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Introduction

CrossCheck Travel Enterprise (CCT Enterprise) allows multiple agency (branches) locations to access a single
CrossCheck Travel database.

All accounting data from Trips, Creditors, Debtors and Cashbook is centrally located allowing consolidation of
accounting and reporting functions.

Users can access files such as Clients, Trips and Debtors for the branch they are working in and if security permissions
are granted they can also access files in other branches.

About this Guide

This guide is intended to highlight the new features and benefits of CCT Enterprise. It is assumed that persons utilising
this guide will be conversant with the functions of previous releases of CrossCheck Travel.

Overview

The following Modules and setting will be applicable to all Branches:
One set of Cashbook Accounts

One set of Creditors

One set of Debtors (Branch access can be restricted if required)
Security settings

Custom Field settings

Trip Nanny settings

Mandatory Trip settings

Mandatory Client File settings

Itinerary Narratives

The following will be unique to each Branch:

e Header for documents and reports

e Canned Remarks and Comments

o Trip Files (can be accessed by another Branch if security permits)
o Client Files (can be access by another Branch if security permits)
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Access Rights

User Access Rights are set and amended by the Supervisor User in Branch.
There are four different levels of access which are described below:

Each User has a Home Branch which is the prime location where most work is performed. Client and Trip Files created
by a User will have the Home Branch set in the Branch Key by default.

Accounting transactions created by a User will show the ‘created in’ Branch on the Trip Accounting Tab as the Users
Home Branch.

Should a User move to another location in the Agency Group the Home Branch can be changed by the Supervisor.

Important: If a Users Home is changed the Client and Trip Files create by the User will still have the original Branch in
the Branch Key. The Branch Key can be manually changed on files that need to be move to the new Home Branch. This
can only be performed by a User who has the applicable security permissions (normally User in the Manager Group).

A User can be given Access to other Branches in the database by the Supervisor. This is useful for Consultants who
move between offices or for Senior Management, and Accounting/Administration Staff to access information in
Branches other than their Home.

Files and Transactions in a Branch a User has Access to can be opened, changed and deleted in the same manner as
in the users Home.

Accounting transactions created by a User on Files from another Branch will show the ‘created in’ Branch as the Users
Home Branch.

A User can open and view files in a Branch where they have Read Only status. They will not be able to make any
additions or changes.

If a user has No Role in a Branch they cannot open or view any files belonging to that Branch.

CCT Enterprise Client Management Reference Guide Page: 5
© Galileo Southern Cross — February 2007



Galileo <o

by Travelport

Viewing Access Status

The title bar shows the users Home Branch and other Branches they have Access to or Read Only Access to.

B Crosscheck Travel

File Edit “iew Galleo Documents FReports  Tools  Window  Help
DM & 2aPmTFS 9
fE EB Lo @ vk [ &

Alan [ Home is Sydney - Access to North Sydney, Brisbane ]

A User can display their full details by selecting Tools/Consultant from the Menu Toolbar.

Consultant Maintenance

X

Consuttart lc: Group: manager |
Given Mame: Al | Active: Expire: |:|
Family Mame: Elerr':.f | Backdate Transactions:

Position: beneral Manager |

Remarks: | |
Email Address: slan berryi@oaileo.com |

Message Prompts

Accounting Tranzaction Promgt: Cloze File Prompt:
Home Branch: | H&5 b

ACCESS Branch Id Adency Branch Mame City
ACcess Shx9 Marth Zydney S0 Py Lid =YD
Mo Role SOCE A delzide SCG Py Ltd A0L
Hotmne nAS Sydney SCG Py Lid =YD
Access =B Brizhane SCG Py Lid BMNE

[ e

The Consultant Maintenance screen is a view only screen.

No User Group (eg) Manager, Senior Consultant, Consultant has Access to all Branches by default. Each User ID is
given Access to Branches on an individual bases upon create by the Supervisor and can only be changed by the
Supervisor.
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The Branch Access File

Client, Trip and Debtor Files have a Branch Access Key. The default security settings allow Users in the Manager User
Group to change the Branch Access.

Client and Trip Files can only have one Branch defined in the Branch Access Key. This is normally the Home Branch
of the User who created the file, but can be changed when required.

Debtor Files can have multiple Branches defined in the Branch Access Key. The Home Branch of the User who created
the file is automatically saved in the file. After saving a Debtor the Key is opened to give access to other Branches.

By default Users in the Senior Consultant and Consultant User Groups do not have rights to make these changes.

Client and Trip /
Change Branch

Users in the Manager User Group have rights to change the Client and Trip Branch. Select the
Branch Key to open the File Access Screen. Branches the User has Access to will appear.
The current Branch is highlighted, select the required Branch then ‘Close’ and ‘Save’.

¢ Trip - AL2610060001

|.&.LEE1 O0B0001 [:]||:|1 11272006 Berryialan Mr E Sydney
AP Trip | (B seqments e Acce ¥ Freq
Passengers
Main| Booking 1 = I
Berry/alan hMr Gl [Li

Morth Sywdney

Only Branches the User has Access to will appear in the File Access window.

Debtor Branch Access

Users in the Manager User Group have rights to give a Branch Access. Select the Branch Key
to open the File Access Screen. Branches the User has Access to will appear. The current
Branch(es) are highlighted, select the required Branch(es) then ‘Close’ and ‘Save’.

2, Debtor - KEY

|HE‘r‘ DlHE':.-'WEI':.-‘ Cleaners

fii Debtor | 9% preferences | " File Access
Details
Debtor Mame: Keyway Cleansrs
Cortact: [ANGIE ONG Brisbane
Bank Mame: | Morth Sydney

Multiple branches can be selected.
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Set Home

The Set Home function allows a User to change the Home branch. The default security setting allows only Users in the
Manager User Group to make this change.

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 & B 8

Mew Open Save Host

T o e =1

Eet Home Zave Az Add MyFiles Print

Tick the check box to select the new Home branch and click OK to save the change.

eer Set Home - sandra

X

Haotmne Adency | Ik
[] Rushcutters Bay
Cancel

Darling Harkbour

The title bar will reflect this change.

S5andra [| Home is Rushcutters Bay - Access to Darling Harbour, - Read Only in Edgecliffe ]
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Read Only Files

Files that are accessed from a Read Only Branch will have a ‘Read Only’ prompt on the Banner Line. The tabs of the
File can be accessed (eg) Trip Accounting tab, however transactions on the tab cannot be opened.

Should an attempt be made to create a new transaction on the file (eg) File/New or Ctr + N a new blank file will open.
The ‘Read Only’ file will still be open behind this new file.

' Trip - CAOB06060001 (Read Only)

|CADS0E0E0001 (()|01/03/2007 SPF SHPTONROBERT MR Morth Sydney

# Trip | (® Seqments " * Fees " € _10uokes || %= Docs " 2 Clients " 4 Freq Fhyer "

Transactions Search

When a transaction search is performed a User can only view accounting transactions that were created in their Home
Branch or a Branch where they Access.

Should the User try to open a transaction from a Branch where they have No Role or Read Only rights the following
prompt will be displayed.

3

You do not have acceszs rights to this transaction: TOOO00QOO01

cCcT

Fricay 27 Oct 2006 16:14:15
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Login Changes

The Remember my password on this computer box now appears on the login screen.
When the “Remember my password on this computer” check box is selected on opening the login screen the Users
password will be complete. The User will only need to select ‘OK’ to login.

Welcome to Crosscheck Travel - Please Log In rz|

User Id: |alan |

Pazword: |m |

Profile: | CCTS_PROD

||

Remember my password on this complter

I K, I [ Cancel ]

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.

%+ Password Change

Old Passwoaord: | |

Messy Pazswward: | |

Repeat Mesw Pazsward: | |

Ok l l Cancel ]
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Toolbar
T B % g E m e : 2 o ke & £
et Home Save Az Add MyFiles Frink Headers  Prink Preview  Supplier Plew Fax  Tranx Ezarch  Banking Zplazh.. tandard Text Alert RuickTrip

The MyCCT Toolbar has two new items, Set Home and Add MyFiles. All other toolbar functions are the same as in the
previous releases.

Set Home Opens a selection screen so that the Home branch for the user can be changed. This
function may only be available to users in the Manager group or the CCT Supervisor.
Add MyFiles Creates a new folder in the MyFiles area of MyCCT

The New icon on the standard toolbar has new options.
Client Search
Trip Search
New Quick Trip
New Action ltem

cor New E|
File
® e
O e () (2] [
(") Debtor
() Creditor
(") Cashbaook E] [
CCT Enterprise Client Management Reference Guide Page: 11
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MyCCT

The MyCCT area has new functionality as well as modifications to accommodate multi-branches.

My Files
My Files is where Trip, Client, Creditor, and Debtor Files can be moved to Folders for easy reference. The Folders can

only be viewed by the User who creates them.
To give a File to another consultant, place it in their Action ltem folder.

1. Right click on the My Files icon in the MyCCT and select the New Folder option from the drop down list.

A My CCT Splash

=R W iy Files
T Trast Refresh
=7 Trips Cle.ar
,D Sear Mail..

% Seart Renarme
] Acce
1 Hece.m

2. After selecting New Folder, a Folder Rename dialogue box will be displayed.

Folder Rename f'>__<|

°New Lakel: |New Folder |
Q [ O ] [ Cancel ]

3. New Label field — add the name of the Folder (eg) ‘HKG Groups’
4. Icon field - from the dropdown on the right select the icon you wish to use
5. Press OK

The new folder will then be displayed when the My Files area in My CCT is opened, until it is deleted or changed.

A My CCT Splash
= Fe bty Files
i Trash
[ Files to Action
EE HKIG Groups
ﬂ Dehtors to Chase

CCT Enterprise Client Management Reference Guide Page: 12
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1. Right click on an existing Folder and select New Folder.

- Fe My Files

W Trash

Files to Action

B

ﬂ Debtors te Refresh
T Trips Cle.ar
2 Clients i
& Creditors e
% Debtors Mew Folder

2. Follow the same Steps as ‘Creating a Folder’
The new sub-folder will then display associated to the main folder.

= T My Files
i Traszh
Files to Action
= EE HHE Groups
¢ AUG 07 DEPS
¥ SEP 07 DEPS
_ @M OCT 07 DEPS
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Files can be dragged and dropped into the My Files folder and sub-folders from any Search Result or Pre-stored

Search Result under Trips, Clients, Creditors and Debtors in MyCCT.

1. Create a search (eg) Trip Search or use a Pre-stored Search (eg) Debtors with Balances
2. From the Search Result List left click on the File ID Code (eg) Trip Code (the icon for the file type will display)

3. Use the mouse to drag the File to the destination Folder
4. Release the left mouse button to drop the File into the Folder

MY My CCT Splash
= P My Files

Left click on the File
Code 1D

Crag File to

zcessed by me

Departure Date

Destination Folder

01 0060001
i} 2610060001
KEZE1 0060002
AL2410080002

¥ SEP 07 CEPS
§Th OCT 07 DEPS

CCT Enterprise Client Management Reference Guide
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The results of a Search can be saved on a given date as a static record.
1. Create a search (eg) Trip Search or use a Pre-stored Search (eg) Creditors with Balances
THrSEn B2 @ v [ #
Alan [ Home is Adelaide - Access to Sydney - Read Only in North Sydney |
- ) Wty CCT Splash er All With Balance - 22 listed
T= hdy Files
i+ E Trips Creditor Id Creditor Id Creditor Mame
£ Clients AFWS AFWS AFRICAM WILDLIFE SAFARIS
-8 Creditors ASIAN ASLAN ASIAN EXPLORER. HOLIDAYS
2. Select the ‘Add MyFiles’ icon
File Edit Wiew Galleo Doc
o E
TEESESERD
Alan [ Home is Adelaide
3. Select ‘Yes’ on the Create Folder screen
Create Folder,
\ ? ) Create a folder in "My Files" containing &ll \ith Balance - 22 listed?
[ Yes ] [ Mo ]
4. The new folder can then be named and an icon attached as previously described
Folder Rename |'£|
ey Label: |:\JEW Folder |
leon: | ] Closed Falder w
[ Ok, ] [ Cancel
CCT Enterprise Client Management Reference Guide Page: 14
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Changing My Files Folders

All items in the My Files can be updated by right clicking on the relevant folder and selecting one of the following
actions from the drop down list:

Refresh -updates the contents of a folder. By clicking Refresh on the My Files icon, a list of all files in all folders in the
My Files section will be displayed, with a column noting which folder they are in.

T [ wyresay

- T
Documert check for Ballet Gr W il Icd File Icl Folder Mame

=1 {Z) Monitor Africa Advertisement " Clear 5060002 | SA1605060002  #f Document cf SANDERS/SCOTT MR |

i Mail...
o f E:f'r"”g Harkour o S0EO00Z | 54160500003  #f Documert chPALLAS/ANGELAMS |
Iz
P Trips 5060004 | 541605060004 A Document ckMARCHANTALISS MS |

2 Search... MNew Folder — Jonennns | sate05060005 #f Darling Harbo CWENSMIKE MR
SA1605060006 | SA1605060006  #s Darling Harbe ANDERSONMAREN MRS
SA16050B0007 | SA160S060007  # Darling Harbey ACCARISMARIA MRS
SA1E05060008 | SA1B05S060008  #s Darling HarbeCANNOREY AN MR

Clear — removes the content of the folder and puts it in the Trash folder

Mail - retrieves a list of files with the names and addresses displayed

Rename- renames a folder, with or without contents

New Folder —creates a new folder. If you are in an existing folder and this function is selected, the new folder will
become a subfolder of the existing folder.

) My CCT Splash =T Folder Rename f'5_<|
- Fo My Files | A )
Jl Document check for Ballet Group
= {2 Monitor Africa Advertizement ey Lahel |Huchn:ul‘ters Bty |
J Crarling Harbour
[ZF Mew Folder T
i Trash el
[ (81,4 ] [ Cancel
CCT Enterprise Client Management Reference Guide Page: 15
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1. Right click on the Folder and select ‘Clear’ from the list

Clear Folder Contents X

:.:':) Clear contents of folder Debtars to Chase?

[ Ves ] [ Mo

2. Select ‘Yes’ to clear the contents of the Folder

Content moved ko Trash Folder,

‘-\z
-
Alzo delete Folder Debtars bo Chase?

[ ‘fes ] [ Mo

3. If you wish to delete the Folder select ‘Yes’
If you wish to retain the cleared Folder select ‘No’
If sub-folders are attached to a folder they will be deleted when you select Yes

When you clear or delete a Folder the contents of that folder is moved to the Trash folder.
Right click on the Trash folder and select Clear to remove the contents.

= T My Files
Jl document checking Ballet group
@ Manitaring Africa Advertizment

Refresh

¥ finalize this wm
= &P Trips Mail,..

,D Search...

% Search Resut
[] Accessed Ta Mew Folder
[] Recertly acce

Renarme

Deleting Files in the MyFiles area does not delete the file from the CrossCheck Travel database.

CCT Enterprise Client Management Reference Guide Page: 16
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Mail Function

Choosing the Mail function for a folder will display a list showing the name and addresses for each file within that folder.

Details are taken from the entries on the Trip tab. If a Given and Preferred Name have both been entered on the Trip
tab, the Preferred Name will be transposed into this screen. The address list defaults to the Home address for the Trip
file. If a home address has not been entered this file will not be displayed in the Direct Mail window.

The Mailing address is transposed into the Direct Mail window not the Home address. If Mailing, Invoice and Business
addresses have all been recorded on the Client file, only the Mailing address will be transposed. If a Mailing address
has not been entered and both an Invoice and Business addresses have been recorded, then both of these addresses
will appear in the Direct Mail window and the user will need to remove one.

Salutation; | Marketing

Mailout Allowed: [v

Cliert Categary: |

For a Client to be included in the Direct Mail window the “Mailout Allowed” box must be ticked under the Marketing tab in
the Client file.

Any file can be removed from this list by clicking on the Remove button. Details can be amended in this window but they
will not be saved back to the file.

CCT Enterprise Client Management Reference Guide Page: 17
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irect Mail

You can remove names from your izt here. This will only affect thiz run and have no permanent impact.
Equally you can modifty the name and address detailz here, but the trip or client swill MOT be modified.

trify H MR EVAN CANNON | 1of4inlist
Edge &ve |

3

MOSHAN |

krif H MRS KAREN ANDERSOMN | 2of 4inlist
&7 River Rd |

REVESEY |
krif H MRS MARIA VACCARIS | 3of 4inlist
|45 Lan=zdowne St |

PEMSHURST |
krif H MR MKE CWENS | 4of 4inlist
0 Ada St |

f
ATLEY |

 Addresses ‘ Stationary

Printer Setup...

Click on the Stationary tab and select your requirements from the drop down scroll. After the Stationary settings have
been selected the Label tab will become available, displaying the label format.

Click on the Print Setup button to choose to direct your list to a printer or photocopier, and click on the Print Now
button if required.

CCT Enterprise Client Management Reference Guide Page: 18
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Trip and Client Search

The Trip Search has two new search fields Agency and Keywords.

Agency: [}

Passenger Mame: | |

[Primary or any passenger)

Weyweord Cortains: | |

Group Mame: | |
Trip Code: | |
Status: | v |
Destination: | W | [Primary ar any point in ginerary)
Consultant: |.ﬂ-.n':.-' v|

Booking Filele: [ |

The dropdown will list the Branches the logged in User has access to. Selecting a Branch will search for Trips in that
Branch only. This field will default to ALL and will search in ALL Branches the User has access to.

This is a new free format field on the Main Trip Tab and can be searched on. The search can be on single or multiple
words, but will only search for exact matches (eg) Prize Winner.

The Client Search also has an Agency field and acts in the same way as the Trip Search.

Agency

Client Family Marme: | |

Client Given Name: | |

CCT Enterprise Client Management Reference Guide Page: 19
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The Trip Search Results screen now includes the following new columns:

Agency Branch the Trip is located in

Indicates the number of Flight Segments in the Trip
H Indicated the number of Hotel Segments in the Trip
C Indicates the number of Car Segments in the Trip
Oth Indicates the number of Other Segments in the Trip
Keywords Displays the Keyword text

i Trip Search Results - 1204 trips listed

Trip Code Agency Pazzengers Depart Date Pax F H C Fees Cth
ALOTT00S0001 sorth Sydn MANSFIELD/AJANCE MRS MANSFIELDMN 3 Sep 2006 2 2 1f
ALOSO3060002  Bdarth Svdn SLEAPMATTHEM MR WOODALEARNA b 158 Sep 2006 2 1 |
ALOFO4060001 sotth Sydn OLNVERIOIGILSEPPEME, OLIVERIOACLAL - & Jan 2007 4 1 1
AL M 0S0E0001 Motth Sydn ROUTMACKMI-CLAIRE MISS 18YRE RO 22 Sep 2008 4 2 2 1

The four new Action buttons have the following functions:

New Search Clears all fields in the mask to start a new search.

Search Now Activates the search criteria entered.

Back Re-display any previous search entries.

Forward Once the Back button has been used, the Forward button will be displayed to enable
movement in both directions.

[ Back ”_ Forweard ] [ Mewe Search ][ Search Mows J

Passenger Mame: |

The new pre-set Trip searches:
My Active Trips — Searches for all Trips that have the status of Active created by the User in Branches they have
access to.

Departs next month — Searches all Trips for ALL Users departing in the next month for Branches the logged in User
has access to.

CCT Enterprise Client Management Reference Guide Page: 20
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Action Items

The Action ltems Folders have changed and new functionality to cater for multiple Branches.

Lists the logged in Users Action Items in all Branches the User has access to and has created items in.

Both Folders will list all Actions ltems in the database. If the User attempts to open an item in a Branch they have no
access to they will not be able to open the item.

Lists the logged in Users completed Action Items in all Branches the User has access to and has created items in.

Lists the logged in Users Action ltems created in the last 90 days in all Branches the User has access to and has
created items in.

There will be a Branch Folder for each Branch the logged in User has access to. Open a Folder will list a Folder for each
User in that Branch. The User Folder will contain that users Action Items

CCT Enterprise Client Management Reference Guide Page: 21
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Other Folder

The Other folder in MyCCT holds statistics and tracking information for the current user and contains six sub folders.

- =

£ My wiork

C7 My wiork this Session
Document Settings
Lo by Details

Lol Agencies

Loy Accounting Periods

Selecting My Work provides a bar graph, depicting time spent on the various files and functions of CCT, broken down
by date of operation.

The My Work This Session option shows a step-by-step breakdown of activities undertaken since starting the CCT
application.

The Document Settings, My Details, Agencies and Accounting Periods folders are view only displays. They are
used by the Galileo Service Centre to assist with travel agent queries.

The Document Settings folder displays a list of all documents and their settings. It is created with the Supervisor sign
in.

The My Details folder shows the Access rights for each branch for the logged in User
The Agencies folder displays details about each agency in the Group, including the IATA and pseudo codes.

The Accounting Periods folder displays a list of accounting periods with their codes.

CCT Enterprise Client Management Reference Guide Page: 22
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Trip File

Branch Access Key

When a new Trip File is created the Users Home Branch will be saved in the Branch Key.

Branch Access Key

i Trip - WMR6QQ301006

|l.-"'-.lT-.-1HEG!G3EI1 QoG E]|1 2ME2007 BERRY iALAMMR

The default security settings allow only Users in the Manager User Group to change the Branch Access Key.

Trip Tab

The new fields on the Trip tab are listed in the table below.

Free format text field. A Trip Search can be performed on this field

Enter the name of the person making the booking if not the passenger

Enter the way this booking was received — e.g. email, phone, internet
This is a lookup field. The applicable types must be updated in tables

Enter the total amount quoted.

it Trip - WMR6QQ301006

(AMREGE301 005 (12062007 BERRY/ALANMR Adelzide
@Trip |@Segments ” Z Fees " QQuotes " %\Docs || ﬁCIients " Q‘E’Freq Flyer || E.ﬂ.ccounting ||€||@"TJ|

Passengers

Ielain Booking Mame Preferred Mame Cliert Code |
BERRYIALANMR | [ Lirk cliert | [Unilink Cliert |
Summary
Departure Date: 1 2060007 Consultant: Trip Status: Mar of Passengers: D

Ticketing Date; Destingtion:| |  Regom:| | Crested
Trip Keywards: Frize Winner |
Group bame: | | Cost Centre: |:|
ttin. Summary: BHLISYD | MarketingCade: [ ]
24 Hour Time?: Booking File: WWMREQD | wiw. WiewTrip.com Trip Type:
Ordered by: Diana | Order Methoct Croer ko I:l

Trip Fare Quote: AUD $3400.00 plus $4386 60 Tax |
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Duplicate Trip

Duplicate Trip allows users to copy Trip file details into a new file. ltems 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.

1. Open the Trip you wish to copy and select the Duplicate icon

2. Select Yes on the following prompt to proceed

Duplicate Trip

Create new trip(s) based on WMREQQE010067

-
Trip details, segments, quates and Fees will be copied.

I es l ’ Mo ]

3. Add the passenger Names on the Duplicate Trip screen

To create addition lines select the ‘New’ button or Ctr + N.
There are two options available for multiple passengers

One trip for all
One trip per passenger

Duplicate Trip [zl

Booking Mame |
Berry.Rokert Mr |
berrymﬂary Mr3| |

@ One trip for all
O One trip per pazsenger

[ ey ] [ Delete ] [ Ok ] [Cancel

4. Select OK to finish the process
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If the number of passengers in the new Trip differs to that of the original a reminder prompt will be displayed to review
the Quotes to ensure the cost details are correct

=7 Duplicate Trip

Booking Mame |
[TAMOKOLASHITA M3 |
[TAMOKOADAM MR

Duplicate Trip

.
1 ) Please review all quotes per passenger ko ensure calculations are correct

() ome trip for =l
@ e trip per passenger
[ TEw ] [ Delete ] [ OH ] [Can-:el

The Duplicate Trip process is an internal CrossCheck Travel function. All services such Flights, Hotels, Cars and Tours
must be booked by the agent with the applicable suppliers for the new Trip(s).

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

o

S48 T0S060003 TAMOK VL ASHITA ME Sandra
Sat 10 Mar 2007 Bangkok
Current - not finalised SYDIBKKEYD

5

zandra 17052006 03.03 .h This trip wasz duplicated from ZEWBDGT 70506 on 1 7 -hMay-2006

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

A Trip without segments and quotes can also be duplicated.

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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Prepare Itinerary

When an Itinerary is opened from a Trip the new Prepare Itinerary screen will display. This screen comprises of three
tabs, Narratives, Trip Text and Segments

Narratives are commonly used remarks applying to itineraries.

Prepare Itinerary for WMR6QQ301006

B Marratives | 0 Trip Text || (%3 Segments |

Galileo <o

by Travelport

X

[ =elect &1 Domestic [ internationsl
Code Text SIT SiC
HOTEL RESERYATIO Please check each hotel on this hotel for cancellation policy &= the policy can vary from hotel to hatel.
|:| TOUR DOCUMENTIONPlease review all Tour Documentation so you are aware of departure times and points.
*DOMESTIC CHECKIM Domestic passengers please make yourself available st the check-in desk spproximsately 1 hour prior to your departure. F D
Luggage alloveances vary between aitlines. To avoid excess charges pleaze check your documentation
Pleaze advize your consultant details of your airline membetzhip at time of booking.
Seat allocations can be done on request or at time of flight re confirmation. Sest alocations are not akways guaranteed.

Frices guoted are currert st the time of booking, however are subject to change with or without prior notice.

* are reguired narratives and cannot be deselected

5] (o

There are three types of Narratives:

* DOMESTIC CHECKIM

The Narrative is automatically ticked with an asterix (*) indicating the Narrative cannot be deselected.

HOTEL RESERY ATIC
The Narrative is automatically ticked. If not required the Narrative can be deselected.

[]  TOUR DOCUMERTICNE
The Narrative is un-ticked. If required on the Itinerary can be selected.
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o Narratives will apply only to the displayed Trip.
e The selected Narratives will be used for the Trip each time an itinerary is produced.
« If different Narratives are required they can be selected the next time this screen is opened.
o Narratives display at the bottom of the itinerary.
o Narratives are setup in tables by Users who have rights to access the Narrative Tables.
¢ Narratives can be defined to display only for a specific itinerary type:
Domestic
International

Both Domestic and International
¢ Narratives can be defined to display for specific Service Types if required (eg) Hotel Narrative would only display if a
Hotel Segment is on the Trip.

The Trip Text tab acts in the same manner as the Trip Text ‘ab’ icon on the Trip Toolbar.

If text has previously been added via the ‘ab’ icon this text will also appear. After adding new text to the Header and
Footer select the ‘save’ button in the bottom left hand corner. This text will also appear when the ‘ab’ icon (Trip Text) is
selected on the Trip.

Prepare Itinerary for WMR6QQ301006
@ Marratives DTFIF'TEXT (33 Segmerts

Standard Header

Standard Footer
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The Segment tab allows segments to be deselected so they will not appear on the itinerary.

Prepare Itinerary for WMR6Q0Q301006

E) Marratives | [ Trip Text | % 3 Segmerts |
Select Al
Depart Arrive
Flight 12 Jun 2007 9:45  Auckland 12 Jun 2007  Sydney
Hotel 12 Dec 2006 14:00 Swdney 16 Dec 2006
Car Hire 15 Dec 2006 9:00  Swdney 20 Dec 2006 Brisbane

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

The default style Itinerary that has been defined in the Supervisor settings will be used when the itinerary is opened via
the Documents Menu and the ‘W’ icon on the Trip.

Im Reparks  Tools

Fax...
Visa Letter, ..

Hokel Woucher. ..
Car Moucher.
o Itinerary ucher ...

Ikinerary

CrossCheck Travel offers the flexibility to add text to an itinerary via the following options.
The itinerary on the next page illustrates the location of these entries in the Itinerary document.

Prefix & Suffix’s Supervisor Documents All Branches and all Iltineraries Blue
settings
Standard Text From the ‘ab’icon on the All Branches and all ltineraries Pink
MyCCT toolbar
]
Narratives Tools/Tables All Branches and all ltineraries Green

Depending on the Narrative some items
can be selected and deselected for
inclusion in an itinerary

Trip Text From the ‘ab’icon on the Trip | To the Trip that is open Red
)
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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.

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.

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.
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Segment Changes

The changes in Trip Segments are:
o All segments have a new field called Service Code
e The Hotel Segment has the addition of a Cancellation Policy field

Service Codes

Service Codes can be defined by a User who has access rights to the Service Type Table. A Service Code can be
associated to a Service Type to more accurately describe the service being provided

When a new segment is created (eg) Hotel the new Service Code field will appear in the Segment. The this will default
to the Segment Type (eg) Hotel, a dropdown list is available with the Service Codes that have been created (eg) Hotel
may have Hostel, Luxury Hotel, Resort Hotel.

The Service code selected will appear on an itinerary.

rbr 2 Supplier: D Service Cocde: Booking Date: Origgin: D
Check in # bits: EI
Date: 121202006 | City: 5¥D | Time: [HOS Hosted s
Check out LH Luzury Hotel o D
Date: Time: [PEN Pension nce:
Hotel Details RES Resart Hotel B
Room Type: Room Rate: + | Prop. Mir: :l
A
il
1
CONFIEMED:RESORT-HOTEL-EEVERLEY-HILLS-SHERATON-RESORT-
all
1
—+ -+ -+ Booking-Reference: =+ J34189-q
12-Dec-06 =+ Tue =+ Check-in—+ -+ 1400 =+ 7
16-Dec-06 =+ Sat -+ Check-Owuts -+ 10:00 - 9
1
Beverley-Hills-Sheraton-Resonty
Los-AngelesT
300 -Hollywwood-Bivd-
Huolkywwood-q
4-nights-accommodation---1--Deluxe-Roomis)-1-King-Size-Bed |
Hotel-Rate -+ LISD3s0q
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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.

]

Service Corle: Booking Date: I605/2006 | Origin: L |

Mbr: 4 Supplier: flaf

Check in Mumber of Mights: El
Date: 30072007 | City: 05T | Time: lmon | Statuss L |
Check out Mumber of Rooms: |:|
Drate: Tirme: Booking Reference: l:l
Hotel Details
Room Type: Foom Rate: Rate Currency: Prop. Mir: |:|
Haotel Mame: [frHA ]
Street: | ] Suburk: Castaway Island
State: I:l Postocode: |:| Courtry: i |
Phane: Fax 4550787087 |
Member Mir: | | FF Mbr: | | Gtee: | |
Cancel Palicy: l&ll cancelations within 7 days of check-in attract a 2 night penafty |
Host addr: | |
Created | Comments I
24/05/2006 | |

=t Hotel Youcher:

Hotel Marme: (4, vHA

Hotel Details
Hokel Mame: ¥HA

accom Type: DORMITORY |

Street: | | ) -
Confirmation Mumber:| |

Suburb:! Castaway Island | — Payment Method

Skate: |:| () &ll Charges Back to Agency
Postcode:| |

1Youcher Yalue:
Country: Fiji |
() Okher; | |
—Phone
360607606 | Fax: k550787087 || rRate

Dates 13,50 Currency:
(Check In: BOJ07/2007 | Check Out: 7/08/2007 ‘ [ tncluding GST

—Cancellation Policy
lall cancellations within 7 days of check-in attract a 2 night penalt |

[ Ok J[ Cancel ]
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New Trip File Tabs
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.

 Trip - WMR6QQ301006
| AMREGE301006 ()/12/06/2007 BERRY 1 delside

| @Trip || QSEgments || "7=' Fees || QQuotes ‘ %\ Docs ﬂ_ Clients || Q’Q Freq Flyer || @nccounting "E""T\A

Consuttart | Created | Document Media | Location

alan 21720061220 P Receipt CCT  E-R000045451 RODD045451 10000

alan 212006 1213 PM Youcher Hotel RTF  IC:Prooram Fil .. woucher hotelAMREQGE010060611021213 A
alan 2/11/2008 12:05 M Hinerary RTF  q@lC:Program Fil .. OCUMENTS ttin WWMRGGGO30M 00G0G1 1021205 rtf
alan 20172006 11:39 AM tinerary RTF  flC:Prooram Fil ... OCUMENTS tin WWIMR6QQ5010060611021139 1

Any item under this tab can be opened via the hyperlink in the Location column and reprinted.
ltems output to Word (eg) Itinerary, will used the Branch Header of the Home Branch of the User logged in.
Accounting items (eg) Receipt will, use the Branch Header that it was created in.

Any non-accountable document can be deleted from this tab by clicking on the line to highlight it and then press the
CTRL+D keys.
OK to continue the delete.

Delete Itinerary from disk

i } ‘hilst wou can delete this document From disk, an entry will be kept here For history,
CiYProgram FilesiGalilenSouthernCrossi CrossCheckTravelDOCUMENTS IEn_GLOS0S0S0001051 1251427 rtf

0K to delete from disk?

| K Ré’ Cancel ]

The selected line will remain on the Docs tab but will be ‘greyed’ and the hyperlink is inactive.

The ltinerary, Quote and Statement of Account documents reflect Itinerary Segments and Quote costs as at the date
and time they where issued. If Segments and Quotes are changed existing documents are not updated. A new copy of
the applicable document should be issued as required.
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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.

#h Trip @Segments e Fees | C0Guotes | % Docs | 4 Clients % FreqFlver | [#% 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 Tri p Note fg|
LTJTDHM 11105 Glendazh 1M 272005

Amenced tineray approved by Beth at UA with no additional collection reguired

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 releases.
€ Workflow - Action item!
Linked to:  TRIP wWhRERE301 006 ey
Subject: }Chinese Wiza |
Detall: BERRY SALAMNME
AccommodationHatel 02 3943 5868 Business 02 3495 2996 Fax 02
9435 5956 Home 02 4536 G565 Mo:aile 0234 124 123
Priority: [Mormal w | Mormal Priority will alett recipient with 2 small
wyindowy on top of other applications and windows
Recipiert:
Set Alarm =
omiie | [ fesr__|[20wre] 2000 )i
[ Ok ] [ Cancel ]
The following items can now be amended:
o Priority
e Alarm Date
e Alarm time
o Text
| I Trip " & Segments || *2 Fees ” £ JGuotes " %2 Docs || A Clients " %’ Freq Fher " [ Accounting ” %| ‘ _!,'|
Pricrity Due Consultant Description
i DEPOSIT DUE TO TRAFAL GAR
044106 2251 PM alan CHASE KK OF LOH ACCOM
fems: @
Action item Details
Hew Description: pEPOSIT DUE TO TRAFALGAR
Linked to: TRIP ALO211060001 BERRY MEYIM MR
Priotity: Mormal Priority will alert #500.00 DEP DUE BY 1700
. recipient with a small
Recipiert: windowe ontop of other
Alarrm: 10M 208 Y applications and windows
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Trip Accounting

The Branch Access Key on the Trip determines the default branch displayed when creating a new accounting
transaction.

i* Trip - ALO211060001 Branch Access

| AL0211050001 [(J[12006/2007 BERRY IKEVIN MR Adelaide

| & Trip " (B Seqments || *L Fees || T Ountes || Sz Docs ” A Clients " W Freq Flyer | [# Accounting

New Trip Account Transaction

=elect Transaction

Agency IV
b | Cancel

Tranzsaction: ==

Agency: | Adelaide

Generally the Agency should not be changed and in most circumstances the Transaction Agency should match the
Trip Branch Access Key.
The default security settings only allow users in the Manager User Group to change the Transaction Agency.
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New Cheque Type

A new Cheque Type of CRC - Refund of Payment to Creditor by Cheque has been introduced.

This type of Cheque Requisition is used when a refund is being processed when the original payment to the Creditor
was by cheque.

The RCC - Refund of part full/Credit Card Payment can now be used purely for refunds where the original payment
involved a credit card.

For reporting purposes this allows Cash/Cheque Refunds to be identified more easily from Credit Card Refunds.

X

et Cheque Requisition

@ Create Mew O Create from Guote Type: (CRC % | Consultant: blendasb | GET: |No v| Tranx Date: ﬁ.ﬂ2.l‘2005
Issue Details COC  Payment to Creditor by Cheque
Service: |T-Tour | Supplier: B0V | Creditor|QCC  Payment to Creditor where fullfpart payment is by credit card
Date: Sales Code: RCC  Refund of part Fullfpart credit card payment

CRC  Refund of Payment to Creditor by Cheque

Fare

Fare: 4,680.00

Fees Cancellation Fees Fare Details

[don Comm:| .DD| Agent| .DD| Supplier:| .DD| Fare Basis: |:| Remark:  includes refunde

Commissions Taxes Requisition Totals
Distonnts 2 amount . Tax | Commission g, s JERA0
% Amourt Fare:| 12.00 561 60)  Code| Amount |GST|Status| % | Amount 455000 453000
1 Taves: [ ooa [ oo [ | | ool 0.00 Refund
z 46000 465000
Totat £51 60 et
Cvertide: 4118400 [ 411840
Marketing Coce: I:l 0o 0.00
Hames Segments |:| Shaowe All

Flicghit# Elnsuranc:ei Fare Basis |Fare Amourt
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Two new Ticket types have been introduced.
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For tickets issued on behalf of airlines that permit Nett Remit Tickets to be paid by the Passengers Credit Card and

reported to BSP.

Ticket X
(&) Create Mew () Create from Guote Type: Consuttart: flan | GST: | | Trar Date: 54142006
Issue Details Ticket Details
Service: [F-Flight v | supplier: | | Crecitor: ESP Ticket hlbr: I:l I:l Conjunction: I:l
Dste: Sales Code: Bilingy Mett Remit Codle: s
Fare Hett Remit
Fare: | | 00 Selt Mett: | 08 coeF Amount: [ 00
Fees Cancellation Fees Fare Details
tion Comm:|__00) FareBasis | | Remac [ ]

The Nett Remit area of the ticket permits the inclusion of the Nett Remit Code, Sell, Nett and CCCF Amount.

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.

This is the Refund type that should be use when a NRC - Net Remit Payment by Credit Card is being refunded to the

passenger.
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Accounting Tab

There are two new columns on the Trip Accounting grid:

Created In - Home Branch of the User who created the transaction
Agency — The Branch the transaction was created in

D
1 Branch the

ALO3110600) Transaction

| was created in
| @ Trip ||

Created In the
User Home Branch

ﬂ w ‘ | ? | Branch Access Key
372007 TraversOwen by E Morth Swdnesy
s " £ quates ” %2, Docs || B Clignts || % Freq Flyer | [¥% Accounting %" ” \

Reference Created In
(00004 Chiy Rec C LBKEMT C g 1,070.00 Morth Sydney
TO00043074 | Ticket TKT - BSP 1,230.00 Marth Sydney
RO0O045452 Receipt RO00045452 C 2,300 .00Marth Sydney

Your Home is identify from the Banner Line

File Edit “iew Galleo Documents Reports  Tools  Winde

THE S ?
B L @ o [

When a new Trip Accounting screen is opened and the transaction type is selected the Branch that is in the Trip
Access Key automatically populates the Agency Field.

New Trip Account Transi

Transaction

Select

hd | Cancel

Transaction:

Agency:

Marth Sydney
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Creating Transaction in another Branch
The default security settings allow only Users in the Manager User Group to change the Transaction Agency. Always
consult with your Manager/Supervisor and appropriate Accounting Staff before a transaction is created in a different
Branch from the Trip Access Key. The transaction may impact on the Bank Reconciliation, Reports and Cashbook.
Consideration should be given to:

1. Do the two Branches have the same Bank Account?

2. Does the Trip have a zero balance?

3. If the Trip does have a zero balance should the Trip Access Key be changed to the Branch where the

transaction is to be completed

Reversing Transactions

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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Accepting Payment on Behalf of another Branch (same Bank Account)
Branches that use same Bank Account are able to receipt money on behalf of each other.

Example:

Alan is a User whose Home is the North Sydney Branch and also has access to Adelaide, Sydney and Brisbane
Branches.

DM @@ 2PmOS 2

g EGEr EBL @OER #

Alan [ Home is North Sydney - Access to Adelaide, Sydney, Brisbane |

Ms Carol Beer made a booking in the Sydney Branch

t' Trip - AL0311060002 EEX
|AL0311DBDDD2 []|1 211 i2007 BEER/CAROL MS E vdney
@Trip |®Segments " "/: Fees || @Quotes " %\ Docs || ﬁclients ” %’Freq Flyer " @Accounting "guﬁuzl
Passengers
Main| Booking Mame | Preferred Mame | Client Code I
BEERICAROL M3 |

Ms Beer comes into the North Sydney Branch to make a Payment
Alan can display the Trip from the Sydney Branch
When the Receipt is created the transaction agency is Sydney

Alan [ Home is vorth Sydney - Access to Adelaide, Sydney ot e s

e Trip Key
# Trip - AL0311060002 SydreyJij

# Clients

%’ Freq Flver

New Trip Account Transaction

Select

Transaction Agency Sydney

Cancel

Agency: | Sydney

Transaction:

The Trip Accounting Tab will show ‘Agency’ Sydney and ‘Created In’ North Sydney

Created in
North Sydney

It is important when this scenario occurs that the User alerts the person response for the Banking so the
receipt can be included in the correct Bank Deposit.
In this example the receipt should be included in the Bank Deposit for North Sydney.

J|D Bm|®@|ﬁ@mw‘|?| [ Branch Acess Key Sydney

L0110} Transaction Agency 007 BEERICARCL MS
] Sydney
| @Trip

Diate
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Accepting Payment on Behalf of another Branch (different Bank Account)
Branches that use different Bank Accounts are also able to receipt money on behalf of each other.

However it is important should this occur that the Branch Manager or applicable Accounts person is alerted.
Adjustments must be made between the Branches to ensure the Banking can be processed correctly.
Reference should be made to the ‘Inter Branch Transactions’ document which can be access via selecting
Help/Contents from the Toolbar.
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Upload Client File

The Upload process is the same as previous releases of CrossCheck Travel, however a Users Branch Access will
determine which Client Files can be Uploaded.

The following points should be consider:

¢ A User can upload a Client File when the Branch Access 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

The MAR of the Branch the Client File has set in the Branch Access Key is used by the Upload.

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

e 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

e Itis imperative the correct MAR appears in the Booking File.

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.

PreferenceflUpload

Client: |E|,&N02E|_|:||:|1 [:]| Con=ulkant: | &lan Berry “
Upload Details Karen Hocklew *

CCT Enterprise Client Management Reference Guide Page: 42

© Galileo Southern Cross — February 2007



Galileo <o

by Travelport

Download

The download process from Galileo to CrossCheck Travel has one change to previous releases.

When the logged in User has Access to Branches other than their Home the Branch selection screen will appear when
the download is success full. This screen will not appear if the User has access to only their Home Branch.

The Branch will default to the Users Home to complete the download select OK. The ‘Download Complete’ screen will
then appear.

|
ICCT Branch Selection |

Select the branch this trip will belong to:

Should it be necessary for the Galileo Booking File to be downloaded to a Branch other than the Users Home Branch
the dropdown can be selected and then the required Branch chosen.

I
[ICCT Branch Selection ’

! Select the branch this trip will belong to:

Morth Sydney -

Agency Agency Mame

01 Morth Sydney
1 [P0CEDM Aclelzide
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Re-downloading

The re-download of a Booking File remains unchanged from previous releases. The Booking will download to the Trip
created by the original download.

Galileo <o

by Travelport

If the Trip Branch Access Key has been changed the download will be to the same Trip File.

If the User does not have Access Rights to the Branch that is in the Branch Access Key the following prompt is returned.

The prompt indicates that the Booking File cannot be downloaded as a Trip exists for the booking but is in a Branch the

User does not have Access Rights to.

Select close and the download will be stopped.

o cannot dovwnload trip <MEAFCT141106 az it already existz inthe
databaze but you have no access to modity i,
[t iz ovvned by Alan § Marth Sydney

cCT

%' El Tuesday 14 Moy 2005 10:54:47
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Documents

The following changes have been implemented for documents.

Address format

Documents that that relate to Debtors have been amended so the contact appears after the address.

Southern Cross Pty Ltd
PO Box 123B

Sydney NSW 2001

Att: Joe Smith

This address format change will apply to:
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 the Branch Access Key will have the Users Home Branch saved in it. Only this Branch can
access this Debtor.

The default security settings allow Users in the Manager User Group to open the key and give access to other
Branches.

a2 [ehtor - ABC Branch Access Key

E]|.E.EIC Pty Ltd

File Access

Sydney

Should you be creating an Invoice on a Trip and the Debtor you are Invoicing is not available in the Debtor Search
screen this indicates the Branch has not been give Access to the Debtor. You will need to advise a User who has the
appropriate security rights so Access to the Branch can be allowed.

Invoice
MIO7O0S060002 | Consutart: Date: 144142006 | Due: | |
Dektor: | | |

Search '5|

Erter Cr'rteria:“ | Apply To: |debtu:ur_id W |
Selection:

1D Marme Company Groug (D
£BC Pty Ltd |
ANE American Express

American Express and Diners are available to all branches..

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

All Branches automatically have access to existing or new Creditors.

Creditor - ADYW

|AD\-’IN [:]|ADVENTURE WIORLD
BF Creditor | FlAccounting | 8% Comments ||
Diate Agency Tran: D Tranx Type Retference Status | Dehit Credit Created In -
24 202005 Darling Harkour  MO00D034913 | Payment Statement 262 =4 44 85 Darling Harkbour
Q000035210 |Chg Reg CQC - ADYAWY P 44 53 Darling Harbour
104052005 Darling Harkour  MO00034479  Payment Statement 251 = E36.50 Crarling Harkbour
Q000037492  |Cho Reg CaC - Ay p E3E 50 Darling Harbour
rarling Harbour  (MO00034217  |Paymel Statement 246 “m- Darling Harbour
Q000037077 |Chy Regy COC - ADNw P 283 .80 Darling Harkbour
20902005 Rushoutters Bay MO0DO34152 | Payment Statemernt 42 S 238656 Rushcutters Bay
Q000037019 Chy Reg COC - ADNAY P 2 386 5ERushcutters 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.

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

A Creditor can be deactivated by a User who has the appropriate security rights.

New transactions

When a new Quote, Ticket or Cheque Requisition is created the de-activated Creditor will not be available in the
‘Creditor Search’ screen.

Previously saved transactions

The following prompt is returned when the Payment button is select on a saved transactions that now has had the
Creditor de-activated.

Marketing Coce: | | 0 0.00

Dretails

£

[Reverse ][ Prirt ” GET H Repest ][Paymerft]

If a Quote is opened and it contains a deactivated creditor the following response is received.

£ petail |@Segments " A Names || & Custom Deta ” S8 Comments |

Service: Percent | Amourt | Exclusive! Inclusive | Cole Amourit GSTJ
Supplisrl: DO | Discountt: | 00[% Fare: | 458000 468000 | | 000 [
Seles Code: piscount2: | 00% Tote

@ The Creditor that was originally sawed in this Quote is inactivated. Please select another Creditor or delete this
Quoake,

Dex
Cha|

Create follovy up after Ok [ GET ][ Repeat J[ Delete ] Ok Cancel

It will be necessary to select another Creditor and save or delete the Quote.
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When creating an Invoice or Credit Note from a Quote with a deactivated Creditor the following prompt will be displayed
when you try attempt to save the Invoice.

Invoice Guote kems

Include Dake: 30032006 Quate Id: 28492 Descripkion: ABKENT - T
ke Detail
QuaeDetale o Amourt L0000 GST: piscourt:
Item Remarlk
Detail and Remark, |

| Amaunt Due: 1,000,00

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

It will be necessary to amend the Quote before the Invoice can be issues.
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