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Introduction

Document Purpose

The purpose of this document is to advise CrossCheck Travel Enterprise (CCT Enterprise) users of the best way to treat
inter-branch transfers within the system. This is to maintain per-branch report integrity and accuracy.

Intended Audience

Mid to High Security Level users of CCT Enterprise. It is assumed for the purpose of this document that access to multi-
branching functionality (and the ability to alter transaction branches) will only be available to these high-level users.

It is recommended that, even when using one bank account in CCT Enterprise, transactions are kept within branches.

CCT Enterprise Inter-branch Transaction Recommendations Page: 4
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Trip Files

A Trip File is associated to a Branch upon its creation. The Branch Key acts as an identifier for the overall Trip.

‘B | Rushcutters Bay
Each transaction entered onto a trip file is also assigned to a Branch.
Select
Transacton. [E—] | ]
Agency. [Fushcutiers Bay =l Cancal I

The Transaction Branch will default to that of the Trip Branch. It is recommended that both the Transaction and Trip
Branches are kept the same to maintain the integrity of reports in the database.

Trip Reporting

Outstanding Balance Report by Branch

The Trip Branch Key dictates which branch the trip will appear under on the Outstanding Balance Report
(Reports/Trip/Outstanding Balances).

7' Trip - KAD509060001

ians0s080001 __[11/10i2007 FR& HOCKLEY MAREN MS ‘a| Rusheutters Bay

M Trip | & Segments | *e Fees | CJQuates | %o Docs

lignts | % Freq Flyer [ Accounting |%| | Q‘pl

Tran: D Tranx Type
S/09/2006 RushcutiRo0 it i c o\ | | 100000

Trip Code g Trip Balance  Consultani Passenger/Group Name
Rus]u:uﬂ:el%

karenh

EAQs090s0001 111052007 $LO000O0CE  larenh HOCELEV/EAREN M3
Total For Rushcuiters Bay $1.000.00 CR

Any transactions are entered on the trip file (and affect the trip balance) will be attributed to the Trip Branch on this
report, regardless of Transaction Branch.

CCT Enterprise Inter-branch Transaction Recommendations Page: 5
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Account Trial Balance Report (Trip Control per Branch)

The Transaction Branch dictates which branch each Trip Transaction will appear under on the Account Trial Balance
(Trip Control account).

' Trip - KAD509060001

IKAEISEIQDEDEIN _I 1102007 FRA HOCKLEY MARERN M= ?l Rusheutbers Bay

# Trip | & Segments | *2 Fees | C J0uokes | Sz Docs | M Clients | ¥ FreqFlver [ Accounting |%| | C}Dl

Prnted 5/09/2006

Gl Account Id unt Description Dehit Credit
s0010 $70 80036
$65,85852

$15,622.30
Rushcutters Buy $20,564.34

It is therefore recommended that all transactions that take place on a trip file are assigned to the same branch
as the Trip Key.

Inter-Branch Trip Transactions

If transactions are assigned to a branch other than that of the Trip File, the Outstanding Balance Report may not equal
the Trip Control (by branch) on the Account Trial Balance.

E.g. If the Trip Key is set to Darling Harbour, and a Receipt for $100 is entered under Rushcutters Bay:

7' Trip - KAD509060002

IKAUSDQDBDDDQ _I T1M 072007 FRA WALKERKERRIEMS ‘@l Darling Harbour

i Trip | & Seqrents | *2 Fees | C JQuaotes | %, Docs | 8 Clienks | % FreqFlver  [B% Accounting |Q‘é>| i

Trarx Type

@

Reference
9 [Receipt FO0004 2959 C 100.00|Rushoutters

The effect on the reports would be:

CCT Enterprise Inter-branch Transaction Recommendations Page: 6
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Outstanding Balances Report By Consultant

bgency: Darling Harbour
Consaltant: karenh

Trip Code Departure Date TIrip Balance  Consuliant Paszenger/Group Name
——Tarling Hathour

karenh

Ea0s030s0002 1141072007 $10000CE  karenh WALKER/EERRIEMS

Total For Darling Harhour $100.00 CR

Account Trial Balance Report
This will show the balance against Rushcutters Bay:

Account Trial Balance

Agencies: Darling Harhour, Edgechiffe, Rushcutters Bay

Gl Account Id Gl Account Description
S0010 Trip Contrel
Datling Harbiour
Edgecliffe

Rushcutters Bay

Printed 5/03/2006

Dehit Credit
$7020036
$65,258.32

$15,622.30

B2 G652 3 mm—

To achieve correct branch totals in the Account Trial Balance the recommendation is to keep all Trip

Transactions as per the Branch Key.

CCT Enterprise Inter-branch Transaction Recommendations
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What if one branch receipts money on behalf of another?

There are three ways this could be entered to prevent report discrepancies:

Method 1. Enter the Receipt Transaction Branch as per the Trip Branch Key (as recommended)

The money will be recorded against the correct branch and the Trip Accounting screen will display the branch the
transaction was physically taken in (this will be per the user's Home branch setting at the time of entry).

Jka0a0a060002 111072007 FRA WALKERMERREMS  F | Rushcuttsrs Bay

# Trip | (% Segments | %2 Fees | L JQuokes | 82 Docs | M Clients | 4% rrbo Fiver [ Accounting |Q‘é>| i |

Agency Tranx I [Tranz Type| Reference |Status| Inw Cehit Credit Crested In

100.00|Carling Harbour

The printed Receipt will also indicate which branch the money was taken in on both the letterhead (Home Branch) and
in the body of the document:

Galileo Training Pty Limited
Trading as Galileo Travel Darling Harbour ——

100 Bridge Street
PYRMONT NSW 2009
Australia

Telephone: 02 93914777 Facsimile: 02 93914555
Email: support@galileo.com

ABN: 99 999 999 999 999 Licence No: 2TAS999

RECEIPT - RETAIL

Date of Issue 08 Sep 2006 Receipt R000042960
Received From WALKER/KERRIEMS Copy

Booking Reference KAQ809060002 Date Printed 08 Sep 2006
Total Amount 100.00

One hundred dollars only

Money Collected at Darling Harbour on behalf of Rushcutters Bay <——
Passenger Name(s) WALKER/KERRIEMS

Payment Details
Cash $100.00

Payment Total $100.00

Please note that the Receipt will show in the Deposits Tab under the Transaction Branch (Rushcutters Bay).

CCT Enterprise Inter-branch Transaction Recommendations Page: 8
© Galileo Southern Cross — February 2007



Galileo <

by Travelport

Method 2. Enter the Receipt Transaction Branch as per the collection branch

The money will be recorded against the collection branch rather than the trip branch. The screen will display the branch
the transaction was physically taken in the transaction area, but the trip key will display as the booking branch.

|
IKADEDQDEDDD'] _I 111072007 FRA VYALKERMERRIEMS @ Rushcutters Bay

i Trip | % Segrfnts | *L Fees | CQunkes | % Docs | A Clients | 4% Freq Flyer [ Accounting |Q§’E>| @l

Diate Agenicy Tranx 1D Tranx Type | Reference | Stfus| Inv Dehit Credit Credted In

100.00|Darling Harbour

The printed Receipt will also indicate which branch the money was taken in on both the letterhead (Home Branch) and
in the body of the document:

Galileo Training Pty Limited
Trading as Galileo Travel Darling Harbour (ee———

100 Bridge Street
PYRMONT NSW 2009
Australia

Telephone: 02 93914777 Facsimile: 02 93914555
Email: support@galileo.com

ABN: 99 999 999 999 999 Licence No: 2TAS999

RECEIPT - RETAIL

Date of Issue 08 Sep 2006 Receipt R0O00042961
Received From WALKER/KERRIEMS Original

Booking Reference KAO0809060001 Date Printed 08 Sep 2006
Total Amount 100.00

One hundred dollars only

Money Collected at Darling Harbour on behalf of Rushcutters Bay ——
Passenger Name(s) WALKER/KERRIEMS

Payment Details
Cash $100.00

Payment Total $100.00

Please note that the Receipt will show in the Deposits Tab under the Transaction Branch (Darling Harbour).

CCT Enterprise Inter-branch Transaction Recommendations Page: 9
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A series of Adjustments are now required to balance the Trip Outstanding Balance Report and Trip Control

total per branch.

a. Create an adjustment to the branch where the money was physically collected

eer Mew Trip Account Transaction

Select

Tranzaction: |.ﬁ.djustment

rarling Harbour

Agency:

it

Cancel

Select Debit and type code: Journal.

The Credit Account Id selected should be the account that has been set up to record monies transferred between the
two branches (the Trip Branch and Transaction Branch). In the following example, the selected account is for transfers

between Darling Harbour and Rushcutters Bay.
Enter the Amount as the Receipt amount, GST No.
The Remark should include the Trip File Number and Name if possible.

eer Trip Adjustment - Darling Harbour E3

From (Debit) © To(Credty O

Tripy Code: F.&DBDQDEDDD'I

Consuttant: Farenh Date: |

SMm09/2006

Type Code: [Journal | Ta [Credit) Accourt o PHTORE
Amourt; | 100,00 GST: Mo

Remark: FADBDQDEDM WALKER FILE (RB) TAKEN AT DH

Cancel

o< ]

b. Create an adjustment to the branch matching the Trip Key

et Mew Trip Account Transaction

Select

Transaction: |Adjustment

Agency. [l

Select Credit and type code: Journal.

The Debit Account Id selected should be the account that has been set up to record monies transferred between the two
branches (the Trip Branch and Transaction Branch) as per the previous transaction. In the example, the selected

account is for transfers between Darling Harbour and Rushcutters Bay.
Enter the Amount as the Receipt amount, GST No.

CCT Enterprise Inter-branch Transaction Recommendations
© Galileo Southern Cross — February 2007
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The Remark should include the Trip File Number and Name if possible.

eer Trip Adjustment - Rushcutters Bay [ x|

From(Debity € To(Credt) (% Consutant karenh | Date:|  smarzo0s
Trip Code:m
Type Code: [Journal | FromiDekit) Accourt d: PHTORE
Amourt; | 100,00 GST: Mo

Retmark; Feceipt taken at DH for RB - KADSOS080001

(0]:4 I Cancel

The overall impact of the adjustments on the trip file are nil, however they will ensure that the Trip Control and
Outstanding Balance reports per branch match.

T Trip - KADS09060001

Jkans0s080001 __[11/10/2007 FRa, WALKERMERRIEMS ‘a| Rushcutters Bay

7 Trip | (& Seqments | e Fees | C JQuates | %2 Docs | # Clients | W Freq Flver 5% Accounting |%| | Q)l

Tranx Type

Reference

5 [sdjustment  [Transfer from KADSOS060] ¢ g 100.00|Dxarling Harlg
A000031544  |(Adustment Transfer to KADSO906000 Crarling Hark
ROOOO42961  |Receipt ROOO04 2961 (i 100.00/Carling Hark

The overall impact on the cashbook account the adjustments are made to is also nil, however per branch the impact on
the cashbook shows that Darling Harbour is in ‘Credit’ for the Receipt amount, and Rushcutters Bay is in ‘Debit’ for the
Receipt amount.

E0500 Darling Harbour/Rushcoutters Bay Tran DHTORB E0500 Balance Darling Harbour 100.00
E0s00 Darling HarbourRushcoutters Bay Tran DHTORB E0500 Balance Rushcutters Bay 100.00

When these Debit/Credits occur in the transfer cashbook accounts, the balances should be ‘cleared’ regularly (at least
once a month) so as to correctly reflect the balances in each branch.
Instructions on how this is achieved are discussed later Appendix B of this document.

Alternatively a Refund to Passenger and Direct Deposit to the correct branch will also balance out the Branch
Totals.

A receipt has been created in Glebe for a Darling Harbour trip file.

" Trip - KE3011060004

[kE3011080004 | 0110/2007 FRAWALKERKERREMS B | Darling Harbour BB 2|8

i Trip | @Se&u&nts | te Fees | C _Jouotes | %, Diocs | # cClierts | ¥ Freq Flyer [+ Accounting | @l

Status | Inw Drehit

=

Creclt Cresated
100.00|Darling Harkbg

To reverse the transaction a Refund to Passenger should be created in the Agency of the original transaction using
Direct Debit as the form of payment.

CCT Enterprise Inter-branch Transaction Recommendations Page: 11
© Galileo Southern Cross — February 2007



Galileo <o

by Travelport
prommm——— Mew Trip Account Transaction E |
@ Trip | GSEgmen Select
Loency Transaction: IReFund ko Passenger |
301112006 Grede gency: [EETMMMGGGG—— 1| ool |
The remark should include relevant details.
Refund to Passenger
—Refund Details Pazzenger(s)
l(ESEIl 1060004 Consultant: kerrie Date: EIZI,I'I 112006 WAL KERMERRIEMS

Remarlg:heceipted ko Glebe. Should be Darling Harbour,
i pay how © Pay Later Amount: 100,00

—Formi(g) of payment (1 of 1)

Type: [Direct Debit ] M 4 ) H|

Payee: pyALHERMERRIEMS Add
Amourt; | 100,00 Delete
Mir: [30MCvDE:1 52727 Bank: priestpac Branchi [l 00 Pitt Street Sydney

Reverze | Primit | PIE | Ok I Cancel

The Refund to Passenger has reversed the original transaction. The Account Trial Balance figures per branch are
correct and the trip is in balance.

' Trip - KE301 1060004

|I»{E3I:|1 1060004 _| 011 0/2007 FRA WAL KERMERRIEMS % | Darling Harbour | f,] | @l p| &l
# Trip | @Si‘nents | L Fees | L ouokes | %= Docs | ﬁclient1| ‘%"E'Freq Flyer [# Accounting Q@l | @u
Drate: Adency Tranx D Tranx Type Reference Status | Inw Dehit Credit Created

100,00 Darling Hark

An additional transaction is now required to receipt money to the correct branch on the trip file. The form of payment
selected should be Direct Debit and can be cross referenced to the Refund to Passenger transaction if required.

CCT Enterprise Inter-branch Transaction Recommendations Page: 12
© Galileo Southern Cross — February 2007



Galileo o

by Travelport

Trip Receipt

—Receipt Details

FESD*I 1060004 Amount: 100.00
Consultant: kerrie Drate: EIIIN 172006

Printed Remarks: IT::: correct receipt

—Formi(g) of payment (1 of 1)

Type: |Direu:'t Deposit ;l K “ "l Nl

Payer: pvaALKERMERRIEMS A
Amourt; | 100.00 Delete
Mir: 30645| Banik: | Branct |

Reverze | Prirt: | PLvE | [8]34 I Cancel

The trip is now showing a deposit in the correct branch.

1" Trip - KE3011060004

[kE3011 080004 | 01002007 FRa, WAL KERMERRIEMS ‘fg' Darling Harbour Ba| ¢ B2 | 2] i
# Trip | (% Seqments | *2 Fees | ¢ _Iuokes | %= Docs | el Client4| % Freq Flyer  [#* Accounting | < | | @l
Date Agency Tranx ID Tranx Type Reference Status | Ine Debit Credt Created
30/11/2006 Darling HAROODD42965  |Receipt Deposit 5534 100.00/Da¢ling Hartg
Gleba |POOOO3Z0G4S  ReftoPAX POOOOS0645 C 100.00 Diarling Harlag
ROOOO42352  Receipt ROO0O4 2352 C 100.00 Darling Harkag

The transactions created to follow the Inter-Branch recommendations will not appear on the bank statement, but will
appear on the Add Statement ltems and will need to be included in a statement.

By using Direct Deposit the amounts can be grouped on the statement within the appropriate date range.

Select the Statements Tab in the Cashbook and create a new statement. The amounts can be included in another
statement within the same date range and will have no impact on the Opening and Closing Balances.

Statement E |

— Bank Statement Details

Bank Account Mumber Page Mo Date

}estpac |32 352 130359 | 285 | 3001106 Calc. Closing Bal: | §224 596,83 CR

Opening Bal: | 224 596 53 CR Clo=ing Bal: | 224 596 53 CR Unreconciled Amt:l F0.00

—Hhems

Date | Description Debit Credt |
30M1/2006 Deposit Batch 5534 0 100.00

Direct Dekit S0MOYOE: 152727 10000 0 IO |
CCT Enterprise Inter-branch Transaction Recommendations Page: 13
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What if one branch tickets on behalf of another?

The Transaction Branch of a Ticket entered on a trip file should always reflect that of the Trip Key — i.e. the Branch
against which the Sale is to be registered.

The BSP file will not be impacted as the Electronic Reconciliation tool works by ticket number and issue date. The BSP
only becomes an issue when multiple trust bank accounts are involved.

What if | have downloaded/associated the trip to the incorrect branch?

It is okay to change the branch key of a Trip file if:
e There are no transactions on the Trip file at the time of change; or
e The transactions that have been posted to the incorrect branch are either reversed or balanced to nil for that branch

How do | enter Trip Adjustments?

If a Trip file requires adjustment, the entry should be as per the Trip key unless multiple branch transactions have been
made to the file.

If a file has multiple branch transactions — i.e. ticket has been entered per branch key but receipt has been entered for a
different branch, then some consideration needs to be made regarding branch selection.

Example:

A Trip file belonging to Edgecliffe with a Ticket valued at $99.98 is entered (as Edgecliffe). A Receipt for $100 cash is
then entered as a Darling Harbour transaction.

' Trip - KA1409060001

IKA'I 403060001 _I 1B06/2006 LOMN ROGERSTRACIEMS @l Edgecliffe
i Trip | & Seqments | e Fees | £ JQuates | S Docs | M Clienks | W Freq Flver  [5% Accounting %l | @l
Date AgEncy Tranx IO Tranx Type Reference Status | Inw Debit Crecit Crested
EdgecliffeTO00040764  |Ticket THT - B3P o M 9995 Edgecliffe
Cut of Balance
—I Total 5946 100.00|
4| | 3
Balance: 02 CR Trip Value: 50.00 Cammission: 720 Percentage Profit 9.00%

This leaves a 2 cent credit on the file. Assuming this money would be attributed to the Trip Branch, the user can perform
the following:

1. Follow the series of Adjustments as per Method 2 (earlier in this document). The adjustment will still be required on
the file for the 2 cents:

T Trip - KA1409060001

IKA'I 4030650001 _I 16062006 LON ROGERS/TRACIEMS EI Edgecliffe
i Trip | (% Seqmerts | *< Fees | C IQuates | %2 Docs | A Clients | W Freg Flver % Accounting [ <2 | [ |G |
100.00 Edgecliffe
Edlgecliffe 000031552 | Adjustment Transfer from KA14090600 O ] 100 .00 Edgecliffe
Darfing RO00042970 |Receipt RO00042970 © 100.00|Edgecliffe
EdgecliffeTO00O040764  |Ticket TKT - BSP o ] 99 95 Edgecliffe
Cut of Balance |
Tatal 19995 200 .DDl
1| | 3
Balance: .02 CF «uu— Trip “alue: 80.00 Commission: 7.20 Percentage Profit: 9.00%

2. Determine which branch will need to be debited to make this balance. If it is not obvious which branch requires
adjustment, the user may look at the Trip Outstanding Balance Report for this trip only.

CCT Enterprise Inter-branch Transaction Recommendations Page: 14
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3. Go to Reports/Trip/Balance Report while still in the Trip.
4. Highlight all branches and retrieve.

eer Trip Balance Reports

Report: |Outstanding Balances =] Frimary Destination: I nc o
yarling Harbour
Sort by: [Consuttant Departure Date from: | to: |
Edgecliffe
Trip: f1 40306000 o Tranzaction Date from: | to: |
Fushcutters Bay
Consultart: | Show Bslances: =0 W =0 [ =0 [

Outstanding Balances Report By Consultant

Agencies: Darling Hathour, Edgecliffe, Fushmtters Bay
Trip Code: E41409050001

Trip Code Depariure Date Trip Balance  Consultant Pazsenger!Group Name Dehtor ID
Edglecliﬂie h

karenh

EA41402060001 16082006 $02CE karerh ROGERSTRACIEMSE

Total For Edgecliffe $.02 CR

Total $.02 CR

5. This indicates that the adjustment needs to be made to Edgecliffe. The adjustment itself can be made in the usual
manner, ensuring the agency/branch selected is Edgecliffe:

et Mew Trip Account Transaction

Select

Tranzaction:

B djuskrent ok,
Agency: |Edogeclitfe | Cancel |

CCT Enterprise Inter-branch Transaction Recommendations Page: 15
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Debtor Files

A Debtor File may be associated to multiple Branches upon creation. The Branch Key of a debtor indicates which
agency(s) are able to access/transact to it.

IMESH _I Mezsh Architecture

fitDebtor

%’Preferences |ﬂ“Cards | A Clients | [E% Accounting |%Custnm Fields |%Cnmments | |

ecr File Access

Darling Harbour

Invoice and Credit Note transactions are all already associated to the appropriate branch on transaction creation at Trip
level.

Edg!cliffe 1000030451 |waice MESH c 2,400,000 ooo 240000
Rushcuiter|000030450 Invoice MESH c 3,519.00Dr 000 3519.00
Darling Har|000030443  Invaice MESH C 300.000r 000 30000

This is also reflected in the Allocation screen.

All subsequent transactions (including allocations) on the Debtor file will require the Branch to be selected in the new
transaction selection screen

eer Mew Debtor Account Transaction

Select

Transaction: IReceipt ;l

AGEncy: |Darling Harbour ;l Cancel |

T

CCT Enterprise Inter-branch Transaction Recommendations Page: 16
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Debtor Reporting

Debtor Trial Balance Report by Branch

The Transaction Branch Key dictates which branch subtotals Debtor transactions will appear against on the Debtor Trial
Balance (Reports/Debtor/Debtor Trial Balance Report).

Edgecliffe 000030451  |Inwoice ME=H C 2,400 00(Cr 000 240000
Rushcuttenl00030450  (Invaice MESH C 3,519.00Dr 0.0of  3519.00
/ Darling Han0o0030448  (Invaice MESH c 300.00(0r 0.00 300000
p— Total Deb:rts: 5,219.00
I Credits: 2,000.00
alance: 6,219.00 DR

Debtor TriN Balance Printed 11/02/2006

Agencies Darling Hatgur, Edgechffe Rushoutters Bay
ate to:11/09/2006

hior ID Dehtor Mame Dehit Credit
DebWr Group: Dehbtors
MEZH Mesh Architeciure 6,219.00 -
Datling Harbowr 300.00
Edgecliffe 2,400.00
Rusheutters Bay 3,5319.00
Total for Dehtors 6,219.00 -

It is recommended that any transactions entered for a particular branch are balanced out with the appropriate
branch transaction in the Debtor file.

CCT Enterprise Inter-branch Transaction Recommendations Page: 17
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Inter-Branch Debtor Transactions

If amounts outstanding on a Debtor are from differing branches, it is recommended that the allocations are made from
the same branch as the outstanding amount.

Standard Entry Example
Mesh Architects owe $300 on an Invoice for a Darling Harbour branch booking.
When this money is received, the Receipt will should be entered as Transaction Branch ‘Darling Harbour’

eer Mew Debtor Account Transaction

Select

Transaction:

Agency: |Dar|ing Harbowr ;l Cancel

ik

Receipt details should be entered as normal:

- Receipt Details
ESH Amourt: 300.00
Consuttant: w— Date: lm
Printed Remarks: Payment of Inveice 300
~Form(s}) of 1 of 1)
Type: [Checue 3| M4 M
Payer: pesh Architecturs ol
Amourt: 300.00 Delete
Hbr: 12 Bark: 4B Branch: Melbourne
Reverse | Print | Allocate.., | Cancel |

The Allocation screen then shows the Darling Harbour Receipt to be allocated to the Darling Harbour Invoice:

eer Allocation

—Select a Tr i

Agency
Darling Harbour 11408

Type

Receipt

Tran: ld

Amount

Allocated

’7 EDDDD42964 Trarix Amount: [

300,00 ‘

300,00 Allocated: | 0.00  Unallocated:
—Tr: i
Agency ‘ Diate ‘ Tranx Id ‘ Amourt ‘ Presviously ‘ Allocated Amoirt Allocation ‘ Cutstanding
Allocsted This Receipt | Unallocated
Darligg Harb11/09/2006 1000030449 300.00 0.00 0.00 300.00 0.00 300.00
Rushfutters E 1000033450 3,519.00 0.00 0.00 3,519.00 0.00 3,519.00
Edgegliffe 1000030451 2,400.00 0.00 0.00 2,400.00 0.00 2,400.00

Auto Allocste |

Allocate as normal.

Cancel |

This then maintains the integrity of each branch balance within the Debtor to the Debtor Trial Balance Report:
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Printed 11/0802008

Debtor Trial Balance

Agencies:Darling Harbour, Edgechffe Rushcutters Bay
Date to:11/0%/2006

Dehtor ID Dehtor Mame Dehit Credit

Debtor Group: Dehtors

MESH Mesh Architecture 591900 -
Datling Hathour 000 Gmm—
Edgecliffe 2,400.00
Fusheutters Bay 3,519.00

Total fox Dehtors 591900 -

If the Receipt had not been entered as a Darling Harbour transaction, the Debtor Trial Balance Total for Mesh would
match that of the Debtor file; however the Branch totals would not be accurate.
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What if the Agency receives one Debtor Payment for multiple branches?

Multiple Entry Example

Mesh Architects owe $5919 on Invoices for Rushcutters Bay and Edgecliffe. This money is received as a single cheque.
If a single receipt is to be entered into a Debtor file that relates to 2 or more branches there are two methods to prevent
report discrepancies:

Method 1: Enter the Receipt Transaction Branch as per the Transaction Branch (as recommended)

When this money is received, the Receipt should be split between branches Rushcutters Bay and Edgecliffe as two
separate Receipt transactions.

The two receipt transactions would have the same reference numbers, each for the proportion of the receipt that relates
to each branch:

Edgecliffe
ect Debtor Receipt
 Receipt Details
ESH Aot 2,400.00
Consuftant: karenh Diate: FI 1082006

Frinted Remarks: heceipt 1 of 2 - Edgecliffe 30451

— Formi(=) of payment (1 of 1}

Type: |Cheque ;I H ‘ ’ Hl

Payer: Mesh Architects Add
Amourt: 2,400.00 Delete
M P13 Bank: JAB Branch: Melbourne

Reverse I Brinit | nllocate...l Cancel |

Rushcutters Bay

ger Debtor Receipt
~ Receipt Detail
ESH AmoLint: 3,518.00
conzultant: karenh Dater W

Prirted Remarks: Receipt 2 of 2 - Rushoutters 130450

—Formig) of payment (1 of 1)

Type: |Chegue | M 4 Hl

Payer: esh Architects

Amourit: 3,519.00 [Delete

Mor: 213 Bark: B Branch: Melbourne
Rewerse | Brint | Ellocate...l O Cancel

These receipts can then be allocated to their respective branch transactions, therefore maintaining the Debtor Trial
Balance Report integrity:
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Debtor Trial Balance Frinted 110212008
Agencies:Darling Harbour, Edgechffe Rushcutters Bay
Drate to:11/0%/2006
Dehtor ID Dehtor Mame Dehit Credit
Debtor Group: Dehtors
MEZH Mesh Architecture - ;
Datling Harhioar 0.00
Edgecliffe 0.0
Rusheutters Bay 0.00
Total for Debtors e e
This methodology can also be used for Adjustments and Refunds.
Considerations:
When this method is used, the Receipt will appear as two entries on the Debtor Deposit Batch Report:
Edgecliffe 1109/2008 RO00042965 240000 C@ Mesh Architects 23 2400.00
Rushcutter=1109,2006 ROO004 2966 3519.00 C2 Mesh Architects 213 3519.00

Method 2: Enter the Receipt Transaction Branch as that of the largest branch amount receivable

When this money is received, the Receipt can be recorded against the transaction branch where the money is being
taken or the branch against which most of the money is to be allocated.

In the above example, the Invoice for Rushcutters Bay has the highest proportion outstanding, so the entire receipt
amount can be created against this branch:

eer Debtor Receipt E2

Receipt Details
ESH amourt [ 5a19.00
Conzuttant: karenh Date: I’W
Frirted Remarks: Money far Invoices 30450-1
—Formis) of p it (1 of 1)
Type: |Cheque LI H ‘ b H
Payer: Mesh Architects Al
Amovrt: 3,.919.00 Delete
Piar: l213 Bank: '\IAEI Branch: hﬂelbourne

Reverse | Brint | Allocate...l Ok | Cancel |

Do NOT Allocate the receipt.

This amount will now require adjustment to prevent a branch imbalance on the Debtor Trial Balance by Branch —i.e. if
the above receipt was allocated against the two invoices without adjustment, the report would look as follows:
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Debtor Trial Balance Printed 11/08/2006

Agencies:Darling Harbour, Edgechffe Rushcutters Bay
Date to:11/0%/2006

Dehtor ID Dehior Mame Dehit Credit

Debtor Group: Dehtors

MEZH Mesh Architeciure 240000 240000
Darling Hathour 0.0
Edgecliffe 2,400.00
Fusheutters Bay 0.0 2,400.00
Total fox Dehtors 240000 240000

Whilst overall the Debtor balance is nil, the report still shows balances against Edgecliffe and Rushcutters Bay.

A series of Adjustments are now required to balance this report

a. Create an adjustment to the Transaction branch where the money/receipt was entered against:

In this example, the entire receipt was coded to Rushcutters Bay.

ecr Mew Debtor Account Transaction E

Select

Transaction: Iﬂdjustment |

Agency: |Rushu:utters Bay Ll Cancel |

Select Debit and type code: Journal.

The Credit Account Id selected should be the account that has been set up to record monies transferred between the
two branches (the Receipt Transaction branch and the branch against which the money should have gone). In this
example, the selected account is for transfers between Rushcutters Bay (Receipt Transaction Branch) and Edgecliffe
(Invoice Transaction Branch).

Enter the Amount as the amount of the Receipt that was to be allocated to the other Branch — i.e. Edgecliffe. Select
GST No.

The Remark should include the Invoice Number(s) and Branch Names involved in the ‘transfer’ if possible.

ger Debtor Adjustnment - Rushcutters Bay E2
From (Crecit) ¢ To(Dekit)  MESH Consuitant: farenh Date:|  11/09/2005

Type Code: |J|:uurnal ;l Fram (Credit) &ccount |d: FCTOED
Amaurt: | 2,400,00 GST: o
Remark; hﬂnnev Receipted as Rushcoutters for Edgecliffe Chg 213

Allncate...l Cil I Cancel

b. Create an adjustment to the branch matching the Invoice(s) paid

In our example, the Invoice amount received as Rushcutters Bay was Edgecliffe.
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ecr Mew Debtor Account Transaction

Select

Tranzaction: I.ﬁ.djustment LI

AQEncy: |Edgecliffe Ll Cancel |

Select Credit and type code: Journal.

The Credit Account Id selected should be the account that has been set up to record monies transferred between the
two branches (as per the first adjustment). In our example, the selected account is for transfers between Rushcutters
Bay (Receipt Transaction Branch) and Edgecliffe (Invoice Transaction Branch).

Enter the Amount as the amount of the Receipt which was to be allocated to the other Branches Invoice —i.e.
Edgecliffe. Select GST No.

The Remark should include the Invoice Number(s) and Branch Names involved in the ‘transfer’ if possible.

eer Debtor Adjustment - Edgecliffe

From (Credt) & To(Debty MESH Consutant: farenh Date:]  12/08/2008

Type Code: [Journal | Ta (Dehit) Account [d: RCTOED
Amourt: | 2,400.00 GST: o
Remark: |‘v1u:une3-' Receipted as Rushcutters for Edgeclitfe Chg 213

Alacate... |

i

Cancel

The overall impact of the adjustments on the debtor file are nil, however they will ensure that the Debtor Trial Balance
report per branch is accurate.

i Debtor - MESH [_|C

[mESH _|Mesh Architecture El ﬁl | -]

i Debtar | W preferences |ﬂ"Cards | # clierts ¥ Accounting | B custom Fislds |<$Cnmments | |

Diate Agency Tran: Id Tranx Type ltetn Reference Status | Amount  (Dr|  Allocated  |Unallocsted
Cr|  Amourt Amount

120972006 |Edgecliffe |A000031547 |Adjustment RCTOED C 2,400.00|Cr 000 240000
110972006 |RushcuttenA000031346 |Adjustment RCTOED C 2,400.00|Dr 000 240000

It should be noted that the adjustment Debit/Credit entry may need to be altered if the amounts being adjusted relate to
a Refund/Adjustment entry.

The overall impact on the cashbook account the adjustments are made to is also nil, however per branch the impact on
the cashbook shows that Rushcutters Bay is in ‘Credit’ for the Receipt amount, and Edgecliffe is in ‘Debit’ for the
Receipt amount.

EO700 Rushcutters Bay/Edgeclitfe Tranzfers RCTOED 60700 Balance Edgecliffe 2.400.00
0700 Rushcutters Bay/Edgecliffe Transfers RETOED BO700 Balance Rushcutters Bay 2,400.00

When these Debit/Credits occur in the transfer cashbook accounts, the balances should be ‘cleared’ regularly (at least
once a month) so as to correctly reflect the balances in each branch.
Information on how this is achieved is discussed later in this document.

c. Allocation of the transactions should occur as follows

Open an allocation transaction for the original receipt branch:
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ecr Mew Debtor Account Transaction E

Select

Tranzaction: |.ﬂ.llncatinn LI

AGEncy: |Rushc:utters Bay Ll Cancel |

The allocation screen will show all outstanding Debit items (regardless of branch) but only those Credit items relating to
the transaction branch (in this example, Rushcutters Bay).

i cer Allocation [ x|

—Select a Transaction
Agency Diate Type Tranx ld Amaonirit Allocsted

—allocgtion

ﬁ 0042969 Tran: Amount: 5,919.00 Allocated:l 5,919.00 Unallocated:l 0.00

— Trangactions
Agicv Date | Tran: Id ‘ Aot ‘ Previously | Allocated Armourt Allocation Outstanding
Allocated Thiz Receipt | Unallocsted
Rusheutters11/09/2006  AO00031 546 240000 0.00 0.00 240000 2.400.00 0.00
Rushcutters 1000030450 3,519.00 0.00 0.00 3,519.00 3,519.00 0.00
Edgecliffe 1000030451 240000 0.00 0.00 240000 0.00 240000

Auta Allocate Ok | Cancel |

The receipt should be allocated to the outstanding Invoice(s) for that branch and the Adjustment(s) made for the
amounts relating to other branches. Please note that the Branch should match the Receipt branch.

Once the receipt is allocated, open another Allocation transaction for the Invoice Branch —i.e. the other branch you
received money for.

eer New Debtor Account Transaction E

Select

Tranzaction: Iﬂllocatinn Bl

Agency: |Edgecliffe Ll Cancel |

The allocation screen will show all outstanding Debit items (regardless of branch) but only those Credit items relating to
the transaction branch (in this example, Edgecliffe).
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et Allocation B

—Select a Transaction
Agency

Allocated

Tran: Id

Allogation
’7 [noozisar Tranx amount: [ 2,400,00  Allocated: [ 240000  Unallocated:[— 0,00 ‘
L i
A'nc:y ‘ Date ‘ Tran:x e ‘ Amount ‘ Prewiously | Allocated Amount ‘ Allocation ‘Outstandingl
Allocated Thiz Receipt | Unallocated
Edgecliffe  11/09/2006 (000030451 2,400.00 0.00 0.00 2,400.00] 2,400.00 0.00

Auto Allocate Ok | Cancel |

The Credit Adjustment should be allocated to the outstanding Invoice(s) for that branch only.
The Debtor Trial Balance Report will now show the correct balance per branch.

Frinted 1200972008

Debtor Trial Balance

Agencies:Darling Harbour, Edgecliffe Rushcutters Bay
Date to:12/09/20046

Dehbtor ID Dehtor Mame Dehit Credit

Debtor Group: Dehiors

MESH Mesh Architecture _ -
Dartling Harbour 0o
Edgecliffe 0o
Rusheoutters Bay 0o

Total for Dehtors 5 5
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How do | enter Debtor Adjustments?

If a Debtor transaction requires adjustment, the entry should be as per the transaction key unless multiple branch
transactions have been made. l.e. if the Receipt and Invoice are both for the same branch, any difference should be
adjusted to that branch.

If a file has multiple branch transactions — i.e. Invoices have been entered for different branches but a single receipt has
been processed, then some consideration needs to be made regarding branch selection.

Example:

Money is received from a debtor for both Edgecliffe ($300) and Rushcutters (695) Bay invoices. Receipt $1000.

Date Agency Tranx Id Tranx Type ftem Reference Status | Amount  |Dr|  Allocated  |Unallocsted

Cr Atmourit Anourit
1402006 Ruzhcutten000030454  Invoice ME=H C E4S 00D 0.0a B45.00
Edgecliffe 1000030453 Invaice ME=H C 300,000 0.00 300.00

This leaves a $5 credit on the file. Assuming this money would be attributed to the Branch which has been overpaid
(and assuming that branch is Rushcutters Bay):

6. Follow the series of Adjustments as per Method 2 (earlier in this document). Allocation will not match exactly, in that
there will still be $5 of the Receipt to still be allocated once completed.

et Allocation

—Select a Transaction

Agency Type Tranx Id Amount Allocated

Fushcutt

—Allocation

EDDDD429?1 Trarnx Amounk: 1,000.00 Allocated:l 995,00 Llnallocated:l 5.00

— Transactions

Agency Date Tranx Id Amourit Previously Allocated Amourit Allocation Out=tanding
Allocated This Receipt | Unallocated
Rushcutters 14092006 24000031556 300.00 0.00 300.00 0.00 0.00 0.00
Rushcutters 1000030455 695.00 0.00 695.00 0.00 0.00 0.00

Determine which branch will need to be debited to make this balance. The branch can be viewed in the
Allocation screen or on the Debtor Trial Balance Report for this Debtor only.

Go to Reports/Debtor/ Trial Balance Report and select the relevant Debtor.
Highlight all branches and retrieve.

Debtor Trial Balance Printed 14/09/2006

Agencies Darling Harhour, Edgechffe Rushcutters Bay
Drate to:14/0%/2006

Dehtor ID Dehtor Mame Dehit Credit

Debtor Group: Dehtors

MEZH Mesh Architecture 5 500
Datling Hathour 0.00
Edgecliffe 0.00
Fushcutters Bay 000 500 €
Total for Dehtors 5 500
CCT Enterprise Inter-branch Transaction Recommendations Page: 26

© Galileo Southern Cross — February 2007



Galileo <o

by Travelport

This indicates that the adjustment needs to be made to Rushcutters Bay. The adjustment itself can be made in the usual
manner, ensuring the agency/branch selected is Rushcutters Bay:

eer New Debtor Account Transaction
Select
Tranzaction: |.ﬁ.dju5tment |
Aency: |Rushcutters By € ;l Cancel |
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Creditor Files

The Creditor Files include transactions from all branches, regardless of the individual users’ access rights.
Cheque and Ticket Requisition transactions are all already associated to the appropriate branch on transaction creation
at Trip level.

foone | cONCORDE INTERNATIONAL }3'|

B Creditor l@ Accounting |%Comments | |

Date: Agency Tranx D Tranx Type Retference Status Debit Credit Crested In
16/06/2006 Rusheuti TOOOO40ES0 | Ticket THT - COMC C 4 317 A0/Darling Harkour
TOOOD40643  |Ticket TKT - COMC C 4 102 70|Darling Harbour
TOOOO40648  |Ticket TKT - COMC C 4 102.70/Darling Harkour
14062006 Edgeciff TOOOD40647 | Ticket TKT - CONC C 1,824 70 Darling Harkbour
TOOOO4OE4E  |Ticket CCF - 2413274987 C 166.50 Darling Harkour

This is also reflected in the Approval screen.
Some subsequent transactions on the Creditor file will require the Branch to be selected in the new transaction selection
screen, others do not.

Creditor Reporting

Creditor Trial Balance Report by Branch

The Transaction Branch Key dictates which branch subtotals Creditor transactions will appear against on the Creditor
Trial Balance (Reports/Creditor/Trial Balance Report).

Date | Agency | Tranx IO |Tranx Type| Reference |Status| Dehbit Crecit | Created In
3M09,2006 Edgecliffe 2,700.00|Darling Harbour

Rushcutters Bay |(000040¢ ] ( o C | Darling Harbour

Drarling Harbour ; 1,080.00Darling Harkbaur

Total 0.00 6,188.00]

alance: 6,155.0

reditor Trial Balanc Printed: 13/09/2006

gencies:Darling Harbour, Edgechiffe Rushcu

Creditor Mame Credit

HOFF ‘fﬂey Tours @,188.00
Agency: Daling Harbour $1,020.00

Agency: Edgecliffe $2,700.00

Agency: Rushrutters Bay $2,4028.00

It is recommended that any transactions entered for a particular branch are balanced out with the appropriate
branch transaction in the Creditor file.
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Inter-Branch Creditor Transactions

If amounts outstanding on a Creditor are from different branches, it is recommended that the transactions that are paid /
receipted against them be to the same branch.

What if the Agency needs to make a Payment for multiple branches?

Approvals, Payments and Bulk Payments do not require the transaction branch to be selected. This is because these
transactions will automatically post per branch entries into the database.

Standard Entry Example:
Hoffley Tours are owed $6188, which includes transactions from Edgecliffe, Rushcutters Bay and Darling Harbour.

When the Approval transaction is selected, no branch/agency selection is required:

ger Mew Creditor Account Transaction
Select
Transaction: OK
Cancel
Each transaction shows the agency beside it in this screen:
—Transactions |
Dizte | Typel A¥ncy | Tran Idl | Reference Amoirit
1309/2006 < Rushcutters Bay Q000040940 FERGUSOMNPATRICIAMES 2,405.00
G Darling Harbour Q0000409358 BRETTAACQILELINEMRES 1,050.00
G Edgecliffe Q000040933 WiILLIAMSAAALTER ME: 2,700.00

Once approved, the selection of the payment screen also does not require branch selection:

ecr Mew Creditor Account Transaction E

Select
Transaction: oK
Cancel
The payment is separated into each agency amount.
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eer Creditor Payments
— Payment Details

Paymert Type: ICheque Date: |13IEIEIJ‘2IZIIZIE

Reference: b?? Consultant: karenh
Tatal Payment: 5,155.00

Pay| Agency | Reference | Dezcription | CreditoriPayee Mame: Armount

I skxaot T [Cruise and Land Hatfley Taurs 1,080.00

| a2 I T Williams: Family Deposit |Hoffley Tours 2,700.00

[ socEm T Land Onily| Hotfley Tours 2 40800
— Transactions

Credior Agency Date Type|  Tranxld Reference Arnourt

IELIMNEMPS

0000409, WWILLL .LTER MR
10040940 FER MIPATRICIAMES

Selected: E,155.00 Arnount: E,155.00

Ok I Cancel

When this entry is posted, the creditor accounting tab will show a balancing entry for each branch affected by the

payment.
Date Aglwc:\,f Tranx ID | Tranx Type | Reference |Status i Credit Created In
iRushcutters Bay MO i I © Crarling Harbour
Edgecliffe MO00035E33536Payment HOFF ChgMo| © 2,700.00 Darling Harbour
Darling Harbour MO00035E335Payment HOFF ChgMo| © 1,050.00 Darling Harbour
Ruzhcutters Bay |(QO0O00040340Chy Reg Coc - HOFF p 240800 Darling Harbour
Edgecliffe Q000040939 Che Reg Coc - HOFF P 2,.700.00Darling Harbour
Crarling Hatbaur Q000040335 Che Reg Co - HOFF P 1,080.00/Carling Harbour
Tatal 5,1585.00 51 88.00'
Balance: 0.00 ;

This ensures that the Creditor Trial Balance report integrity will be maintained:

Creditor Trial Balance Printed: 13/09/2006
Agencies: Darling Harhour, Edgechffe, Rushcutters Bay

Creditor Creditor Mame Dehit Credit
HCFF Hoffley Tours $0.00
Agency: Darling Harbour $0.00
Agency: Edgecliffe $0.00
Agency: Rusheoutters Bay $0.00
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What if the Agency needs to Receipt Commission/Refund money for multiple
branches? (For use with Commission Receipt — Open Item only)

Commission Receipt — Open Item transactions require the branch to be selected within the creditor file:

eet Mew Creditor Account Transaction

Zelect

Transaction; | Commission Receipt - Cpen Item = | PO

_V.&gency: |Dar|ing Harbour ;I Cancel

If a single receipt is to be entered into a Creditor file that relates to 2 or more branches there are two ways this could be
entered to prevent report discrepancies.

Example:

A cheque has been received relating to Edgecliffe, Rushcutters Bay and Darling Harbour for $2708, being:
Edgecliffe ($2700)

Darling Harbour $1000

Rushcutters Bay $4408

Method 1: Enter the Receipt Transaction Branch as per the Transaction Branch (as recommended)

When this money is received, the receipt should be split between branches Rushcutters Bay, Darling Harbour and
Edgecliffe as separate transactions.

As the Edgecliffe amount is payable, this would need to be entered as a payment rather than a receipt.

All entries would have the same reference numbers, each for the portion of the receipt/payment that relates to each
branch:

Darling Harbour

eer New Creditor Account Transaction |

Select

R E= Tt o Al B ornrnis sion Receipk - Open IEemd

Agency: |Darling Harbaur ;l Cancel |
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—Commisgsion Receipt - Open kems Details

Crecitar |d: FIOFF Consultant: Farenh Date: E4IDEII2005

Description: kheque “alue 27051 of 3

— Formi{s} of payment {1 of 1}

Tipe: ICheque Ll H ‘ ’ Hl

Payer : Hoffley Tours Ll

Amourt: 1,000.00 Delete

lkar: h234 Bank: N&.El Branch: Eydney

—Tr tions Select Al

Agency Date Type| Tranx ld Reference Ticket Mir Amourt

g Harbour 1 E R 0 BRETT.
Rushcutters Bay 1309/2006 RCC 2000040942 FERGUSOMNPATRICIAMRS 4403.00
Selected: 1,000.00 Amournt: 5,408.00

[~ Show Al Rewverse Print: | Ok I Cancel

Rushcutters Bay:

eer Mew Creditor Account Transaction E

Select

Transaction: |Commission Receipt - Open Item |

k.
Agency: |Rushcuﬁers Bay Ll Cancel |

Edgecliffe:

ecr Mew Creditor Account Transaction |

Select

Tranzaction:

[9].4
Cancel |
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et Creditor Payments
—Payment Details
Payment Type: ﬁirect Dehit Date: |:I4ID9I2008
Reference: EHQ1234RECEIVED Conzultant: Farenh
Total Payment: 2,.700.00
F‘a\,f| Agency | Reference | Description | CreditorPayee Mame; | Amount
¥ ®a201  [heque 1234 3 Cheque Value 32708 Hotfley Taurs 2,700.00
—Tr: tions
Creditor Agency Date Type|  Tranxld Reference
3 LTER: bR
L Selected: 2,700.00 Amount: 2,700.00
Ok I Cancel |
The entry of the two receipts and single payment maintains the Creditor Trial Balance integrity.
Considerations:
When this method is used, the Receipt will appear as two entries on the Deposit Batch Report:
Rushcutter: 14092006 JODO030334 4405.00 <o Hoffley Tours 1234 4405.00
Darling Hark 1 409,2006 JOD0030333 100000 <o Hoffley Tours 1234 1000.00

The payment will not appear on the Deposit Batch at all.
Edgecliffe WMOO0036341  [Payment HIZFF Chig o, CHEA 234HE| © | 270000

Therefore the deposit batch would need to be manually written for banking and the split would need to be noted for
Bank Reconciliation purposes.

Method 2: Enter the Commission Receipt — Open Item Transaction Branch as that of the largest branch amount
receivable

When this money is received, the Receipt can be recorded against the transaction branch where the money is being
taken or the branch against which most of the money is attributable.

In this example, the amount receivable for Rushcutters Bay has the highest portion receivable, so we can create the
whole receipt amount against this branch:

eer Mew Creditor Account Transaction

Select

Tranzaction: |Commission Receipt - Cpen Itemll

Agency: |RushcuﬁersElay ;l Cancel |
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—Commission Receipt - Open Hems Details

Creditor ld: FIOFF Consultart: karenh

Description: hommission Received

Diate: E 4/08/2008

—Formis) of payment (1 of 1)

Type: [Chegue x| M| 4 Hl
Payer : Haffley Taurs Aicked
Amount: IW [elete
Ikar: |1234 Bank: '\IAEI Branch: ISydney

Selected:

2,708.00 Amourt: 2,703.00

v Showe & Reverse | Prirt: | Oh | Cancel |
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The amount will now require adjustment to prevent a branch imbalance on the Creditor Trial Balance by Branch —i.e. if

the above receipt was left without adjustment, the report would look as follows:

Creditor Trial Balance
Agencies:Darling Harbour, Edgechffe, Rushoutters Bay

Creditor Creditor Name Debit Credit
HOFF Haffley Tours $0.00
Agency: Daling Harhour $1,000.00 $0.00
Agency: Edgecliffe $2,700.00
Agency: Rusheutters Bay $1,700.00 $0.00

Pronted: 14/09/2006

Whilst the overall Creditor Balance is nil, the report still shows balances against all three branches.

A series of Adjustments are now required to rectify this report
Please note that the examples provided include the adjustment of the payment entry.

a. Create an adjustment(s) to the Transaction branch where the money/receipt was entered against:

In our example, the entire receipt was coded to Rushcutters Bay.

There were two other branches affected by this receipt — Darling Harbour and Edgecliffe, therefore two adjustments are

necessary:
e Between Rushcutters Bay and Darling Harbour
o Between Rushcutters Bay and Edgecliffe
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Both adjustments will be coded to Rushcutters Bay.

eer Mew Creditor Account Transaction \

Select

Transaction: I.ﬁ.djustment ;'

;I Cancel |

AGEncy: |Rushn::utters Bay

¢ Rushcutters Bay/Darling Harbour Adjustment
Select Debit and type code: Journal.

The Credit Account Id selected should be the account that has been set up to record monies transferred between the
two branches (the Receipt Transaction branch and the branch against which the money belongs).

Enter the Amount as the amount of the Receipt which could be attributed to the other Branch — i.e. Darling Harbour.
Select GST No.

The Remark should include the Receipt details and Branch Names involved in the ‘transfer’ if possible.

eer Creditor Adjustment - Rushcutters Bay E
From (Dekity © ToiCredity ¢ HOFF Consuitant: farenh Date:|  14/09/2008

Type Code: [Journal | Ta (Credit) Accourt ld: PHTORB
Amourt: | 1,000.00 ZET: Mo
Remark: |Cheu::|ue 1234 Received as RC - for DH

o< ]

Cancel

¢ Rushcutters Bay/Edgecliffe Adjustment

As the Edgecliffe amount was payable, the adjustment will be to Credit Rushcutters rather than Debit.

Select Credit and type code: Journal.

The Debit Account Id selected should be the account that has been set up to record monies transferred between the two
branches (the Receipt Transaction branch and the branch against which the money should have gone).

Enter the Amount as the amount of the Receipt which could be attributed to the other Branch — i.e. Edgecliffe. Select
GST No.

The Remark should include the Receipt details and Branch Names involved in the ‘transfer’ if possible.

eer Creditor Adjustment - Rushcutters Bay [ x|
From(Dekity ¢ To(Credt) & |[HOFF Consultant: farenh Date:|  14/09/2006

Type Code:; IJDurnaI ;l From (Dehit) &ccount |d; hCTOED
Amourt: | 2,700.00 GST: o
Remark; |Cheu::|ue 1234 Received as RC - for ED

o]

Cancel
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b. Create adjustment(s) to each branch included on the Receipt (excluding the Receipt Branch)

In our example, the entire receipt was coded to Rushcutters Bay.
The two other branches affected — Darling Harbour and Edgecliffe, require adjustment.

¢ Darling Harbour/Rushcutters Bay Adjustment

ecr Mew Creditor Account Transaction E |

Select

Transaction: | Adjustment ]

Agency: |Dar|ing Harhour ;l Cancel |

Select Credit and type code: Journal.

The Debit Account Id selected should be the account that has been set up to record monies transferred between the two
branches (the Receipt Transaction branch and the branch against which the money belongs).

Enter the Amount as the amount of the Receipt which could be attributed to this Branch — i.e. Darling Harbour. Select
GST No.

The Remark should include the Receipt details and Branch Names involved in the ‘transfer’ if possible.

eer Creditor Adjustment - Darling Harbour E
From (Dekity ¢ To(Credity © |HOFF Consuitant: farenh Date:|  14/09/2008

Type Code: |.J0urnal LI Fram (Debit) Accourt 1d: bHTOREI
Amourt: | 1,000.00 ZET: Mo
Remark: |Cheu::|ue 1234 Receipted as RE but for DH

(0] 4 I Cancel

¢ Rushcutters Bay/Edgecliffe Adjustment

eer Mew Creditor Account Transaction

Select

Tranzaction: |.ﬁ.djustment

Agency: |Edgec|iffe

As the Edgecliffe amount was payable, the adjustment will be to Debit Edgecliffe rather than Credit.

Select Debit and type code: Journal.

The Credit Account Id selected should be the account that has been set up to record monies transferred between the
two branches (the Receipt Transaction branch and the branch against which the money belongs).

Enter the Amount as the amount of the Receipt which could be attributed to the other Branch — i.e. Edgecliffe. Select
GST No.

The Remark should include the Receipt details and Branch Names involved in the ‘transfer’ if possible.
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eer Creditor Adjustment - Edgecliffe E
From(Debit)  TorCredty ¢ HOFF Consultant: farenh Date:|  14/09/2006

Type Code: | Journal | Ta (Credit) Accourt |d: RCTOED
Amaunt: | 2,700.00 GST: o
Remark: |Cheque 1234 Receipted as RB - for ED

o< |

Cancel

The Creditor Trial Balance Report will now show the correct balance per branch.

Creditor Trial Balance
Agencies:Darling Harbour, Edgecliffe Rushcutters Bay

Printed: 14/09/2006

Creditor Creditor Mame Dehit Credit
HOFF Hoffley Touts $0.00
Ageney: Datling Hathour $0.00
Agency: Edgecliffe $0.00
&gency: Rusheutters Bay $0.00

The overall impact of the adjustments on the Creditor file are nil, however they will ensure that the Creditor Trial Balance
report per branch is accurate.

Drate AgEncy Tranx 10 Tranx Type Reference Status Dehit Credit
14082006 Edgecliff 4000031551 |Adjustment Journal A 2.700.00
Darling He 4000031550 | Adjustment Jaurnal A 1,000,000
Rushcuti 000031549 | Adjustment Journal A 2,700.00
ANDOO31545  |Adjustment Journal A 1,000.00

The overall impact on the cashbook account the adjustments are made to is also nil, however per branch the impact on
the cashbook shows that Rushcutters Bay is in ‘Credit’ for the Receipt amount (relating to Darling Harbour) and in
‘Debit’ for the amount relating to Edgecliffe. Darling Harbour shows that money is ‘owed’ to it by Rushcutters Bay and
Edgecliffe ‘owes’ Rushcutters Bay money.

50500 Darling HarbourRushcutters Bay Tran DHTORE G0500 Balance Rushcutters Bay 1,000.00
60500 Darling HarbouriRushcutters Bay Tran DHTORB 60500 Balance Darling Harbour 1,000.00
0700 Rushcutters Bay/Edgeclitfe Transfers RCTOED 0700 Balance Edgecliffe 2,700.00
0700 Rushcutters Bay/Edgecliffe Transfers RCTOED 0700 Balance Rushcutters Bay 270000

When these Debit/Credits occur in the transfer cashbook accounts, the balances should be ‘cleared’ regularly (at least
once a month) so as to correctly reflect the balances in each branch.
Information on how this is achieved is discussed later in this document.
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What if the Agency needs to Receipt Commission / Refund money for
multiple branches? (For use with Commission Receipt — Other only)

Commission Receipt — Other transactions require the branch to be selected within the creditor file:

ecr Mew Creditor Account Transaction

Select

Transaction; |Commission Receipt - Other |

—) !, ({2 |Darling Harkbour Ll Cancel |

If a single receipt is to be entered into a Creditor file that relates to 2 or more branches it can be entered under a single
branch however the Sale/Commission/Bank figures will all be reflected under that branch.

Example:

A cheque has been received relating to Rushcutters Bay and Darling Harbour for $3000, being:
Darling Harbour ~ $500

Rushcutters Bay $2500

Method 1: Enter the Receipt Transaction Branch as the Branch the Commission is to be recorded against

When this money is received, the receipt should be split between branches Rushcutters Bay and Darling Harbour as
separate transactions. This will ensure that the sale values are recorded against the correct branches.
All entries would have the same reference numbers, each for the portion of the receipt that relates to each branch:

Darling Harbour:

ecr Mew Creditor Account Transaction E

Select
Transactior; [Commission Receipt - Other — w| [ OK
AGENCY: |Darling Harkbaur Ll Cancel
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—Commission Receipt Details
HOFF

Conzuftant: W

GsT: e

Armaount: S00.00
GSTwalue: [ 0.00
amourt (ex. 55Ty [ s00.00

* Commiszion © Override

Sales Code: W
Service Type: Im
Supplier Id: r
Sales Walue: lm
Departure Diete: W

Dte: | 14mar00s £ |

—Formi(=) of payment (1 of 1)

—GL Allocation
Accourt # | GL Account Description | GST | Amourt Excl | GST amt | smourt Incl | Al
LCelete

Rushcutters Bay:

ger Mew Creditor Account Transaction

Type: |Cheque Ll H " ’ Hl
Payer: Pest Western Aeded
Amourt: | 500.00 Delete
Felfar: |BEIIII Bank: |CEIA Branch: Brisbane
Prir: | (804 Cancel

Zelect

Transaction: |Cu:ummissiu:un Receipk - Other

=10

Acjency: |Rushcuﬁers Bay

Ok
Ll Cancel |
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eer Commission Receipt - Other - Rushcutters Bay E

— Commission Receipt Details
HOFF

Cansutart: karenh
esT:ja
Amort: Im
GsTvaue [ 000
amourt (ex. GSTr [ 2,500.00

% Commizsion © Override

Date: Im ﬁl
Sales Code: W
Service Type: m
Supplier Id: r
Sales Walue: Im
Departure Date: W

—GL Allocation
Account #

| &L Account Description | GST | Amourd Excl | GST amt

Amount Incl

Add

Delete

— Formi(s} of payment (1 of 1}
Type: |Chegue 3 M 4> M |
Pavyer: Pest Wwiestern e
Amournt: Im Delete
b IBEII:I Bank: ICEI.-'J\ Branch: brisbane
Reverse I Primt | Ok Cancel

While the entry of these two transactions is not necessary for the integrity of the Creditor Trial Balance, it is important to
record the Sale against the appropriate branch.

Considerations:
When this method is used, the Receipt will appear as two entries on the Deposit Batch Report:

2300.00
S00.00

g30
ga0

250000 C@ BestWestern
S00.00 Cor Best Western

Rushcutter: MOo0E001 2
Darling Hark 14092006 MOOOO30011

Therefore the deposit batch would need to be manually written for banking and the split would need to be noted for
Bank Reconciliation purposes.
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How do | enter Creditor Adjustments?

Creditors can be adjusted using a manual transaction adjustment or automatically via the Cyclic or BSP Approval
screens.

Adjustments created via the Cyclic/BSP Approval screens are automatically allocated against the original ticket/cheque
requisition transaction branch on creation. Therefore no action is required re: inter-branch transactions for these kinds of
adjustment.

If a Creditor transaction requires a manual adjustment, the entry should be as per the transaction key (of the transaction
being adjusted).

Example:
Money is payable to a Creditor for Darling Harbour and Edgecliffe Bookings.

The amounts payable as per the return are:

Darling Harbour

081 99900000222 $2023.50

081 99900000223 $2874.40

Edgecliffe

081 99900000273 $2780.05

Total Payable: $7677.95 — total 5 cent cr discrepancy

The amounts payable in CCT are:

Darling Harbour

081 99900000222 $2023.42 — 8 cent cr discrepancy
081 99900000223 $2874.38 — 2 cent cr discrepancy
Edgecliffe

081 99900000273 $2780.10 — 5 cent dr discrepancy
Total Payable: $7677.90 — total 5 cent cr discrepancy

Assuming all tickets will be adjusted (rather than reversed and re-entered), 2 transactions will need to be entered:
¢ 10 cent Credit entry for Darling Harbour tickets
¢ 5 cent Debit Entry for Edgecliffe tickets

To enter each adjustment:

a. Create a new adjustment transaction
Select the branch you are about to adjust to:

ecr New Creditor Account Transaction E

Select

Transaction: I.ﬁ.djustment |

AgEncy: |Darling Harkour ;l Cancel |

Select Credit and type code: Journal (or Open Item Variance if adjusting a Commission Receipt — Open ltem amount)
The Debit Account Id selected should be whatever income/expense account is usually selected to adjust to.
Enter the Amount of the adjustment and the select GST Yes or No.

The Remark should include the transaction details that are being adjusted.
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eer Creditor Adjustment - Darling Harbour
From (Debity ¢ To(Credt) & [conC Conzuttart: farenh Date:|  14/09/2006
Type Code: |Journal x| From (Debit) Account I COMMAD.
Amourt: | A0 GST: o

Femark; lﬂ.djustments to Darling Harbaur Tix

(0] 4 I Cancel

The Edgecliffe adjustment would be entered in a similar way:

cer Mew Creditor Account Transaction

Select

Tranzaction: |Adjustment

=]
=]

Agency: |Edgeu:liffe

Cancel |

Select Debit and type code: Journal (or Open Item Variance if adjusting a Commission Receipt — Open ltem amount)
The Credit Account Id selected should be whatever income/expense account is usually selected to adjust to.

Enter the Amount of the adjustment and the select GST Yes or No.

The Remark should include the transaction details that are being adjusted.

eer Creditor Adjustment - Edgecliffe

From (Dekit) & To(Credity ¢ [CONC Consultant: farenh Date:|  14/09/2005

Type Code: [Journal | Ta (Credit) Accourt ld: fZOMMAD
Amourt: | 05 GST: o
Remark: I&.djustments to Edgeclitfe Tickets

ok | cancer |

Once the adjustment entries have been made, the Payment (or Receipt if a Commission Receipt — Open Item) can be
posted, with the adjustments being picked up as part of the transaction.
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| eer Creditor Payments E
! — Payment Details
| | Payment Type: Direct Debit Date: [1 4/09/2006
i Reference: |32T-'895?29 Consuttant: l(arenh
[ Tatal Payment: 7 EFTOs
F‘ay| AEnCy | Reference | Description | CredtoriPayees Mame: Amaurit |
[¥ skxao1  pavsesTag | JCONCORDE INTERMATIC 4,897 .80
| [¥ xe201  |27EasTag | JEONCORDE INTERMATIC 2,780.05
— Transactions
Creditor Agency Date Type|  TranxId Reference Amount
L Selected: TETFOS Arnount; FEFTOS
| QI I Cancel
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Cashbook Files

The Cashbook Files include transactions from all branches, regardless of the individual users’ access rights.
Transactions are all already associated to the appropriate branch on transaction creation in the Trip, Debtor and
Creditor Modules.

|C0r-.-1h.-1AD.J _| Commizsion Adjustment

¢85 Cashbook | %2 Chart of Accounts [#< Accounting EDestits | gStatements | [ig] vvear End |
[rate Agency Tranx IO Tranx Type Reference Status Dehit Credit Created In
4)09/2006 Rusheutl 4000031 558 | Adjustiment  [Journal to M2MGTH200406( C 50,00 Eclgeclifie
A000031555  |Adjustment |Journal to M2MGTH200406 C E45 00|Edgecliffe
Darling HADOOO31559 | Adjustment | Journal P 010 Edgecliffe
Edlgecliffe 4000031 357 | Adjustment |DEETOR C 300,00 Edgecliffe
L0000 560 |Adiustment  [Journal P 0.05 Edgecliffe

O0Edgecliffe

Jaurnal to KA7409

Adjustnent

Subsequent transactions on the Cashbook file will require the Branch to be selected in the new transaction selection
screen.

Cashbook Reporting

Account Trial Balance Report by Branch

The Transaction Branch Key dictates which branch subtotal all transactions will appear against on the Account Trial
Balance (Reports/Cashbook/Account Trial Balance).

Account Trial Balance Printed 14/0%/2006

Agencies: Datling Harhour, Edgecliffe, Rusheoutters Bay

Gl Accouni Id Gl Account Description Dehit Credit
10010 Sales Conirol $8.,006,184 .07
Datling Hatbour $5.420,111 28
Edgecliffe $115.432.41
Fushrutters Bay $2,470,440 38

It is recommended that any transactions entered for a particular branch are balanced out with the appropriate
branch transaction in the Cashbook file. This particularly applies to GST payments and Commission transfers.

Please Note: The exceptions to this are transactions involving the Operating Bank account (if used in CCT Enterprise).

Further information regarding use of the Operating Bank Account in CCT Enterprise can be found on the Galileo

Support website.
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Inter-Branch Cashbook Transactions

Selection of a branch is required for each Cashbook transaction. It is important to maintain the integrity of some
cashbook reports that the transactions be entered with the originating branch in mind.

How do | enter a Dishonoured Cheque?

A dishonoured cheque transaction should be entered as per the branch of the original receipt. Depending upon whether
the receipt was as per the Trip Branch, adjusting entries (such as those found earlier in this document) may be
necessary.

How do | enter an Adjustment?

If an adjustment is required that involves more than one branch, the recommended transaction entry is to enter each
adjustment per branch.

For example, when the GST In and GST Out accounts are reduced at the end of each GST period (as per the GST
guides), there will be amounts to be transferred relating to almost all branches.

In this instance, a series of adjustments would need to be made to each account for each branch.

Example:
The Total amount to be adjusted to the GST Out account for a period is
$121,087.93,

This would be confirmed by the GST Total Turnover Reports and Account Trial Balance for the period specified, as
would the breakdown by branch.

Agencies: Darling Harbour, Edgecliffe, Rusheutters Bay

Gl Account Id Gl Account Description Dehit Credit
50020 GST Qut $33.864.05
Darling Harbour $24.342.40

Rusheutters Bay $9.51565

Totals $33,264.05

The adjustments for this period would be entered as per the following:
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Darling Harbour Adjustment:

eer Mew Cashbook Account Transaction E

Select
Tranzaction: |e\TEl=ls
Agency: |Dar|ing Harhaour Ll Cancel |

Cashbook Journal GST |

Tranx Date: W Tranz IC: Conzultant: karenh
Remark: IGST Ot Balance for period 1406 - 31/306
Amourt: Im
Accourt # GL Account Description DRACR Amount Excl. GST  Gat Amt Amourt Incl. I
50020 GET Cut * DR CR 24345 40 a 2434540
0025 GET remitfrefund " DR * CR 24345 40 a 2434540
Debits: §24,348 40 $24,348 .40
Crenits: §24,348 40 $24,348 .40
F0.00 $0.00
_I e p—

Rushcutters Bay Adjustment:

ger New Cashbook Account Transaction
Select
Transaction: IAdjustment ;'
Agency: |Rushcuﬂers Bay ;l Cancel |

Cashbook Journal GST
Tranx Date: EEJ’DQJ‘?_DDB Tranz IO Consultant: karenh

Remark: IGST Out Balance for period 1406 - 31,306

Amournt: I 951563

Account # GL Account Description DRACR Amount Excl. GST  Gst Amt Amount Incl.
50020 GST Out @« DR CR 3515 65 0 3515 65
S0028 GST remitefund DR O CR 9515 S5 0 3515 65
Debits: $9,515 65 $9,515 65
Credits: $9,515 65 $9,515 65
$0.00 $0.00

Cancel

_
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The total effect of these two adjustments would be to zero out the GST Out account for the appropriate amount per
branch.

How do | enter a Miscellaneous Payment or Receipt?

Miscellaneous Payments and Receipts should also be associated to the relevant branches to maintain the integrity of
the accounts.

This means that when it is necessary to account for GST or Commission Transfers, multiple entries must be made to
account per branch. The exception to this rule is when using the General Account, which is discussed in another
document.

Example:

The Total amount to be transferred from the Trust account to the General account is $10,000, where:
$5000 is Darling Harbour Commission

$3000 is Rushcutters Bay Commission

$2000 is Edgecliffe Commission

The Miscellaneous Payment entries made for this commission transfer would be:

Darling Harbour Commission:

eer Mew Cashbook Account Transaction

Select

Transaction: |Miscellaneous Payment |

Agency: |DarlingHarb0ur Ll Cancel |

et Miscellaneous Payment - Darling Harbour

Payment Details

I Consultant: karerh Date: Pe /092008

Remark: [Commission Transfer for Month Ending 30 September 2006

amount: | $5,000,00  Account: [TRAVEL |

GL Allocation
r Accourt # | 6L Account Descrigtion | GST | Amount Exal | GSTamt | amourt inal | Add
40100 TEMSFCOMM  Transter Commission fram Ti 5,000.00 0.00 S,000.00 o
L= |

Formis} of payment (1 of 1}

Type: [Direct Dekit =1 M| 4 H|

Payee: JGeneral Bark Accourt Al
Amount: 5,000.00 Delete
Tefar: I Bank: |Nes1pac Branch: h 00 PFitt Street Sydney

Reverse Primt: OH Cancel
| I I
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Rushcutters Bay Commission:

eer New Cashbook Account Transaction E

Select

Transaction: |Miscellaneous Payment: =l

Ll Cancel |

AgEncy: |Rushcut'ters Bay

eer Miscellaneous Payment - Rushcutters Bay BE

Payment Details

| Consultant: fkarerh

Remark: [ommission Transferred as at 30 September 2006

Date: [26/09/2008

amount: | $3,000.00  Account: [TRAVEL |
GL Allocation
IV Account # | 6L account Description | 65T | amountExal | GsTamt | amountincl | A
40100 TRMSFCOMM — Transfer Commission from Ti

3,000.00 0.00 3,000.00
Delete |

Formis) of payment (1 of 1)

Type: [Direct Dehit Ea| M4 H|
Payee: [General Accourt e
Aot I 3,000.00 Delete

M I Bank: INestpac Branch: kdgecliffe

Reverse | Brint: | O I Cancel

Edgecliffe Commission:

eer Mew Cashbook Account Transaction E

—Select

Transaction: [Miscellaneous Payment Ba |

oK
Agency: |Edgecliffe Ll Cancel |

| zer Miscellaneous Payment - Edgecliffe

~ Payment Details

I Consultant: Erenh Date: EE;,I’DQ,I’ZDDE;

Remarks: jommissions TransFerred as at 30 September 2006

amount: [ $2,000,00  Account: [TRAVEL |

GL Allocation
r Account # | GL Mccourt Deseription | 5T | Amourt Excl | GST amt | aAmourt Inel | A
40100 TRMSFCOMM — Transfer Commizsion from T 2 000.00 0.00 2 000.00 o=
[=i= (] |

Formi(g) of pay it (1 0f 1)
Type: [Direct Dehit =] M 4 » H|
Payee: [zeneral Accourt Add
Amaourt: Im LCelete
nr: | Bank: piestpac Branch: fi7George St Sydney

Reversel Print | Cancel |
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The accounting tab of the trust and the Transfer Commission account will now accurately reflect the commissions
transferred for each branch.

ITRAVEL _I Travel Account

@& Cashbook | *£ Chart of Accounts [ Accounting |& Deposits | Q;Statements | E\‘ear End |

Created In

2 a0 Harkour
3,000,000 Darling Harkbaur
5,000.00 Darling Harkbour

[pariing HiZooDO30356  |Misc Payt  |Misc. Payment
This will also be reflected in the Account Trial Balance.

Agencies; Drarling Harbour, Edgechiffe, Rushoutters Bay

Gl Account Id G1 Account Description Dehit Credit
40100 Transfer Commission from Travel $10,000.00
Diatling Harbour $5,00000
Edgecliffe $2,000.00
Rushecutters Bay $3,000.00
Totals $10,000.00

The entry to show the funds being receipted into the General bank account is discussed in a separate document.
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APPENDIX A

Setting up Cashbook Accounts for Branch
Adjustments

In the example below, there are 3 branches — Darling Harbour, Rushcutters Bay and Edgecliffe.

If adjustments are to be made between branches (due to monies taken for other branches, etc) it is necessary to set up
a series of suspense accounts to enable the entries to be made.

As per our example above, with 3 branches, there is the possibility that there will be monies taken between:

e Darling Harbour and Rushcutters Bay

¢ Rushcutters Bay and Edgecliffe

e Darling Harbour and Edgecliffe

Therefore, to account for this, the cashbook setup could be Cashbook accounts, being:
Darling Harbour/Rushcutters Bay Transfers
Darling Harbour/Edgecliffe Transfers
Rushcutters Bay/Edgecliffe Transfers

The example below will look at the three cashbook account setup.

Step 1: Create Cashbook Accounts

Click on New — Select Cashbook.

—File
" Clignt ﬂl £|
£ Trip El 2' él Cancel |
" Debtor gl
" Crediar El
% Cazhhook il

=]

Enter cashbook details — the details below are suggested setup only.
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Cashbook - DHTORB =] 3
|DHTOREI _I Darling HarbourFushcutters Bay Transtfe L\.l
& Cashbook +£ chart of Accounts | [# Accounting | EDeposits | BStatements | E Year End |

Account D I@ﬁﬂﬁ@ I_ Bank Account GST Type: IN-T vI

Accourt Type: [Balance Sheet | Catesary: |LIABILITES x| Sub Categary: |Current Lishilty |

% Dekit ¢ Credit [ Cortrol Account

Account Mumber: EDSDD Account Aliss: EDSDD Sort Code: I

Description: parling Harbour/Rushcutters Bay Transfers

The Suspense account number series (60000’s) are recommended.

Set up an account for each:

G0500  Darling HarbourRushcutters Bay Tran DHTORB BOS00 Balance
GOG00  Darling Harbour Edgecliffe Transfers DHTOED BOG00 Balance
GO700  Rushcutters Bay/Edgeclitfe Transfers RCTOED BO700 Balance

These cashbook accounts can now be used to record the monies required to be ‘exchanged’ between branches — even
if only for accounting records.
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APPENDIX B

Clearing Cashbook Branch Transfer Accounts

Earlier in this document, the use of adjustments to cashbook accounts to prevent branch mismatching was discussed. If
the methods discussed are used, these accounts will need to be ‘cleared’ periodically (at the very least, prior to month
end).

Transactions posted to these accounts are all already associated to the appropriate branch on transaction creation in
the Trip, Debtor and Creditor Modules.

50500 Darling HarbourRushouttars Bay Tran DHTORB G000 Balance  Daring Herbow 100.00
BO0S00  Darling HarbourRushcutiers Bay Tran DHTDRB BO500 Balsnce  Rushcutters Bey 100.00

To clear these accounts, the following entries can be made:

A Miscellaneous Payment coded to Darling Harbour:

eer Mew Cashbook Account Transaction

-
Agency: |Dar|ing Harbour ;I Cancel |

—oelect

ransaction: | REN=E NN = =N
T ct i reous Payvment

| eer Miscellaneous Payment - Darling Harbour E

~Payment Details

I Consulkant: karenh Date: E,I'EI‘B,I'ZDEIG

Remark: hransFers For Week Ending @/ wegs

Amourt: | $100,00  Account: TRAVEL |

GL Allocation
|_ Account # | &L account Deseription | GST | Amount Excl | GST Amt | Amourt Incl | Add
G000 DHTOREB Darling HarbourRushcutters 100,00 0.00 100,00 —
=[= 1) |

—Formis) of payment {1 of 1)

Type: [Direct Dehit =] M 4P H|

Payes: |adiustmert DHRB Ao
Amount: 100.00 Delete
Tolkar: | Bank: }Nestpac Elranc:h:hDD Pitt Street Sydney

Reverse | Print: | O I Cancel

This would Credit the Bank (Travel) and Debit the transfer account.
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A Miscellaneous Receipt coded to Rushcutters Bay:

eer Mew Cashbook Account Transaction

Select

Transaction; |Miscellaneous Receipt |

Agency: |Rushcuﬁers Bay ;I Cancel |

eer Miscellaneous Receipt - Rushcutters Bay Ed |

Receipt Details

I Consultant: Farenh Date: E.IUEI.QDDE

Printed Remarks: I'I'ransfers for Wieek Ending RGN

amourt: [ $10000  Accourt TRAVEL |

GL Allocation
r Account # | GL Acoount Descrigtion | 55T | amount Excl | GSTAmt | Amountingl | .l
EO0S00 DHTORB Darling HarbourRushoutters 100.00 0.0o 100.00 —
elete |

— Formi(s) of payment (1 of 1}

Tepe: |Direu:1 Deposit ;l H ‘ P Hl

Payer: |adjustment RB/DH A il
Amounit: I 100.00 Delete
Ihr: I Elank:l Elranch:l

Reverse | Brirt | (024 I Cancel

This would Debit the Bank (Travel) and Credit the transfer account.

The net effect of this would be the appropriate increase or decrease in bank account funds per branch and the transfer
accounts would be left with a nil balance.

B0500 Darling Harbour/Rushcutters Bay Tran CHTORB E0500 Balance Darling Harbour
G0500 Darling Harbour/Rushcutters Bay Tran CHTORE 60500 Balance Rushoutters Bay
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