounts W] [#] [»] [«] [+]
Cuskom Codes ] [#] [»] [»] [»] —
CCT Enterprise Account Management Reference Guide Page: 15
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Toolbar

T Bl e e E m = 2 ] 03 BE [F %

Eet Home Save Az Add MyFiles Print Headers  Print Preview  Supplier Mew Fax  Tranx Zearch Banking Splazh..  tandard Text Alert CuickTrip

The MyCCT Toolbar has two new items, Set Home and Add My Files. All toolbar functions have been listed below for
revision.

The New icon on the standard toolbar has more options for creation of new files.

File
S
o WEE
i) Debtar
i) Creditor
i) Cazhhbook @ &l
CCT Enterprise Account Management Reference Guide Page: 16
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System Administration

Log in as Supervisor to access the System Administration area of CrossCheck Travel.

Branch and Setup Areas

The Branch and Setup screens allow the System Administrator to carry out system maintenance functions, e.g.
recording new branches, adding or modifying the agency name and address details, creating users and passwords,
setting up security levels and customising documentation.

e The Set-up Only section contains settings for the entire database or network, for all branches.
¢ The Branch section contains information relating to each individual branch or agency.

In order to add, modify, or delete Branch and Setup data, the System Administration must log in to CrossCheck Travel
using the Supervisor User Id and Password. (the password is available to managers only from the Service Centre)

CCT will open with one section overlapping the other. The Branch section will open on top and the Set-up-Only
section is visible in the background.

Move from one section to the other by clicking on the visible screen in the background. You can also move from the
Branch screen to the Setup screen by clicking on the Database Setup button in the top right hand corner of the Branch
screen.

et Crosscheck Travel

File Edit Wiew Tools ‘Window Help

“Dm@

Mew Save Help

. Setup - ONLY

‘ Branch |Cnnsurtant ” Canned Remarks || Comments " Access Overview Database Setup

Unchanged Tabs

The Setup, Custom Fields, Mandatory Client Fields, and Comments tabs are the same as in CrossCheck Travel 3.1 and
have therefore been omitted from this guide. The settings under these tabs apply to the entire network with the
exception of the Comments tab which relates to the individual branch.

CCT Enterprise Account Management Reference Guide Page: 17
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Setup - Only

Some of the Setup-Only tabs; will have default information already included as recommended by Galileo Southern
Cross, whereas others will require the supervisor to enter choices for this network.

¢ " Setup - ONLY

Main |Setup | Security | Documents Custom Fields Mandatary Trip Fields Mandatory Client Fields | Local Ini File... |
i1
Main Tab
Enter an Organisation Code. This code must be 3 characters. It is not linked to any other fields so can be the user’'s
choice.

Enter an Organisation Name. This is a free text field and is not linked to any other fields.

Enter the BSP Threshold Amount. The Threshold Amount is the amount of allowable difference in the balance payable
of each ticket. Any minor discrepancy between the amounts showing in the BSP File and the value of the tickets
downloaded into and created in CCT will then be accepted within the Reconciliation Process but an ADM or ACM
transaction is automatically created in the Trip File for the difference.

e.g. If the Threshold is set to 1.00 this means when doing the BSP reconciliation any discrepancies </= 1.00
automatically approve. Anything greater than 1.00, do not approve.

To save your entries, click on the Save icon on the main toolbar or press the CTRL+S keys.

¢ Setup - ONLY

Main | Setup | Security | Diocumernt:s Custom Fields Mandatory Trip Fields Mandatory Client Fields | Local Ini File. ..

Organisation Code: f34

Qrganization Mame: |Ga|i|eu:| Travel

BZP Threshaold Amount: | 1.00

CCT Enterprise Account Management Reference Guide Page: 18
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Security Tab

The settings in this tab apply to all users in the network and cannot be configured for each branch.

The Security Tab allows complete modules or individual menu items in CrossCheck Travel, to be enabled or disabled
for specified user groups. This section relates to functions in CCT and not to individual consultants access rights at each
branch.

Main | Setup | Security | Documents Custom Fields Mandstory Trip Fields Mandstory Client Fields Email

3

mGeneral  OClient ™ (O Trip (O Creditor (O Debtor () Cashhook () MyCCT

Menu Mame: |Fi|e v |

Select which section of CrossCheck Travel you wish to view or
change. This selection will determine which menu items become

available.
, General Client
Security
Trip Creditor
Debtor Cashbook
MyCCT
Menu Name Select the menu item required from the drop down list.

This field displays a grid where the various security options can be
selected. The columns on the right hand side indicate the 6 users

groups:
M Manager
SC Senior Consultant
Security Box C Consultant
M1 Miscellaneous 1
M2 Miscellaneous 2

M1 and M2 can be used to set up additional groups if required. The
v symbol in a box indicates that this option is available to all
users in that group. A blank box indicates that the option is not
available.
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Structure

Each module has its own set of items, as well as items common to all modules. As the radio button is clicked for each
module, the displayed items will change according to what is applicable for that module and menu item selected.

| Security |

(wiGeneral  (Oclient  (OTrip (O Creditor  (CDebtor () Cashbook (O by CCT

Menu Mame: |File [
M e z Mm sc| c |m | m |
Enu —h
Diocurnents

File Feports
NOptin:nns

Sindow Q

':Help —5

SlProcess 3z

Print

Galileo, Edit, Window , Help ,File, Reports
Options (except the MyCCT module )
e Documents (except the Trip and Debtor and Client)

¢ View and Process. It is under these two categories that the supervisor might find many of the items they wish to
adjust.

The following Menu Names appear only under specific modules:
e General Action Items and View Everyone — appear only under the General module.
¢ File Open Warning appears only under the MyCCT module.

“Other” appears only under the Client Module.
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1. Select the radio button for the appropriate module.
2. Inthe Menu Name box, select the menu required.
3. Tick or un-tick a user group for each item in the displayed list.

The » symbol in a box indicates that this option is available to all users in that group.
A blank box indicates that the option is not available.

If you alter the selection in a Menu Name which is the same in more than one module, this Menu item must be altered
under every module. E.g. Reports

| Security |

() General (Clent (O Trip (O Creditor  (Debtor () Cashbook () MyCCT

Menu Mame: |Rep|:|rts e |
enu MMenu Ikem [Menu Ikem =] g 1 |
Reports Clients Passport Expiry
Cashbook,

Dishonoured Cheques
Account Trial Balance
Payment Listing F.epork
General Ledger Export Report
Back OFfice Expart

e ﬂ

q‘i) Lo wou wish ko save changes

Trans
Bank Al |

8 8 3 3 3 3 5 e s s s s S
FREREEREEREREEE]
EEEEEISELC ISR "
FEREEREEEEEEEEEE
FEEREEREEREEEEE]

fes { [ Mo ] [ Cancel

After you have altered the settings a prompt will as you to save the changes. Click Yes to save the alteration.

Complete modules or individual items can be disabled for any user group for the entire network. This process cannot be
completed at a branch level.

Many items under the Security tab have not changed from CCT 3.1 and have not been included in this guide; only
items new to CCT Enterprise have been detailed.
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Trip module

There are two important areas dealing with changing the Branch included under the Trip Module, Menu Name
Process.

Changing the Branch attached to a Trip file is a process reserved for the Manager group, indicated by the item Modify
file agency.

| Security |

(iGeneral (O Client (0 Trip (O Creditor (O Debtar () Cashbaook

O
=
=

s}
]
=

Menu Mame: |F'ru:u:ess b |

=
=

O

Menu Menu Ikem Menu Ikem

Process Ticket Remarks Mandatory
heque Fare Basis Mandatory
Ticket Fare Basis Mandatory
Mandatory segment selection - cheque
Mandatary - link all psgr to client
Mandatary - link ak least one psgr to client
Validate Marketing Code Against Lookup Table
Trip Merchant Fee |
Allow Transackions to othet branch
Modify file agency

[

REORO0O0000
REOROOOOOO.

ROROOCCo0O .
) ) ) O O

!F

Changing the Branch attached to a Trip file transaction is a process reserved for the Manager group, indicated by the
item Allow Transactions to other branch.
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Debtor Module

There are two item connecting Branch access to the Debtor file, both are listed under the Menu Name of Process.
| Security |

() General (O Client (O Trip (O Creditor  (3)Debtor () Cashbook () MyCCT

Menu Mame: |F‘r|:u:ess | W |

Menu Menu Ikem Menu Ikem M | 5C Z M1l | M2 |
Process
Stop Debtor Credit [] ] [

Zreate Adjustment L] A4 4

Allowe Transactions to other branch rFir]

Madify file agency ] [

IUnallocate Debtor Funds % M (] []

Allocation Trip Code Yalidation ] 1l el

Modify file agency item when ticked allows the Branch or Branches attached to a Debtor file to be altered.

The Allow Transactions to other branch item is included under the Menu Name of Process. This means a different
Branch can be selected for any transaction in a Debtor file.

Un-allocate — When this item is ticked the user can click on the Un-allocate button displayed under the Debtor account
tab. This function will remove the allocation from the Debtor receipt.

Trip Code Validation is the ability to match the receipt to the Trip file in the Debtor Receipt window. This function is not
in use yet.
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MyCCT Module

The following items appear under the MyCCT module, Menu Name: File.

All users can change their Home branch between any of the branches they have access rights to, by clicking on the Set
Home button on the MyCCT toolbar. This function can be enabled or disabled for the entire user group by altering the
default setting and saving the change.

When a user alters their Set Home in CCT then consultant record is moved to the corresponding branch in the Security
section.

| Security |

General  (Clent (O Trip (O Creditor (O Dekbtor () Cashhook (3 MyCCT

Menu Mame: |File v |

Menu Mernu Ikem Menu Ikem M = I

File
Sek Home
MNew

FIEIE]
=™

55

[=[=][<]
K K3

The ability to process FeeNett Receipts integration and to process eNett Payments to Creditors is selected in this area.

Security |

" General € Clent  Trip Creditor Debtor € Cashbook % MyCCT |

Menu Mame: |File |
Menu Menu Ikem Menu Ikem M | 5C C M1 | M2 I -
File Prinketr Setup "2 W [ W W
Canfiguration = R
Exit I
Data Operations M T T T
Refresh Sales Summmary Data W | | [ [
Standard Texts M W O T
Caka Operations Banking | [l
Splash 2 2l 2 2
ehlett emett Payments WM W O T
WWarkFlows Alerk a2l 2l vl 2 e
ehekt Feehett Receipts M W O T
Save Daka As W v W v
édd ko MyFiles V| |
QuickTrip Wizard V| W v M [ ]
-
The ability to create add to the MyFiles folders can be restricted in this area.
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Change the Menu Name to Reports to view the windows based reports available in MyCCT in the upper section of the
displayed list as shown below. Other reports listed in this screen are those available from the Menu bar.

Security

CiGeneral  (Clent (O Trip (O Creditor (O Dekbtor () Cashhook (30 MyCCT

Menu Mame: |Reports |wl|
Menu Menu Ikem Menu Ikem M | 5C iz M1 | M2
Reports v] [#] [v] [#] [#]
Client Reports v] [#] [v] [#] [¥]
Quote Reparts ] [w] [#] [+] [+]
Sales Reports W] [w] [ [«] [v]
Debtor Reports ¥l [#*] [ [#] [*]

The default setting is for all user groups to have access to all reports; however this can be altered and the change
saved.
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Documents Tab

The Documents tab gives the supervisor the ability to select the styles and to be able to add prefix’s and suffix’'s to a
wide range of documents and reports. The selected setting will apply to all Agencies or Branches in the network.

e The functionality is almost the same as in previous versions of CCT but the layout of the windows has been altered.
e You cannot select the Output device — it is set to Printer.

You can select the number of default copies with some documents

The ability to copy and paste prefix and suffix entries.

£ Setup - ONLY.

| hiain || Setup || Security | Documents ELCusm:um Fields || handatary Trip Fislds || Wandatary Client Fislds || Email |
Type: |Dncuments v
Cocument Dretaul Ot Inchade Include i
Report Copies Header Lines Logo Prefix Suffix
CCCF Statement R ZF Statement R YirC )
Clierit Detai Clierit Detail 1 windo
Debtor BEF Debtor BEF 1 windo
Dektor Of Debtor 01 1 winclo
Fax Fax 1 v =
ftinetrary |:| ltinetary 1 whincioyy Left Left
|:| ftinerary 2 wyinciowy Lett Lett
|:| tinerary 3 whincowy Left Left
tinerary 4 wimc oy Lett Lett
|:| tinerary 5 Wiored Left Left
Pro Credit hote Pro Credit Mote 1 Wincoy Right
W
. Prefix —
. Suffix
1. Select the Type required : Documents, Accounting or Reports
2. Highlight the individual document or report required
3. Tick or untick Include Header
4. Tick or untick Include Logo
5. Select the Prefix position
6. Select the Suffix position
7. Enter a Prefix and Suffix in the lower part of the screen
8. Click on the Save icon
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The fields under the Document tab are

There are three document categories to choose from

T Accounting e.g. Cheque Requisitions, Receipts
ype
Documents e.g. Fax, Itinerary, Invoices
Reports e.g. BSP Report, End of Day Report
Document Displays a list of documents or reports associated to the category which has been
Report selected in the Type field
Displays the default layout style for each item in the document and reports column.
Default Style The Prefix and Suffix fields shown in the bottom section of this screen are attached to the
highlighted item in the upper part of the screen.
Output To |This is a pre-determined field and is set to Word, Window or Printer.
The option to select the default number of copies is only available for accounting
Copies documents.
When this box is ticked CCT uses the Agency stored details to produce a document
header.
Type: |Documems ﬂ
Document Defaultt Ot Inciude
Include Report Style to  Copies Header Lines
Header tinerary 1 indowy

Include Logo

:
- ﬁl
The box must be left unchecked if letterhead paper is being used; then an option will be

displayed allowing the number of lines to leave at the top of the page before printing
commences to be entered.

[ tinerary 2 Wincow

Tick this box if you wish to include your logo.

Prefix/Suffix | Click in the Prefix and Suffix fields and select the position for this item: Left/Centre/Right

Tick the ltinerary style required. This style will become the default itinerary style for all CCT users. Select Include
Header and Logo if required.

Type: |Documer|ts v|
Diocumernt Detault Outpt Inciude Inciude o
Report Style to Copies Header Lines Logo Prefix Suffix
ltirer ary D tinerary 1 WWInCCry Lett Left
D tinerary 2 wincowy Leit Leift
D tinerary 3 Wincowy Lett Left
ﬁner:ar'g.-' 4 A [ | ef efl
] tinerary 5 wiare
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Every document can have a prefix and suffix attached as a default setting.

The procedure to create these entries is:

o Highlight the item required in the upper section of the screen.

e Type in or cut and paste the Prefix or Suffix required. If extra lines are needed press Ctrl+N with you cursor in this
field.

¢ Click on the Save button on the toolbar or press Ctrl+S to save your entry.

Both Prefix and Suffix entries can be pasted from other documents or an entry created for one document can be
copied to another using the buttons aligned to these fields.

Al prices guoted are subjct to change without notice until paid incfull

Click on the Copy button which is available for both Prefix and Suffix entries to reuse an entry.

Text can be copied from any other source and pasted into either the Prefix or Suffix fields.

Any displayed entry can be removed using the Clear button.

Prefix

: Clear Suffix E
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Mandatory Trip Fields Tab

The Mandatory Trip Fields tab allows the supervisor to select which fields are to be mandatory for all agencies in the
network and cannot be selected per branch.

There are three default mandatory fields which cannot be altered.
To create additional mandatory fields, double click in the field and click the Save icon. To remove a mandatory field, use

the same method.

£ Setup - ONLY

|r-.ﬂain || Setup || Security || Diocuments || Custam Fields |MamlaturyTri|1 Fields |Mandatur3-' Client Fields || Email |

Summary

Depatture Date: |:| Conzuttant: |:| Trip Status: |:| Mbr of Paszenoers: |:|
Ticketing Date: |:| Destination: l—l Regian: |:|
Tip Keywords: | |
Group Mame: | | Cozt Centre: |:|
ttir. Summary: | | Marketing Code: |:|
24 Hour Time's: E Booking File: |:| Trip Type:
Orcerad by | | Order Methad: I:l Circer Ma: |:|

Trip Fare I:Zaucl’[e:| |

| Dovlrle cfick on fields to togole required status on-off I

Type Area Mumber Ext. City Code Comments Primmary
Ll
Type|  Building Street Suburk State | P'Code City Country Primary
[l

The following fields are new to CCT Enterprise

o Trip keywords
Ordered By
Order Method

e Trip Fare Quote
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Branch

This section records information for each Branch or Agency within the network.

Each Branch has its own set of Canned Remarks and Comments and the header for all documents is taken from the
information entered under the Branch tab.

Consultants can have access to multiple branches and their access record is stored under their Home branch.

f= Branch - 5KX9

N O R

Branch |Cu:unsurtant " Canned Remarks " Commerts " Access Overview |
Branch code: Company Mame: balileu:u Training Pty Limited |
[ATA R Trading Mame: Galleo Travel Darling Harbour |
Licence Mar: ABN Mor: 99999 999999 | EXT: 939 |
Paeudo City: ACH:
Branch Default City Code: Email Address: buppun@galileu.mm |
Enhanced tinerary: Web Site: |

Location: |:| Licensee Mame:
Merchartld: | | Office Code:

|
|
| Compress EAS Comms:

Agency D Adgency Mame: barling Harbaur | BSP D
Phones
Type| Area Mumber Ext. City Code Comments Primaty |
B 02 93914777 =YD F
F 0z 93914555 =YD F
Addresses
Type  Building Street Suburk State | P'Code City Courtry Primaty |
:El 100 Bridge Street P RMONT MSW | 2009 SYD Australia F

Accessing Different Branch Records

Click on the title bar to open a list of other branches in the network. Click on the branch name required to open the full
records for this branch.

s Branch - 5KX9

O

SOCE Galilea Training Pty Limited 0230388558 2TADEES
kX Galilea Training Pty Limited =k
A2 Galileo Training Pty Ltd Q237777 2ATITIY
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Creating a New Branch

Click on the New button on the toolbar or press the Ctrl+N keys with the cursor in the file title box to open a new branch
screen. . The mandatory items are in blue.

This screen is used to record agency details and is initially completed by the Galileo Support Executive when installing
CrossCheck Travel

¥+ Branch - Untitled

| S [
Branch |
Branch code: |:| Company MName: | |
|ATA Mbr: |:| Tracing Mame: | |
Licence Mor: [ | ABM Mor: | | ExT |
Pzeuda City: |:| ACH: |:|
Branch Detault City Caode: |:| Emiil Address: | |
Enhanced tinerary: Web Site: | |
Lacation: |:| Licensee Mame: | |
herchant 1: |:| Office Code: |:| Compress EAS Comms: [
Agency D |:| Agency Mame: | | BZP D: |:|
Phones
Type Area Mumker Ext. City Code Comments Primary |
O
Addresses
Type|  Building Street Suburk State | P'Code City Courtey Pritmaty |
Ll

The Security field to “Allow Password Remember” has been removed, and the following new fields included.

Enter the branch location. This field must be completed with 2 characters.

Location . . . .

The office locations must first be entered in Tables.
Merchant ID Not in use at present — for future release.
Office Code Not in use at present — for future release

Leave the default tick. This enables data to be compressed to increase

Compress EASComms e
application performance.

Created automatically with an additional zero once the Pseudo city code
Agency ID field has been completed. The agency code cannot be changed after
take-up.

This name is used in the title bars in CCT and should be kept to the

Agency Name . . :
shortest possible unique name. It can be changed at any time.

BSP ID Enter the IATA BSP number. This number can be changed.

This field must be completed if the agency uses the Creditor BSP Report.
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Consultant Tab

This is a view-only screen which lists all registered CrossCheck Travel users who have Home status in the displayed
branch, along with their access rights to other branches. The Consultants classified as Active (Active box ticked) are
listed first and any inactive consultants are listed at the end of the display. The consultant’s record is only displayed
under their Home branch.

A separate Consultant Input screen is used to add, delete, or modify details for each user. This input screen is displayed
by pressing CTRL+N.

T+ Branch - 5KX9

5k O (&=

Branch | Censultant |Canned Remarks " Comments " Arcess Overview

Consultant ! Access Group Mame Prompt Prompt | Backdate | &ctive |
Ok Save | File Close | Tramx i
alan Alan Berry SOCE: Mo Role SHAS: Home XA2: |manager Yes Yes “es
Read Only
"ﬂ"ll:"z’r't Einztein [SOCE: Access,SHXS: Home ) znrconzultant
Read Only

This screen displays the following information:

Consultant User code for each system operator (mandatory lower case)
Name User’s full name
Access A summary of the user access rights in each branch. Details are included in the next

section on entering a new user.

Group Name The user’s category

Yes indicates that the user will receive a prompt message to confirm each save
Prompt OK on Save transaction

No indicates that the prompt is not active

Yes indicates that the user will receive a prompt message to confirm closing each file

Prompt File Close No indicates that the prompt is not active

Yes indicates that the user is permitted to create backdated accounting transactions

Backdate Tranx No indicates that the user cannot create backdated transactions

When the Active box is not ticked, the consultant cannot perform transactions and

Active their name is removed from the Workflow Action Item folders
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New Consultant

To create a record for a new user highlight the Consultant tab and click on the New button on the toolbar or press
CTRL+N, to open the Consultant Maintenance input screen.

=71 Consultant Maintenance f'5_<|

Consuttant I I Groug: | | Password:

Given Mame: | | Active: Ewpire: | |
Family Mame: | | Backdate Transactions:
Position: | |
Remarks: | |
|

Email Addrezs

Message Prompts

Accounting Transaction Promgt: Close File Prompt:
Haorme Branch:

Access Branch Id Agency Branch Mame City
SkXA Darling Harbour  Galileo Training Pty Limited SHD
SOCE Rushcutters Bay  |(Galilea Training Pty Limited =YD
a2 Edgecliffe Galileo Traiming Pty Ltd =YD

o[ e

The mandatory fields are shown in blue.
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To set up a new user, complete the following fields;

Consultant Id

Using mandatory lower case, enter a unique consultant code. This code will
appear in the created field on Files and displays on reports. The consultant’s
name appears in full on documents

Enter the group the user belongs to for security purposes, e.g. Consultant or

Group
Manager
Password Enter the consultant’'s password.
Enter a password Expiry date if required. If no date is recorded the existing
Expire password will stay active indefinitely. If a date has been recorded a prompt will
be displayed and the user will need to change their password when they are
logged in as themselves through the Tools menu, Change My Password item.
Act When the Active box is not ticked the consultant cannot perform transactions
clive and their name is removed from the Workflow Action Items folders
Given name

Enter user’s given name

Family Name

Enter user’s family name

Position

Record the users’ position or job title (e.g. Senior Consultant or Manager). This
will be used in document production, e.g. Visa letters

Remarks

Free format remarks applicable to user

Email address

Enter the user's email address

Backdate Transactions

When this box is ticked, the user can backdate accounting transaction as a part
of the End of Month procedures

Accounting Transaction
Prompt

Select Yes in this box to have an “Are you sure” prompt displayed when saving
accounting transactions

Close File Prompt

Select Yes to have a prompt to “Close current file” when switching between files

The Printer button in the lower left of the Consultant Maintenance window is no longer available. Printer selection can be
completed with the normal CCT access by selecting Consultant from the Tools menu and completing the selection in

this window.
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Branch Access

The lower section of the screen is where the user’s access rights to each branch are recorded.
Click on the scroll attached to the Home Branch field and select the users Home branch. The Home branch is where

the user does most of their work. Only one Home branch is permitted, but this can be easily re-set if the user group has
been give use of the Set Home function.

Hotme Branch:

S0CE  Galileo Training Pty Limi S

Ha Galileo Training Pty Lid =

Select the access required for each branch, by clicking in the Access field and selecting from the attached scroll. Refer
to the introduction for a full description of the four categories of access rights.

Select the access status required for each Branch or Agency and click on OK to save the entry.

Home Branch: |Skx9 w
AcCcess Branch Id Agency Branch Mame City
Hotme | %1 SHG Darling Harbour  |(Galilea Training Pty Limited =YD

ACCens
Fead Only
Mo Fole

SOCE Rushcutters Bay |(Galileo Training Pty Limited =D
A2 Edgecliffe Galileo Training Pty Ltd =D

All users can access non-branch related areas such as Creditors and Cashbook, regardless of their access status
with each Branch or Agency, unless the entire user group has been denied access to these areas (e.g. Creditors and
Cashbook) through the security settings.
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User records can be modified any time, as long as the user is not logged into CCT when this process is being carried

out.
To modify a record select the users Home branch record and highlight the Consultant Tab to display the list of

Consultants.

Consultant

Conzuttant Marme Access Group Mame Prompt Prompt | Backdate | Active
Ok Save |File Close | Tramx
alan Alan Betry SOCE: Mo Role SKX9: Home HXAZ: manager Yes es Yes

Fead Only
E: & ; znrconsultant

=

Double click on the Consultant record to be modified. Make the required changes by overtyping or adding the new
information. Click OK to save changes and exit.

To delete a consultant, display the consultant’s record and click on the Delete button. A prompt will be displayed asking
for confirmation. Select Yes to delete the user and exit.

A user cannot be deleted if the User Id code has been used anywhere in the system. In such cases a warning prompt
will be displayed upon attempting to save the deletion.

To deactivate a consultant, display the consultant’s record and untick the Active box.

If the Active box is not ticked the consultant is unable to login into CCT and their name is removed from the Workflow
Action ltems folder.

The consultant’s record is then moved to the bottom of the consultant list under the Consultant tab

Consultant Maintenance

Conauttant Id; Groug: snrconsutant | Password:
Given Mame: [&lbert | f:% Expire: 21 M 072006

Family Mame: Eins’cein | Backdate Transactions:

Fosition: | |

A consultant can also be disabled by changing the Expiry date for the password to a past date in this screen.
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Canned Remarks Tab

Each Branch or Agency has its own set of Canned Remarks. These remarks are determined, entered and stored in the
Galileo host system.

When logged in, the user is able to see Canned Remarks for any branches where they have Home or Access status.
The Canned Remarks for the branches where they have Read Only status will not be displayed when a file is uploaded.

Remarks can be reviewed in the Viewpoint Command screen (via window\Galileo command) by entering RPFD/RMKS.

"+ Branch - 5KX9

EI8E O
| Branch " Consuttant | Canned Remarks | Comments " Aoocess Overview
Descripkion Rer
EME.IMNT 1.2.3.4
BME DM 5.6.7
BME  WIRGIM 5.9, 1|:||

Host remarks can be initiated during client profile uploads.

To add a remark group to CCT:
Click on the New icon or press CTRL+N

Enter a description for the group of remarks, e.g. International BNE, Domestic SYD.

When the remarks are uploaded they will be listed for all branches where the user has Access rights. If all remarks are
labelled as only International or Domestic, these items will be displayed for each branch, with no way of knowing which
remarks belong to a given branch. To avoid this, follow each stored canned remark with branch identification.

Enter the number of each remark (in order) to be included in the group. Separate each remark with a full stop

Click on the Save icon on the toolbar or press Ctrl+ S to save the changes.
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Comments Tab

This screen stores any free format comments pertaining to this Branch only.

"+ Branch - 5KX9

\5HHg O
Branch | Consutant Canned Remarks Comments | fccess Overview
Created Commernts

16052006  ElE=gk:]=x

2 maonths

Enter a comment in free format text. Add new lines by pressing CTRL+N. When finished, click on the Save button on
the toolbar or press CTRL+S.
The Created date is system generated on saving the entry.

Access Overview Tab

The Access Overview tab shows a record of all branches set up in the CCT database, with a list displaying each user’s
access rights at each branch.

ERE O (@[
Branch | Consutart | Canned Remarks Commerts Access Overview ‘
RIRIDNE]
~
Aoency Branch Access Report Frintec
Branch Agency Branch Branch
Id Agency Marme Marme Defautt City
S0CE SOCED Rushoutters Bay Galileo Training Pty Limited =YD
akES SHE901 Darling Harbour Galilea Training Pty Limited YD
HaZ Ha201  Edgecliffe Galileo Training Pty Lid =YD
Branch
Consultant Id  Darling Harbour Edgeclitfe Rushcutters Bar
alan Horme Read Only Mo Role
albert Hotme Read Only ACCess
alicia Home Read Only
anastasia Access ACCess Home
rarnling Hrmge |
< | >

If the records for a Branch cover multiple pages, use the arrows at the top of the screen to move through this record, or
the Print icon to print the record.
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Exiting Branch and Setup Screens

When you are logged on as Supervisor, only the Branch and Setup screens can be viewed and edited.
To carry out other functions such as creating Table entries, exit CrossCheck Travel and log on with normal User Id and
Password.

Upon exiting from the Branch Setup screen, the following prompt is displayed.

X

\?f) Do wou wish ko save changes

[ Mo ] [ Cancel

Click Yes, No or Cancel as required. This prompt will not be displayed if you have been continually saving changes in
this application.

\?r) You are logged in as supervisar,
-

Clasing the branch will exit the applicatian.

Conkinue?

[ Yes [& [ Mo

Select Yes to exit, or No to return to the Branch or Setup screens.
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Tables

Tables contain the codes needed to complete many fields in the CrossCheck Travel screens. There is one set of
Tables for the entire network.

The Table data is displayed in the List-Search screens and it is possible to add, delete or amend information as required
through the Table Maintenance windows.

All codes in each table must contain a full and accurate description, as this description is often used in document
production. In these cases, the system reads the code on the file then prints the code description on the document.

The Bank Accounts, Service Types and Narratives tables are new to CCT Enterprise. The Hotel Chain table has
been included in the table menu but is not in use. Many tables have an improved layout and include an extra field for the
Service Code.

Only new table in CCT Enterprise or tables with new fields have been included in this guide.

To open the Table Maintenance screens DO NOT use the supervisor login. Access to these tables is through the
normal CrossCheck Travel User Id and Password.
From the Menu bar, select Tools, then Tables and then the table required.

Transaction Search  Shift+F11

5

egment Defaults. .. Supplier...
Consultant, .. Hokel Chain
Change my password ity Codes...
) CUFFENCY. ..
Cptions. . Country/Consulate. .,
Suburbs. ..
Biling Period. ..
Credit Card...

Zustom Codes. ..
Taxes,..

Zashbook Accounts. .,
Marketing Codes., ..
Bank Accounts., ..
Service Tvpes...
Marrative, .

Fees...

Tables can be opened for the Table Maintenance button from the Search screen.
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New Code table items with CCT Enterprise are Office Locations, and Order Method. The method required to create
new items in unchanged from previous versions of CCT.

Code Table Maintenance

Filter Search
L ADDR_TYPE | Coce;
COffice Locations -
Crder Method L tiom

Phone Tvpe
o Reason Code

The Office Location is recorded on the Branch tab in the Supervisor settings.

Branch

Branch code:

IATA M 02-3 9993 9 |
Licence Mir: 2749999
Pzeudo City:
Branch Default City Code; =D
Enhanced finerary:
Lacation: =YD
herchant I | . |

The Trip tab includes a field where the Order Method can be recorded.
@Trip l

Passengers
Wi Booking Mame

FAIORGMING MR

Summary

Departure Date; 151 202006 Consuttant: Trip Status;
Ticketing Date: 1.1 242008 Destination: BJS | Region:

Trip Keywords: | |

Group Mame: | | !
ttir. Summary: HBAMELHK GBS HKGS Y DMELHBA | Mar

24 Hour Time?: Biaoking File: :|

Crdered by |.-'3-.Iin:e Mg | Crder Method; ?I
|

Trip Fare Glunte:|
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Supplier Table

The Maintain Supplier has two new fields
o Active
o Service Code

— Details

Supplier Id: iNT TRFRE= Service Type: IM-MiscellaneuL TI

Matme: 'NTEHNATIONAL TRAMSFERS Service Code: ITH -

FE Fetry
Sales Code: I "I Active: v Property Mum; I M Miscellaneous

ABN; | AEM Ext: | GDS m

Defaults

Creditat: I "I Camm. %:I 2,00 Owerride:
Comm Armt: I F0.00 J

e Supplier | Delete | Addressesﬂ:‘hnnes...l Save | I, I Cancel

The Active box defaults as ticked meaning that this supplier will be available for selection in any fields connected to this
table. To deactivate a supplier, un-tick this box and save the change.
The Default Creditor does not have to be de-linked to be able to de-activate the Supplier.

The service code gives the consultant the chance to select a more accurate description of the service type provided and
will appear in the title section for each segment in the itinerary (depending on the itinerary style selected).

A specific Service Code can be selected for a Supplier by highlighting the service code required from the scroll attached
to this field and clicking on the Save button. When an itinerary is printed using this suppler the service code selected will
be included not the service type. E.g. the itinerary would include the heading of Transfer segment not Miscellaneous
segment.

These codes are created in the Service Type Table.
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Service Types Table

The Service Type table is new to CCT Enterprise and the default is for access to be by the Manager group only.
Select Tables from the Menu bar and then the Service Types table.

eeT Service Types f‘>__<|
Type Service Name Display Showy an Default o
Crrler tinetaries  Commision Rate
H  Hotel B | service Codes Cancel
| Inzurance .0
Mizcelaneous
Foreign Currency ol - _ e
) L " 2 Delete
S Cruize 0
T Tour 0
U Surface 0
Vo Wisa fee 1.0
W e 0
¥ A Taxi 1.0 3
™
Service Type # Field Showe | Reguired Input Label tinerary Lakel
@-Foreign Currenc 13 |Departure |:| Departure Departure
G-Foreign Currenc 14 | Arrival |:| Arrival Arrival
@-Foreign Currenc) 15 |Departure City |:| City City
G-Foreign Currenc 16 | Arrival City [ |city City
@-Foreign Currenc 17 |Mumber of Units |:| Mumber of Units Murmber of Units
G-Foreign Currenc) 18 |Duration |:| Duration Duration

This screen will open with information displayed in the lower part of the window relating to the highlighted item in the
upper section.
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Creating a New Service Type

1. Click on the New button and a new line will appear after the existing entries.

cet Service Types FXI
Type Service Mame Display Shaow on Defaut )
Cirder tineraries  Commizion Rate
| Insurance .0 [ Service Cades | Cancel
M hlizcellaneous o
2 Foreign Currency IFl n
R Rl 0
S Cruize 0 [ Service Codes [ Delete
T Taour 0 | Service Cades
U Surface o
Y isa fee 10
W ik B
X Air Taxi 10
! I 0 —
bt
2. Enter a logical Type code; alpha or numeric.
3. Enter the Service Name.
4. Enter a Display Order. This could be alpha or numeric. Numeric items appear before alpha when the service
types appear in selection fields.
5. Tick the Show on itineraries box if this service type is to appear in the itinerary.
6. Enter a Default Commission Rate which is sourced from the Quick Trip screen.
7. Click on the Service Codes button and select from the displayed entries. A Service Code is automatically

created to match the Service Type for the newly created entry. Click on this line and click OK in this window.

cc1 Service Codes

Service Type Service Code Service |

Z-Transter Transter

[ Tew ][ Delete ] OK ] [ Cancel

8. Click OK to save your entry and exit the table.
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Adding Service Codes

All Segments will print the Service Code selected in the Segment creation window in the itinerary. Service Codes can
be added to all segment types in this table.

Select Tables from the Menu bar and then the Service Types table.

Doubile click on the Service Type you wish to expand by adding more Service Codes.

Click on the Service Codes button adjacent to the Service Type required.

The Service Codes window will open with a code matching the Service Type already created.

hd

Mizcellaneous

et Service Codes

Service Type Service Code Service

M-hizcelaneous ] Mizcellaneaus

Click on the New button to open a new line.

ee1 Service Codes [’X |
Service Type Service Code Service |
hil-hiscellaneous 1 Wiscellaneous
M-Miscellaneous ErrYy| Ferry
M-Miscellaneous Trfr Transfer
e [Xl [ Delete Ok ] [ Zancel

Complete the Service Code and Service fields
Click on OK to save the entry and close this window.
Click OK in the Service Type window to save any changes and exit this table.
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Completing Other Areas in the Service Code Table

Highlight the Service Type in the upper section of the screen to display the selected items for itinerary inclusion in the
lower part of the screen.

et Service Types [zl
Type Service Mame Display Showy on Dietautt ~
Oreler tineraries  Commision Rate
Co Car 0 [ Service Codes | Camea
D Down a
F Flight 10
& Glenc 0
H Hatel - Delete
I Insurance 0 | Service Codes
0 | Service Codes

L Luggage Asszistance

<]

Faoreign Currency |:| a =
R Rai Ol 0 | Service Codes
S Cruise 0 | Service Codes
b
Service Type # Field Showy | Reqguired Input Label tinerary Label
M-mMizcellaneous 210 Departure |:| Departure Departure
M-hMizcelaneous 209 | Arrival |:| Arrival Arrival
M-Mizcellaneous 208 Departure City |:| City City
h-Miscellaneous (207 Arrival City [ (city City
M-mMizcelaneous 206 Mumber of Units |:| Mumber of Units Mumber of Units
M-mMiscelaneous 205 Duration Eﬂ\\g |:| Duration Duration

If you do not want a field to appear in the itinerary for a particular Service Type , untick the Show box in the lower
section of this screen. E.g. a Miscellaneous sector for a transfer service might not require the Duration field.

You cannot take the ticks off the system generate standard Service types i.e. downloaded flight/car/hotel sectors, etc.
Newly created Service types can have the tick removed.

Modify the lower section for any Service Types and click OK to save the changes and exit from the table.
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Select Tables from the Menu bar and then the Service Types table
Alter the table as required
Click on the OK button to save the change and exit the table

cet Service Types

Type Service Mame Displary Show on Default A
Order tinetaries  Commision Rate

0

I Insurance

Select Tables from the Menu bar and then the Service Types table
Click on the Service Type required

Click on the Delete button

Click on the OK button to save the change and exit the table

ee1 Service Types

H

Type Service Mame Dizplay Showy on Default 8 1
Order tineraries  Cammision Rste

i} a I [ Cancel l
1 Tranzaction Fee 04 |:| ]
2 Merchant Fee 03 ] 0 | Service Codes
3 Amendment Fee 0 O 0 | Service Codes |
5 Management Fee 05 O 0 [ Service Codes I Dielete I\_,_I
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Narrative Table

Select Tables from the Menu bar and then the Narrative table. This window will initially be blank so that the System
Administrator can enter Narratives suitable to their business. Once Narratives have been created they will be displayed
in this table in alphabetical order.

Filter
Code Service Type Sales Code Reguired ]
Reguired Recommended Optional
Dretails
Code Service Type Sales Code Feguired I "
HFLEXI - DOMESTIC NZ F International () Required ) Recommended (%) Optional
Air Mewy Zealand Domestic Flexi Saver Fare Conditions
This is a refundable airfare on unused travel only. Changes are permitted to the same booking class free of charge. Travel may be
upgraded ta the next fare type with paymernt of the fare differential.
IMTL T*L IMFC International () Required () Recommended () Optional
IMPORTAMT INTERMATICMNAL TRAWEL IMFORMATICM
A valid passport with & minimum of 6 months walidity beyond your intended stay is reguired for this journey . If ather than an
Aystralian or New Zealand passport a re-entry permit will be necessary. Please check the name in your Passport exactly matches
KSMART - DOMESTIC NI F International ) Required () Recommended (%) Optional
Air Mewy Zealand Domestic Smart Saver Fare Conditions
This is a non-refundable sirfare. Changes are not permitted within 24 hours of departure. Any changes within 24 hours of
departure will reguire a newy ticket purchase. There is no requirement for 24 hour period between time of change and time of new
flight.
KoL F Domestic ) Required () Recommended () Optional
Thiz fare iz available for purchase within Australia only when travel is in combination with a separate international ticket Changes
to the ticketed itinerary are permitted st any time withowut penatty, subject to W class availabilty Unused coupons are fully
refundable.
LR21M F Domestic ) Reouired () Recommended (%) Ogtionial s’
QK l [ Cancel

To add a new item

e Press the Ctrl+N keys
e Enter a code for your new narrative.
e Completing the Service Type and Sales Code fields is optional.

If a service type is selected, this narrative will only display if that particular service type is present in the itinerary. e.g. A

Narrative for Virgin flight conditions could have the Service Type of Flight and Sales Code of Domestic attached.

Dretailz
Code Service Type Sales Code Required M.

GLOoBALX F Irternational 'C} Reguired
<type or paste narrative text here=
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Under the Required heading, select the relevant category by clicking on one of the following radio buttons:

Required Narratives: this text will display in the Prepare Itinerary screen along with an asterix (*) meaning that the
user cannot be deselected.

Recommended Narratives: this text will display on Prepare Itinerary screen labeled as recommended for the user to
select.

Optional Narratives: this text will display on Prepare Itinerary screen for user to select if they wish.

Type or paste the Narrative required into the box below the radio buttons

GLOBALY F International ) Required ) Recommended (%) Optional

Ticket walid on Oneworld airlines only. Date changes permitted subject to same clazs availabilty. Routing changes after departure
permitted at & charge of USDM00.00 per re-izzue.  If the nesy routing exceeds the current maximum permitted mileage, the fare will
need to be re-calculsted from poirt of origin and a higher airfare will be charged it neceszary. Cancellstion after departure wil
require fare assessment by the airline less travel used. Further condtions apply.

Click OK button to save the new narrative and exit this window.

To delete a Narrative, highlight the code you wish to delete then press the CTRL+D keys or from the Menu bar select
the File heading then Delete.

Click OK at the confirmation to delete prompt, and then click OK in the Narrative table window.

Sl Delete N ti
Ticket valid on Star Alianc £:ale Narrative
depatture permitted at a o ileage, the
fare will need to be re-cald .\__?\/ Ok ko delete USA PASSPORT "Effective 26 June 2005 any passenger from ..." | after ticket
izzue and prior to departu ed.
US4 PASSPORT ; 7 onal
. | K i l Cancel
Effective 26 June 2005 an eadable

pazsport with which 1o erferee e ———

Wachine-readable passports have a sequence of lines that can be swiped by U5, Customs and Border Protection (CBP) officers

|

Ok ] ’ Cancel

Please see the ltinerary section in the Trip chapter to view an example of Narrative inclusion
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Bank Accounts Table

This item will only appear on the Tables submenu for the Managers group and allows for the creation of multiple bank
accounts.

Before a bank account can be created in the Cashbook, the bank account details must be set up in this table. The
Travel account is automatically set up in CCT.

=1 Bank Accounts

Bank Account Id Bank Branch Account Number Type Enett ECM |
TRAVELSKX901 Westpac Banking Corporation 100 Pitt Street Syvdney 032 352 130359 TRAVEL
TRAVELSOCEDT Westpac Banking Corparation Edgeclifie 034 439 359455

To create a new bank account click on Tools/Tables/Bank Accounts

Click on the New button at the bottom of the screen to create an account and enter the following:

e Bank Account ID.

This is a unique identifier for this account. This field cannot be more that 12 characters. It is advisable to make the first
character represent the type of account, followed by a code which identifies the agency. E.g. TravelSYD, TravelBNE.

Bank where the account exists.
Branch or suburb where the account exists.
Account number

L]
L]
[ ]
o Select the account Type. There are two types of accounts to choose from:

Choose this category for the GL Travel Account. You can create multiple bank accounts going to this one account.

This category can be used for any other bank accounts that are not related to the Travel account e.g. a general bank
account.

As Creditors are shared by all Branches the eNett Customer Numbers for each Bank Account must be associated to
the applicable Bank Account in this table.

Add the eNett Customer Number even if only one bank account is used for all Branches. This will ensure that money is
transfer from the correct bank account for the branch(es) for this payment.
Click on OK to Save the changes and exit this screen.

Once a bank account has been created and linked to an agency it CANNOT be DELETED. It can only be deleted
if it has not been linked to a branch.

CCT Enterprise Account Management Reference Guide Page: 50
© Galileo Southern Cross — February 2007



Galileo <o

by Travelport

MyCCT

The MyCCT area has new functionality as well as modifications to existing tools to accommodate multi-branching.

}‘?I My CCT Splash
e Mty Files
7 Trips
= 2 Clients
}3' Search...
% Search Results
(] Accessed Today by Me
[] Recently accessed by me
[1 Recently modified
T Wiith Important Motes
C1 Wy Departing Clients
C1 Al Departing Clients
Darling Harbour
Rushcutters Bay
Edgecliffe
W& Crediors
ﬂ Debtors
& Cashbook
Reportz
i Action temsz
i'-, Important Motes
] cther

My Files is a new item in MyCCT and My Active Trips, and Depart next Month are new folders under the Trip folder.
The Other folder has new sub-folder to assist with location identification.

Trip, Client and Debtor and Action Items folders are now grouped by branch.

Trip and Client Search windows include branch selection and other new fields and have new action buttons.

Refresh: All MyCCT areas except Reports and Splash can be updated by right clicking and selecting the Refresh
function.
- ETh Trips
}D Search...
% Search Rezults
] Accessed Today by M
@l Recently ¥ me
CI My Active Trips m
1 Wiith Important Motes
7 Departs this Month
£7 Departs Mext Morth
'CD Guotes
[ Sales by firm date

Please refer to the Client Management guide for detail.
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Trip File

Opening Trip Files

Trip Files can be accessed using the Trip File icon on the standard CCT toolbar or using the MyCCT pre-set or Trip
search folders.

i

Trip

Trip Files can only be opened and changes or additions made when the branch status is Home or Access. A file can be
opened when the branch status is Read Only, but no changes or additions can be made. Files from Branches with the
No Role status will not appear.

Branch Identity

When a new Trip file is created a Trip file code, and the users Home Branch will be attached.

i Trip - SA1605060001

|51 BOS0E0001 O @Darling Harbaur

The yellow key icon will display the Branch where the file has been created and cannot be altered. As previously
described this can only be changed by User Groups who have the applicable security rights.

This Agency key determines
1. Which branch the trip file will appear under on the Outstanding Balances report (regardless of transaction
origin.)

2. The default branch displayed when starting a new accounting transaction. This branch assignment can be
changed if the user has security access to do so.

The Agency Key should only be changed when either:
o the balance of the Trip is 0.00
e or there are no transactions

Other Trip File Changes

The Trip file has three new tabs as well as additions to some fields under existing tabs.
The new tabs are Docs and Overview. Details about the new tabs have been included later in this section.

' Trip - ¥DSIGE240706

IVDSJGBE4D?DE _I 2410372007 SIM HEALY ISHARMUSMME

i Trip |@Segments | *e Fees | ¢ _Jouokes | %= Docs | 2 Clients | MW Freq Flyer | [ Accounting | %l HE | \yl

& Rushcutkers Bay
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Trip Tab
The new fields on the Trip tab are listed in the table below.
Trip Keywords: Istudent fare |
Group Mame: Cultural Exchange | Cost Centre: | |
ftin. Summary: tS‘r‘D.fSCL.fS‘r‘D | Marketing Code: }epeat |
24 Hour Time?: Booking File: W| g ViewTrip. com Trip Type: |Leisure W |
Ordered by: Ethel | Creler Metho: Order Ma: | |

Trip Fare Guote; 2300.00 |

. This is a free text area. Trips can be retrieved by this field, and it is not overwritten with a
Trip Keywords
download.
Ordered by Enter the name of the person making the booking, as it may not be the passenger.
Order Method Enter the way this booking was received — e.g. email, fax etc.
Trip Fare Quote Enter the total amount quoted.
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Duplicate Trip

The Duplicate Trip function is a time saving feature allowing users to copy some of the Trip file details into a new file.

Items copied are Segments, Quotes, User Comments and the following items from the Summary section of the Trip
tab; Destination, Departure Date, Region, Trip status, Order Number, Marketing Code, Number of passengers and Cost
Centre.

Items not copied are the phone address and Trip Keyword fields, information stored in the Client, Frequent Flyer and
Accounting tabs, Host Comments, Transit and SSR/Meal items and the contents of the Fee and Document tabs.

Click on the Duplicate Trip button to activate this process.

i Trip - ZQYBDQ1 70506

| ZGVEDE1 TOS06 O

Darling Harbour

| @Trip |@Segments ” ",:éFees " C;)Quntes " %\Ducs ” ﬁclients " '%‘Q Freq Flver ” E.ﬁ.ccnunting ”E"

ko

plicate

A dialogue box will ask you to confirm this action — click on Yes to proceed.

Duplicate Trip X

‘:f) Create new tripls) based on Z0YBDO 1 FOS067
-

Trip details, segments, quotes and Fees will be copied.

| ves %[ No
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A duplicate Trip will be automatically created and Saved with the same Branch identity as the original file.

Enter the names for the new file in the Duplicate Trip window. Click on the New button to create additional names lines
or use the Delete button if you need to remove a name.

=er Duplicate Trip

Booking Mame |
TAMOKOILASHITA M3 |
TAMOKOIADAM M| |

(%) One trip for al
{:!' one trip per passenger

[ ey ] [ Delete ] [ K. ] [ Cancel

Select how you would like the new files created by choosing from:
e One Trip for all
e One Trip per passenger

Click on the appropriate radio button, and click OK.

When One Trip per Passenger has been selected, multiple files will be created at the same time and be open behind
the original file.

The new trips will be listed at the top of the MyCCT area and can be Accessed from there, or by clicking on any part of
the actual Trip window which is visible.

L3 7] 541705060004 i Trip - SA1705060004

[ M 541705060003

[ & zowBDE 70508 SA170S060004 E]| Darling Harbour
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A prompt will be displayed to remind you to review the quotes. Click OK at the prompt, and review the quote.

If the number of passengers in the new Trip file differs to that of the original the Segments and Quotes will have
adjusted to the new number of passengers accordingly. A reminder prompt will also be automatically displayed to alter
the consultant to check that the detail is correct

=t Duplicate Trip

Booking Mame
TAMOKOILASHITA MS |
TAMOKOIADAM MR

Duplicate Trip

() One trip for sl
@ one trip per passenger

[ ey ] [ Delete ] L 1K ] [Caru:el

All Quotes will need to be thoroughly checked and especially hotel quotes in case there is a need to amend the number
of rooms. Fees may also need to be altered from the Total to Per Person or visa versa.
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There is no re-booking process in this functionality. The user must re-book all segments and should then update the
Status code and enter a Booking Reference
The segments will duplicate the Source code from the original booking, and the Status of L meaning Local.

If a Trip is duplicated and you have not booked and confirmed Services with Suppliers, it is recommended that Action
Items and Important Notes are used to set reminders and prompts to follow up confirmation

laﬁfzgmfznts
Service Dep Depart Dep Arr Artival A Booking Sou
Mhar . Type Supplier | City Date Time City Date Time  |Status Reference rce
1| F [Flighit LLE] =D 10032007 17:.05BKK | 10032007 22200 L =
2| F [Flight TG Brk | 15032007 23201550 | 190352007 12200 L e

The Comments and Overview tabs record that the new file was created using the Duplication process.

SA170S060003 TAMOKCOLASHITA M= Sandra
Sat 10 Mar 2007 Bangkok
Current - not finalised SYDVBKESYD

5

zandra 170552006 03.05 J“J Thiz trip was duplicated from ZoWBDE1 70206 on 17 -May-2005

COverview

* A copied file can be recopied to create another file. The Comments field and Overview tab will store cross reference
to both copied files.

o A Trip without segments and quotes can also be duplicated.

e Two existing Trip files cannot be copied into one new Trip.

¢ You cannot duplicate a Trip file in a branch where you have Read-Only status.
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Itineraries

Text can be added to an itinerary in a multiple ways in CCT Enterprise as listed below. The itinerary on the next page
illustrates the location of these entries in the Itinerary document.

Prefix & Suffix’s Security settings The entire network Blue
Standard Text CCT from the icon on the MyCCT toolbar The entire network Pink
Narratives Tables and selected in individual itineraries The entire network Green
Trip Text in each individual itinerary The open itinerary only Red

All itineraries will open in which ever default style has been selected in the supervisor settings whether they have been
opened from the W button within the Trip file or by selecting Itinerary from the Document heading on the Menu bar.
Both opening methods result in the Prepare Itinerary window being displayed.

i’ Trip - ¥S66RC160506 =10l x|

[v=sERC1B0505 | 31110/2007 BJS ENSTEIMETHELMRS fg| Rushcutters Bay Hl

1 Trip |®Segments | *L Fees | T ouokes | %% Docs | M Clients | @E‘%’Freq Flver | [ Accounting | %l

Docurnenks

Fax...
Visa Letter...

Hotel Youcher. ..
Car Moucher, ..
Cther Segment Youcher, ..

Ciuokation @ b I N02007 BJS EINSTERETHELMRES ‘al Rushcutters Bay
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Galileo Training Pty Limited
100 Bridge Street
PYRMONT NSW 2009
Tel: 02 93914777 Fax: 02 93914555

International passengers please make yourself available at the check-in desk approximately 3 hours prior to
your departure. Domestic passengers please make yourself available at the check-in desk approximately 1
hour prior to your departure.

Luggage allowances vary between airlines. To avoid excess charges please check your documentation.
Please advise details of your airline membership at the time of booking.

Seat allocations can be done on request or at time of flight re confirmation.

ITINERARY

ITINERARY ESPECIALLY PREPARED FOR ETHEL and BARNEY EINSTEIN

DATE OF ISSUE 21 August 2006 OUR REFERENCE VS66RC 160506
CONSULTANT Glenda Spencer-Burridge

Please check all aspects of this itinerary and give me a call if you need clarification of any items

CONFIRMED FLIGHT SINGAPORE AIRLINES SQ 222

31 Oct 06 Tue Check in at Sydney Terminal 1 Booking Reference VS66RC
31 Oct 06 Tue Depart Sydney 17:00 Economy/Coach
31 Oct 06 Tue Arrive Singapore 21:55 Non-stop

Total Journey Time 7hrs 55mins
Vegetarian meals have been requested for Barney on all flights.

CONFIRMED FLIGHT SINGAPORE AIRLINES SQ 221

29 Nov 06 Wed Check in at Singapore Terminal 2 Booking Reference VS66RC
29 Nov 06 Wed Depart Singapore 20:40 Economy/Coach
30 Nov 06 Thu Arrive Sydney 07:15 Non-stop

Total Journey Time 7hrs 35mins

ARRIVAL DOCUMENTS

For international flights, when required, arrival documents will be handed to you at check in or distributed by cabin crew
during the flight. For arrival at an Australian international airport you will receive a Passenger Card that you will need to
complete ready for presentation with your passport at passport control.

PASSPORT

All passengers require a passport for international travel, regardless of destination. Your passport must be valid for 6
months past the duration of your journey. If you are not holding an Australian passport please advise your travel
consultant immediately as additional visas may be necessary for other passport holders.

When you depart from Australia you will need to present your passport and boarding pass to immigration and customs.

Airline Reference Airline
M8SUBD Singapore Airlines

We wish you healthy and happy travels and look forward to hearing about them on your return.

This itinerary is compiled from current schedules and is subject to change without notice. It is therefore
essential to reconfirm all flights at least 72 hours prior to your departure. Failure to do so could result in the
cancellation of your flights.
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The Prepare Itinerary window has three tabs

o Narratives
o Trip Text
e Segments

The Prepare Itinerary window will open at the Narrative tab.

cer Prepare Itinerary for GLZ103060001

4 O Trip Text | B3 Segmerts |

[~ Select &l [~ Domestic v Irternstional

Code Text sTsic 4

Narratives

Narratives are commonly used remarks applying to either international or domestic itineraries.
There are three types of Narratives created by the Supervisor in the Narrative table. These are:

Required Narratives: this text will display in the Prepare Itinerary screen along with an asterix (*) meaning that user
cannot deselect that narrative.

Recommended Narratives: this text will display on Prepare Itinerary screen along with an asterix (*) but the user can
deselect this narrative.

Optional Narratives: this text will display on Prepare Itinerary screen for user to select if they wish.

Narratives selected for an itinerary will apply only to that Trip file and will appear on all itineraries produced in that Trip
file. The Narratives can be amended as required.
The process of selecting Narratives must be repeated for each Trip file.
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The Narrative tab will open with the Required Narratives at the top as indicated by the tick and the asterisk.

=T Prepare Itinerary for GL 2205060007

[=select &1 [ ] Domestic International

Code Text SITSIC
v ustomers should ensure they have checked in by the time recommended by the sirline for each sector.
[+] *CHECK IM Cust howld they h hecked in by the ti ded by the airline fi h zect

If you do not check in by the check-in deadline you will not be able to travel on the flight. Depending on your fare condtions, a
failure to check-in on time may alzo result in:

the loss of the fare. You will need to make a new booking and pay for a new ticket it you wish to travel, or
the payment of a change fee plus any difference between the fare for your newy booking and the original fare.

Other Narratives will be listed after the Required Narratives and can be viewed by using the scroll bar. Select any other
Recommended or Optional Narratives by ticking the box next to the Code for the items required then click on the
Save button.

=t Prepare ltine.ary for, GL 220506000 F

B varratives T Trip Text | (B8 Segments

|:| Seleci@l D Domestic International

Codle Text SIT SIS &

|:| ARRIVAL DOCUMENFor international flights, when reguired, artival documents will be handed to you at check in or distributed by cabin cress during
the: flight. For arrival at an Australian internationsal irport you will receive & Passenger Card that yvou will need to complete ready
for presentation with your passport st passport control

*PASSPORT All paszengers require a passport for international travel, regardless of destination, valid during the duration of yaour trip.
When you depart from Australia you will need to present your passport and boarding pass to immigration and customs.
When you arrive in Australia you will need to present your passport and a completed Passenger Card to passport contral.

If you have not already applied for your passpart, arrange this well in advance of your departure date. Always check that yaur
paszsport is valid. Some countries demand that passparts be valid for a cedain length of time beyond your visit.

E-TICKET ID» If you have an e-ticket and are traveling domestically within Australia (flights GF400 and shove), you are reguired to produce
photographic identification st check in. If you do not have any form of photographic idertification contact your nearest Cartas
office.

* are required natratives and cannot be deselected w

(o) (o=

All Narratives will be displayed at the bottom of the itinerary and are headed with the selected Narrative Code.
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Trip Text Tab

Click on the Trip Text tab to view any items already transposed from the Standard Text button. Type in any additional
Header or Footer text required and click on the Save button.

eer Prepare Itinerary for GL2 108060001
Bl Marratives [ Trip Text | (%3 Segments |

Standard Header

Please check all aspects of this tinerary and give me a call if vou need clarification of any items|

Standard Footer
e wish you healthy and happy travels and ook forward to hearing about them on your return.

Segment Tab

Click on the Segment tab and tick the items to be included in this itinerary and click on the Save button.

cer Prepare Itinerary for GLZ 108060001

B Marratives | O) Trip Text (%3 Segmerts

v Select Al

Depart Arrive
¥ Flight 31 Ock 2007 17:00 Swdney 31 Oct 2007 Singapore
[+ Flight 29 Moy 2007 20:40 Singapare 30 Moy 2007 Sydney
|_ Insurance 31 Ock 2007 Sydney 04 Dec 2007

Click on the OK button at the bottom of the Prepare Itinerary window to generate the itinerary.
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Segment Changes

The changes in Trip Segments are

¢ all segments have a new field called Service Code

» the Hotel Segment has the addition of a Cancellation Policy field
* Importance of completing the Booking Reference field

Service Codes

Each Segment has the addition of a Service Code field which will print on the itinerary if selected to do so in the tables.
This allows the user to be more specific in the description of some segments. E.g. instead of the segment title of Flight it
might be Chartered Flight.

Each segment will have a Service Code identical to the Service Type as well as any additions Service Codes added in
the table by the Supervisor.

After entering the Supplier Code, tab to the Service Code field and select from the scroll attached to this field.
Complete all other fields in the segment screen as required.

et Miscellaneous Segment E'
kbt 3 Suppliet: Service Code: | Transfer ; Booking Date: ﬁEJ‘EISJ‘EEIEIE CIricgir; D
Departure FE FEI{@
Date: 30072007 | City: N&N | Tirme: [M Miscellaneous  must L |
Arrival nits: 2|
Date: BOM7E2007 | Ciby: CST | Time: nce: TRFR 567

lia Segments |

Setvice Dep Depart Dep At Atrival At Booking Sou
Mkt Type Supplier | City Date Titme: City Date Time |Status Reference rce
1| F [Flight FJ SYD | 2072007 131 0|RAMN EZMMDT 1885 L &
2 H Hotel H* SUY | 220072007 0072007 L HY 763 L
| 3iM MizcellaneoulFl) [MAK | 30007s2007) | 41:000 L |[TRFR 567 L
4 H Hotel YHA, CST 30072007 Fi0gs2o007 1200 L L
5 F [Fligght P SUY A 200852007 OE:Q0jpAN | 1 20852007 025 L [E]
B H Hotel H* SUY A 0i0Es2007 1000 120852007 oS00 L L
7| M Mizcellaneou|FLI S0y 200852007 05:00/s0y | 120802007 0515 L |TRFR 451 L
& F [Flight FJ MAM | 20082007 09:00/S%D | 120802007 1225 L G

The Service Code selected in the Segment window will be printed on the itinerary. Service Codes can be added to all
segment types.
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ITINERARY
ITINERARY ESPECIALLY PREPARED FOR
EIMSTEIWETHEL MRS
EINSTEINEARMEY MR
DATE OF I55UE 24 nay Z006 OUR REFERENCE GLzZ0S060007
COMSULTANT Sandra Delaney
Check all datails in wour tinerany and discuss any changes required with me as soon a5 possible.
Please advize if you wishtotadoe wour own dive equipment as [ will need to advise A vanugy.
FLIGHT &IRFACIFIC LIMITED FJ 310
22 Jul 07 Sun Checl in & Sydney Terminal 1
22 Jul 07 Sun Oepart  Swdney 13:10 Bconomyf Coach
22 Jul 07 Sun Arrive Hadi 12:55 Mon-stop
Tatal Joumey Time 3hrs 45mins
HOTEL HYATT
Booking Reference HY T3
22 Jul 07 Sun Check in
30 Jul 07 o Check Out
Hy=tt
Suua
12 Lagonn Fd
Tel 096363543 7G0 Faw 096367604355
2 nights accommadation - 1- Deluxe Roomis) 1 Queen Size Bad
P
@NS‘-FEH I TOURISM BUREAL
Baaking Refarence TRFR 567
30 Jul 07 vban g@gL 10:00
30 Jul OF hidan astaway 11:00
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Hotel Segments

The Hotel Segment has a new field for the cancellation policy. This policy will print on the Itinerary, the Quote, the
Statement of Account and the Hotel Voucher. Hotel segment which are downloaded from Galileo will include the
cancellation policy when there is a policy applicable to the rate confirmed.

eer Hotel Segment rﬁ|
Mlor: 2 Supplier: Service Code: Biooking Date: 26072005 Oiggir: D

Check in Mumber of Might=: El
Date: 14A 02006 | City: [CHS | Time: is00 | Statuis:
Check out tumber of Rooms: El
Crate: Time: [11:00 Biooking Reference;
Hotel Details
Rootm Type: Room Rate: Rate Currency: Prop. Mbr: |:|
Hatel Marme; H\;aﬂ Cairnz | Tax: | |
Street: h3 Morth Rd | Suburk: k:airns |
State: Postoode: |:| Courtry: [Sustralia |
Phone; 073 56667592 | Fax; 073 565307576 |
Member Mot | | FF mer: pF 15632430 | Gtee: | |
ec:1yTe ol Ts Pl O might penalty for cancellstions v ! |
Host Addhﬂ |
Created Comments |

2400552005 Ealcnnv room reguested

I QK l [ Cancel

This field will be transposed into the Hotel Voucher window and onto the document.

Hotel Mame: |2, Hyatk Cairns w |
Hotel Details
Hokel Mame: Hyatt Cairns |
Street: [13 North Rd | accom Type: Deluxe Room{s) 1 Double Bed |
Confirmation Mumber: HY 461
Suburb: [Cairns | —Payment Method ———
State: (3 all Charges Back to Agency
Postcode:| |
1 Woucher Walue:
Country: Bustralia |
() Other: | |
—Phone
073 58667592 | Fax:[073 565307876 || rRate
Dates 170.00)  Currency:
(Check In: [14/10/2006 | Check Out: 17/ 1002006 ‘ FlE
ancellation Policy
{one night penalty For cancellations within 7 days of check-in . |
]

87

O ]l Cancel ]
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The Booking Reference field in every Segment that will be paid using eNett must be completed.

This Booking Reference is carried through to the ticket or cheque requisition and then to eNett. This reference is critical

in the identification of each booking included in a payment file.

et Tour Segment

Supplier:

Commencement

Mhr: 3 Biooking Date

Zervice Code:

Mumber of Days

CCT Enterprise Account Management Reference Guide
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Visa Production

Click on the Documents heading on the Menu bar and select Visa letter to open a window relating to the segments in
the open Trip file.

=7 Visa Letter X
—Country —Trip Details
Uapan | g:tp:ﬂure 5 242005 |

Conzultant: handra |

rHames

TABETITIM MR Purpose; Tourism |

—Travel Details

L 0.4 J ’ Cancel

Complete the Country, Departure Date and Purpose fields.
Highlight the relevant segments in the Travel Details area and click on OK.
A Document Preview window will then be displayed.

=r Document Preview

Dear SinMadam
Please find enclosed the completed wisa application(s) and passport(s) for the following passengers.

Passenger Naime  TABETTIM MRO
oo

Purpose of Visit Tourism

Departure Date 06 Dec 2008
Service Travel Details Date Depart Date Arvive Depart or Arrive
of Check In of Check Out  Hotel City City
FlightO Japandir Lines 51420 06 Dec: 06 07 Dec 06 Cairns0 TokyoO
O0Hotel DD¥mperial Hotel, Tokyo 06 Dec 05 15 Dec 06 O0Tokyo (ala]
OOFkight OOJapandir Lines 5141 22 Dec 06 23 Dec 06 O0Tekyo OO0Cakns ~
< >
Save s [ et | [ wed Q{J [ cocel |

Click on the Word button at the bottom of the Document Preview window to convert the file into a Word document or
click the Save As or Print buttons.
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The visa letter will then open in Word where it can be printed or saved.

Galileo Training Pty Limited
Trading As Galileo Travel Dacling Harhony
100 Bridge Street
PYRMONT NSW 2009

Australia
Tel 02 93914777 Fax 02 93914555

Email. supporti@galilec.com
ABM: 99959 599 999999 Lcence Mo 2TA9999

17 May 2006

Attention; Consulate General of Japan

1.4 Lake Dhive

Canberra ACT 2601

Dear Sinkadarm

Please find enclosed the completed visa applicationis) and passport(s) for the following passenoers.
Passenger Name TABET/TIM mME

Purpose of Visit  Tourism

Departure Date 06 Dec 2006

Service Travel Detaids Date Depart Date Arive Depator Arrive
Flicsht Japandir Lines 5142 06 Dec 0 07 Dec 06 Cairnz Takyn
Hatel Imperial Hotel, Tokyo 05 Dec 05 152 Dec 06 Takyo

Flicht Japsndir Lines 5141 22 Dec 06 23 Dec 06 Takya LAl

[ trust that this information is sufficient for the issuance of the vigafe). Should you reguire any further information,
please do not hesitate to contact me.

Yours Faithfully
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New Trip File Tabs

The Docs and Overview tab are new to CCT Enterprise.

i’ Trip - ¥DSIG8240706

IVDSJGBZ4D?DE _I 240352007 i HEAL Y SSHAMUSME Rushcutters Bay

i Trip |@Segments | *e Fees | ¢ _Jouokes | %= Docs | 2 Clients | MW Freq Flyer | [ Accounting | %l HE | \_lr)l

Docs Tab

The Document tab provides a record of all documents issued for a Trip file. Each item is automatically stamped with
the date and time of creation and the consultant ID. The re-issue of a document does not override a previously stored

item e.g. an itinerary.
All documents are still issued in the normal way. This tab is a record area only.

7 Trip - SA1605060007 M=

541605060007 O Darling Harbour

i Trip @Segments %2 Fees | £ GQuotes | Qﬁnﬂlf[i |ﬂ_clients %’Freq Flver | [ Accounting R Hﬂ ,!‘.;

Conzultart Createcd Cocument Media bocuments Location

sandra 18i05/2006 10:20 AMReceipt CCT  [ERO00042645 ROOO042645 200.00

sandra 180302006 10:19 AMSOA Segment RTF  qflcProgram Fil .. MTie0a seqmentSA1 0505000706051 51019 i
sandra 180552006 10:15 Ahvoucher Hotel RTF | qflC\Program Fil ... woucher hotelSA1 805060007 05051 5101 5.
sandra 170372006 04:34 PM ftinerary RTF  |glC Program Fil ... OCUMENTStin S&1 605060007 05051 71 6534 rtf
sandra 17i05/2006 04:16 PM ftinerary RTF  lC Program Fil ... OCUMENTSWin 541605060007 05051 71 61 6.r1f
sandra 17i05/2006 0352 PM ftinerary RTF  flC Program Fil ... OCUMENTSWIn 541605060007 05051 71 552 1

Reprinting Documents

Any item under this tab can be opened by clicking on the hyperlink in the Location column and reprinted if required.
The reprinted copy will keep the original Home branch and Created in branch even if theses items have been altered.
There is one exception; the Itinerary, which will alter these items to match the present users access rights. This means
that the Itinerary letterhead on a reprinted Itinerary will be that of the logged in users Home branch.
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Deleting a Document
Any non-accountable document can be deleted from this tab by clicking on the line you wish to delete, to highlight it and

then press the CTRL+D keys.

‘ Qﬁ Docs |
Conzultant Created Documert hedlia Location
glendazh 240172008 04:31 PM oucher Cther RTF  |@ < Program Fil ... woucher otherGLOSOS0S0001 0601 241 631 rif
glendazh 240172006 04:26 PM oucher Hotel RTF @< Program Fil ... woucher hotelGLOS0S050001 DE01 241 526 rif
glendash | 25/11/2005 02:51 PM Rinerary RTF  @lCProgram Fil ... OCUMENTS\tin GLOBOS0S0001 0511251 451 rtf

I

glendazh 2501 1/2005 12:32 PM Rinerary RTF  @lCPragram Fil ... OCUMENTS in GLOS0S0S0001 0511 251 232 1
michelle | 22411,2005 02:09 PM Kinerary RTF @l Pragram Fil .. QCUMENTS in_GLOS0S0S0001 0511 221 409 1
glendazh (71,2005 10:25 AW Rinerary RTF  s@lCProgram Fil ... OCUMENTS i GLOS0S0S0001 0511071 025 1
glendazh  4411/2005 09:35 AM S04 Segment RTF |l \Program Fil ... NT'sos seqmentGLOS0S050001 0511040935 it
glendazh 1241042005 12:06 P Receiat CCT  |[ESRO00035806 Statement 74 1000.00

The prompt below explains the deletion. Click on OK to continue at this prompt and on the one which follows.

Delete Itinerary from disk &l

i ] Whilst you can delete this document From disk, an entry will be kept here For hiskory,
C:\Program Files\GalileosouthernCrossiCrassCheckTravelDOCUMENTS\THN_GLOSOS0S0001051 1251427 rtf

QO to delete from disk?

ok L\\U Cancel |

The line selected will change to black indicating that this item has been deleted from the storage file and the hyperlink to
the file has been removed.

| %{ Docs |
Conzultant Created Documernt Mz Location
glendash  24M01/2006 04:31 PM Woucher Cther RTF  lC\Program Fil ... woucher otherGLOS0S050001 0601 241 631 f
dendash 24012006 04:26 Ph Woucher Hotel RTF  flC.\Program Fil ... woucher hotelGLOS0S0S0001 0501241 626 +f
glendash (2301172003 02:51 P tinerary RTF QﬂCZIF‘rDDIram Fil ... QCUMEMTSitin GLOS0S030001 0511 251 451 +f
glendash (25011720035 02:27 P tinerary RTF QﬂCZIF‘ngram Fil ... OCUMENMTStin_GLOS0S050001 0511251 427 rf
glendash (2501172005 12:532 PM tinerary RTF lQ}'|C:'LF‘rDt:|rs|m Fil ... QCUMEMTSin GLOSOS050001 0511 251 232 rtf

When changes are made to segments and a new itinerary printed a new record is date stamped under the Document
tab. If a previous itinerary had been printed this is not over-written under the document tab, but stored as history.

If a quote is altered or deleted under the Quote tab it does not automatically update the copy stored under the
Document tab.
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Overview Tab

The Overview tab provides summary of all activities in the Trip file.

The upper section shown in blue includes the consultant name, the file status and an itinerary summary along with any
Booking reference numbers taken from the Trip tab.

The lower section contains User and Host Comments and all accounting transactions on this file. Every entry has
the user name, date and time attached, and symbols to assist in identifying the type of entry. e.g. “g” shows an entry has
been downloaded.

& Trip @Segments % Fees | Cquotes || %/Docs | M Clients | % Freq Flver | ¥ Accounting R | J,i |
LTITDC1 11105 BERRY AL ARMNME Alan h
LTITDO Mon 19 Jun 2006 Loz Angeles

Current - not finalised ORDVDENL AR MHMNLISYD
3 Flight U& ORD DEM Confikmed, Car ZT DEM Confirmedd, Hotel Fr DEM Confibmed, Flight L2,

DEM L&X Confirmed, Car ZR LAX Confirmed, Hotel Y LAY Confirmed, Flight U& LAY HAML
Confirmed, Car ZD HML Confirmed, Hotel ULHML  Confirmed, Flight US, HML SYD Confirmed

alan 171720031214 @ Inwaice ABCO 531400
1214 CI BSP - 1A -F - -8514.00
alan 111172005 02:350 @ WLOC-LAMHITW2I03 0322

alan SA07 2005 02:50 @ %Y CTCH SYD 02 5300 2735

alan @ 16 Fr70934aRR19JUN CKL:PERMITTED UP TO GPM D&Y OF ARRPAL HOTEL TIME
alan @ 1G CY85E35ARR25JUM CHLPERMITTED UP TD 6PM DAY OF ARRIN AL HOTEL TIME
alan @ 16 24836 ARROGIUL CXLBY 1600 30JUNZ00E LOCAL PROPERTY TIME

Notes can be added to this tab by clicking on the Overview tab and pressing CTRL+N or by clicking on the New icon on
the toolbar. This is a free text screen. Type your note and click OK to save this addition.

& New Trip Note f5_<|

LTJTDO111105 Glendazh 111272005

Amended tineray approved by Beth st UA with no additional collection reguired

Cancel

Entries cannot be deleted from the Overview tab however if a User Comment is deleted under the Comment tab it will
also be removed from the Overview tab.
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Workflow Action Items Tab

Workflow action items are created in the same way as is previous versions of CCT with one exception. The time in the
Set Alarm area can only be altered by overtyping it and clicking on OK.

& Workflow - Action item! &l

Linked to:  TRIP GL13030:50002 e

Subject: }Call ghout schedule change for the flight from Harare |

Detal: Mr BARMEY EINZTEIN
Home 03 257395046

Pricrity: Marmal Priotity will alert recipient with 2 small
windowy on top of other applications and windows
Recipient: |glendash W
Set Alarm

0o (i) fase . |[z0we] (2000 ) (6] ]

[ Ok ] [ Cancel ]

Summary information about the Workflow Action item can be viewed under this tab.

When more than one Action item has been recorded under this tab, the details for any item can be viewed in the lower
section of the screen by clicking on the item required.

| @Trip ” @Segments " %Fees ” I:;:7‘Quolzes " QﬁDcu:s || ﬁclients || %”g' Freq Flyer " @.ﬁ.ccuunting "E|@|T«'|

Status Priarity Due Conzultant Description
| e 2 E 01205 1200 FPh glendaszhb k Ask Fac to provide a doctors letter for the insurance cowver
Completed 030805 900 &M lars Follow up Quote created 1/08/2005 11:19 AM
ftems: 1

Action kem Details

ew Description: ll‘-.sk Zac to provide a doctors letter for the insurance cover

Linked to: TRIP GL25070S0002 Wr ZAC HACKETT

Pricrity: rarmal Priority will aler Home 08 83947157 Mokile 0441 3730760
recipient with & small
w

Recipient: |glendssh wyincowy on top of ather
Alarmm: 01 205 * applications and windows

200 %
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Creating Transactions

The Agency key determines the default branch displayed when starting a new accounting transaction. This branch
assignment can be changed if the user has security access to do so.

The Trip Control account totals will reflect the transaction branch selection rather than Trip file Agency key.

" Trip - ¥D51G8240706

I‘-.-"DSJGEMEITEIE _I 240352007 Sk HEAL ¥ FSHARMUSME @ | Rushcutters Bay

#i Trip | (B Seqments | *L Fees | C I Cuokes | Sz Docs | M Clients | % FreqFlyer % Accounting

eer Mew Trip Account Transackion 5'

Select

Tranzaction:

AgEncy: |Rushcutters Bay % Cancel |

Before starting a transaction the following questions should be asked
1. Where is the users Home branch
2. Where is the branch bank account
3. Then — do you need to change the branch

Some branches might have the same bank accounts.
The possibilities are
1. Multiple branches — with a single bank account
2. Multiple branches — with a multiple bank accounts
3. Some branches sharing a bank account and others not

To create a new transaction from the Trip file’s Accounting tab, click the New icon on the standard toolbar or press the
Ctrl+N keys. The New Trip Account Transaction screen appears, providing a list of all transactions.

[ Accounting

=er Mewr Trip Account Transaction

Select

Transaction: [ |

adjustrnent 44,_'\%
“heque Requisition =
Credit Mote —
Credit Mote Quoke

Feelett Receipt

[nvoice

Invoice Quoke

Feceipk b

Cancel

IICl
=
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Click on the down arrow in the Transaction field and highlight your choice.
The Agency field only appears after the transaction type has been selected.

=er Mewr Trip Account Transaction

Select

Transaction: |Fecsipk v | 0K

Agency:  |Darling Harbour i Cancel

Rushcutkers Bay

End of Period reparts H
period. If wou do not ru
creating any more tran
inaccurate

The Agency field will default to the Trip files Home branch. However, this can be altered by choosing another branch
from the scroll attached to this field, if access right permit.

It is recommended that the ability to change the branch in the New Trip Account Transaction window be limited to high
end users who will only use this to fix an incorrect trip transaction entry and who will be aware of the repercussions
on the reporting if such a transaction takes place.

Reversing Transaction

When a transaction is reversed the Branch identity will default to the Home branch of the user who reversed the
transaction.
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Cheque Requisition CRC

The Cheque Requisition has a new type: CRC for Refund of Payment to Creditor by cheque.

This type of Cheque Requisition is used when a refund is being processed when the original payment to the Creditor
was by cheque. It was not paid by Credit card direct to the Creditor i.e. a QCC. A Creditor paid from their return
statement (monthly, fortnightly or weekly) would have a refund transaction recorded in CCT using this CRC type.

The following cheque requisition codes show the applicable reversal type codes
CQC reversal code type = CRC QCC reversal code type = RCC

ee1 Cheque Requisition g|
(%) Create Mew () Create from Guate Type: [CRC v |  Conzuttant glendash | osT Mo %] TranxDates 4202005
Issue Details CQC  Payment ko Creditor by Cheque
Service: Supplier: EDWN | Credtor{QCC  Payment to Creditor where Fullfpart payment is by credit card
Date: | 11122005 | Sales Code: RCC  Refund of part full/part credit card payment
Refund of Payment to Creditor by Cheque
Fare Uther k
Fare: 4,650,000
Fees Cancellation Fees Fare Details
Mar Cotnim: 00 Agert:| 00| Supplier: | o0l FareBasi=: | |  Remark jncludes refunde
Commissions Taxes Requisition Totals
Discounts % Amourt o Tax ' ~ Commission Total excl. inc. GST
% Amaurit Fare:| 12.00 58180 Code| Amount |GST|Ststus % | Amourt [ 4gs0oo|  4g80.00
[ o0 00| Temes: | 0og [ | oo ([ Jood  ooo Refund
| odf .00l | agsooo| 468000
Total 561 60 et
e T m [ 411840 [ 411540
Marketing Code: 0o 0.00
Hames Segments [l =hioe &1
EINSTEIN/ETHEL Type | Supplier |Depart Date| Depart City | Arrive City | Status | Flight# | Insurance| Fare Basis |Fare Amour
= seil e LRI ] SRR LTI el el B 4
1 HK A0
< | >
Prirt GET Payment Custam 0K ][ Cancel
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The Ticket Requisition has new Ticket Types to cater for Nett Remit tickets paid for with the passenger’s Credit card.

These ticket types should only be used for airlines that accept Credit Card as Form of Payment on Net Remit Tickets

through BSP.

These codes are

{E} Creste Meswy {} Create from Cuote Type: |[MREC % | Consultant Elenda GET bt Tranx Date: |1_
Izsue Details CCF Ticket/MPD With Full or Partial CCCF Form of Payment ”~
Service:; F-Fliéht | Supplier; @F | Creditor|CRF Refund Ticket with Full o Partial CCCF Form of Payment
Date: Zales Code: Biilling MPD  Mulki Purpose Docurnent
MNET B3P Met Remit Ticket
Fare MRR  Refund B3P Met Remit CCCF
Fare: BESP MNet Remit CCCF k
RFT  Refund Ticket Mon CCCF Payment Type
EEes sncslinlipnires RNT  Refund BSP Met Rernit Ticket
R TEX Ticket in Exchange
e TKT Ticket Mon CCCF Pavment Tvpe
formmins0ns YDT  Void Ticket v
Discounts g ST Tax Commizsion | Total excl.

This code is used when CCCF BSP tickets need to be recorded at nett fare levels. The CCCF Tickets entered
must be completed using the Nett fare levels. You MUST enter the relevant Nett Remit Code.

This code is used to refund a CCCF BSP tickets recorded at nett fare levels.
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The NRC code is not automatically created on download.
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On download an Unconfirmed Ticket Requisition will be created with the Type code of CCF. The Type code must be
changed to NRC. The Actual Selling Fare is not downloaded, so the figures must be adjusted in the Ticket requisition.

eer Ticket - Darling Harbour - T40669 (Unconfirmed) ﬁl
% Create Mew ' Create from Guote Type: |NRC vl Consultant: l’nichelle GET: |Nl:| ;l Tranx Date: EJD?QDDB
—lssue Details — Ticket Details
Service: IF-FIigm 'I Supplier: EF Creditor: ESP Ticket Mir: b81 |32283833995 Conjunction: EQ?
Date:l 3072006 Sales Code: IIrrternati VI Billing: FE?DE hett Remit Code: F|042523A
—Fare —Hett Remnit
Fare: | 1264200 || | 13,016.98 Sel.  hett: 12,016.95 COCF Amount:| 13,016 .95
—Fees——— —Cancellation Fees —Fare Details
] Comm:l oo |7 Fare Basis: | Remark: ENE QF LaX LA
—Commissions —Taxes —Requisition Totals ———
— Discounts % Amaurt Tax Commission | = | Totalexcl. inc. GST
% Amaourt Fars:| 791 [ 1,00000) | code| Amourt |GsT|Status| % | Amourt | 13mess| 130ME88
tpoo | 0.00 Taxes: I 0.00 | [a0 3800 [ o0 000 || sl
suppl: [ 00 | noo| | B 1400 [ uRLy) 0o [ 0.00 ] 0.00
: A, 210 [ 0.00 0.00
Tatal: | 100000 | o 1670 [ 0.00 0.00 Mett
Suirs I—.DD |—.DD 208 [ 0.00 0.00 | 1,00000) | (1,00000)
Marketing Code: I 37495 oo x|
—Segments [~ Showe &l
Reverse Brint | GET | Payment | Zustom | OK I Cancel |
Trip Adjustments
If adjustments needs to be made the branch selected should reflect that of the transaction requiring adjustment.
Trip File Adjustments screen has a GL account for Commission.
Trip Adjustment - Seven Hills
From (Debity () ToicCredity (&) Consultart: glendask | Date: | 411172005 [
Tripp Code: (GL3110050001
Tyhe Code: |Cu:ummissiu:un V| Fram (Debit] Accaunt ld: |COr-.-1r-.-1ADJ :s:trnEent.
Amourt; | 00 GST: Mo |
Remark: | |
QK ] [ Cancel ]
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Accounting Tab

The Accounting tab lists all accounting transactions in relation to the open Trip file.

If a consultant is working only in their Home branch the accounting tab will display the same branch in both the Agency
and Created In columns.

The Created In field records the Users’ Home branch.
The Agency column shows where this transaction was created

Glenda [ Home is Darling Harbour

' Trip - GL1108060001 - |EI|5|
|GL1 103060001 _| 15172006 BJS RICCIUTOMACK MR T;‘l Datling Harbour | f,] | @l }Dl ﬁl
# Trip | (% Seqments | £ Fees | C JQuotes | %2 Docs | A Clients | W% Fron Flyer  [#% Accounting | < | @ | i) |

Diate AGENCy Tranx D Tranx Type Reference Statuzs| Inv Dehit Credit Created In
140872006 Darling Harbowr 000040936  Cho Reg CEC - CLASSO C M 2,000.00 Carling Harbaur
11082006 Darling Harbowr (000040934 Chy Reg CEC - CLASSO P M 200,00 Darling Harbour
140872006 Darling Harbour 000040935 Cho Reg CEC - HY C M 450,00 Carling Harbaur
11082006 Darling Harbowr (000040933 Chy Reg CEC - SERFEE [ M §8.00 Darling Harbour
RODO042951  [Receipt RODO042951 C S00.00|Darling Harkbour
14082006 Darling Harbowr  RO00042954  Receipt RO00042954 [ 32,624 12 Darling Harbour
TOOOD40749 | Ticket THT - COMNC C il 314612 Diatling Harkbour

TOOOD40748  |Ticket

21000 Darling Harbour
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The screen below and following table represent a network where all Agencies or Branches share one bank account.

7' Trip - GL2407060001 = |EI|£|
IGL24D?DEDDD1 | 09M3:2007 SIM CLOOMNEYIZAC MR @| Edgecliffe | Lol | @| §o | L\'
M Trip | (B segmerits | £ Fees | O Quakes | %, Docs | # Clients | % FreqFlyer [ Accounting | < | @ | Wi |
Date Agency Tranx 1D Tranx Type Reference Status | Inw Debit Credt Crested In
0712005 Edgecliffe S000030289 | Ref from Cred  Deposit 3927 B M 500,00 Darling Harbour
Glabe RO00042929 i 1000030445 C 500 .00\ Darling Harbaour
Edgecliffe RO00042925 it 42925 c | | | ooooo
Dariipg Hargody 2000040911 CQc - PERE P M S00.00 Crarling Harbaur
Created In This field records the

Shows the agency where this transaction was created. There are 3 possible scenarios:

1) The transaction agency (Agency column) will show in BOLD RED if the Agency is different
to the and the branch (the Create In column.)
e.g. Transaction agency =Glebe, Agency key = Edgecliffe, Users Home = Darling Harbour,

Agenc 2) If the transaction agency (Agency column) is the same as the branch (Create
gency In column) but different to the , the Agency column will show in RED.
e.g. Transaction agency=Darling Harbour, Users Home =Darling Harbour, Agency key =
Edgeciliffe
3) If the transaction agency (Agency column) is the same as the but different to
the branch (the Create In column), the Agency column will show in bold black.
e.g. Transaction agency= Edgecliffe, Agency key = Edgecliffe, Users Home = Darling Harbour.
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Trip Receipts and Branch Identification

If user receipts money for another branch the money should be banked into the branch the trip file belongs to, which is
identified by the Agency Key. The transaction Agency selected should be the same as the Agency key.

'VGRCHA110406 O | §| Dariing Harbour

| i Trip " (B Seqments || *e Fees 52 Docs

=t New Trip Account Transaction

E Accounting

A Clients Freq Flyer

I 0okes

Zelect

Transaction:

Agency: | Darling Harbour w |

Cancel

End of Period reports have nat been run for the previous
period. If you do not run End of Period reports betore
creating any more tranzactions then your reports may be
imnaccurate

This situation should only occur if the branches involved share the same bank account. We recommend sending a
Workflow Action Item be sent to the Manager if this scenario occurs as they may need to complete an Adjustment for
the purpose of accurate reporting.

When this scenario occurs the wording on the Receipt confirms that money was taken on behalf of another branch.

RECEIPT - RETAIL

Date of Issue 18 May 2006 Receipt R0O00042650

Received From ORLIC/MIKAELMR Copy

Booking Reference MFBK8Q1 80506 Date Printed 19 May 2006

Total Amount 250.00

Two hundred and fifty dollars only

Being For Deposit for Car Rental

|Money Collected at Rushcutters Bay on behalf of Darling Harbour |

Passenger Name(s) ORLIC/MIKAELMR

Payment Details

Cash $250.00
Payment Total $250.00

Issued By
Signed

Anastasia Tsikas
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Uploading and Multi-branches

A User can upload a Client File when the Branch Key is set as
The Users Home Branch
A Branch the User has Access rights to
A Branch the User has Read Only rights to

o 0 0 o

2. The Upload will use the MAR of the Branch the Client File has set in the Branch Access Key

When up loading a Client file from another Branch depending upon Galileo Branch Security one of following will occur:
e The MAR details will be the Branch the Client File has in it's Branch Access Key
e The MAR will not move and there will be no Agency Details

3. Itis recommended to un-tick MAR on the Upload Screen when the Branch in Client File Branch Access Key is
NOT the same as your Home Branch. After Upload and before you End Transaction manually Move the Mar into
the Booking File

It is imperative the correct MAR appears in the Booking File.

Changing the Home branch

The user can change their Home branch using the Set Home function, provided they have been given access to this
function by the CCT Supervisor under the Branch Security tab.

cer Crosscheck Travel

File Edit View Galleo Documents Reporks Tools  Window Help

oD = W $ £ =2 » @ T & D

Maw Open Fave Hast Upload Cliznt Trip Debrar Creditar Cashbook Help

g B T & = m =& g2 @ wm kB B i
St Home Save Az Add MyFiles Print Headers  Prink Previcw  Supplier Mew Fax  Tranx Scarch  Banking Splash... ‘tandard Text Alert BuickTrip

| Glenda [ Home is Darling Harbour - Access to Glebe - Read Only in Rushcukters Bay ]

To change the Home branch, click on the Set Home button on the MyCCT toolbar or select Set Home from the drop
down menu attached to File on the menu bar.

eer Set Home - glenda x|

Home: Agency I
|7 Darling Harkbour
Cancel
[ Gleke _l

The tick indicates the Home branch. To change the Home branch click on the box next to the branch required and click
on OK.
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Viewing Changes to the Home Branch

There are three ways to confirm the change to a different Home branch.

1. The title bar with the users name will reflect the change

Glenda [ Home is Glebe - Access to Darling Harbour - Read Only in Rushcutters Bay ]

2. Click on Consultant under Tools on the menu bar to open the Consultant Maintenance window.

eer Consultant Maintenance il

Conzuttant Id: Elenda Group: lsnru:u:unsurtant
Given Mame: E@H Active: @ Expire: I

Family Mame: Epencer-ﬁurridge Backdate Transactions: |7

Paosition: |

Remarks: |

Email Address: lglenda.spencer-burridge@galilen.u:u:um

Accounting Transaction Promgt: I;es Close File Promgt: I;es
Home Branch: I.‘-{.ﬂd "I

|’Message Prompts

Access Branch |d Agency Branch Mame City
ACCess kRS9 Darling Harkour  |(Galileo Training Pty Limited =D
Fead Only S0CE Fushcutters Bay |Galileo Training Pty Limited =D
Mo Role M Edgeclitfe Galileo Training Py Lid =D
Harme s Gleke Galilen Training Pty Limited =D

Printers... Delete (81,4 Cancel

3. The MyCCT Other, My Details folder will also verify this change.
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Branches with Read Only Status

A user can upload a file from a branch where they have Read Only rights. The file will take on the user's Home branch
MAR.

If a consultant has been made Inactive in the Supervisor settings their name will not appear in the Consultant field in
the Upload window for selection.

The consultants name will not appear if a they do not have access to the branch this file belongs to; e.g. a relief
consultant might be working with a full time consultant and the full time consultant has access to a particular branch and
has a file from this branch on the screen but cannot select the relief consultants name as they do not have access rights
to this branch.

T PreferencefUpload

Client: |ON|ESHA|:||:|1 E]|r-.-1r Sharmus CHIELL Consulkant: | Glenda Spencer-Burridoe [
Upload Details Glenda Spencer-Burridge

All Data MAR. Marme Home Address Busing Gr.lacie PV?F'EIC'
Helga Ho
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Downloading and Branch Settings

Booking files will download into the branch that is set as Home for the logged in user. A user can re-set their Home
branch to any branch with Access status, if they have been given the ability to do so.

A user cannot download into a Branch where they have Read Only and No Role status. A file uploaded from a Branch
with a Read Only status will download with the user's Home branch.

If a user had downloaded a booking file and another user with Read Only or No Role status for that branch tries to
download the same file, a warning prompt will be displayed and the action prevented.
To download, display the booking file in Viewpoint and click the Download icon on the Toolbar.

I)J&C m@ﬁs@“g‘.%’)

[Dowrload ko CCT Crl+Shift+2 |

If the user has access to multiple branches and this is the first download of a booking file, the CCT Branch Selection
screen will be displayed.

The Home branch appears by default, select OK to create the Trip in the Home Branch.
To create the Trip in another branch the desired branch is selected from the dropdown scroll then click OK.

If a user has access to one branch only (the users Home) this selection screen is not displayed, and the Trip is
automatically created in the Home branch.

CCT Branch Selection

Select the branch this trip will belong to:

When a booking file is downloaded containing a ticket the unconfirmed ticket requisition will automatically open
defaulting to Create New in the top left hand corner of the ticket Requisition.
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Redownloading

Galileo Record Locators are recycled therefore the CCT application could already hold a Trip file using the Record
Locator currently being downloaded. In this case, the download process performs an analysis using the segment dates,
passenger name and the Record Locator.

If the Galileo Record Locator (Reloc)* is currently not held within a CCT Trip File and assuming that the Booking File
contains all the necessary Passenger information, the download will complete successfully ending with this message
box:

M CCT Download Complete

Would you like to:

() Exit to Trip File?
(3 Return to Host?

Dowenload complete...

* The exception being PDQ (Past date) Bookings as explained later within these notes.

When a Galileo Record Locator (Reloc) is currently held within a CCT Booking File, the download of this Booking File is
known as a Redownload.

In a Redownload, CCT will process the Booking File in a different way to a new booking and the system responses will
be related to the individual circumstances of each booking.
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The most common situations involving the redownload of Booking Files are as follows:

a) The Booking File has been amended in Viewpoint with a standard change to the itinerary, passenger details or the
ticketing information. For example; change of flight, additional passengers, tickets issued, etc.

During the download the consultant will be prompted with a question to overwrite an existing file similar to the one
shown below.

CrossCheck Download r>_<|

Crverwrite Galilen seqments in Trip Code
' ‘™1 35v4210904 Booking File Mumber
1R

Cancel

Selecting OK will then update the existing Trip File with the latest information contained within the Booking File.

Selecting Cancel will prevent any updates to the existing Trip File from occurring.

Exceptions

Exceptions to the above process will occur when the following scenarios arise:

There has been a name change within the Booking File

The Galileo Reloc reference number has been previously assigned to a CCT file
The Booking File as already been downloaded ‘today’

Itis a PDQ (Past Date) Booking File being downloaded for the first time

Same record locator different passenger name

More than one Trip file in CCT with the same record locator

caRrwN=

The implications of these scenarios have been included in the Consultant guide.
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Documentation Changes

Address format

The address field carried through to the documents listed below will be shown with the company details first and not the
Clients name as shown below.

Galileo Southern Cross
P O Box 106151
Auckland

Attn: Fredrick Faulty

This address format change will apply to each of the following CCT documents.

Invoice

Invoice - Quote

Credit Note

Credit Note - Quote

Proforma Invoice - Tax Invoice
Proforma Invoice - Invoice - Quote
Proforma Credit Note - Tax Invoice
Proforma Credit Note - Invoice - Quote

Service fees

Service fees will appear as the last item(s) on all of the following documents:

Invoice(s)

Credit Note(s)
Proforma Invoice
Proforma Credit Note
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Debtors

When a Debtor is created in CCT it will be allocated with a unique code for the entire database. The Supervisor can

select which agencies are given access to each Debtor.
American Express and Diners are available to all branches within the network.

us Debtor - SEA _(al x| [
ISE.-'J-. __|5ea Sports Change Ell pl Iﬁ ;_\4 I
X

fftDebtor | #% preferences | ST S File ACEERS | 5 Comments | |
Details
Dektor Mame! [Sea Sports Change Ednecliffe EEN: ES 746 O7G 145
Contact: Jadam Thorpe Rushcutters Bay | B 146
Biank MName: I&NZ Datling Harbour

New Debtor

When a new Debtor is created it takes the Users’ Home branch. The Manager can then select which other Branches will
have access to this Debtor. Open the Agency key to and highlight the Branches who will have access to this a Debtor,
and save your selection by clicking on the Save button on the toolbar. Branches with Read Only and No Role rights are

not included in this list for selection.

The default setting under the Supervisor log in gives the ability to change the access rights to a Debtor file to the
Manager group only.

A User with Home or Access rights to a branch which is connected to the Debtor can open and action the file. A user
with Read Only rights will be able to view the file but not action it.

Only the Manager group can open the Agency Key, and select the Agency required in the New Debtor transaction
window.

The Debtor tab has a Location field which prints on documentation generated for this Debtor.
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Debtor Search

Users can search for another Debtor file by clicking on the Search button within the Debtor file to open a Search
window.

au Debtor - SEA IOl x|
|SEA _| Sea Sports Change EI k g Iﬁ ﬂ

T Debto il Sl X | [ |
_ Details  Enter Criteriz] Apply To: [debtor_rame |
Debtar W Selection: 5145
Caor D Mame Company Group D Agencies
Bank M [&CT ADY  ACTION ADWVEMTURES Rushcutters Bay Edgecliffe
Bre [AMEX American Express Diarling Harkbour E350
Loo |BEhAL BoWLIMG SUPPLIERS PTY Cratling Harbour
BRAIN Brairworks Drarling Harkbour

Highlight the Debtor required in the Search window and click on OK to open this Debtor file and close the file you have
open.

Debtor Statements

The Debtor Open Item and Balance Brought Forward Statements have a Save As button. They can be saved in
Excel and should be saved in Excel 5, as it provides the best formatting.
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Debtor Transactions

Invoices and Credit Notes posted to Debtors will be assigned to a particular branch at Trip transaction level.

Receipts, Refunds and Adjustments can only be assigned to one Branch per transaction.

This can cause complications with reporting, including the Debtor Trial Balance, Debtor Aged Trial Balance and
Account Trial Balance reports. It impacts the reported per branch totals of the Debtor Control and Travel (Bank) Account

per branch.

If reporting Debtors/Bank Balance per branch for Balance Sheet accounts is important, it is imperative that all branch-
related transactions be entered per branch.

If reporting Debtors/Bank Balance per branch for Balance sheet accounts is not important, the receipt could be
entered into the system under either branch

After the User selects the Transaction type the Agency filed will become available. The user will need to select the
Agency to match the transaction they are processing.

cer Mew Debtor Account Transaction 5'

Transaction: |Receipt |

Select

Agency:  |Darling Harbour Cancel |

Glebe

It is essential that if multiple bank accounts are in the database that a receipt is not entered into the database to ‘pay’
for invoices belonging to different branches linked to separate bank accounts.

If this mistake occurs the user should:
1. Create an adjustment for the amount paid to the other branch to indicate that the money has been received

by the other account.

2. Transfers money between bank accounts (if desired) to zero out the difference.

More detail about rectifying such an error has been included in the Cashbook section on this guide.
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Allocations

Select Allocation and then the Agency you wish to conduct this transaction for from the Agency field.

=T New Debtor Account Transaction

Zelect

Transaction: | Allocation [+

o]
Agency:  |Darling Harbour | Cancel |

Rushcutkers Bay

The Select a Transaction area of the Allocation screen will match the Agency selected for this transaction, so only
transactions created in the agency will be displayed in this upper section of the screen. If other Agencies have created
transactions for this Debtor they will not be displayed until that particular agency has been selected in the New Debtor
Account Transaction window.

The Select a Transaction area of the screen displays receipts or credit notes, which are either unallocated, or partially
allocated. Highlight the item to be allocated.

=er Allocation g|

Select a Transaction

Agency Tranx Id Armount Allocated

Darling Harbour

Allocation

RO00042529 Tran: Amounk: 114,95  Alocated: 114.86| Unallocated:

Transactions

Agency Date Tranz Id Armount Presviously Allocated Amount Allocation Outstanding
Allocated Thiz Receipt | Unallocated
Darling HarbyE/04/2006 1000030350 55539 55558 0.0 (0.00) 0.00 (0.00)
Darling Harb11/04/2006 1000030355 11485 0.00 114 85 0.00 0.00 0.00
Darling Harb:21,04/2006 1000030395 £,500.56 0.00 0.00 Gsonss| oo 500 56
Darling Harly 1000030399 872,28 0,00 0,00 grzz2al  oogf 87228
Rushcutters E13/05/2005 1000030402 183.76 0,00 0,00 1g376 ool 183.76

Auto Allocate ok | [ Cancel

The bottom half of the allocation screen with the title Transactions, will show all transactions outstanding for the
Debtor. The items relating to the Agency which has been selected from the New Debtor Account Transaction window
will be shown in bold.
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The Unallocate button allows for an error to be quickly and easily corrected. A user might have accidentally selected
the wrong file when matching the receipt.
To begin this process click on the Unallocate button in the bottom left corner of the Accounting summary screen.

o Debtor - MITSU

fmTsU [ itsu E £|
T Dettor | ¥ preferences |ﬂ"Cards | # Clients (% Accounting | B Custom Fields |%
Diate Agency Tran:x Id Tranx Type tetn Reference Status | Amourt | Dr
Cr
RO000 RO000

22M06/2006 Eduecliffe RODD042541 Receipt RO00042541 G 274.00|Cr
RO0O042840 |[Receipt RO0004 2540 (o 554 .00|Cr
21062006 Datling HatRODDO42857 | Receipt RO0004 2837 G S84.00|Cr
29/03/2006 Darling Han000030370  (Invaice MITSOT - MKYBNESYDVEN C 554 .00|0r
CO00030034 |Credit Mate Reversal 1000030335 (o 554 .00|Cr
000030369 (Invaice MITS01 - ADLSYDVADL-YE  C 818.00|0r
CO00030033 (Crecht Mote Reversal 10000303353 G 815.00|Cr
1000030365  (Invoice MITS01 - BMESYDVEME-SL  C S05.00|Dr
CO00030032 |Credt Mote Reversal 1000030337 G 808 .00|Cr
000030367 (Invaice MITS01 - FALLOMNBRUCEM © 424 00|D

Todal Debits: 106 659.21

Credits: 58,156.98

. Unallocate [: E

Balance: 18,472.23 DR,

The Unallocation window will open with the transactions which have allocation posted against them showing in the
upper part of the screen. Click on the item required to retrieve the allocation transaction in the lower part of the screen.

= Unallocation x|
—Selection a Transaction
Agency Tranx Date Consultant Tranx Type Tranx Id Amount Allocated
Darling Harbowr | 22/08/2006 [Glenda Spencer-Burridge [Receipt o RO00042955 302.00 30z.00
My
— Transactions
Agency Tranx Date Consultant I Tranx Type Tranx Id Amount Allocated
Ok Cancel
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i Unallocation x|
—Selection a Transaction
Agency Tranx Date Consuhtant Tranx Type Tranx Id Amount Allocated
Darling Harbour & [Glenda Spencer-Burridge [Rece

eceipk ROO0

— Transactions
Agency Tranx Date Consubtant | Tranx Type | Tranx Id Amount Allocated
Darling Harbour | 24/03/2006 |Karen Parterman annusnsm 392,00 302,00

Ik [: é Cancel |

Highlight the transaction required and click on OK. This receipt will now be available for another allocation.

\?/ Are wou sure that wou want o unallocate the selected transaction!

Zancel |

Click OK at this prompt to complete the Unallocation process.
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Creditors

There is one set of Creditors, and one set of Creditor ID codes for an entire network or database. The Creditor file
does not have an Agency key field and each transaction in a Creditor file will default to the User's Home branch unless
another branch is selected for that transaction.

Creditor - ADYW

|.&DW‘J [:]|ADVENTURE WWDIRL D
W Creditor | [FAccounting | Sicomments | [ |
Date Agency Tranx D Tranx Type Reference Status | Dehbit Credit CrestedIn ™
21 252005 Darling Harbour  MOO0034913  Payment Statement 262 = 44 55 Darling Harkbaour
Q000033210  (Chy Reg CoC - ADYAYY P 44 58 Datling Harbour
10/ 072005 Darling Harbour  MOO0034479  Payment Statement 251 = E36.50 Darling Harkbaour
QO00037493  (Cho Reg CoC - ADYAYY P E36 .50 Darling Harbour
Darling Harbour  (MOO0034217  Payment Statement 246 = Darling Harkbaour
QO0003707Y  (Chy Reqg CoC - ADYAYY P 283 80 Darling Harbour
SM09/2005 Rushcutters Bay MOOO034152  Payment Statement 42 S |235386.06 Rushcutters Bay
Q000037019 (Chy Req CRZ - ADVAY P 2 386 56 Rushcutters Bay

The Accounting summary screen will show the Branch where this transaction was created in the Agency column and
the User’'s Home branch under the Created In column. When a different branch to the User's Home branch has been
selected for a transaction, it will be displayed in Bold in the Agency column.

Creditor Search

Click on the Search button at the top of the Creditor file to open a Search window.
Highlight the Creditor required to open this file and to automatically close the file you have open.

Creditor - ABKENT

| ABIKENT ()| ABERCROMBIE & KENT

B Creditor cer Search
Details N .
= Enter Criteria: Apply To: LT
Creditor Nam || gl ||:redrtu:|r_name |
- Selection:
Billing Cyc
Paymert Metho E=liE ».

1CART CAR REMTAL PTY LTD
AAT KIMNGS
ABKENT ABERCROMEBIE & KENT
ACCOR, Accor Hotels

ADWA ADYEMTURE ASSOCIATES
AW ADYEMTURE WORLD

4B

Banking Detail
Bank Matr

Account Marre
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Creditor Tab

The Creditor tab has new items for selection from the Payment Method field and a new field to accommodate a new
payment method called Cyclical payment.

The Payment Method field should be completed to record the preferred method payment, either Cheque, Bulk Pay or
eNett.

7 Creditor - ESCAPE HOLS

IESC.&F‘E HOLS _I ESCAPE HOLIDAYS

& Creditor

[# Accounting |%Cnmments | H%l

— Details
Credtat Mame: ESC.&F‘E HOLIDAY S

Billirg Cycle: ﬁnne Active: |7 Cyclical: ﬁu:u
Payment Method: IM E% Cue inl T Days
AEM: I ABNExtension: I

— eHett Extract Use
" USE"ESCAPE HOLS"  Use Supplier " Use thiz Creditor: I

Selecting eNett (Galileo’s electronic payment system) means that you are choosing to upload payment requests from
CCT to the eNett website and to download and import payment details as received in emails from eNett. The import of
the eNett payment data will automatically create payment entries in CCT, therefore saving time and increasing the
accuracy of internet payment processing.

After eNett has been selected in the Payment Method field the eNett Extract Use fields will be displayed.
By ticking the required radio button you are selecting the way that Creditor or Supplier codes will be extracted into the
eNett Extraction file. You can choose from:

Selecting this option means that this Creditor code will be used in the extraction process. This is the most common
method and therefore the default setting.

This option might be selected when a single Creditor code in CCT caters for two different by allied travel companies.
E.g. Globus and Cosmos. The eNett Payment Extraction will use the Supplier code recorded in the Cheque or Ticket
Requisition.

After ticking this radio button a list of alternative Creditors will be displayed in the adjacent field. Select the required
Creditor. When Cheque or Ticket Requisitions are generated for payment through eNett the extraction file will be
updated to the nominated alternative Creditor.

Instructions for processing eNett payments are available on the Galileo support website.

Selecting Bulk Pay in the Payment Method field signifies the use of electronic payment system such as, eNett (but not
using the automatic upload/download functionality) Money Direct or tiastips. Selecting Bulk Pay means that the users
must still complete the electronic banking tasks separate to CCT. Ticking this option does not preclude payment by
Direct Debit or Cheque for this creditor it just enables this extra option.
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Paying a Creditor with the Cyclical option is a new feature to CrossCheck Travel.
To activate this Creditor for this method of payment select Yes in the Cyclical field and enter a number in the Due in
field, to indicate the number of days in which payment is required by this Creditor. Detail about new payment methods

has been included further on in this guide.

Creditor, - ASIAN
| ASIAN (]/ASIAN EXPLORER HOLIDAYS

WErEditur ||E.ﬁ.ccc|unting " 5 Camments || |

Details
Creditor Mame: 25140 EXPLORER HOLIDAYS |

Billirmg Cyele: Active: Cyclical:

Payment Methiod: k:heque | Due in

ABR: | ABMEgension:| |

Enter the Bank Name, Account Name, BSB and Account number if required.
Always enter a Mailing address as this will print on any Remittance advice generated for this Creditor.

After the Cyclical field has been saved as Yes, a new button to Process Cyclical Payments will be automatically
created. This button can only be accessed from within the Creditor file

Creditor - ASIAN

asian (3] /&S14N EXPLORER HOLIDAY'S ye:
@Ereditnr ‘ [B% Accounting " S Commerts ” | |ru:u:ess Cryclical F‘aymentsi
Details
Creditar Mame: @SIAN EXPLORER HOLIDAYS |
Billing Cycle: Active: Cyclical
Payment Method: k:heque | Due in Days
LB £B Extensian:
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Click on the + sign next to the Creditor icon in the MyCCT menu to see the new search folders. Every Creditor file with a
balance will appear in the All with Balance folder as well as in any other folders which match the preferred payment

method and cycles indicated on the Creditor tab.

Any Creditors can be opened from the Bulk Payment and eNett Creditor folders to begin these payment processes for

multiple Creditors.

%" Creditors
----- 7 alwith Balance

----- £ emett Creditors

----- ] Bulk Pay Creditars

----- C] weekly With Balance

----- £ Fortnightly With Balance
----- ] Monthly With Balance
----- ] tgency with Balance

The new Agency with Balance folder lists the balances for each Creditor as separate figures for each branch or agency.

<7 Apency with Balance - 27 listed

Creditor Id Creditor Id Creditor Creditor Adency Agency Billing
Matmne Balance Balance
I I Budget Rent-2-Car -39.50 Darling Hark -HM9a0nfa
CORAL CORAL CORAL SEAS TRAWEL -126.42 Darling Hark -126 42 nia
HERTZ HERTZ HERTZ -124.235 Darling Hark -12423nfa
SUML SUML SL HOLIDAYS -121 B8 Rushoutters -B012 nia
SUML SLML SL HOLIDAYS -121 .63 Darling Hark -61 .56 nfa
TAST T TASMANIA'S TEMPTATIONS -56.00 Darling Hark -56 00 nia
ESCAPE HOLS ESCAPEHOLE  ESCAPE HOLIDAYS 0.00 Ciarling Hark -335 40 nis
ESCAPE HOLS ESCAPEHOLE  ESCAPE HOLIDAYS 0.00 Rushcutters F35.40nda
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Creditor Transactions

Introduction

1. Tickets and Cheque Requisitions posted to Creditors will be assigned to a particular branch in the Trip
transaction.

2. When a Creditor Payment is made, the system will automatically assign the payment amount to each individual
branch. Multiple branches can be paid from one creditor payment transaction providing the payment is coming
from one bank account.

3. Receipts and Adjustments can only be assigned to ONE branch per transaction. This can cause
complications with reporting, including the Creditor Trial Balance, Creditor Aged Trial Balance and Account
Trial Balance reports. It impacts the reported per branch totals of the Creditor Control and Travel (Bank)
Account per branch.

4. If reporting Creditors/Bank Balance per branch for Balance Sheet accounts is important, it is imperative that
all branch-related transactions be entered per branch

If reporting Creditors/Bank Balance per branch for Balance sheet accounts is not important, the receipt could
be entered into the system under either transaction branch.
There are two new Creditor transactions in CCT Enterprise. These are Bulk Payment and eNett Payment Extract
which have been detailed later in this section.

Opening Creditor transactions

Most Creditor transactions are selected in the same way as in CCT 3.1. With CCT Enterprise, this selection process will
be followed by the new Agency field.

eer Mew Creditor Account Transaction

Select
Transaction: |Pavment 3 | Ok
Adjustrent
Bulk. Pavrment

_omrmission Receipt - Open Ikem
_ommission Receipk - Okher
eMett Payment Extract

Payment

The Agency field will only be displayed in the New Creditor Account Transaction window for the following transaction
types:

o Adjustment

e Commission Receipt-Open Item

e Commission Receipt-Other

o eNett Payment Extract
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The Agency or Branch will NOT be displayed in the New Creditor Account Transaction window for the following
transaction types:

e Approval
e Payment
Bulk Payment

eer Mew Creditor Account Transaction

Select

Transaction: |Commission Receipt - Open Them » | Ok

Cancel

Agency:  |Darling Harbour

Rushcukkers Bay

Select the Agency required and click on the OK button.
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Commission Receipt Open Item

When a branch is selected at the New Creditor Account Transaction window, you are selecting which branch you are
completing this transaction in, not the transactions you will be able to view.

The Commission Receipt Open Item screen will show transactions from all Agencies entered in the database with any
Access rights, including, Home, Access, Read Only and No Role.

A Receipt should only include multiple branches if the branches selected share one bank account

=er Commission Receipt (Open Item) - Darling Harbour

Commigsion Receipt - Open Rems Details

Creditor Id: Consuttant: =andra | Date: 19052006

De=cription: | |

Formis) of payment {1 of 1)

Type: |Direct Deposit v @E]E]@

Payer © QANTAS HOLIDAYS DOMESTIC | Add
Amount: | 168.11| Delete
T OS0EDE | Bark: 5t George | Branch: KozaRAH |

Transactions Select Al

Reference Ticket Mr Amournt
ters Bay

Jarling Harkbour

Selected: 16811 Aot EE9. 39

[ Show &l Print ok | [ gcance

Only one Commission Receipt Open Item will be recorded under the Accounting tab even if multiple branches were
selected in the Transaction area.
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Approvals

The Approval window will display transactions from all branches or agencies. Multiple branches can be paid from one
creditor payment transaction providing the payment is coming from one bank account.

Clicking on the Agency header sorts the transactions by Agency or Branch.

cer Approval

—Creditor Transactions
ADNAY Current .ﬁppravalﬁa Date Due: I
ADEMTURE WORLD Period: I Billing Cwcle: Eane
— Transactions
Date | T':.fpe| AgEncy Tran: Id Reference | Amorit | Period | Ticket Mr | Trip Balance [;
E30SI2006 G Fuzhcutters Bay QO00040697 KRSTEWSKIA ALEMTIMAMS 2 /790.00 -2R00 .00
e} Ruzhcoutters Bay QOQ0040700 SKAFELILSME 256500 0

1

07 05,2008

8] Glehe

0o 04
c0000409:20

MCDIARMEDICAMEROMJOHRMME
EPH MR

3,690.00
1

-4720.00

0
190072006 G Glehe Q000040908 YEOMEl FOMG MR -260.00 1]
O7/0852006 G Glebe Q000040918 SUKARMCISLZIE MS -340.00 0
Approved: 4 740.00 Arnourt: 20,045 00 Unapproved: 15,305.00 i
1| 3
Sart by
Select Al | ’71'? Date (" Ticket Mer K I Cancel |
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Payment

Prior to carrying out a Creditor Payment, the individual transactions which are to be paid must have been selected by
carrying out the approval procedure. Only Approved transactions will be displayed for payment.

Payment can come from multiple branches as one payment, PROVIDED the payment only comes from one bank
account for all branches.

And

Payment for an individual branch can only come from one account.

The Creditor Payment window will display transactions from all branches or agencies.
Click on the Agency header to sort the transactions by Agency or Branch.

eer Creditor Payments El
— Payment Details
Payment Type: Direct Debit Date: p22/08/2006
Reference: MD?SQEE Consultant: lglenda
Total Paymerit: S,000.00
Pay| Agency Reference Description CreditorPayee hame: Amourt

v Had0 EDTBEIEZ ED"-.-"ENTLIHE WIORLD 3,000.00

— Transactions

Creditar Agency Drate Type| TranxId Reference Amourt

A ] ! ] 2,140.00
AL Glebhe 19072006 QCC QOD0040905 SHARRADUSILA WS -260.00
Selected: 5,000,000 Amaourit; 4, 740,00

Ok I Cancel

When a Creditor Payment is made, the system will automatically assign the payment amount to each individual branch.
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After clicking OK a prompt will ask if you wish to print a remittance advice, click Yes or No as required.

Payment Remittance Prink El

2 Created payment transackion MOO0036334
\\r) Do wou want bo prink Remittance Advice now?

Yes Mo |

All transactions selected in a payment have the accounting status code automatically changed to P for paid.
The Reference field will show the detail of the Direct Debit or Cheque payments in the Payment summary line.

7 Creditor - ADYW -0l =
[0y | ADVENTURE WORLD ﬁ’| oy
® Creditor  [B¥ Accounting | <% Comments | i
Date Agency Tranx 1D Tranx Type Reference Status Debit Credit Crestec
ehe Payment Oty C 5,000.00 Glebe
F0E2006 Rushoutte JOODD30332  (Comm Rect 04 |Deposit 5531 B 27000 Rushcutters
Q000040924 |(Chg Reg 000030352 o 270.00 Fushcutiers
Edgechiff 2000040923  |[Chy Reg C 180,00 Rushcutters
Q000040922 |Chy Reg [ 180,00 Rushcutters
Q000040921 |(Chy Reg R - ALY C 4 140.00Rushcutters
Glebe (2000040920 |[Chy Reg C 340.00 Rushcutters
Q000040919 |/Chy Reg C 340.00 Rushcutters

Payment and Bulk Pay transactions will be displayed with a separate line and identification number for each branch, if
multiple branches using the same bank account have been included in the one payment.

7 Creditor - ADYW =]
D | ADVENTURE WORLD 2 | L\-l

% Creditor [ Accounting

5B Comments | @l

e | Agency | Tranx 1D | Tranx Type | Reference |9tatus| Dehit | Credit | Created Inl
172006 Glebe ADWY Chg Mo, endS4E67EE Drarling Harkour
Diarling Harkbour hAO000 : A0 Mo, 6 C Diarling Harkbour
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Bulk Pay

Bulk Pay has replaced ePayment. The functionality is the same; the name has been altered to avoid confusion with
eNett Payments. The Approval for Bulk Pay screen displays a list of all unpaid transactions for all Creditors allowing
Bulk Pay from all agencies or branches in the network.

Payment can come from multiple branches as one payment, PROVIDED the payment only comes from one bank
account for all branches.

And payment for an individual branch can only come from one account.

=t Approval for Bulk Payment b_(l
Creditor Agency Approved Amount | Total Amount | b ] Select Al
J Rushcutters Bay 1] 0

GMT Darling Harkbour 1] 1]

Show transactions approved earlier
v
Creditar Agency Drate Type  TranxId Reference Amourt Period Ticket MNhr Tripp Ba A

BSP Edgecliffe 19052006 MRR TOO0040510 RAFTER/LUKEMR £0.00 WW2006 1234885545
BEP Edgecliffe MRER TOOOD40508 KATOMGITA MS B4 .80 V2008 ETEE4SE485
BSP Edgecliffe MET TOOO040513 BEAMBARMEYMR 130.00 Vw2006 2274578067
BEP Edgecliffe MET TOOO040511 RAFTERLLKEMR 190.00 ¥w2008 235426526
BSP Edgecliffe MRC TOO0040509 RAFTERALLUKEMRE -60.00 w2006 1234666757

BZP Edpecliffe MRC TO00040:307 -64 80 Vw2006 7957946345
R e : TOOOD40514 g O/EDD u 79.80 4

Dearling Harbouwrd3/04/2006 TO00040321 HUMTSAMDRA MRS
Diatling Harbour21/04/2006 TO000404758 BERRY/TONYMR
Diarling Harkour 8/08/2004 Q000031245
| 0.o0
TOOOO: 0.o0 7
ToOo A TV MRS 0.00 Lp S
Approved: 1541317 Amourt; 00,530.45 Unspproved: 7511728 b

A
| »

Click on a column header to sort by that column. [ Save, cloze and pay later ] [ Proceed to Bulk Payment l

If a Creditor with a negative balance has been highlighted, the line is marked by the small yellow icon. If you proceed, a
warning prompt will be displayed and the payment cannot be completed.

=1 Approval for, Bulk Payment

Creditor Agency Approved Amount | Total Amount | L
Ji Rushcutters Bay ] ]

ST Darling Harbaur ] ]

£

Previously approved transactions can be viewed by ticking the Show transactions approved earlier box.
When multiple creditors for multiple branches have been paid a separate remittance advice will print for each when Yes
is selected at the Print prompt
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Cyclical Payments

Payment to Creditors can be recorded using a new method called Cyclical payment if this field has been selected as
Yes on the Creditor tab. It is an easy way to complete the Approval process for multiple transactions to a single
Creditor from one screen. Another main function of this screen is to approve and to create ADM's / ACM's where
applicable. The Payment of the items approved in the Cyclical window still needs to be completed in the normal
manner as it does for any other approval.

B Creditor l

Details
Creditor Wame: COVYERMORE INSURANCE |
Billing Cycle: Active:
Payment Method: 8]
aBM: [ | aBNEdensior:| | Remittance:

This procedure is carried out within each Creditor by clicking on the $ button. This button only becomes available on
the file after the Cyclical field has been set as Yes.

- Creditor, - COVERMORE

|COVERMORE j Covermare Insurance Services ‘ﬁj 2 ﬂ
R Creditor | 5 accounting ] S5 Comments ] iE ] [Process Cydical Paymerts|
Details
Creditor fame: k:overmore Insurance Services
Billing Cycle: p\_feekly Active; v Cyclical: qes

Clicking on this button will open a blank Cyclical Payments screen.

ee1 [COVER] Cyclical Payments

Supp.Code Ticket Mbr Ticketed Date  E5T WTC Arnount Ticket Met Amount  Svs Paysble CCCF Amt  Eiling Period
Coni Mbr Passenger Mame  Tramx Dske 55T Rate Toksl Tawes  Mormal Comm % Amk Pavable Skatus

0 entries awaiting to be processed To Approve: O
<

Transaction ErDm:|:JUfUUJ‘UUDD |LD|DUJ'UUJ‘UUUU | Retrieve

The screen is void of transactions until a date range is entered. The Transaction From/To fields are at the bottom of
the screen. Overtype these fields with the dates required and click on the Retrieve button.

|

CCT Enterprise Account Management Reference Guide Page: 105
© Galileo Southern Cross — February 2007



Galileo <o

by Travelport

Displaying data

All outstanding transactions for this date range in the current creditor will be retrieved.

cc1 [COVER] Cyclical Payments

Supp. Code

Ticket Mbr

Ticketed Date  &5T YMC Amount Ticket Met Amount  Sws Pavable ©CCF Aamt  Billing Period

2141

45652

4565352

70397

Te44311

4

Conj Mbr Passenger Mame
Agency, IATA: SKX901, 1111111 Ticket Type: TKT

WHONGEMING MR
SOCEDL, 2222222

EINSTEIM/ETHEL MRS 17/11[2005 10.00% ]
SKX901, 1111111  Ticket Type: TKT

ADAMS/HERMAM MR 17[11{2005 10.00%: [}
®BT01, 3333333

SPEMCER/MORTICA I 17112005 10.00% 0
SOCEDL, 2222222

CHIMILUCY M3, CHINS 17/11/2005 10.00% i

5 entries awaiting ko be processed

Tranx Date  G5T Rate Totsl Taxes  Mormal Comm % Amk Pavable  Stakus
Sales Code: International Service Type: I-Insurance  Supplier ID: COVER
17112005 M 340,00 1] 193.80 1] G

17112005 10.00% 0 43.000 | approve

Ticket Type: TKT Sales Code: International Service Type: I-Insurance  Supplier IC: COYER
17/11f2005 M BE5.00 i} 493.05 a

43,000 |:||:| Approve

Sales Code: International Servica Type: I-Insurance  Supplier ID: COYER
171112005 M 7FE0.00 i} 44460 u}

43,000 l:lD Approve

Ticket Type: TKT Sales Code: International Service Type: I-Insurance  Supplier ID: COYER
17112005 M 270,00 a0 153.90 1]

43,000 :llj Approve

Ticket Type: TKT Sales Code: International Service Type: I-Insurance  Supplier IC: COYER
171112005 M 520,00 i} 353.40 a z

43,000 |:||:| Approve

—

To Approve: O

Transaction Erom:|1?fllf2005 |LD|21;‘11I2DD5 | Retrieve

The dual columns (rows on top of one another) display the following

Supplier Code
Conj Number
Ticket Number
Passenger Name
Ticketed Date
Transaction Date
GST YNC

GST Rate
Amount

Total Taxes
Ticket Net Amount
Normal Comm %
SYS Payable
Amount Payable

CCCF Amount
Status

Billing Period
Trip Code

CCT Enterprise Account Management Reference Guide

Supplier code from the ticket or cheque requisition
Conjunction number of ticket

Ticket number entered on the ticket or cheque requisitions
Name associated with this transaction

Ticketed date

Date transaction was created

Whether GST applies (Y=Yes, N=No, C=Commission)
Rate of GST (10%)

Fare amount

Airline taxes entered on the Ticket Requisition

Net amount (if any)

Commission percentage taken by agent

Total amount payable by agency

If the amount payable does not match the Sys Payable amount displayed the correct
amount can be typed in this field

Amount charged to a credit card

Current transaction status

Billing period for the transaction

Trip file code /Tranx Id Unique CCT identification number
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Each transaction is sorted by Branch, followed by Ticket Type, Sales Code, Service Type and then Supplier. Columns
can also be sorted by clicking the column headers, the first click sorts the list in ascending order the second click, in

descending order.

Select any Creditor amounts to be paid.

Each Sys Payable amount has a small box marked Approve beside it.
Tick this box to Approve the transaction for payment. When the box is ticked, the Amount Payabile field will

automatically populate with the same figure as Sys Payable figure.

gys Pavable CCCF Amt  EBiling Period

At Payable Skatus
Type: I-Insurance  Supplier ID: COYER

193.50 ] e

493.05 0 e

When a transaction is to be approved but the amount posted is not equal to the amount payable, the original transaction
may be altered.

To alter a payment amount, do not click the Approve box. Instead, type the figure in the Amount Payable box and the
Approve box will then automatically populate with a tick after you tab out of the Amount Payable box.

Service Type: I-Insurance  Supplier ID: COYER
] 493.05 0

43,000 [] apprave

Once all required items have been entered, click the Approve button at the bottom of the screen.

S0CED1, 2222372 Ticket Type: TKT Sales Code: International Service Type: I-Insurance  Supplier ID: COYER
FE44311 17}11}z008 M 620,00 0 353.40 u} c
CHIMJLUCY M3, CHIMG 17/11/2005 10,00% 0 43,000 353,40 Approve: T

5 entries awaiting to be processed To Approve: 0

<

Trarsaction Erum:|17f11f2|305 |LD|23J'11J'2UU5 | Retrisve

CCT Enterprise Account Management Reference Guide Page: 107
© Galileo Southern Cross — February 2007



Galileo <o

by Travelport

The screen title does not change after the Approval button has been clicked but the status of each transaction will

change from Approve to Approved and Processed.

cc1 [COVER] Cyclical Payments

EEX

Ticket Mbr Ticketed Date  GST YMC Armnount Ticket Met Amount  Sys Payable  CCCF Amb  Biling/eriod Trip Coc
Passenger Mame — Tranx Date  GST Rate Total Taxes  Mormal Comm %% Amk Pavable Skatus Tranx I
n: SKX901, 1111111 Ticket Type: TKT Sales Code: International Service Type: I-Insurance  Supplier ID: COYER
2141 17/11/2005 N 340.00 u] 193.80 0 GLOZ 1105000
WONGMING MR 17112005 10.00% 0 43,000 Approveg & Processed TODOO36110
SOCEQL, 2222222 Ticket Type: TKT Sales Code: International Service Type: I-Insurance  Supplier ID: | OYER
455652 17/11/2005 N 865,00 u] 493.05 u] GLOS0E0S00C
EINSTEIM/ETHEL MRS 17/11/2005 10.00% 0 43.000 Approved & Processed TODOO36105
SKX901, 1111111 Ticket Type: TKT Sales Code: International Service Type: I-Insurance  Supplier ID: COYER

No further action is required in this window so you can close this screen.
This Approval action will change the status of all processed transactions under the Accounting tab to A for Approved.

\COVER (()|COVERMORE INSLURANCE

[

% Creditor | [ Accounting |%u:nmments

Date Agency Tranx ID Tranx Type Reference Status | Debit Credit Created In
TOOOD4051 7 A 15960 Darling Harbaour
Rushcutters BayTOOD040515  Ticket THT - COVER A 71 .25Rushcutters Bay
TOOOO40514  Ticket THT - COVER A 79.80 Rushcutters Bay
180552006 Darling Harbour TOOOO40505  Ticket TKT - COVER A 131 .10 Darling Harbaur

Any amounts which were altered as they did not match the Sys Payable amount will automatically post an ADM or ACM
entry (for the difference) from the Creditor to the original Trip file transaction. This is not an airline generated ADM or
ACM, the code is used for its accounting functionality only in this circumstance.

On Trip file
51905060004 Ol Datling Harbaur 2
T | Bseqments | B Fees | (JCuotes | B3 Docs | B clients | &% Freq Flver [#2 Accuunting-;| 4 H%l i
Date Agency Tranx IO Tranx Type Reference Statuz | Inv Debit Credit Createc
Drarling HaTOODO Ticket 1

The Cyclical tool completes the Approval process only. The consultant must still complete a Payment transaction in the
normal manner. When the Payment window is displayed all Approved transactions will be displayed including those
approved using the Cyclical tool and any others previously approved in the normal manner.

ACM and ADM Transactions created by the Cyclical Payments processing will be available to include in the
Payment.
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eNett Payables Integration

CrossCheck Travel now has the ability to upload payment instructions to the eNett website and to download & import
payment details as received in emails from eNett. The import of the eNett payment data will automatically create
payment entries in CCT, therefore saving time and increasing the accuracy of internet payment processing.

The steps required to upload and download data between CCT and eNett are briefly described below. A full description

of the instructions for integrating eNett with CCT is contained in the document titled Integrating eNett Payables with
CrossCheck Travel available from the Galileo Support web site:

Map your CCT creditor codes to the eNett Client Numbers (ECNs) on the eNett web site www.enett.com using your
administrator login and password.

Refer to the document titled Integrating eNett Payables with CrossCheck Travel available from the Galileo Support
web site to complete all set up steps in eNett.

you can print out a list of eNett registered suppliers/creditors with their ECNs from the Support link on the eNett home
page.

This screen shows the Creditor Codes and their matching eNett Client Numbers (ECNs).

Map Client Codes with the existing ECNs

Add ECN: |2DDDSD| |= %
ECH Company Hame Client Code

[ 200011 HARVEY™S CHOICE HOLIDAYS1 |HCH

[~ 200014 OCTOPUSTRAWEL |OCTOPLIS
[~ 20001 SUMLOWER HOLIDAYS |SL".Jr

[~ 200022 QANTAS HOLIDAYS - DOMESTIC |QFHOLS

|
|
|
|
[ 200026 TRAFALGAR TOURS ALUST PTY LTD |TRAF |
|
|
|
|

[T 200028 COMTIIHOLIDAYS |ctiki
[~ 200029 AAT KINGS TOURS PTY LTD AT
[ 200041 ANICRO [ANZCRO
[~ 200055 AUSTRALIAN PACIFIC TOURING |apT

Delete ECM fave Refrech List
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Open each of the Creditor files you will be paying via eNett and complete the following steps.

Select eNett in the Payment Method field.

After eNett has been selected the eNett CN field will be available. It is not necessary to populate this field as CCT will
do this for you when you import a file containing a payment to this creditor

Click on the Save icon on the tool bar or press CTRL + S to save these entries.

- Creditor - ES

Es x| EXTREME SPORTS

B Creditor

[# Accounting l%CDmments l H%I

Details
Creditor Mame: E}{TREME SPORTS
Billing Cycle: |Mone - Payment Type: [Tl ~ |

AN 12 047 867 572 Extension: eMett Ch: | %

Complete the Booking Reference field in every Segment that will be paid using eNett.
This field must be completed as this Reference is carried through to the ticket or cheque requisition and then to eNett.
This reference is critical in the identification of each booking included in a payment file.

et Miscellaneous Segment [Z|
Mir: 5 Supplier: Service Code: Biooking Diate: 111042008 Origin: L |
Departure
Date: 171002007 | City: WFA | Time: o0 | Status:
Arrival rurmber of Units: D
Date: 171002007 | City: WFA | Time: hg00 | Booking Reference: m

Create Cheque or Ticket Requisitions for eNett Payments in the same manner as for all other Creditor payments.
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Open any Creditor in CCT and click on the Accounting tab.

1. Select eNett Payment Extract in the New Creditor Account Transaction window.

eer Mew Creditor Account Transaction

Select
Tranzaction: |eMett Payment Extrack v | O
Adjustrent
Bulk. Payrment
Zarnrnission Receipk - Open Ikem
Commission Receipk - Okher

efMett Pavment Extract

A second window will be displayed to confirm the branch selection. Highlight the Agencies required and click OK.

2. Select the Agency for this transaction and click on OK.
« If you have one bank account and only one eNett account, select all branches.
¢ If you have separate eNett accounts for each branch you must select each branch individually and create a separate
extract for each.

BT rx |
eflett ECN Agencies |
200071 Darling Harkbaur
200032 Rushcutters Bay Edgecliffe

o

This selection will create the File for payments due today. This file will be created in the eNett Payables Out directory
on your local drive.

Refer to the document titled Integrating eNett Payables with CrossCheck Travel available from the Galileo Support
for details about sending the payment requests to eNett.

Go to www.enett.com and log on to your eNett account to upload the eNett Extract file to create the payments in
eNett. If you have more than one eNett account you will have to log on to each separately and import the correct file.
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eNett will reply to you by e-mail. Save the attached file to the folder on your local drive called eNett Payables In.

= O

I Payable In
i Receival:-le[%

Close all files in Cross Check Travel.

¢ Open File on the Menu bar and select eNett Imports and then eNett Payments to import the record of files paid in
eNett.

¢ All associated transactions in CCT will be automatically updated to the status of paid.

eer Crosscheck Travel

Edit  Wiew Galleo Documents

Mew. .. Chrl+1
QpeEn.., Chrl+0
Save Chrl+5
Delete Chrl+D
Configuration, ..

Daka Operations 4

eMett Payments. ..
FeeMett Receipts.. .
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BSP Auto Reconciliation — update to allow reconciliation of
ASCII Files

The BSP Reconciliation process allows for the reconciliation of BSP file types that have an extension of .ASC, (often
referred to as ‘S and T’ files). The ability to reconcile these file types is available to all agencies that ticket through BSP.

You may need to send a request to IATA BSP by email to cssyd@iata.orq for these files to be available on the BSP
Link Download page.

-Eliminated Fileg=-= =xDelete marked files<<

20/03/2006 16:25:54

Total Files Available : 0

File ¥ = IZ:IEItE.A File Type o Size ¥ * ' '

[There are no files available.

The Maintain Billing Periods table includes a new column called BSP Rec Id. The information entered in this field is
the header record on the BSP ASCII files.
The BSP auto reconciliation in CCT will not function unless these numbers have been entered.

For the 2006 calendar year, the listing of applicable BSP Rec Id’s has been supplied and implemented .In future years,
the BSP Rec Id’s will be supplied with CCT upgrades and/or these numbers can be manually entered.

F® Maintain Billing Periods x|
Filter
’7 ear: Im Type: I"Nsskry LI
Biling | First | Final | ‘ BSP | =
Period Id Period Date Period Date Rec id
m Man 02/01/2006 sun 0&8/01/2006 06012
WO206 Mon 09/01/2006 sSun 15/01/2008 05013
Wo306 Mon 15/01/2006 Sun 2201/2008 05014
o406 Man 23/01/2006 Sun 2%/01/2008 06021
WoS06 Men 30/01/2008 Sun 05/02/2008 08022 =
W06 Men 06/02/2008 Sun 12/02/2008 06023
WoT0s Men 13/02/2008 Sun 18/02/2008 06024
WoE0s Men 20/02/2008 Sun 28/02/2008 06031
Wos0s Men 27/02/2008 Sun 05/03/2008 06032
W1006 Mon 06/032006 Sun 12/03/2008 06033
W1106 Men 13/032006 Sun 18/03/2008 06034
W1206 Mon Z0/0342006 Sun 26/03/2008 06035
V1306 Man Z27/032006 sun 02/04/2006 06031
V140G Mon 03/04/2006 sun 08/04/2006 06042
V1506 Man 10/04/2006 sun 16042006 06043
V1606 Man 17/04/2006 Sun 23042006 06044 =
New ID Deleie Ok I Cancel
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BSP Processing

The actual BSP Reconciliation processes in CCT remain the same but the instructions for using this function have been
updated as follows

o downloading the IATA report using BSPIlink and importing it into CCT
e using the normal Creditor Approval and Payment method

Go to the IATA BSP Web site at www.bsplink.iata.org.
Complete the User Id and Password screen

INTERHATIONAL AIR TRANSPORT ASSOCIATIO!

i,
. -ter
WELCOME TO BSPlink 1ATA

IS0 COUNTRY CODE |AU

‘rom the list below IENGLISH 'I

Enter your login ||
Enter your password I Continue |

Open the Download Files page and select the latest BSP file available. A File Download screen will display a warning.

File Download
| Some files can harm paur computer. [F the file infarmation belaw
- [ooks sugpicious, o you do nob fully tust the source, do not open ar
zave thiz file.

File name: ...katement A3CII Billing. zip
File type;  Compressed (zipped) Folder

Frarm: vnanay, bsplink.iata.org

Wwiould you like to open the file or zave it to your compter?

Open |

v always ask before opening this twpe of file

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

lookin: [ BSP & ¥ 0 E - Tooks
@'_Desktop Size . Type
ﬁl :2 My Computer
_ﬁ 315 Floppy (A0
Histary e Local Disk {C:)
[ CFfice General
i) .
3 NEW%
My Docurments 2 Bilboard on *Syddat’ {1:)
=2 workgroup on 'syddat0l’ (2:)
m ,;g Lanapps on "Sydney Primary ...
2 pdf on 'gscintranet’ (0:)
Deskiop 22 Public on "SydnwliSys' (21
B Iy Metwork Places
My Documents
il ) OriginalDg
Faviarites [ Unused Deskkop Shorkeuts
- | FTP Locations | 3
o= W=l Add/Modify FTP Locations =
== File name: | ﬂ
Py Metwork,

2. Click Save leaving the file name and Save as type as it is shown. The Download complete window will then be
displayed.

Download complete M =]
v

= Download Complete

Saved:
...tatement ASCII Billing. zip From weesw, bsplink.iata.org

6,15 KBin 1 sec
A 18Uaz02300000_20040903_Agent Stakement A5C
6,15 KB/Sec

Downloaded:
Download to:
Transfer rake;

™ Cloze this dialog box when download completes

Open Cpen Eolder | Cloze I

3.  When the files have been downloaded, they will need to be ‘Unzipped’ into the BSP Directory.

CCT Enterprise Account Management Reference Guide Page: 115

© Galileo Southern Cross — February 2007



Galileo <o

by Travelport

Processing BSP in CCT using the BSPlink File

Open the Creditor BSP and click on the Reports menu, Creditors and BSP Reconciliation.

Cptions  Window  Help

i Trip 3
Debtors, .. k

Cheque Reports
ESP Repoart

Trial Balance Reparts
Sales Return Repark
GST Return

BSP Reconciliation. .

Clients k
Cashbook, k

Sales... »

Transaction

Bank Reconciliation  »

End of Day
End of Manth Creditor - BSP

P Other b ISP g Bank Seftlemert Plan

%7 Creditor ||E.ﬁ.cccuunting | S Comments | @ |

Details
Creditor Mame: [EEREEEHENE N ER

Billing Cycle: IlNeekI':.-' vl Payment Type: |eNe‘L‘t ;I

LB | Extension: | ehlett Ch: |

After selecting the BSP Reconciliation a screen will appear with Select File window open.

From the File Type drop down select BSP Agent Ascii File [*.ASC]
The ASCII File you have download from the IATA/BSP Web Site will appear in the selection screen. Click on the File
then ‘Open’

Please Select File

Laoak ir: | =3 BSP

%] 4247043T.45C

File name: | L Open ]

Files of type: | BSP Agent Ascii Flle (.45C) v| | cancel |

SC]
.-i'-.lrllne .-*-.u:u:-:uunt.-"S ales Data [FHOT" DAT]
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The File is automatically translated into a format that CCT can use for the reconciliation.

CCT - BSP - Reconcilitation, Threshold Limit: 1.00

Supp Comm- Tax On
Mum  Ticket Mbr  Transaction Transaction LsteRep Taxes  Taxes isgsion Commizsion Comm-  Balance  Tran Co Cc Mumber Ticke
Code Cazh Credit (Incl Tax ) Cash Credit  Rate Armourt izsion Payable  Type  Type
081 2257903507 475.00 oo 0o 15350 ] oo un} .o E31 50 THT
031 2257903808 475.00 oo oo 15350 oo oo oo oo 631 20 TKT
081 2257903509 401.00 oo 0o 13565 ] oo un} .o 536 BS THT
031 2257903810 401.00 oo oo 13568 oo oo oo oo 536 68 TKT
031 2257903811 59500 0o oo 15356 oo 0o jaln] 0o T4 56 TKT
031 2257903812 516.00 oo oo 13800 oo oo oo oo 654,00 TKT
031 2257903813 1,900.00 0o oo 55267 oo 500 95.00 00 2357 E7THT
031 2257903814 oo oo oo jala] oo oo oo oo 00 THT
031 2257903815 1,900.00 0o oo 55267 oo 500 95.00 00 2357 E7THT
031 2257903816 oo oo oo jala] oo oo oo oo 00 THT
E18 2257903817 2500 0o oo 45317 oo 0o jaln] 00 247447 TKT
031 2257903818 195500 oo oo 48977 oo 500 a7.an 00 232987 THT
031 2257903819 185500 0o oo 48977 oo 500 a7.a0 00 232987 TKT
031 2257903820 183.00 oo oo 71.20 oo oo oo oo 254 20 TKT
031 2257903821 162.00 0o jaln] £9.00 oo 0o jaln] 0o 231 00 TKT
031 3049160472 1487500 oo 0o 38066 oo 500 93.75 00 223691 THT
232 3293395538 1,087.00 0o oo 25677 oo Fon 76.09 00 1,267 ESTKT

16,008.00 Kl R .00 560.64 00 19,578.96 TKT

Total:  16,008.00 00 00 00 560.64 00 19,578.96
17
Ed
ransieted BSP Figures | B3P fecenclizon

'mpor‘ted: 17 \

Click on the BSP Reconciliation tab at the bottom of this screen to display the transactions entered in CCT for this
Billing Period. An automatic match between the BSP Billing Received and the Transactions entered into CCT is then
produced.
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This report is color coding.

Green for CCT figures
Blue for the BSP billing figures

Maroon is the difference between CCT and the BSP billing.

~ CCT - BSP - Reconcilitation, Threshold Limit: 1.00

NEET ¥ ‘BSP"' ' Comparison ' Total Approved: 1002908

CCF Total Variance: DEBIT .00

Supp

Mum Tranzaction Yalues Late Rep Taxes Commission Balance

Code  Ticket Nbr Cash Credit {Incl GST) Cash Creit Rate  Amount Tax Payahble Tripy  Tranx

257 2257379495 000 1,441.00 0.00 37778 7 10057 1] -100.87 M46934120406 [ Approve
0.00 0.00 0.00 0.00 0.00 ] 0.00 0.00 TOODO040388

Conj: 0.00 1,441.00 37rTE 10057 -100.87 130452008 13,446.42

Exch: BZP cic: 12004/2006

081 2257379499 3200 0.0o 12291 0.00 1 0.00 1] 431.48 RRG4Y2130406 [] Approve
0.00 0.0d 0.00 0.00 0.00 .00 0.00 0.00 TOOD040421

Canj: 312.00 0.00 12291 o.0n 431,458 19042006 13,877.90

Exch: BZP cic: 1304/2006

081 2257903812 S16.00 0.0o 138.00 0.00 a0 0.00 0 B54.00 YMBBCW270401 Approve

051 2257903812 S16.00 0.00 000 135.00 000 000 0.0a .00 654.00 TOOOO040501

Conj: 0.00 0.00 0.00 0.0a 270402006 13,877.90

Exch: BSP cic: TOOO040:501 110402006

051 2257903513 1,800.00 0.00 S52.67 000 5 95.00 1] 2,357 67 LOWTTEZT0406 Approve

051 2257903513 1,800.00 0.00 000 25267 000 500 95.00 .00 2,357 .67 TOOOO40502

Conj 514 .00 0.00 0.00 0.0a 270402006 13,877.90

Exch BSP cic: TOOOD40502 110472006

051 22579035815 1,800.00 0.00 S52.67 000 5 95.00 1] 2,357 67 LGWTTEZTO406 Approve

051 22579035815 1,800.00 0.00 000 S52.67 000 500 95.00 .00 2,357 .67 TOOOO040503

Conj 316 0.00 0.00 0.00 0.0a 270402006 13,877.90

Exch BSP cic: TO00040503 110472006

15 22579035817 2015.00 0.00 45817 000 & 141.05 1] 233312 MSVIFA270406 [ Approve

E15 2257903817 2015.00 0.00 000 45817 000 000 0.0a .00 247417 TOOOO40504

Conj: 0.00 0.00 0.0o 14105 -141.05 270472006 13,736.85

Exch: BSP cic: TOOO040504 110472006

051 2257903515 1,955.00 0.00 468.77 000 L 97.90 1] 2,329.87 WAMXGKZT040E Approve

051 2257903515 1,958.00 0.0 000 469,77 0oop o s00 a97.e0 000 2,329.87 TOODD40S05

Conj: 0.00 0.00 0.00 o.oa 270472006 13,736.85

Exch BSP cic: TO00040505 110472008

To Approve: 0, Approved & Processed: 0

| Translated BSP Figures | BSP Reconcilistion |

rinished matching - Found 17 [ Exception Report ] [ Approve ]

1. Scroll through the report, approving tickets by clicking in the Approve box. CCT automatically ticks CCT
transactions for approval which have a variation of ten cents or less either way. The total Variance amount is
displayed at the top of the report.

BSP Threshold - this is set under the Main tab in the Branch/Setup area. The figure entered in this screen allows the
Tickets that have a Variation within this Threshold to be automatically Approved.

£ Setup - ONLY

il'l |Setup “ Security || Documents || Custorm Fields |:@

Crganisation Code: | |

Oroanization Mame: |

BSP Threshold Amount; |
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2. Click the Approve button at the bottom of the screen to approve all ticked transactions.

o Tickets that are flagged as Approved will have the status changed to ‘A’.
o Tickets that have a variance will have an automatically created ACM or ADM created on the Trip for the commission
amount only.

3. Adjustments, reversals and re-entries can be made to any remaining tickets which must be approved in the
normal way.

4. Payment is made in the usual manner via the Payment screen.

Click on the Exception Report button at the bottom of this screen to see
¢ Non Matching Tickets — these are ticket that are in BSP ASCII file but are not in CCT

e Unapproved Tickets — these are tickets that have not been automatically flagged as approved. Either they are not an
exact match or they do not fall within the BSP Threshold.

The report will open as two overlapping screens imposed over the BSP Reconciliation. Click on the screen required to
toggle between the two.

These screens can also be minimized, maximized, or closed using the applicable window icons. They can also be
printed or saved by clicking on the buttons at the bottom of each window.

Conj: 145000 00§

Zxich: BSP cic:
Tranx Id Supplier Ticket Mbr BSP Balance Pavable

125 22573794385 188200 0.0 Cods

el a.0f 618 2257903817 247417
Conj: 188200 oo AN sasafn | B
L o . -
i E=elE Total: 247417 2,333,
125 2257379486 237 .00 0.0 E'

000 0.0 N
caonj: 23700 0. .uu
Zxch: BSP ol =

oo

081 2257379457 44300 0.0 5

0.00 0.0 .uu -
Conj: 44300 oo ‘
Zxch: BSP cic: o

oo

081 2257379455 43300 0.0 w0

000 0.0 :
Coni 439.00 oo o
Zwch BEP iz < | >
081 2257379459 43300 0.0 [ Print ] [ Save fs ] I8TA: | <Show All= v w

0.00 00 s
Con 43900 oo = ' -

Onj: | |
i IATA: | <Show all= 2

Zxch: BSP cic: ’ iR ] ’ BRI ] |

,To Approve: 0, Approved & Processed:

Translsted BSP Figures | BSP Reconcilistion
“inished matching - Found 17 [ Exception Report Approve
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This part of the report lists the tickets that have not been automatically Approved in this BSP File.
=t Lin-approved matching BSP entries |:||§|fg|
Trip Code Tranx Id Supplier Ticket Mbr BSP Balance Payable CCT Balance Payab
Code
MSYZFAZF0406 TOOOD40S04 618 2257903517 2474.17 2,333
2,474.17 2,333
Total: 2,474.17 2,333
< | >
Pk | [ Saveas | 1aTA:[<Showal> ~]
This part of the report lists Tickets that exist in the BSP File, but not in CCT.
et Number of non-matching BSP File entries: 11
Supp Comim- TaxOn &
Mum  Ticket Mbr - Transaction Transaction LateRep  Taxes  Taxes  ission Commission Comm-
Code Cazh Credit (Incl Tax ) Cash Credit  Rate Amaount iz=ion
081 2257903307 475.00 aa oo 15350 oo a0 s} s}
081 2237903303 475.00 aa oo 15350 oo a0 s} s}
031 2257903509 401 .00 oa oo 13565 oo o0 o0 o0
081 2257903810 401.00 aa oo 13568 oo a0 s} s}
081 2237903311 2496.00 aa oo 15356 oo a0 s} s}
031 2257903514 oo oa o0 oa oo o0 o0 oo |
081 2257903816 oo aa oo aa oo oo un} un}
081 2237903520 163.00 aa oo 71.20 oo a0 s} s}
031 2257903521 162.00 oa o0 59,00 oo o0 o0 o0
031 3043160472 1.975.00 aa oo 36066 oo 500 9375 un}
11 Al
< | >
Print ] [ Save As ] IATA: |=:Shu:uw All= |
CCT Enterprise Account Management Reference Guide Page: 120

© Galileo Southern Cross — February 2007



Galileo <o

by Travelport

Deactivate Creditors

A Creditor may be deactivated by un-ticking the Active box on the Creditor tab. This Creditor will no longer appear in
the Search windows for any Creditor fields or be able to be entered in the Creditor field on any new transactions.

“ Creditor, - 00

|OO E]|Dceaniu: Ochyssey

% Creditor ||E.ﬁ.cccuunting " S& Comments || H% |

Details
Creditor Mame: Dceanic Odyszey |

Billing Cycle; Active;
|

Fayvmert Methoc: Bulk Pay

The possible responses to deactivating a Creditor depend on whether it has accounting transactions in progress and
whether it has been selected as the default Creditor in the Supplier table. These possible responses have been
displayed below.

Creditor Inactivate X

' Do wou wish bo deactivate this Creditor, Once deactivated it will not be available to create accounting transactions.
L] Do ol wish ko conkinue?

es ] [ Mo

This prompt will be displayed for a Creditor which has no Suppliers attached and no unpaid Ticket or Cheque
Requisitions.

Creditor, Inactivate

This Creditor has unpaid accounting transactions, These transactions cannot be paid once the Creditor is inactive.
L] Do ol wish ko conkinue?

This prompt indicates the Creditor has unpaid accounting transactions. It is still possible to deactivate the Creditor
however it will not be possible to create new transactions to the Creditor (e.g.) Payments.
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Creditor Inactivate E|

i This creditaor is sek as default For the Following suppliers M ES. It cannok be deactivated kil the Suppliers are
unassaociated

This prompt indicates the Creditor has been attached to Suppliers. The Creditor cannot be deactivated until the Creditor
is removed from all suppliers in the Supplier table.

To all of the above responses select Yes to deactivate the Creditor or No to abort the process.

Deactivated Creditors will be still be able to be selected in all reports both from the Menu bar and in the MyCCT reports.

eer Sales Reports

Report Type: |Detail v | Sales Code:
L

Report By: |Creditor w | Consuttart: |:|
Credfitar: I%—|
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New transactions

If a consultant tries to create a Quote, Ticket or Cheque Requisition for a de-activated Creditor the Table Maintenance
window will automatically be displayed. The de-activated Creditor will not be listed in this Creditor Search window.

Previously created transactions
Ticket a Cheque requisitions linked to a deactivated Creditor cannot be reversed or paid.

Marketing Code: || Juls 0.00

Hames

PBLTER. MR

Details

@ The Creditor For this Ticket [ Chegue is inactive, It cannot be paid

45

[Rever&e H Frint H GET H Repest ][Paymem]

Prompts will displayed similar to those shown in these screens.

=1 Cheque Requisition - Darling Harbour (Created in Rushcutters Bay) - Q40565 (Confirmed)
Type: Consuttart: sandra | GST: [No_ |  Tranx Date:
Issue Details Ticket Details

Service: |H-Hotel | Supplier: Creditaor: MEDHT

Fare

Creditor Mediterranesn Holidays & Tours is inactive. You are unakle to
reverse transactions on an inactive Creditar.
Fees ]
bon Cormm:
cCcT Requisition Totals
Discounts Total excl. inc. ST
% AmaLnt 128650/ 125650
1:[ ool | o0l -
2| oo il 125650 1 25650
Hett
Vednesday 24 May 2006 123649 113085 | 113085
harketing Coce:
Hames Segments R
Type | Supplier | Depart Date | Depart City | Arrive City | Status Dretails Fare Basiz
H-Hotel L' 362007 RO HE

A8 |

L]
[Reverse ][ Prirt ][ GST ][ Repest ][ Payiment 0K
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Saved Quotes
If a Quote is opened and it contains a deactivated creditor the following response is received.

(- Detail |®Segments || 2 Names ” @ Custom Data || S Comments |

SErVICE: Percert | Amourit | Exclusivel INcluzive | Code Amourt Gsﬂ
Supplier et 0O | Discourt?: [ .00]% | 000 Fare: | 455000 4680000 | | 000 [
Sales Code: Dizcourtz: | .00[% | 000/ Totak | 463000) 463000

Creditor it 00| sel: | 4g8000] 465000

X

L
@ The Creditor that was originally saved in this Quote is inactivated. Please select another Creditor or delete this
Quoke,

Des
Cha

,] [ Cancel ]

Create follow Up after 0K [ GsT ][ Repest ][ Delete ] [ o

Click OK on the prompt to set focus to the Creditor Id field. A new Creditor can then be selected and the Quote Saved.

CDetail | (B segments |§§

Service:
Supplieris 00 |
Sales Code: |International

Creditar d: I——%_l

Alternatively the Quote can be Deleted or the Quote screen can be closed by selecting Cancel. If the Quote is closed
the same prompt will be displayed the next time the Quote is opened.
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Invoices from Quote

When trying to create an Invoice from a Quote with a deactivated Creditor the following prompt will be displayed when
you try to save the Invoice. Click OK at this prompt and amend your Creditor selection in the Quote.

Invoice Guote kems

Include Dake: 30032006 Quate Id: 28492 Descripkion: ABKENT - T
ke Detail
QuusDetels | amow[ L0000 6T Dicourt;
Item R |
e el [ | Amount Due: 1,000,00

Detail and Remark,

One of the Quote{s) selected has a deactivated Credtior - unable to save, Reveiw vour Quoteis) and update the
affected Quokels) with an active Creditar

Credit Note from Quote
When creating a Credit Note from Quote should a Quote be selected that has a deactivated Creditor on save the
following prompt will be displayed. Click OK at this prompt and amend your Creditor selection in the Quote.

Credit Hote
Include Date: Quaote Id: Description:
gﬂgiz Egﬁ-narlsents Amaunk: G5T: Discounk:
Iterm Rematl | | Amaunt Due:

Detail and Remark:

Cne of the Quotels) selected has a deactivated Credtior - unable to save. Rewveiw your Quote(s) and update the
affected Quoteis) with an active Creditor
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Cashbook

Cashbook files record the details of all CrossCheck Travel accounting transactions. There is one Cashbook for the
entire network. Multi-branching allows multiple bank accounts with two options possible:

o All branches can be linked to one bank account

o Multiple branches can be linked to multiple bank accounts

Bank Accounts are categorised as either Travel or Other accounts and are set up in Tables. Setting up bank accounts
and the implications of multi-branching are covered in the section on creating a new Cashbook account.

Viewing the Travel Account

The Travel Account is automatically set up in CCT, and can be set up with either bank account options mentioned
above. Click under the Bank Account Id column next to the branch required to reveal a scroll where you can view the
bank account details.

Cashbook - TRAVEL

|TRA'\-"EL E]|Trave| & coount

@ Cashbook | *£ Chart of Accounts " [®4 Accounting ” B%: Deposits || [ statements ” [ig] vear End |

Account ID: TRAVEL | Bank Accourt GST Type: [N-T v
Accourt Type: |Balance Sheet | Category: ASSETS v | Sub Category: | Current Assets v |
(Debt () Credit Cortrol Account

Account Mumber: 40050 Acocount Alias: 40050 SortCoderp |

Description: Travel Accourt |

Bank Accounts

Agency Bank Accournt Id |
SHHA01 Westpac at 100 Pitt Street Sydney No:032 382 130359
SOCEDT Westpac at Edgecliffe Mo:034 489 333453
Edgecliffe Wiestpac st Edgecliffe Mo:034 459 359455 _vl\l
Wiestpac at 100 Pitt Street Sydney Moc032 382 130359 l"-ﬁ
Uzed: TRANWEL for Darling Harbour
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Cashbook in MyCCT

Clicking the + next to Cashbook In the MyCCT menu will display three folders: Accounts, MyCashbook and
Transactions.

w-@ Cashbook

& sccounts

FE= hly Cazhiook. ..
 #-F] Transactions

Selecting the Accounts folder will open three subfolders as shown below.

E‘ Cashhook
! B Accounts
BB o) Branches Totsl

: Totals Per Branch
L gg Branch Selection

The All Branches Total folder displays the Chart of Accounts held within the CCT application, along with the current
balances.

e Cashbook Accounts All Branches Total

A0 Account Description A0S Mame: A0C Alims AN Type Dehit Credit
10010 Sales Control SALES 10010 PiL 5,045 745 BB
10020 Agent's Cancellation Fee AGENTCARNY 10020 PiL 127358
20080 Commizzion Adjustment O bl 2Dl 20080 PiL 1, 26961
20010 Dizcount Expense DISCEXP 20010 PiL 57 TE4.17
20020 Cost of Sales cos 20020 PiL FT2M7 111 .58

The Totals Per Branches folder displays the Chart of Accounts with the current balances shown per branch.

e Cashbook Accounts All Branches Detailed x|
L Accourt Descrigtion ANC Mame A Branch Debit Credit -

10 Sales Cortrol SALES 10010 PiL Diarling Harbour 5,419 52037

10 Sales Control SALES 10010 PiL Edgecliffe 11260515

10 Sales Control SALES 10010 PiL Glehe 7233015

10 Sales Contral SALES 10010 PiL Rushcutters Bay 2444 29289
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Clicking on the Branch Selection folder opens a selection screen. Tick the branch or branches required then choose
between the following options by clicking the button at the bottom of this screen

e Grand Total Only

e Totals Per Selected Branches

e Save Branch Selection As

The Chart of Accounts will then be displayed in accordance with your selection.

Ttem | Include | Qrder |
arling Harbour o | o1 =4
doecliffe I 1 ooz =2
lebe o o0z =2
ushcutters Bay IT,\XS o4 =2
Grand Total Only Totals Per Selected Branches Save Branch Selection As...

Clicking on the Save Branch Selection As button will retrieve a window where you can name your own new folder.
Click on the scroll attached to the Available to field to select who may view this information.

eer Save Branch Selection x|

Mame: Iﬂ.ccount 03238213059

| Ok I Cancel
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The new folder will be listed under the MyCCT Accounts folder.

|_:_|‘ Cazhbook

Eﬁ' Accounts

5% )l Branches Total
----- Totalz Per Branch

When this folder is re-selected, there will be two new buttons available that is to Save or Delete this folder.

Grand Total Only | Totals Per Selected Branches | Save Branch Selection As... Save | Delete |

Clicking on the My Cashbook folder will activate a prompt to enter a date period and give access to budgeting,
forecasting and cashbook statement functionality.

zer My Cashbook - Pick Period 3 d

- Start Date |1 Jun2006 vI End Date: |31 Aug2006 vl
01 Jul 2005 to 30 Jun 2006
01 Jul 2006 to 30 Jun 2007 Ok I Cancel |

01 Jul 2007 to 30 Jun 2008
01 Jul 2005 to 30 Jun 2009
071 Jul 2009 to 30 Jun 2010

-

You can select a full year period from the first scroll or a particular month from the Start Date and End Date fields. Click
on OK to transpose these dates into the Budget and Forecasting folders.

1 Jun 2006 to 30 Jun 2008
=12, Budgets & Forecasts
+-2¢* Enter Figures

[ Actuals

] Budgst

[ Forecast

[ Budgsts @1

[ Forecast o

-] Budgets G2

-] Forecast @2

-] Budgets @3

-] Forecast &3

-] Budgets G

-7 Forecast o4
Statements

ﬂ' Balance Sheet

-§&F Proftalass Detail
ﬂ' Mowvements

[+-E& Prior Year Comparizon

m
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Each folder under Budgets and Forecasts has individual branch folders.

E"i.l_::u Budgets & Forecasts
=-2¢* Erter Figures

----- ‘ Drarling Harbour
----- @ Edgeclitfe

----- ‘ Rushcutters Bay
-] Actuals

----- ‘ Drarling Harbour
----- @ Edgeclitfe

----- ‘ Rushcutters Bay
=] Budget

----- B Darling Harkbour
..... ‘ Edgecliffe
----- B Rushoutters Bay

Galileo <o
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Click on the Enter Figures folder then select a branch folder to open the window where figures can be entered.

# Cash Book - Budgets and Forecasts For Branch Glebe

Set Actuals |

Actuals |Eludget | Forecast |

&

Account Id  Service  Sales  Jul 2005 Aug 2005 Sep 2005 Cct 2005 Mow 2005 Dec 2005 Jan 2006 Feb 2006 Mar 2006 Apr 2006 Way 2006 Jun 2006
Type Cocle
CEL
SALES
SALES Flicghit

Clicking on the Budget or Forecast buttons will display the Copy from Branch button at the top of this window. Click
on this button to select the Branch you wish to duplicate.

#:: Cash Book - Budgets and Forecasts For Branch Glebe

Copy from Branch | %l

Account Id  Service  Sales Jul 2005 Aug 2005 Sep 2005 Oct 2'@55 Moy 2005 Dec 2005 Jan 2006 Feb 2006 Mar 2006
Type Code

Actugls  Budget |F|:|recastl

CaL

SALES
SALES Fligghit
AGERTCARNE
COhdhA A0
DISCEXP
cos

SUPPC AN
INTEREST
CCERPERSE
BAMKFEES
CCPERS
TRMSFCChR

CCT Enterprise Account Management Reference Guide
© Galileo Southern Cross — February 2007

0000

cer Select Branch

—Branch
Darling Harkbour

Edgecliffe
Rushcutters Bay

OK Cancel

Page: 130



Galileo <o

by Travelport

The Statements available are the same as in pervious versions of CCT; but with the additional of the following
subfolders under each statement type:

e All Branched Total

e Totals Per Branch

e Branch Selection

EI Balance Sheet
----- &% &l Branches Tatal
----- Tatals Per Branch
----- ﬁﬁ Branch Selection
=65 Profitéloss Detsil
----- &% &l Branches Tatal
----- Tatals Per Branch
----- ﬁﬁ Branch Selection
65 Movements
----- &% &l Branches Tatal
----- Tatals Per Branch
----- ﬁﬁ Branch Selection
=-E& Prior Year Comparison
----- &% &l Branches Tatal
----- Tatals Per Branch
----- ﬁﬁ Branch Selection

When the Transactions folder is opened, a list of subfolders for various periods will be displayed. Clicking on these
folders will display a list of all transactions for that period in the Work Area. Any file can then be opened with the
hyperlink attached to the file code.

Glenda [ Home is Glebe - Access to Rushcutters Bay, Darling Harbour, Edgecliffe ]

Transactions x|

----- [ Today bat ] ) - m;I

,,,,, EI This Marth ] Agency Tranzaction Id Tripy Code Type Siz ltem Reference Account [d DIC Debit A

----- £ n&-2008 11 3 379 78 9 Totsl GL tems: 1306 1519,

""" 0] 07-2008 1-Jun-2008  Derling Harbour RODDO42725  M9899C1S1205  Receipt C ROD0042725 TRAVEL D 21

g Egjggg 1.Jun-2006  Darling Harkour RODOD42725  M9899CTH1205  Receint C RODOMMZ72S TRP c

..... £ 04-2008 1.Jun-2008  Edgecliffe Q000040709 MMBALETS0S08 ChgRey — © CQC-ROH TR D 240

----- £ n3-2008 1-Jun-2008  Edgecliffe Q000040709 MMB4LELDS0E ChgRey  © CQC-ROH SAES G

E E?_EEEE 1-un-2005  Edgecliffe Q000040709 MMBALE1S0S08 ChgRew  © CQC-ROH COS o 21
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Cashbook Accounting Transactions

It is essential that if multiple bank accounts are attached to branches that a receipt or payment is not entered into for
branches linked to separate bank accounts.

If this error has been made in relation to any module the following may be necessary:
o Create an adjustment for the amount paid to the other branch

e Transfers money between bank accounts (if desired) to zero out the difference.
This will settle the account balances.

To get rid of these balances, the user could:
e Enter a Misc Payment in Branch B coded to the Money owed/payable to Branch B
e Enter a Misc Receipt in Branch A coded to the Money owed/payable to Branch A account

This is only a suggested introduction procedure, please contact your Galileo Support Executive for assistance and detail
about these procedures.

After selecting a New Cashbook Accounting Transaction, the Agency field will become available so the user may
select the applicable branch for this transaction.

eer New Cashbook Account Transaction

Select
Transaction: |Miscellanecus Payment [w]| Ok
Agency:  |Darling Harkour | Cancel
Rushcutkers Bay
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Bank Deposits

(Available only on Bank type accounts)

The Deposits tab provides a display of all Bank Deposits Batches that have been processed for the selected General
Ledger Bank account and is also where the bank deposits are prepared.

Before viewing previous deposit batches, select the applicable bank account from the scroll. There is only one set of
deposit batch numbers per database, but each bank account has its own sequence of numbers.

Cashbook - TRAVEL

|THA"-.-"EL E]|Travel A ccount

&5 Cashbook | B£ Chart of Accounts [#4 accounting | & Deposits | [: Statements [i€] vear End

TRAVEL for Darling Hattbur _
estpac at 100 Pitt Strest Sydney Mor032 362 130359 Ouein | Cileict U

TRAMEL for Rushcoutters Bay, TRAYEL for Edgecliffe
estpac at Edgecliffe Mo:034 459 339455

After the account has been selected, all deposit batches will be displayed for the selected account only.
‘ % Deposits |

|TR.&.VEL5H}{EIEI1 hl | Westpac at 100 Pitt Street Sydney Mo:0352 352 1303329
Date Batch Total Page Cash Chegque | Credit Card | Bank Draft Direct T o
24042008 5504 12 048.70| 254 ¥ 9360 435510 0.0a 0.00 0.0d o.0o
24042008 5503 200.00 254 0.00 0.00 0.0a 0.00 20000 0.00
21/04/2006) 5500 323899 253 0.00 0.00 0.0a 0.00 323499 0.00
21/04/2006) 5499 10.00) 252 0.00 0.00 0.0a 0.00 10.00 0.00
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Close Off Banking (Bank Deposit)

The Close Off banking procedure produces a bank deposit slip.
Open the Cashbook Travel Account or any other account for which a deposit slip is required. Click on the Deposits
tab.

The Deposits tab can be opened by clicking on the Banking Icon on the MyCCT toolbar, or by clicking on File on the
Menu bar and selecting Data Operations then Banking.

e = M B & E Bn E# B =2

Company Groups  Cost Centre  Save bz Prink Headers  Print Preview  Supplicr Mew Fax  Tranx Search  Bankin

N & %

Alerk Eplash...

eT My Cashbook

Multi-branching allows for multiple bank accounts, therefore a bank account must be selected from the drop down scroll.
If a site has multiple bank accounts, the transactions relevant to that agency will show in the bank account attached to it.

|TH.&VEL E]|Travel Accournt

| &5 Cashbaook " *£ Chart of Accounts || [# Accounting [} Deposits [ Statements " [ig] vear End |

TRANELSOCEDT ,v'| YWestpac at Edgeclitfe Mo:034 459 353455

TRANEL for Darling Harkbour
estpac at 100 Pitt Street Sydney Mo:032 352 130358

doecliffe

Draft | Direct T |-

0.00 0.00 0.00

0.00 0.00 0.00
0.00 0.00 0.00
0.00 70,00 0.00
0.00 75000 0.0a

Click the New icon on the toolbar or press CTRL+N to open a new deposit Batch screen and proceed as normal.
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Bank Statement

To view previous statements, open the Cashbook and display the Travel Account, or any account to be matched to a
statement, and click on the Statement tab.

Select a bank account from the drop down scroll.

|TR.&.\-"EL E]|Travel Accourt

| &5 Cashbook " %2 Chart of Accounts " [# Accounting " B Deposits | [&: Statements [ig] vvear End

TRANELSH XA Westpac at 100 Pitt Street Sydney Mo:0352 352 130339

|

Balanced

RAYEL for Rushcutters Bay, TRAWEL far Edgecliffe
eztpac at Edgecliffe Mo 034 459 339455

RIS BRI RIS N ()

Click on the New icon on the toolbar or press CTRL+N.

Before a bank account can be created in the Cashbook, the bank account details must be set up in this table, as
described earlier in this document. The Travel account is automatically set up in CCT.
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Reports

Only reports with new functionality for multi-branching have been detailed in this section. General changes with this
version of CCT are:

1. Menu bar reports and statements include the facility to select the Branch where applicable. This allows the
retrieval of report data from all or individual Agencies (Branches).

Aency
Darling Harbour

Edgecliffe
Rushcutters Bay

The user logged in will be able to select agencies they have Access or Read Only rights to. The users Home
Branch is automatically highlighted in blue.

To select/deselect other agencies use your mouse. Three agency names will display in the selection field a
scrollbar will appear to the right if there are more agencies in the list.

2. To select all agencies in the list use Shift + Home or Shift + End on your keyboard

3. Standard reports have a button to create a PDF file.

@E]E]@ [ Clear H Fetriewve ] E]

|Create PDF

4. All documents where a SAVE AS button is available should be saved to Excel 5 as it provides better

formatting.
72 3,000.00
Save i | (& Desktop v O F e o 000
[_E]My %3.04d database 0a 0.00
HM';.I' Mebwork Places i} n0.0o
¢ My Computer oo 0.00
DMy Diocurments ] 0.0a
23 3,000.00
F27 2,500.00
F 27 2,500.00
20 5,500.00
File name:  [NZ bookings for OCTOE L | save |
Save asz type: E:-:-::EIE with headers v| [ Cancel ]
Encoding:
E
(DI (s ] Crevee ) () (5] (@) ) (X
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Sales Reports

This report allows you to report on sales figure across multiple branches. The Grand Total in the report is a total for all
Branches selected. Should figures be required for an individual Branch selected only that Branch in the Agency
Selection Field (only single Branches can be selected).

The Report by field (with Consultant selected) will produce a sub Total for each consultant and will give a Grand Total
for Branch(es) selected.

There should not be an expectation by users that just because multiple branches are selected a sub total will be
automatically given for each Branch.

The selection below will produce Grand totals.

eer Sales Reports

Report Type: |Summar',-' ;l Sales Cu:ude:l "I Service Type: k.ﬂ\ll]
Trip:l Supplier Code: | to |
Report By: |Cu:unsurtar|1 ;l Cu:unsultarﬂ:l Departure Date: | to |

Creditar: | Trar Date: { 062006 to (30052006
Destination: I
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The selection below will produce Individual totals.

eer Sales Reports

Galileo <o

by Travelport

Report Type: ISummar\; ;l Sales Cnde:l vl Service Type: [AII)
Trig: I Supplier Code: t
i upplier Code: | ol Edgeciitfe
Report By: ICunsurtant ;l Cunsurtant:l Departure Date: | to | ieh
ke
Creditar: | Tranx Date: {1 iD5/2006 to [31/05/2008 |
Destination: I
. -
Summary Sales Report by Consultant Frinted: 10272006 —
Transaction date from 1052006 to 317052008 Agency : Datling Hatbour
Total
Other Total Canx Sell Sell CCCFand
Amount Taxes CCCF Discount Fees G5T Inc GST Excl G5T Cash
Alan Berry $3,195.00 73429 $0.00 $0.00 $0.00 $000  $9,92929 $2,92929 992929
Glenda Spencer-Burridge  $85,54045 230556 $605000 $45952  $000 $97084 $82,30874  $81336.10 $88.356.74 | |
Sandra Delaney $3,242.74 75392 $730.00 $0.00 $0.00 $23350 $4,150.18 $3,916.66  $4,930.18
Total Sales 9867820  3,793.7T $6.830000  §459.92 $0.00 $1,204.14 $96,386.19  §95,182.05 $103,216.17
Hote: This report does not inchide any Trip Adpstments or Commission Receipt Other - Override Type transactions
The Total cobiun mehides amounts entered as Taxes and Hon Commissionable Fees
Amounts in the Canx Fee columm inchaide both Azent Fee and Supplier Cancellation fees
Pugulofl j

M 4 M| Cloar

ratviove | 8| 7| S| | x|
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Agency Sales Report

Data in this report can be displayed for either the Transaction or Trip Agency by selecting the appropriate radio button.

=t Agency Sales Report

Report Type: [Detailed v | Consutart:[ | Tranx Date from: 101/2006 | tor framsizo06 |

Sort By: [Tranx Consultant % |  Creditor:| | Deftor from: tor

ort By: | Tran: Consults reditar ebtor from: | | to: | | Edgecliffe
Service Typs: Suppier:[ | Client fram | |tor |

Rushcutters Bay

Departure Date from; to

@ Tranzaction Lgency
O Trip Agency

Detailed Agency Sales Report -
Transaction Diate Fror: 010172006 To: 190572006
Transaction &gency: Darling Hatbour

Other Taxes & CCCF Total Cost of
Daie Supplier Creditor Tranx Id Type Amount Mon Conamn GST Value Comm. Salas
Tranx Consultant Alan Berry
Service Type Cruise
International
10/05/2008 PSEY P&O GO00040518  OOC $79000  $120.00 $0.00 $0.00 $79.00 $231.0
Total International sales $790.00  $120.00 $0.00 $0.00 $79.00 2300
Total of all Cruise for Alan Berry $790.00  $120.00 $0.00 $0.00 $79.00 $831.0
Service Type Flight
International
052006 UL COMC TOO0040501 TET $2,30000  $230.00 $0.00 $0.00 $181.00 $2,389.0
Qns2008 TA EIP TO00040500 TET $2,30000  $230.00 $0.00 $0.00 $161.00 $2,369.00
Fag loftsl

b
< | >
(o) [clear ] [retrive ] [ [=] (]
CCT Enterprise Account Management Reference Guide Page: 139

© Galileo Southern Cross — February 2007



Galileo <o

by Travelport

Debtor Reports

Debtor Trial and Aged Trial Balance reports shows totals per branch.

Subvention Report

This report has a field to enter any Associated Debtors. It does not have an agency sort field however the agency name
is displayed under each Sales Code.

=t Subwention Report

Tranx Date from: [1/01/2006 | tor f11272008 | associated Dettor Groug: |:|
Dettar: TACOOK
Supplier

) 8
SHEXD0T
1/06/2006  ADEA LINDAMISS 031 2210572006 240.00 92 64 3324 365.00
QF 423 050606 SydneyMelbourne, GF 460 % 1 20606 Melbourne/Sydney
052006  CARRLEMSME 081 22052006 29091 16532 29.09 45532
GF 436 Y 120306 Sydney/Brishane, QF 678 % 17108006 Brizhane!Sydney
S08/2006 CARRLEASMRE 031 2210572006 -280 .51 -165.32 -28.08 -485.32
052006  CARRLEMSME 081 3560123456 22052006 29091 16532 29.09 45532
GF 436 % 120506 Sydney/Brishane, QF 673 % 17108106 Brizhane!Sydney
20582006 SPIRIT/ANGEL MS 0581 7&96111353 2200:5/2006 28091 165.32 28.09 48532
GF 436 ¥ 120806 Sydney/Brisbane, GF 675 Y 170806 Brishane!Sydney
0872006 TRIMTYASHOST MR 031 32145555533 220512006 23091 16532 29.09 483332 |
GF 436 % 120806 Sydney/Brishane, QF 673 % 170806 Brizbane!Sydney
0572006 FAMMERHARCLDME 0581 3566222444 220052008 28091 165.32 28.09 45532
QF 436 Y 120806 Sydney/Brisbane, GF 678 Y 170806 Brishane!Sydney
Total Domestic 1,403 64 75382 14360 230716
Grand Total 1,403 64 75382 14960 2307 16
w
< | @

EE]E][I] [ Clear ] [ Retrigve ] E] @

This report shows all tickets where the trip file is linked to a client which is linked to a debtor. Dates are based on the
transaction date the ticket is created, and shows the segments attached to that ticket.

It will show all Service Types i.e. Domestic/International.

The Other suppliers, which shows at the bottom of the report - shows a total of any other domestic & international flight
tickets that that debtor has also had - e.g. - if you pull the report for QF - and they have had Virgin flights - the total
amounts of the Virgin flights would show as other suppliers. This is so that QF can see what market share the company
is giving them. The report is designed to print and give to the airline that is paying the subvention.

This report does not show Non Comm Fees, Discount, Agent Cancellation Fee, Supplier Cancellation Fee.
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Creditor Reports

Creditor Trial and Aged Trial Balance reports show totals per branch.

GST Return Report

This report has a new field to select the Agency required for this report. Single or multiple agencies may be selected.

et Gst Return Report

Report Type: |Total Turnower v| Bank Acct: AgEncy

Darling Harbour
Transaction date from: 107/2005 | to f9ms@008 | (3 Detsiled () Summary SN IRt

Edgecliffe
Rushcutters Bay

GST Retwrn Report - (Total Twnover) Detail -
Anencies: Darling Harbour, Rushcutters Bay
Transaction Date From 1/07/2005 To 18/05/2008 Bank Account ; *

Tranx  AdjTkt GST Total C§TFree  Inpui Taxed ST L

Tranx Id Code Daie Type Staius Supplies Supplies Supplies Supplies GST OUT

Complete the following fields as required

Select from

o Total Turnover

o Commission Basis-Supplies

e Commission Basis-Acquisitions

Enter a transaction date range
o Select a Detailed or Summary report type

e Choose the bank account on which the report is to be based from the drop down list. If no account is selected, all will
be accessed for this report.

o Select the agency/agencies required for the scroll attached to this field
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Bank Reconciliation Reports

A branch can be selected in all the following reports:

Deposit batch rpt

Unpresented Cheques

Detailed Bank Reconciliation rpt
Bank Statement rpt

If an account is not selected in the Unbatched Receipts report transactions from all branches will be displayed. If an
account is selected then only transactions for the branch attached to the account will be retrieved.

Transaction Reports

Detailed Bank Reconciliation Report
The time the report was retrieved is displayed on this report.

=7 Bank Reconciliation Report

Bank Accourt ID: TRAVEL for Darling Harbour  Statement Page: |:| To Acct Period: |:|

Detailed Bank Reconciliation Report Printed: Fi 19 May 2008 SOSFM.
Account: TRAVEL Wesipac, 100 Pitt §treet Sydney,032 382 130350

Balance az per Bank Statement 284 IM FUNDS 114,5%6.83
Transacton ID Date Dezcription

Other Reports

Listing Report/Trips

The Listing report has an Agency selection field for Trip Client and Debtor reports.
Data can be retrieved for single or multiple agencies.

The user can only retrieve information relating to agencies where the user has Home and Access, and Read Only rights.

=t Name Lists

. Agenc
Report Type |Trip |
Display ——|-fient Trip Fitter Edgeciffe
|7 Addresses Dz;;trm ] Service Type: | | ‘ Rushcutters Bay
Phone Mumblz, malier :l From: | | To | |
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MyCCT (Design Your Own) Reports

All the MyCCT Design your own reports now include an Agency and Creation date fields.
The Creation Date is taken from the Trip file Creation Date.

The Refresh Sales Summary Data option needs to be run or rerun for all past reporting dates before viewing Sales

reports.

E'E Reports Trip Region " 051 %
i+ @ Client Reports Marketing Code FI 05z =
+ ft Dektor Reports Class of Travel ] 0ez
C:) Guote Reports Sales Mame ] 063 =
E"'ni? =ElEs [fEgelis Service Tvpe Mame F] 064 =
W ,u;tui.:.n e ' Tr?p Consultant 1D ] 065 &
+ 1y Importart Notes Trip Consultant Marme o 066 &
[+ ] Other Trip Status Cods ] 069 %
Fayment Dake F] =
Trip Skatus Mame FI o070 =
Payment Reference ] 070 =
Pavment. Bulk Pay ID ] 071 =
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