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Module 1:

Module 1: Getting Started

Welcome

Welcome to CrossCheck Travel Account Management Guide, a modulated
reference guide designed to provide the necessary knowledge and skills to use
the latest instalment of Australia and New Zealand’s leading Travel Agency
Management Software.

CrossCheck Travel (CCT) caters for storing client and corporate records,
accounting facilities, document production and powerful search and reporting
functions. CCT interfaces with the Galileo Desktop computer reservation
system, incorporating Viewpoint and Focalpoint, and with other accounting
software.

This guide includes instructions for Account Management functionality. For
daily Client Management topics, see Client Management guide.

The online guides are also referred to throughout our customer training sessions.

For more information on our training, see Galileo Training web page.

CrossCheck Travel 4.0 Guide


http://support.galileo.com/gsc/CCT3CM/wwhelp/wwhimpl/js/html/wwhelp.htm
http://www.galileo.com.au/galileo/en-au/agency/Products/Training_for_Agents.htm

Getting Started

© Galileo Southern Cross

How to Use this Guide

This guide is divided into modules that cover different aspects of the CCT
application. The modules are written so that users may read the topics that relate
to them, without having to work through the entire contents of the guide.

In a class room environment, the instructor demonstrates processes outlined in
the guide, then provide practice examples and role plays to simulate daily tasks
that may arise in a normal travel agency office.

This guide can also be used as a reference manual. Where possible, summaries
on procedures have been included that can be bookmarked or printed as a handy
reference.

Navigation

To navigate through this guide, use any of the following methods:

Contents Menu

The Contents tab displays the major headings of the guide in an expandible/
collapsible book view. Click closed book icons to reveal sub-topics and
individual pages.

| Index ” Search |

@ Module 1: Getting Started

@ Module 2: System Administration

L|_| Module 3 Advanced Trip Accounting
EI Trip File &Adjustments
[ Recording Fees

=] gﬁcording a Credit Card Fee Charged tod
=] g

=] Merch Recording a Credit Erd
= | Card Fee Charged to

] Processil e client

EI R Cor Mt —ssr—rrrrs—rrrerr—s—srr—rrrrersererreel LU

Index

The index is alphabetical. Click on a letter to reveal topics. Click on topics to
reveal display the corresponding topic.

[Comens | TN Sewrch_|

B-B-C-D-E-H-1-M-H-0-F-R-5-T-L-w

ePaymert: Creatin
ePayﬁ‘ j:Reversing
ePay— RS

ePayment: Creating

Hotel Commiszion
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Search

The Search tab displays a list of all topics that contain the word or phrase you
enter. The topics found by search are ranked in order of relevance.

|Contems ” Index |m

Rank Title
100.  Setup Tab
§9. Code Table Mairtenance

Navigation Bar

Using the Up/Down buttons, you can navigate to previous or next items.

The Show in Contents button locates the currently displayed topic in the contents
menu.

The Print icon prints only the topic page in view within the right-hand frame.

Show in

Contents Next Menu Item
TE
Previous Menu ltem Print this page

Resizing the Navigation Frame

You may resize the navigation frame by dragging the vertical line that separates
the navigation frame from the topic frame.

<} Consultant Tab - Microsoft Internet Explorer, E|E|PZ|
File Edit View Favorites Tools  Help -:f
G Back - </ \ﬂ @ ¥ lj /:\J Search ‘:‘\'( Favarites @ Media {‘} < - .,7. - _J Links
@
- . . . -
@ Moclil 1: Geting Started i Modifying User Information ]
L|_| Module 2: System Administration
%:ranc: ?r:a To modify user information:
= Fanc al
WL Consutant Tab 1. Ensure thatthe user heing modified is logged out of CCT.
|=] Consuttant Maintenance t—
[Z] Mosifying User Information 2. Sign onusing the Supersor user name and password.
|=] Setup Tab || 3. Highlight the Consultant tab to display a list of consultants.
ﬁ EDCUTTJW 4. Double click the consultant to be modified.
=] Security Tal
] custom Fields Tab 5. Make the required chanoes by overtyping or adding the new
] Mandstory Trip Fields Tab infarmatian.
|=] Mandatary Client Fields Tab 6. Click OK to save changes and exit.
|=] Canned Remarks Tab
|=] Commerts Tab H B
EI Exiting Branch Screens DEIEtIng a User
@ Tables To delet )
@ Code Table Maintenance A 0 delele a user. st
< | 3 = >
@I] IJ Iy Computer
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Cross References

This help file contains numerous cross references. You may click on the cross
reference link to go to the related topic.

Custams Field codes are entered through Tahles. See "Tables"gin Module 2: Systern Administration.

If you wish to go back to the previous page, use the back button on your web
browser.

om0 BRG
‘ m@; to Security Tah h“ Search

If the cross reference is to the CCT Client Management online guide, by clicking
on the cross reference link will open the other guide in a new web browser
window.

Conventions Used in this Guide

Convention Use

Selection Button, key, screen tab or menu name that may be
selected on your screen.

HOST Galileo host entry or response.

Title Publication and course titles.

EMPHASIS Very important directives and terms.
Keyboard The underlined letter indicates the alternative

keyboard command (use with Alt key).

Hyperlink Link to web page or cross reference.

10
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System Overview

The chart below shows where Trip transactions go and the processes required to

finalise these transactions.

Creditor Refunds

Trip File Transactions Module Actions
Ticket Creditor Approval
Requisitions (Nett Amount) Payment

-> Adjustments
Cheque Commission Receipts
Requisitions
Invoices Debtor Debtor Receipts

{Gross Amount) Allocation
Credit Notes > Adjustments
Refund to Debtors
¥

Trip Receipts Cashbock Debtor Receipts

> | (Banking)

Commission Receipts

Bank Deposits

Bank Reconciliation
Commission Transfer
General Bank
Payments

General Bank Receipts

CrossCheck Travel 4.0 Guide
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General Ledger Item
Analysis

The General Ledger Item Analysis function applies to any accounting entry in

any module.

Click on any transaction in an accounting screen and press Shift F12 to display
the General Ledger Item Analysis. This information can be saved to another
application or printed by clicking on the buttons in the bottom left of this

window.

3 GL Items 5000000005 53

Account ltem Reference Debit Credit Gat Type | GST Debit | GST Credit | Service Type | Sales Code |
TRIP Deposit 44 0.00 950.00M-T 0.00 0.00 Tour Internstionsal
AGENTCAN Deposit 44 0.00 435 46/GST 0.00 4 .54/ Taur International
DISCEXP Deposit 44 0.00 0.00MN-T 0.00 0.00 Tour Internstionsal
SALES Deposit 44 1,050.00 0.00FRE 0.00 0.00|Taur International
CREDITOR Deposit 44 90:5.00 0.00|M-T 0.00 0.00|Taur International
COs Deposit 44 0.00 955 00FRE 0.00 0.00 Tour Internstionsal
SUPPCARNK Deposit 44 50.00 0.00|M-T 0.00 0.00|Taur International
SUPPCARNK Deposit 44 0.00 50.00|M-T 0.00 0.00|Taur International
GETOUT Deposit 44 0.00 454 N-T 0.00 0.00 Tour Internstionsal
TRANWEL Deposit 44 905.00 0.00MN-T 0.00 0.00 Tour Internstionsal
CREDITOR Deposit 44 0.00 90:5.00|M-T 0.00 0.00|Taur International
5000000005 GL Date: 15 Jun 2004 2,910.00 2,910.00 4.54

This screen provides the following information:

Type

Description

Account

The account title that has been debited or credited

Item
Reference

The document generating this movement

Debit/Credit

Figures in the appropriate column indicate the movement to/
from this account

GST Type

GST This signifies that GST has been calculated on
the account

FRE Is shown for GST NO transactions and for all
other accounts that do not attract GST

GST Debit

This is the GST amount attributable to the Debit Accounts
saved in the transaction

GST Credit

This is the GST amount attributable to the Credit Accounts
saved in the transaction

Service Type

Displays the Service Type for this transaction

Sales Code

Displays the Sales Code for this transaction.

© Galileo Southern Cross
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Australian 6ST

Travel Agencies may choose to use CrossCheck Travel (CCT) differently in
relation to their General and Trust accounts. For this reason Galileo Southern
Cross has provided three different guidelines to completing your Business
Activity Statement (BAS)

Decide which category matches your agency set-up and click on the link
provided:

* For Travel Agencies that use CCT for their client (trust account)
transactions but do not use CCT for their General Ledger (Working
Account) entries. Click here.

» For Travel agencies that have a combined Trust (Client) and General
(Working) bank account and use CCT for their General Ledger
(Working account) entries. Click here.

* For Travel Agencies that operate separate Trust and General bank
accounts and are also entering their General Accounting transactions in
CCT. Click here.

End of Financial Year

The End of Financial Year close off can only be performed at the true end of
financial year based on accounting periods set up in CCT and the current date
(i.e. only from st July onwards).

Preparation for End of Financial Year, however, should begin well before 30th
June.

Documentation

Galileo Southern Cross prepares new documentation each year to assist with the
End of Year preparation and implementation

These documents are accessible on the Gallileo Support website.

Questions

Queries regarding the End of Financial Year procedures should be directed to the
Galileo Service Centre on 1300 555 000 (Australia) or 0800 425 453 (New
Zealand)

CrossCheck Travel 4.0 Guide
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Module 2: System
Administration

Branch Area

The Branch screens allow the System Administrator to carry out system
maintenance functions, such as recording agency name and address details,
creating users and passwords, setting up security levels and customising
documentation.

In order to add, modify, or delete branch data, the System Administration must
Log In to CrossCheck Travel using a Supervisor User Id and Password.

1. At the Login screen enter the Supervisor User Id and Password.
2. Click on OK (or press the Enter key).

3. If a user has forgotten their password and attempts to Log In five times,
the Log In screen will not appear again and the user must contact the
service centre.

E Cross Check Travel

) 1993-2004 Galileo Southern Cross All Rights Reserved  Change Password | Remember Password [

Change and Remember My Password

See Client Management guide.

15 CrossCheck Travel 4.0 Guide
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Branch Area Structure

CCT will open with the Branch tab highlighted and all other tabs in the
background. The system administration is organised under this variety of tabs.

E CrossCheck Travel 3.0.4
File Edit WYiew Options ‘Window Help

oD & %

Hew Fave Help

¥ Branch - XH3

Mandstory Client Fields l Canned Remarks l Commerts l A
Branch lConsultant l Setup l Documerts l Security l Custom Fields l Mandatory Trip Fields l |

The toolbar remains the same regardless of which tab is open but the Menu bar
items alter accordingly. This reference tools will demonstrate how to make
changes under each tab where required and advise against alterations when
relevant.

Branch Tab

This screen is used to record your agency details and is initially completed by
your Galileo Support Executive upon installation of CrossCheck Travel.

E CrossCheck Travel 3.0.4 E”E”s__q

File Edit WYiew Options ‘Window Help

oD & %

Hew Fave Help

F® Branch - XH3 |

Mandstory Client Fields l Canned Remarks l Commerts l A
Branch lConsultant l Setup l Documents l Security l Custom Fields l Mandatory Trip Fields l

Branch code: f<H3 Campany Mame: [GALILEC SOUTHERN CROSS
IATA MNbr: W Trading Mame: balileo Trawvel
Licence Mor: BTa 265893 ABM Mo iz 345 675 9 EXT: |
Pzeudo City: [MH3  Agency: | ACH: 555 555 55
City Code: W Email Address: m
Enhanced tinerary: v Wieh Site: }www.galileo.com.au

Security: Alvways Reguest Password LI Licensee Mame: Mr John Galileo

Phones

Type| Srea Murmkber Ext. City Code Comments Primaryl
B 02 9391 4500 sYD v

Addresses

Type|  Building Street Suburk State | P'Code City Courtry Primary|
B |Travel House Level 6 35 Grafton StreefyOOLLAHRA, MSWY | 2025 SYD Australia [v

Enter free test comments

16



The Branch tab screen has the following fields:

Field Description

Branch Code Unique code for your branch. Recommend that your
Galileo Pseudo City Code be used.

IATA Number* | Where applicable, complete with IATA or DAPA number.

Licence Where applicable, complete with Travel Agency licence

Number* number.

Pseudo City Galileo Pseudo City Code, used when moving the MAR
during upload.

Agency Agency code.

City Code IATA city code.

Enhanced Leave with the default tick to enable Canned Remarks to

Itinerary be uploaded from the Galileo host system.

Company Full Agency Company Name, including any pty. Itd.

Name* (maximum 50 characters).

Trading Name*

Name under which your Agency trades.

ABN* Where applicable, Australia agencies should complete
with their Australia Business Number.

EXT* Where applicable, enter ABN extension number.

Email Address Enter Agency email address.

Web Site Where applicable, enter Agency website.

Security Set the CCT Log In screens to Request or Remember

Passwords.

Licensee Name

Enter Licensee name. This prints in header on documents.

* Indicates that the data in these fields is used in document headers, (e.g. in
itineraries and invoices).

CrossCheck Travel 4.0 Guide
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Phones
Field Description
Type Type of phone contact, (e.g. Home, Business, Fax).
F12 can be used to display the selection list
E Search @
Enter Clkeﬂa: Apply To: |Iookup_c0de LI
Selection:
Code Lookup Description Lookup Table ~
M Mabile
fterbours | |
P Accounts Payable
R Reservations
5 Sales Office/Sales Representative 7
< >
Area Area code
Number Phone or fax number
Ext. Extension number, where applicable
City Code City code, three letter IATA code
Comments Free format comments field
Primary Tick the Primary or main contact

If you have included a number of phone fields, a scroll indicator becomes
available.

© Galileo Southern Cross 18
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Addresses

Field Description

Type A single character code used to signify the type of address,
e.g. H for home, B for business. Use F12 to display the
selection list. The B type address is used in the creation of
the header for document production.

Building Free format field to record a building name, or a floor
level.

Street Free format field to record the street number and name.

Suburb A table related field. The suburb can be selected by using
the F12 List function, or by typing in the suburb name.
Upon tabbing out of the field, the State and Post code
fields normally default from the suburb table.

Post Code Post code field. This field normally defaults from the
suburb table.

City If required a city name can be added, or it may default
automatically, based on the suburb table.

Country Enter the Country name if required.

Primary Tick the Primary or main contact.

Setting up or Changing Branch Details

Branch details can be amended anytime by signing into CCT using the System
Administrator User Id and Password. The Branch setup screen will be displayed,
where you can make any changes required and click Save (Ctrl+S).

CrossCheck Travel 4.0 Guide
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Consultant Tab

This screen lists all registered CrossCheck Travel users in your office. A
separate Consultant Input screen is used to add, delete, or modify details for each
user. This input screen is displayed by pressing Ctrl+N.

Consultant

__Consultant Given hame

aileen Aileen

Luj

Family Name

Group Name |Prompt Ok Save Prompt File Close Backdate Tranx Active ‘

SnrConsultant Yes Yes Yes [
Manager __Ves ___ves _____ves | @ |

The screen displays the following information:

Field Description

Consultant The displayed consultant ID which appears in relevant
screens and documents.

Given Name Given name of each user.

Family Name

Family name of each user.

Group Name

Security group to which the user belongs.

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

No indicates that the prompt is not active.
Prompt File Yes indicates that the user will receive a prompt message
Close to confirm closing each file.

No indicates that the prompt is not active.

Backdate Tranx

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

No indicates that the user cannot create backdated
transactions.

Active

When the Active box is not ticked, the consultant cannot
perform transactions and their name is removed from the
Workflow Action Item folders

20
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Consultant Maintenance

The Consultant Maintenance screen is used to add or update user information.
To enter a new user press Ctrl+N, or double click an existing user to edit the
details.

Details (1 of 1)
Consultant blenda
Given Name: [Glenda

Family Name: [Spencer-Burridge

Postion: |
Remarks: |
Messages

Accounting Transaction Prompt: f\‘es Close File Prompt: f\‘es

Delete | Erinters...|

Group: Manager Password: [
Active: v Expire: |
Blackdate Transactions: v

Cancel | Help |

To set up a new user, complete the following fields:

Field Description

Consultant Id Mandatory lower case, enter a unique consultant code.
This is used as a default for creation of Files and displays
on reports. However, the consultant's name appears in full
on documents.

Group Enter the group the user belongs to for security access, e.g.
Consultant or to which Manager.

Password Enter consultant password. On creation of a consultant
record, the password will be mandatory.

Expire The system automatically sets the password expiry date to
a period of three months from the date the user changes
their password in the Log In screen if an expiry date has
been entered in this field. If this field is left blank, the
password will not need to be changed.

Active When the Active box is not ticked the consultant cannot
perform transactions and their name is removed from the
Workflow Action Items folders.

Given Name Enter user's given name.

Family Name Enter user's family name.

Position User position/job title, e.g. Senior Consultant or Manager.
This will be used in document production, e.g. Visa letters.

Backdate When this box is checked, it allows the staff member to

Transactions carry out month-end backdating of accounting
transactions.

Accounting Select Yes in this box to have an Are you sure prompt

Transaction displayed when saving accounting transactions.

Prompt

CrossCheck Travel 4.0 Guide
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Close File Select Yes to have a prompt to Close current file when
Prompt switching between files.
Remarks Free format remarks applicable to user.

Printer Button

The Printers... button on the Consultant Maintenance screen opens a
configuration window. This allows the definition of default printers for reports
and document production for those documents that are not generated to
Microsoft Word e.g. accounting documents.

H Printers

Master (2 of 5)

Snaglk &
Lexmark Optra E
Level 7 Lanier Photocopier Help
Helpdesk Lexmark.
ActiveTouch Document Loader

!

Cancel

Select Al

Deselect Al
Detail

B

Statement of Account =
Sales Return Report =‘
Sales Report Lexmark Optra E

Retail Receipt

Refund to Passenger

Refund to Debtor &

< >

Configuration of these defaults is user specific, therefore it must be performed
for each user/workstation.

* The top portion of the screen lists all printers that have been linked to
the users workstation.

» The Detail section lists the reports/documents that may be configured.

How to Select a Printer

1. Display the document name you intend to attach to a printer by using the
scroll attached to the Detail section of this screen.

2. Left click on the Printer name in the Master section of this window, and
hold the mouse button down. A printer icon will appear

3. Drag this icon to the applicable document name, and release the mouse
key.

4. The printer name will then appear next to this document.

5. Click on OK to save the change and close this window.

If a single printer is required for all documents, use the Select All button to
highlight all documents, then drag the required printer into the Detail box.

To remove printer assignments, double click on the appropriate line and an
option is given to remove the printer assignment. Click OK when finished.

© Galileo Southern Cross 22



Module 2:

23

Modifying User Information

To modify user information:

1. Ensure that the user being modified is logged out of CCT.
Sign on using the Supervisor user name and password.
Highlight the Consultant tab to display a list of consultants.
Double click the consultant to be modified.

Make the required changes by overtyping or adding the new information.

AN Tl

Click OK to save changes and exit.

Deleting a User

To delete a user:

1. Sign on using the Supervisor user name and password.

2. Highlight the Consultant tab to display a list of consultants.

3. Double click the consultant to be modified.

4. Click the Delete button.

5. A prompt displays asking for confirmation. Select Yes to delete the user

and exit.

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

Deactivating a Consultant

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

If the Active box is not ticked the consultant is unable to Log In into CCT and
their name is removed from the Workflow Action Items folder.
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Setup Tab

Do NOT attempt to adjust this without assistance from your Galileo
representative.

The Setup tab screen is divided into 5 separate sections, with tabs for the
following areas on the left-hand side of the screen:

* Accounting

+ Ageing

* End of Period
» Transactions

» Trip Balance Nanny

Accounting

This screen displays the date ranges for the financial accounting periods. If the
defaults (set for a July to June financial year) are not suitable, these should be
modified upon initial setup and PRIOR to the creation of any transactions.

When modifying these date ranges, ensure there are no overlapping dates or date
omissions.

Setup l

= Petiod Id First Petiod Date Final Period Date

= 0505 14112004 30/11/2004

§ 0605 1/12{2004 31/12/2004

2 0705 14012005 31/01/2005
Ageing

This screen displays up to 3 aged balance periods for both Debtors and Creditors.
The default settings can be changed as required.

* The Debtor aging periods determine the aging period for the debtor
aged trial balance report and Debtor statement(s)

* The Creditor ageing periods determine the ageing periods for the
Creditor aged trial balance.

_E‘ ebtor reditor

g Period 1: 7 Days Period 1: 30 Days
S

= Period 2: 14 Days Period 2: 60 Days
£

]

g‘ Period 3: 21 Days Period 3: 90 Days
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End of Period

This screen displays a chart to allow selection of reports to be produced at the
end of each accounting period, i.e. End of Month. Click on a report to turn it on
or off. The tick (v') indicates that the report is required. This screen is where the
End of Month reminders can be switched off for an entire user group, and where
you can choose to print Debtor Statements with a zero balance by ticking this
1tem.

=
5
2 Debtor Statements : [V Prirt Statements \With Zero Balance : [\
= Debtor Trial Balance : v %
% Creditor Trial Balance : v
= Cashhbook Trial Balance : v
E Outstanding Balances : v
% Cheques To Pay : v
E Bank Reconciliation: v

End of Morth Reminder Message: [

Transactions

This screen is only used during the initial set up of CCT in your office. It allows
transaction starting numbers to be set so that any existing number sequence from
a previous system can be taken up, e.g. Invoices, Credit Notes, and Receipts.

Setup l
= Tran: Description Last Mumber Used
S Adjustment 37
§ Cheque Requisition a1
e Commission Receipt - Open Ikem 10
? Commission Receipt - Other 10
S Credi Moke 10
£ Inwoice 67
T Miscellaneous Payment g
E Miscellaneous Receipt 4
E Payment B3
“g Receipt 160
5 Receipt - CCCF 1
w Refund - CCCF 1
,E Refund from Creditor 5
E Refund to Debtor a0
% Refund to Passenger 11
& Ticket Requisition 311

NOTE: This process should only take place prior to any transactions being
entered into CCT. After the initial set up of the system it should not be altered.
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Trip Balance Nanny

The selection in this screen affects the prompts that appear when an attempt is
made to close a Trip file that is out of balance.

Setup l
[=]]
=
£
=
2 s e (o
g " Balance always zern, can't exit krip
o " Balance always zern, reason required
=
P " Balance greater than zera, can't exit krip
b

" Balance greater than zern, reason required

=}
2 * Any balance allowed
&
5
=}
=
w
w
c
g
o
m
a
C
S
=
E
£
c
]
=l
w
1~
=
=
m
@
o
=
=

* The Any Balance Allowed option makes no restrictions and allows
you to close from the Trip accounting screens.

* Selecting Balance always zero, reason required, means if the Trip
file 1s in debit or credit a reason must be entered before the file can be
closed.

» Selecting Balance greater than zero, reason required, means a
reason must be entered. However, if the file is in credit it can be closed
without entering a reason.

* Selecting either of the reason required options causes a prompt to
appear in the trip file with balance.

Enter reason for trip being out of balance

Consuttant Id Drate Reason Trip Balance |

glenda Invoice to be raised - 3,227 50 DR
ACh to come

ADM to Come

Chasing debt

Customer to pay A54P

Documents to be izsued

Invoice to be

Ok Cancel

Balance: 3,227 50 DR Trip Value: 6 200.00 Commizsion: 468.00 Percentage Profit: 7.55%
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The reasons for a file being out of balance are entered in Tables.

» Selecting either of the can’t exit trip options means that the file can
only be closed if it has a zero balance or credit, and no reason is
required.

» Selecting either of the can’t exit trip options will activate a prompt,
and an entry to correct the balance must be made in order to close the
trip file.

¥8 Cross Check Travel r'5_<|

our trip must not be in debit before you can exit the Accounting
tah.

g a
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Documents Tab

The Documents tab screen allows selection of document layout styles and also
text to be added to the top and/or bottom of any documents or reports.

Documents [
Type Document/Report Default Style
Documents d | Quote Segrent x| | Quote Segrment 1 |
—Style Details
Qutput ko [Word | Include Header: v Crystal Directary: |C:\Program Files\Galil

Associated Application: Erystal

Include Logo: v Associated File: Euote_segmentl .rpk

—Prefin

Justification: | Centre =

Please find below our detailed quote For your itinerary, We look Forward to assisting you with your travel arrangements,

—Suffix
Justification:|Centre =

All prices quoted are subject to change until paid in Full,

Delete

The fields in the Document tab are:

Field Description

Type There are three document categories to choose from:

* Accounting (e.g. Cheque Requisitions,
Receipts)

* Documents (e.g. Fax, Itinerary)

* Reports (e.g. BSP Report, End of Day
Report)

Document/Report Displays a list of documents/reports associated to the
category which has been selected in the Type field.

Default Style Displays the default layout style selected for the
document selected in the Document/ Report field.

The data shown in the bottom fields on this screen are
the settings attached to the displayed Current Style.
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Style Details

Output

Methods by which the document may be output e.g.
word, window, crystal, printer. Output can be chosen
for all Documents and Accounting settings, but not for
Reports, which have their own output set as Window.

NOTE: CCT 3 offers five itinerary styles. Styles land
3 produce very detailed itineraries. Style 5 resembles
the Viewpoint Idiom itinerary. Style 4 is the default
style generated from the W icon on the Trip file.

Include

Box is checked if the agency wishes to use non- header
letterhead paper in their printer. CCT then uses the
Agency details stored in the Branch Set up to produce
document header information. The box must be left
unchecked if letterhead paper is being used. An option
displays allowing the number of lines to leave at the
top of the page before printing commences, to be
entered.

Insert logo
Tick this box if you wish to include your logo on
accounting and general documents.

Crystal
Shows the system directory where your report directory
files are stored.

Associated

These are for information purposes only and file cannot
be changed. They record the name of the application
file which will be run and the application associated
with the document, (i.e. Crystal Reports, or
Powerbuilder).

Prefix

This field allows the agency to add their own
comments to the beginning of a document. Different
comments can be stored for each document.
Justification sets the comments to the Left, Centre, or
Right of the page.

Suffix

This field allows the agency to add their own
comments to the end of a document. Different
comments can be stored for each document.
Justification sets the comments to the Left, Centre, or
Right of the page.

New and Delete
Buttons

These buttons become active when your cursor is
located in the Prefix, Suffix fields. They allow for lines
of comments to be added or deleted.
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Selecting Styles for Documents

1.
2.

Select the category of documents required from the Type field.

Use the scroll attached to the Document/Report field to select the item
required.

Choose the Output to required.

Tick the Include Header, and the Include Logo boxes if required for the
item selected. The process of selecting the inclusion of a logo must be
completed on each workstation. Contact you Galileo representative for
assistance with setting up your company logo.

Add a Prefix and Suffix to this item if required. If extra lines are required
press Ctrl+N with you cursor in this field.

Click on the Save icon (or Ctrl+S) after you complete this process for
each item.

Security Tab

Your manager or supervisor can allow access to specific user groups in CCT to
functions such as creating Adjustments, banking procedures, and using the
MyCCT reports.

The Security tab allows complete modules, or individual menu items to be
enabled or disabled for specified user groups, and cannot be selected for
individual workstations.

Contact your Galileo representative for assistance with setting up this tab to suit
your agency.
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Custom Fields Tab

The Custom Field is recommended for use by agencies with a high percentage of
corporate travellers, and is accessed in the Fare Saving Report.

Custom Data can be accessed and entered in Tickets, Cheque Requisitions and
Quotes.

Access to this data is set in Custom Fields tab, by changing the Required field
to Yes.

Custom Fields
Field Name Label Required Type
PUBFARE Published Fare/rate T Currency
LOWESTFARE Lowest Fare/rate Mo Currency
ACCEPTEDFARE Accepted Farejrate Mo Currency
REASONCODE Reason Code Mo Character

If the Fare Saving Report is only required for specific Debtors, mark the
Required column as No. Then go into the Debtor file requiring the report and
change this entry to Yes under the Custom Fields tab. An individual Debtors
Required field cannot be changed to No, if the Branch has been set to Yes.

Customs Field codes are entered through Tables. See "Tables" in Module 2:
System Administration.

Adding a New Custom Field

Some companies might require more information be extracted using this facility.
Any number of Custom field entries can be established in the Supervisor settings
and the corresponding codes entered in Tables. If you add new Custom fields
corresponding reporting structures will need to be added. Contact you Galileo
representative for assistance.

Field MName: bept Service Type A
Label bepar‘tment i
Coach
Microhelp: Enter the department name Cruise
Field Length: 15 m
Field Type: Eharacter m
Insurance
Link To: |Standard Lookup _» | Lookup Code: :I Miscellaneous -
< >
QK | Cancel | Help |

To create a new Custom Field:
1. Click on the Custom Field tab and then the New icon or press Ctrl+N.

2. Enter the Field Name and Label with clear titles and an instruction in
Microhelp.

3. Set the Field Length.

4. Select the Field Type for the attached scroll (Character, Date, Number,
Time or Currency)

5. Select to link to either the Standard or Custom Look-up codes, which
have been entered through Tables. The entries attached to the Lookup
Code field adjust to match the Link To entry. Select from the scroll list.
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6. Highlight the Service Types relevant to this Code. Each time one of the
highlighted segment types has a ticket/cheque requisition or quote created
for that segment the Custom button will become available. The Custom
screen must be completed in order to save that window. Without selecting
the Service Type the entry is not attached to any Trip functionality.

7. Click OK.

Changing Custom Fields

Retrieve the Define Custom Field screen, by double clicking on any line under
the Custom fields tab and make changes to your entry as required.
Implications of Custom Fields

L. Once the Custom Fields are switched to Yes:

* The Quote, Cheque and Ticket Requisitions screens will have a
Custom button available.

* A Quote, Cheque or Ticket Requisition cannot be exited without
completing the Custom Data. The following warning displays if this
attempt is made:

£ Amount % Amournt Tax Commission Total excl. inc. G8T
i o - E Cross Check Travel | 34548 350.00
z[ o oo — Eel
juli] Mot all custom fields have heen entered 34546 380.00
et
Marketing Code: Lo} 32819 361.00
Hames [ Show Al
BEAMBASIL MR Details
|
g
< ¥
Reverse | | GET | | Custom | Ok | Cancel | Help |
2. Click the Close button.
3. Click on the Custom button shown below and complete the Custom Date
fields.
4. Click OK.
Custom Data l
Custom Field Mamne Tvpe Value
Published Farefrate Currency 420,00
Lowest fare/rate Currency 350,00
Accepted Farefrate Currency 380,00
Reason Code Characker  AsU
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Mandatory Trip Fields
Tab

The Mandatory Trip Fields tab allows the supervisor to select which fields are to
be mandatory for the entire agency.

There are three default mandatory fields which cannot be altered.

To create additional mandatory fields, double click in the field and click the
Save icon. To remove a mandatory field, use the same method.

Summary

Departure Date: Consultant: Trip Status: Nbr of Passengers: [
Ticketing Date: | Destination: | Ordler No:|
Region: [ Marketing Code:[
Group Name: [ Cost Centre:[
Htin. Summsary: [ Trip Type:[ -]
24 Hour Time?: No Booking File: | Created: [10/01/2005
[ Double click on fields to toggle required status on/off I
Type| Area Murmber Ext. City Code Comments Primary
[
Type| Building Street Suburb State P'Code City Courtry Primary

I

NOTE: Trip files can be retrieved by Destination, making this a useful
mandatory field.
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Mandatory Client Fields
Tab

This tab allows the Supervisor to select the fields in a Client Profile that are to be
mandatory for the entire agency.

There are two default mandatory fields which cannot be altered.

To make a field mandatory, double click on the required field and click Save. To
remove a mandatory field, repeat the above step. The Other ID field will only
appear with the user sign in if it has been switched on under the Security tab.

Mandatory Client Fields

[ Double click on fields to toggle reguired status on/off I

Personal Details

Family Name: | Given Name: '7
Tite: | Birthdate: Gengler: |
Preferred Name: | Other 0|
Company Details Other Details

Consultant: [
Createc: 101012005

Debtor Cade: |

Position: |

Department: [ Cost Centre: | Walkin Client: [
Salatation: |
Mailout Allowed: [v
Client Category: [
Type Area Mumber Ext. | City Code Comments Primary
I
Type|  Building Street Suburb State P'Code City Courtry Primary |

I

NOTE: The fields from the marketing tab of the Client file have been included
in the middle of this screen so that they can be included in the mandatory
selection.
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Canned Remarks Tab

Each branch has its own set of Canned Remarks. These remarks are entered and
stored in the Galileo host system.

Remarks can be reviewed in the Galileo Desktop by entering RPFD /RMKS.

Canned Remarks

Description Remarks
International 1.2.3
Domestic 1.2.3
Wirgin Blue 3.256

Host remarks can now be initiated during client profile uploads.
To add a remark group to CCT:
1. Click on the New icon or press Ctrl+N.

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

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

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

Comments Tab

This screen stores any free format comments.

Comments |

Created Comments |
10/01/2005 [Security updated - review in 2 months

Enter a comment in free format text. Add new lines by pressing Ctrl+N. When
finished, click on the Save button on the toolbar or press Ctrl+S.

The Created date is system generated on saving the entry.

Exiting Branch Screens

When logged on as Supervisor, only the Branch screens can be accessed.

To carry out other functions, exit CrossCheck Travel and log on with normal
User 1d and Password.

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

<P ‘fou are logged in as supervisaor,

Closing the branch will exit the application,

Continue?

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

Tables contain the codes needed to complete many fields in the CrossCheck
Travel screens.

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

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

Opening the Table Maintenance
Screen

To access the Table maintenance screens DO NOT use the supervisor Log In.
Access to these screens is through the normal CrossCheck Travel User Id and
Password.

From the menu, select Options, then Tables and then the table required from the
sub menu.

|Oph’0ns Window Help

GLEry Chrl+G

Search F1i1

Transaction Search ~ Shift+F11

GL Item Analysis Shift+F12

Lisk Flz

Jurnp; F&

Segment Defaults. .. Supplier...

Consultant... City Codes...

) Currency...

Personalise MY CCT... T
Suburbs...
Billing Period. ..
Credit Card...

Custom Codes...
Taxes...

Cashbook Accounts...
Marketing Codes. ..
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Glossary of Tables in CrossCheck

Travel

Table Name

Found on Screen

Other Information

Codes

23 different
categories of
codes allowed

Everywhere in CCT

The table describing the 23
different types of codes is
displayed later in this
document

Suppliers Trip segment, quote, New supplier codes
accounting and reports downloaded for host trigger a
screens, and anywhere in | Workflow Alert to update
CCT where supplier this table
codes are needed

City Codes Trip destination, segment | This table includes airport
departure and arrival, codes and names. New
address and phone supplier codes downloaded

for host trigger a Workflow
Alert to update table

Currency Hotel and Car Segments A default rate for currencies
can be set. This rate is used
for Hotel Commission
Tracking where rates are in
other currencies

Country Visa Letter Add in the Salutation and

Consulates Address information for

consulates to enable Visa
Letter completion. Address
should be entered as a B for
business address

Suburbs Anywhere addresses can | Some suburbs need to be
be entered added

Billing Periods | Ticket Requisitions Weekly periods are from

Monday to Sunday.
Fortnightly are bi-weekly (1
to 15,16 to Month end)

Credit Cards Receipts Merchant fee rates affect the

amount of Credit Card
charges for AMEX and
Diners receipts and should be
set

CrossCheck Travel 4.0 Guide



System Administration

© Galileo Southern Cross

Custom Codes

Ticket and Cheque
Requisitions and Quotes

The categories entered in this
table can be selected from
the Custom button when this
item has been selected for
inclusion for a Debtor and
the correct entries created in
the supervisor settings.

Taxes Quotes, Accounting Tax codes subject to GST
transactions and reports need to be shown here. This

table can also be set to reflect
that Qantas is paying
commission on certain tax
codes

Cashbook Cashbook accounts The set up of this table alters

Accounts the way the cashbook
reporting displays

Marketing Client file Marketing tab | Each new code type created

Codes makes a new tab on the
Client file Marketing tab

Fee Rules Trip file Fee tab See "Fee Rules" in Module

2: System Administration.
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Adding a Table Item

From the Menu bar, select Options and then Tables. Select the table
required from the sub menu.

4.
5.

For the Codes and Supplier Tables, the Lookup Type or Service Type
box allows for the selection of categories from the attached scroll.

E Code Table Maintenance

Erter Criteria: |

Lookup Type

Balance Reason
Address Type
Aircraft

Banks

(Car Type

Client Category
ePayment Type
Fare Basis

Apply To: |lookup_code =~

Code Description
ACM ACM to come
ADM ADM to Came
ASAP Cuskomer to pay ASAP
DEET Chasing debt
INVOICE Invoice to be raised
1

o

Save |

Exit

[den

Delete

| _tee |

Any existing entries will then be displayed in the adjacent area.

Click on the New button to make a new entry.

Click Save, and then Exit or OK to save the entry and exit the screen.
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Redisplaying and Modifying a
Table Item

From the Menu bar, select Options then Tables and select from the sub menu.

Choose the type code by selecting from the drop down scrolls attached to the
Lookup Type, Service Type or Type fields.

Search for the required item:
» Enter Criteria or Search fields
Enter as much of the item name as possible in the Enter Criteria or

Search fields. Press Tab to display the nearest match to the entry in
the lower half of the screen.

* Apply To

The drop down list attached to this field varies to match the Table
displayed. Use the options displayed under this field to help sort items
in this table, e.g. Suburb Table offers the option to sort by state or
postcode.

Enter Criteria: | Apply To:

suburb_city
suburb_postcode

The items in the table are displayed in the upper part of the screen, with titles to
match the table. If the list is extensive, scroll indicators will appear.

The Details area of the screen displays the results of the search. Details can also
be displayed attached to any item in the upper part of the screen by highlighting
it. These details are then displayed in the Details area.

The example below shows that it is item 11371 of 16475 entries in the Details
heading. It is time consuming to try and display a particular item without using
the Enter Criteria and Apply To fields.

E® Suburb Table Maintenance g|
Enter Criteria: |Perth Apply To: |suburb hd
Suburb Marne State | City | Postcode | j

A 6000
7300

Details (9967 of 14227)

Suburh Mame: PERTH {GPO BOXES 9000-10000) Hew
Skake/District: fié Delete
City: Postcode: 5848

Save | Exit | Help |

Other tables have Search fields where the Name or Code can be entered to help
trace an item.
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Filter Search
Service Type: |@-Travellers chec v; Code: HM [ame:
C - Car Hire kg G
F - Flight
H - Hatel
|-
M-
G-
R-

Insurance

Mizcellaneous

FRail A

Once the required item has been located, change the entry by overtyping the
existing information. Click Save and Exit or OK to save the entry and exit from
the screen.

Deleting a Table

A table item cannot be deleted if it has been used anywhere in the system. In
such cases, a warning prompt will be displayed and the deletion cannot occur.

To delete a table item:

1. Display the item required.

E Code Tahle Maintenance

Enter Criteria: | Apply To: |lookup_code -
Lookup Type Cade Description |
Elient Category A Top Client

B Good Client - Regular traveller

C Patentially good client

o] Iok very regular

E Mot regular- but always large bookings

Details (5 of 5)

Mame: Mot regular- but always large bookings

sve | Et | wen |
2. Press the Delete button.
3. A confirmation prompt will be displayed. Select Yes to continue with the
deletion.
4. Click Save and Exit or OK to save the deletion and exit from the screen.
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Code Table Maintenance

There are 23 different categories of codes listed in the Code Table Maintenance
screen. These categories are attached to the Look up Types field. The glossary
below summarises the contents of this table.

Glossary of the Code Table

Maintenance Screen

The table below outlines the connection between the entries in the Codes Table
Maintenance screen and its uses in CCT.

Look Up Type Found on Screen Other Information
Address Type Anywhere addresses can | I - Invoice used for Debtors
be entered M - Mailing used for
Creditors.
Aircraft Flight Segments Prints on Itineraries. Some

aircraft types may need to be
added

Balance Reason

Trip Accounting. Reasons
print on Trip Balance
Report

Need to set the Balance
Nanny to ask for a reason if
file out of balance

Banks Receipts & Payments, Some banks need to be added
prints on Banking
deposits
Car Type Car Segments & Standard Galileo format
Vouchers
Client Category | Client Marketing tab Customise for profiling
clients
Bulk Payment Creditor Bulk Payment Enter the names of the
Type screen electronic banking systems
Fare Basis Ticket/cheque Can be set to a mandatory
Requisitions field in the branch setup
Flight Class Flight Segments Prints on Itineraries. Some
flight classes need to be
added
Keywords Not in use
Marketing code | Trip file, trip tab, quote Can be set to a mandatory

screens, tickets & cheque
requisitions

field on the trip file. The trip
file selection defaults to the
trip tickets/cheques
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Meals Flight Segments Prints on Itineraries and
downloads from Galileo if
the airline provides meal

information

Phone Types Anywhere phones

numbers can be entered

Reason Codes Debtors Fare Savings Only if activated for debtor
accounts

Region Trip files. Can be set to a mandatory
field in the branch setup

Room Type Hotel Segments Standard Galileo format

Seat Type Flight Segments Standard Galileo format

Segment Status | Segments Standard Galileo format

Special Interest | No longer used

SSR Codes Flight Segments Standard Galileo format
Title Anywhere Names can be
entered
Trip Status Trip files A trip search can be based on
the status
Visa Type Passport/Visa tab on Also used in visa letter
Client file

Examples follow of the Code table items that are relatively new or have changed
in inclusions.

Balance Reason

Balance reasons must be entered when closing the Trip accounting screen if the
file is out of balance and the Trip Balance Nanny is set to request this entry.

Lookup Type Cole Descrigtion
i5alance Heason ACHK ACM to come

ADh ADM to Come

ASAp Customer to pay ASAP

DEBT Chasing debt

INWOICE Invoice to be raized

Client Category

This code is used under the marketing tab in the Client file. A report can be run
to retrieve client files based on Category.

Lackup Type Code Description
lisnt L 4 Top Cliert

Good Client - Regular traveller
Potentially good client

Mot very regular
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Bulk Payment Type

The names of electronic banking systems should be entered in the Bulk Payment
types area.

One of these names will then be selected in the Creditor Bulk Payment screen.

Lookup Type Code
fePavment Tvpe

enett
Money Direct

Fare Basis

The Fare Basis field appears on ticket and cheque requisitions. This field can be
set as mandatory in the branch set up screens.

Lackup Type Code Description
Fare Basis B B CLASS - INTERMATIONAL

H Dizcounted economy

J Full Buzinezs Clazs

K Dizcounted economy

Marketing Code

This Marketing Code appears on the Trip tab of a Trip file; it then defaults to
the Quote screen and to each Cheque and Ticket Requisition created in this
file. It can also be entered or changed in the ticket and cheque requisitions.

It can also be selected as a mandatory item on the Trip tab.

Lookup Type Code Descrigtion
Marketing Code MNEWS Mews paper advertizing

REG Regular Customer

T T Advertizement

ALK Walk In

YELLCHY Yellowy Pages

Reason Code

This code is a part of the Debtor Fare Savings report.

Lackup Type Code Description
Reason Code FCl Fare Conditions Unacceptable
FFO Full Fare Cnly Available
FRF Frequest Flyer Airline or Preference Reqguested
HFR Higher Fare - Requested
HLBE Higher Fare - Due to Late Booking
Region

Enter the Region in this new field on the Trip tab in the Trip file.

It can also be selected as a mandatory item on the Trip tab.

Lookup Type Code

Region Scand Scandinavia
South Amer  South Ametica
TAS Tazmania
LIk, United Kingdom
WIC Wictaria
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Supplier Table

The Supplier Maintenance screen can be accessed from the icon on the toolbar or
from Options on the menu bar.

The Supplier maintenance screen shows suppliers for all service types listed in
alphabetical order.

To check which suppliers are in the system before adding a new code: click on
the scroll attached to the Service Type box to view the suppliers for a particular
Service Type.

Web Service Type

There is now a new Service Type called Web.

If a Galileo booking file contains a Galileo e-Agent web segment (e.g. Viator),
once downloaded a segment is created with a Service Type of Web.

E® Maintain Suppliers |

Filter Search
Service Type: |Flight - Code: | Mame: |
Cruize ~
Service Type|  [nEUrance Mame Mumeric Code | Sales Code Creditor | »~
Flight ¥T ;r_a"e::ers CHa irines 674
T Dominicans 725
(Coach
A i Taxi es 533
H] |r. ax press 453
v Fail
ol ki 509

Entering a New Supplier

Open the Maintain Suppliers screen by choosing Options on the menu bar then
Tables. Select Suppliers from the sub-menu, or click on the Supplier button on
the toolbar.

E® Maintain Suppliers g|
Filter Search
Service Type: | Tour - Code: | Mame: |
Service Type Code [Maime Mumeric Code | Sales Code Creditar | -~
Tour CHIMA, China Holidays | SMART
CIT CITWORLD TRANEL | CIT
CONNTS CONMECTIONS 15-35'S ) CONNTS
CONTIK CONTIKI TOURS ) CONTIK
COSMOS COSMOS TOURS | COSMOS
CRE CREATIVE TOURS ) CRE
CHHOLS CATHAY HOLIDAYS | CHHOLS
EY Abbey Euro Tickets
EXPLOR EXPLOR HOLIDAYS | EXPLOR
GAH GREAT AUSSIE HOLIDAYS ) GAH
GOH Garuda Crient Holidays | GOH
GUTHRE GUTHREY'S PACIFIC | GUTHRE
IMCATC IMNCA TOURS | IMCATC
IMNSIGHT Insight Tours | IMNSIGHT
KM Art Cities in Europe
PERRI Perrigrine Adventure Travel | PERRIG b
Details
Supplier 1d: E}{ODUS Service Type: [Tour
Mame: E}{ODUS WWALKING & TREKKING Mumeric Code:

Sales Code: |International v
AB Mumber: [ 2854464096 ABN Ext:

Defaults

Creditor: [PERRIG > | Commission: 1000 Owerride: 0o

Mewy Supplierh | Delete | Addreszez/Phones... | Save | Ok | Cancel
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Click on the New Supplier button, and enter the following fields:

* Supplier ID, Name and Numeric Code if applicable.

* Select the Sales Code - International, Domestic or Sundry to
complete field.

* Enter the ABN and ABN Ext numbers.

Defaults Area

Entries in the Default area are not mandatory.

1.
2.

Select the default Creditor for this supplier from the attached list.
Enter the default Commission as a percentage or as an amount.
A carrier can have a percentage commission entered in conjunction with

the Sales Code of Domestic, or International. (e.g. QF domestic could
have 5% entered.

Enter the Override commission as a percentage.

Details
Supplier 1d: FERE Service Type: |T-Tour -
Mame: Peregrine Mumeric Code:

Sales Code: W Active: v Property Mum: l—
ABR: 54008831 ar4 ABN Ext:
Amaduesld: [ Sabre I | Abacus o |
Defaults
Creditor: lm Comm. % | 10,00 Owerride: | ﬂ

Comm Armt: $0.00

Meww Supplier | Delete | &ddressesmhones..m Save | Ok | Cancel |
Click on the Address/Phones button to bring up the fill-in screen.

Enter the contact details, using the New button to create additional rows.

¥® Addresses & Phones for Supplier PERRI @

Addresses
Type|  Building Street Suburk State | P'Code City Courtry Primary |
B 258 Lonsdale St MELBCOURME WIS | 3000 v
Phones
Type| Srea Murmkber Ext. City Code Comments Primary |
R 1300 655 433 i
B 03 96622700 MEL r
C 03 96622451 MEL ask for Anita r
E MEL sales@peregrine net.au I
F 03 6622422 MEL r
o |03 93410237 MEL only in emergencies I
P 03 96622456 MEL speak to Madeline I
ew | Delete | oK | Cancel | Help |

Click OK to return to the previous screen then click OK to save your
entries and exit from this screen.

NOTE: Toll free, after-hours numbers and e-mail contact details can be entered
in the Phone field. The Default Creditor, Commission and Override for Airline
suppliers can be entered and altered whenever required.

The Sales Code can also be a default setting, but can be overtyped in the ticket
requisition if required.
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Details
Supplier 1d: EA Service Type: |F-Flight -
Mame: baruda Indonesia Airlines Mumeric Code: ﬁ28

Sales Code: |International + Active: v Property Murm:
ABR: ABN Ext:

Amadues ld: Sabre I | Abacus o |
Defaults
Creditor: |BSP hd Comm.%:| 9.00 Override: | 2.00
Comm Armt: $0.00

City Codes Table

The City Table Maintenance screen stores details of 3 letter city codes.

When downloading a Galileo Booking File with a previously unused code in
CCT:

* The download proceeds as normal

* A Workflow Action Item is automatically created, prompting you to
update this table with the new code.

E City Table Maintenance

Enter Criteria: | Apply To: |city_code -

Code Mame Airpart: | j
ZZU - Mzuzu

ZZV  Zanesvile
ZZZ  Mystery Flt

Bk chonging j
-

Details (8077 of 8077)
Code: CKG ew

Mame: Chonging Delete

Airpork name: |

Save | Exit | Help |

To create a new city code, click on the New button and enter:

Field Explanation
Code The IATA City code.
Name Full city name.

Airport Name Airport name, if applicable.

Country Code Enter the IATA two letter country code.
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Currency Table

The Currency Table maintenance screen stores currency code data.
These tables have a new field where the exchange rate can be entered.
This exchange rate can then be accessed in:

» Calculator screen attached to the Segment Commission Tracking
screen.

» Hotel and Car Voucher screens, by double clicking on the Currency
field.

The exchange rates entered in the Currency table MUST be kept up to date.

E Currency Table Maintenance

Enter Criteria: | Apply To: | currency _id -
Currency
VEEB W i
fanezuela Bolivar L
WD Vietnarn Dong -
Details (147 of 162)
Code: USD New
[ame: l&merica, Somos, Guam Dollar Delete
Rate: 1.7700
Exit | Help |

To create a new currency code, click on the New button and enter:

Field Explanation

Code Currency code

Name Country and currency name, e.g. Australian Dollar
Rate Enter the exchange rate
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Country/Consulate Table

The Country/Consulate Table allows you to add, delete, or modify country codes

and consulate details.

E Country/Consulate Table Maintenance @

Enter Criteria: |China

Chad Chad
Chile Chile

Christmas Christmas Island

Code Description

China Peoples Rep OF China

Apply To: |country_code =
| =

|

=

Details (41 of 220)

Code: Ehina

Name: Peoples Rep OF China

Currency: ENY Delete

Mew

Consulate Salutation: Consulate General

Addresses/Phones. ..

Consulate Name: Consulate of the Peoples Republic of C

Consulate Email: Eonsulategeneral@Federal

Save Exit | Help |

To create a new country or consulate code, click on the New button and enter:

Field Explanation

Code Enter a country code to be used in CCT
Name Full country name

Currency Code of the currency used by the country

Consulate Salutation*

The form of address for the Consulate e.g. Visa
Officer

Consulate Name*

The full name of the consulate or embassy to
which the visa letter is to be addressed

Consulate Email

Consulate e-mail address

NOTE: *These fields are used in the system generated Visa letter.
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Address/Phones Button

This button displays a secondary screen where address and/or phone details can

be stored for each consulate.

E Addresses & Phones for Consulate China

Addresses
Type|  Building Street Suburk State | P'Code City Courtry Primary |
B P.0. Box 521 CANBERRA ACT | 2601 v
Phones
Type| Srea Murmkber Ext. City Code Comments Primary |
B 02 29436700 CHR v
E chinese. consulatef@ooy .com.au I
o |02 29451234 CBR only for emergencies I
ew | Delete | oK | Cancel | Help |

The B (Business) address type is used in the system generated Visa letter.

NOTE: After hours and toll free phone numbers and an e-mail contact can now

be added. If there is more than one entry in each field, select the Primary

contact by ticking the appropriate box.
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Suburb Table

The Suburb Table Maintenance screen holds suburb names, postcodes, and state
names. CrossCheck Travel is supplied with the Australian/New Zealand suburb
& postcode listings.

NOTE: If viewing existing entries in this table, the displayed information can be
sorted using the search criteria shown in the Apply to field.

E® Suburb Table Maintenance g|

Enter Criteria: | Apply To: |suburb

- uburb_state
Suburb Mame State | City | Postcode suburb_rity
ZILZIE qQLp 4702 suburb_postcode
ZUMSTEINS COMMUNITY BaG VIC 3401
EieaMERA 54 5345 j
-
Details {14229 of 14229)
Suburb Mame: BAMERA ew
State,District: 5 Delete
City: Postcode: 5345

Save | Exit | Help |

To create a new suburb code, click on the New button and enter:

Field Explanation

Suburb Name Full name of the suburb
State/District State or district name or code

City City code for the suburb if relevant.
Postcode Enter the postcode
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Billing

Period Table

Billing periods used in the Ticket Record and Cheque Requisition screens are
maintained through this screen. The date of ticket or cheque issue determines the

Billing Period.
Filter
Year: m Type: ’m
Billing Firat Final BSP ‘ -
Period Id Period Date Period Date Rec Id
hon 021012006 Sun 080172006 05012
hon 09012006 Sun 150172006 06013
hon 16012006 Sun 2200172006 06014
hon 23012006 Sun 290172006 0s021
hon 300012006 Sun 050272006 Og022
hon 060252006 Sun 120272006 06023
hon 1310252006 Sun 19/02/2006 06024
hon 20002/2006 Sun 26/02/2006 06031
hon 2710252006 Sun 050372006 06032
hon 06032006 Sun 120372006 06033
hon 13/03/2006 Sun 19/03/2006 06034
hon 20003/2006 Sun 26/03/2006 06035
hon 2710352006 Sun 020472006 06041
hon 03104/2006 Sun 09/04/2006 06042
hon 10042006 Sun 160472006 06043
hon 17i04/2006 Sun 230472006 06044 3
ey IO | Delete Cancel

To create a new billing period code, click on the New button and enter:

Field

Explanation

Billing Period ID

A monthly billing period code would commence with
M, a fortnightly with F and a weekly with W. The
code W0106 - translates as the 1st BSP billing week
in 2006 (06).

Start Date

First date of the billing period.

Finish date

Last date of the billing period.

BSP Rec ID

BSP code for the billing period.

The BSP Rec ID column is a unique ID number which is assigned to each
electronic BSP .ASC file by IATA. The system looks for this number when the
electronic file is imported. If the BSP Rec ID number is not found, the user will
receive an error when clicking on the BSP Reconciliation tab:

© Galileo Southern Cross
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= CrossCheck Travel 3.1.2757

SE&T BSP Rec ID 06042 has not been specified far a hilling period

@ E support - Tuesdsy 17-0ct-2006 11:07 A
CrozsCheck Travel 3.1 2757 Version: 3.0 42757

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

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

-

-
o= Maintain Billing Periods

Filter

Year: m Type: ’m
Billng First Finsl BEP ‘ B
Period Id Period Date Period Date Rec Id

Wi 306 Mon 270372006 Sun 020472006 06041

Wi 406 Mon 030472006 Sun 0900472006 ‘_

Wi 06 hon 10/04/2006 Sun 160472006 06043

W B0G Mon 170472006 Sun 230472006 |

W T0E Mon 24/04/2006 Sun 3000472006 06051

Wi B06 Mon 010572006 Sun 070572006 06052

Wi 06 Mon 05052006 Sun 140552006 06053

2006 Mon 150572006 Sun 210552006 06054

w2106 Mon 22052006 Sun 280552006 060E1

W2206 Mon 29/05/2006 Sun 0406/2006 06062

W2306 Mon 050672006 Sun 11062006 06063

Wi2406 Mon 120672006 Sun 15062006 06064

2506 Mon 190672006 Sun 250672006 06065

W2B06 Mon 26/06/2006 Sun 020772006 06071

W2T0E Mon 03072006 Sun 090072006 06072

W2E06 Mon 10/07 2006 Sun 16072006 06073 ™

ey IO | Delete | Cancel

Enter the next (consecutive) ID number and click OK.

If the BSP Billing Period is not loaded into the system at all, you may create it by
clicking on the New ID button at the bottom of the screen and filling in all

necessary details.

Once the table has been updated with all billing details, the BSP Reconciliation

tool can be used.
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Credit Card Table

The Credit Card Table Maintenance screen is used to add, delete, or modify the
details of Credit Cards accepted by your office.

E Credit Card Tahle Maintenance

Enter Criteria: |
Type Description Debtor  Rate  Active Usage &E5T | o
AB  Australian Bankcard 0.000  Yes Bankable M
AP Airplus 0,000 Yes Other M
Al Carte Aurore 0.000  Yes Other I

A% American Express
BC  Bank Card of Japan

Yes  Mon-Bankable
0.000  Yes Other M

BH  Bank of Hawaii 0.000  Yes Other M
BZ Bankcard Mew Zealand 0.000  Yes Bankable M J
-
Details (4 of 16)
Type: EX Description: hmerican Express Hew
" Qther Active: [Ves Delete
™ Bankable Debtor: [AMER

* Mon-Bankable  Rate:

3,300 GsT: W

Save Exit
| |

Help |

To create a new credit card code, click on the New button and enter:

Field Explanation

Type 2 letter code for the Credit card company.

Description Full name of the Credit Card, e.g. Australian Bankcard.

Active Choose Yes if card is accepted so that it is available for
selection, or No if the card is not being accepted and won’t
appear in the Lookups.

Other Select if the card is only acceptable by a BSP CCCF.

Bankable Select if you act as a merchant for the card and the charge
slips can be deposited with your banking.

Non-bankable | Select if you act as a merchant for the card and the charge
slips cannot be processed through your banking but are
forwarded directly to the Credit Card company.

Debtor (Mandatory after Non-bankable has been selected)
When the Credit Card is Non-bankable the Debtor field is
active. Complete this field with the Debtor code to be
charged for the transaction. F12 can be used to display a
selection list.

Rate (Mandatory after Non-bankable has been selected).
Input any applicable merchant fee as a percentage.

GST Check if the rate is GST inclusive.
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Custom Codes Table

To extract a Fare Savings Report, the Customs Data screen following ticket,
cheque requisitions and quotes needs to be completed. This function needs to be
switched on in the Branch Supervisor screen.

The possible entries to select from for the Custom Data screen are entered in
this table.

Custom Codes choices need to be entered as New Codes. New Categories need
to be entered as New Types. When a New Type is created, it must also be
entered in the Supervisor Custom screen.

[& AR
Filter Search
Type: - Code: [Mame:
Description Type Code [Maime
Mame of Dept DEPT MGR Management
RES Research

SALES

E® Add Custom Type
Type: EREDIT CARD

Description: Indicate if card used

£ >
Details

Type: |DEPT -

Codle: EALES

Mame: [Sales

ey Code | Delete | Ok Cancel
Mew Type  [S | Delete Type |

Creating a New Type

Click on the New Type button and enter a Type name and Description in the
Add Custom Type box and click OK.

Creating a New Code

1. Once the Type or Category has been created, attach the Codes the user
will select from.

Details
Type: |CREDIT CARD -
Codle: FIO
hame: [Card not used
Mew Code h | Delete | Cancel
ey Type | Delﬁe Type |

2. Click on the New Code button and select the Type from the drop down
scroll attached to this field.

3. Enter the Code and Name and click on OK.
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Taxes Table

The Tax table comes complete with CCT. No changes to the default settings
should be made, unless advised by Galileo Southern Cross.

E Maintain Taxes

If wou change the GST status of a
tax or add & newy tax, you will need
Code Mame Rate to exit CCT and log in again to for the
GET (Goods and Services Tax (Standard Rate) 0100 EEMgR D D EifisEt
CAl Capital Acouisition 0.100
FRE GST Free o
M Mix of GST and GST Free o
P&Y PAYG Tax u] List suppliers that pay commission
: e

Code [Maime Gt Type  Normal Amount Suppliers Paying Commizsion on Tax =
@R Domestic Head Tax GET GF

WG Safety and Security Charge GET QF

Y@ Airline and Security Levy GET QF

AB  Ajr Paszenger Ticket Levy [ille)

¥R Re-izsue Fee GET GF ]

v

[den Ok Cancel
| I |

Cashbook Accounts Table

See "Chart of Accounts" in Module 6: Cashbook.
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Marketing Codes Table

NOTE: The system does not allow the deletion of a code which has been used.
Therefore care must be taken in choosing codes to be added to the system.

The Codes entered in this table only appear under the Client file Marketing tab
and can be used in the new MyCCT reports, to assist with the statistics and

planning.

The Marketing codes required in the Trip file are entered under the Codes

Table.

To avoid duplication, always check previous entries before creating a new code.
To view all previous entries, open the Maintain Marketing Codes screen and
leave the Type field blank.

ﬂ Maintain Marketing Codes

Filter Search
Type: hd Codle: Mame:
Description Type Code Mame -
=part spart FISHING FISHING
GOLF Golf
HRACING HORSE RACING
b RACING MOTOR RACING
METBALL METBALL
RLEAGLE Rugby League
RUGEY Rughby Union
SAILIMNG SAILIMNG £ Y ACHTING
SO S SO SHIMNG
SOCCER SOCCER
SWIMMING SWIMMING
TEMMIS TEMMIS
WATER SKI WATER SKING
Traveling Times TravelTime Christmas Christmas Holidays
Easter Easter
Off Peak Off Peak
School School Holidays
Wigekends Wigekends w
Details
Type: |age -
Codle: IF
Mame: [15-35
ey Code | Delete 18-35 | Cancel
ey Type [ | |

Adding a new Type

Click the New Type button to display the dialogue box. Complete the Type and

Description fields and click OK.

E® Add Marketing Type
Type: EVENTS

Description: Event niame and time

Ok Cancel |

The Delete button in the background relates to the position of the highlight on

the screen.
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Adding New Codes
Click on the New Code button.

In the Details area select the Type code to be attached to a code to from the
scroll, complete the Code and Name fields, then click OK.

Details

Type: |EVENTS -
Code: W

[ame: }Aus{ralian Cpen Tennis

ey Code h| Delete AEROBICS |

Mewy Type | |

Suggestions

Use the newly created code and retrieve a list of all clients who have expressed
an interest in attending certain events, using the MyCCT Design Client
Reports. You could also create a New Type called Brochure Request and then
enter Codes which categorize these requests and action them in the same way.

Deleting a Code

Delete a code from the system if it is no longer required. Highlight the Code in
the upper part of the Maintain Marketing Codes screen to transpose the details
into the action buttons at the bottom of the screen.

Click the Delete button and click OK.

Sporting or cultural everts  |EVENTS Aust Open Australian Cpen Tennis

Grand Prix (Grand Prix Melbourne 03

Details
Type: |EVENTS -
Codle: W
hame: |Grand Prix Melourne 03
Mew Code | Delete Grand Prixh|

Mewy Type | |

Deleting a Type
A Type cannot be deleted unless all the attached Codes are deleted first.

After the codes have been deleted, the Type can then be displayed in the Type
filter box at the top of the Maintain Marketing Codes screen. Click on the
Delete Type button and click OK.

ey Code | Delete | Cancel

Mewy Type | Delete Type h |

© Galileo Southern Cross 58



Module 2:

59

Fee Rules

Before entering any Fees in Trip File, the agency administrator will need to
create standard fee types which will then become available to all users in your
office.

To open the Fee Rules screen from the Main Menu in CCT, select Options,
Tables, Fee Rules.

Transaction Search  Shift+F11

Codes...

Segment Defaults, ..
Consultant. ..

Personalise MY CCT...

Supplier...
City Codes...
Currency. ..

CountryfConsulate, .,
Suburbs. ..

Billing Period. ..

Credit Card...
Custom Codes...
Taxes...

Cashbook Accounts...
Marketing Codes. ..

T —
Selecting the New Button in the Maintain Fee Rules screen will display the input
screen for creating a new Fee Rule.

| Tatal
Description:

The Maintain Fee Rules screen has many of the mandatory fields that exist in
Cheque Requisitions and Quotes which will assist in the eventual conversion of
Fees into either of these Trip items.

Fee Name

Each new Fee Rule requires an individual code which is entered into the Fee
Name field. These codes may be any combination of alpha and/or numeric
characters and spaces are allowed within the codes.

Note: For agencies that are also using the Galileo Fee Manager product, all Fee
Names available in Viewpoint need to be replicated in CrossCheck Travel and
must be identical (including spaces between characters where applicable).

Service Type

Each Fee is assigned a Fee Service Type so that all fees are categorized into one
of the six Service Types available for selection. These new Service Types will
display within the reporting modules for analyzing the amount and breakdown of
fees generated for any given reporting period.

Sales Code

All Fees are assigned a Sales Code of Domestic, International or Sundry
depending on the type of fee being setup. A Domestic Fee will automatically
generate GST, while the options of International and Sundry permit the inclusion
of GST on Fees to be optional.
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Supplier ID

You can elect to use the ZZ code for all your fee transactions or you may setup
any number of new Suppliers from within the standard Supplier maintenance
screen.

Fee Amount

This will be usual amount charged for this particular type of fee. The amount
saved as part of the setup will default into the new Trip Fees tab when selected
but this amount may be edited for each new fee that is applied.

Fee Tax

This is the applicable amount of GST that that will display when this fee type is
used. The amount of GST will alter if the Fee Amount is changed in the Trip
Fees Tab.

Fee Total

The Fee Total is just the addition of the Fee Amount and the Fee Tax.

When entering these default fee values, the amounts can be set by entering the
Fee Amount which calculates the Fee Total and applicable GST or alternatively,
enter the Fee Total and the proportion of GST and Fee Amount will be
calculated.

Description

The text entered into the Description field will print on documents that utilise
Quotes and Cheque Requisitions created from Fee entries.

Fee Mame Sales Code | Service Type Supplier Id | Fee &Amount | Fee Tax Fee Total Per |
DoObd ITA Domestic Service Fee Iz 2000 200 22.00 Total
Description: Domestic tinerary Fee

INT IR International Service Fee Iz 50.00 5.00 95.00 Total
Description: International tinerary Fee

TRANS TAS International Service Fee Iz 40.00 4.00 44.00 Total
Description: Trans Tasman Service Fee

More Fee Types can be added within this screen and the pressing of the Save
Button will then allow these Fees to be available within the Trip Fees tab. The
default amounts may be updated at any time but these Fee Rules may only be
deleted if they have not been used to create any Fees.
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Module 3: Advanced Trip
Accounting

Trip File Adjustments

Adjustments are NOT reversible and should only be carried out by staff with a
complete understanding of this transaction.

All Adjustments for each module follow the same principals and should only be
carried out by staff with a complete understanding of this transaction. No
Adjustments can be reversed. Adjustments for all other file types have been
included in the relevant module in this guide.

How to Complete a Trip File Adjustment

1.
2.
3.

61

Open the required Trip file and click on the Accounting tab.

Click on the New icon on the toolbar or press Ctrl+N.

Select Adjustment from the scroll on the New Trip Account Transaction

box.

Select

(Credit Note

(Credit Note Quote
Irvvaice

Irvvoice Quote
Receipt

Receipt - CCCF

E New Trip Account Transaction

Adjustment -
~
(Cheque Requisition Cancel

v

x|

i

Help

Click on OK to open an input screen and complete the required fields.

P® Trip Adjustment

Type Code: [Transfer

Amourt: [

From (Debit) {  To (Credi)

=l

100.00

Remark: [Cancellation penalty has been waivered and transfered to the new booking

+  [GL2411040004  Consultant: lglencia Date:| 7/01,2005

From (Debit) Trip Code: L90CTA300401

Cancel | Help |

Debit and Credit radio buttons
Click on Debit if funds are being taken from the open Trip file. Click on
Credit if funds are to be added to the open Trip file.
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10.

I1.

Type Code
Select from:

* Transfer: Transfer funds from one Trip file to another.

+ Take-Up: DO NOT USE. This Type Code is only for use by Galileo
staff in the loading of opening balances.

* Journal: Transferring balances to or from the Cashbook General
Ledger accounts

* Commissions: Transferring funds to or from the Commission
Adjustment account

When either Journal or Commission are selected, a GST box is
displayed. Selecting GST Yes, displays a Total field where the amount
including GST can be entered. If no figure is entered in the Total field, it
is populated from the entry in the Amount field and the GST Amount
field is automatically calculated.

From/To Trip Code
This field is displayed after Transfer has been selected in the Type Code
field.

Enter the Trip code for the file balancing entry. Press F12, or double click
in this field to display the Search screen.

Amount
Enter the total amount of the adjustment.

Remark
Add a remark to clarify the adjustment.

Click on OK to save the transaction and exit from the screen.
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Processing Phone Card
Sales

To be able to process phone card sales the following processes must be

completed before any requisitions can be created in the Trip file:

1.

Establish a GL account for the Phone cards (e.g. AFTA phone cards). See
"Creating a New Cashbook Record" in Module 6: Cashbook.

& Cashbook - PHONE CARD =3

|PHONE CARD g AFTA phone cards g

Cashbook

%4 Chart of Accounts l [ Accounting l l l @Vear End l

Account IC: FHONE CARD [ Bank Accourt GST Type: |GST -
Account Type: |Pr0f'rt and Loss ﬂ Category: |E}{PENSES ﬂ Sub Category: |Expense - Client Related

" Dehit [ Contral Account

Account Mumber: EDD?D Account Alias: EDD?D Sort Code:

Description: }AFTA phone cards

When creating this account:

* Do NOT tick Bank Account.

* Select Profit/Loss in the Account Type field.

* Choose an a Account Number in the 200's.E.g 20070.
Create a Supplier and Creditor for AFTA phone cards.

Create a Miscellaneous Payment from the Travel account for the nett
amount to pay for the phone cards held by the agency for sale to clients.
See "Miscellaneous Payments" in Module 6: Cashbook.

H Miscellaneous Payment g|
Payment Details
Consultant: Elenda Date: E?,I’DIIZDDS
Remark: |
amount: | $550,00 Account: TRAVEL [Travel Account
GL Allocation
Accourt # GL Accourt Description GET | Amount Excl GET Amt Amourt Incl | Add
20070 AFTA phone cards v 500.00 50.00 550.00
Delete
Tatal: 500.00 50.00 5:50.00

Formis) of payment (1 of 1}

Type: |Direct Debit ]| M 4> M

Payee: faallen Travel

Amaunt: 550.00

Mbr: | Bartk: Mz Eranch: KJUEEM STREET, BRISES

Reverse

Cancel | Help
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In the Trip File

Receipt the passenger's payment in the normal manner and complete a Cheque
Requisition as follows:

Select CQC in the Type field.

Select from Create New or Create from Quote.

Select the phone card Supplier and Creditor.

Select Yes, No or Comm in the GST field.

Enter the cost of the phone card (inclusive of GST) in the Fare field.

S ok w =

Complete the Commission field and any other fields required, and click
on OK.

. Cheque Requisition

% Create Mew " Create from Quaote Type: |CQC = |  Consultant: lglenda GET: |Yesﬂ Tranx Date: E?:m 12005
Issue Details Ticket Details

Service: |Miscellaneolﬂ Supplier: PHONE CAF Creditor: PHONE [of3

Date: 270172005  Sales Code: |Sundry _»

Fare Other
| 4546  GST:| 454 Fare (incl): 50,00 Dep: 00
Fees Cancellation Fees Fare Details
[Mon Comm: ] Fare Basis: Remark:
Discounts Commissions Taxes Requisition Totals
£ Amount % Amourt Tax Commission Total excl. inc. G8T
1 0o 0o Fare:| 10.00 500 code| Amount |GST|Status| % | Amourt 4545 50,00
2 00 00 Taxes: | 0.00 [ oo [ | oo 0.00 Sell
juli} 4346 50.00
Total: 5.00 Mett
Marketing Code: ITV— Owerride: I—DD I—DD A et
juli} 0.00
Hames Segments [ Show Al
Type | Supplier Depart Date| Depart City | Arrive City | Status | Flight# | Insurance Details

CME

Eeverse| | GET | | Ok | Cancel | Help |

In the Creditor File

Complete the Approval and Payment screens in the Phone Card Creditor file.
See "Approval & Payment Method" in Module 4: Creditor File.

Creditor Transactions
PHOMNE CARD Current Approvalﬁo Date Due:
AFTA PHOMNE CARD Petiod: Biling Cycle: Mone
Transactions

Drate Type|  Tranx Id Reference | Amournt | Period | Ticket Miar | Trip Balance | Consultant
2500102005 CQC Q000000107 Molntyreddilie hs 106.50 2000.00 glendz
2700102005 CQC Q000000117 O'MielliLilie ks 43.00 2000.00 glendz
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Recording Car Hire with
6ST and Stamp Duty

The entries for domestic Car Hire can be complicated when the booking includes
miscellaneous charges such as Refuelling. GST and Stamp Duty charged on the
cost of Refuelling. The agent will not gain commission for these extra charges.

The following example works through the entries required to successfully enter
the amounts displayed on the Creditor's Invoice in CCT.

Car Hire Company's Invoice Amounts

Fare (GST Exclusive) 68.00
Refuelling Charge 5.50
Total GST Exclusive Charge 73.50
GST Charge 7.35
(73.50 x 10%)

Stamp Duty 1.35
{Fare + GST} x Stamp Duty %)

Total Charges as per Invoice 82.20
(Total GST Exclusive Amount +GST Charge +Stamp Duty)

Commission at 10% 6.80
Commission GST .68
Net Amount Due 74.72

(Total GST Exclusive Amount +GST Charge +Stamp Duty -
Commission -GST on Commission)

In the Trip file open a ticket or cheque requisition and record these figures as

follows:
1. Complete the Fare and Commission fields in the normal manner.
2. Total the non-commissionable charges and enter them in the Non Comm

Fee field as a GST Exclusive Amount.
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Record the Stamp Duty in the Taxes fields with the code SD and tick the
adjoining GST box.

. Cheque Requisition

% Create Mew " Create from Quote Type: |CQC = |  Consultant: lglenda GET: |Yesﬂ Tranx Date: ﬁ.l’D2.l‘2005
Issue Details Ticket Details
Service: |Car Hire: ﬂ Supplier: IZI Creditor: MVIS
Date: | 1/02/2005  Sales Code: |Domest_»
Fare Other
| 6300  GST:| 680  Fare (incl): 7480 Dep: 00
Fees Cancellation Fees Fare Details
[Mon Comm: 6.05 Fare Basis: Remark: |
Discounts Commissions Taxes Requisition Totals
£ Amount % Amourt Tax Commission Total excl. inc. G8T
1 0o 0o Fare:| 10.00 748 | Code| Amount |GST|Status| % | Amourt 7473 82.20
. oo oo Taxes: [ ool (B0 | 135 | | 000 0.00 el
juli} 7473 §2.20
Total: 7.45 Mett
Marketing Code: CORPORATE | Override: a0 a0 67.93 7472
1.35 0.00
Hames Segments [ Show Al
Flight# |Insurance Detailz
£ 2]
Reverse | | GET §| | | Ok | Cancel | Help |

To verify the figures against the Creditor's invoice, click on the GST
button at the bottom of the ticket/cheque requisition screens.

The GST window can also be used to calculate the GST Inclusive figure
for entry into your cheque requisition, by entering the GST Exclusive
Amounts taken from the Creditor's invoice.

E Exclusive rz|
Exclusive GST Inclusive
Fare: | 6300 | 6.80 74.80
Discount 1: | o0 | o0 | .00
Discount 2: | oo o .00
Carmrission: | 681 | 65| 7.48
Supplisr Fee: | oo o0 | .00
Agent Fee: | oo o0 | .00
Man Comm Fee: | FE 55| 6.05
Taxes: | 1.23 | a1z 1,35
§| ﬂ| Cancel
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Groups

In circumstances where a group is formed for a specific purpose, but individuals
may choose there own departure dates, side tours, hotel, etc., the procedures
described below will enable tracking of transactions relating to the group as a
whole.

These procedures will assist with maintenance of group travel and provide
reporting of purchases, sales, trip deposits, advance deposits to creditors and
sales figures for specific group.

MyCCT and Groups

Groups names can be recorded on the Trip file in the Group Name field or in the
Marketing Code field and Sales reports created using the MyCCT reports.

Groups and Menu Bar Reports

To be able to report on a group using the menu bar reports, the group name will
need to be recorded as the Destination on the Trip file. To do so you will need to
complete the steps described below.

1. To enable reporting on the groups, set up each group as City Code.
2. From the Options menu, select Tables, then City Codes.

Transaction Search  Shift+F11

Codes...
Supplier...

[ G coies |

Currency. ..

3. Click on the New button and create a unique code for each group which
can be easily recognised and remembered.

[& x|
Enter Criteria: |golf Apply To: |city_code -

Code Mame Airpart: | j
GOL  Gold Beach

Golf  Golf Tour Bali 06
GOM  Goma
GOM  MNew London

=

Details (2396 of 8076)

Code: fzolf
Marne: (Golf Tour Bali 06 Delete

Airpork name: |

Save Exit Help
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A new Trip file must be created for each individual member of the group
to enable tracking of sales, issue of documents and refunds, and receipts
specific to each passenger. The new group 'city code' should be entered in
the Destination field.

@ Trip

Passengérs

Main Booking Mame | Preferred Mame
v Epencer.ﬂCybil Mizz |

Summary
Departure Date: |1 8112006 Consultant: lglenda Trip

Ticketing Date: Destination: M_E
Region:

Reporting

To report on the group, select Reports from the menu bar, then Sales and
Commission and Profitability.

Enter the City Code allocated to group (e.g. GOLF) in the Primary
Destination fiecld. Complete any other fields as required and click on the
Retrieve button.

This report will display detail about the group including percentage profit
for each trip and for the group as a whole and can be exported to Excel for
further analysis.

. Trip Commissions and Profitability

Sork Report By: |Consultant hd Departure Date from: [15/11/2006 ko: [15/11 2006
Report Type: |Summary hd Tranx Date Fram: | [£:H |

Primary Destination: m!ﬁ Client Code From: | ta: |
Ty ’—%f Debtor Code from: | b |

Consultant: jalenda
ary Commissions and Profitability Report By Consultant

stination: Golf Depatture Date From: 1871172006 To: 1871172006

Source G5Ton
Passenger/ Depart. Primary Current Fare Taxes Comm Source Co

I Agent  Disc

Group Name Date Dest.  Consultant Balance Value Non- Comm Ex GST Comm Adjust CanxFee Exp

Subtotal For  glenda 9.541.50 34.309.10 5825 375007 16.63

0.00 0.00 10
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Creditor Payments

Sometimes there may be a need to pay deposits to creditors before any monies
are received from group members. This will require a two step procedure.

L.

Open the Cashbook Travel account, and click on the Accounting tab.
Open a new Miscellaneous Payment. Allocate the payment to the
account number 60030 for Creditor Suspense:

E Miscellaneous Payment g|
Payment Details
Consultant: Elenda Date: |15/02/2005
Remark: Deposit for Golf tour departing 18 Moy 06
amount: | $2,000,00 Account: TRAVEL [Travel Account
GL Allocation
Accourt # GL Accourt Description GET | Amount Excl GET Amt Amourt Incl | Add
B0030 Creditor Suspense 2 000.00 0.00 2 000.00
Delete
Tatal: 2,000.00 0.00 2,000.00

Formis) of payment (1 of 1}

Type: |Cheque ]| M4 » M

Payee: fzaruda Crient Holidays

Armount: 2,000,00

Mbr: E941645057650 Bartk: Mz Eranch: KJUEEM STREET, BRISES

Reverse QK | Cancel | Help |

Open the relevant Creditor, click on the Accounting tab and open a new
Adjustment and complete it as follows:

* From/To
Select From

* Type Code
Select Journal and in the To (Credit) Account Id field, select the
Creditor Suspense account: 60030.

* Amount

Complete the Total field with the fee inclusive of GST if relevant.
« GST

Select No.
* Remark

Enter a remark to explain this adjustment, and click on OK.

E Creditor, Adjustment

From (Dekity & To(Credty ¢ JGOH Consultant: Glends Date:| 15022005
Type Code: | Journal - To (Credit) Account ld: EREDSUSP
Amaurt: 200000 GST: flo

Remark: ITU transfer the deposit paid to GOH for golf tour departing 15 Mow 06

Cancel | Help |

Any money still owing to the creditor will show as a credit balance on the
bottom left hand side of the Accounting tab. When future payments are
made to the creditor the deposit amount can be included as part of the
allocation prior to generating the payment.
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4. To ensure this process has been carried out correctly open the Cashbook
Travel account and click on the Chart of Accounts tab and check that the
Creditor Suspense account is blank (i.e. not showing any balance in the
debit or credit columns).
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Opening Creditor Files

The Creditor file is used to store contact details and to carry out accounting
functions relating to companies to whom you owe money. In most instances,
Creditors would be travel wholesalers and BSP.

The creation and accounting in the Creditor file is often only carried out by the
office manager or supervisor.

Creditor file can be opened from the Creditor icon on the CCT standard toolbar
or from the MyCCT menus using the search or preset filters.

Creditor

A drop-down selection box at the top of the Creditor file window allows easy
selection and switching between files once the window is open.

' Creditor - GARHOL

| GARUDA ORIEMT HOLIDAYS

FREMCH TRAYEL COMMECTION
GARUDA ORIEMT HOLIDAYS
GLOBAL BALLOOMING

GOLD COAST BOOKING CENTRE %
GECKO'S ADVENTURES

Click on the + sign next to the Creditor icon in the MyCCT menu and select from
the filters which have categorized Creditors according to their payment periods.
A list of files will be displayed in the Work area and any file can be opened by
clicking on the Creditor Id hyperlink.

A My CCT Splash

+ T Trips

+ 2 Clierts

S0 N Creditors

% 1 Alvwith Balance
[ ePayment Creditors
[ weekly With Balance
[ Fortrightly wWith Balance
[ Monthly With Balance
B Allin Database
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Creating a Creditor

To create a new Creditor file, click on the New button on the toolbar. The File
Select window will open. Select Creditor and click OK.

P File Select...
File
" Client
" Trip

CoX
| FT £
T creditor l l l
Details
Creditor Mame: | Creditor |d:
Billing Cycle: |Mone - Payment Type: |Chegue -
ABN: Extension:
Phones
Type| Srea Murmkber Ext. City Code Comments Primaryl
Addresses
Type|  Building Street Suburk State | P'Code City Courtry Primary |

Creditor Tab

1. Enter the full Creditor Name and a Creditor ID, ensuring the Creditor
ID has not been used previously. All other fields are optional.

The recommended procedure is to fill in all mandatory fields and click the
Save button on the standard toolbar, then complete all other fields as
required. Upon clicking Save, a prompt confirms if more information is to
be entered.

! E Wwould you like ko enter a mailing address
L]

2. Click Yes to continue and enter a mailing address. This address appears on
any remittance advice generated for this creditor.

While entering Address and Phone information, Ctrl+N can be used to
create additional lines.

To access a list of options for the Phone Type field, press F12 or double
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click the field and select the appropriate code from the list. Indicate the
primary address and phone number for contact by placing a tick in the
Primary option against the appropriate line.

3. Select the Billing Cycle from the drop-down list within the Details area.
This field is used to indicate when the bill is normally received.

Billing Cycle:
Mone
Fortnightly
Morithly

4. Select the Payment Type. See eNett Instructions below.

i

[sLv x| sunLover HoLDAYS ;_\,I

& Creditor | [#% Accounting | S Comments | i |

Billing gyc:le:lllcne VI Payment Type:
5BN:| Extenzion: I

Details
|7 Creditor ﬂﬂme:lSUNLO‘."ER HOLIDAYS

5. Enter the ABN and Extension numbers.

eNett Payment System

Note: These instructions are only applicable to agencies using the eNett Payment
system.

Selecting the eNett Payment Type will reveal the eNett CN field, which is non
mandatory and is solely used to store the eNett Client Number if using the eNett
Payment system.

Also if selecting the eNett Payment Type, an extra box will appear on screen
titled eNett Extract Use.

- Creditor - SLV ] 5
[ev x| sunLover HoLpavs iy
& Creditor | [#% Accounting | S Comments | i |
Details
Creditor ﬂﬂmEZISUNLO‘."ER HOLIDAYS
Billing gyc:le:l Mone | Payment Type: |Mj‘
5BN:| Extenzion: I eNett CN:I
ellett Extract Use
’7 ' Use"sLv” " Use Supplier " Use this Creditor: I ‘
Phones %

Within the eNett Payment Use box are three options which will determine the
way that Creditor or Supplier Codes are extracted into the eNett Extraction Files.

Use the Open Creditor Code

In the previous example, the code SLV is the Creditor Code being updated and
this is the code displayed as the Use the open 'Creditor Code' option. This will be
the most commonly utilized method of extracting Creditor data so it is the
default selection within this screen

Use Supplier

This setup would be used when a single Creditor Code is used in CCT to cater
for payments for two different but allied travel companies e.g. GLOBUS
COSMOS.
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The eNett Payment extraction will select the Supplier Code that was saved into
the Cheque Req or Ticket that is being uploaded to eNett for Payment.

Use this Creditor

Selecting the 'Use this Creditor' radio button, will display a list of other Creditors
that have already been designated with a Payment Type of eNett. From the

available list, an alternative Creditor will then need be selected. When Tickets or
Cheque Requisitions are generated for payment through eNett, the extraction file
will be updated with the nominated 'alternative' Creditor saved into the Creditor

profile.

..... O} My CCT Splash

[+ Trips

- Clents

=% Creditors

-[] All'with Balance

-[7 Bulk Payment Creditors
-[] eNett Creditors

-7 Weekly Wil~Balance
-[] Fortnightly With Balance
[ Monthly With Balance

...... @® ~llin Database

The MyCCT Creditors options have also been altered to reflect the changes in

the Creditor Payment Type field:

Accounting Tab

The Accounting tab is only available after the Creditor file has been initially
saved. All transactions relating to this Creditor will be displayed in this screen.

Creditor - BSP

[Bse = Bank Settiement Pian

§ credtor [ Accounting ]%cm; | B |
Date Tranx ID Tranx Type Reference

5/01,/2005T000000319 | |CM - BSP

TO00000318  Ticket TKT - BSP

4/01/2005 TO00000317  Ticket CCF - 6795634
TO00000316  Ticket CCF - 2416147576
TO00000315  Ticket TKT - BSP
TO00000312  Ticket Reversal T000000297

812/2004 TOO0000311  Ticket TKT - BSP

24/11/2004 TO00000308  Ticket TKT - BSP

TO00000307  Ticket Reversal T000000306
TO00000306  Ticket Reversal T000000307
TO00000305  Ticket Reversal T000000296
TO00000304  Ticket Reversal T000000299
TO00000303  Ticket Reversal T000000300

Balance: 36,404.92 CR

Status

MM X ADXOO0X OO0 O

157 50
252,00

1,911.00

5,714.80
6,097 00
4,200.00
4,200.00

12844873

Crecit

2,821.00

591 50

3373
571480

571480

164,853 65

LEE
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Field

Description

Date

Date that the transaction was added to the file.

Tranx Id

System generated transaction identification number.

Tranx Type

Type of transaction, e.g. receipt, ticket.

Reference

A system generated transaction number into which this item
has been included, or a transaction type code.

Status

Current status of the transaction:

C Confirmed

Record saved and cannot be edited.

X Cancelled Automatically applied to the balancing
item of a reversed transaction.

R Reversed Reversed transaction. A balancing
Cancelled item is system-generated.

B Banked Receipts once banked.

A Approved Adjustments & Ticket/Cheque
requisitions that have been approved and
awaiting payment to the Creditor.

O Comm Red Adjustments & Ticket/Cheque
requisitions where commission has been
received and processed.

P Paid Adjustments & Ticket/Cheque

requisitions that have been paid to the
Creditor.

S Statement

Payments that have been reconciled to a
Bank Statement.

Debit

Debit transactions for this account.

Credit

Credit transactions for this account.

The Debit and Credit columns have totals, and the Balance of the file is shown

in the bottom left corner.

In the lower right corner of the window, two buttons are available for selecting
the viewing period for the transaction display.

Button

Description

I |4 |

A

Display transactions month by month, click the button to
move to the next month of transactions

creditor

Select the All button to view all transactions for the
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Comments Tab

The Comments tab can be used for storing any comments about the Creditor file.
This field is free text and is for reference only, as the comments do not appear on
any report or documentation produced for the Creditor.

S5 Comments

Created Comments
01/06/2004  |Speak to James for commission chegues and to Anita for refunds

Workflow Action Items

The Workflow Action Items tab lists all the action items associated with the
current Creditor.

Important Notes

The Important Notes icon is used to display and edit important notes for the
Creditor.

Deleting Creditor Files

Creditor files created by a user can only be deleted if no financial transactions
have been attached to the file.

1. Open the relevant Creditor file.
2. Click on the Creditor Name or on the Creditor ID code.
3. Select Delete from the file heading on the menu bar (Ctrl+D).

Mew... Chrl+m
Open... Chr+O
Close {Creditor - 55)
Save Chrl+5 - Creditor - 5§
== | Surt Safaris
B Creditor | B accounting l S Comments l H§| l

Details
Creditor Mame: S

4, A dialogue box will be displayed to confirm the deletion. Click on Yes to
permanently delete the Creditor.

5. If the Creditor file has associated financial transactions, a warning prompt
will be displayed and the Creditor cannot be deleted.
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The Front Office Creditor transactions of Ticket and Cheque Requisitions take
place in the Trip file. The Back Office functions such as Creditor adjustments
and approvals for payment are processed through the Creditor file.

The following transactions are available through the Creditor file:

Adjustments
Process accounting adjustments between Creditors or Cashbook
accounts.

Payment
Issue payments against Ticket or Cheque Requisitions.

Approval
Select Ticket or Cheque requisition items to be paid.

Commission Receipts
Process commission payments received from Creditors.

Bulk Payment
Pay multiple files and multiple Creditors in one transaction.

To carry out any of these transactions:

1. Open the relevant Creditor file and highlight the Accounting tab.

2. Click on the New button on the toolbar or press Ctrl+N and select the
required transaction from the New Creditor Account Transaction window.

E New Creditor Account Transaction

Select

H =
Adjustment l,\;
Approval Cancel |
[Commission Receipt - Open Ikem
[Commission Receipt - Other Help |
ePayment
Payment

3. Click on OK to open an input screen.
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Paying Creditors

Creditors can either be paid using the following methods:

» Directly from the Trip file via Ticket or Cheque Requisition screens.
See Client Management guide.

* Creditor sales return using the Approval and Payment method. This
method must be repeated for each individual creditor. If the Creditor
does NOT allow Bulk Payment, then payment must be made using the
Approval and Payment method.

» Using an online payment system (TIAS TIPS, Money Direct) using the
Bulk Payment method to record multiple creditors payments in a
single transaction.

» Using the Agency Credit Card. Please consult your accountant before
commencing this method.

Approval & Payment
Method

The Approval procedure must be carried out before a Creditor Payment can be
made. The Approval screen allows the individual transactions which are to be
paid to be selected.

1. Open the required Creditor and click the Accounting tab.

2. Click the New icon on the toolbar or press Ctrl+N for a new transaction.
Select Approval from the scroll on the New Creditor Account
Transaction box and click OK.

The Approval window will display all transactions, allowing them to be
paid in one transaction.

|5 Approval @

Creditor Transactions
PERRIG Current Rpplovalﬁo Date Due:
PERRIGRINE ADVENTURE TOURS perind: [ Bilng Cycle: Nane

Transactions
Date Type  Tranx ld Reference Amourt Period Trip Balance
10401 £2005 Q000000068 Faulty Fredrickhr : | 800,00 glendsa
00000069 Tamoko/Taruna Mrs 1340.00 ghenda
1340.00 ghenda
-Burridge/Glendabirs 2 0 glenda

Ticket Nor Consultant

lamish Mr L 4600.00 ghenda
i 2900.00 ghenda

CAC Q000000075 Thorpedax Mr 4,556.80 -5120.00 glenda

Approved: 26,969.70 Amourt: 3047630 Unapproved: 3,506 60
Sort by
| Setect au | & _Date C Ticket Nor o | concel | Hep |
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3. Complete the following fields as required:

Current Approvals

The default is No, meaning only unapproved items are displayed. If
this field is changed to Yes, all previously approved but unpaid items
are shown.

Date Due

Sorts transactions by the date when the Ticket or Cheque Requisitions
were issued. When a date is entered, only transactions with dates prior
or equal to the date specified will be displayed.

Period
Where applicable, use the drop down list to select a specific Billing or
Monthly period for which transactions are to be displayed.

Billing Cycle
The default billing cycle for this Creditor.

Sort by
Choose to have the transactions displayed in date or ticket number
order.

Transactions

Displays a list of transactions based upon the sort criteria specified in
the previous fields. The Trip Balance column allows unpaid files to be
viewed.

4, Click on the items to be approved for payment, or click a highlighted item
to deselect. Choose the Select All button at the bottom of the screen to
select all items. If all items have been selected, this button changes to
Deselect All

5. When finished select OK.

NOTE: After items have been approved, proceed with the Creditor payment.
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Payment

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

1. Open the required Creditor and click the Accounting tab.

2. Click the New icon on the toolbar or press Ctrl+N. Select Payment from
the scroll on the New Creditor Account Transaction box and click OK.

Payment Details
Creditor ld: ERR!G Consultant: Elenda Date: [ 001 72005
Creditor/
Cheque hor: MD184502 Payee Name: PERRIGRINE ADVENTURE TOUF  Amount: 2241290
Description: Payment for New Year specials ending today Type: birect Debit

Select Al Reverse

Selected: 2241290 Amaount: 26,969.70

3. Complete the following fields as required:

* Type
Select Cheque or Direct Deposit.

* Cheque Nbr
Add the cheque number to be issued for this payment. The system
advises if the cheque number has been previously used. For a Direct
Debit, the Billing Period or other free format data can be used.

*  Amount
(System generated). This field is calculated automatically, based on the
items selected in the Transaction area

* Description
If necessary, a free format description or comment can be added.

* Transactions
This box displays a list of transactions which have been selected for
payment through the Approval Screen. If no items appear it means that
the Approval Screen has not been completed.

4. Click the items that are to be included in the payment. Click the Select All
button to highlight all items. After using the Select All button, it changes
to a Deselect All function enabling changes to be made easily.
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If a negative amount has been highlighted, a warning will be displayed
and the payment cannot proceed until adjusted. Use Commission Receipt -
Open Item.

] X

Cannot have a negative payment for a creditor

=1 Wednesday 2 Jun 2004 12:17:39

Click OK when finished. A prompt displays, asking if you wish to Save
the transaction. Click Yes to proceed.

The next dialogue box gives the opportunity to print the transaction. Select
Yes or No as required.

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

E Accounting

Date Tranx ID Tranx Type Reference Status Debit Credit
10,01 £2005 MOOOO000SY  Payment PERRIG Cho Mo, MO 84502 C 2241290
Q000000075 Cha Req CQC - PERRIG A 4,556.80
Q000000074  Ch Req CQC - PERRIG C 3,506.60
Q000000073 Ch Req CQC - PERRIG P 3,340.20
Q000000072 Ch Req CQC - PERRIG P 1,495.20
Q000000071 Che Req CQC - PERRIG P 2,447 50
Q000000070 Chy Req CQC - PERRIG P 5,696.00
Q000000068  Cha Req CQC - PERRIG P 5,696.00
Q000000068 Chy Req CQC - PERRIG P 3,738.00

Reversing a Payment (Cancelling
a Cheque)

Only Confirmed Payments may be reversed. Once a payment has been
reconciled to a Statement it cannot be reversed.

L.

3.

Open the required Creditor and click the Accounting tab to display the
Summary Accounting Transactions screen.

Double click on the Payment to be reversed and select the Reverse button.
A dialogue box displays, asking for confirmation of the reversal.

Select Yes or No as required.

The procedure of reversing a payment changes the transaction status back to
approved. This transaction can again be selected in the payment screen.

@ Accounting

Tranx ID Tranx Type Reference Status|  Debit Credit
10/012005M000000059 _Payment ____|Reversal MOODD0ODSS L X _|_ | __5580.00)
MO000000SS  Payment Reversal MO00000059 R 5,580.00
Q000000076  Chy Req Cac A 5,580.00
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Bulk Payment

Bulk Payment enables the user to record the payment to multiple Creditors in
one transaction in CCT. The status codes are automatically updated from this
one transaction to all files related to this payment. This single transaction can
include any number of Creditor files and relate to any number of Trip files.

The actual electronic payment must still be completed using a travel industry
online payment system (TIAS TIPS, Money Direct).

To set up a Creditor to use this function, tick Allow Bulk Payment on the
Creditor tab.

& Creditor ||Enccounting I%CDmments l @l

Details
Creditor Mame: ICREATIVE TOURS

Billing Cycle: |Mone - Payment Type: [Bulk Pay o
AEN: Extension: Cheque

Builk Pary
ehlett

Some Creditors, such as Consolidators, may be paid with electronic payments. If
the need to pay a Bulk Payment Creditor by Cheque or Direct Deposit occurs,
the payer may do so by opening the individual cheque or ticket requisition and
clicking the Payment button. Alternatively if several transactions need to be paid
to the same Creditor by cheque or direct deposit, from the accounting tab click
on new and then the Approve option instead of Bulk Payment. Approve the
transactions and then open the Payment screen to process the payment in the
same way as a cheque or DD Creditor.

A list of all Creditors allowing Bulk Payments can be viewed in the Bulk
Payment creditors folder in MyCCT.

- W Crediors
e
[
[ ebett Creditors
[ weekly With Balance

Creditor files can be opened from this screen by clicking on the Creditor ID.
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Creating an Bulk Payment

Open any Bulk Payment Creditor file and click on the Accounting tab

Press Ctrl+N or select New from the Toolbar.

Select Bulk Payment in the Transaction window and click OK.

% Credior [ Accounting

S Comments l @l

eMett Payrment
Payment

(Cormmission Receipt - Open Ikem
(Commission Receipt - Other

&= New Creditor Account Transaction
Select
- K
Adjustment
Approval Cancel
Bulk Payment

The Approval for Bulk Payment screen displays a list of all unpaid
transactions for all Creditors accepting Bulk Payment.

&= Approval for Bulk Payment

Creditor Approved Amourt | Total Amount [ Select Al

Click on & column header to sort by that column.

Save, cloze and pay later | Proceed to Pay... |

HvATT i
GF HOLS o o
w

£ >

Creditar Drate Type  Tranx Id Reference Amournt Period Ticket Miar Trip Balance Con:
ANIS 13M 02006 CGC Q0000143586 RICHARDSOMTESTMELISSAMRS 4,730.00 -2932 50melissa
AIS 13082006 CQC Q000014374 YASAKTOR 4539.50 12484 Domelizsa
HERTZ 13M 02006 CGC Q000014390 RICHARDSOMTESTMELISSAMRS 807.50 -2932 s0melizsa
HYaTT 28/09/2006 CQC Q000014385 RICHRDSOMTESTMELISSAMRS 1,350.00 -2932 s0melizsa
GF HOLS 29M0/2005 THT TOODD23754 BETTS/SALLYMS 0.00 GF CANCEL Oztuart

Approved: 7.377.00 Amaount: 7.377.00 Unapproved: ]

£

Cancel |

Choose which Creditors to pay by highlighting them in the top left box or
by selecting individual transactions in the lower main approval screen. To
select all transactions for all Creditors, click the Select All button.

After the approval process is complete the user can choose to:

Save, Close and Pay Later

This option saves all highlighted transactions as approved. The next

time the Bulk payment screen is opened, all previously approved
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transactions remain highlighted, awaiting payment.

or

* Proceed to Pay
This option opens the Payment screen showing each Creditors total
payment separately.

- -
&= Creditor Bulk Pay
Buulk Pay Type: |MOMEY DIREC Reference: MD5551 234
Consultant: Date: 174072006 Total Payment: 7.377.00
Pay Creditar Description | Creditor/Payes Mame: Amournt
W s | lawis 5,219.50
[v HERTZ | hertz 30750
[ HvaTT | HYATT HOTELS 1,350.00
Creditar Drate Type| Tranx ld Reference Amournt
ANMIS 130972006 CQC Q000014374 WASAKITODR 489.50
ANMIS 131002006 CoC Q000014386 RICHARDSOMTESTMELISSA 4,730.00

HERTZ
HYATT

13102006 CoC Q000014390 RICHARDSOMTESTMELISSA
280972006 CQC Q000014385 RICHRDSOMTESTMELISSAM

807 50
1,350.00

Selected: 7.377.00 Amaount: 7.377.00

OK | Cancel |

7. Select the Bulk Payment type from the drop down box (e.g. Money
Direct).

8. Enter the Reference number and add any relevant remarks for each
individual creditor in the Description fields.

9. Changes to the payment can still be made by:
» Unticking a Creditor
» Removing the highlight from any individual transaction (the total

amount to the Creditor is adjusted accordingly)

10.  Click OK, and Yes to the prompt asking if you wish to save the Payment
transaction.

Approval Options

1. View transactions previously approved by opening the Bulk Payment
Screen. Previously approved transactions are highlighted. Click on
Proceed to Pay to process the payment.

2. To un-approve a transaction, click on it to remove the highlight or click on

the Creditor to remove the highlight from all transactions for that Creditor.
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Viewing the Bulk Payment

In the Creditor File

The Bulk Payment details, including a unique Transaction ID for each branch
in each Creditor, is transposed into each Creditor included in this payment.

% Credior B Accounting

S Comments l @l

Drate Tranx IC Tranx Type Reference Status Debit Credit |
17M 022006 MOOOOO7304  Payment MONEY C 5,219.50
13M 022006/ 2000014386 |Cho Reg CEC - AVIS P 4,730.00

Clicking on the Transaction line in the Accounting screen displays transactions
included in the Bulk Payment (for this Creditor file only). Each Cheque
requisition attached to this payment has its status automatically changed to P for
paid.

e Payment M000007304 (Confirmed)
Payment Details
Creditor Id: |45 Conzuttant: | Date: 1740/2005
Creclitor/

Cheue Mor: MD5551234) Payee Name: YIS Amaurt: | 5,219.50

Description: | Type: bired Debit
Transactions

Drate Type| Tranx ld Reference Amournt |
1302006 COC Q000014386 RICHARDSONTESTMELISSA OO0 - AYIS 4,730.00
130902006 COC Q000014374 VASAKITOR OO0 - AYIS 439.50

Reverse

In the Trip File

The transaction status is automatically changed to P for Paid status.

M Trip l @Segments l L Fees l C 2 Guotes l A Clients l Q’g Freq Flyer [ Accounting | €% Comments
Drate Tranx IC Tranx Type Reference Status | Inv Debit Credit
29/06/2001 2000003361  |Choy Reg RA0O000021 55 P i) 5316
Q000003360  Cho Reg R0000021 79 P ¥ 1:50.00

In the Cashbook Accounting Screen

Bulk Payments are displayed in the Cashbook Accounting screen as separate
payments with their own transaction numbers.

[TRAWEL x| ravel Accaunt

& Cashboak l %2 Chart of Accounts [#% Accounting % Deposits l [3 statements l [ig] vear End

Drate Tranx IC Tranx Type Reference Status Debit Credit |
17M 072006 MOOOOO7305  Payment HERTZ C 807.50
MO00007306  |Payment HY&aTT C 1,350.00
MO00007304  |Payment ANIS C 5,219.50
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In the Bank Statement Screen

The Bulk Payment is displayed as one total amount but separate transaction

numbers for each Creditor.

&= Add Statement ltems
arm of Payment Drate Murmkber CCT Debit Amount| CCT Credit Amount,  Transaction
BCLE 6092006 406499 1,367 48 M000007 255
BCLE 60972006 406500 72036 RA000007 300
BCLE /082006 4064052 180.00 RA0000C07 109
BCLE S/09/2006 4609492 §4.00 PO00000S53
1EGUE B09/2006 anz cards sep? 6,851.00 MO00007292
BCLE 31082006 DIRECT ISOBEL 1,342.70 RADDOOO07 271
1EGUE 29/05/2006 wanless ent gfhols 944 44 MO00007 253
BCLE 6092006 EMETT TRAFALGAR ROCTE 6,553.20 RADDOO07 309
BCLE S/09/2006 EMETT QFHOLS ROBERTS 330.00 M000007 259
1EGUE B/09/2006 enett hadley hol on location B00.24 MO00007 295
1EGUE 10092006 enett coral ripke 440.00 MO00007274
1EGUE 40972006 enett gfhaols laragyt 146210 MO00007 2530
1EGUE 40972006 enett scenic ley 4 000.00 MO00007 285
1EGUE 10972006 enett coralzeas scott 6 64280 MO00007 277
-ect Debit 20/09/2006 200 Z000000540
-ect Debit 1092006 hs420 16,000.00 Z000000537
IMEY 17 M 002006 MDS551 234 7,5377.00

£

»

MO000007 305 MO00007 304 k00000%
A

>

In the Detailed Bank Reconciliation Report

Bulk Payment items are displayed as separate Creditor payments with their own

transaction numbers.

&= Bank Reconciliation Report

Accourt ID; [TRAWEL

Account: TEREAVEL

Statement Page:
Detailed Bank Reconciliation Report

To Acct Period:

Printed 17100200

Balance as per Bank Statement 453 IN FUNDS

Transaction ID  Date Description

LESS ePayments

MO00007306 1710/2006 MD3551234 - HYATT 1,350.00

MO00007305 1710/2006 MD3551234 - HERTZ 207.50

LESS ePayments

MO00007304 1710/2006 MD3551234 - AVIS 521950
T7,377.00
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Reversing an Bulk Payment

1. Redisplay the payment in the Creditor and click on the Reverse button.
2. Click Yes in the dialogue box asking if you wish to proceed with this

reversal.
s Payment M000007306 (Confirmed)
Payment Details
Creditor Il F!YATT Consuttant: Date: ﬁ?.ﬂ 02006
Creditorf

Cheue Nor: MDS551234 Payee Name: HYATT HOTELS Amourt: | 1,350.00

Description: | Type: bired Debit
Tranzactions

Drate Type| Tranx ld Reference Amournt |
28/09/2006 CQC Q000014385 RICHRDSOMTESTMELISSAM CQC - HYATT 1,350.00

Reverse

The accounting summary screen below shows the reversed payment. Each
Cheque requisition attached to this payment has its status automatically
changed back to A for approved.

280972006 Q000014385 Chy Reg Cac A il 142500
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Using Agency Credit Card
to Pay a Creditor

This is a suggested procedure only. Please consult your Accountant for
alternative procedures before proceeding.

Creditor File

You will need to create a new Creditor for the transactions where you are using
the Agency credit card. e.g. VISAOFF.

In the Trip File

1. Receipt the payment from the passenger.
2. Create a Cheque Requisition:

* Select CQC or QCC in the Type field.

* Select from Create New or Create from Quote.

» Select the Supplier e.g. (DJ - Virgin Blue).

» Select the Creditor for your Credit Card e.g VISAOFF
e Select Yes, No or Comm in the GST field.

* Enter the Fare and Tax amounts only and click on OK.

. Cheque Requisition

© Galileo Southern Cross

% Create Mew " Create from Quote Type: |CQC = |  Consultant: lglenda GET: |N0 ﬂ Tranx Date: EIDS.QDDS
Issue Details Ticket Details
Service: |T0ur ﬂ Supplier: INCATO Creditor: I\/ISAOFF
Date: | /0352005 Sales Code: |Internat_»
Fare Other
Fare: 1,890.00 Dep: 0o
Fees Cancellation Fees Fare Details
[Mon Comm: ] Fare Basis: Remark: |
Discounts Commissions Taxes Requisition Totals
% Amournt % Amournt Tax Commission Total excl. ine. GST
1 oo oo Fare: oo 000 Coge| Amount |GST|Status| % | Amount 189000 129000
2 00 00 Taxes: | 0.00 [ oo [ | ooo 0.00 Sell
juli} 1,590.00 1,590.00
Total: ] Mett
Marketing Code: Crverride: ] ] 1,830.00 1,830.00
juli} 0.00
Hames Segments [ Show Al
HEALYSEAN R Type | Supplier |Depart Date| Depart City | Arrive City | Status | Flight® | Insurance Details
£ >
Reverse | | GET | | | Ok | Cancel | Help |

This will place the sale value on the passenger file and the amount to be
paid on the creditor file. This amount will be reconciled to your credit card

statement when received.
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Create ticket requisition:

* Select ACM in the Type field.

» Select from Create New or Create from Quote.
+ Select the Supplier e.g. (DJ - Virgin Blue).

» Select the Creditor e.g. (DJ - Virgin Blue).

* Select Yes, No or Comm in the GST field.

» Enter the Commission amount only and click on OK.

P Ticket X
% Create Mew " Create from Quote Type: |ACM = | Consultant: lglenda GET: |N0 ﬂ Tranx Date: EIDS.QDDS
Issue Details Ticket Details
Service: |T0ur ﬂ Supplier: INCATO Creditor: INCATO ACK Nir: Conjunction:
Date: | 8032005 Sales Code: [Internat_+ | Billing: |
Fare
Fare: 0o
Cancellation Fees Fare Details
Fare Basis: Remark:
Commissions Taxes Requisition Totals
% Amournt Tax Commission Total excl. ine. GST
Fare:[ 00 18300 | code| Amount |GST|Status| % | Amount [ ooo] oo
Taxes: | 0.00 | oo [ | 000 0.00 el
0.00 0.00
Total: 189.00 Mett
Marketing Code: Crverride: ] ] 189.00 189.00
juli} 0.00
Hames Segments [ Show Al

Type | Supplier Depart Date| Depart City | Arrive City | Status | Flight# | Insurance Details

Eeverse| | GET | | | Ok | Cancel | Help |

This will show the commission made on the Trip file and place
commission outstanding on the creditor file (to be reconciled against the
next statement received from the Creditor. NOTE: This does not affect the
balance of the passenger trip file.

In the Creditor File

Payment Procedure when receiving the Credit Card Statement

L.

Open the Creditor created for your agency credit card payments e.g
VISAOFF.

Click on the Accounting tab and open a new Approval window.

Creditor Transactions

VISAOFF Current Approvalﬁo Date Due:
WISADFF Period: Billing Cycle: ﬁone
Transactions

Drate Type|  Tranx Id Reference Amournt Period Ticket Miar Trip Balance Consultant

C Q000000108 ChindLillie ks il I 466.70 alenda

Select all items that have appeared on your credit card statement And click
OK.
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Click on the Accounting tab and open a new Payment window.

E Payment PZ|
Payment Details
Creditor I [\_/ISAOFF Consuttant: Elenda Date: Es:m f2005
Creditorf
Cheue Mor: [I 796054312 Payee Name: [VISACFF Amount: 1,533.30
Description: | Type: k:heque

Tranzactions
Reverse
Drate Type|  Tranx Id Reference Amournt Select Al
25101720 2000000108 ChinLillie ks 1,533 .30

» Highlight all transactions to be paid
» Select Cheque or Direct Debit in the Type field.

» Enter the cheque number or the direct debit reference numbering the
Cheque Nbr field.

* Enter any description required and click on OK.

Procedure when Commission is Received from the
Creditor

1.

When you receive the direct credit on your bank statement for the
commission outstanding from the Creditor (e.g. Virgin Blue), open this
Creditor file and open a Commission Receipt Open Item.

You may receive a message as below:

E Cross Check Travel Pz|

Mo applicable ticket'cheque requisitions existto create
Commission Receipt- Open ltem

g8
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3.

Click on the Close button, and the Commission Receipt (Open Item)

screen will automatically open.

¥® Commission Receipt (Open Item)

Commission Receipt - Open Items Details

O'MielliLillie Ms
ChinLillie s
MgfLawrence Mr

Selected: 105,00 Amount:

Creditor Id: EJ Consultant: Elenda Date: ES,I’DI,!’ZDDS

Description: |
Form({s} of payment {1 of 1)

Type: | =] M4r M
Payer : WIRGIN BLUE
Amaunt: 0.00
Mbr: | Eartk: | Eranch: |

Transactions Select Al

Date Type  Tranx Id Reference Ticket Mbr Amount Heleise
25/01/2005 ©CQC Q000000112 TamaokafMing Mr -1544,55
25/01/2005 CQC QOO00000111 wWallisfwilliam Mr -659.45
25/01/2005 ©GQC Q000000110 SchultzfHelga Ms 312,80
25/01/2005 TKT TOOO0O0OO3S3  SmithfCybil Mrs SE97542326 -269.70

16,38

105,00 Cancel

Help

i

2,478.22

Click the Show All button in the bottom left hand corner to display all

transaction types including ACM's.

This screen will display all the commissions outstanding from this
creditor. Highlight the amounts that correspond with your bank statement.

Complete the Amount and Type fields in the Form of Payment area and

click on OK.
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Commission Receipts

The following procedures are used to receipt commission from Creditors. There
are two types of commission received from Creditors, processed by using either:

* Commission Receipt — Other

» Commission Receipt - Open Item

Commission Receipt -
Other

Used where commission is received from a Creditor after the client has paid
direct (e.g. Car rental, Hotel accommodation), or an override payment.

The amount received is not applied to any Trip file. The system automatically
creates two balancing transactions on the Creditor file. This ensures that the sales
and commission are recorded on the Sales reports.

Receipting Commission or
Overrides in the Creditor
Account

Hotel commissions may be receipted in individual creditor files or in a
HOTELCOMM Creditor created for receipting of sundry commissions. If the
commission was flagged in the Trip file it can be cross-referenced from this
window.

1. Open the required Creditor file and click the Accounting tab.
2. Click the New icon on the toolbar or press Ctrl+N.
3. Select Commission Receipt - Other from the scroll and click OK.

E New Creditor Account Transaction

Cancel |

Help |
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4. In the Commission Receipt —Other screen, select the type of commission
being receipted:

» For commission being received from Creditors after a client has paid
the operator direct (e.g. car rental), select Commission.

» For override payments from Creditors, select Override.

E Commission Receipt - Other,

Commission Receipt Details

WP * Commission © Override Date: [03/2005
Consuttant: Elenda Sales Code: International =

GET: F Service Type: m
Amaount: ,W Supplier 1d: ﬁ
GET Walue: ,7000 Sales Value: m
Amount (ex. GST) ,W Departure Date: W
GL Allocation
Account # GL Account Description GST Amaount Excl | GST Amt Amount Incl |

Tatal: 0.00 0.00 0.00
Formis) of payment (1 of 1}

Type: |Cheque ]| M4 » M

Payer: Kieth Prowse

Amaunt: 120,00

Mbr: |17285634906852 Bartk: MAE Eranch: NTH 5D

Reverse | | Cancel Help

5. For Commission, complete the following fields:

» Sales Code
Select Domestic, International or Sundry.

« GST
Select Yes or No.

* Service Type
Select Flight, Hotel, Tour, etc.

*  Amount
System generated total of all forms of payment entered.

* Supplier Id
Select the supplier code.

*  GST Value
System generated GST calculation.

» Sales Value
Input the gross value of the sale.

* Amount (ex GST)
System generated calculation of the amount field less GST, where
applicable.

* Departure Date
Input the date the service commenced.

* Form of Payment
Complete the form of payment details in the normal manner.

6. When complete select OK.
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Override

Commission Receipt Details

Jap Dates | 2062004 ﬂ
Sales Code: W

Service Type: m

Supplier 1d: EL

" Commission * Owverride

Consuttant: Elenda
Amaunt: T8.00

GL Allocation
Accourt #
10030

Amaurt Incl |
75.00

GL Account Description
overrides recieved

GET Amaourt Excl

7a.00

GET Amt
0.00

Add

Total: 78.00 0.00 78.00

M4r M

Formqs) of payment {1 of 1)

Type: |Direc1 Deposit

Payer: lapan Airlines

Amaunt: 78.00

by |

Bank: | Branch: |

Reverse Ok Cancel

1.

For Override complete the following fields:

Sales Code
Select Domestic, International, or Sundry.

Service Type
Select Flight, Hotel, etc.

Amount
System generated total of all forms of payment entered.

Supplier Id
Select the supplier code

GL Allocation

Account

Use F12 to select the GL account to be credited. The Add button may
be used if the payment is to be spread over more than one GL account.
The total allocation must equal the Amount field.

Amount excl.
Amount exclusive of GST.

GST
Check this box when GST is applicable. When checked, the system
automatically calculates the applicable GST amount.

GST Amt
System generated GST calculation. This calculation only takes place
after the GST box has been checked.

Amount Incl.

Amount inclusive of GST. NOTE: On this screen, either complete the
Amount excl. ficld or the Amount Incl. field. If the GST box is
checked, then the system will automatically complete the remaining
fields.
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2.

* Form of Payment
Complete the form of payment details in the normal manner.

When complete select OK.

Receipting Hotel Commissions
that have been Tracked

The MyCCT Hotel Commission Tracking functionality allows agents to monitor
outstanding commissions due.

1.

There are two ways to flag commission as received:

* In MyCCT, access Hotel Commission Tracking. Click into the Hotel
booking(s) and change the status from Pending to Received. Enter the
amount, date (defaults to today’s date) and variation reason (if any).
Click OK. NOTE: This process does not initiate a receipt transaction.

* Monies received from Tracked Hotels can also be flagged as received
by completing a Commission Receipt - Other transaction. Only one
item can be receipted at a time.

E Commission Receipt - Other

Commission Receipt Details

MARRIOTT + Commission ( Override Date: 20672004

Consultant: [I=HE Sales Code: international =
GST: Flo Service Type: Fiotel k

Amount: Supplier ld:
GST Value: 0.00 Sales Value: Q.00
Amount (ex. GST) 0.00 Departure Date:

Enter all fields as previously described.

Click on the Hotel Commission Flag to display a list of all
accommodation segments with the status Pending.

. Segment Commission Tracking

Trip Code Paszengers Check Out Amount Drate “ariation

Biooking Reference Hotel Date

GLOZ206040001 Thorpe! Jack hr 12Dec2003 B50.00 190ec2003 MC

WIC 10671 Wharriott Hotel 34 Phu King St Pruket  Thailand Actual: [ I |pore |
GLO206040002 C'MliglhLilly Mrs O'Niglld Ozcar b 150ec2003 110.00 22Dec2003 MC

WAC 11641 Wharriott Bangkok 13 Patong Rd Bangkok  Thiland Actual: [ I |pore |
GL2805040002 Mguyen Angrid bz 22Dec2003 126.00 29Dec2003 MC

MC 43992 Marrictt Singapore 131 Orchard Rd - Singapore Actual: | || ”\Ione |

* Enter the Actual amount of the commission received.

* The system defaults to today’s date, however this may be backdated if
required.

* Any variation to the expected amount can be recorded by selecting one
of the Variation reasons.

GL2E0S040002  Mguyen Angrid Ms 220802003 12600  29Dec2003 MC
WIC 43992 Warriott Singapore 131 Orchard Rd Singapore Actual: [ 124.00] [ 020un2004[Exch Rate Vari *

Complete the Commission Receipt - Other in the normal manner.
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5. To view the details, click the Commission Flag icon on the saved
Receipt.

The Commission Tracking fields change from Pending to Received in
the Trip file as soon as an amount is flagged as receipted in this screen.

Status: © Pending C witeoff & R

7 Days 1 room
Mightly Rate: 180 ALD Amount Received: 124.00
Amount Expected: | 126.00 ﬂ Date Received: /062004
Date Expected: M Wariation: ’W

NOTE: Currently only one hotel commission amount expected can be flagged as
received per Commission Receipt - Other transaction. If the commission
received is for multiple tracked bookings, e.g. three bookings with a single
cheque, the other bookings need to be flagged as per method 1.

For details on how to enter a hotel segment with flagged commission, see Client
Management guide.

Commission Receipt -
Open Item

This receipt is used where commission is received from a Creditor after payment
has been made by credit card and the creditor acted as merchant, (i.e. when a
CCF or QCC transaction was originally completed.)

How to Receipt Commission - Open Item

1. Open the required Creditor file and click the Accounting tab. Click the
New icon on the toolbar or press Ctrl+N.

2. Select Commission Receipt - Open Item from the scroll and click OK.

F® Commission Receipt (Open Item) @

Commission Receipt - Open Items Details

Credtor IEONCOR— Consukantiends — Date: [11j01j2005

Description: for period ending 12 Jan 05
Form(s) of payment (1 of 1)

Type: |Direct Deposit x| 4 40 M
Payer : kONCORDE INTERNATIONAL TRAVEL
Amount: 799.70
Hbr: | Bank: | Branch: |

Transactions Deselect All

Spencer-Burridge/Glendalirs
Bean/Basil Mr
MNg/Lawrence Mr

McInkyre/Millie Ms
O'MiellfLillie Ms

799.70 799.70
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3. Complete the following fields:

* Description
Free format description as required.

* Form of Payment
Complete in the normal manner.

NOTE: The amount field must equal the total items selected in order to
save the transaction.

* Transactions
The screen below displays a list of all outstanding commission
amounts for a Creditor.

» The transaction area can be sorted by different columns by clicking on
the heading (e.g. click Ticket Nbr to sort the screen by Ticket
Number). To view all transactions relating to a Creditor, click the

Show All button.
Transactions Select Al

Date Type  Tranx Id Reference Ticket Mbr 1. Amount
11/01/2005 QCC Q000000092 EBeanBasil Mr by 45,00
11/01/2005 QCC QOO00000091 Spencer-Burridge/Glendairs 27.50
11/01f2005 CCF TOODO00D32Z  O'MielliLilie Ms 3259870235 216,00
11{01f2005 CCF TOOOOOO330 MgfFelila Ms 4596546496 375.00
11{01/2005 CCF TOODOOD325 ‘Wongfalice Mrs SE957 23456 207,00

4, Click the items to be receipted or use the Select All button.

After the Select All button has been used, the button changes to Deselect
All

5. There is no Approval stage with the Commission Receipt Open Item.
When you click on the OK button the transaction is both approved and
paid.

6. A prompt displays, asking if you wish to Save this transaction. Click Yes
to proceed.

NOTE: No GST option is available on this Window as all GST calculations
relating to this transaction would have been made when the original Ticket or
Cheque Requisition was completed.
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Receipting Monies from a
Creditor

All transactions relating to the open Creditor file can be displayed in the
Commission Receipt Open Item by ticking the Show All box in the bottom left
hand corner. When a Commission Receipt Open Item is initially opened this
box is not ticked so you can only see credit card related items (CCF/QCC CRF
transactions). When the Show All box is ticked all other transaction types will be
displayed including ADM’s and ACM's.

By ticking the Show All box it becomes possible to receipt both commission and
a refund back from a Creditor in the same transaction.

F® Commission Receipt (Open Item) @

Commission Receipt - Open Items Details

Creditor 1d: EONCOR Consulkant: Elenda Date: [11/01/2005

Description: refunds and credit card commissions

Form(s) of payment (1 of 1)

Type: |Direct Deposit | H ‘ ’ H

Payer : kONCORDE INTERNATIONAL TRAVEL
Amounk: E 0.00

Nbr: | Bank: | Branch: |

Transactions

TO000D0331 Ng/Felila Ms 6975534524
CC Q000000091 Spencer-Burridge/Glendalrs

L0

g
2

11/01j2005 CCF
11/01j2005 CCF TO00000330 Mg/Felila Ms 4596546496 378.00
3446558796

’

o Sheuuill

The receipt to refund (RFT) can then be ticked to receipt the commission (CCF,
QCQ) all in one transaction.
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BSP Processing

The IATA BSP reconciliation can be processed by either:

* Downloading the IATA report using BSPlink and importing it into
CCT. Refer to BSP Reconciliation Procedures document on the

Galileo Support website.

» Using the Approval and Payment method of Creditor payment. See
"Approval & Payment Method" in Module 4: Creditor File.

Note: It should be noted that the following BSP procedures serve as a guide only
and may not cover all reconciliation scenarios. Further information on how to
reconcile the BSP Return should be sought from your accounting professional.

BSP Electronic File Formats

The CrossCheck Travel BSP Reconciliation module can reconcile electronic file
types which have an extension of .ASC or .STM. In this guide we refer to the

.ASC format (often referred to as 'S' and 'T" files). The actual BSP Reconciliation
process in CCT remains the same no matter which file type is selected.

Downloading the BSPlink Report

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

™ ! 14/10/2006 | Billing Files - )

>AUa2023424?6_2006100I_Agent Billing ASCILzip I B UNgISYS 0.64kb| & Download| [l Delete File
- . 13/10/2006 | Billing Files - )

b A0az02342476_20061013_Agent Daily Net Error Report.zip e UNgISYS 35.00Kb| = pownload| (] Delete File
. . 12/10/2006 | Billing Files - )

b 50az02342476_20061012_Agent Daily Net Error Report.zip v UNgISYS 34.64Kb| I Download| [ Delete File

2. This window will appear after clicking the download button. Click on the

link as requested in this window.

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

you.,

File ready for downloading.

AU3202342476 20061002 Agent Billing ASCIT.zip
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3. A File Download screen will appear.

| Fite Download

L ] Some files can harm pour computer. I the file information below
\_:/ looks suspicious, or you do nat fully trust the source, do not open ar
zave this file.
File name: ...02_agent Biling ASCIIzip
File type:  WinZip File

Framm: v, bsplink.iata,org

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

[ Open ] [ Save ][ Cancel ] [ Mare Info ]

Always ask before opening this type of file

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

Save As

Savein | ) BSP v Q@ F = E-
%y My Recent Documents ~
3 Desklop [l
L&ﬁ (53 My Documents
My Recent 4 My Computer
Documents

= |C5) Program Files
I5) GalileoSauthemCross
I5) CrossCheckTravel

Desklop
) BSP
i DVD/CD-RW Drive (D)
7 2 General on 'Syddat’ [F)

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

Download complete E]
h

= Download Complete

Saved:

...02_Agent Billing ASCII.zip from we, bsplink.iata.org

[ 1
Downloaded: 655 bytes in 1 sec

Download to: L AAUaz02342476_20061002_Agent Biling ASC.zip
Transfer rate: 655 bytesiSec

[] Close this dislog box when download completes

[ Open ] [ Open Folder ] [ Cloze ]

5. Click Open to display the zipped files.

& WinZip - AUaz02342476_20061002_Agent Billing ASClLzip |~ ||O/E3

PRI CECESEID

&

ew Open Favorites Add Extract Wi Checkout  Wizard
Mame | Type | Modified |
: A5 File 13/10/2006 10:2..,
ASC File 13/10/2006 10:2..,
<] 2]
Selected O files, O bytes Tatal 2 files, 4KB 0 L)
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Two files will be displayed. The larger file (i.e. xxxxxxxt.asc) is the file to
import into Crosscheck Travel. Right Click over the zip folder called
xxxxxxxt.asc and select Extract.

6. Navigate to the folder the BSP Billing is to be saved into (mentioned
previously in Step 3) and click on Extract.

—

+ Selected files
Al files

" Files:

I~ Owvenarite existing files
I~ Skip older files

¥ Use falder names

Extract
Extract bo: Folders/drives: Ewtract |
|E:\Program FiIes\GaIiIeoﬂ j i) bfgtoclbar ”~
+-{3) Citrix Cancel
Files

+-{2) Common Files
10 ComPlus &pplications
+-{5) COMNEXANT
+-{) Crystal Decisions
=) GalileoSouthernCross
=) CrossCheckTravel
i) BSP
+-C3 CCT
>

Help

v
Mew Falder...

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

saved location.

Note: The file can be renamed if desired e.g. the CCT billing period it relates to

(e.g. W1406.asc).

Importing the BSP Return into

CCT

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

= CrossCheck Travel 3.1.2757

DM &S oMW

A My CCT Splash
T Trips

2 Clierts

W@ Crediors

m Debtors

Cashbook

Fz Reports
Action tems
A1 Important Motes

[ Cther

o

File Edit Yiew Galleo Documents Reports Options  Window Help

Trip 3 [
Debtors... [
Creditors, .. 3 Cheque Reports
Clients 3 BSP Report
Cashbook 3 Trial Balance Reports
sl N Sales Return Report
Ta 5 " GST Return

ransaction o BSP Reconciliation. ..
Bank Reconciliation  »

BSP T | Bank Settlement Plan

End of Day | J
End of Marth & Creditor | [ accounting l S Comments l H§| l
COther 4 Details

Creditor Mame: Elank Settlement Plan
Billing Cycle: |Weekly -
AEN: Extension:
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The BSP Reconciliation Report screen will appear with the Select File
window open. Navigate to the Look In folder required (e.g. BSP) - this
will be the folder you saved the electronic file into. The ASC billing file to
be imported into CCT will be available to select.

.

Select File

@]

File name:

Lack in: | 9 BSP

x| e ® ek E-

['16086.asc

Filez of type: |BSF' AGEMT ASCI [* azc]

j Cancel

Click on the ASC file so that it becomes the File Name, then click Open.
The Billing will then open into the CCT - BSP Reconciliation window.
The BSP File tab displays the Electronic (ASC) file in text format.

W CCT - BSP - Reconcilitation

0s1
0s1
0s1
0s1
0s1
0s1
0s1
0s1
0s1
0s1
0s1
0s1
178
178
178
178
178
178
178
178
178
178
178
178
178
178
0s1
0s1
0s1
0s1
0s1
0s1

<]

k023424?606042

2257303785

2257303738

2257303787

2257303738

2257303783

2257303730

4

wn

o

o

-

r

O3APROGAFFVY
A
A
A
A
O3APROSAFFFF

o fee o e e e

O04APROSAFFFF

o fee o e e e

O04APROSAFFFF

o fee o e e e

O04APROSAFFUVY
A
A
A
A
O04APROSAFFUVY

0000037400
o
o
o
o
0000157000
o

000014630

000014630

= = e e e e e e e Y = = e e e

0000000000
o

o
o
o
0000000000

00000000000
o
o
o
o
00000000000
o

0000000000

0000000000

= = e e e e e e e Y = = e e e

00000042000
o

o
o
o
00000042000

00000037400
o
o
o
o
00000157000
o

0000014630

0000014630

= = e e e e e e e Y = = e e e

00000042000
o

o
o
o
00000042000

00000012380
1338

530

4526

E3Zg
00000047337
3800

757

ZZZ0

4330

3240

32400
00000017337
3800

757

ZZZ0

4330

3240

2840
00000017337
3800

757

ZZZ0

4330

3240

2840
00000000000
o

o

o

o
00000000000

00000000000
o
o
o
o
00000000000
o

0000000000

0000000000

== e e e e e e e = Y e )

o
00000012837
740

543

EBZZ

E3Zg
00000012837

000006
i
i
i
i

000500

00020

00020

000108

B

BSP File | Translated BSP Figures

'mported BSP file "C:'"Program Files\GalleoSouthernCrossiCrossCheck Trave\BSPIAY 406 .45C"

Approve
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4. Click on the Translated BSP Figures tab.

ASC file into a CCT-readable format.

This converts the content of the

-

-
W CCT - BSP - Reconcilitation
Supp Comm- Tax On i
Mum  Ticket Mbr - Transaction Transaction Lste Rep  Taxes  Taxes  ission Commission Comm-  Balance  Co Co Mumber Tran Ti
Code Cash Credit {Incl Tax ) Credi Cash Rate Amourt izzion Payahle  Type Type
051 2257903785 374.00 juli} juli} oo 12380 juli} juli} juli} 497 BO0UE  TKTT TET
051 2257903756 1,570.00 juli} juli} 0o 473487 500 78.50 0o 196547 T T TET
176 2257903757 1,463.00 juli} juli} oo 17837 9.00 131 67 0o 1509707 T TET
176 2257903753 1,463.00 juli} juli} oo 17837 9.00 131 67 0o 1509707 T TET
051 2257903759 juli} 490.00 0012337 oo .00 4.80 49 -5.3958 75510314399 VI45 TET
051 2257903790 juli} 490.00 0012337 oo .00 4.80 49 -5.3958 75510314399 VI45 TET
BOS 2257903791 163.00 juli} juli} juli} E7.85  1.00 163 A6 22916is ion Contral by & TET
051 2257903792 374.00 juli} juli} oo 12380 0 1.00 374 a7 493687 T TET
176 2257903793 1,463.00 juli} juli} oo 172ET 900 131 67 0o 1504207 T TET
176 2257903794 1,463.00 juli} juli} oo 172ET 900 131 67 0o 1504207 T TET
176 2257903795 juli} 1,463.00 oo 1TsIT 0o 900 131 67 juli} 1316764 720108585319 VI45 TET
051 2257903796 411.00 juli} juli} 0o 13506 juli} juli} juli} S4606T T TET
051 2257903797 411.00 juli} juli} 0o 13506 juli} juli} juli} S4606T T TET
051 2257903795 S41.00 juli} juli} oo 2074 juli} juli} juli} T4EMT T TET
051 2257903799 S41.00 juli} juli} oo 2074 juli} juli} juli} T4EMT T TET
125 2257903500 §73.00 juli} juli} 0o 36740 0 500 4365 0o 1196 75UE THTT TET
125 2257903501 juli} juli} juli} juli} juli} juli} juli} juli} juli} TET
125 2257903802 §73.00 juli} juli} 0o 36740 0 500 4365 0o 1196 75UE THTT TET
125 2257903803 juli} juli} juli} juli} juli} juli} juli} juli} juli} TET
051 2257903504 2975.00 juli} juli} 00 43043 juli} juli} 00 3408437 T TET
176 2257903805 1,717.00 juli} juli} 0o 16427 9.00 154 .53 oo 1 F2ET4T T TET
w
£ >
BSP File | Translated BSP Figures §| BSP Reconcilistion ‘
'mported: u] Approve

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

this total as the 'UQO' tax.

o
fl*CCT?* ‘BSP* ' Comparison * BSP Period ID: W1606 Total Approved: (]
L THT Total Variance: DEBIT .00
| Supp
[Mum Tranzaction Yalues Late Rep Taxes Commizsion Balance
Code  Ticket Nbr Cash Credit {Incl GST) Cash Credit Rate  Amount Tax Payahle Trip ! Tranx
051 2257903522 535.00 .00 22607 000 000 .00 .00 TE4.07 QEMDHOME0506 [ Approws
.00 .00 TOO0000071 I
Caonj: .00 .00 2R 07 19052006
Exch: BSF cic: BSP Period 18042006
| 081 2257903623 535.00 0.0 < TE4.0T QENDHO190506 [ Approws
\y This reconciliation period is W1606 found 23 tickets TOO0000072
Caonj: .00 0.0 19052006
Exch: BEP cic: 180472008
051 2257903624 £12.00 0.0 75960 SFoLsE1o0s06 [ Approws
.00 .00 TOO000007S
Caonj: .00 .00 147 60 19052006
Exch: BEP cic: 180472008
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The total of the Balance Payable column should be noted in this screen as
it is the total payable to BSP. In our example this figure is $27,933.87.

W CCT - BSP - Reconcilitation
Supp Comm- Tax On i
Mum  Ticket Mbr - Transaction Transaction Lste Rep  Taxes  Taxes  ission Commission Comm-  Balance  Co Co Mumber Tran Ti
Code Cash Credit {Incl Tax ) Credi Cash Rate Amourt izzion Payahle  Type Type

051 2257903527 434.00 juli} juli} 00 22946 juli} juli} juli} BE34E6T T TET

051 2257903523 434.00 juli} juli} 00 22946 juli} juli} juli} BE34E6T T TET

051 2257903529 434.00 juli} juli} 00 22946 juli} juli} juli} BE34E6T T TET

051 2257903530 439.00 juli} juli} oo 1374 juli} juli} juli} STE41UE  THTT TET

051 2257903531 439.00 juli} juli} oo 1374 juli} juli} juli} STE41UE  THTT TET

051 2257903532 439.00 juli} juli} oo 1374 juli} juli} juli} STE41UE  THTT TET

217 2257903833 1,372.00 juli} juli} oo 634 3513 452.00 0o 110634 0s ion Contral by & TET

051 2257903534 615 juli} juli} 0o 7T ES juli} juli} juli} 1836081 257903781412 EX* TET

051 2257903835 615 juli} juli} juli} 35.50 juli} juli} juli} 446581 257903752512 EX* TET

051 2257903536 214.00 juli} juli} juli} 35.50 juli} juli} juli} 2525081 25790382011 EX*C THT

051 2257903837 E45.00 juli} juli} 0o 24517 500 3240 juli} 8E3TTT T TET

217 2257903835 §70.00 juli} juli} juli} 6320 7.00 60.90 juli} §7230T T TET

051 2257903539 juli} 1,670.00 00 40410 0o 500 93.50 juli} -93.5008 96225997947 V45 TET

051 2257903540 juli} juli} juli} juli} juli} juli} juli} juli} juli} TET

18 3049160473 384.00 juli} juli} juli} .00 1000 35.40 juli} 34360 TET

18 3049160474 185.00 juli} juli} juli} .00 1000 18.80 juli} 169.20 TET

051 3049160475 30.00 juli} juli} juli} 300 juli} juli} juli} 33.00 TET

18 30491604765 4,137.00 juli} juli} 0o 35100 0 500 20685 oo 428115 TET

051 3293395539 5,505.00 juli} juli} oo 23927 500 290.25 00 58040289 D CASH TET

016 601624454 juli} juli} juli} juli} juli} juli} -44.73 juli} 447325 029463 0000 TET

18,653.30 1,670.00 0040410 347006 117837 00 20497489
w

£ >
BSP File  Translated BSP Figures | BSP Reconcilistion

'mported: i Approve

Click on the BSP Reconciliation tab at the bottom of the window.

BSP File ‘ Tranzlated BSP Figures  BSP Reconciliation

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

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

BSP Period

.
\y This reconciliation period is W1606 found 23 tickets

The number of tickets found should be noted, as not all tickets may have
been entered into CrossCheck Travel. Click OK to close this screen.
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The BSP Reconciliation tab will now display BSP Ticket information.

W CCT - BSP - Reconcilitation

‘CCT! ‘BSP* ' Comparison * BSP Period ID: W1606 Total Approved: 20460.17 (]

THT THT Total Variance: CREDIT .02

Supp

[Mum Tranzaction Yalues Late Rep Taxes Commizsion Balance

Code  Ticket Nbr Cash Credit {Incl GST) Cash Credit Rate  Amount Tax Payahle Trip ! Tranx

051 2257903522 535.00 .00 22607 000 000 .00 .00 76407 QEMDHOM90506 [ Approws

051 2257903522 535.00 .00 .00 22605 000 000 .00 .00 764,05 TOOOOOOO7 I

Caonj: .00 .00 -0.01 0.00 -0.01 189052006 -0

Exch: BSPoic: T T TOO0000071 180472008

051 2257903523 535.00 .00 22607 000 000 .00 .00 76407 QEMDHOM90506 [ Approw

051 22579035823 535.00 .00 .00 22605 000 000 .00 .00 764,05 TOOOOOOO72

Caonj: .00 .00 -0.01 0.00 -0.01 189052006 -0

Exch: BSPoic: T T TOO0000072 180472008

051 2257903624 £12.00 0.00 147 F 000 000 0.00 0.00 75960 SFOLSE190506 [V Approw

051 2257903524 E12.00 .00 .00 147 60 000 000 .00 .00 79960 TOOOOOOO7S

Caonj: .00 .00 .00 .00 19052006 -0

Exch: BSPoic: T T TOO000007S 180472008

051 2257903625 252,00 0.00 1145 000 000 0.00 0.00 39660 QMLCTE190506 [V Approw

051 2257903525 252,00 .00 .00 114 60 000 000 .00 .00 39660 TOOOOOOO7T

Caonj: .00 .00 .00 .00 19052006 -0

Exch: BSP cic: UE TETT TOO000007 7 180472008

051 2257903526 434.00 .00 22946 000 000 .00 .00 BE3 46 QRIZF2190506 [ Approw

051 2257903526 434.00 .00 .00 22946 000 000 .00 .00 BE3.46 TOOOOOOO7S

Caonj: .00 .00 .00 .00 19052006 -0

Exch: BSPoic: T T TOO0000075 180472008 N |
.v.

<] [>]

BSP File ‘ Tranzlated BSP Figures  BSP Reconciliation

rinished matching - Found 23 out of 25 Approve

Reading the BSP Reconciliation

Screen

The content of the BSP Reconciliation tab is colour coded, and contains

information as follows:

* Blue - Tickets in the electronic BSP billing file.

» QGreen -Tickets that have been entered into CrossCheck Travel.

* Brown - Highlights any differences between the CCT and BSP tickets.
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To appear in the BSP Reconciliation screen, the CCT (green) tickets must meet
the following criteria:

* Be a Confirmed (C) or Approved (A) transaction - i.e. Ticket cannot
have Unconfirmed (U), Paid (P), Commission Received (O), Reversed
(R) or Cancelled (X) Status.

EES x| Bank Settiement Plan
%P Credior B Accounting | S Camments l i l
Drate Tranx IC Tranx Type Reference Status Debit Credit
220572006 TO0O0000S7 | Ticket TKT - BSP C 428115
TOODOOO0SE | Ticket TKT - BSP A 33.00

* Be linked to the BSP Creditor in the Ticket Requisition screen.

< Ticket TOO0000095 (Confirmed)

Type: |TKT -
Issue Details

Service: |Fligr'rt ﬂ Supplier: BQ Creditor: EISP
Date: 220472006 Sales Code: |Internat_» | Biling: #1605

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

[;h Ticket TOOOO0D0095 (Confirmed)

Type: |TKT -
Issue Details

Service: |Fligr'rt ﬂ Supplier: BQ Creditor: EISP
Date: 220472006 Sales Code: |Internat_» | Biling: #1605

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

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

* Supplier Numeric Code/Ticket Number - Ticket Number

* Conj - Conjunction ticket number in CCT (if applicable)

» Exch - Exchange ticket number in CCT (if applicable)

» Transaction Values (Cash or Credit) - Fare Excluding GST

» Taxes (Cash or Credit) - Taxes Excluding GST

* Commission Rate - Commission Percentage

* Commission Amount - Commission on Ticket Excluding GST
*  Commission Tax - GST On Commission

» Balance Payable - Balance (Net) Payable to BSP

» The Trip/Tranx column then provides further detail of the CCT ticket
including Trip Code, Transaction ID, Transaction Date and Ticket
Issue Date.
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Using the Screen to Reconcile
BSP

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

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

* Match the Return Balance Payable
* Require reversal and re-entry

» Require reversal due to incorrect entry (i.e. appear in CCT but not on
BSP)

* Not display for reconciliation (i.e. appear in BSP file but not in CCT)
* Require Adjustment

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

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

Tickets Matching the Return Balance Payable

When a ticket in CCT is found to meet the matching criteria it will display above
the BSP ticket.

051 2237903522 935.00 0.00 226.058 ooo o 000 0.00 0.00 76408 QEMDHOM90506 [W Approw
051 2237903522 93500 0.00 0.00 226.058 ooo o 000 0.00 0.00 TE4.05 TOODOOOM01
Conj: 0.00 0.00 0.00 0.00 16M 02006
Exch: BEPcic: T T TOO0000101 180472008

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

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

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

W CCT - BSP - Reconcilitation |
‘CCT! ‘BSP* ' Comparison * BSP Period ID: W1606 Total Approved: 20460.18

THT THT Total Variance: CREDIT .01

Supp

[Mum Tranzaction Yalues Late Rep Taxes Commizsion Balance

Code  Ticket Nbr Cash Credit {Incl GST) Cash Credit Rate  Amount Tax Payahle Trip ! Tranx

051 2257903522 535.00 .00 22605 000 000 .00 .00 764028 QEMDHO190506 [ Approw
051 2257903522 535.00 .00 .00 22605 000 000 .00 .00 76405 TOOOOO01 01

Caonj: .00 .00 .00 .00 16M 02006 *
Exch: BSPoic: T T TOOo0001 01 180472008

No action is usually required for these tickets as they are considered to be correct
and will be approved when the 'Approve' button is pressed at the bottom of the
screen.
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Tickets Requiring Reversal and Re-Entry

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

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

15 3049160473 384,00 0.00 i 000 000 000 000 38400 SU2205060001 [ Approws
15 3049160473 354,00 0.00 0.00 0.00 000 1000 3840 000 34560 TOOOOOO09S

Conj 0.00 0.00 0.00 3840 38.40 2205/2005 1 18
Exch: BSP cic: TOO0000095 22104/2006

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

To fix the discrepancy in the example above we would take note of the following
information:

» Ticket Number - 232 3293395534

* Transaction ID - TO00000319 (though it is only necessary to note
T319)

» Issue Date - 4 April 2006
+ Balance Payable (BSP) - $1,167.12
» To fix - Commission Rate should be 7%, not 9%

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

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

e Open Transaction
Enter transaction ID: T95|
Ticket Mbr... | Cheque Mbr... | OF | Cancel |

The system search should retrieve the ticket (and the trip file the ticket has been
entered onto).
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< Ticket TOO0000095 (Confirmed)

I

Type: |TKT *| Consultant: lsupport GET: |N0 ﬂ Tranx Date: 52.1'05.1’2008
Issue Details Ticket Details
Service: |Flight = Supplier: 5& Creditor: BSP Ticket Mor: 18 045160473 Conjunction:
Date: 220472006 Sales Code: |Internat_» | Biling: #1605
Fare
Fare: 364.00
Fees Cancellation Fees Fare Details
Mon Carmm: ] Fare Basis: v Remark: EIN BKK
Discounts Commissions Taxes Requisition Totals
£ Amount % Amourt Tax Commission Total excl. inc. 8T
1 0o 0o Fare: 0o 000 | code| Amount |GST|Status| % | Amourt 384.00 384.00
2 00 00 Taxes: | 0.00 [ oo [ | oo 0.00 Sell
juli} 354.00 354.00
Total: i Mett
Marketing Code: FALKIN Override: o0 o0 354.00 354.00
juli} 0.00
Hames Segments [ Show Al
Bowen/laneMs Type | Supplier | Depart Date | Depart City | Arrive City | Status Detailz |
Fligiht SG 200082006  |SIM Brk HH. Class: Y
Reverse | | GET | Repeat | Payment | I:l Cancel

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

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

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

e Ticket
Type: |TKT *| Consultant: lsupport GET: |N0 ﬂ Tranx Date: HBH 072006
Issue Details Ticket Details
Service: |Flight = Supplier: 5a Creditor: BSP Ticket Mor: 18 5045160473 Conjunction:
Date: 220472006 Sales Code: |Internat_» | Biling: #1605
Fare
Fare: 364.00
Fees Cancellation Fees Fare Details
Mon Carmm: ] Fare Basis: 0 Remark: EIN BKK
Discounts Commissions Taxes Requisition Totals
£ Amount % Amourt Tax Commission Total excl. inc. 8T
1 00 00 Fare:| 10.00 3840 | Code| Amourt |GST|Status| % | Amount 384.00 384.00
2 00 00 Taxes: | 0.00 | oo [ | oo 0.00 Sell
juli} 354.00 354.00
Total: 358.40 Mett
Marketing Code: FALKIN Override: a0 a0 34560 34560
juli} 0.00
Hames Segments [ Show Al
BCYWANIANEMS Type | Supplier |Depart Date| Depart City | Arrive City | Status | Flight# | Insurance Dietails
Flight SG 200082006 SIM Brk Hk 132 Class: Y
Flight SG 23/08/2006 BHK HKT Hk 3421
Flight S& 18082006 SYD SN Hk 12 Class: J
< ¥
| | GET | | | Custom | Ok | Cancel |

Before confirming the ticket, the Nett incl. GST figure should be checked to
ensure that this new ticket will have a matching balance payable to the electronic

BSP file.
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Tickets Requiring Reversal Due to Incorrect Entry
Unpaired CCT tickets may display in the Approval screen:

W CCT - BSP - Reconcilitation

‘CCT! ‘BSP* ' Comparison * BSP Period ID: W1606 Total Approved: 20805.78

G156 3049160473 354.00 0.00 il 000 1000 35.40 0.00 34560 SU2205060001 [V Appr
E18 3049160473 354.00 .00 .00 .00 000 q0.00 35.40 .00 343560 TOOOOOO103

Caonj: .00 .00 .00 .00 16M 02006

Exch: BSP cic: TOO00001 03 2200472008

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

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

Tickets Not Displaying (Missing Tickets)

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

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

BSP File ‘ Tranzlated BSP Figures  BSP Reconciliation

Finished matching - Found 23 out of 25

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

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

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

In our example, the 6 'missing' tickets are:
« 0812257903789

608 2257903791

« 1762257903795

+ 1252257903801 (Conj Ticket)

+ 1252257903803 (Conj Ticket)

+ 6183049160471
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Missing tickets are likely to fall into one of the following categories:

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

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

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

* Conjunction Tickets

» Ticket has not been entered/downloaded into CCT

To resolve this issue:

1.

111

Select Reports - Trip - Unconfirmed Tickets to run the Unconfirmed
Ticket Report.

This report is designed to show tickets which have been downloaded from
Galileo Host but not confirmed as yet - i.e. the ticket(s) with a 'U' status.

In our example, there is one unconfirmed ticket present. This can be
accessed by clicking on the Trip Code hyperlink on the report.

pu

= Unconfirmed Tickets Report E]@%
Unconfirmed Ticket Report Frinted 161072006
Billing
Trip Code Ticket Number Conj Date Period Type Fare Tax Tranx ID Consultant
HOATSGLEL006 5142479283 23022006 W3406  TET $132.00 $34.80 TOOOOO0L05  support
Total Total $138.00 $34.80

When the trip file opens, proceed to the Accounting tab. Double-click into
the 'U' status ticket.

r@Trip-XQﬁISG161006 =) .
Ll | p e R

M Trip l (B Segments l 2 Fees l C 2 Guotkes l A Clients l % FreqFlyer  [B% Accounting | S Comments l @l

Drate Tranx IC Tranx Type Reference Status | Inv Drebit Credit |
16M 02006 TODDDO0D1 05 Ticket 138.00 u

[#@6755161008 x| 15102006 BEMJAMINARYMS WiewTrip.COM
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Confirm all details are correct and check financial data matches that noted
from the return. Click OK on the ticket and save.

o Ticket TO00000105 (Unconfirmed)
" Create Mew " Create from Quote Type: Consultant: lsupport GET: |N0 ﬂ Tranx Date: HBH 072006
Issue Details Ticket Details
Service: |Flight = | Supplier: &F Creditor: BSP Ticket Mor: [0E1 5142479283 Conjunction:
Date: 23082006 Sales Code: [Domest_» | Biling: py34065
Fare
Fare: 135.00
Fees Cancellation Fees Fare Details
Mon Carmm: ] Fare Basis: Remark: EUEI El CDiG FAF
Discounts Commissions Taxes Requisition Totals
% Amount % Amount Tax Commission Tatal excl. ine. GST
1 00 00 Fare: 00 000 | code| Amount |GST|Status| % | Amourt 17280 17280
2 00 o0 Taxes: | 000 || 580 [ 0.00 0.00 Sell
o0 l\’_EPGI 1:-23 I|: g'gg g'gg 17280 17280
Total o0 : : ! Nett
Marketing Code: Crverride: ] ] 17280 17280
34.80 0.00
Hames Segments [ Show Al
BEMIAMIMAMYMS Type | Supplier |Depart Date| Depart City | Arrive City | Status | Flight# | Insurance Dietails
Flight SG 15M 02006 SYD SN Hk 222 Class: E
Flight SG 15M 02006 SIM LHR: Hk 322 Class: E
Flight  El 18M 02006 LHR DuUB Hk =T Class: X
Flight  El 23M0/2006 DUB CDG Hk 524 Class: X
Flight SG 25M 02006 CDG SN Hk 333 Class: E
Flight S& 26M 002006 SIM sYD Hk 219 Class: E
< ¥
| | GET | | | Ok | Cancel |

Do this for each Unconfirmed Ticket on the report.
Search for the Tickets.

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

document) by Ticket Number.

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

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

e Open Transaction
Enter transaction ID: 51424?9283|
Ticket Mbr... | Cheque Mbr... | OF | Cancel |

Click OK.

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

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

In our example figures several of our missing tickets were found using the
transaction search:
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081 2257903789 - Issue Date Incorrect

. -~
o= Ticket
Type: |TKT *| Consultant: lsupport GET: |N0 ﬂ Tranx Date: HBH 072006
Issue Details Ticket Details
Service: |Flight = | Supplier: &F Creditor: BSP Ticket Mor: [0E1 5142479283 Conjunction:
Date: [26M04/2006  Sales Code: [Domest_» | Biling: #1705
Fare f
Fare: 135.00
Fees Cancellation Fees Fare Details
Mon Carmm: ] Fare Basis: Remark: EUEI El CDiG FAF
Discounts Commissions Taxes Requisition Totals
% Amount % Amount Tax Commission Tatal excl. ine. GST
1 00 00 Fare: 00 000 | code| Amount |GST|Status| % | Amourt 17280 17280
2 00 o0 Taxes: | 000 || 580 [ 0.00 0.00 Sell
o0 l\’_EPGI 1:-23 I|: g'gg g'gg 17280 17280
Total o0 : : : Nett
Marketing Code: Crverride: ] ] 17280 17280
34.80 0.00
Hames Segments [ Show Al
BEMJAMIMNAAMY S Type | Supplier |Depart Date| Depart City | Arrive City | Status | Flight# | Insurance Dietails
Flight |SG 15M 02006 |SYD SN H. 222 Class: E
Flight |SG 15M 02006 |SIM LHR H. 322 Class: E
Flight  |El 18M 002006 |LHR DUB HH. 157 Class: X
Flight  El 23M0/2006 DUB CDG Hk 524 Class: X
Flight |SG 25M 002006 |COG SN H. 333 Class: E
Flight |SG 26M 02006 |SIM SYD HH. 219 Class: E
< ¥
| | GET | | | Custom | Ok | Cancel |

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

618 3049160471 - Incorrect Creditor

Reverse | | GET | Repeat | Payment | I:l Cancel

- ~
o Ticket T0O00000097 (Confirmed)
Type: |TKT *| Consultant: lsupport GET: |N0 ﬂ Tranx Date: 52.1'05.1’2008
Issue Details Ticket Details
Service: |Flight x| supplier: B0 Creditor: BSP Ticket Mor: 18 5045160476 Conjunction:
Date: 220472006 Sales Code: |Internat_» | Biling: #1605
Fare
Fare: 4.137.00
Fees Cancellation Fees Fare Details
Mon Carmm: ] Fare Basis: ﬁ Remark: EYD SN EYD
Discounts Commissions Taxes Requisition Totals
£ Amount % Amourt Tax Commission Total excl. inc. 8T
1 oo oo Fare:] 500 20685 | Code| Amount |GST|Status| % | Amount 443300 443300
. oo oo Taxes: [ 000 (kT [ Estoo [ | 000 0.00 el
juli} 4,455.00 4,455.00
Total: 206.85 Mett
Marketing Code: FALKIN Override: o0 o0 428115 ] 428145
351.00 0.00
Hames Segments [ Show Al
BowenjJaneMs Type | Supplier | Depart Date | Depart City | Arrive City | Status Dretails |
Fligiht SG 200082006 |SIM Brk H. Class: Y
Fligiht SG 23082006 BRK HKT H.
Fligiht SG 18082006 |SYD SN HH. Class: J

The Creditor displayed on this ticket is CONCORDE. This would need to
be reversed and re-entered as a BSP ticket.
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3. Conjunction Tickets

Conjunction tickets, while noted in the reconciliation screen, will be
recognised as a 'missing' ticket number.

'Missing' conjunction tickets have 0.00 values showing against the ticket
in the 'Translated BSP Figures' screen.

051 2257903539 0o 1,570.00 00 40410 0o 500 9330 0o -93.5009 96225997947 Y45 TET T
051 2257903540 0o 0o 0o 0o 0o 0o 0o 0o 0o THT

If the ticket has been entered into CCT, the conjunction number will show
in the BSP Reconciliation tab directly below the ticket number prior to the
'missing' ticket.

THT THT Total Variance: CREDIT .01

Supp

[Mum Tranzaction Yalues Late Rep Taxes Commizsion Balance

Code  Ticket Nbr Cash Credit {Incl GST) Cash Credit Rate  Amount Tax Payahle Trip ! Tranx

G156 3049160476 413700 0.00 351 000 500 20685 000 428115 502205060001 [V Approw
E18 3049160476 4,137.00 .00 .00 F51.00 ooo 500 20655 000 4258115 7000000115

Conj: 477 .00 .00 .00 .00 16M 02006 -0
Exch: BSP cic: TOOOO00115 2000472008

No action (i.e. entry or reversal) is required to be taken for these missing
tickets.

In our example, tickets 801 and 803 are conjunction tickets and therefore
do not need to be actioned, even though they will still register as missing
from the reconciliation.

4. Tickets not Entered/Downloaded

In our example, ticket 608 2257903791 does not appear to have been
entered into CCT at all (i.e. it cannot be found in a search/is not
unconfirmed/is not a conjunction ticket).

The missing ticket would be investigated and the appropriate booking file
downloaded or trip found in CCT.

The ticket could then be confirmed / entered.

Tickets Requiring Adjustment

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

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

As there may be several tickets which require adjustment, the screen will also
display a running total of the return discrepancy in a column on the far right.
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W CCT - BSP - Reconcilitation |
ZCT ‘BSP* ' Comparison * BSP Period ID: W1606 Total Approved: 20805.77

T THT Total Variance: CREDIT .02

PR

m Tranzaction Yalues Late Rep Taxes Commizsion Balance

de  Ticket Mhor Cash Credit {Incl GST) Cash Credit Rate  Amount Tax Payahle Trip ! Tranx

3 2257903522 535.00 .00 22607 000 000 .00 .00 7E4.07 QEKDHDM 90506

3 2257903522 535.00 .00 .00 22605 000 000 .00 .00 764,05 TOOOOOO119

nj: .00 .00 -0.01 0.00 -0.01 17A 02006 -0
ch: BSPoic: T T TOOooa01149 180472008

3 2257903623 535.00 0.00 22607 000 000 0.00 0.00 764.07 QENDHO190506 [V Approve
3 2257903523 535.00 .00 .00 22605 000 000 .00 .00 764,05 TOOOOOOO72

nj: .00 .00 -0.01 0.00 -0.01 189052006 -0.02
ch: BSPoic: T T TOO0000072 180472008

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

W CCT - BSP - Reconcilitation |
ZCT ‘BSP* ' Comparison * BSP Period ID: W1606 Total Approved: 20805.77

T THT Total Variance: CREDIT .02

PR

m Tranzaction Yalues Late Rep Taxes Commizsion Balance

de  Ticket Mhor Cash Credit {Incl GST) Cash Credit Rate  Amount Tax Payahle Trip ! Tranx

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

= Creditor Adjustment
From (Debity ¢ To(Credit); * BSP Consultant: Eupport Date:| 1701072006
Type Code: | Journal - From (Debit) Account ld: EOMMADJ
Amourt: 0z GST: o

Remark: |OJUSTMENT T BSP BILLING W1 E06

Cancel

This adjustment can be entered immediately or once all possible tickets have
been approved.

1. Once all tickets have been amended as per the above suggestions, the BSP
reconciliation screen should be re-entered.

Once again, the number of tickets found prompt will display:

-

BSP Period

.
\y This reconciliation period is W1606 found 23 tickets

Click OK.
2. Several checks should be made on this screen before proceeding with the
approval:

» Scroll quickly through the screen to ensure all transactions present are
ticked for Approval

» Confirm that the 'Finished matching' ticket area at the bottom of the
screen is the Total number of tickets less any 'missing' conjunction
tickets

» Confirm that the 'Total Approved' amount at the top of the screen plus/
less the Total Variance Adjustment amount displayed below it is equal
to the Total Balance Payable.
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In our example:
All transactions present are ticked for approval.

The system found 28 of 30 tickets. As 2 tickets were 'conjunction’ we can
safely assume we have found all outstanding values.

‘ BSP File ‘ Tranzlated BSP Figures  BSP Reconciliation

"’inished matching - Found 23 out of 25

The Total Approved amount is $27933.86, requiring a credit adjustment
of $0.01. Therefore $27933.86 plus $0.01 = $27933.87

| % CCT - BSP - Reconcilitation

‘CCT! ‘BSP* ' Comparison * BSP Period ID: W1606 Total Approved: 2007497
THT THT Total Variance: CREDIT .02

.....

This equals the Total Balance payable figure on the bottom of the
Translated BSP figures tab.

1868330  1,5670.00 00 40410 3470.06 117837 00 2097489

ES

3. Approve the tickets.

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

| Approve

Close the X at the top of the screen to exit.
4. Enter the Adjustment for the variance amount (if not done so already).
5. Enter the Payment.

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

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

Once the Balance Payable equals the figure in the payment screen, enter
the payment details as normal.
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BSP Reconciliation Quic
Checklist

What is the Balance Payable as per BSP File? §

Which CCT Tickets Require Reversal and Re-Entry?

- lssue Balance i i i 7
Tranx D T ket No. o Payable What is Required to Fix these?

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

n issue Balance ; ; - »
TranxiD Tk ket No. Date Pavabie What is Required to Fix these

Which Tickets are in the BSP butnot in CCT (Missing Tickets)?
Missing out of

5 GST & Baiance o )
Thcket Mo. lasue Date Fare § Taxesd o) Comm$ Payable Reason Missing/Fix

Canthese be found on:

*The Unpresented Chegues Report
*Using Transaction Search

Or are they:

* Conjunction Tickets

* Mot inthe sy stem (CCT)

What is the Adjustment value required before making payment? $ DEBIT/CREDIT

Other Reconciliation issues

Payment to BSP 3

Dae: ______ Transachion iD
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Recording the BSP Annual
Fee

The BSP Annual Fee is shown on the BSP transmittal as an ADM. There are two
ways of recording this in CCT dependant on the balance of the BSP statement.
Please read both methods before taking action and consult your accountant if
unsure of which method to apply.

Both options could require establishing a new General Ledger Account called
BSP Fees or Other Fees, or using the 20060 COMM ADJ account. See "Creating
a New Cashbook Record" in Module 6: Cashbook.

When creating this account:
* Do not tick Bank Account
» Select Profit/Loss in the Account Type field
* Choose an Account Number in the 200's.E.g 20080.

& Cashbook - BSP FEES g'i'@

[BsP FEES = Q

Cashbook

l l@\fear End l

Account IC: FISP FEES [ Bank Accourt GST Type: |GST -
Account Type: |Profit and Loss w | Category: |EXPEMSES | Sub Category: |[Expense - Client Relsted

............ [ Contral Account

%4 Chart of Accounts l [ Accounting l

Account Mumber: EDDSD

Description: FISP fees

Account Alias: 20050 Sort Code: |

Option 1

If the fee shows as an ADM on the BSP transmittal and you are making a
Payment to BSP follow the steps below:
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1. Open the Creditor BSP and create an Adjustment as follows:

* From/To
Select To.
* Type Code

Select Journal and in the From (Debit) Account Id field, select the
commission adjustment account: 20060 COMM ADJ or the BSP fees
or Other Fees account.

* Amount

Complete the Total field with the fee inclusive of GST.
+ GST

Select Yes.
* Remark

Enter the BSP period this Fee relates to, and click on OK.

E Creditor, Adjustment

From (Dekity { To(Credty * BsP Consultant: Glends Date:| 1/02/2005
Type Code: | Journal - From (Debit) Account ld: ESP FEES

Amount: 150,00 GST es GST Amount: 1:5.00 Total: 165.00

Remark: EISP annual fee for Vw4E04

Cancel | Help |
2. In the Creditor BSP open a Payment screen (not an Approval screen).
E Payment PZ|
Payment Details
Creclitor Id: ESP Conzsultant: Elenda Drate: EIDZQDDS
Crecitar!
Chegue Mbr: HBS.DD p:,.e;[:]ame: Biark Settlsment Plan Amaunt: 165.00
Description: BSP return WW4604 Type: Direct Dehbit

Tranzactions
Reverse
Drate Type|  Tranx Id Reference Amournt Select Al

AL AD000000S0 BSP FEES 165.00

Cancel

ekl

Help

Selected: 165.00 Amaunt: 165.00

3. Highlight the Adjustment transaction, complete the payment details and
click on OK.

Option 2

If the total of the BSP statement in the period which includes the annual fee is a
credit amount to your agency follow the steps below:
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3.

Open the Creditor BSP and create an Adjustment as follows:

* From/To
Select To.
* Type Code

Select Open Item Variance and in the From (Debit) Account Id
field, select the commission adjustment account: 20060 COMM ADJ
or the BSP fees or Other Fees account.

* Amount

Complete the Total field with the fee inclusive of GST.
+ GST

Select Yes.
* Remark

Enter the BSP period this fee relates to, and click on OK.

E Creditor, Adjustment

From (Dekity { To(Credty  BsP Consultant: Glends Date:| 2022005
Type Code: |Open fem Varian _» From (Debit) Account ld: ESP FEES
Amount: 150,00 GST es GST Amount: 1:5.00 Total: 165.00

Remark: EISP annual fee W04

Cancel | Help |

E® Commission Receipt (Open Item)

Commission Receipt - Open Items Details

Creditor Id: ESP Consultant: Elenda Date: E,I’DZ,I’ZDDS

Description: BSP return Waai4

Formis) of payment (1 of 1}

Type: |DirectDeposit ﬂ K ‘ ’ N

Payer i Bank Settlement Plan
Amaunt: 237.00

Mbr: | Eartk: | Eranch: |

Transactions Select Al
Date Type  Tranx Id Ticket Mbr

Reverse

Reference

-165.00

150,00

Cancel
Help

Selected: 237.00 Amount: 237.00

Highlight the Adjustment transaction, and any other transactions required,
complete the payment details and click on OK.
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Recording BSP Charges
for Excess Voided
Tickets

BSP charges for excess voided tickets will show on your BSP transmittal as an
ADM.

The two ways of recording this in CCT are dependant on the balance of the BSP
statement.

The two methods for recording these charges are identical to the options
described in the section above called How to Record the BSP Annual Fee, except
that the Remarks field should say "BSP charges for excess void tickets in the
period....".

Please read both methods before taking action and consult your accountant if
unsure of which method to apply.
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Creditor Adjustment

The Creditor Adjustment screen is used to transfer funds to or from other
Creditors or General Ledger accounts, or to load opening balances for a financial
cutover.

The Type of Adjustment available for selection depends on the type of
transactions.

A Journal Adjustment appears with a Payment, whereas Open Item Variance
appears in Commission Receipt - Open Item screen.

E Creditor Adjustment

From (Debit) {  To(Credt) (= lcOvER Consultant: blenda Date:| 11/01/2005
Type Code: [Journal ~|  From (Debit) Account ke [COMMADJ
Amourt: [ 05 GST:No

Remark: [Commission payment was five cents short

Cancel | Help |

Completing a Creditor Adjustment
1. Open the required Creditor file and click on the Accounting tab.

2. Click on the New icon on the toolbar or press Ctrl+N. Select Adjustment
and click OK.

3. Complete the following fields:
* From/To
Select if the funds are to be adjusted From or To this Creditor.
From debits this creditor, To credits this creditor.

* Type Code
Select one of the following from the Type Code drop down box.

* Transfer
Transfers funds between Creditors. Once Transfer has been selected
an additional field, From (Debit) Creditor Id, is displayed. The
Creditor code for the balancing entry is then inserted.

* Take Up
Take Up is only selected when accounting balances are manually
entered.

* Journal

Transfer to/from General Ledger. Journal displays an additional field
of From (Debit) Account Id, where the GL account code for the
balancing entry is selected.

* Open Item Variance
Permits the write off or gain of small variances between commission
expected and the amount actually received.

Open Item Variance displays an additional field of From (Debit)

Account Id, where the GL account code for the balancing entry is
selected.
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NOTE: Large variances should be rectified by reversing the original Ticket/
Cheque Requisition then re-issuing for the correct amount of commission
received, as Open Item Variances will not appear in Sales reports.

GST

1. If a Type Code of Journal or Open Item Variance is selected, then the
GST option box will be displayed. If GST is selected as Yes, the GST
Amount and Total fields will be displayed.

ECreditar Adjustment

From (Debit)  To(Credt) & BELV Consultant: [glendia Date:| 11012005
Type Code: |Open tem Varian v From (Debit) Account |d: EOMMADJ
Amourt: 85 GST:|[Yes GST Amourt: 0.08 Tatalk 94

Remark: bifference in commission paid by a QLD tour operator

Cancel | Help |

2. Complete the following fields:

* Amount
Enter the adjustment amount. If this is a Journal or Open Item
Variance adjustment and GST is applicable, enter the amount
exclusive of GST in this field.

Alternatively, leave the Amount field blank and enter the GST
Inclusive amount in the Total field.

e GST
Select either Yes or No.

*  GST Amount
System Generated calculation based on the entry in the Amount or
Total fields.

e Total

When GST is applicable, enter the GST inclusive amount into this
field.

Alternatively, leave the Total field blank and enter the GST exclusive
amount in the Amount field.

* Remark
Remark is a mandatory field. Enter an explanation for the adjustment.

3. When finished click on OK.

Creditor Documents

The only documents available from the Creditor file are the Fax and Visa letters.
See Client Management guide.

CrossCheck Travel 4.0 Guide


http://support.galileo.com/gsc/CCT3CM/wwhelp/wwhimpl/js/html/wwhelp.htm

Creditor File

© Galileo Southern Cross

Creditor Reports

From the menu bar, select Reports and Creditors, then select from the sub
menu attached.

Trip
Debtars...

Clients
Cashbook.

Cheque Reports

3 BSP Report

3 Trial Balance Reports
Sales Return Report
G5T Return

Select the report required:

Cheque Reports

Displays a list of either Cheque and Ticket requisitions that have been
paid to Creditors, or a list of Cheque and Ticket requisitions awaiting
payment.

BSP Report

Provides a listing of BSP transactions, including ticket issues, net remit
transactions, refunds, ACM’s and ADM’s for a requested BSP Billing
period.

Trial Balance Reports

Provide a financial balance report for your Creditor accounts.
Choosing an Aged Trial Balance shows how long amounts have been
outstanding, whereas a Trial Balance simply provides a list of account
balances.

Sales Return Report

Produces a Sales Return for the specified Creditor showing gross
value, commission taken, and the nett payable to the Creditor.

This report would be used for insurance policy sales, coach tickets etc.
The system will automatically generate 2 copies of the report, one to
accompany payment to the Creditor, the other being an office copy.

GST Return
Provides a listing of all sales and the amount of GST collected and is
used for the remittance of GST to the government taxation office.
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Cheque Reports

1. From the sub menu, select Cheque Reports.

. Cheque Reports

Report Type: Eheques To Pay Consultant:
Cheque From : | ko | Ticket Type: ECF
Transaction date From: 5/05/2004 ko 5f06/2004 Creditar: oM
Trip Code:
Cheque /Ticket Requisitions to Pay Report ~ Frixed 3062004
Transacton
Date Type Trip Code Consultant 5] Total CCCF Comm GST  Suppl
Creditor  CONI Concorde {International}
2005200 CCF LOMLK4200504  melissah TO00021041 $642 80 $642 80 $24.56 $0.00
2062004 CCF GL2B0S040001  glemda TOO0030041 $221.90 $241.90 $10.00 $19.00
CCF GLO206040001  glenda TOO0030043 $3,49875 $3,49875 $306.00 $0.00
Subtotal for Creditey  Concorde {International) $4,363.45 $4,383.45 $340.56 $12.00
2. Select the report type required from the drop down menu:
*  Cheque Paid

Report on Cheque/Ticket requisitions paid to Creditors.

Cheques to Pay
Report on Cheque/Ticket requisitions awaiting payment to Creditors.

3. The following fields are optional and may be completed to obtain specific
information. However, if left blank ALL data will be retrieved.

Cheque from/to
Complete these fields to report on a specific range of used Cheque
numbers.

Transaction date from/to
Enter a date range to report only on transactions within the specified
period.

Consultant
Input a code to obtain a report on a specific consultant.

Ticket Type
Select the Ticket/Cheque requisition type required from the drop down
list.

Creditor
Enter the Creditor’s code to obtain a report for a specific Creditor.

Trip Code
Input a code to obtain a report for a specific Trip file. Double click in
this field to choose from a list of files.

4. Click on Retrieve button to display the report. If required, select the Print
button to print the report.
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BSP Report

This report provides a listing of your office BSP transactions including ticket
issues, net remit tickets, refunds, ACM's, and ADM's for the selected billing
period.

See "BSP Processing" in Module 4: Creditor File.

Producing a BSP Report

From the sub-menu, select BSP Report.

EBSP Report

Period WZSUS (+ Full Report (" BSP Return ( BSP Net Remit Supplement
Australian BSP Retuirn Report for Billing Period W2803
Document Issue - Transaction Values - --- Tax Value --- Tax on e O fssiom --- B
Airline Number Date Cash Credit Cash Credit C issi Rate A Payable
Ticket Type Group: Ticket Issues
ol2 0987098098 140772003 $1,289.00 $0.00 $0.00 $0.00 $000 90% $116.01 $1,17299 N
081 1649289377 170772003 $0.00 $103.00 $0.00 $32.11 $059 50% $599 -$6.58
081 1649289378 1710772003 $0.00 $103.00 $0.00 $32.11 $059 50% $599 -$6.58
081 1680647725 140772003 $0.00 $558.00 -$0.01 $92.62 $294 50% $29.41 -$3235 %
Subtotal Ticket Issues $1,289.00 $764.00 -$0.01 $156.84 $4.12 $157.40 $1,127.48
Ticket Type Group: Refunds
081 3453545 140772003 -$18.19 $0.00 -$1.81 $0.00 -$009 50% -$0.91 -$19.00
Subtotal Refunds -$18.19 $0.00 -$1.81 $0.00 -$0.09 -$0.91 -$19.00
- Transaction Values - --- Tax Value ---  Taxon Commission Balance
Cash Credit Cash Credit Commission Amount Payahle
Issues $1,289.00 $764.00 -$0.01 $156.84 $4.12 $157.40 $1,127.48
Refunds -$18.19 $0.00 -$1.81 $0.00 -$0.09 -$0.91 -$19.00
Debit Memo's $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Credit Memo's $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Grand Total $1,270.81 $764.00 -$1.82 $156.84 $4.03 $156.49 $1,108.48
<
M4 M Clear | Retrieve | Preview | print | Saveas..| b

From the drop down selection list, choose the BSP Billing Period for
which the report is required (mandatory). Choose either:

* Full Report
Includes both standard BSP ticket issues plus nett remit transactions.

* BSP Return
Includes only standard BSP ticket issues, refunds, etc.

* BSP Net Remit Supplement
Includes only nett remit ticket transactions.

Click the Retrieve button to display the report data. Click the Print button
if required.

Once the report has been produced, check it against the audit coupons of
tickets. Make any adjustments required through the respective Trip files.
Once the BSP report is correct, go to the Approval screen and approve the
appropriate tickets for payment. Proceed to the payment screen and
complete the transaction.
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Trial Balance Report

This report produces a financial balance report for your Creditor accounts.
Choose an Aged Trial Balance or a Trial Balance.

How to Produce a Trial Balance Report

1.

3.

From the sub-menu, select Trial Balance Reports.

E Creditor, Trial Balance Report

Creditor Id: Report Type: [Trial Balance

Creditor Trial Balance

Date ko E.I'DS,I’ZDDS

-
Printed 2/03/2005

Complete the following fields as required:

e Creditor Id

Creditor Creditor Name Dehit Credit
ADVEN ADVENTURE WORLD $5,518.00
ASEXP ASTAN EXPLORER HOLID $8,152.10
AVIZ AVIZCARRENTALS $354.02
BSF Bank Jettlement Plan $22,793.26

Use F12 to select a Creditor Id code if a report on a specific Creditor is
required, or leave the field blank to report on all Creditors.

* Report Type

The Report Type field provides a drop down list box. Select the type of

Trip report required.

Aged Trial Balance (Default)

Provides a report for each Creditor showing outstanding debts and how
long the amounts have been outstanding.

Trial Balance

Provides a single report showing all Creditors and their debit or credit

account balance.

¢ Date To

Tailor the Trial Balance report by completing the Date To field.

Click the Retrieve button to display the report data. Once displayed,

select Save As or Print button as required.
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Sales Return Report

This report produces a Sales Return for the specified Creditor, showing gross

value, commission and the nett payable to the creditor. It would be used for

insurance policy sales, coach tickets, etc. A copy should accompany payment to
the Creditor. This is the only menu bar report which lists the passenger names in

relation to sales.

In addition, the Sales Return Report screen also produces a Commission Invoice
by selection from the Report Type field. The Commission Invoice is used for
GST purposes, to claim commission from Creditors.

How to produce a Sales Return Report

1. From the sub-menu, select Sales Return Report.

E Sales Return Report

Report Type Sales Return

Creditor: JCONCOR

Accounting Period: |

Billing Period: |

Status: Unpaid Service Type: All

Sales Retuim Report for CONCORDE INTERNATIONAL TRAVEL

Service Type: fal)  Paid e
Paymertld: | v
Transaction Date From: 2/01/2005 To: |11/01/2005
Transaction ID From: | To: |
Ticketed Date From: | To: |

Start Date: 20172005 End Date: 11/01/2005

Voucher / Supplier Incl Exel Other
Date of Issue TicketNbr Conj ID Passenger Name Amount Amount Taxes CCCF G
Sales

110172005 MC Spencer-Burmdge/Glenda $275.00 $275.00 $0.00 $275.00 $0
110172005 cD Bean/Basil Mr $450.00 $450.00 $0.00 $450.00 $0
110172005 3259870235 BA O'HiellLillie Ms $2,400.00 $2,400.00 $124.50 $2,524.50 $0
110172005 4596546496 SK Hg/Felila Ms $4,200.00 $4,200.00 $17135 $4,37135 $0
110172005 5698723488 3Q Wong/hlice Mrs $2,300.00 $2,300.00 $132.70 $2,482.70 $0
Total Sales $9,625.00 $9,625.00 $478.55 $10,103.55 $C
Total for CONCORDE INTERNATIONAL TRAVEL $9,625.00 $9,625.00 $478.55 $10,103.55 $0
Hote: Amount cobumn inchdes Non-commission Fees
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2. Complete the following fields as required:

* Report Type
Select from:
Sales Return
Commission Invoice
Commission Invoice Summary

* Creditor
Input a code to report on a specific Creditor, or leave the field blank to
report on all Creditors.

* Accounting Period
Select a specific accounting period, if applicable.

* Billing Period
Double click this field to display a drop down list, and select the
required period.

* Service Type
Select the service type required.

* Supplier
If required, select the Supplier code.

* Paid/Unpaid/Both
Select the status of the items to be included.

* Payment Id
When Paid has been selected, the Payment ID field becomes available.
Select Payment Id from the drop down list to display details of that
payment.

* Transaction Date
If applicable, input the sales period dates to be included in the report.

* Transaction ID
If applicable, input a transaction ID range to be included in the report.

* Ticket date
If applicable, enter a ticketed date range.

3. Select the Retrieve button to display the report. Select Print to print the
report. The system automatically generates 2 copies.

For Sales Returns

After the Sales Return report has been produced, check the report against the
audit coupons of the tickets.

Make any adjustments through the respective Trip files. When the Sales Return
report is correct, display the Approval screen and approve the appropriate tickets
for payment.

Proceed to the payment screen, input the Cheque number and complete the
transaction.
Commission Invoice

The Commission Invoice allows the production of a Commission Tax Invoice by
either Creditor or Supplier. An invoice can also be produced for any specified
period or for a particular transaction.
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ESales Return Report E_]@_
Report Type Commission Invoice Service Type: Eall) Paid ;
Unpaid (¥
Creditor: 5LY Supplier: Both
Accounting Period: | Pament1d:[ ]
Transaction Date From: 2/01/2005 To: |11/01/2005
Transaction ID From: | To: |
SUNLOVER HOLIDAYS Date of Isme: 11/01/2005 i
Period: 2001/2005 - 11/01/2005
Stabus: Unpaid
G5Ton Total
e teat o
Tranc1d: Q000000094  Tour-SUNLOVER $2091 $2309 $254.00
Passenger(s) : O'NiellLillie Ms
Date of Travel : 31 OCT 06 to
Tranx 1d: Q000000095 Tour - SUNLOVER $23091 $23.09 $254.00
Passenger(s) : Melntyre/Millie Ms
Date of Travel : 31 OCT 06 to
Tranx 1d: Q000000096 Tour - SUNLOVER $93.64 $9.36 $103.00
Passenger(s) : Faulty/FredrickMr
Date of Travel : 10 OCT 06 to

Change the report type to Commission Invoice Summary and complete any
other fields required.

E® sales Return Report |

Report Type KCommission Invoice Summary Service Type: Eall) Paid ?
Unpaid  @*
Creditor: 5LY Supplier: Bgfhal r
Accounting Period: | Payment Id: 2
Transaction Date From: [1/03/2005 To: [B/03(2005
Transaction ID From: | To: |
~
Comnission Amount $1,006.82
GST on Commission $100.68
Total Commission $1,107.50
Tax imwoices are legal domuments. Please contact your accountant or adviser for finther information
This is a sanunary of the transactions selected for the parposes of producing a |
Tax Invaoice. Isming of the Creditor Invaice (Detailed) Feport for the same set of
transactions will result in a doplication of the GET amount being invoiced.

G6ST Return Report

The GST Reports give all the data required to transfer to your BAS return. See
"Australian GST" in Module 1: Getting Started.

How to produce a GST Return report

1. From the sub-menu, select GST Return.

P Gst Return Report

Report Type: [Total Turnaver =]
Trarmaction date from: _SI'UJIM to 110172008 " Detsded ™ Summary  Bank Acct: [TRAVEL =
GST Retwrn Report - (Total Twnover) Summary Transaction Date From S40112008 To 114012005 Erinted
Total CST Free Input Taxed ST Deductions
Supp lies Supplies Suppbies Supp Lies CST OUT Paid CSTIN
ALL AT $E4,592.00 000 $13,316.70 $1,21057 $11,290.98 $1,02651
Totals AT IATE $E4,592.00 $0.00 §13,316.70 $1,210.57 §11,291.98 $1,026.51
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2. Complete the following fields as required:

* Report Type
Select from:
Total Turnover
Commission Basis-Suppliers
Commission Basis-Acquisitions

* Transaction Date
Enter a transaction date range.

+ Select a Detailed or Summary report type.

* Bank Account
Choose the bank account on which the report is to be based from the
drop down list. If no account is selected, all will be accessed for this
report.
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Displaying and Accessing
Debtors with Balance

The Debtor file is used to store information about your Debtors (i.e. companies

that owe you money).

= Debtor - HBA UNI

HBA UNI = = JA
ffipebtor | Y Preferences | W Cards | B Clients | [B% Accounting | B Custom Fields | S Comments | E' |
~ Details 1

Debtor Mame: Hobar‘t University Debtor Id: {1 2/01,/2005 ABN: 57 647 830 27
Contact: Henry Hong Statement Type: |Open kem | ABNExt:
Bank Name: NAB Consultant: glenda
Branch: Hobar‘t Last Modified By: Elenda
[ Credit ——
Limnit Amourt: 500,000.00 W active Comment:
Current Bal.: 0.00 Limit Days: 21
Available Bal : 500,000.00 Start Days: |Invoice Date =
Phones
Type| Area Mumber Exd. City Code Comments F‘rimaryl
B 03 2943802 HBA, v
P03 2943811 HBA, I
Addresses
Type| Building Street Suburb State P'Code City Courtry Primary | #
| PO, Box 12 HOBART TAS | 7000 v
=] 151 Bricge Rd HOBART TAS | 7000 I

To establish a Debtor file, see Client Management guide.

Debtors with a balance can be displayed using the filter in MyCCT, see Client

Management guide.
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Debtor Accounting

The Debtor transactions of Invoices and Credit Notes take place through the Trip
file. See Client Management guide.

Functions such as Debtor Receipts and Adjustments are processed through the
Debtor file.

Transactions available through the Debtor file are:

* Adjustment
Make accounting adjustments between Debtors or to a General Ledger
account.

* Allocation
Allows Debtor receipts to be allocated against specific Invoices and
Credit Notes.

* Receipt
Process payments received from Debtors and issue receipts if required.

¢ Refunds to Debtor
Issue immediate refunds of credit balances to Debtors.

To carry out any of these transactions, open the relevant Debtor file, highlight
the Accounting tab and click on the New icon to open the New Debtor Account
Transaction window, select the required transaction and click OK to open an
input screen.

Select

a4 [ |
Adjustment
Allocation Cancel |
Receipt =
Refund to Debtor Help |

Debtor Accounting Tab

@ Accounting

Drate Tranxld | Tranx Type | Hem Reference | Status | Amourd  Dr| Allocated  |Unallocated
Cr|  Amount Amaunt

23M07/2001000000051  Invoice Reversal CO00000C R 490.05(0r 490.05 .00
1607 /200R000000116 Receit Deposit 36 B 6,014.84 Cr 6014584 .00
14/07/2001000000045  Invoice MICRC C 950 .69|0r .00 95069
1000000046 Invaice MICRC ¥ 3,914 .840r 391484 .00
1000000039 Invaice MICRC ¥ 483.8620r 458352 .00
1000000035 Invaice MICRC ¥ 957.00|Dr 957.00 .00
1000000036 Invaice MICRC C 333.00(0r .00 333.00
29/06/200R000000109  Receipt Statement 27 g 6,620.82Cr 6,620.582 .00
1000000040 Invaice MICRC ¥ 2,100.000r 2,100.00 .00

Tatal Dehits: 145,304 .51

Credits: 1312571

Balance: 2,178.80 DR,

134


http://support.galileo.com/gsc/CCT3CM/wwhelp/wwhimpl/js/html/wwhelp.htm

Module 5:

135

Field

Description

Date

Date that the transaction was added to the file.

Transaction Id

System generated transaction identification number.

Transaction
Type

Type of transaction, e.g. receipt, ticket.

Item Reference

A system generated transaction number or reference code.

Status Current status of the transaction — see table to follow.

Amount The amount of this transaction.

Dr/Cr The code Dr refers to the amount that has been debited
from the account.
The code Cr refers to the amount that has been credited to
the account.

Allocated Shows the amount which has been allocated against the

Amount transaction.

Unallocated Shows the unallocated left on the transactions.

Amount

Accounting Description

Status

C - Confirmed Record saved and cannot be edited

X - Cancelled

Automatically applied to the balancing item of a reversed
transaction

R - Reversed

Reversed transaction, a balancing cancelled item is created
automatically

S - Statement

Reconciled to Bank Statement

B - Banked

Transactions that have been included on a Bank Deposit
Batch

$ - Allocated

Invoices and Creditor payment items that have been paid
and cleared
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Debtor Receipt

1. Open the required Debtor file and select the Accounting tab.

2. Click the New icon or press Ctrl+N for a new transaction. Select Receipt
and click OK.

H Debtor, Receipt

Receipt Details
FER LI
Consuttant: Elenda

Printed Remarks: |Tor Biasil Bean

Amaount: 3,267.50
Drate: ESJ’DS.QDM

Form{s) of payment {1 of 1)
Type: |Cheque ﬂ
Payer: FER UM
Amaount: 3,267 .50

M 1059093626473

M4» M

Add

Bank: NAEI Branch: Northbridge

Reverse | | |

Cancel

3. Complete the following fields:

Printed Remarks
Add any free format remarks. These are printed on the Receipt.

Form of Payment

Depending on the Form of Payment Type selected, further fields may
be displayed for the input of Cheque/Account details. If multiple forms
of payment are to be used, select the Add button after completing the
details of each payment type.

Type
Select the payment method.

Payer
Enter the name of the person or company making the payment.

Amount
Enter the full amount of the payment.

4, When the screen is complete, click OK. A prompt displays asking if you
wish to Save the transaction. Click Yes or No as required.

The Allocation screen will be automatically displayed after the receipt has been
completed, if there are outstanding invoices in the Debtor.
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Debtor Receipt Allocation

The Allocation screen is used to fully or partially allocate a Debtor payment to
one or more specific outstanding invoices. This allows a record to be kept of
which invoices have been paid.

NOTE: It is NOT possible to undo an allocation once confirmed.

The Allocation screen will be displayed automatically after a receipt has been
entered. It can also be opened independently as a new transaction.

The Select a Transaction area of the screen displays a list of credit transactions
(e.g. Receipts or Credit Notes), which are either unallocated, or partially
allocated. Highlight the item to be allocated.

F® Allocation [§|

Select a Transaction
Date Type Tranx Id Amount Allocated |

Allocation
RO00000165 Tranx Amount: | 5,540,45  Allocated: | 5,540.45  Unallocated: 0.00

Transactions
Date Tranx Id Amount Previousky Allocated Amounk Allocation | Outstanding

Allocated | This Receipt | Unallocated
12/01/2005 1000000067 3,560.45 0,00 0.00 3,580.45
1000000066 2,362.70 0.00 0.00 2,362,70) 0.00 2,362.70
1000000065 4,950.00 0.00 0,00 4,950,03' 0.00 4,950.00

1000000068 1,960.00 0.00 0.00 1,960.00 S60. 0.00

The Transactions section displays a list of transactions which have not been
fully allocated.

You can now choose to allocate using either of the following methods:

Manual Allocation

1. Highlight each Invoice to be paid and enter the dollar amount of the
allocation into the Allocation field of each one. When finished select OK.

2. A prompt will be displayed warning that once an item has been allocated
the transaction cannot be reversed. Select Yes to continue, or if unsure,
select No to ignore the allocation.

3. Upon selecting Yes, another prompt displays asking if you wish to
complete another allocation. Select Yes to redisplay the Allocation screen
and start again, or select No to close the Allocation screen.
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Automatic Allocation

Highlight each invoice to be paid and press the Auto Allocate button. The
Allocation fields are then completed automatically up to the value of the
payment. Depending on the payment amount, the final invoice may not be fully
allocated.

The Accounting tab screen shows those invoices that have been allocated with
the $ symbol in the status column.

[#% Accounting
Date Tranxld | Tranx Type ttem Reference  Status| Amount | Dr | Allocated | Unallocated
Cr Amourt Amourt

12/01/2005 ROD0DD0M 65  Receipt RO000001 65 C 5,540.45Cr 554045 0.00
1000000068  Invoice HBA UM - Conference . § 1,960.00 0r 1,960.00 0.00
000000067 | Invvoice HEA UM k 3,580.45Dr
1000000066 Invoice HBA NI C 2362.70Dr 0.00 236270
ROO0D00164 Receipt Deposit 50 B 4,950.00Cr 0.00 4,950.00
1000000065 Invoice HBA NI C 4,950.00Dr 0.00 4,950.00
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Debtor Refund

The Debtor Refund screen is used to issue immediate refunds of credit balance
funds back to a Debtor, (e.g. Issuing Cheque or Direct Credit into their Bank
Account). This is an alternative to waiting for a Debtor to claim a credit balance
from their monthly statement.

EDebtor Refund K
Refund Details
FER LMD

Remark: Cancelled conference accommodation For Basil Bean

Consultant: jglenda Date: 2/03/2005

Formis) of payment (1 of 1}

Amaunt: 165.00

Type: |Cheque ]| M4 » M
Payee: Perth University add

Amaunt: 165.00

Mbr: P396097367206

Reverse

Bartk: Mz Eranch: KJUEEM STREET, BRISES

Cancel | Help |

1. Open the required Debtor file and select the Accounting tab.

2. Click the New icon or press Ctrl+N for a new transaction. Choose
Refund to Debtor from the new transaction screen and click OK.

3. Complete the following fields:

Remark
Add free format remarks if required.

Form of Payment
Depending on the Form of Payment Type, further fields may be
displayed for the input of Cheque/Account details.

Type
Select the refund method.

Payee
Complete the name of the Debtor being refunded.

Amount
Enter the payment method.

4. When the screen is completed click OK.

5. A prompt displays asking if you wish to save the transaction. Select Yes to
save the receipt. A further prompt then asks if you wish to print the
receipt. Select Yes or No as required.
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Debtor Adjustment

The Debtor Adjustment screen is used to transfer funds to or from other Debtors
or General Ledger accounts, or to load opening balances for a financial cutover.

E Debtor, Adjustment

From (Credit) *  To (Dekit) . EER LIl Consultant: lglenda Drate: | 9/03/2005
Type Code: | Transfer - To (Dehit) Debtor 1d: EEIR LIl
Amount: 165.00

Remark: From canceled March conference. Use for Basil Bean's August conference.

Aocate. |
Completing a Debtor Adjustment

Cancel | Help

1. Open the required Debtor file, select the Accounting tab.

2. Click the New icon or press Ctrl+N for a new transaction. Choose
Adjustment from the new transaction screen and click OK.

3. Complete the Adjustments screen by completing the following fields:

*  From (Credit)
Click this radio button if funds are being deducted from this Debtor.

* To (Debit)
Click this radio button if entering funds into this Debtor.

* Type Code
Select one of the following from the adjustment Type drop down list:

Transfer Transfers funds between Debtor files.

Once this type is selected an addition fill-in box is
displayed to allow the Debtor Id of the other file to be
entered. Type in the Debtor Id or double click the box
to select from a list.

Take Up Take up manual accounting balances

Journal Transfer to/from the General Ledger accounts.

Once this type is selected, an additional fill-in box
displays, where the GL account for the balancing entry
can be selected.

Once Journal is selected, the GST option box is
displayed. If Yes is selected in the GST field,
additional GST Amount and Total boxes are
displayed.
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E Debtor, Adjustment

From (Credity ¢ To(Debity & PER UNI Consultant: Glends Date:| 9032005
Type Code: | Journal - From [Credit) Account |d: EUPPCAN}{
Amourt: s0.00 GST: Mo

Remark: Late cancelstion penalty applied

[zsas..

Cancel | Help |

* Amount
Enter the amount of the adjustment. If this is a Journal adjustment and
GST is applicable, enter the amount EXCLUSIVE of GST, as the
system automatically adds the GST to the amount when the GST box
is Yes.

« GST
Yes if GST is applicable to the transaction
No if GST is not applicable to the transaction.

*  GST Amount
This figure is system generated when GST Yes has been selected. It is
based on either the GST exclusive figure entered in the Amount field
or the GST Inclusive amount entered into the Total field.

* Total
This figure is system generated when an Amount field has been
completed and GST is Yes, or the GST Inclusive figure can be entered
in this field when the Amount field has been left blank.

* Remark
This mandatory field has free format text.

4. When finished click OK. The Allocation screen will be automatically
displayed depending on the type of Adjustment. Allocate the Adjustment
as previously described.

If you are attempting to carry out a Journal Adjustment to/from the Debtor
Control Account, a prompt will be displayed warning that this transaction may
make the control account out of balance with the file totals.

Cross Check Travel

i This entry may result in the total of the DEETCOR control account not matching with the total of all DEBTOR balances
therefore inhibiting Daybook Processing. Are you sure you wish ko make this entry that affects a Control account?

If this error message is displayed you should not proceed with the adjustment.
Click No to the proceed message and contact the Galileo Service Centre for
further advise.

NOTE: Adjustments do not have a Reverse option and should not be created
without thorough training in this area.
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Debtor Documents

The five debtor documents available from the Documents option on the menu

bar are:

With the exception of Visa Letter, the retrieved documents will relate to the

Fax Letter. See Client Management guide.

Visa Letter. See Client Management guide.

Open Item Statement.

Balance Brought Forward.

CCCF statement.

opened Debtor file.

Documents

Fax...

Wisa Letter...

Open Ikem Staternent

Balance Brought Forward

(CCCF Statement

Open Item Statement

An Open Item Statement lists all Receipts, Invoices and Credit Notes that have
not been fully allocated during the current period. An aged balance break-up is
also included.

DEBTOR STATEMENT - OPEN ITEM

TRANSACTION DATE TYPE ORDER O REFERENCE AMOUNT  ALLOCATED OUTSTANDING
D000000012  27-05-04  Debtor Refund $0,038.00 $0,000.00 $0,038.00
1000010041 25-05-04  Inwoice LimiChauidia Mrs $0,038.00 $0,000.00 $0,038.00
1000010044  26-05-04  Invoice Katoitngzara hs $2,150.00 $0,000.00 $0,000.00
RO00O11192  27-05-04  Recsipt $0,000.00 $2,150.00 $0,000.00
1000010045  26-05-04  Invoice Hosv oshiski Ms $0,355.00 $0,000.00 $0,000.00
CO00010014 260504  Crecit Mote Hosv oshiski Ms $0,000.00 $0,355.00 $0,000.00
1000010046  26-05-04  Invoice Hackett Harry Mr $2,780.00 $0,000.00 $0,000.00
RO00O11191  27-05-04  Receipt $0,000.00 $2,780.00 $0,000.00
1000010047  27-05-04  Invoice Hackett Harry Mr $2,240.00 $0,000.00 $2,240.00
1000010048  27-05-04  Invoice Biean Basil hir $3,267.50 $0,000.00 $3,267.50
$1,086.85 $5,285.00 $5,583.50

TOTAL T DAYS 14 DAYS 21 DAYS CURRENT

$5,583.50 $0,000.00 $0,000.00 $0,000.00 $5,583.50
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Balance Brought Forward

The Balance Brought Forward document includes the brought forward opening
balance from the previous period and then lists all outstanding items for the
current accounting period. An aged breakdown is included on one style only.

BALANCE BROUGHT FORWARD STATEMENT DATE PRINTED 21 .Jun 2004
TRANSACTION  DATE TVPE ORDERNO  REFERENCE AMOUNT
Opening Balance as at Tuesday, 1 June 2004 $2,666.85
1000000065 21 2004 Invoics CHUFELILAMRS $3,270.00
100000005 21 2004 Invoics AKAMANS/SLEERTMR $2,900.00
AMOUNT DEBIT $6,170.00

AMOUNT CREDIT $0.00

CLOSING BALANCE $8,838.85

TOTAL 7 DAYS 14 DAYS 21 DAYS CURRENT
$8,838.85 $0.00 $0.00 $2,668.85 $6,170.00
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CCCF Statement

The CCCF Statement provides a list of all charges where the agent has acted on
behalf of the supplier, using the credit cards stored against the debtor.

This is not included as a part of the End of Month and need to be run separately
This statement lists CCCF Receipts and CCCF Refunds.

Enter a date range and select the Subtotal By field, then click on Retrieve to
display this report.

E CCCF Statement

Transaction Date from: 01/07/2005  ko: [B0/07/2005 Subtotal by: |Card Type and Card Mumber -

and Card Mumber
Service Type and Supplier k

ﬂ CCCF Statement

Transaction Date from: [I6/06/2004  to: 21/06/2004 Subtotal by: Service Type and Supplisr

CCCF - STATEMENT

GLADYS OWENS DATE PRINTED 21 Jun 2004
UNWVERSITY OF QUEENSLAMD

PO.BOX 114

BRISBAME QLD 4000

Date [1] Supplier Card Number Card Holder Receipt Ref

21/06/2004 FOOOOOOOOZ  British Aireays 195753987518326 queensland Uni $3,780.00
Supplier Name  British Airways $3,780.00

21/06/2004 FOOOOOOO03  Scandinavian Airline 198753987518326 Queensland Uni $4,350.00

Supplier Name  Scandinavian Airlines Syster $4,350.00
Service Type Flight $8,130.00
TOTAL $8.130.00
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Debtor Reports

It is possible to access a pre-defined Debtor report via the menu bar, or design
one from the MyCCT Menu.

Click Reports on the menu bar. Select Debtor from the drop down menu and
then the report required from the sub-menu.

Trip L

m Trial Balance Reports
Creditors. .. ¥ Unallocated Debtor Credits
Clients 3 Supplier Sales Analysis
Cashbook. ¥ Subvention

Creating a Debtor Report from MyCCT

Click on Reports in the MyCCT Menu and select Debtor. Click on the Design
Debtor Report filter to display a fill-in screen.

= E Reports
+ 2 Client Reports
Debtor Reports
[ Design Dektor Report
NOTE: Some reports, when retrieved, display the number of report pages in the
bottom left corner of the screen, e.g. 1 of 40. Please note that this represents the
number of pages at the current screen size, a lesser number of pages will actually

print. To find out the true number of printed pages, select the Preview button.

Trial Balance Report

The Trial Balance report gives you the option to produce either an Aged Trial
Balance or a Trial Balance Report. This is done by selecting from the Report
Type box once the report screen has opened.

* Aged Trial Balance (default)
This report provides details of Invoices and Credit Notes and how long
they have been outstanding by ageing periods. The report is grouped

by Debtor unless a specific Debtor ID was entered in the Debtor ID
field.

* Trial Balance
This report produces a list of Debtors with current account balances
presented as a single item. If this report is required for a specific
Debtor, enter their code in the Debtor ID field.
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E Debtor, Trial Balance Report
Debtor Id:

Debtor Trial Balance

Report Type: [Trial Balance

Date ko E,I'U3,I'2005

Printed 20372005

Dehior ID Dehior Name Dehit Credit
AMEX American Express 438754
CBR UNI Canbetra University
DINERS Diners Club 75981
HEA UNI Hobart University 14,001 .39
MACES MACES ENGINEERING 9.561.70
MACEZCONST MACES CONTRUCTION 3,200.34
MICRO MICRO COMPUTER 3¥ETE 2,178.20
PER NI Perth University 4.523.00
23 Seadpotts T.32000
VETAF VETERANS AFFAIRS 000314
WILKO WILKINGON CONSTRUCT]
Total for all Debtors 54,17595 75981
Total 53416.14 DR
Pap1ofl
M 40 M | Clear | _etrleve[\L Preview | Print | Save as... | Close

Producing a Trial Balance Report

1.
2.

Open the Trial Balance report from the sub menu.

If the Debtor ID field is left blank, a list of all Debtors is displayed. If a
specific Debtor report is required, type in the Debtor ID, double click and
select from the list.

Complete the Date to field for the Trial Balance report.

Click the Retrieve button to display the report.

Once the report is displayed select Print, Save As or Preview as required.
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Unallocated Debtor Credits
Report

The Unallocated Debtor Credits report lists all Receipts and Credit Notes to be
allocated against outstanding invoices.

1. Select the Unallocated Debtor Credits report from the sub menu.

P4 Unallocated Debtor Credits Report a

Debtor Id:
. " e Printed 12/01/2005

Unallocated Debtor Credits e
T " - " Original

Date Allocated Unallocated
Debtor: Diners Club
000000009 Credit Hote 280772003 $1,22798 $0.00 $1,22798
Subtotals for Diners Club $1,22798 $0.00 $1,22798
Dehbtor: Hobart University
RO00000164 Receipt 120172005 $4,950.00 $0.00 $4,950.00

2. If the Debtor Id field is left blank, a report for all Debtors is retrieved. If a
specific Debtor report is required, type in the Debtor Id or double click
and select from the list.

3. Click the Retrieve button to display the report. Once the report is
displayed select Print, Save As or Preview as required.
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Supplier Sales Analysis

The Supplier Sales Analysis report shows all sales by suppliers grouped by
Debtors. The report is based on Invoices and Credit Notes using the fare,
discounts and amounts.

1. To produce a Supplier Sales Analysis report, select this option from the
sub menu.

¥ supplier Sales Analysis

Sort: Bupple Service Type: [Fight
Debtor 1d: FBA LN Sales Co: [[None)
Suppler Code: [ o[ Debitor Group:

Trarce Dt From: | w

Debtor Sales Analysis Report
Hobart University

Domestic

CST CST Teral
Supplier Dute Trv/Cred Note Transaction Fare Discount Taxes an Fare om Taxes CST CCCF
Quntes Airways Limited 120105 1000000070 TOO0000NYT El1B 1% 0o & 6181 R 6497 000
Seb Totad LAY 000 & &181 1ls a9y oo
International
CST CST Tatal
Supplinr Dt o/ Cred. Note  Transastion Fare Discount Taxes wn Fare om Taves CST CCC¥
A Frames. 120105 1000000065 T35 4,400 00 200 18620 [ile) 0.00 0.00 0.00
Sab Total 4,400 00 8500 18620 000 000 000 000
Brtuh Amways 110105 1000000063 TOO0000E24 2,400.00 000 12450 000 000 000 2,524 50
Brtuh Amways 110105 1000000063 TOO0000322 2,400.00 000 12450 000 000 000 2,524 50
2. Complete the following fields as required, or leave at the default settings

to report on all transactions for all Debtors:

* Sort
Choose to sort and display data in order of Debtor, Sales Code, Service
Type, or Supplier.

* Debtor Id
Select a code to report only on the specified Debtor account.

* Supplier Code
Select a code to report only on the specified Supplier. This option is
only available after the Service Type has been selected.

* Tranx Date
Input a date or date range to report only on transactions processed
during the specified period.

* Service Type
Select a code to report only on the specified Service type (e.g. Car,
Flight).

+ Sales Code

Select a code to report only on the specified Sales type (e.g. Domestic,
Sundry, International).

* Debtor Group
Enter the code of any Debtor Groups

3. Click the Retrieve button to display the report. Once the report is
displayed select Print, Save As or Preview as required.
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Subvention Report

The Subvention report provides agents with a detailed analysis of Debtor’s
preferred airline suppliers financial transactions.

1. To produce a Subvention report, select this option from the sub menu.
ESuhventian Report L@
Trane Date From: [12/01/2005 to: [12/01/2005
Debtor: MACES
Supplier: OF

MACES ENGINEERING
ABN: 89 765 654 353123 Subvention Regort

Transactions from: 12/01/2005 To: 12/01/2005

Departure Fare Ticketed Fare excl. Other

Date Passenger Hame Ticket Hbr Basis Date GST Taxes GST Total

Domestic

19/06/2006 CHUFELILAMRS 031 6332341432 12101 72005 69091 19.46 71.03 78140
GF  19/06/06 SydneyPerth

19/06/2006 CHUFELILAMRS 031 8453117866 12001 72005 654 55 1919 67.36 74110
GF  19/06/06 SydneyPerth

28/05/2005  WongiAlice Mrs 081 6743452345 12101 72005 536.36 3NS5 56.79 62470
GF  15/06/06 Melbourne/Cairns

28/06/2006 BEANBASIL MR 031 1583458969 12101 72005 85455 6932 9238 1,623

GF  28/06/06 Gold Coast/Broome

Total Domestic 273637 139.52 287 56 316345

2. Complete the following fields as required:

* Tranx Date
Input a date or date range to report only on transactions processed
during the specified period.

* Debtor
Enter a code to report only on the specified Debtor account.

* Supplier Code
Enter a code to report only on the specified Supplier.

3. Click the Retrieve button to display the report. Once the report is
displayed select Print, Save As or Preview as required.
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Non-Bankable Credit
Cards

Some credit cards such as Visa and MasterCard are bankable, that is the
transaction vouchers are included with your daily banking, or as soon as the card
is swiped the amounts are deposited into your account.

Other credit cards such as American Express and Diners cannot be processed
through the banking system and are called non-bankable. In these cases the
credit card company is established as a Debtor. American Express and Diners are
already created as Debtors when CrossCheck Travel is installed.

American Express and Diners Club as Debtors

The accounting functions for American Express and Diners are the same as for
other Debtors.

Whenever non-bankable is selected as the form of payment in a Trip file receipt
an invoice is automatically created in the debtor. If you reverse this invoice in
the debtor a warning will be displayed as shown below.

Invoice

[MEX Consultant: Glends Date: [9/03/2005 Due: [9/03/2005
Dehtor: |MEX lsmerican Express
Invoice Remark: | Amaount: | 967.00

Invoice Hems

E Cross Check Travel @

This transaction was automatically created in the process of
creating 1000000088, Reversing (000000088 will automatically
reverse this transaction

g8

Be\rerse& Print | | Cancel | Help |

Receipting Non-Bankable Credit
Card Payments

Whenever you issue a receipt on a Trip file against a non-bankable credit card
payment, the system automatically:

» Credits the Trip file for the gross amount.

* Debits the credit card Debtor file for a net amount (i.e. gross amount
less merchant fee) by creating an invoice.

* Debits the Credit Card Expenses account in the Cashbook (20050 —
CCEXPENSE) for the merchant fee.
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The debit balance in the Debtor account is then cleared when payment is
received from the credit card company.

Receiving Payment from the
Credit Card Company

Open the credit card Debtor file and click on the Accounting tab. Press Ctrl+N,
for a new transaction, then select Receipt. Complete the receipt for the payment
received from the credit card company and Save the transaction.

In most cases the Form of Payment will be Direct Deposit. NEVER select Non-
bankable Credit Card as the form of payment.

NOTE: The Debtor Allocation screen automatically displays to allow receipts to
be matched to the appropriate invoice. The credit card company normally
provide a statement with the payment to indicate which items are being paid

Credit Card Merchant Fees

Merchant fees for the non-bankable Credit Cards are set up in the system tables.
This means that merchant fees are automatically processed each time that a
Credit Card transaction is processed.

How to Add Merchant Fee Rates

1. From the menu bar select Options and then Tables. Select Credit Card
from the sub menu displayed.

H Credit Card Tahle Maintenance |

Enter Criteria: | Apply To: |co_tvpe h
Type Description Debtor  Rate  Active Usage &E5T | o
AB  Australian Bankcard 0.000  Yes Bankable M
AP Airplus 0,000 Yes Other M
Al Carte Aurore 0.000  Yes Other I
A% American Express ‘es  Mon-Bankable
BC  Bank Card of Japan 0,000 Yes Other M
BH  Bank of Hawaii 0.000  Yes Other M
BZ Bankcard Mew Zealand 0.000  Yes Bankable M J
-
Details (4 of 16)
Type: EX Description: hmerican Express Mew

" Other Ackive: [\_(es Delste

™ Bankable Debtor: [AMER

% Non-Bankable  Rate: 3300 55T W

2. Choose the required credit card from the list (it must show with a Debtor
code). The Rate field in the lower part of the screen shows the Merchant
Fee. This can be set as required.

3. If the rate is GST inclusive check the GST box. Click Save and Exit.
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Opening Cashbook

There are two methods for opening a Cashbook account, either:

* Click on the Cashbook icon on the standard toolbar.

Cashbook

* Click on the + next to the Cashbook icon in MyCCT and click on the

Accounts folder. Clicking on the Accounts folder will display a list of

all accounts in the Work area. Click on the account name hyperlink to

open any account.

) My CCT Spiash EaahhoclcAcrounts.
+ P Trips
+ g Clients AIC # Account Description AJC MName AJC Alias  AJC Type Debit Credit
+ W Creditors 10010 Sales Contral SALES 10010 PL 20367730
+ Debtors 10020 Agent's Cancellation Fee AGENTCANY 10020 PL 19091
= Cashbook 10030 Owerrides Received OYERRIDES 10030 PL 77.00
g Accourts | 20010 Discourt Expense Dlscsxpé ) 20010 PL 33008
Tg My Cashbook... 20020 Cost of Sales Cos 20020 PL 184,763.81

Viewing the Travel Account

The Travel Account is set up in CCT with the bank account details.

Cashbook - TRAVEL

TRAVEL =] Travel Accourt
@& cashbook | % Chart of Accounts | R ccounting | BiDeposits | Ry statements | [@vearend |
Account ID: TRAVEL [+ Bank Account GST Type: [N-T =

% Debit (" Credt

Account Number: 40050 Account Aliss: #0050 Sort Code: D

Description: [Travel Account
Bank: hNI BVWZ:QUEEN STREET, BRISBANE Account Number; B779-73886558

Account Type: |Bedence Shest vl Category: |ASSETS vl Sub Category: ICurrerlt Assets vl
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Chart of Accounts

The Chart of Accounts tab provides a view only screen displaying a list of
General ledger accounts and their current balances.

% Chart of Accounts

AJC# Account Description AJC MName AJC Alias  AJC Type Debit Credit
10010 Sales Control SALES 10010 PL 203677 .30
10020 Agent's Cancellation Fee AGENTCANX 10020 PL 19091
10030 Owerrides Received OVERRIDES 10030 PL 77.00
20010 Discount Expense DISCEXP 20010 PL 330.06
20020 Cost of Sales COS 20020 PL 184,763.81

20030 Supplier's Cancellation Fee
20040 Bank Fees

20050 Credit Card Expenses

20060 Commission Adustment

40020 Debtor Control

40050 Travel Account

4000 Transfer Commission from Travel
S00M0  Trip Control

S0020 GST Out

50025 GSTIn

S0027  GST Transter from Trust to General
S0028 GST remitirefund

50030 Creditor Control

SUPPCANX 20030 PIL
BANKFEES 20040 PIL

CCEXPENSE 20050 PL 6115

COMMAD 20060 PL 585

DEBTOR 40020 Balance 33939435

TRAVEL 40050 Balance 124 65598

TRNSFCOMM 40100 Balance

TRIP S0010 Balance 12,596 .47
GSTOUT S0020 Balance 4,544 20
GSTIN S0025 Balance 6,197.09
GSTTRANSFER 50027 Balance

GSTRR 50028 Balance

CREDITOR S0030 Balance 128,867 .51

Total 34995339 34995339

The screen provides the following information:

Field

Description

A/C#

General Ledger account number

Account Description

Full account name

A/C Name Account code

A/C Alias Displays alias account code

A/C Type Indicates if the account is a Profit and Loss or
Balance Sheet account

Debit Current balance if in debit

Credit Current balance if in credit

NOTE: The Total Debit and Credit fields at the bottom of this screen should
always be equal. If they are not, this is an accounting problem which needs to be

rectified.

The Cashbook accounts are divided into the following categories:

10000 Income (TRIP)

20000 Expenses (TRIP)

30000 General Working Expenses (Optional)
40000 Assets

50000 Liabilities

60000 Suspense Accounts
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90000 Equity (Unappropriated profit)

Default Cashbook Accounts

The default accounts cannot be deleted but may be modified. Additional Cash
Book records can be created if required.

Account | Account Description Account Id Account Type
Number

INCOME ACCOUNTS (1000)

10010 Sales Control SALES Profit & Loss

Gross selling cost of all sales

10020 Agents Cancellation Fee ~ AGENT CANX  Profit & Loss

Agency imposed cancellation/service fees

EXPENSE ACCOUNTS (2000)

20010 Discount Expense DISCEXP Profit & Loss

Discounts given to clients

20020 Cost of Sales COS Profit & Loss

Nett cost of sales (selling price less commission)

20030 Supplier’s Cancellation SUPPCANX Profit & Loss
Fee

Cancellation fees imposed by suppliers on clients

20040 Bank Fees BANKFEES Profit & Loss

Bank related fees and service charges

20050 Credit Card Expenses CCEXPENSE Profit & Loss

Costs incurred on credit card transactions (Merchant fees)

20060 Commission Adjustment ~COMMADJ Profit & Loss

Adjustments made to commission

ASSETS (4000)

40020 Debtor Control DEBTOR Balance Sheet

Records all individual Debtor account transactions

40050 Travel Account TRAVEL Balance Sheet

Records all banking related financial transactions

40100 Transfer Commission TRANSFCOM Balance Sheet
M

Commission transfer account
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LIABILITIES (5000)

50010 Trip Control TRIP Balance Sheet

Maintains the balance of all Trip files

50020 GST Out GSTOUT Balance Sheet

Records all GST monies collected from your clients.

50025 GST In GSTIN Balance Sheet

Records all GST monies paid to your creditors

50028 GST Remit/Refund GSTRR Balance Sheet
Used to record GST net payable or GST net refund

50030 Creditor Control CREDITOR Balance Sheet

Maintains a record of all individual creditor account transactions

Account | Account Description Account Id Account Type
Number

SUSPENSE ACCOUNTS (6000)

60010 Trip Suspense TRIPSUSP Balance Sheet

Maintains record of all Trip file transactions

60020 Debtor Suspense DEBTSUSP Balance Sheet

Maintains Debtor balances pending payment

60030 Creditor Suspense CREDSUSP Balance Sheet

Maintains Creditor funds pending Sales Return settlement

60040 GL Suspense GLSUSP Balance Sheet

Maintains General Ledger balances

60050 Trip Take-up Suspense TRTAKSUS Balance Sheet

Used for the take-up of balances for a new financial period

60060 Debtor Take-up Suspense DRTAKSUS Balance Sheet

Used for the take-up of balances for a new financial period

60070 Creditor Take-up CRTAKSUS Balance Sheet
Suspense

Used for the take-up of balances for a new financial period

60080 GL Take-up Suspense GLTAKSUS Balance Sheet

Used for the take-up of balances for a new financial period
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60090 Non-bankable Credit NBCCSUSP Balance Sheet
Card Suspense

Holding area for non bankable credit card amounts

60100 Accrued Commission ACCRCOMMS Balance Sheet
Suspense US

Used as a holding area for the transfer of commissions

EQUITY (9000)

90000 Unappropriated Profit UNAPPROFIT  Balance Sheet

Carried forward profit or loss from previous year
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Creating a New Cashbook
Record

To create a new cashbook account:

1.

Click the New icon on the toolbar, select Cashbook and press OK.
Alternatively, click the Cashbook icon and then select New or press
Ctrl+N.

P File Select...

File
C Gen
¢ TIrip

Cance|
" Debtor = |

Help |

A new Cashbook screen will be displayed with the mandatory fields in
blue.

Complete the following fields:

e Account ID
Enter an account name or code.

* Bank Account
Check this box to designate that the GL file is a specific bank account.
Checking this box allows the Bank account details to be entered in the
Bank Details field. If this box is left unchecked the Bank Details fields
cannot be accessed.

* GST Type
Select the GST category, applicable to this account from the drop
down list. If unsure of the category please seek accountant’s advice.

* Account Type
Select if the account is either Balance Sheet or Profit & Loss. Once
accounting transactions have been created the account type cannot be
altered.

+ Category
Choose the category for this account from the drop down list.

* Sub Category
Select from the drop down list. This list only becomes available after
making a selection in the Category field.

* Debit and Credit radio buttons
Click the appropriate radio button. These buttons indicate if the
account is normally in debit or credit.

*  Control Account
Tick this box if the account is intended to be a Control Account. Please
do not change this setting on any of the default accounts.

e GL Account
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Account Number General Ledger account number, numerical only. This
number is of your own creation, however, it is advised
to maintain consistency with the numbers used in the
preset General Ledger accounts.

Account Alias To export balances to an accounting package,
CrossCheck Travel must be provided with the
accounting package’s account codes so that balances
can be cross referenced. This field is used to add the
accounting package’s account numbers.

Sort Code No function at present, leave blank

Description Input full account name.

Cashbook - OVERRIDES

[OVERRIDES x| overrides Received N
@ cashbook | £ chart of Accounts | [ Accounting | ] | G vear end |

Accourt ID: OVERRIDES [~ Bank Account GST Type: |MIX -

Account Type: |Profit and Loss = | Category: |INCOME »| Sub Category: |Commission Income - Clier_»
" Debit (% Credit [~ Cortrol Account
Account Number: ﬁUUSU Account Alias: ﬁUUSU Sort Code:

Description: pverrides Received

Bank:| Branch| Account Number:

* Bank Details
If Bank Account has been selected, complete the Bank, Branch and
Account Number details.

4. When finished click the Save icon or press Ctrl+S to save the record.

159 CrossCheck Travel 4.0 Guide



Cashbook

© Galileo Southern Cross

Cashbook Accounting

The Cashbook is used to carry out the back office administrative accounting
transactions, such as:

* Adjustments
Make journal account adjustments.

* Dishonoured Cheques (Bank Accounts only)
Record returned/dishonoured cheques.

* Miscellaneous Payments (Bank Accounts only)
Make payments for miscellaneous items such as electricity.

* Miscellaneous Receipts (Bank Accounts only)
Receipt miscellaneous payments received.

To carry out any of these transactions open the relevant Cashbook File and
display the Accounting screen. For all but Adjustment transactions, this must be
a Bank type Cashbook file.

Cashbook Accounting Tab

The Cashbook Accounting tab provides a view only summary of all transactions
that have taken place on the open account. It also lists transactions created
elsewhere that have affected this account.

Cashbook - TRAVEL

[TRAVEL 2| Travel Account g

@ Cashbook | %4 Chart of Accounts [f% Accounting | [ Deposits | [ statements | [ig] vear End |
Date Tranx ID Tranx Type Reference Status Debit Credit o
13001 /2005, 2000000009 | Misc Pay't |Misc. Payment | C | | 35.00
1201 /2005 ROD00D0O0M 66 Receipt Deposit 51 B 80.00
RODDOOCM G5 Receipt RO000001 65 C 5,540.45
RODDOO0M 64 Receipt Deposit SO B 4,950.00
110172005 JO00000011 ~ Comm Rect O Deposit 49 B 1,788.70
NO000000M13  Comm Rect Oth  MARRIOTT C 136.00
NO00000M 2 Comm Rect Oth  Deposit 48 B 435.00
NO00000011  Comm Rect Oth  Deposit 47 B 105.00
MO000000ES  Payment Reversal MO000000S7 X 372020
MO000000ET  Payment Reversal MO0000005S R 372020
RODDOOCMG3  Receipt RO000001 63 C 4,180.00
MO000000EE  Payment Reversal MO000000S1 X 10,069.10
MO000000ES  Payment Reversal MO00000062 X 2,385.00
MO000000E4  Payment Reversal MO00000063 X 25,451 40
MO000000E3  Payment Reversal MO00000054 R 25,451 40
MO000000E1  Payment Reversal MO000000S5 R 10,069.10
MO00000062  Payment Reversal MO0000006S R 2,385.00
402,956.28 278,335.30 b
Balance: 124,620.98 DR ﬂ
=
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This screen provides the following information:

Field Description
Date Date the transaction was added
Tranx Id System generated transaction identification number
Tranx Type | Type of transaction, e.g. Receipt, Refund to Passenger
Reference System generated document number, e.g. Receipt no
Status Current Status of the transaction;
C - Confirmed Recorded as Saved and cannot be edited
R - Reversed Reversed Transaction
X - Cancelled Automatically created to balance a
reversed transaction
B - Banked Banked receipts
O-Comm Rcd  Adjustments and Ticket/Cheque
requisitions where commission has been
received and processed
P - Paid Paid creditor journals
S - Statement Item reconciled to Bank Statement
$ - Allocated Debit items matched to a credit as being
paid, plus the corresponding credit item
Debit Debit transactions to this account
Credit Credit transactions to this account
Created In This column records the User’s Home branch, which may be
different to the branch recorded in the Agency column.
Scroll The scroll indicators give the choice of viewing transactions
Indicators for This Month or viewing All transactions for the selected

account
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Cashbook Adjustment

The Cashbook adjustment screen is used to transfer funds from one account to
another, or to load opening balances for a financial cutover.

Completing a Cashbook Adjustment

1. Open the required Cashbook account, select the Accounting tab and click
the New icon on the toolbar or press Ctrl+N.

2. Select Adjustment and click on OK to open an input screen.

3. If you try to make an adjustment to a control account you receive the

warning below.

1 Adjustments do not appear on Bank Reconciliations, Are you sure you wank o continue rather than using a
Miscellaneous Payment/Miscellaneous Receipt transaction?

‘fes
4. If Yes is clicked the next warning displays and you are not able to proceed
with the adjustment.
Z X

Adjustments canncot be made to control accounts!

=1 Maondary 7 Jun 2004 183717

5. The Cashbook Adjustment is clearly labelled and includes the following
mandatory fields:

¢ Remarks

* Account
* GST
H Cashbook Journal g|
Trane Date; [7/06/2004 Tranx IC: Consultant: glenda
Remark: priginal commizsion chegue not identified as an override
Amaunt: 25.00
Account # GL Account Description DRICE Amournt Excl. GST  Gst Amt Amount Incl. ltem Reference
10030 Cwertides Recieved " DR ™+ CR 25.00 1) 5500 Dehit: TRMSFCORM
40100 Transter Cammission from T % DR CR 55.00 o 55.00 Credit: OVERRIDES
Dehits: $55.00 $55.00
Crecits: $55.00 $55.00
$0.00 $0.00
[den | Delete Ok Cancel
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Complete the following fields:

Remark
Add a remark to clarify the adjustment.

Amount
Enter the amount of the adjustment. This entry automatically
transposes to the Amount Excl. field.

Account

Use the drop down lists to enter the two account fields with the account
codes the adjustment is to take place between. These entries populate
the GL Account Description field.

Debit and Credit radio buttons
Click on the appropriate radio button for each account. This selection
populates the Item Reference field with a summary of your decision.

Debit increases the account with a debit balance and decreases the
account with a credit balance

Credit increases the account with a credit balance and decreases the
account with a debit balance

GST Amount
The system defaults to Amount Excluding GST, but an entry can still
be made in the GST Amount column next to each account.

As soon as a GST Amount or GST In/Out is entered, accounts
display showing the movement between the account.

The selection of some accounts automatically generates a tick box in
the GST field. When this box is ticked, the system calculates the GST
amount and the GST accounts are also displayed.

The lower part of this screen displays a summary of the Credits and
Debits and also displays an Inbalance line if applicable. If you
proceed to click OK, a warning that the Entries do not balance is
displayed, and the screen cannot be closed until the balance is rectified.

Account # GL Account Description DRICR Amournt Excl. GST  Gst Amt Amount Incl. ltem Reference |
10030 Cwertides Recieved " DR ™+ CR 25.00 0.50 55,00 Dehit: TRMSFCORM
40100 Transfer Commizssion from Ti & DR O CR 55.00 0.50 55.00 Credit: OVERRIDES
50020 GST Out " DR & CR 050

50025 GSTIn * DR " CR 050

New and Delete buttons
Account selection rows can be added by clicking on the New button
and can be removed by clicking the Delete button.

Click OK to save your transaction and exit from the screen.

A dialogue box displays asking if you wish to Print. Select Yes or No as
required.

CrossCheck Travel 4.0 Guide



Cashbook

Dishonoured Cheques

EDishonoured Cheque @

Payment Details

Module: [Trip Date: [13/01/2005
Select a trip: EL261 1040008
PAR 19 May 2005 Help
R e
BankDishonour Fee: [ 35.00
Dishonour Date: F 7/01f05
Bank: |CBA
Branch: MEL
ChqNo.: 656340725301
Psgr Name: Bean/Basil Mr

Cancel |

Reverse |

Recording a Dishonoured Cheque

1. Open the required Cashbook account (this must be a Bank type account)
and click on the Accounting tab.

2. Click the New icon on the toolbar or press Ctrl+N, select Dishonoured
Cheques and click on OK to open an input screen.

3. Enter the following fields:

* Module
Choose from Cashbook/Creditor/Debtor/Trip.

* Select an Account/Creditor/Debtor/Trip
Depending on the Module selected this field name varies. Select (F12)
the Account or File that the dishonoured cheque is to be applied to.

* Cheque Amount
Complete with the dishonoured cheque amount.

* Bank Dishonour Fee
Enter any bank dishonour fees.

e Dishonour Date
Enter the date of the dishonour.

* Bank, Branch
Enter the Bank name and branch

* Chq No.
Input the dishonoured cheque number.

* Psgr Name
Add name that the dishonoured cheque relates to.

4, When finished click on OK.
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Miscellaneous Payments

Miscellaneous Payments are payments made which are not directly related to
specific Trip files. These items are generally classified as non travel related and
include items such as Bank Charges, FID etc.

Processing a Miscellaneous Payment
1. Open the required Cash Book account (this must be a Bank type account).

2. Select the Accounting tab and press Ctrl+N for a new transaction.

E New Cashbook Account Transaction

Select

Miscellaneous Payment k
Miscellaneous Receipt

3. Choose Misc Payment and click on OK to open an input screen.

E Miscellaneous Payment @

Payment Details
Consulkant: Elenda Date: |13/01/2005
Remark: Bank fees for statement 15
Amount: $13.00  Account: [TRAVEL frravel Account

GL Allocation
it # GL Account Descripti GST | AmountExcl | GSTAm | Amountincl | Add
20040 Bark Fees I 13.00 0.00 13.00
Delete
Totalk 13.00 0.00 13.00
Form(s) of payment (1 of 1)
Type: |Direct Debit | MH4pr M
Payee: hWestpac
Bmount: 13.00
Nbr: | Bank: JANZ Branch: QUEEN STREET, BRISBZ

_Beverss | ot | oK | cael | e
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4. Complete the following fields:

* Remark
Add a remark if required.

* GL Allocation

Account # Use F12 to select the General Ledger account(s) to
which payment is to be debited.

Amount Excl. Amount exclusive of GST.

GST Check this box when GST is applicable to the

transaction. When checked, the system automatically
calculates the GST Amount

GST Amount System generated GST calculation. This calculation
only occurs after the GST box has been checked.

Amount Incl. Amount inclusive of GST.

Form of Payment Select the payment type, input to whom the payment

was made and the amount.

5. When finished click on OK.

NOTE: On this screen either complete the Amount Excl. field or the Amount
Incl. field. If the GST box is checked, the system automatically completes the
other field.
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Commission Transfer

The following procedure is used for the transfer of commission amounts from
the CrossCheck Travel operating system.

Part 1 - Trust Account Profit and Loss

Print out the Account Trial Balance. Do not enter a start date, only an end date if

required.

INCOME

Sales Control

Agents Cancellation
Overrides Received
Comm ADJ (IF CREDIT)
Other Income Accounts

Total Income

LESS EXPENSES

LESS

PLUS

Discount Expense

Cost of Sales

Supplier Cancellation
Bank fees

Credit Card Expenses
Comm ADJ (IF DEBIT)
Other expenses

Total Expenses

PROFIT

Comm Previously
transferred

Unappropriated Profit

10010
10020
10030
20060

20010
20020
20030
20040
20050
20060

40100

90000

COMMISSION AVAILABLE FOR TRANSFER $
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Part 2 - Trust Account Reconciliation

PLUS

LESS

PLUS
PLUS
LESS
PLUS
PLUS

Trip Control 50010
Creditor Control 50030

$
Debtor Control 40020

$
Commission available as above $
GST Out 50020
GST In 50025
GST Remit/Refund 50028
Cash Float

$
Balance of Travel Account 40050
Difference $

The difference should be nil, providing you have used all figures on your trial

balance.

NOTE: Sufficient funds should be left in your trust account to cover the debtor
control, any debit outstanding balances and any commission owed by creditors.
Please contact your accountant for further advice. Raise a cheque on the Travel
account for the commission.

1. Open the Cashbook Travel account, display the Accounting tab and press
Ctrl+N for a new transaction.

2. Choose Misc Payment and click on OK.

3. Complete the following fields:

GL Allocation
Input account number (Account #) 40100 — Transfer Commission
from Travel.

Input the Commission amount

Form of Payment
Complete the payment details for payment to your General bank
account.

4. When finished select OK.

Deposit the cheque into your General bank account.

© Galileo Southern Cross
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If you run your General Bank account as a CrossCheck Travel Cashbook account

it is necessary to complete a Miscellaneous Receipt.

1. Open the Cashbook Travel account, display the Accounting tab and press

Ctrl+N for a new transaction.
2. Choose Miscellaneous Receipt and click on OK.
3. Complete the following fields:

* GL Allocation

Input account number (Account #)e.g. 40200 — Transfer Commission

to General.
* Input the Commission amount

* Form of Payment

Complete the payment details for receipt into your General bank

account.

4. When finished select OK.

Miscellaneous Receipts

Miscellaneous Receipts are monies received which are not directly related to
specific Trip files. These items are generally classified as non travel related and

include items such as Bank account interest.

E’ Miscellaneous Receipt X

Receipt Details

Consultant: Elenda Date: |13/01/2005

Printed Remarks: Interest to June 30

Amounk: | $652,00  Account: TRAVEL [Travel Account
GL Allocation
Account # GL Account Description GS5T | Amount Excl GST Amt Amount Incl | A
10040 Interest 652.00 0.00 652.00
Delete
Tatak 652.00 0.00 652.00

Form{s) of payment (1 of 1)

Type: |DirectDeposit LI H ‘ ’ H

Payer: Mestpac

Amount: 652.00

Nbr: | Bank: | Branch: |

Beverse

Cancel | Help
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Completing a Miscellaneous Receipt

1. Open the required Cash Book account (this must be a Bank type account),
select the Accounting tab and press Ctrl+N and choose Misc Receipt to
open an input screen.

2. Complete the following fields:

* Remark
Add a remark if required.

¢ GL Allocation

Account # Use F12 to select the General Ledger account(s) that
this payment is to be debited.

Amount Excl. Amount exclusive of GST.

GST Check this box when GST is applicable to the

transaction. When checked, the system automatically
calculates the GST Amount

GST Amt System generated GST calculation. This calculation
will only take place after the GST box has been
checked.

Amount Incl. Amount inclusive of GST.

Form of Payment Select the payment type, enter the payer and the
amount.

3. When finished click OK.

NOTE: On this screen complete either the Amount Excl. field or the Amount

Incl. field. If the GST box is checked the system automatically completes the
other field.
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Miscellaneous Cashbook
Transactions

Bank Fees and Taxes Deducted
from the Trust Account

Create a Miscellaneous Payment for the Bank Charges, selecting the Bank Fees

GL account (20040)

Payment Details

Consultant: jglenda

Date: [5/03/2005

Remark: Bank fess for Aug

amount: | $38.00 Account: TRAVEL [Travel Account
GL Allocation

Accourt # GL Accourt Description GET | Amount Excl GET Amt Amourt Incl | Add
20040 Bank Fees ™

Tatal: 35.00 0.00 35.00
Form(s) of payment (1 of 1)
Type: |Direct Debit ]| M 40 M
Payee: fGallen Travel
Armount: ,73800 .|
Mbr: | Bank: [Nz Branch: [QUEEN STREET, BRISEE S

35.00 0.00 35.00
Delete

Reverse

Cancel | Help |

As this account is an Expense Accounts (20000) in the Cashbook, this amount
will be deducted from the Commission to be transferred to General Bank
Account and can be reconciled from there.

CrossCheck Travel 4.0 Guide



Cashbook

© Galileo Southern Cross

Depositing Funds to Cover
Debtors

Most agents leave enough commission in the Trust account to cover the Debtors
however some owners wish to deposit additional funds into Trust account to pay
Creditors when they are awaiting Debtor payment.

To do so follow the procedure below:

1.

Create a Float - Owners Funds GL account, where the money can be
receipted. The account is a Balance Sheet item and should be coded in the
90000's. This is because the 90000's in CCT reflect Owner's Equity.

Cashbook - OWNERS FLOAT

. —

|ctmERS FLOAT
‘Eashhook %2 Chart of Accounts l [ accounting l l l @Vear End l
Account IC: bWNERS FLOAT [ Bank Accourt GST Type: |MN-T -
Account Type: |Ela|anc:e Sheet ﬂ Category: |EC—1UIT\rr ﬂ Sub Category: | Ecquity -
" Debit % Credit [ Control Account
Account Mumber: 50001 o Account Alias: 50001 o Sort Code:
Description: Float account - Cwners funds

Enter a Miscellaneous Receipt in the Trust account and code it to the
newly created GL Float account.

™ Miscellaneous Receipt E|
Receipt Details
| Consultant; jglenda Dake: H/02/2005
Printed Remarks: transfer of funds to cover Debtors
Amount: [ 45,000,00  Account: hRAVEL [Travel Account
GL Alocation
Account £ GL Account Description GST Amourit Excl GST Amt Amourt Incl | Add
Q00010 Float accourt - Owners funds £,000.00 0.00 5,000.00
Delete
Total: 5,000.00 0.00 5,000.00
Form(s) of payment (1 of 1)
Type: |Direct Deposit ]| MH4r N
Payer: Jgency owner
Amount: 5,000.00
Mbr: | Bank: | Branch: |
Reverse | | oK I Cancel | Help |

If the agency uses the Trust Account Reconciliation spreadsheet, enter this
account in the bottom area of the sheet as Less Owner's Float to make
sure the float funds are not mistakenly drawn as Commission.

If the owner wishes to decrease the float and withdraw some of the funds,
it will be necessary to enter a Miscellaneous Payment coded to this Float
account.

The Float account should never show a Debit balance. If it does, it means the
owner has overdrawn funds.

172



Module 6:

Showing Bank Fees when they
Appear on Current Bank
Statement as a Debit

If the Bank Fees are for the Trust Account a Miscellaneous Payment can be
raised in the Travel account. If the bank fees are for the agencies General bank
account decide if this account is in CrossCheck Travel or in another back office
system.

1. If the General account is on CrossCheck Travel or the fees relate to the
Travel account create a Bank Fees general account as an expense account
(numbered in the 20000 range e.g. 20040.)

2. Complete a Miscellaneous Payment from the Travel account and
allocate this to the GL Account Bank Fees 20040, selecting the Form of
Payment as Direct Debit. (As shown in the above example.)

3. This item will now appear on the appropriate statement in CrossCheck
Travel.
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Bank Deposits

NOTE: Available ONLY on Bank type accounts.

The Deposits tab provides a display of all Bank Deposits Batches that have been
processed for the selected General Ledger account. This screen is also where the
bank deposits are prepared.

&Depasits
Date Batch Total Page Cash | Cheque Credit Card | Bank Draft Direct TT

130172005 52 652,00 0.00 0.00 0.00 0.00 652,00 0.00
120172005 51 80.00 0.00 0.00 0.00 0.00 80.00 0.00
120172005 S0 4,950.00 0.00 0.00 0.00 0.00 4,950.00 0.00
The fields in the Deposits tab are:

Field Description

Date Transaction date

Batch Deposit batch number

Total Total of the bank deposit

Page Shows which statement page the deposit appears on. If

the item has not yet been reconciled to a statement this
field remains blank

Cash Total cash included in bank deposit
Cheque Total cheques included in bank deposit
Credit Card Total credit cards included in bank deposit
Bank Draft Total bank drafts included in bank deposit
Direct Total direct deposits received

TT Total electronic transfer payment received

NOTE: The Direct Deposit form of payment automatically creates its own
Deposit Batch. Therefore system generated Batches for these payments appear
on the Deposits tab.

Shortcut

Access the Deposits tab by clicking on the Banking Icon on the MyCCT toolbar,
or by clicking on File on the Menu bar and selecting Data Operations and then
Banking

B

Close Off Banking (Bank Deposit)
The Close Off banking procedure produces a bank deposit slip.

ng

1. Open the Cashbook Travel account or any other account a deposit slip is
required for.
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2. Click on the Deposits tab.

3. Click the New icon on the toolbar or press Ctrl+N to open a new deposit
Batch screen.

E Deposit Batch g|
Cash Cheque Credit Card Bank Draft Direct
juli} juli} juli} juli} juli}
Agency | Drate | Receipt # Total FOP Payer ChepCC Mbr | CC Amournt Reference |
|
Print | | Cancel

4, Click on the Add button to display a list of all deposits which have not

been banked.

E Add Deposit Batch Items X

Date Receipt # Tatal FOP Payer ChafCC Mbr | CC Amount Reference | -
?4/01/2005R0O00000177 1229.43 CQ Faulky/ Fredrick Mr 379623452137 1229.43
ROOOOO0175 5.00 CaA Thiele/Mafsika Ms 5.00
#5/01/2005R000000172 1500.00 CQ ChinfChung Hui Ms 5486465954 1500,00
¥7{01/2005R000000152 221870 Ca O'MielliLilie Ms 2218.70
#3/01/2005R0O00000153 1000.00 CA Macchiavellf Clarice Ms 1000,00
ROOOOO0154 800,00 <A Wong/alice Mrs 500,00
ROOOOO0156 5000.00 < ChanfCharlie Mr 129569716965 S000,00
000000007 720,00 CQ AT 720,00
31/01/2005R0O00000157 15.00 CA ‘Wongfalice Mrs 15.00
ROOOO00155 10,00 CA MNg/Lawrence Mr 10,00
ROOOOOO159 25,00 CA BeanfBetty Mrs 25.00

1/02/2005 ROO00DOO192 g2.20 CA Thorpe/Felicity Ms gz2.20 —
15/02 /2005 R0O000001 96 500.00 <A Spencer/Cyhil Miss 500,00
ROOOOO0197 500.00 <A MgfLawrence Mr 500,00
ROOOOO0195 500.00 TT ThorpefMasx My 500,00
ROOOOOO199 210000 TT ‘WongfLashita Mrs 2100,00

55,084.52| v

Select Al | Cancel | Help |

5. Highlight each item to be banked, or select all items by pressing the Select
All button. This button then changes to Deselect All.

When you batch the daily banking create two batches, one for cash and
cheques which you will take to the bank and a separate batch for all
EFTPOS transactions processed. The type of transactions can be
recognised by the codes which appear in the FOP (Form of Payment)
column as listed below.

TT EFTPOS
CC Credit Card
CA Cash

CQ Cheque
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After making your selection click on OK to transfer theses items to a
Deposit Batch screen. A Batch number is automatically assigned to this
transaction.

E Deposit Batch

Cash Cheque Credit Card Bank Draft Direct

5,155.90 7,729.43 .00 .00 .00

Date Receipt # Tatal FOP Paver ChgfCC Mbr | CC Amount Reference |
?4/01/2005R0O00000177 1229.43 CQ Faulky/ Fredrick Mr 379623452137 1229.43 Batch 75
ROOOOO0175 5.00 CaA Thiele/Mafsika Ms 5.00Batch 75

#5/01/2005R000000172 1500.00 CQ ChinfChung Hui Ms 5486465954 1500.00 Batch 75
¥7{01/2005R000000152 221870 Ca O'MielliLilie Ms 2218.70Batch 75
#3/01/2005R0O00000153 1000.00 CA Macchiavellf Clarice Ms 1000.00 Batch 75

A Wongjalice Mrs

86 500 ie Mr 5 5000 E
31/01/2005R0O00000157 15.00 CA ‘Wongfalice Mr 15,00 Batch 75
ROOOOOO1ES 10,00 CA MNg/Lawrence Mr 10.00Batch 75
ROOOOOO159 25,00 CA BeanfBetty Mrs 25,00Batch 75
1/02/2005 ROO00DOO192 g2.20 CA Thorpe/Felicity Ms §2.20Batch 75
15/02 /2005 R0O000001 96 500.00 <A Spencer/Cyhil Miss 500,00 Batch 75
ROOOOO0197 500.00 <A MgfLawrence Mr 500,00 Batch 75
12,885.33|
Select Al | Print | Add | iR oK | Cancel | Help |

Items selected for inclusion in the deposit batch can still be changed by
using the Add or Remove buttons. Highlight the item to be removed,
press the Remove button and click OK. Clicking on the Add button will
take you back to the previous selection screen where you can highlight the
item required and it will be added to this screen.

A prompt will be displayed asking if you wish to print the Deposit Batch.
Selecting Yes automatically prints 2 copies.
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Bank Statements

NOTE: Available ONLY on Bank type accounts.

The Statement tab displays a listing of the bank statements received for the
nominated bank account and provides a facility to balance each statement with
the system.

To view previous statements open the Cashbook and display the Travel
account, or any account to be matched to a statement and click on the Statement
tab.

Q Statements
Page No  Opening Balance Closing Balance Statement Date Status Balanced
35760.24 CRl 16072000

The fields in the Statements tab are:

Field

Description

Page No.

Statement page number for the account

Opening Balance

Opening balance of the statement

Closing Balance

Closing balance of the statement

Statement Date

Date statement prepared by bank

Status C- Changes can still be made
Confirmed
F - Finalised = No further changes permitted
Balanced YES Indicates that the statement
reconciliation has been balanced
NO Indicates that the statement has not

been balanced

Reconciling Bank Statements

When bank statements are received they can be reconciled with the system
through the Cash Book Statement tab.

1. Open the Cashbook and display the Travel account, or any account to be
matched to a statement.

2. Click on the Statement tab, then click on the New icon on the toolbar or
press Ctrl+N.

E Statement g|
Bank Statement Details
Bank Account Mumber Page Mo Drate
Wiestpac [032 362 130359 [ 174 | omnend Calc. Closing Bal. | $4.755.77 CR

Items
Date

Opening Bal: 475577 CR Closing Bal:

Description

Diehit

Unreconciled Amt:

credt |

Remove
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Complete the following fields as required:

Date
This field defaults to today’s date. This date may be changed to the
date of the Bank statement.

Page No
This field automatically increases by 1 for each new statement screen
created.

This should match the bank statement page number. Ensure with the
first statement to be reconciled that the page number is set correctly.

Opening Bal

After the initial installation of CCT, to reconcile the first statement, the
opening balance of the statement must be entered into this field. Once
the first statement has been reconciled, the opening balance is system

generated from the previous statements closing balance.

* Closing Bal
Input the closing balance from the printed bank statement. If this is a

Debit Balance input the figure as a negative, e.g. -200.00. The system

automatically converts this to DR.

Click on the Add button to display the Add Statement Items window.

Bulk Payment and Direct Debit items appear at the end of the list, use the

scroll to view all items.

E Add Statement ltems g|
Form of Payment Drate Murmkber CCT Debit Amount|CCT Credit Amount,  Transaction Agency A
30602004 Deposit 2404 11,897 .41
30602004 Deposit 2405 31.50
7062004 Deposit 2409 230.00
S/06/2004 Deposit 2411 14,357 .35
Checue 141172003 401547 1513 POOOOOOST 4 SHXE01
Checue 20272004 401916 235.00 POOOOO0406 SHXE01
Checue 70572004 401993 212,00 POOOOOO44E SHXE01
Checue 11052004 401996 210.00 POOOOO0450 SHXE01

Click on each item in the Add Statement Items screen as they are matched

back to the bank statement. When complete click on OK.

The selected items are transferred to the Statement window and a
Calculated Closing Balance is automatically entered in this field in the
top right corner of the screen.

Bank Statement Details
Bank Account Mumber Page Mo Date
Wiestpac 1032 332 130353 | 174 | 0DamE04 Cale. Closing Bal: $5,94219 CR
Opening Bal: 475577 CR Closing Bal: Unreconciled Amt:
Items
Date Descrigtion Dehit Credit | G Addd
2/06/2004  Deposit Batch 2389 o 100.00
Deposit Batch 2309 il 124.00 Remove
3062004 Deposit Batch 2404 o 1189741
Deposit Batch 2405 o 31.50
Checue 2142768078606 37185 o
Checue 1298964531 23151 §09.90 o
20602004 Cheqgue BSP ChoMo: 243244 §92.79 o
Direct Debit BSP DC: BSP12-20Jun04 8013 o
Direct Debit BSP DC: 1231313232 23494 o
3062004 Direct Debit SUR DO 13806425221 2808.00 o
ePayment Enett 13579056421002947 106311 o
ePayment Enett 197035644281 452852 o
§1,186.42 CR|  Totals 11,016.49 1220291| v
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7. Changes can still be made to the reconciliation using:

+ Add
Click on the Add button to redisplay the Add Statement Items window,
then select item(s) as required.

* Remove
Highlight the item(s) to be removed then click on the Remove button.

8. When the statement is reconciled, the Calculated Closing Balance field
equals the Closing Balance ficld and the Unreconciled Amount equals
Zero.

When the statement remains unreconciled, the Unreconciled Amount
field shows the outstanding amount.

9. When finished click on OK.

The Statement Summary screen is automatically redisplayed with the completed
statement as the first line. A page number has been assigned and the status is C
for confirmed.

Page Mo Opening Balance Closing Balance Statement Date Status Balanced

475577 CR 504219 CR|  @m62004 | ¢ | es

If a statement was reconciled (i.e. the Closing Balance and the Calculated
Closing Balance were equal), the Balanced column in the Statement summary
screen would show Yes, otherwise it would show No.

Finalising your Statement

VERY IMPORTANT - Do NOT finalise statements unless sure they are
correct and do not require any further modifications.

Once a reconciliation has been finalised no further changes can be made to the
statement itself or to any transactions shown on the statement. Please seek the
advise of your accountant regarding this procedure.

A Detailed Bank Reconciliation report MUST be run to verify that the bank
account is reconciled to the system Cashbook account.
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Bank Reconciliation

Selecting the Bank Reconciliation
Reports

From the menu bar, select Reports then choose Bank Reconciliation and a sub
menu will be displayed.

Trip
Debtars...
Creditors. ..
Clients
Cashbook.

Sales...
Transaction

* v rowwrow

Bank Reconciliation Deposit Batch Reports

End of Day
End of Month

Other

Unpresented Cheques
Detailed Bank Reconcliation
Bank Statement Report

3 Unbatched Receipts Report

Select the report required:

Deposit Batch Reports
Unpresented Cheques
Detailed Bank Reconciliation
Bank Statement Report
Unbatched Receipts Report
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Detailed Bank Reconciliation

This report gives a system generated statement, showing unpresented deposits
and cheques, in order to facilitate reconciliation.

To produce a Detailed Bank Reconciliation:

L.

From the menu bar, select Reports, then choose Bank Reconciliation and
choose Detailed Bank Reconciliation.

E Bank Reconciliation Report g@@
Accourt ID: [TRAVEL Statement Page: 54 To Acct Period:
Detailed Bank Reconciliation Report Printed 1301720¢ .
Account : TRAVEL
Balance as per Bank Statement 24 IN FUNDS 29138.46
Transaction ID  Date Description
Batch 51 120172005 80.00
Batch 52 130172005 652,00
Batch 53 130172005 9,183.00
Batch 54 130172005 111,646.45
165,762.71 194,901.17
LESS Unpresented Cheques
Z000000010 130172005  Payee: Westpac 13.00

Complete the following fields as required:

Bank Account ID
Double click this field to display a window where the required account
can be selected.

Statement Page
Enter the statement page number for the statement to be viewed.

To Acct Period
Double click this field to display a window showing account periods.
Highlight the period required and click OK.

Click the Retrieve button to display the report data.

Click on the Print, Preview or Save As buttons if required.
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Bank Statement Report

This report prints a system generated Bank Statement based on the statement
reconciliations that have been completed through the Cash Book.

To produce a Bank Statement Report:

1. From the menu bar, select Reports, then choose Bank Reconciliation and
choose Bank Statement Report.
F® Bank Statement Report @@
Account Id: [TRAVEL Summary I
Statement Page Number from: 20 To 23 Detailed .

Statement Date:

Bank Statement Report (Suminary)

Bank Account TRAVEL

Page No Debit Amount  Credit Amount Opening Closing Unreconciled Finalised

20 11,181.71 $8,264.72 11,197 50 CR 8,280 51 CR $0.00 CR HO

21 6,665.62 $3.274.20 8,280 51 CR 4,889.09 CR $0.00 CR HO

a2 1293385 $43,805.10 4,889.09 CR 35,760.24 CR $0.00 CR HO

23 4,843.48 $11995 35,760.24 CR 31,036.71 CR $0.00 CR HO
$0.00 CR

2. Complete the following fields as required:

* Bank Account
Select the bank account required.

+ Statement Page Number from/to
Select a single statement, or a range of statements, by entering the
required page numbers. The page numbers are listed on the Statement
Tab screen of the Cash Book

+ Statement Date
Input a statement date to print a specific statement.

*  Summary
Select Summary to show totals only.

* Detailed
Default - Select Detailed to print an itemised list of all transactions.

3. Click on the Retrieve button to display the report data.
4, To print the report click on the Print button.

© Galileo Southern Cross 182



Module 6:

183

Unbatched Receipts Report

This report produces a list of all receipts which have not been batched into a

bank deposit.

1. To produce an Unbatched Receipts Report select this item from the sub-

menu.

E8 Unbatched Receipts Report

Transaction date From: [10/01/2005

Account Id: TRAVEL

Unbatched Receipts Report

ko [13(01/2005

Printed 2003/200

BEL

Tranx Id Tranx Date  Fop Type Fop Details Fop Name
ROO0OOO167 1301420 Cash Cash Hauyen/Indrid Ms
ROO0OO0163 1301420 Cheque Cheque by 43684523132 Bank NAB Branch MEL Bean/Basil Mr
ROO0OO016 1301420 Credit Card Card Type VI Card Humber 3142362656756 Melntyre/Millie Ms
ROO0000170 1301420 Cheque Cheque by 634854803767 Bank 4NZ Branch YD O'HiellLillie Ms
ROO0000172 1301420 Bank Draft Bank Branch Hg/Lawrence My
Grand Total

Total Cash $2,700.00 Total Flectronic Transfer $0.00

Total Cheques $2,720.00 Total Bank Draft $1,200.00

Total Credit Cards $5,100.00 Total Direct Deposit $0.00

2. Complete the following fields as required:

e Transaction date from/to

Input a date range to report on Files with accounting transactions

within the specified range.

* Account Id
Select the account required for this report.

* Agency

Select the Agency you wish to run this report for.

3. Click on the Retrieve button to display the report data.

4, To print the report click the Print button.

CrossCheck Travel 4.0 Guide



Cashbook

Unpresented Cheques Report

This report provides a list of all cheques that have been issued but not as yet
shown as presented on the Bank Statement.

1. To produce an Unpresented Cheques Report select this item from the sub-
menu.

. Unpresented Cheques Report

Account Id

RAVEL

Unpresented Cheques Report Printed 9/03/2005

Bank Account TREAVEL

Chegue Number Tranx ID Date Deszcription Amount
Z00000001% 0372005 Miscellaneous Payment $33.00

Z000000a17 40212005 Miscellaneous Payment $32.00

Z00000001 5 20212005 Miscellaneous Payment $100.00

Z000000010 130142005 Miscellaneous Payment $13.00

0 MO00000040 180772003 SMART MONEY $3,134.00

0 MO00000072  14/01/2005 MARRIOTT HOTEL $812.00

0 MO00000070  14/01/2005 CREATIVE TOURS $832.00

2. Account ID
Double click this field to display a window where the required account
can be selected. Only General Ledger accounts are displayed.

3. Click on the Retrieve button to display the report data. Click on the Print,
Preview or Save As buttons if required.

Deposit Batch Report

This report allows production of a list of either all Deposit Batches that have
been reconciled to a Bank Statement, or all Unreconciled Deposit Batches.

1. To produce a Deposit Batch report select this item from the sub-menu.

E Deposit Batch Reports

Account Id Repart Type
[rRavEL nreconciled Deposit Batches

Unreconciled Deposit Batches Report  Pred 2032009

Bank Account TRAVEL

Deposit
Baich Nbr Date Cash Cheque Credit Cand Bank Draft Direct Deposit ™ Total

48 0152005 $0.00 $0.00 $0.00 $0.00 $3,300.00 $0.00 $3,300.00

47 110142005 $0.00 $0.00 $0.00 $0.00 $105.00 $0.00 $105.00

2. Bank Account
Double click in this field and select the required account for this report.

3. Report Type
Select either:
Unreconciled Deposit Batches (default)
Reconciled Deposit Batches

4, Click on the Retrieve button to display the report data. Click the Print,
Preview or Save As buttons if required.
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Cashbook Reports

Selecting Cashbook reports

From the menu bar, select Reports and then choose Cashbook and make a
selection from the sub menu.

Trip
Debtars...
Creditors. ..

v T

Clients
Dishonoured Cheques

sl R Account Trial Balance
aES Payment Listing Report

Bank R it ' General Ledger Export Report
ank Recondiation Back Office Report

Transaction

End of Day
End of Month

Other ,
Select from the following reports:
* Dishonoured Cheques
* Account Trial Balance
» Payment Listing Report
* General Ledger Export Report
» Back Office Report

Dishonoured Cheques Report

This report lists all dishonoured cheques entered into the Cashbook.

1. To produce a Dishonoured Cheques Report select this item from the sub-
menu.

¥ Dishonoured Chegques Report

Transaction date From: [5/01 /2005 o 310172005
Dishonoured Cheque Report Frinted 0%, March, 2003
Date Module Master ID Tranx I Bank Branch Cheqgue Amount Bank Fees
13/01/200 Trip 3L2611040006 HOOD00DOO3  CBA MEL 263694072330 $2,180.00 $35.00
Total $2,180.00 $35.00
2. Transaction date from/to

Enter the date range to be viewed.

3. Click on the Retrieve button to display the report data. Click the Print,
Preview or Save As buttons if required.
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Account Trial Balance

This report produces an itemised debit and credit balance for each Cashbook
account with a final total balance.

The Last Year Account Trial Balance report shows all GL accounts as totals.

1. To produce an Account Trial Balance Report select this item from the sub-
menu.
H Account Trial Balance g@@
(+ Trial Balance Account: [~ Suppress Zeros
" Detailed Trial Balance Start Date: |1/01/2005
" Last Year's Trial Balance End Date: EI,I’DIIZDDS
* o ~
Account Trial Balance Printed 5/03/2005
Arccount: Start Drate: 1/01/2005 End Drate: 31/01/2005
Gl Account Id Gl Account Description Debit Credit
10010 Sales Control $143,597 44
10020 Agent's Cancellation Fee $90.91
10030 COrwerrides Recerved $135.00
10031 Credit card fees $25.00
10040 Interest $652.00
20010 Dizcount Expense $18%.00
20020 Cozt of Sales $129,241.63
20030 Supplier's Cancellation Fee to.oo
20040 Bank Fees $45.00
20060 Commtrission Adpustment $29.59
20070 AFTA phone cards $1,000.00
40020 Debtor Control $18,306.70
40050 Travel Account $96,748.96
40100 Transfer Comimizsion from Travel $55.00
50010 Trip Cottrol $22,173.05
Page 1 of 1 3

2. Complete the following fields if required:

Trial Balance
This provides a summarised report listing only total balances for each
General Ledger account code.

Detailed Trial Balance
This provides a detailed report listing all transactions on each General
Ledger account code plus any transaction remarks.

Last Year’s Trial Balance

This will provide account balances of all General Ledger accounts as at
the end of the previous financial year, including end of year
adjustments.

Account
Select a General Ledger account code to report on one specific account
only. If this field is left blank a list of all accounts is displayed.

Start Date:/End Date
Input the date range to be reported.

Agency
Select the Agency you wish to view this report for.
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Tick the Suppress Zeros box with the Trial Balance and Last Year’s Trial
Balance Reports.

Click on the Retrieve button to display the report data. Click the Print,
Preview or Save As buttons if required.

Payment Listing Report

Provides a report giving full details of all payment types requested for all
agencies attached to the Account selected.

To produce a Payment Listing Report select this item from the sub-menu.

i Payments Listing Report E@

Transaction date: ,W b W
Fop Type: '7
Cheque b | to |
Transaction Status: '7
Account ID: I‘W

Payments Listing Report Frinted /03,200

Payment Reference Nhr Transaction Date  Amouni T jon I T jonType T jon Status Consuliantld Payee
Cheque
DEE754753  WD3A200! $855.00 MODODODOS4  Payment to Creditor  Confixmed glenda GARUDA ORIENT HOLIDAT:
276417607860 U3i200: $1,272.00 MODODODOBS  Payment to Creditor  Confimmed glenda SUNLOVER HOLIDAYS
1297656430812 W034200¢ $85500 POOOOOODI3  Refindto Passemger  Confirmed glenda Thorpetla: br
2396097867206 WD3A200: $165.00 DOOOOOOO0L  Refimd to Debtor Confizmed glenda Ferth University
Subtotal $3,153.00
Direct Dehit
52008 $33.00 Z000000019  Miscellaneous Payment Confirmed glenda Galileo Travel

Complete the following fields if required:

* Transaction date
Enter a date range.

* FOP Type
Select a specific Form of Payment to be reported. Leave blank to report
on all Forms of Payment.

* Cheque Nbr
Enter a cheque number or range of numbers.

* Transaction Status
Select a specific transaction status code to report only on those
transactions. Leave blank to report on all status codes.

* Account Id
Double click in this field to display a window where the required
account can be selected. Only General Ledger accounts are displayed.

Click on the Retrieve button to display the report data. Click the Print,
Preview or Save As buttons if required.
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General Ledger Export Report

This report shows the monetary movement within each Cashbook account for a
specified monthly period and provides the necessary data for input into an
external accounting package. The system does not export the data, it simply
provides a printed listing of the required figures.

1. To produce a General Ledger Export Report select this item from the sub-
menu.

¥8 General Ledger Export Report EJ@ E

Account Period I0: W
General Ledger Export Report Frinted S/32005 °
Account Movements for Period 0905

Movement

GlA tIld GlA t Dy ipti Dehit Credit
10010 Sales Contral $60,630.39
10020 Agent's Cancellation Fee $90.92
20010 Diiscount Expense $855.80
20020 Cost of Sales $54,888 87
20030 Supplier's Cancellation Fee
20040 Bank Fees $38.00
20050 Credit Card Expenses $30.00
40020 Diebtor Contral $19,237 69
40050 Travel Aceount $16,833.76
50010 Trip Contral $14,872.42
50020 GET Crat $1,14598
50025 GET In $1,042.07
50030 Creditor Contral $45,679.32

2. Account Period ID
This field automatically defaults to the current period. Click this field to
open a drop down scroll and select another period if required.

3. Click on the Retrieve button to display the report data. Click the Print,
Preview or Save As buttons if required.
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Back Office Report

This report shows the monetary movement within each Cashbook account for a
specified period and provides the necessary data for input into an external
accounting package. The system does not export the data, it simply provides a
printed listing of the required figures.

If you prefer to update your external accounting system more regularly than once
a month, the Back Office Report should be used to obtain Cashbook Account
figures.

The Back Office Report allows the entry of a date range and shows the
movement within each CCT Cashbook Account since the last time this report
was generated and saved to file.

E!. Back Office Report

Report Type: Feport From: [20/11/2004 Tor 274142004

MY OB Export Yersion : Erersion 11T

Account Movements A

Journal Mumber  Date Sert  Memo 35T Inclusive | Dehit “alue | Credit Yalue | Bas Code | Alias Acct 1D

Note: After the Back Office Report has been run and saved to file, CCT
transactions can not be back-dated into the reporting period that ends with the To
date used to create the most recent Back Office Report.

The fields in the Back Office Report screen are:

* Report Type
Select from the following options:

Selection Description

Report Generates a new report with the most recent figures.

History Produces a copy of a previously run report.

Resave Report Used to generate a copy of the file that was generated
when a Back Office Report had been previously
completed.

#¥ Back Office Report

Report Type:
MYOB Export Yersion : epo

*  From (Date)

This report prints the incremental change in the balance in each
account, therefore the From date field cannot be changed. This ensures
that all transactions in the current reporting period will be included in
the report totals. This field defaults to a date after the last date that the
report was run.

* To (Date)

The To date field defaults to yesterdays date. This date can be changed
to any date between the From date and today's date.
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* MYOB Export Version

Leave this field with the default setting as it no longer has an impact on
the data. MYOB altered their import program so there is no direct
interface of data between CCT and MYOB.

Click on the Retrieve button to display the report.

E Back Office Report

Report Type: Feport From: [20/11/2004 Tor 274142004

W08 Export YYersion : ersion 11 12

Account Movements for Period 20-11-2004 to 27-11-2004,

Journal Mumber  Date Sert  hemo 55T Inclusive | Dehit “alue | Credit Yalue | Bas Code | Alias Acct 1D
HAZT1104 2TM102004 CCT - Accs X .00 290,00 N-T 10010 SALES
HAZT1104 2TM102004 CCT - AccP X 261.00 0.00 M-T 20020 COS
HAZT1104 2TM102004 CCT - AccP X 290.00 0.00 M-T S0010 TRIP
HAZT1104 2TM102004 CCT - Accs X .00 261.00 N-T 0030 CREDITOR

Saving the Report

After the Back Office Report is displayed on your screen click on the Save As
button to begin the transfer process.

The Text file will then be saved on a local hard drive in your office. A default
directory will be shown but any accessible place within your network can be
located to save the file about to be created.

Select MYOB Save As File Name RIx

MIECHEE

':‘;) Iy Disc (D)
“ee Local Disk (C:)
.&3‘;‘; Floppy (A:)

Flename:  [RA271104 1
Save as type: |Text Files [*.TT) j Cancel

Warning Prompt

A warning prompt will remind you that after this report has been run and saved
to file, CCT transactions can not be back-dated into the reporting period that
ends with the To date used to create the most recent Back Office Report. This
will guarantee that the data in your Back Office system is a reflection of the
same figures appearing in CCT.

Once you have completed this action you will not be able to backdate any transactions prior to 27/11/2004, Do you
. wish to continue?

If you select No, the file is not generated and you may exit the report screen.

If Yes is selected, a file is created containing the information displayed in the
report and all users of CCT are unable to backdate into this reporting period.
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MyCCT Cashbook Reports

New Cashbook reports are also available in the MyCCT area. The statements
and reports are accessed via the MyCCT/My Cashbook filter.

Upon entry a screen prompts the user to enter the accounting period desired.
Each report is then retrieved using this criteria.

Date ranges can be chosen per financial year or by month. Once dates are
chosen, click OK.

These dates will then be transposed into the MyCCT Cashbook Statements.

A My CCT Splash
+ :E= hdy Files
+ T Trips
+ 8 Clierts
+ W Creditors [ My Cashbook - Pick Period
+ m Debtors
= Cashbook
[ Accourts
:E= My Cashbook. ..
+ [J Transactions

01 Jul 2003 to 30 Jun 2004 _RJ

Start Date [1/07/2003 = | End Date: [3006/2004
01 Jul 2001 to 30 Jun 2002 %3
01 Jul 2002 ta 30 Jun 2003 Ok | Cancsl |

01 Jul 2003 to 30 Jun 2004]

*! lagg Reports 01 Jul 2004 to 30 Jun 2005

+ Action tems Y ° Hn

+ 1\ Important Notes 01 Jul 2005 to 30 Jun 2006

+ [] Other v
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Budgets & Forecasts

These interactive spreadsheets allow the user to record budgeted and forecast
figures for the specified financial year. These figures can then be used in CCT
for comparison reporting.

When Budgets and Forecasts area is expanded the spreadsheets and associated
reports will be revealed.

Ed My Cashbook

i
] 1 Jul 2003 to 30 Jun 2004
-4, Budgets & Forecasts
2¢ Enter Figures
[ Actuals
[ Budget
[ Forecast
[ Budgets &
[ Forecast o
[ Budgets G2
[] Forecast a2
[ Budgets @3
[] Forecast @3
[ Budgets G4
[] Forecast cd
= [‘-“o Statements
[ Balance Sheet
[ Income Statement
[ ProfitaLoss Detail
[ Movemerts
[ Prior Year Comparizon

NOTE: It is recommend working with an accountant to set up the figures to
successfully use this area.

Enter Figures

This area of the spreadsheet is where budget/forecast figures are recorded. The
spreadsheet is divided into three tabs:

» Actuals (read only - figures are not entered here)
* Budget

e Forecast

Budget and Forecast Sheets

Each sheet has a list of the Cashbook accounts available and the months
contained within the year of the selected date range.

To use the sheet, click inside the cell where the account and month align and
enter the figure.

NOTE: Do not type symbols, (i.e. $).

Each sheet may be printed when complete.

Actuals Sheet

The Actual figures for the specified range can be produced by clicking the Set
Actuals button. The Actual accounting balances for the selected months are
retrieved.

To exit this area click the X on the lower CCT screen.
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Actuals/Budget/Forecast

These three individual spreadsheets are read only reports (of the Enter Figures
spreadsheets). To print these reports click on the Headers button on the toolbar.
Each report can also be converted into an Excel spreadsheet using the Save As
button.

Budgets: Quarters 1 to 4

Each of these sheets provides a comparison between the actual and budgeted
figures for the three months of the quarter.

Forecast: Quarters 1to 4

Each of these sheets provides a comparison between the actual and forecast
figures for the three months of the quarter.

Statements

MyCCT Cashbook contains five Statement reports:
» Balance Sheet
* Income Statement
* Profit and Loss Detail
*  Movements
* Prior Year Comparison

Each Statement is displayed using the selected date range and is viewed by
clicking on the applicable folder.
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Balance Sheet

This report lists Assets, Liabilities and the Equity of an agency. Profit and Loss
account balances are summarised under the Equity category in the Trading
Profit figure.

The way in which accounts appear in this report is determined in the Cashbook
Reporting Structure area.

For details, click on the blue hyperlinks to show all transactions.

Debit Credit
IASSETS
Current Assets
40020 DEBTOR Debtor Control 2341614
40050 TRAVEL Travel Account 178,52217
Current Assets 232,238.31
TOTAL ASSETS 232,238.31
LIABILITIES
Current Liability
s0010 TRIP Trip Contral 42 961.75
0020 GETOUT GST Out 6,560.35
S0025 GETIM GSTIn 7.873.60
0030 CREDITOR Crecdlitor Control 170,239.36
Current Liability T.873.60 219,761.46
TOTAL LIABILITIES 7,873.60 219,761.46

Income Statement

The Income Statement is a summary of all income accounts reduced by expense
accounts. The total reduction of income by expenses is reflected in the Trading

Profit figure.
INCOME

10010 SALES Sales Contral $215,762.56
10020 AGEMTCANY  Agent's Cancellation Fee $181.83
10030 OVERRIDES — Owerrides Received $1358.00
Commission Income - Client Related $216,082.39
10040 INTEREST Interest $652.00
Other Income $652.00
TOTAL INCOME $216,734.39

EXPENSES
20010 DISCEXP Dizcourt Expense $1,043.80
20030 SUPPC AN Supplier's Cancellation Fee $0.00
20040 BAMNKFEES Bank Fees $115.09
20050 CCEHPEMSE  Credit Card Expenzes $40.00
20060 COMBAD Commizsion Adjustment F26.41
Expense - Client Related $1,225.30
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Profit and Loss Statement
(Detail)

The Profit and Loss Statement provides the same bottom line Trading Profit as
the Income Statement. This report also gives the user the ability to view a
detailed breakdown of the Sales, Cost of Sales and Discount Accounts.

Jncome g
10010 SALES Sales Control Flight International §74,193.23
10010 SALES Sales Control Flight Domestic §5 60555
10010 SALES Sales Control Car Hire International §740.00
10010 SALES Sales Control Insurance F161.00
10010 SALES Sales Control Tour $113,059.97
10010 SALES Sales Control Hotel $6,605.00
10010 SALES Sales Control Cther $9,373.75
10010 SALES Sales Contral $215,762.56
10020 AGENTCANY Agent's Cancellation Fee $181.83
10030 OVERRIDES — Owerrides Received $1358.00
Commission Income - Client Related F216,052.39
10040 INTEREST Interest $652.00
Other Income $652.00
TOTAL INCOME $216,734.39
EXPENSES
20010 DISCEXP Dizcourt Expense $1,043.80
20020 COS Cost of Sales Flight $75,634.10

Each account can be divided into its Service Type and/or Sales Code. The set-
up of how the accounts appear is fully explained in the Cashbook Reporting
Structure.

Movements

The Movement report displays the debit and credit movements in the Balance
Sheet accounts during the specified date range. If the movements in the Profit or
Loss accounts are also required they can be viewed in the Income Statement.

Prior Year Comparison

This report compares the balance of all profit and loss accounts for the selected
transaction dates against the total account balance for the last financial year. It is
recommended that this report only be viewed using complete financial year date
ranges rather than month by month.
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Cashbook Report
Structure

The Cashbook Report Structure determines how General Ledger accounts will
appear/be categorised in the MyCCT Cashbook Reports.

To set up a Cashbook Report Structure go to Options menu, select Tables, then
select Cashbook Accounts.

A list of all Cashbook accounts with their current set-up will be displayed. This
list provides each account’s details and set-up in the Cashbook:

Account ID
Account Name

GL Account ID
Account Numeric Code

Account Description
Account Name (prints on reports)

Type

Profit and Loss or Balance Sheet

Control (CTRL)

Indicates if it 1s a Control Account. This is a total of amounts contained
in a subsidiary ledger

Normally
If account balance is normally in debit or credit

Account Category
Income, Expense, Asset, Liability or Equity

Account Sub-Category
e.g. Client Income, Other Income

GST Type

CAI Capital Acquisition

FRE GST Free

GST Goods and Services Tax
MIX Mix of GST and GST Free
N-T No Tax

PAY PAYG Tax

NOTE: It is recommended that the set-up of these accounts be advised by your
accountant.

© Galileo Southern Cross
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ﬂ Accounts

Account Id | GL Acctld | Account Description | Type Cirl Mormally | Account Category | Account Sub Category Gst Type ]

X

SALES 10010

AGEMTCARNK 10020

OVERRIDES 10030

DISCEXP 20010

Cos 20020

SUPPCANK 20030

BAMKFEES 20040

CCEXPENSE 20050

COMMADS 20080

DEBTOR 40020

TRAWEL 40050

Sales Cartral paL | ¥ l.":%g INCOME
Agert's Cancellstion Fee PEL | [ ((:%2 IMCOME
Overtides Received | PaL | [ l.‘:%g INCOME
Dizcourt Expense PaL [ ((:%2 EXPEMZES
Cast of Sales PaL | (":E:—’g EXPENSES
Supplier's Cancellation F| PaL | [ ((:%2 EXPEMZES
Biank Fees paL ([~ (":E:—’g EXPENSES
Credit Card Expenzes | PEL | [ ((:%2 EXPEMZES
Commission Adjustmert | PAL | [ l.":%g INCOME
Debtor Cartral Bis |V l.":%g ASTETS
Travel Account Bis |V l.":%g ASTETS

Reparting Strudurem "%l

Commizsion Income - CiGST
Commizsion Income - CiGST
Commizzion Income - Clikdlx
Expensze - Cliert Relstec 35T
Expensze - Cliert Relstec 35T
Expensze - Cliert Relstec 35T
Cther Expense GET
Expensze - Cliert Relstec 35T

Commizsion Income - CiGST

Current Azsets M-T
Current Azsets M-T
Cancel OK

Making a Change

The way in which accounts are set-up determines whether they appear in the
Balance Sheet or Profit and Loss Statements, and how they are categorised
within the reports.

1. Click on the Reporting Structure button. Once again a list of all
Cashbook accounts will be displayed. This list provides each accounts’
reporting structure details (pertaining to the Profit and Loss (Detail)
Report) and includes the same fields as the previous screen as well as:

* Service Type
Where Account balances can be separated into service types for the
Profit and Loss (Detail) Report.

+ Sales Code
Where Account balances can be separated into Sales Codes for the
Profit and Loss (Detail) Report.

* S Order
Currently has no function.

* Description
Account Name (prints on reports).

X

v

ﬂ Accounts |
Account ld My Mame Service Type |Sales Code)  Sort Description GL Account Code | T A

GLTAKSUS GLTAKSUS 0GL Take-up Suspense E
MBCCSUSP MBCCSUSP 0Mon-Bankable Credit Card Suspense E
ACCRCOMMSLUS | ACCRCOMMSLIS 0 Accrued Commission Suspense E
DISCEXP DISCEXP 0Dizcourt Expense F
COS COS 0/Cost of Sales F
COS COS F-Flight 0/Cost of Sales F
COS COS 0/Cost of Sales F
SUPPC AN SUPPC AN C - Car Hire 0Supplier's Cancellation Fee F
CCEXPEMSE CCEXPEMSE - Fligght 0/Credit Card Expenzes F
BAMNKFEES BAMNKFEES 0Bank Fees F

| -Insurance
SALES SALES " 0/Sales Contral F

M - hizcellaneo
SGENTCANK | AGENTCANK @ - Travelers o 0lagent's Cancellation Fee F
OVERRIDES COVERRIDES R - Rail 0Overrides Received F
COMBMAD COMMAD 5 - Cruise 0/Commission Adjustment F

T - Tour
Row 24 - 31 U - Surface
¢ W= Wigh >

Usze [Mew] to creste a ng K - Ar Tad the current rowe, then specify
[den required service type andB - Coach ce. “You may for example want Cancel | Ok |
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2. This area allows Sales Control, Cost of Sales and Discount Expense
balances to be broken down into their Service Type and/or Sales Code on
the Profit and Loss (Detail) Report.

NOTE: One line per account must be left as a neutral setting, i.e. no
Service Type or Sales Code should be selected.

3. To report by Service Type, highlight the account to be separated and click
the New button. A new, identical line will appear for the account.

Click in the Service Type column and select the Service Type required to
be itemised on the report. It is possible to add multiple lines for numerous
Service Types to provide greater detail in reports.

4. To report by Sales Code, highlight the account to be separated and click
the New button. Select Domestic, International or Sundry Sale from the

scroll.
COS COS
COS COS F-Flight
COS COS H-Hatel
oS Cos l-Insurance

SUPPCARNK SUPPCARNK
CCEXPENSE CCEXPENSE
BANKFEES BAMNKFEES

Irternstions|

5. It is possible to report by both Service Type and Sales Code by selecting
both modifiers on the same line, e.g. Flight - Domestic, Insurance -
International.

6. Click on OK to save the changes.

Deleting a Structure Line
To delete a Cashbook Report line:

L. Select the Options menu, click on Tables and select Cashbook
Accounts.

Click on the Reporting Structure button.
Highlight the line to delete and press Ctrl+D.
Click Yes to delete.

A

Click OK to save changes and close.
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Trust Account
Reconciliation

We offer this guideline as a suggested method to reconcile your accounts and
recommend discussing this with your accountant before proceeding. To
download this document: See Galileo Support, CCT 3 End of Financial Year.

TRUST ACCOUNT RECONCILIATION
First print out the Account Trial Balance. Found under Reports, Cashbaook.
Do not enter a Start Date - only an end date if required.

PART 1 - TRUST ACCOUNT PROFIT AND LOSS STATEMENT SCG:
INCOME 77 GEITNGE]
account is in credit -
SALES CONTROL 10010 enter the amount
AGENTS CANMCELLATION 10020 here,
OWERRIDES RECEIVED 10030 /
COMM ADJ (IF CREDIT) 20060 / S GiEnter any
OTHER INCOME ACCOUNTS amounts here,
Total Income $ -
LESS EXPENSES
DISCOUNT EXPENSE 20010
COST OF SALES 20020
SUPPLIER CANCELLATION 20030
BAMNK FEES 20040
CREDIT CARD EXPEMSES 20050
COmMM ADJ (IF DEBIT) 20060
Other Expenses ‘\‘iﬁterany other
Total Expenses $ expenses here, |
PROFIT $
LESS COmMM PREVIOUSLY TRANSFERRED 40100
PLUS UNAPPROPRIATED PROFIT 90000
COMM AVAIL FOR TRANSFER §

PART 2 - TRUST ACCOUNT RECONCILIATION

SCG:
IF wour trip or creditor
TRIP CONTROL 50010 control figures are
PLUS | CREDITOR CONTROL 50030 debits - enter & minus
§
LESS DEBTOR COMTROL 40020
§
PLUS COMMISEION AWVAIL AS ABOWVE §
PLUS GSTOUT 50020
LESS GSTIN 50025 S
LESS GSTRR 50028 _ SCG:IF balance of
$ - GSTRR is credit -
enter with a minis {-)
BALANMCE OF TRAVEL ACCOUNT 40050 ROURIGETRE
——— ACCOUNT SHD BE A
NIL BALANCE I
DIFFEREMNCE §

The difference should be nil, providing you have used all figures on your trial balance.

Motes: ¥ou should leave sufficient funds in your trust account to cover the debtors contral, any
debit outstanding balances and any commissions owed by creditors. Please contact your
accountant for further advise.

"Meed to run Account Trial with End date not From Date
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Change Bank Accounts

To close an old bank account in CCT and open a new account follow the steps
below:

1.

Determine total commission available in the Trust account and transfer
this out of the Trust account, leaving only creditor, trip and debtor
balances to reconcile. This is calculated by formula as per Trust Account
Reconciliation document included in this module.

Once you have calculated commission and can therefore transfer the
amount out, you must reconcile to your bank account referring to the Trust
Account Reconciliation document.

Upon completion ensure that:

Outstanding Trip balances PLUS Creditors MINUS Debtor owings
PLUS Calculated Commission EQUALS Your cash at bank figure,

Proceed to write a cheque for the Commission amount. You will need to
create a Miscellaneous Payment and code it to account ID 40100.

E Miscellaneous Payment @

Payment Details

—

Rermark: |

Consultant; fglenda Date: k/02/2005

Amount: | $37,000,00 Account: I'FRAVEL |Trave| Account

GL Allocation

Accourt # GL Account Description GET | Amount Excl GET Amt Amourt Incl | Al
40100 Transter Commission from Trave 37 000,00 0,00 37 000,00 =
Delete
Tatal: 37,000.00 0.00 37,000.00
Formi{s) of payment (1 of 1}
Type: |Direct Debit x| M 40 M

Payee! faalleo Travel

Armount: 37,000,00
Mo | Bank: ANz

Branch: hUEEN STREET, BRISES

oF | Cancel | Help |

To nil out the bank account, do a Miscellaneous Payment and code to
60040 the total amount of:

Trip balances PLUS Creditors to Pay LESS Debtors Owing to the GL
SUSPENSE account.

200



Module 6:

5. The Bank Account will now have a nil balance, so you can change the
bank details on the Cashbook tab.

Cashbook
Account IC: ITRAVEL [v Bank Accourt GST Type: |MN-T -
Account Type: |Balance Sheet - | Category: |ASSETS | Sub Category: |Current Assets -
* Debit (" Credt v Control Account
Account Mumber: EDDSD Account Alias: EDDSD Sort Code: ﬁ

Description: I‘I’ravel Account

Bank: }ANZ Branch: pUEEN STREET, BRISBAME Account Mumber:

N

Change of Ownership Procedures

Please notify your Galileo representative a minimum of two weeks in advance,
so they can arrange the appropriate procedures for you.
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Module 7:

Reports

Menu Bar Reports

The Reports available from the menu bar have been categorised by module and

function.

Trip
Debtars...
Creditors. ..

Clients
Cashbook.

Sales...
Transaction

- v T o

Bank Reconciliation  »

End of Day
End of Month

Other

3

Each report will have pertinent filters to enable the user to refine the report and
an Agency selection field to allow reports to be produced for individual agencies
in the network.

Action buttons are available at the bottom of each report.

M4/ p M|  cear | mewieve | Preview | et | ssveas.. | cose |

Button Description

Arrows Allows navigation of multiple page reports, move to the first,
previous, next or last pages of the report.

Clear Clear the report contents.

Retrieve Retrieve and display the data requested.

Preview Display retrieved data as it would appear if printed.

Print Goes to the default printer.

Save As... Save or export to another application such as Microsoft
Excel.

Close Close the report generator window.
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Trip Reports

There are four options available from the Reports menu bar in relation to Trip
files.

Creditors, .. 3 Fare Savings
Clients 3 Hotel & Car Reports

Debtars... ¥ Unconfirmed Tickets ’

Balance Reports

These reports produce a list of Trip files showing the account balance.
1. Select from:

* Outstanding Balances
Lists only those Trips with an outstanding debit or credit balance and
the reason if it has been entered through the Out of Balance button.

This report features hyperlinks to all files displayed so that files can be
easily examined. Clicking on the hyperlinked Trip code opens the file
at the accounting screen. When the linked file is closed you are
returned to the open report.

* Trip Report Detailed
Lists all Trip files and the details of each associated accounting
transaction.

* Trip Report Summary
Lists all Trip files with their accounting balance only.

2. Select Balance Report from the sub menu to produce this report.
= Trip Balance Reports
s w|  Primary Destination: [
Departurs Dste from: fij0s[z006 to: f07/z006
Tripe[ | Transaction Dats from: [ toe |
Consutant: enda Show Balances: >0 <0 F =0
Outstanding Balances Report By Departure Date Privted 1401720
Departure Date From: 01/05/2006 To: 01/07/20060
Trip Code Trip Balance Consulant Passenger Group Nanve Debtos I Reason
1 May ¥
G4 2411 D00 $2.600.00 DR gends NgFelia Mz 14001 2005 Customer to pary ASAP
$8ET0.00 CR gends BearuBasi Mr MACES
SH2S0CR  gends WerglLashits brs
$THMDR  gends CHUFELLAMRS MACES 140172005 Chasing debt
5T CR

3. Complete the fields as required:

* Report
Select one of the reports described above from the drop down menu
attached to this field.

* Sort By
The Sort By field allows the selection of data retrieved and how it is
displayed. Choose from: Trip Code, Consultant (default), Departure
Date or Destination.
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4. The following fields are optional and may be completed to obtain specific
information. However, when these fields are left blank data from ALL
sources is obtained.

* Trip
Use F12 to select a Trip code to obtain a report specifically for that
File. If a Trip file is currently open this field will automatically default
to that Trip code.

* Consultant
Select (F12) a Consultant code to obtain a report specifically on Files
created by the nominated consultant.

* Primary Destination
Select (F12) a 3 letter city code to obtain a report of Trip files
travelling to the specified destination.

* Departure date from/to
Enter a date range to report only on Trip files within a specified period.

* Transaction date from/to
Not available for Outstanding Balances.

* Show Balances
Initially all balances are retrieved and the Show Balances option is
dimmed. After all balances have been retrieved and are displayed the
Show balances option becomes active. Check the box required and the
data is sorted and displayed:
>( - Include Trip files with balances greater than zero (credits)
<0 - Include Trip files with balances less than zero (debits)
=0 - Include Trip files with balances equal to zero (nil balance)

5. Click the Retrieve button to display the report data. Click on the Print,
Preview or Save As button as required.

NOTE: This report includes the Out of Balance reasons if they have been
entered in the file.

Unconfirmed Tickets Report

The Unconfirmed Tickets report produces a list of tickets which has been
downloaded from Galileo Desktop but not finalised on the relevant Trip file and
have a status of U for unconfirmed.

All ticket requisitions must be confirmed before the End of Day reports can be
run.

Open the report from the sub-menu and select the Agency and Consultant you
wish to view the report for.

Unconfilmned Ticket Report Prnted 240572004

Billing
Trip Code Ticket Number Conj  Daie Period Type Fare Tax Tranx ID Consultant

MENIFW210504 2201247343 2105200 W2004 TET $0,000,998.80  $0,000,050.77 TO00011034 muarilisman
[] ]
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Fare Savings Report

This report is designed to provide fare comparison information for corporate
accounts. It provides the applicable data as long as the CrossCheck Travel
Custom Data function has been activated through the Debtor file.

It provides is a list of:
» the fare amount offered to the client.
» the lowest fare available.

 the fare accepted together with the reason as to why a certain fare was

accepted.
1. Select the Fare Savings report from the sub menu to produce this report.
£ HEE
Debtor F"IACESCONST Client Service Type Flight

Fram | ko | Date Range ForBF Quote

1of2 > M S & 150z ~|  Taa7  100% 7of7
-
Supplier Standard Lowest Accepted Reason
Fare Fare Fare Code
UCTION
RINE BROWN
F Qantas Airways Limited $666.00 $244.00 $260.00 Higher Fare - Due to Late Booki

2. Complete the following fields as required:

* Debtor
Use F12 to select the Debtor for whom a Fare Savings Report is to be
printed. If this field is left blank a fare savings report is printed for all
debtors.

* Client
Use F12 to select the client for whom a Fare Savings Report is to be
printed.

* Service Type
The report can also be printed by service type. Select the service type
to cover the report required, (i.e. all / flight / hotel / car).

* From/To
Select the date range for the report.

* Date range For
Choose whether the dates entered apply to the date Of Quote or date
Of Travel. This field is only available after From and To dates have
been entered.

3. Click the Retrieve button to display the report data. Click on the Print,
Preview or Save As buttons if required.
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Hotel & Car Reports

1. Select Hotel & Car Reports from the submenu.

E Hotel & Car Report

Report: ’m Check-infDeparture Date from: | to: |

Sort by: ’m City: l—
Supplier : P
Debtor: l—

Property Number:

Southemm Cross Galileo Tramng
Level 3
135 Wickham Tce
SPRING HILL QLD 4000
Telephone:07 3230 5800 Facsimile:07 3832 7191
Email: qld@galileo.com.an

ABN: 11 345678 901 Licence Nbr: TAG 1111

Hotel Report by Supplier

Supplier: MC

Supplier Room Ch
Code Hotel Name City Debtor Department Passenger Type Booking Date 1
Supplier: Marriott

MC TAMOEO/MING MR 3001272004

MC MARRIOTT MELBOURNE MEL JONESIT MR FGTDOO 100772003 150
MC MARRIOTT RARATONGA RAR THADDEUS/EENNETH MR 251172004 180

2. Complete the following fields as required:

* Report
Select Hotel or Car

* Sort By
Choose the way the report is categorised from the Sort by criteria:

Supplier (default)

Debtor

City Property Number (for Hotels)
Check-In/Pick-Up Date

* Check-in/Departure Date from/to
Enter the dates required

+ City
Enter the IATA three letter city code or double click this field to
display a search list

* Supplier
Enter the supplier code or double click this field to display a search list

¢ Debtor

Enter the Debtor ID code or double click this field to display a search
list

* Property Number
Enter the Hotel Property number. This is a text free field

3. Click on the Retrieve button to display the data. Use the scrolls to move
through the report details and remember to move to the bottom to read the
notes about the inclusions.

4, Click on the Clear button to remove the data and enter new filters, then
click on Retrieve.
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NOTE: The bookings where the client is paying direct to the hotel still show on
the Hotel report, however the total is zero.

Client Reports

Open Reports, then Clients on the CCT menu bar to select the Passport Expiry,
Trips or Duplicate Clients report.

Trip 13
Debtors... »
Creditors. .. »

Passport Expiry
Cashbook 3 Trips...

Duplicate Clents. ..
Sales...

Passport Expiry Report

This report can be used to look at specific client files or all files within a date
range.

| & Passport Expiry Report

Debtor Code:
Associated Clhent Group Code:

to: [@0/07/2005

Passport Number: |

Client Code:

Passport Expiry Date From: [1/07/2005

| Printed 31/12/2004

[P:l ssport / Visae Expiry Report

BEANEASOOL MR Basil Bean
Passport Number: 183425
Country: Australia
Expires: 02 Jal 2005

Visa Country Visa Number Expires Type
TAMOTAROOL Mrs Taouna Tamoko
Passport Number: L470133
Country: Japan
Expires: 17 Jal 2005
Visa Country Visa Number Expires Type
Australia 568110 30 Aug 2005 Business
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1. Complete the following fields as required:

* Passport Number
Enter a specific Passport Number to be reported on.

* Debtor Code
Select a Debtor code to report on passports held by all clients linked to
that Debtor.

* Client Code
Select a Client code to report on the passports held by a specific client.

* Associated Client Group Code
Select an Associated Client Group code to report on all passports held
by clients who have been linked together.

* Passport Expiry Date From/To
Enter a date range to report on.

2. Click the Retrieve button to display the report data. Click on the Print,
Preview or Save As button as required.

Trips Report

The Trips report gives two options, to retrieve all trips for an individual client by
entering a client codes, or to retrieve all trips for any client files within a date
range.

P® CrossCheck Travel Reporting Ancestor

Client Code:

Departure Date from: [1/01/2005 to: [30/06/2005

Trip Listing by Client

Trips For: MR Basil Bean  Client Code: BEANBAS001

Tiip Code Departure Date Primary Destination Status  ltinerary
GL2411040005 70572005 Tokyo Active

MNumber of Trips for BEANBASD01: 1
Trips For: Mrs Betty Bean  Client Code: BEANBET001

Tiip Code Departure Date Primary Destination Status  ltinerary
GL2411040005 70572005 Tokyo Active

Number of Trips for BEANBETDO1: 1
Trips For: MR Hamish Hackett  Client Code: HACKHAMO001

Tiip Code Departure Date Primary Destination Status  ltinerary
GL24110400086 3000572005 Qszlo Active

MNumber of Trips for HACKHAMOD1: 1
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Duplicate Clients Report

The Duplicate Clients report has no filters. Click the Retrieve button to show
any duplicate Client files.

Duplicate Clients Report prites 311122004

Family Name Given Name Title Client Code
Smith Cyhil Mrs SMITCYBO02
Smith Cyhil Mrs SMITCYBOO03

If no duplicate files are found, the system responds with a No Data Retrieved
prompt. Click OK to clear the prompt.

Preventing Duplicate Client Files

Clicking the Create Client icon creates a new client file from the Trip file. To
check if the client file has already been created, click on the Link button first,
before using the Create function.

Debtor, Creditor
Cashbook Reports

Debtor, Creditor, Cashbook, Sales, Transaction, Bank and Period End reports are
detailed either in the accounting modules or the Account Management course.

Trip
Debtars...
Creditors. ..

Clients
Cashbook.

* v rowwrow

Sales...
Transaction
Bank Reconciliation  »

End of Day
End of Month

Other 3
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Sales Reports

From the menu bar, select Reports, click on Sales to open the sub menu and
select from:

Trip

3
Debtars... 3
Creditors. .. 3
Clients 3
Cashbook. 3

m Commissions and Profitability
Transaction Sales Reports

Bank Reconciliation  » Purchase Reports
Agency Sales Report |
Overtide...

* Commissions and Profitability
This report displays current Trip balance, discounts and commission
with a percentage profit figure.

+ Sales Reports
This report provides a large amount of Supplier information. It
includes GST, CCCF and Other Taxes but does NOT include

commission.

* Purchase Reports
The data displayed in this report includes a Nett figure, Supplier
cancellation fees and commission.

+ Agency Sales Report
This report provides a list of sales itemised by sales code and service
type. The filter Grand Total Only provides a quick view of how the
agency is deriving their business.

* Override
This report displays any override figures entered in the ticket and
cheque requisitions.

Sales reports are based on information entered in Cheque and Ticket
Requisitions, and all reports include total value.

Report Notes

The Commission and Profitability, Sales, Purchase and Agency Sales Report,
have a section at the bottom of the report called Report Notes. It is important to
read these notes to get a clear picture of the inclusions and exclusions of the
report.

Trip Adjustment and Commission Report, Other Override Type transactions are
not included in any of the Sales report figures.
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Commissions & Profitability
Report

This report provides detail about sales. It includes items such as Agents
Cancellation Fees, Credit card expenses (Merchant Fees), GST on Source
Commission as well as profit related figures and the Current Balance.

Select Commission and Profitability from the sub menu to produce this

report.
" Trip Commissions and Profitability
SortRepart By: [Corsart =] DepatursDatefromc [ b
PRepont Type: |Summary =] Trane: Date from: [10/01/2005 to: [Laj01 2008
Prienary Diestination: Chesnt Code From: ™
Trip: [ Debkor Code from: [ ™

Summany Commissions and Profitability Report By Consultant From 10/01/2005 to 14/01/2008 Print: &
Transaction Date From: 10/01/2005 To: 1401/2005
Source  CSTem
Passenger! Depart. Primsary Current Fare Taxes  Comms  Sawres  Comm  Agemt  DHscownt oc I
Trip Cods  Croup Nams [ Dest  Comrultant Balamcn ValusNon-Comm  Ex CST  Comm  Adjwt CanxFes  Egense  Egenss  Com
Subtotal For  glands 1343240 11588740 2007352 1242703 14216 0.00 0.00 200 000 1233
Tatals 444935 113,712 LTRRER 1221034 13200 880 0.00 EE.DD e 17123

Hoter:
1. This report doss ot inchads Comumision Faceipt by - Crarrids Type transactions
2. This report does inchde TRIP adjusteents to the following aceousts:
Sabes
Cost of Sales
Agemt Cascallation Fees
Discoust Expanse
Commurion Adpytmest
Credit Card Expesses
¥ It does thens invalving these accounts from any sther module
4. Purcantags Prafi eohumn i caboulated INCLUDING Crodit Card axpasses. [f & Purcentage Profit wakse b requined withoot this axpisss, we (e Agency Sules Ragest

Complete the following fields as required:

* Sort Report By

Select the way your report is to be compiled and displayed from the

following options:

Departure Date
Trip Code
Primary Destination
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Consultant (default)
Client
Debtor

Report Type
Choose Detail or Summary

Primary Destination
Enter the IATA city code or make a selection from the list displayed
when double clicking in this field.

Trip
Enter a Trip code if reporting on a particular file. Double click in this
field to make a selection from the Search dialogue box.

Consultant
Enter a consultant ID to report on specific consultant.

Departure date from/to
Enter the date range required. If left blank all past and future departure
dates are included.

Tranx Date from/to
Enter the date range required. If left blank all past transactions are
included.

Client Code from/to
Enter a Client Code range or double click this field to make a selection
from the Search dialogue box.

Debtor Code from/to
Enter a Debtor Code range or double click this field to make a selection
from the Search dialogue box. To report on one Debtor, enter the code
in the from field only.

3. Click the Retrieve button to display the report data. Click on the Print,
Preview or Save As buttons if required.

Report Notes

The Fare Value does not include amounts entered as taxes and/or non-
commissionable fees. The Percentage Profit column includes credit card
expenses. Use the Agency Sales Report to see this figure without credit card

expenses.

This report does not include:

Trip Adjustments to the following accounts:
Sales

Commission Adjustments

Cost of Sales

Credit card Expenses

Discount Expense

Adjustments or other transactions involving the above accounts and
any other module.
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Sales Reports

The Sales Report provides filters which help extract information about Supplier

sales; however the retrieved data does NOT include commission.

1. Select Sales Reports from the sub menu to produce this report.
Transaction dates must be entered to be able to retrieve this report.

% Sales Reports r._|rE
FRport Type: [Detad =] Saies Code Irtematonsl Service Type: o)
Trig: Suppber Code: | o
Report By [Credtor =] consant | Departure Date: [ [
Credior: Trarce Dade: OO 2005 1o framn 2008
Destination:
Sales Report by Creditor Printed: 140172003
Sales Code: Intemnational
Transaction date from 100172005  to 140172005
Ticket Passenger Other Totsl Canx
Date Suppliar Debter  TranxID  Type  Group Name Amsunt  Taxas COCF  Discaunt Foas 8T Sall
Crediter ASIAN EXPLORER HOLIDAYS
100172005 China Hobidays QUOOOO0OTE COC  ChasdChastie My £.20000 a0 a0 000 0.00 a0 6,200.00
110172005 Asian Explore Holiduys QUOOOO0NTT COC  WongLashita Mes 213000 ang ang 000 0.00 000 213000
110172005 Asian Explore Holiduys QOOOOON0ES COC  HackettHamih My 286110 a0 a0 000 0.00 =90 285000
Subtotal ASLAN EXPLORER HOLIDAY'S $11,190.10 0o 000 $0.00 $0.00 2250  $11,22000
Crediter Bank Sertdenent Plan
120012005 Malupsian Airline System TOOO00HX2 TET FaultyFredrickMr 20 13270 o0 000 0.00 o0 238270
12012005 Singapore Anlines TOOOO0EES TET Nospenfndnd Ms 3,400 00 18045 o0 000 0.00 o0 358045
120172005 Air Frases TOOO00E3E TET Wongfhles Mrs 4,400 00 18620 o0 8200 0.00 o0 445820
Subtotal Bank Settlement Plan SI00000 45935 000 $22.00 $0.00 £000  $10,441.35
Crediter CONCORDE INTERNATIONAL TRAVEL
110172005 AnPacifle Lisited TOOOO0EX0 CCF MglLwwrence Mr 80 00 00 1,058 00 000 000 a0 000

2. Complete the following fields as required:

* Report Type

Choose Detail or Summary.

* Report By

Select the way the report is complied and displayed from the following

categories
Consultant (default)
Sales Code
Creditor

Departure Date
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Service Type
Supplier Code
Trip Code

Sales Code
Enter the Sales Code to be reported on. (Optional).

Trip
Enter a Trip to report on a specific file. Double click this field to make
a selection from the Search dialogue box.

Consultant
Enter a consultant ID to report on a specific consultant.

Creditor
Enter a Creditor code, or double click this field to make a selection
from the Search dialogue box.

Service Type

This field is only available when Supplier Code has been selected in
the Report By field. Select the service required from the drop down
list. This field defaults to ALL service types.

Supplier Code

This field is only available when Service Type has been selected. Enter
a Supplier Code range or double click this field to make a selection
from the Search Dialogue box. To report on one Supplier only, enter
the same code in both fields.

Departure Date From/to
Enter the date range required.

Tranx Date From/to
Enter the date range required. The default From date is the first of the
current month and the To date will default to today’s date.

Destination
Enter the IATA city code or double click this field to make a selection.

Click the Retrieve button to display the report data. Click Print, Preview
or Save As buttons if required.

Report Notes

Commission is NOT included in this report. The total column includes taxes and
Non Commissionable fees.

The Canx Fee figure includes Supplier and Agent fees.
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Purchase Reports

This report provides a way to analyse the agency’s product usage through a
variety of filters.

L.

2.

Select Purchase Reports from the sub menu to produce this report.

Purchase Report By: [Service Type -] Service Type: Faght

Suppiber Code: 50 " w B Sabes Code: fireemational
Departurs Date From: | to [ Consukant: [plends
Trarix Date From; [L/01/2005 to [14j01/2005 Crediter: |

Purchase Report by Service Type

Trip Tichet Tatal
Date Supplier Coda Trans [ Type Amount  Othar Taxes CocE Comm
Seavice Type Flight
401005 Singagore Airkines GL231 2040001 TOO0000316 CCF $2.600 00 $0.00 $2.800 00 $25200
SOL005  Singapore Airkines GL291 2040003 TOODDDO318  TET $3,100.00 0o 000 21900
LUDLR00S Sungapors Auknes GL2411040004 TOO000032S CCF $2,300.00 18270 2400 $207.00
110172005 Singagore Airlines GL2912040002 TOO0000329  BFT -4$1,750.00 420000 $0.00 48750
120172005 Singagom Airlmes GL1101050004 TOODDDO333 TET $3,400.00 $18045 000 $306 00
Submtal far Flight $9.850 00 $16315 s 4956 350
Tatal Puschases $9.250.00 $163.15 6,170 R
Hote: This report doss not inchuls asy Trig Adpstmants or Commission Receipt Other - Orerride Typs transastions

Thw Total colamn incksder smonunt antered a Hon Commissionsbls Fess

Complete the following fields;

* Purchase Report By
Select the way the report is compiled and displayed from the following
categories:

Consultant (default)
Creditor

Departure Date
Sales Code

Service Type
Supplier Code

* Supplier Code/to
Enter a Supplier code range, or double click this field to make a
selection from the Search dialogue box. To report on one Supplier only,
enter the same code in both fields.

* Departure Date/to
Enter the date range required. If this field is left blank, all past and
future departure dates are included.

* Tranx Date/to
Enter the date range required. If this field is left blank all past
transactions are included.

* Service Type
Select the service type required from the drop down list. This field
defaults to show ALL service types.

* Consultant
Enter a consultant ID to report on a specific consultant.

* Creditor
Enter a Creditor code, or double click this field, to make a selection
from the Search dialogue box.

Click the Retrieve button to display the report data. Click Print, Preview
or Save As if required.
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NOTE: The total column includes Non Commissionable fees.

Agency Sales Reports

This report provides a listing of sales itemised by Sales Code and by Service
Type. It is the only report that has the option to view Grand Totals Only.

1. Select Agency Sales Reports from the sub menu.
. Agency Sales Report g@ g
Report Type: |Detailed _= | Consultant: | Tran: Date From: [1/03/2005 ks [10/03/2005
Sork By: | Supplier >\ Creditor:| Debtor From: | ko |
Service Type: |Flight > Supplier:| Client Fram: | ko |
Departure Date From:| [£:H |
Detailed Agency Sales Report for Southern Cross Galileo Training by Supplier for the period from 1/03/2005 to 10/03/2005 5

Service Type: F Transaction Date Frow: 01/0372005 To: 100372005

Other Taxes & CCCF Total

Date Consultani Creditor Tranx Id Type  Amwount Non Comn GST Value Comm.
Supplier JapanAir Lines

Service Type Flizht
International
10352005 glenda ESF TO00000356 CCF $3,513.00 $21.75 $0.00 $3,604.75 $316.17
Total International zales $3,513.00 $91.75 $0.00 $3,604.75 $316.17
Total of all Flight for JapanAir Lines $3,513.00 $91.75 $0.00 $3,604.75 $316.17

2. Complete the following fields:

* Report Type
Choose Detailed, Summary or Grand Total Only.

* Sort Report By
Select the way the report is complied and displayed from the following
categories:

Supplier

Tranx Consultant (default)
Creditor

Trip Consultant

Client

Debtor

* Service Type
This field is only available when Supplier has been selected in the
Sort Report By field. Select the service type required from the drop
down list. This field defaults to show All service types.

* Consultant
This field is only available after Tranx or Trip Consultant have been
selected in the Sort Report By field. Enter a Consultant ID to report
on a specific consultant.
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* Creditor
This field is only available when Creditor has been selected in the
Sort Report By field. Enter a Creditor Code, or double click this field
to make a selection from the Search Dialogue box.

* Supplier
This field is only available when Supplier has been selected in the
Sort Report By field and a Service Type has been entered. Enter a
Supplier Code range, or double click this field to make a selection from
the Search Dialogue box.

* Tranx Date From/to
Enter the date range required. If this field is left blank all past
transactions are included.

* Debtor from/to
This field is only available when Debtor has been selected in the Sort
Report By field. Enter a Debtor Code, or double click this field to
make a selection from the Search Dialogue box.

* Client from/to
This field is only available when Creditor has been selected in the
Sort Report By field. Enter a Client Code, or double click this field to
make a selection from the Search dialogue box.

* Departure Date from/to
Enter the date range required. If this field is left blank, all past and
future departure dates are included.

* Tranx Agency
Select the Agency where transactions were carried out.

* Trip Agency
Select the Agency the Trip files where created in.

3. Click the Retrieve button to display the report data. Click Print, Preview
or Save As if required.

Report Notes

The Percentage Profit figures are calculated excluding credit card expenses.
Agency Cancellation Fees are included in the Net Commission.

This report does not include:
» Trip Adjustments to the following accounts:
Commission Adjustment
Discount Expenses

Agent Cancellation fees
Sales

* Adjustments or other transactions involving the above accounts and
any other module
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Transaction Reports

These reports provide detail on all transactions entered in CCT.

1. Select Reports from the menu bar and click Transaction to open the
report screen.

E Transaction Reports g@ g

Transaction Type: | Adjustment -] Module: [None =]
Creditor: | to | SubTotal By: |Mone hd
Debtor: | to | Trip Code: | to |
Status: li Accounting Period: | ko |
Consultant: | e | Tran: Date From: /0172005 ko [14/01/2005
Tranx 1D | ko |
Transaction Adjustments Printed 10/03/2002
Transaction Adjusiment
Date 5] Type Module Code GL Ace# GL Account  GL Acc Description
110172005 AQOOOOOOSE  Jowmal — Crediter COVER 50030  CEEDITOR  Creditor Contral
20060 COMMADT  Commission Admstment
11/01/2005 AQ0OOOOO3S ki Creditor 5LV 50030  CEEDITOR  Creditor Contral
20060 COMMADT  Commission Admstment
50025 GSTIN GET In
130172005 AQQQQOOC40  Jowmal — Cashbook 10030  OWVERRIDES  Owverrides Received

40100  TENSFCOMM Transfer Commuission from Trav
50020 GETOUT GET Cat
50025 GETIN GET In

2. Complete the following fields:

* Transaction Type
Select the transaction type from the list attached to this field.

* Creditor Code /to
Enter a Creditor code range or double click this field to make a
selection from the Search dialogue box. To report on one creditor,
enter the code in the first field only.

* Debtor Code /to
This field only becomes available when Debtor related transactions
have been selected in the Transaction Type field. Enter a Debtor code
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range or double click this field to make a selection from the Search
Dialogue box. To report on one Debtor only, enter the same code in the
to and from fields.

» Status
Select the specific accounting status code required from the drop down
list. If no selection is made the report includes all status types.

* Consultant
Enter a Consultant ID to report on a specific consultant.

* FOP Type
This field only becomes available when Receipt has been selected in
the Transaction Type field. Select the form of payment from the drop
down list.

* Agency
Select the Agency you wish to view this report for from the drop down
scroll.

* Module
This field only becomes available when Receipt or Adjustment have
been selected in the Transaction Type field. Select the module
required. If no selection is made, the report data is retrieved with all
modules displayed.

* Sub Total By
The options available in this field adapt to match the selection in the
Transaction Type field. If no selection is made, the report data is
retrieved without subtotals.

* Trip Code
Enter a Trip code to report on one specific Trip file. To view all codes
double click this field and make a selection from the Search Dialogue
box.

* Accounting Period /to
Enter the reporting period required. Double click this field to select
from the Search dialogue box. If this field is left blank, all past
transactions are included.

* Tranx Date From/To
Enter the date range required. If this field is left blank, all past
transactions are included.

* Tranx ID /to
To view specific transactions, select the Transaction Type field with
the correct name and complete both of the Tranx ID fields. e.g. to view
Invoices 1000000025 to I000000032. To view one transaction enter the
same code in both Tranx ID fields.

3. Click the Retrieve button to display the report data. Click Print, Preview
or Save As if required.

NOTE: Remember to click the Clear button between searches when looking for
multiple reports.
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End of Day Reports

The End of Day reports are produced through the Daybook screen and provide a
series of reports for each accounting type. These reports provide a method of
reconciling your system on a daily basis.

Prior to running the Daybook report, check for and clear unconfirmed tickets.
This is done by running the Unconfirmed Tickets Report.

Once all Unconfirmed Tickets have been confirmed, the End of Day reports can
be produced

It is strongly recommended that all users log out of the system whilst the End of
Day procedures are being carried out.
How to Produce the End of Day Reports

1. From the menu bar select Reports and then choose End Of Day. The
Daybook Report screen will be displayed.

= Daybook Report

Repart IQLL

Transaction Adjustments Printed 10M302005
Transaction Adjusiment
Date m Type Module Code GL Accd GL A t  GL Ace Dy

2. Select the type of reports required:

* Reprint
Reprint of the previous day's Daybook.

» Test Print
Test print of today's Daybook.

* Live Print
Live print of today's Daybook.

» Live Save to File (Default)
Save today’s Daybook reports to file. No printed copy will generate.

* Print Saved Daybook
Print previously saved daybook reports from file. When this option has
been selected an additional field called Daybook Date is displayed to
enter the required date.

3. Report Selection
The default setting is for ALL reports to be retrieved. If required
individual report categories can be selected from the following:

All

Adjustment

Cheque Requisition
Invoice/Credit Note
Creditor Payments
Dishonoured Payments

4. Click the Retrieve button.
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5. A confirmation prompt will be displayed; click OK if the process is
complete. If Unconfirmed Tickets are still present, a warning is displayed
and the report procedure is cancelled.

6. When the report selection is ALL, each of the following reports will be
produced, providing a new transaction of that type has occurred since the
previous print:

Daybook Report Summary
Transaction Adjustments

Cheque Requisition Transactions
Invoice/Credit Note Transactions
Miscellaneous Payments and Receipts
Ticket Transactions

Dishonoured Payments

Receipt Transactions

Creditor Payments

Refunds to Debtors

Commission Receipts (both types)
Refunds to Passengers.

7. Click the Print, Preview or Save As button if required.
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End of Month Reports

Note: All users should log out of CCT whilst the End of Month procedures are
being carried out.

The End of Month reports cannot be run until the current period is complete. The
End of Month can only be completed on the first day of the next month, it
cannot be run on the last day of the month.

The End of Month process CANNOT be completed unless the End of Day
report has been completed. This cannot be done if Unconfirmed Tickets are in
the system.

Check that all receipts, ticket and cheque requisitions and adjustments have been
entered into the system. If necessary, they can be backdated.

Complete all end of month sales returns.

How to Produce End of Month Reports

Onece you have completed this action

! E it. will not be possible to backdate any transactions
to this or any previous period,
Do you wish to continue?

1. From the menu bar, select Reports and click on End Of Month. A
warning prompt will be displayed.

2. Click Yes to proceed. The End of Month process produces the reports in
the screen below.

End of Period Reports

Reports to Print

[V Print Statements With Zero Balance: [

N

<]

Debtor Trial Balance :

<]

Creditor Trial Balance :

<]

Cashhook Trial Balance :

<]

Outstanding Balances :

<]

Chegues Tao Pay :

<]

Bank Reconciliation:

Status

This will be a LIYE end of period | Prink

Current Period 0905

Period being finalised 0305 Cancel
Reports to Print

All reports are automatically selected. However, reports can be deselected by
clicking on the respective box, or by reconfiguring the defaults in the Branch
Setup screen.

Status

If the month has not yet been completed, the window shows the message Test
Print Only in blue. Once the first day of the next month has been reached, the
message changes to Live Print in red.
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Current Period

Indicates the month period by the first 2 numeric characters then the year by the
last 2 characters, e.g. 0900 is period 9 (March) of the financial year 00/01. The
default month periods start at 01 for July. These can be reconfigured by the
System Administrator.

Select the Print button and a print dialogue box will be displayed; select Yes to
print the reports.

Another prompt will be displayed asking if the reports printed successfully.

Any other reports required on a monthly basis should now be run at this time. It
is best to run all reports before any new transactions are entered into the new
month.
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—Display

Other Reports

Open Reports, then select Other and Listing Reports from the drop down list
attached to the menu bar.

The Creditor and Debtor reports will include the ABN number if this has been
recorded.

Report Type | Supplier -

Supplier Filter
Addresses [ Type: Service Type: E-Cruise

™ Type: From: | To: |

Printed 2510572004

Supplier Listing

CAP CAPTAIN COOK CRUISES
CECE CREATIVE CRUISING
cuN CUNARD LINE

Complete the following fields as required:

* Report Type
Select the type of Listing Report required from the attached scroll.

* Addresses/ Phone
Tick the box to retrieve addresses and phone details.
The Type fields are only available when the relevant boxes are ticked.
Select the Address and Phone details to be included by double clicking
in the fields and selecting from the Search dialogue box. If left blank,
all contact types are included.

* Filter
The Filter on the right hand side of the screen alters to match the
selection in the Report Type field. The Supplier Filter has an
additional field to allow the selection of the Service Type.

* From/To
All reports can be tailored by the entries in the From and To fields.
Double click this field to make a selection from the Search dialogue
box.

Click the Retrieve button to display the report data. Click the Print,
Preview or Save As buttons if required.
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MyCCT Reports

MyCCT Reports, also known as Design Your Own (DYO) Reports, offer
flexibility to the user to choose individual items for inclusion and to fully create
their own report.

These reports are particularly helpful for marketing purposes and for providing
Debtors with specific data not available through the main reporting menu.

MyCCT Reports are located under the MyCCT menu.

You have the choice of using pre-defined folders, where the items for inclusion
are already selected, or the design option, where you can select items and their
order. There are four categories of reports:

* Client
* Debtor
* Quote
» Sales

+ T Trips

+ 2 Clierts

+ W@ Creditors

+ m Debtors

+ Cashbook

= E Reports

% + 2 Client Reports
+ m Debtor Reports
+ Q Guote Repaorts
+ EiP’ Sales Reports

+ Action tems

+ /1% Important Motes

+ [ oOther

Preformatted Client and Sales
Reports

The Client and Sales modules have the additional feature of pre-formatted
reports. These are reports that have already been designed and saved and are
available for immediate use. These reports can be edited as required and the
changes saved.
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A My CCT Splash
T Trips
2 Clierts
W@ Crediors
m Debtors
+ ‘ Cashbook
= E Reports
- # Client Reports
[ Design Client Report
(7 Client Addresses with Special Interests
%ﬁliem Addresses
lient Addresses - Corporate
= m Debtor Reports
[ Design Dektor Report
= Q Guote Repaorts
[ Design Guote Report
= “i}’ Sales Reports
[ Design Sales Report
[ Sales by Supplier
[ sales by Consultart

B
B
B
B

Design Reports Screen

You can design your own reports in any of the MyCCT report categories. Whilst
the selection items vary, the method of creating any of the report types is the
same.

A My CCT Splash Item Include | Group | Order Where
+ D Trips T o1 =1
i 52 Clients Consultart 1D ~ 00z =
+ W@ Creditors CepatueDate D07 =
+ m Debtors -— =
4@ Cashhook Trip Stakus I 004
- [ Reports Trip Creation Date r 005
- # Client Reports Cuote Date I 006 -2
[ Design Client Report Creditor 1D I 007 i
[7 Cliert Addresses with Spe Supplier 10 H o0g 24
[ Cliert Addresses cervice Type - 09 ;
M Elmclie;t Ad:resses - Corpor Aty ~ 010 ;
- ehtor Reports =
1] Desig:Debtor Report per L o1 2
= Q Guote Repaorts Total r 012 i
[F Design Guote Report Totsl GST [ 03
- tfF Sales Reports el I 014 -
7 Design Sales Report etk I 015
7 Sales by Supplier 55T on Quote? - 016 =
[ Sales by Consultart Discount 1 - e ;
: @ I’?ﬂ?;”:ﬁ'::r;;es Discourt 2 ~ 018 =
- E'l Sl Commission I 019

Generate Detail Save Design As...

Item Column

This column lists all possible items to be included in the report. Item names can
be overtyped if necessary i.e. to shorten the name on the report to take up less
space.

Include Column

Select as many items as required for the report by clicking on the Include box
next to the item. This generates the data for the report.

When choosing items be aware the information must be loaded in the Client file
for it to be displayed in the report. For example, if choosing Debtor ID the Client
must be linked to a Debtor for this information to be included.
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Group Column

This field only becomes available when an item has been chosen. This field is
used to sub-divide data within the item. (e.g. If supplier is selected on a report it
groups data at each change in supplier.) Any number of items can be selected for
grouping.

Note: If used in a Sales Report it will subtotal the figures at each change.

Order Column

The order that the items appear on the report is determined by the number in the
Order column. These numbers can be changed by overtyping or using the scroll
arrows.

Where Column

Two selection boxes appear in the Where column after an item has been ticked if
there are further choices available.

Heading Include | Group | Order Where
oo [ [oo1 =
[Tran: Date o0z =24
[Tranc Month 003 -UI
[Ticket Fare Blasis 005 =i
fTrip Departure Date 005 =4
[Trip Departure Morth o7 =4 Dbt 1d
[Trip Order No. [
[Trip Cost Centre BLING
Euppber 0 DIAMOND
Posserpsrrom e =
CIT - L S I | [V
Euppler Mams
frimary Destination
[Ticket Number

Eupplier Numeric Code
fTrip Cocle
foreditor ID

IR AR i

[-reditor Name
fService Type
e o] e |
15\4&'3 Code =
ran Conzutant Name 020
fonsutant I o =

Specific search criteria can be requested in the Where columns after the item has
been ticked. The symbols in the first Where column offer the following options:

= Equal - Item must exactly match the chosen criteria to appear on

Report.
> Greater than - Item must be greater than the criteria specified.
< Less than - Item must be less than the criteria specified.
<= Less than and Equal to - Item must be less than or equal to the

criteria specified.

>= Greater than and Equal to - [tem must be greater than or equal to
the criteria specified.

LIKE Similar - Item should be similar to the criteria specified.

<> Less than and Less than - Item must not match criteria to be
included on the report

Blank Removes any specified criteria.

228



Module 7:

229

When a symbol has been chosen a second box will appear with an icon
containing 3 dots.

- e

Click on the icon to access the drop down menu containing further search
criteria.

= |
EPick debtor_id x|

Dettor Id =
ACNEM [

ADSENTIO
AGPOWER
AITKEM

Criteria can then be entered into the second field manually with special
consideration given to the following:

» Criteria is not case sensitive, therefore AAA and aaa are viewed as
equal.

» % signs can be used to signify a broad search after selecting Like in the
previous field e.g. for post codes -%40%- will retrieve all postcodes
beginning with 40.

e Dates must be in a valid CCT format - YYYY/MM/DD

» Pattern matching between values cannot be specified, such as listing
values between $5000 and $10000

* Quotation marks should not be used.

After completing the design click on Generate Detail to produce the Report or
Save Design As to save the Report Design.

Date ranges can only be entered for Departure Dates in the Quote module and
Transaction Dates in the Sales module.

Designing Your Own Report

For any of the design report types, use the following general steps:

1. Navigate to the Design option of the required module to activate the fill-in
screen. (e.g. Design Quote Report)

2. Select as many Items as required for the Report by placing a tick in the
include box next to the Item. Tick the Group box next to the selected item
if sub-dividing or sub-totalling of the item is required.

Change the number in the Order column depending on what order you
want that [tem column to appear in the Report.

) My CCT Splash Ttem Include |_Order | Where
AT firip Code = oL =3
W @ Clents CE X = - E—
o Consultant ID 7 [ =
# W Creditors el e
Debtors v Y
& Dc.uartu(c Date |'_ 003 z
# @ Cashbook [Trip Status ﬁ M foos =
= [ Reports {Trip Creation Date 005 =
# - @ Clent Reports uote Date = 006 =
# fi Dettor Reports Creditor 1D o 007
= G Guots Reports Bl 0 [ 008
[ Design Quote Report fervica trpe (B ) —
= cAfr Saies Reports antity r 010 =
S
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4.

Choose the required symbol from the first Where box if further criteria or
breakdown is required, this will enable the Criteria definition field to
become available. To display the list of available criteria click on the (...)
icon.

K —|—|§
g

"I_|_I_|_|_|_|_|_|_|_|_|_|_|_|_|_1_|_|'<'I_l_|TI_ITITITITI§

Click on Generate detail at the bottom of the screen to display the Report.
Note: Generate Summary is only available if an item has been Grouped.

No Item ticked in the Group column

ldxes CXL ad] L LR
55T on Discount v [
Custom Field Hame | [V 26 =
Custom Field value | [ 027 =
Fassenger v nzg =
Departre Date To. | [V 07D =
Marketing Code | @ [ [031 =
Generate Detail | Save Design As... |

Item has been ticked in the Group Column and now has Generate
Summary option.

f_ustom Field Mame

v
k_ustom Field Value v 027
Fassenger v » 0z5
v
My M

Ceparture Date To
farketing Code

)
2
el e e e e

Generate Detail | Generate Summary | Save Design As... |

Click on Generate Detail or Generate Summary to Display the Report.

In this example Trip Code, Consultant ID, Departure Date, Trip Status and
Service Type are the Items chosen for inclusion.
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Trip Status has been Grouped so that the data is sorted into groups by the
Status of the Trip. The Where fields have been used to include flights only.

LE1T09050001 [Desion quoteReport
9] by CCT Splash R EEEE— ..
®
m:m TipCode  Consubart1D _Deputiee Dot Tip Siatus Sonvice Type
W Credtocs At
! [l Debtors
£ & Cashbonk e 7R3000 Pt
= i Reports LZ5005000 kim SH22006 Fignt
© B Chect Reports EA70E000 kanne e Figrt
i f} Dettor Reports
=) Guste Reports Concett
& RN S 506 Fight
% Sales Reports Finslsed
L] Actin bame \EBZI105000 warne 100302008
@1\ imporiant Notes , Fight
% 7 ther YTRIADZN bm 220402006 Fight
Quote
o0s000 bim 020008 Figt
KFLGPRI 11 kim 20402005 Fight
LSSHOBC bim 223206 Pt

Using Headers

If a Header is required it can be added prior to saving the Report. Click on the
Headers button in the MyCCT Toolbar.

Fie Edt View Galleo Documents Reports Options Window Help
DN @2 anrAPe® | ? HEER EB2@aER #
MleT

Y Ak AT ki

The dialogue window will appear allowing Title and/or printer settings to be
applied.

~ioix
|Clieri Addresses B] Il ]Il
[E_Epriried: datestir |
~Print
(" Portrat (% Landscape Zoom(%) [100 =
print to; [Leamak OptraM41Z v Setup... | gl Apply | Close ]

Headings can be tailored by selecting the following settings:

* Change the style of the Heading using the Bold, Italic and Underline
buttons

* Report layout can be Portrait or Landscape

* Use the Zoom function to increase or decrease the size of the Report.

* Printer functions can be set using the Print to list and the Setup button.
Click on Apply to save the settings and then close and print to send the document

to the printer.

Print Preview

Use Print Preview to display the document on the screen to check for possible
changes prior to sending to the printer.

Margins can be altered by using the mouse to drag the arrow icons located within
the displayed rulers (in line with the blue marker lines.)
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Client Addresses

I I T Y O T T | O L O O O O O I O O -
- TV
e | coenagn Name Clend Fomily Bame | Aadvess Usoge Tipe suning
Arsen W "
= Hichardzon 0 w3
. 0 .
MaLgin Arrqiiif¢ons d
Herianin Geren W o
etarde thoon [

Once settings have been applied you can save your document as previously
described above.

Saving Report Design

To save this Design so that you can rerun at any time, click on Save Design As at
the bottom of the fill in screen.

[Supplier 10 I nzg =
Service Type ] nzo =
Freferredih ] 030 =
Debtor Preference | | | 031 =

Generate Detail | Save Design As... |

A Save Report As window will appear.

E¥save Report Desian X
1

Iame: l

Available to: [All |

|

OK I Cancel |

Complete the window with the Name of the Report Design and who it is
available to. All consultants or an individual consultant.

ESave Report Design ll

[ame: Piamond Design Credit Card listing

Available to: [All |

OK I Cancel |

This Report Design will now appear in the chosen module for reuse.

! Reparts ain Account?
- 8 Client Reports Debtor Skakus
m Debtor Reports {_ontact Mame
[ Design Dektor Report Statement Typ
-[] Diamond Design Credit Card listing

(2 Guote Reports ICreation Date
-t Sales Reports

- Debtor Bank.

Eulk. Invoice?

Items chosen can be modified by adding or deleting as required. If changes made
need to be permanent the Report Design needs to be resaved by clicking on Save
at the bottom of the fill in screen.

UG i y vew —
Bervice Type . 029 =
PreferredyN L] 030 =
Debtor Preference L] 031 =
Generate Detail | Save Design As... Save | Delete
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Deleting Report Design

To delete a Report Design, click on the Report name to populate the fill in screen
and then click on Delete at the bottom.

e

pervice Type

'
L] 029 =
Preferredii [ 030 -2
Debtor Preference L] 031 =
Generate Detail | Save Design As... | Save |:_ D

A pop up window will appear confirming the report design is to be deleted, click
on yes and the Report name will disappear from the Debtor module.

Delete report design =]

\?/ Delete Diamond Design Credit Card listing?

fes | Mo I

Save Report after Generating

Once you have generated the Report with the required information, click on the
Save data as Icon in the MyCCT Toolbar or click on File/Save data as from the
main Toolbar.

Fie Edit View Galleo Documents Reports Options
Dy eeearned ? m-@alﬁmgja o B[ #|

My CCT
’ﬁ Edit View Galleo Documents Reports
Mew... Chrl4+M m 7 &
Open... Chrl+0
Save Chrl+5
Delete ol
eMett Imports
Data Operations 3
Splash. ..

Standard Texts
‘Warkflow Alert. .,
Quick Trip Wizard

Save Data As...
Print Chrl+P k‘

The Save As window will appear:

savens (x|

Save ir: Il’f} CCT j L= 5 Ef-

File name: | Save I

Save as type: | Test with headers ﬂ Cancel |
DIF N

_’ Eucel

Excel with headers
Excels
Exceld with headers
HTHL Table
Powerzoft Report
SaL
SYLK
SYLK with headers hd|
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Navigate to the required folder using the Save In box. Click on the Save as Type
drop down and select the format to save the Report in. Excel or Excel with
Headers is recommended for most reports.

The Report can be retrieved from this folder at any time for further study.
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MyCCT Client Reports

Pre-Formatted Client Reports

As well as Design Client Report there are 3 pre-selected Reports available.
These Reports already have Items chosen for your convenience.

Click on the plus to the left of the Client Reports folder and a list of sub folders
are displayed.

----- A My CCT Splash

[ ET Trips

[+ 3 Clients

[+ %@ Credtors

&+ {7 Debtors

I:I---‘ Cashhbook

EIE Repaorts

= # Cliert Reports

----- [ Design Client Report
Client Addresses with Special Interests
Cliert Addreszes

+ Debtor Reports
Q Quaote Reports
-5l Sales Reports

* Client Addresses with Special Interests can be used for mail outs to
clients by marketing code.

* Client Addresses can be used for a general mail out to all Clients.

* Client Addresses - Corporate can be used for a mail out to all
Corporate Clients

Preformatted reports can be modified by selecting and deselecting Items for
inclusion or using the scroll buttons in the Order column to change the order
Items will appear on the Report.

Modifications are saved by clicking on save at the bottom of the screen. If
modifications are not saved, the Report will default to the original settings next
time it is opened.

To generate a preformatted Report, click on the Yellow folder to the left of the
name to activate the fill in screen.
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Make changes as required then click on the Generate Detail option at the bottom
of the screen to display the Report.

Tile Cheri Given Name CheriFamiy Hame  Usa  Buldng
B crag H
(TS Haram H
e Fasie H U
e Bree ey H
] Hocisey gl

s Dorvete g H

s Heser Crackers H o e
w Jsckzon Darveds "

o o Ewin H

e e Fucrorgin H w3
s e Sulivan, "

O Martine oy H

[ Berparnn Cevan H U0
s Pameta e "

o Pede Hariey H

e Fokert Ferepaist H

b vres Daciturn "
(T Berriart H

Sheel
24 Weere Sareet

0 Crevay Sreet
120 Mickieham Fiosd
100 Reurd Crascent
101 Liverpoct Street
122 Menti Court
200 Vieteria Fioat
22 o Street
10Fizroy Srest

2 S Sareet

0 Furier Aver
5 Brght Swrest
1000 ey et
10Ftaroy Sreet

33 Trestind Sreet
15 51k Floe

14 Biack Aernan
19 Alsvarcka Wary

Subusty
DOUBLE B
MooRE
ALEXANDRIA
DaRe
CARLTON
MORTH SYDREY
THORMELRY
ROSE DAY
STRLDA
COTIESLOE
BANDVACH
HOBARAN BAY
MECCLETON
STWLDA
SRRV LS
MORTHEOTE
GRACETONN
FEREEEE

Sisle  Fosl
=2 o
o 0
Naw 2ms
Nt 00
e 208
o e0
e an
N E]
e £
wa et
L 2
Naw mr
CHRISTCHURROND
e 1w
=2 ;00
e W
wa ]
e 3030

Cede

Ermad Addbess Irteres
aczoniipcsa o s it
srcrrwturnans con s Golt
b shire oM Dolt
it ot it
davemsharchlects comm Golt
s oot
hetirgeat et it
Ik com Golt
i com s ]
Fehwdsonddanod com Gt
Vet sta com Golt
martyiiode com ]
ot corn ot
e ] Golt
prdmetarmnel ]
e segen: o ot
“eisciburanond com el
sogphctmad con oot

i Code

The displayed report can be further sorted by clicking on the headings. To list the
data alphabetically by surname, click on the heading Client Family name. The
column will automatically update. This function can be applied to all columns,
here are two examples:

By Surname

| (hent Addresses with Special Interests

Tide Chent Giventame Chend Famdy Name " Lsa  Buidrg Saeet Suburby Sase  Post Code Emad Addess Inderest Code
W Bruce [ O 110 Round Crescent  DARWIN NI w00 itangpb et Gt
M b frn [ 0 Pwrker Averwe  RANVACK L= 2 etk et com okt
W et I 3Gt Sarnet COTTESLOE L) o rchardsoniidamond com  Galt
o Rober pooes 15 Stta Fioad NORTHCOTE e om0 roteen meGpens com ot
e e p-- EECE V0 Mckisharm fiosd  ALEXANDRIA NS g brrdetonn com . el
e . HCressy ot MOCRE oo o werwiturnaes comms Gol
W Des T 101 Livewpocd Stoel. CARLTON e 0853 davrdi st et s Ot
W Pedo poe [ 3 Theellsl Srost  SURRYHLLS (=0 I o primeRdown et Gt
W Berjamn I rct0 f00KerSvedt MOCLETON CHRSTCHUFE002 metrog@metin com it
s Pamels e [ 10 Fitzroy Sieeet STHLDA e ez paneerice net et
Téle Chork Given Name Cherd Famiy Nome  Usa  Buskding Stest g Sty Sie  Post Code Emad Addess Irtevedt Code
T Pesie MU 120MelenanRoss  DESUITECERSS s g storm com Gult
e Daa Hockdey H 101 Liverpoct Street MG 053 dvefmesharchiticts com s ot
e et Richardson HoUnt3 2 Sman Srest EEC w01 Fichadsond@danondcon. ot
I T M V1o Rens Crescers [T i bt ret it
e B i » 2 M Stoet ECOTE o tenonta e Gt
e vince Blackbum M 11 Black avere TR . €284 hiscitungidemond com ot
O Marine Dolion, M 45 Bright Street procananay n? martyieods com it
e Berianin cersn Mo t00Ker e ESNSTETRScesTCHFE et com Gt

Client Item Description

Client Code

Individual code given to a Client file at creation

Consultant ID

User log in - usually consultants first name

Gender

Male or Female and is located in Client File

Group ID

Name given to Associated Clients

Branch ID

Not in use

Debtor ID

Manual code given to Debtor on creation

Debtor Name

Name of Debtor

Company
Department

Clients department

Company Position

Clients position in Company

Title

Preferred title (Marital)
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Given Name First name of client

Family Name Last name of Client

Cost Centre Cost centre from Client Profile

Email Address Client email address

Supplier ID Unique Supplier code from Supplier Tables

Service Type

Type of Service i.e. Flight, car, hotel

Preferred Y/N

Presence of preferred Supplier in Preference Tab

Client Preference

Preferred type i.e. room, car in Preference Tab

Preference Manual comments added to Preference Tab
Comment

Address Usage Type of address in Client Profile i.e. H - home
Type

Building Data in the Building field in Client Profile
Street Data from the Street field in Client Profile
Suburb Data from the Suburb field in Client Profile
State Data from State field in Client Profile

Post Code Post code from Client Profile

City City from address in Client Profile

Country Code Country from address in Client Profile

Interest Code

Ticked Interest codes from the Marketing Tab

Birthday

Client birth date from Client Profile

Salutation

Preferred name for mail outs

Mail out allowed

Option to record if mail out allowed

Category

Client Category from Marketing Tab

Preferred Name

Client preferred name to be addressed by
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| ; Client - BLACTODOD1 =10l x| 2|4
(FEACTO000 =] M Vince Blackiurn | I
| chent | Mris | frcas | @pases | e | Bassons || | @] Drewsts |
| FWW)W civen Name:frince 2'
| Tile: e Birthdate: 10711950 Gender: Male s
Prefermed Name: [ nnie Other 10:fl11
Company Details Other Details
Debtor Code: Plamonn Consultant Joanne
Posttion: [Grapric Designer Createdt 0212005
Department: Design Cost Centre: 527 Wialkin Client: [
Phones
Type| Area Number Ext. | City Code Comements |Primary il
B 2344 4399 PER | [
E - Ivblsckburng@skamond.com nll =
Addresses :
M’H | Street Suburb | state [PCode | cty | -
H 111 Black Averue IGRACETOWM WA | 6264 | LAustralia |
B | 22 Francis Streat %m [ vea | 6003 | I Il_,’;
Out of Betance | 487200 5,060,00]
Balance: 168,00 CR. Trip Value: 4521,00 et Comeistion: 206,85 Percentage Profit: 4.55
& Client - BLACTODOOL i [l ]

[BLACTCDOOT | e vince Blackbum = 2|1
Bciect | Mrrps | frcards | @rassports P Preference | @addtionsl | G| <o | [ | Drequests |
Service T 1d|Preferred | Preference Comment
Flight = sl
Hotel ME [¥es la1Q Mon - smoking

# Client - BLACTODOO1 .-J..I:Jil
BOACTO000T =] e Vince Blackburm — - 11
e | Miros | frcucs | @rosspots | Hpreteence | Badiond @ || [ Dreauests |

i ROPIRN. - cioch SR
SonICXoteR Malout Afowedt: [
Bzt = ——
Everts
International Destinations

Design Client Marketing Report

There are two main areas for collecting marketing statistics which can be used to
collate information about the Agency's passengers in CCT. They are:

» Marketing Codes in the Client Profile and the Marketing fields in
either the Trip Tab of the Trip file or Marketing field in the Quote in
the Trip file.

» Marketing codes in the Trip/Quote area can only be used in MyCCT
Sales Reports.

* Marketing information in the Client Profile is entered under the
Marketing Tab.
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[ crene-onrmnone_— S RIS
[BaLMaRDo2 2| Mes Margaret Bad | || 2' '}!
® Client ]iﬂ\rms ]icm |.Pmns |?¥Prefuer¢e |amm| E!]%| E|J)Re¢m |

Main AFL [

Age Groups Fishing '|:

Gt

Budast Motor Racing [

Domestic Destinations Rughy League |

Events Rugby Union [~

Special nferests = ﬁ

Internationsl Destinations Tonsis [~
SRS Il

Travel Times

Marketing Items are first created in Options/Tables. To learn how to create the
above codes for Client Marketing, See "Marketing Codes Table" in Module 2:
System Administration.

Creating Marketing Report
1. Click on Design Client Report OR on one of the Preformatted Reports to

include the marketing information.

Note: There is already a preformatted Report called Client Addresses with
Special Interests designed for Marketing Mailouts. This report can be
edited to suit specific requirements

2. Tick Items required for the Report including Interest Code.

To choose specific marketing information choose the required symbol
from the first Where field to access the Marketing options. See below

Viddress Usage Type I 020 = PDUReasun A
Fuilding I 021 = ADanrnn - A
Ftreet m 02z = F®pick interest_code x|
Subirh o 023 = Interest Code Al
= TAS
[Stake 1 024
Fost Code o 25 = Tenris
oty r 026 = Theatre
Country Code 0R7 =d Trek
fIrterest Code 7 o 028 = | | USA
Eirthday o =
- S—— WIC
[5alutation o 030 -
T — Wwales
Pailout Allowed r 031 = &
Category ]— 032 = "Water Ski
Freferred Name o 053 = ‘Weekends
) WIOES
ity Name o 042 =
Xmas o
Generate Detail I Sawi =
3 —
Ok I Cancel |

Alternatively by leaving the Where fields blank and ticking the Group box
next to the Interest Code Item the report will run grouping by interest
code.

If the Where field is left blank, all Client files with a marketing code will
be retrieved. Some Clients will be retrieved multiple times if they have
more than 1 Marketing code ticked in the Client Profile.

k_ompany Position ] oo =
Title v I =
Client Given Mame v f [o11 =
Client Family Mame v I [oz =
st Centre ] 015 =
Interest Code v v 013 = |
Froail Address v ] 014 = |
Supplier ID L1l e
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MEVWTHADD Mizz Hailey Hewton hadeyi@mibastons com au
EAMNROBON M Robin Ewin redrobingdgocghe com au
CRABREDD M Brett Craig actiong@poids.com au
IANGEMIOOT ~ Miss Emiy Tangles emmygBgoogle.com
WIC
EANPAMO  Mes Pamela Ewin pamivenice net
HOONIANONT  Ms Melanie Moon meli@mile. com.au
GREEEENON  Mr Benjamin Green metrog@medro com
Wales
BARROBO0T M Rokin Ewin redrobingdgooghe com.au
age 36 of 38

= Client - BERNANTOD1 =10
BERNANTOOT =] W Anthony Berbarct - =2
fucient | M1 | fircerds | @passpors | Perererence | G acdtionsl E|%| B | Drequests
Main arL [
_ georws ol
_ Budget Motor Racing |
—__ ComestiDestiatons Fusgy Leoge [~ / s
Events Rugby Union [V
Special Interests m I':
International Destinations Tennis [
Sports
Mailout Allowed

Tick the Mailout Allowed box in the Client file to be able to use the Mailout
Allowed Item criteria in Client Reporting. This will enable you to filter out
Clients that have expressly advised they do not wish to receive mailouts.

3 Client - ALEST**001 =100 x|
[esronn  x|msJauessio s |
Bcient | Mrrs | Wrcads | @passports | Wereterence | Basckiond 2 || [ | Preawests |

M T
T
L s ER .
International Destinations N
Special Interests Q

Client Mailing Lists

1. Using either preformatted Report or designing your own, generate the
Report with the required information.
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2. Click on the Save data as Icon in the MyCCT Toolbar or click on File/
Save data as from the main Toolbar

Fie Edit View Galleo Documents Reports Oplions
Dy e armaw®d 9 m-e::jsﬂﬁa O B[ #

My CCT

’ﬁ Edit View Galleo Documents Reports
Mew. .. Chrl+M m 7
Open... Chrl+O
Save Chrl+5
Delete ol
efett Imports 3
Data Operations 3
Splash. ..

Standard Texts
Warkflow Alert. .,

Quick Trip Wizard

Print Chrl+P k‘

The Save As window will appear

3. Navigate to the required folder using the Save In box. Click on the Save as
type drop down and select the format to save the Report in. Excel or Excel
with Headers is recommended for Mailing Lists.

4. The Report can be retrieved from this folder at any time to complete the
mail out.

MyCCT Debtor Reports

You can design, save and store your own Debtor Reports in the same way as
demonstrated with the Client Reports.
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Debtor Items Description

Debtor ID Individual Debtor Code assigned to the debtor on creation
Consultant Name in the Consultant field in the Debtor Tab

Company Name given to Associated Debtors

Group

Debtor Name Name of Debtor

Main Account Not in use

Debtor Status Not in use

Contact Name

Name entered in the Contact field on the front Debtor Tab

Statement Type

Chosen Statement type from the front Debtor Tab

Bulk Invoice

Not in use

Creation Date

Date Debtor file was created

Debtor Bank Name of Bank in the front Debtor Tab
Bank Branch Branch of Bank in the front Debtor Tab
Archived Not in use

balance

Purged History | Not in use

Amount

Credit Limit Amount of Credit extended to Debtor
Credit Days Number of Days before payment is due
Start Days Flag | Starting date for Credit Days

Credit Term Terms of allowed Credit

Active Shows Debtor as being active

ABN ABN number on front Debtor Tab
ABN Extension | ABN Extension number

Credit Card Card type loaded in the Cards Tab
Type

Credit Card No. | Card number entered in the Cards Tab
Card Expiry Expiry date entered in the Cards Tab
Date

Card Comment

Free text entered in the Cards Tab

Card Active Yes/No field depicts if card is active in the Cards Tab
Policy Company Policy for preferences
Policy Supplier | Supplier of Service as required by Company Policy
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Policy Service
Type

Type of Service offered by Supplier

Preferred Yes/No field in the Preferences Tab

Debtor Preferred sub category of a Service i.e. Room type, seating
Preference

Preference Not in use

Comment

Phone Usage Type of phone number i.e. Home, business

Type

Phone country
Code

Not in use

Phone Area
Code

Local area code of available phone numbers

Phone Number

Phone Number

Phone ext Extension number next to phone number
Phone Free text from the Comments field next to phone nos
Description

Phone City City code for phone number

Code

Address usage Type of address i.e. business, invoice
type

Building Name or level of building

Suburb Suburb

State State

Street Street

City City

Country Country

Postcode Postcode

Custom field
name

Standard name given to Custom fields

Custom field

Yes/No field in the required column of the Custom Tab

Mandatory

Custom Field Description of Field Name

Label

Custom Field Determined by the Link To field in the Define Custom Field in
Lookup Table Supervisor mode

Custom Field Determined by the Lookup Code in the Define Custom Field in
Lookup Supervisor mode
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MyCCT Quote Reports

Design Quote Report

You can design, save and store your own Quote Reports in the same way as
demonstrated with the Client Reports.

Select Design Quote Report to activate the fill in screen.

Note: Only Trip files that have quotes attached will appear in this report.

O} My CCT Spiash Ttem Inchude | Group | Order Where
freip Code r 001 =
Konsukant ID r 00z 34
[eparture Date r 003 g‘
frrip Status r 004 =
firp Crestionoate | [ o5 =4
Jouote Date r 006 ==
fCreditor 10 r o7 E‘
Fupper ID r 008
Fervice Type r 005 3
ouantity r 010 =
= r [T
= r 012 :5“
rotal GsT r 013 =1
el r 014 E‘
fuett I (15
|57 on quoter r [
Piscount 1 r 017 &
pscoun: 2 r 018 =4

T on Comrrission r 020 =1
Exd G5T r 021 g‘

axes r [33
T on Taves r [
[Tacces Excl GST r 024 =1
55T on Discount r 025 g

fCustom Field Name r 026
{Custom Field Value r 027 =
Fassenger r 028 g‘

Feparture Date To r (=]
Jrarketing Code r 031 =4

Generate Detail | Save Design As... | |

Quote Items Description

Trip Code Trip identification code
Consultant ID Consultant that created the Trip
Departure Date | From the Departure date field in the Trip tab

Trip Status

Status of the Trip from the Trip Tab

Trip Creation
Date

Date Trip was created

Quote date Date Quote was created
Creditor ID ID code of Creditor in Quote
Supplier ID ID Code of Supplier in Quote
Service Type Type of Service in the Quote
Quantity Number entered in the Quote quantity field
Per Depicts

244




Module 7:

245

Total Amount from the Unit Price field in the Quote

Total GST GST from Unit price and Taxes

Sell Total of Quote including Taxes and GST

Nett Nett amount including Taxes and GST less Commission
GST on Quote? | Yes/No options to choose Quotes with or without GST
Discount 1 Amount from 1st Discount box in the Quote

Discount 2 Amount from 2nd Discount box in the Quote
Commission Commission amount inclusive of GST

GST on Amount of GST on Commission

Commission

Commission Commission amount exclusive of GST

Excl GST

Taxes Tax amount inclusive of GST

GST on Taxes Amount of GST on Taxes

Taxes Excl GST | Tax amount exclusive of GST

GST on Amount of GST on Discount

Discount

Custom Field Names in Custom Fields if applied to Quote

Name

Custom Field Amount in Custom Fields if applied to Quote

Value

Passenger Name of Passenger from the front Trip Tab

Departure Date | End date used for a date range (<= end date)

To

Marketing Code | From the marketing field in the Quote. If blank it will default to

the Marketing field in the Front Trip Tab.

Date Range for Departure Dates in Quotes

The From date is entered by ticking Item Departure date and using the greater
than and equal to symbol >= in the Where columns.

Item | Include |Gr0up| Crder | ‘Where |

Mipcode | W [ [oor =4 |

Consutant 0 [ o0z =
Departure Date . ¥ 003 = == Eoog-01-01
Trip status | [ o0 =

Enter the date you want the Report to Start from in the second Where box.

Enter the To date by ticking Item Departure Date To and using the less than and
equal to symbol <= in the Where columns.
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Custom Field Name. | [ 026 =
Custom Field value | [ 027 =
Passenger | W 026 = |
Departure Date To | ¥ 029 = o= Boog-1-31
farketing Code | [ 031 =

Generate Detail | Save Design As... |
Enter the date you want the Report to Finish on in the second Where box.

Include all other required Items and then click on Generate Detail at the bottom
of the screen to produce the Report.

Design Quote Report

Trip Code TripCode Departwe Date Creditor ID Passenger Departure Date To
Q0741813018 GDZ41 41301 14 22006 COMNTIKI ALLISOMLEIGHMS 141 /2006
ALI00405000 AL3004050001 401 2006 TASSIETEMP CRUISEELIZABETHMISS 1401 72006
Q0741413010 QDI4141301 1/01/2006 COMFORT  ALLISONAEIGHMS 1/01/2006
QDZ4101301) QDZA1A13011/01/2006  ESP ALLISONAEIGHMS 1401 /2006
LOZS.051 3041 0 LOZS.J81 3011 4 /2006 BSP TILLY/ERICMR 141 /2006
IL30HMCT 301 § LI0HKC1 304 120401 /2006 BSP SIMPSONSTEVEMR 20001 72006
L30HMCT 301 | L30HMCT 301120A1 2008 CONTIKI SIMPSONSTEVEMR 2000172006

UG L ' vew —
Service Type . 029 =
FrefemredyN L] 030 =
Debtor Preference L] 031 =
Generate Detail | Save Design fs... Save Delete

Tip
To track which Trips have been converted from Quotes to actual Sales, follow

these steps.

Create a Marketing code called Converted through Options/Tables/Codes/
Marketing Code

\

ks Rep Options  Window  Help
- Chrlen P|@ W = [ ;5|
—— Seatch F11

Transaction Search  Shift+F11

GL Item Analysis shift+F12 oup | Order

List Flz | rE
Jurnp; F& R |
/‘ ' Segment Defaults, .. Supplier. .Y
Consultant... City Codes...
) CUFrency. ..
Personalise MY CCT...
CountryfConsulate, ..
Creditor ID | Suburlss
Fupplier 10 L] Billing Period. ..
" pervice Type Credit Card...

Click on New in Code Table Maintenance and complete the Code and Name
fields. Save and then exit.
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Etode Table Maintenance

x|
Enter Criteria: I Apply To: Ilookup_c:ode VI
Lookup Type Code | Description N
|Marketing Code x| LEADER

Leader Newspaper
REFERRED  Referred by existing Client
WALKIN Wwalk In

YELLOW ‘ellow Pages

. Cony |
-
| Kl | Ei
—Details (14 of 141
Code: Eonv \

Mamme: fCorrerted|

Delete |
ther
1 |

2:|

Each time a Trip file changes from a Quote to an active file update the marketing
field on the front Trip Tab to Converted.

A report can then be run to find out what Quotes have been converted to Sales.
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MyCCT Sales Reports

You can design, save and store your own Debtor Reports in the same way as
demonstrated with the Client Reports.

Refresh Sales Summary Data

1. Prior to generating sales reports, data needs to be refreshed.
2. From the Main Menu select File. Choose Data Operations and click on
Refresh Sales Summary Data.
Mew... Chrl+m
Open... Chr+O
Save Chrl+5
Configuration. ..

Data Operations Refresh Sales Summary Data. ..

3. The first time you use the Refresh Sales Summary Data, the From date
must be the first date you use CCT, so that all sales information can be
fully updated. Following refresh entries, can then be specific dates
required.

4, Enter a date range and click on the Create button.

b3 Update Sales Summary Data

Date Range:  [t7i01/z008 -2 [0/o1/2005 =
.............. N | oo |
5. A prompt will confirm the dates entered and warn that the process may

take time. Click on Yes to proceed.

Create Sales Summary Data

&

(Rejcreate sales summary data for 17-01-2005 to 20-01-2005

This may take a few minutes

6. A further prompt will advise that the process is completed. Click on the
Close button.

b3 Update Sales Summary Data

Date Range:  [t7i01/z008 -2 [0/o1/2005 =

Update complete - Updated 4 days

Create
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Pre-Formatted Client Reports

The procedure for using these reports is the same as described for MyCCT Client

reports.

There are two pre-formatted folders available under Sales Reports:

* Sales By Supplier
When generated this report shows gross Sales subtotalled by Supplier
ID giving Transaction dates, transaction ID, Debtor ID (if applicable)
Ticket type and Passenger name.

* Sales By Consultant
When generated this report shows the Gross Sales subtotalled by
Consultant. This is particularly useful for tracking Consultant
performance and commission based incentives.

Generate Summary

To avoid generating multi page reports that can be difficult to read, click on
Generate Summary instead of Generate Detail. This will take all the Items in the
Group Column and produce a clear readable summary including a total row

where applicable.

Sales Report Item Description

Transaction ID

Unique CCT Transaction identification

Transaction Date of transaction creation

Date

Transaction Month transaction created

Month

Ticket Fare From the Fare Basis field in ticket of cheque
Basis

Trip Departure
Date

Date entered in Departure date field in Trip

Trip Departure
Month

Month of Trip departure date in the Trip

Trip Order
Number

Order number field in Trip tab (corporate)

Trip Cost Centre

Cost Centre field in Trip tab (corporate)

Group Name

Company Group | Not in use

ID

Supplier ID Supplier ID entered in transaction

Debtor ID Debtor ID from Trip files associated Client

Passenger/ Trip primary passenger name or Group Name (if this field is used

it will override the Passenger name)
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Supplier Name | Supplier name from the Transaction
Ticket Number | Ticket number from the Transaction
Primary Destination field in Trip Tab
Destination

Trip Code Unique Trip identification code
Supplier Supplier numeric code (airlines)

Numeric Code

Creditor ID Creditor code from Transaction

Creditor Name | Name of Creditor in Transaction

Service Type Type of service from Transaction

Ticket Type Ticket/Cheque type from Transaction

Sales Code Transaction Sales Code

Tranx Consultant that created transaction

Consultant

Name

Tranx Consultant ID that created Transaction

Consultant ID

Billing Period Transaction Period ID

ID

Tranx GST Transaction GST indicator

YNC

Fare GST Exclusive fare amount

Amount GST Inclusive fare amount

Sales Fare (Excl GST) + Tax (Excl GST) + Non Comm Fee (Excl GST)

Sell Fare (Incl GST)+ tax (Incl GST) + Non Comm Fee (Incl GST) -
Discount (Incl GST) - CCCF Amount (Incl GST) - Agent Canx
Fee (Incl GST) - Supplier Canx (Incl GST)

Cancellation Agent Canx Fees (Excl GST) + Supplier Canx Fees (Excl GST)

Fees

Discount Discount (Excl GST)

GST Fare GST + Tax GST + Non Comm Fee GST +- Discount GST -
Supplier Canx GST - Agent Canx Fee GST

Other Taxes Taxes (Excl GST)

CCCF Amount | From CCCEF field in Transaction (Incl GST)

Nrml Comm Pct

Commission% of Fare
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Nrml Comm

Amount of Commission (Excl GST)

Amount

Suppl Comm Supplier Commission Percent of Fare (on net tickets)

Pct

Suppl Comm Supplier Commission Amount (Excl GST) (on net tickets)
Amt

Ovride Comm
Pct

Override Percent of Fare

Ovride Comm
Amt

Override Commission Amount (Excl GST) (on net tickets)

Itin summary

Summary of travel from Trip Tab

Trip Type Business or Leisure from Trip Tab
Trip Region Region of Travel from Trip Tab
Marketing Code | From marketing field in Trip Tab
Service Type Name of Service in Transaction
Name

Trip Consultant
ID

Consultant ID from Trip Tab

Trip Consultant
Name

Full name of Consultant from Trip Tab

Trip Status Code

Status code from Trip Tab

Trip Status

Description of Status code

Name

Client Code Client Code of Client file linked to the Trip
Client Family From the Client file linked to the Trip
Name

Client Given

From the Client file linked to the Trip

Name

Net Remit Code | Net remit code from net ticket Transaction
Net Remit From Sell field in Net Remit ticket Incl GST
Amount

Net Remit Net From Net field in Net Remit ticket Incl GST
GST In Nett (Incl GST) less Nett (Excl GST)

Tranx to Date

Enter <= DDMMYYYY for last day in Transaction date range

Tranx Status

Status code of Transaction
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Ticket Due Date | Due Date of Ticket issue from Trip Tab

Subtotalling

Subtotalling in Sales reports is available by using the Group column in the
Design screen. Multiple Items can be Grouped for subtotalling.

Example: Subtotal by Supplier

Heading | Incluce |Gr0up| Creler | Where |
tip Cost Centre ] ong ==
Euppierp | W W [or0 =
PassengeriGroup Name || 00 =
petorc [ ==

-
Trarw: Month S 11} Fase: Amount Sales Sell incellation Fe  Discount G5T Othei Tawes ZCOF Amncu
CENTRA
200511 2091 100.00 0.9 100.00 000 000 2m 000 0o
200511 8545 84.00 B546 S4.00 000 000 BS54 000 0o
176.36 134.00 176.37 134.00 000 n.oo 17.63 n.oo oo
CREAT
200511 61455 B76.00 61455 B76.00 000 000 6145 000 0o
614.55 E76.00 BE14.55 E76.00 000 n.oo B1.45 n.oo ool
N /|
200511 273 32710 36827 383.00 000 000 273 7090 00
200511 21820 24002 37418 386.00 000 000 ne2 15588 0D
200511 19473 420 3%53 35600 000 000 1947 14180 0o
iz 781.32  1.078.98 1.150.00 0.00 0.00 n.anz 36868 oo
,
Using Date Ranges

Transaction dates can be entered to run a report for specific periods. Dates must
be entered in the following format YYYY/MM/DD.

Enter the from date in the Tranx Date Where field using the greater than and
equal to symbol as shown below:

Heading |Include |Gr0up| Creler | Where |
vari: Date v Iom =1 |- [o0s07A S

Enter the to date in the Tranx To Date Where field using the Less than and Equal
to symbol as shown below:

'ﬁanxtowe 7 057 = |- Poosi7izo

This will generate the report for all transactions between and including these
dates.
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Module 8: Marketing
Features

How to Use CCT's
Marketing Features

There are two main areas for collecting marketing statistics which can be used to
collate information about the agencies passengers in CCT 3. They are:

* Marketing (Advertising) code on the Trip tab of the Trip file

A1 Trip - GL2411040001

[GL2411040001 | 1810512005 BCN Bean/Basi Mr L pE
b Trip (B segments l C2uates l B Clients l % Frequent Flyer l [ Accounting I%CDmments l @l
Passengers

hain Booking Mame: | Preferred Mame Client Code: | #

v Elean.l'ElaSiI hdr | BEAMNBASO0T Link Clierit | Unlink Cliert

Summary
Departure Date: hS.fDS.QDDB Consultant: lglenda Trip Status: l&dive Mbr of Passengers: l—
Ticketing Date: i 0572008 Destination: BCH order bec|
Region: W Marketing Code: ,7
Group Mame: | Cost Centre: ’kf
ttin. Summary: BNEBHIKBCNSNENE Trip Type: [Leizure =)
24 Hour Time?: [res Booking File: | Created: 24/11/2004

» Marketing tab entries on the Client file.

% Client - BEANBASO01

BEANBASOOT g MR Basil Bean L p A
A Client l M Trips l ‘ﬁ‘Cards l .Passports l %’Preference l gndditional = l%l H§| l

hitain 1st Class Tours [
age Adverture Tours [
Budget Coach T.DL.,II’S I
Cruising [
Clubs Family Holidayys |
Domestic Destinations Fly Drive Holidays [
International Free Independart Travel [
) Rail Tours [
Special Interests Short Weekend Stays |
sport
Traveling Times

Marketing information entered in these two areas is not transposed between the
Client file and the Trip file.
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Trip File Marketing Code

This Marketing Code appears on the Trip tab of a Trip file. It then defaults to
the Quote screen and to each Cheque and Ticket Requisition created in this file.
It can also be entered or changed in the ticket and cheque requisitions.

A1 Trip - GL2411040001

|GL241 1040001 g 180572006 BCH Bean/Basil Mr
7P Trip @Segments l C 2 Guotes l A Clients l %’Frequent Flyer l [ accounting l 5 Comments l H§| l
Passengers
Main Booking Mame | Preferred Mame Client Code | a}—
v [peanBasil Mr | BEANBASO0 Lirk Cliert | Unlink Cliert
Summary
Departure Date: W Consultant: W Trip Status: W Mbr of Passengers: l—
Ticketing Date: W Destination: W Order Mo: ,7
Region: W Marketing Code: ,7
Group Mame: | Cost Centre: ’kf
ttin. Summary: BNEBHIKBCNSNENE Trip Type: [Leizure =)
24 Hour Time?: [res Booking File: | Created: 24/11/2004

It can also be selected as a mandatory item on the Trip tab.

Before the Marketing Code field on the Trip file can be used, there are two
other entries that must be completed for this field to be actioned correctly, these

are:
1. The possible entries must be created in Tables.
2. The Security area under the Supervisor log-in must be specified to match

the requirements for this field.

Creating the Codes in Tables

To create these entries in Tables:

1. From the Menu bar, select Options and then Tables. Select the Codes
table from the sub menu.

Options

Transaction Search  Shift+F11

I R
Segment Defaults, .. Supplier...

Consultant... City Codes...
Currency. ..
CountryfConsulate, .,
Suburbs. ..
Billing Period. ..
Credit Card...
Custom Codes...

Personalise MY CCT...

Taxes...
Cashbook Accounts...
Marketing Codes. ..
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2. Select Marketing Code from the scroll attached to the Lookup Code field.
Any existing entries will then be displayed in the adjacent area.

E Code Table Maintenance

Enter Criteria: | Apply To: |lookup_code -

Lookup Type Cade Description -]
Marketing Code - MEWS Mews paper advertising
Flight: Class ~ REG Regular Customer
evwords ™ T4 Advertisement
ALK Wwalk In
[Meals YELLOW ‘ellow Pages
Fhone Type -
Reason Code I 4 | | »
Region
F.oom Type v
[den
Mame: I\Iational Campaign Delete
ther
1 |
2 |
=t |
+ |
Save | Exit | Help
3. Click on the New button to make a new entry.

E Code Table Maintenance

Enter Criteria: | Apply To: |lookup_code -

Lookup Type Cade Description -]
Marketing Code - REG Regular Customer
T TV Advertisement
ALK Wwalk In
YELLOW ‘ellow Pages
[l wee
-
L | B

Details (5 of §)

Code: WEB e R

Mame: From web page Delete

ther
1 |

2:|

3:|

4:|

Save | Exit | Help |

4, Click Save, and then the New button again if you wish to create another
entry, or Exit to save the entry and exit the screen.

Supervisor Settings and Trip
Marketing Code

The User must Log In as Supervisor to specify the way they wish to use the
Marketing Code on the Trip file. To complete this procedure:

1. Click on the Security tab.

2 Select the Trip module radio button.

3. Select Process from the Menu Name scroll.
4

Locate the Validate the Marketing Code Against the Lookup Table item.
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If this box is ticketed for a user group, the marketing codes used must match the
codes entered in the tables. If this box is not ticked, the user is able to make a
free text entry in the Trip file marketing code fields.

Mandstory Client Fields l Canned Remarks l Comments l
Branch l Consultant l Setup l Documents Security lCustom Fields l Mandstory Trip Fields

" General ( Client (* Trip Creditor  Debtor ¢ Cashbook O MyCCT

Menu Mame: |3 gle=tx
Menu Menu Item Menu Item M | 5C | C G | ML Mz |
Process V¥V ¥ M ¥ M
Create Adjustment M T
Change consultant M MO I
Discount: allowed M T
24 hour time M L T I
Mandatory segment selection - ticket i r
Cheque Requisition Remarks Mandatory i r
Ticket Remarks Mandatary i r
Cheque Fare Basis Mandataory i r
Ticket Fare Basis Mandatory i r
Mandatory segment selection - cheque i r
Mandatory - link all psgr ko dlient N rirnrr
Mandatory - link at least one psar ta client i r
2 T 2 2

alidate Marketing Code Against Lookup Table%

Using the Design Your Own Sales
Report

The information entered in the Trip file Marketing Code field can accessed from
the MyCCT Sales reports.

Refresh Sales Summary Data

The sales information must always be updated before using the Sales reports.
Take the following steps:

1. On the main menu, select File then Data Operations and Refresh Sales
Summary Data
Mew... Chrl+m
Open... Chr+O
Save Chrl+5
Data Operations Refresh Sales Summary Data. . k
Splash... CEPlus Export...
Standard Texts Banking...
‘Workflow alert. .
Quick Trip Wizard
2. A dialogue box will be displayed where you can enter the dates required.

Enter a date range and click on the Create button.

pdate Sales Summary Data

Date Range:  [t7i01/z008 -2 [0/o1/2005 =

Cloze
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3. A prompt will confirm the dates entered and warn that the process may
take time. Click on Yes to proceed.

Create Sales Summary Data

(Rejcreate sales summary data for 17-01-2005 to 20-01-2005

&

This may take a few minutes

4. A further prompt will advise that the process is completed. Click on the
Close button.

b3 Update Sales Summary Data

Date Range:  [t7i01/z008 -2 [0/o1/2005 =

Update complete - Updated 4 days

5. You can now open any of the MyCCT Sales Reports and select the
Marketing code for inclusion in these reports.

A My CCT Splash

+ T Trips

+ 2 Clierts

+ W@ Creditors

+ m Debtors

+ ‘ Cashbook

= E Reports
+ 2 Client Reports
+ m Debtor Reports
+ Q Guote Repaorts

-t eports

% [ Design Sales Report
[ Sales by Supplier
[ Sales by Consultart

Design Sales Report
Click on the Design Sales Report folder.
1. To create a report, tick the Headings to be including Marketing Code.

2. Select the report grouping by ticking the relevant items in the Group
column if required.

3. Using the scroll indicator, or overtyping, enter the numbers to Order the
column as required.

As each item was ticked for inclusion, the fill-in boxes appeared in the
Group and Where columns when applicable.

Heading names can be changed to shorten the space used in the report. e.g
Primary Destination can be shortened to Destination and Transaction
Consultant Name can be shortened to Consultant by overtyping the
existing heading.

Heading Include | Group | Order ‘Where
Trip Code v I oo -2 |
arketing Code v I o0z -+ |
T 003 -+ |
Destination |V I foos =
Trip Departure Date v oos = |
Supplier 0V - Joos = |
Consultant v I 007 - |
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4. Click the Generate Detail button to produce the report. No qualifiers
were added to the Marketing code, so all possible marketing codes have
been retrieved.

Saving your Report Design

If you would like to use this report again you can save the setting selected by
clicking on the Design Sales Report folder to re-display the selection screen and
click on the Save Design As button at the bottom of this screen.

mount $ 030 =+
Generate Detail | Generate Summary | Save Design ﬂs..%| Save... | Delete |

A dialogue box will be displayed where you can enter the Name of your new
report.

Select which consultant the report will be Available to from the drop down
scroll, or leave it set to All and click on the OK button.

¥ save Report Design

[Mame: Non'rtoring newy advertizing technigues

et |
OK | Cancel |

This folder will now appear on the MyCCT menu until you choose to delete it.

Using the Where Column

You can further tailor your search by making an entry in the Where column.

Heading Include | Group | Order Where |
Mipcode [ Joot = |
Marketing Code ¥ ~ fooz = E [
= .= ——=

H Pick marketing_code

Marketing Code

CORPORATE
NEWS

REG

™

ALK

WEB
YELLOW

[ ] comcs |

1. To use the Where columns click the blank box under the Where column to
reveal a drop down list.

2. Click on the = sign and another fill-in box appears.

3. Click on the ... icon (as indicated by the cursor) to open a selection box, or

type in the code required
4. Select and click OK.

Selections can be removed from the Where column by reopening the drop down
box and selecting the blank.
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Heading Include | Group | Order ‘Where |
Trip Code v || 001
arketing Caode [ [ [ooz J
T 003
Destination ¥ I~ [oo4
Trip Departure Date |V 00s
Supplier 0V I~ [oos
Consuttant v v |oo7
tipy Orcler Mo || 003
I

rip Cost Centre oog

The principals demonstrated above apply to the pre-set Sales filter folders as
well as to the Design your own Report folder.

Free Text in the Marketing Code Field

When the Validate Marketing Code Against Lookup Table item is un-ticked in
the Supervisor setting, the Marketing Code on the Trip file becomes a free text
field.

Mandstory Client Fields l Canned Remarks l Comments l
Branch l Consultant l Setup l Documents Security lCustom Fields l Mandstory Trip Fields

" General ( Client (* Trip Creditor  Debtor ¢ Cashbook O MyCCT

Menu Marne: |Pr0cess ﬂ
Menu Menu Item Menu Item M | 5C | C G | ML Mz |
Process V¥V ¥ M ¥ M
Create Adjustment M T
Change consultant M MO I
Discount allowed M T
24 hour time M T
Mandatory segment selection - ticket i r
Cheque Requisition Remarks Mandatory i r
Ticket Remarks Mandatary i r
Cheque Fare Basis Mandataory i r
Ticket Fare Basis Mandatory i r
Mandatory segment selection - cheque i r
Mandatory - link all psgr ko dlient N rirnrr
Mandatory - link at least one psar ta client i r
Yalidate Marketing Code Against Lookup Table I—% i rinrr

This also means that you cannot retrieve them in MyCCT reports.

Mandatory Trip File Marketing Entries

A supervisor can make the completion of the Marketing Code field on the Trip
file a mandatory item. To do so:

1. Log in to CCT as Supervisor.
2. Select the Mandatory Trip Fields tab.

3. Double click on the Marketing Code field to change it to a mandatory
field.
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4.

Click on the Save icon on the toolbar.

E Cross Check Travel
File Edit VYiew Options

O %
¥® Branch - BNE

Window  Help

Mandstory Client Fields l Canned Remarks l Comments l

Branch ] Consultant ] Setup ] Diocuments ] Sacurity ] CustomFields  Mandatory Trip Fields l
Summary
Departure Date: | Consultant: | Trip Status: | Mbr of Passengers:
Ticketing Date: | Destination: | Order Mo:
Region: Marketing Code:|
Group Mame: | Cost Centre: E

ttin. Summary: | Trip Type: -

24 Haur Time?: Ma Biooking File: | Created: 21/01/2005
| Doubde click on flefds to toggle required status on/off I
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Client File Marketing Tab

Marketing information in the Client file is entered under the Marketing tab.

% Client - BEANBASO01

[BEANBASOOT = MR Basil Bean ~ 2|
A Client l M Trips l ‘ﬁ‘Cards l .Passports l %’Preference l gndditional = l%l H§| l

hitain 1st Class Tours [
Marketin
age Adventure Tours [
Budget Coach T.DL.,II’S I
Cruising [
Clubs Family Holidayys |
Domestic Destinations Fly Drive Holidays [
International Free Independart Travel [
) Rail Tours [
Special Interests Short Weekend Stays |
sport
Traveling Times

To select a marketing item in the Client file the entry must first be first created in
the Table.

To learn how to create the codes for the Client file Marketing fields, See
"Marketing Codes Table" in Module 2: System Administration.

Collating Information from the
Marketing Tab

The information entered under the Marketing tab on the Client file can accessed
from any of the MyCCT Client reports by selecting the Interest Code.

The principals demonstrated below apply to the pre-set Sales filter folders as
well as to the Design your own Report folder.

1. Click on the Design Client Report folder.
2. To create a report, tick the Items required including Interest Code.

3. Select the report grouping by ticking the relevant items in the Group
column if required.
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4. Using the scroll indicator, or overtyping, enter the numbers to order the
column as required.

As each item was ticked for inclusion, the fill-in boxes appeared in the
Group and Where columns when applicable.

Item [ tnclude [ Group [ Order Where [

Client Code ¥  Joor = |

Interest Code v I 00z -4

me [ [o0s =

o Hl’ickinterest_code
Interest Code »~
SHOW SKI
SOCCER
SWMMING
TAS
TEMMIS
LK.
Usa
WIC
R
WATER SKI
WEEKENDS Z
OK | Cancel |
5. Complete the Where column to tailor your search if required. Specifying

entries can be created for any item which generates a Where field. If the
Where field is not completed files matching all possible entries will be
retrieved. When the Interest Code item is not specified all files with any
interest code will be listed.

6. To use the Where columns click the blank box under the Where column
to reveal a drop down list.

7. Click on the = sign and another fill-in box appears.

8. Click on the ... icon (as indicated by the cursor) to open a selection box, or
type in the code required. All the codes from all Types categories entered
in the tables will be displayed.

9. Select and click OK.

10.  Selections can be removed from the Where column by reopening the drop
down box and selecting the blank.

11.  Click on the Generate Details button to produce your report.

Client Code Interest Code Title  Given Mame  Family Mame Street Suburb Post Code
BEANBASOO] SMCWY SKI by Baszil Bean 13 Mockinghired LanPADDIMGTOMN 2021
WORGALI00T SMCWY SKI hrs Alice Wong 12 South RD SOMERSET HLLS 4053
HACKHAMOO SO SHI MR Hamizh Hackett 123 Main R STUARTHOLME 4066
CHUFFEL 00T SMCWY SKI hrs Felila Chu 181 Seaview Rd  MOOLOOLABA 43557
Lind*CLA001 SMCWY SKI Ms Claudia Lim 19 Swean Drive PEREMJCORI G620

NOTE: These reports can be saved into Excel or any other Microsoft application
and a Mail Merge created for a marketing campaign.
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Mail Merge

1. Using MyCCT reports create and display the report required in the work
area.

@

Fave Az

2. Click on the Save As button on the MyCCT toolbar.

3. Locate the folder required, and enter a file name and click on the Save as
Type drop down arrow and select the application required (normally -
Excel, or Excel with Headers)

Save in: |L’f} Clignt Mail Merge j &= ek EB-
emne |
Save as ype: |Exce| with headers j Cancel |

Exceld with headers
HTHL Table
Powerzoft Report
SaL L

SYLK
SYLK with headers
Teut S

4. Now the file is stored ready to merge.

Adding a Header

If a Header is required it can be added before the file is saved by clicking the
Headers button on the MyCCT toolbar opens a dialogue window allowing for
the specification of Report titles and the selection of printer settings.

(7] S EH mn = & 2 o BE

Fave Az Print. Headers | |Print Preview  Supplier Mew Fax  Tranx Search  Banking Zplash... ‘tandard Text

L7rEar

A My CCT Splash

+ 0 Trips
+ 8 Clients Interest Code Title Given Mame Family Mame

+ B Credtors WATER SKI1 hrs Glenda Spencer-Burridge
+ f Dettors TEMMIS s Felila ]

Cashbook
T _‘ Sshnog TENMS MR Tom Testpilot
= 'E Repaorts
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The Header can be tailored by selecting:

» The style of the title using the Bold, Italic or Underline buttons.

» Select the report layout - Portrait or Landscape

* The Zoom setting can be used to reduce the size of the printed report.

* The required printer can be selected and configured using the Print to
list and Setup button.

» Options for the top right hand corner of the report and can be selected
from the scroll indication. The choices are Todays Date. Page 1 of n;
Printed <date><time>.

Client Addresses for Sailing Group B |7 | O

Pririt
(" Porrait  (+ Landzcape Zoom(3%): (100 -
Print to: | Lexmark Optra E ~| Setup.. | &S| 2pply | Close |

Click on Apply to save the setting changes to the report.

Click on the Close button or click on the Print icon to send the report to
the printer.

The Print Preview button displays the proposed printout on screen,
allowing for last minute checks prior to generating the final hard copy.
Use the mouse to adjust the margins by dragging the Arrow icons located
within the displayed rulers (in line with the blue marker lines).

tink Preview

I T O O O P | O ] <

Cllent Addresse s for Salling Group

2 nkresicode  TiRe Glen Name Famlly Name Sheel Sabub

Using the reports from the menu bar, create the report required.

[Passport / Visae Expiry Report | Prited 21012005

BEANBASO0] Mr Basil Bean
Paszsport Number: 183425
Country: Australia
Expires: 02 Fal 2005

Visa Couniry Visa Number Expires Type

TAMOTAROOL Mrs Taruna Tamoko
Pazsport Numher: L470133
Country: Japan
Expires: 17 Fal 2005

Visa Couniry Visa Number Expires Type
Anstralia 568110 30 dug 2005 Business
Paplefl
£ >
M 40 M | Clear | Rettieve | Preview | Print | Save as.h| Close
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5. Click on the Save As button on the bottom of the report window to
retrieve the Save As window.

6. Locate the folder required, and enter a file name and click on the Save as
Type drop down arrow and select the application required (normally -
Excel, or Excel with Headers) as previously described.

7. You do not have the option to add a Header from within CCT with reports
generated from the menu bar.

Once the Microsoft Excel spreadsheet has been created and saved, generate
mailing labels as per you version of Microsoft Word, instructions can be found
through your Microsoft Help function.

Main Tab

When you open the Marketing tab, the Main tab will automatically be
displayed.

% Client - BEANBASOO1

[BEANBASO01 ng Basil Bean 2 A
A Client l M Trips l ‘ﬁ‘Cards l .Passports l %’Preference l gndditional l%l H§| l

Salutation: pr

Whailout Alloweed: [

Client Category:

Main

age

Budget

clubs

This screen allows for the filtering of clients groups into categories. The fist
filter is the Mailout Allowed filter and the Salutation is directed to this field as
well.

Enter the required Salutation and tick the Mailout Allowed box if the client
wishes to receive promotional material.

Client Category

Some agencies use categories to manage their client groups. The categories must
be created in the Tables for selection in this screen.

To create these entries in Tables:

1. From the menu bar, select Options and then Tables. Sclect the Codes
table from the sub menu.

Transaction Search  Shift+F11

List Flz

Segment Defaults, .. Supplier...

Consultant... City Codes...
Currency. ..
CountryfConsulate, .,
Suburbs. ..
Billing Period. ..
Credit Card...
Custom Codes...

Personalise MY CCT...

Taxes...
Cashbook Accounts...
Marketing Codes. ..
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2. Select Client Category from the scroll attached to the Lookup Code
field. Any existing entries will then be displayed in the adjacent area.
E Code Table Maintenance Pz|
Enter Criteria: | Apply To: |lookup_code -

Lockup Type Code Description |

Client Category - . A Top Client

Address Type ~ B Good Client - Regular traveller

Aircraft = C Patentially good client

Ealance Reason B o] Mak very regular

Banks

Cor e

[den
Mame: Top Clisnt Delete
ther
1 |
2 |
=t |
+ |
’?‘ Exit | Help |
3.

Click on the New button to make a new entry. Some agents use alpha or

numeric codes for their client groups, whereas other use short
descriptions.

E Code Table Maintenance

Erter Criteria: |

Apply To: |lookup_code =~

Lookup Type

Code Description |
Elient Category A Top Client
B Good Client - Regular traveller
C Patentially good client
n} Mot very regular
E]3

Detailz (5 of 51
Code: E Pleeay
Mame: Mot regular- but always large bookings Delete

ther
1 |

2:|

3:|

4:|

Save | Exit | Help |

Click Save, and then the New button again if you wish to create another
entry, or Exit to save the entry and exit the screen.

4.
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Using Information from Main
Tab

The information entered under the Main tab can accessed from any of the
MyCCT Client reports by selecting the Category, Salutation and Mailout
Allowed and then tailoring your entry using the Where column.

The principals demonstrated below apply to the pre-set Sales filter folders as
well as to the Design your own Report folder.

Click on the Design Client Report folder, and proceed as previously
demonstrated.

Item [ tnclude [ Group [ order Where [

Clierk Code 001 |
= 2 [
[
[
[

Cateqory ooz
o3
o4
oS
(i)
(i)

ailout Allowed

Salutation

GGiven Mame
Debtor_id
Farmily Mare

LI ARA
0 B e R

Bl o e e e o

Other ID Field on the Client File

The Other ID field could be used as a marketing tool as it is a field which allows
for the easy retrieval of a group of files not associated to a Debtor and not fitting
the client category field.

The Other ID field can be completed on the Client tab, or under the Additional
tab on the Client file as shown below.

% Client - BEANBASOO01

[BEANBAS 001 ng Basil Bean - 2 A
A Client | # Trips l W cards l 8 Passports l ¥ Preference l & additional l = l %l H§| l
Personal Details
Family Mame: Elean Given Mame: W @
Tt pr Birthdate: i maroe4 Gender: Male
Preferred Mame: | Cither IC:

To complete the Other ID field:

1. Open the Client file and complete the Other ID field on the Client tab or
select the Additional tab.

2. Click on the Interface tab on the left-hand side.
Complete the Other ID field with a free text entry.

4. Click on the Save icon on the toolbar.

% Client - BEANBASOO1

BEANBAZO01 g Mr Basil Bean
¥ Client l o Trips l W Cards l 8 Passports l W Preference ) Additional

Cther el FMPLOYEE 182

External Client Group: |

External Client o

[ Interface  other Upload Info
v
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In this example the Defence Dept Debtor might want their clients to use their
Employee numbers when making bookings as well as their Cost Centre code.

If the agent needs a list of employee numbers they could be retrieved in the
Client Search screen using the Other ID field.

Client Family Mame:

Client Given Mame:
Reset
Gender: @ Any O Male O Femal

Clientcode: [
Other ID: W
ClientBirthday: |
Debtorid: [ ~]
Group Id: I—

Consultant [d: |Any -

Client Created After: [24/01/1995

The screens below show a group of radiography researchers who all work for
different organisations and do not belong to any common group, however CCT
allows me to retrieve their files as a group so that I can send out relevant
conference package specials.

Client Code Cither I Family Mame  Given MName
HACKHAKMOOT radiography research  Hackett Hamizh
LIM*CLA001 radiography research  Lim Claudis
PACIMRAIL OO radiography research  Mcintyre Millie:
SMITCYBROO01 radiography research  Smith Coyhail
TAMOMIMOOT radiography research  Tamoko Ming

Switching Off Other ID

If your agency does not want the Other ID displayed on the Client tab of the
Client file, you can choose to switch it off by:

1. Log on as Supervisor and click on the Security tab.

2. Select the Client radio button.

3. Select Other from the Menu Name scroll.

4. Untick the Show Other Id on Front Screens option for any user group.

Mandstory Client Fields l Canned Remarks l Comments l
Branch l Consultant l Setup l Documents Security lCustom Fields l Mandstory Trip Fields l

" General  Client (" Trip  Creditor  Debtor Cashbook O MyCCT

Menu Mame: [28liy=g

Menu Menu Item Menu Item M | 5C | C G | ML Mz |
Other T A o I
2 T 2 2

Show Other Id on Front Screens %

Examples of How to Use Other ID

The Automobile Associations travel agents could use the Marketing Code on the
Trip tab of the Trip file to store the passenger's membership number. It would be
useful to have this information on the cover so the consultant could easily see
which files qualified for the extra discount. It could also used in the Design your
own Sales reports. The Other ID field on the Client file cover - for the same
purpose, and it also makes it easy to retrieval these files using this field in the
Client Search screen.
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The Other ID field could be used to organise groups if an agency has large
group markets. The files can be easily retrieved with Client Search, and the
entry is attached to the Client permanent record - so a list could be produced for
every group and the entry deleted after they depart. The Group Name field on the
Trip file could also be used while the booking was current, but for permanent
records could be extracted from the Other Id field.
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Galileo Support Contact
Details

Ask Galileo

Ask Galileo is our new on-line help service. It is designed to provide customers
with answers to the most frequently asked questions handled by our Service
Centre.

If you have a query relating to Galileo, you can now obtain an answer at your
convenience, saving you phone calls or waiting in line.

To View a short demo of Ask Galileo, visit http://www.agentofthefuture.com/
AskGalileo.htm

Then, when you wish to use the online service, go to www.galileo-
au.custhelp.com and register. Add this to your list of favourite web sites and start
making your life simpler!

Regional Service Centre

Our Regional Service Centre team in Sydney receive up to 4,000 calls per week
from travel agents throughout Australia & New Zealand. Their breadth of
knowledge and experience is comprehensive, enabling them to answer all your
Galileo queries.

Please remember to have your PSEUDO CITY CODE ready to quote to our
service centre specialists.

Service Centre Australia: 1300 555 000
Service Centre New Zealand: 0800 425 453

The Regional Service Centre is divided into three specialised teams to ensure
expert support. When your call is answered, you will be prompted to select from
the following options:

For Assistance With... You Should Talk To... Dial
Galileo Sign-on Galileo Host Team 1
Fares

Ticketing issues

Booking file issues
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Technical support Equipment & Data 2
) L. Communications Team

Galileo printing issues

Site Down / Connection issues

Galileo Leased hardware issues

CrossCheck Travel Business Applications Team 3

Our Sales Offices

Corporate Office and New South Wales / ACT

Level 28,
680 George Street
Sydney NSW 2000

Telephone: 02 9391 4000

nsw@galileo.com

Telephone: 03 9629 4566

Telephone: 07 3832 7191

Victoria / South Queensland Western Australia /
Australia / Tasmania Northern Territory

Level 4, Level 3, Level 15

607 Bourke Street 135 Wickham Terrace 256 Adelaide Terrace
Melbourne VIC 3000 Brisbane QLD 4000 Perth WA 6000

Telephone: 08 9223 7100

Telephone: 03 379 0545

nz@galileo.com

Telephone: 03 379 0545

nz@galileo.com

vic@galileo.com qld@galileo.com wa@galileo.com
New Zealand - New Zealand - New Zealand -
Auckland Christchurch Wellington

Level 8, Auckland Club Level 1, Sir George Level 6, Tourism and
Building Seymour College Travel House

34 Shortland Street 829 Colombo Street 73-89 Boulcott Street
Auckland NZ Christchurch NZ Wellington NZ

Telephone: 04 473 4826

nz@galileo.com

Galileo.Com

For the most up-to-date product advice and company announcements, visit:

www.galileo.com
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Galileo Classroom
Learning

To gain maximum competitive advantage from the Galileo reservations system,
it’s vital that you keep up to date with the latest features of the Galileo products
you’ve invested in. Galileo Southern Cross addresses this need by providing a
complete range of expert training solutions designed to ensure peak productivity
in your day to day use of the Galileo system.

We operate fully equipped training facilities at our offices in Sydney,
Melbourne, Brisbane, Perth, Auckland, Christchurch and Wellington. Each of
our training facilities conducts an extensive course curriculum covering all
aspects of the Galileo system.

For further course information and schedules, please refer to:

* http://www.galileo.com/galileo/en-au/agency/Products/

Training_for_Agents.htm (Australia)
or

http://www.galileo.com/galileo/en-nz/agency/Products/
Training_for Agents.htm (New Zealand).

» Qalileo GIS pages:
GC*403/22 (Australia)

or
GC*413/9 (New Zealand)

Galileo 360° e-Learning

You can now access a whole series of Galileo 360° eLearning courses on the
internet. Courses are free to Australian travel agents; all you will need is your
agency pseudo code and a PIN number which will be supplied to you by Galileo
on request. The courses are web based which means you will be able to access
them from the office or home! No downloads, no disks, no hassle.

To register for the course you will need a PIN. Please send an email containing
your Pseudo City Code to elearning_au@galileo.com, with the words "AU
Galileo 360 pin application" in the subject line of your email.
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Once you have your PIN, you will need to register the first time you enter the
site, but after that you will automatically go to the home page where you can
select the course you wish to study.

» To register for our e-Learning courses, go to:
http://www.galileo.com/galileo/en-au/agency/Products/
Training_elearning.htm (Australia)
or
http://www.galileo.com/galileo/en-nz/agency/Products/
Training_elearning.htm (New Zealand)

Live Training Restrictions

When you undertake any training on the live Galileo system, please adhere to the
following guidelines:

» Bookings MUST be made at least 6 months ahead and avoiding
holiday periods.

» Different dates must be used by each member of a training class.

» Names must follow best practice, using student surname and the word
Galileo (i.e. N. 1GALILEOSMITH/JOHNMR). Avoid famous
names.

* Do NOT book vendors other than those recommended by your
instructor.

» Be sure to cancel or ignore any bookings you have made or YOUR
AGENCY MAY BE CHARGED.

Air Bookings

*  Where possible, flights should be booked in economy class. Under NO
circumstances should they be booked in First or Business class.

* Do NOT book the last seats on any flight.

Car and Hotel Bookings

Very Important

When a car or hotel room is sold do NOT select Ignore from the Finish menu,
because the booking may exist in the vendor's reservations system. Any car or
hotel segments not required MUST BE CANCELLED.
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This guide should be used for guidance purposes only and should not be relied
upon as taxation or legal advice, nor used in substitution for obtaining your own
taxation or legal advice.

Galileo by Travelport disclaims all representations made in this guide, including
but not limited to representations as to the quality and accuracy of the
information contained in this document. This guide is subject to change without
notice.

Individual and Company names used in the examples within this guide are for
training purposes only and do not represent any commitment on their behalf.

Galileo Trademarks

Galileo by Travelport may have patents or pending patent applications,
trademarks copyrights, or other intellectual property rights covering subject
matter in this document. The furnishing of this document does not give you any
license to these patents, trademarks, copyrights, or other intellectual property
rights except as expressly provided in any written license agreement from
Galileo by Travelport.

This training guide may refer to the following registered trademarks, trademarks
or service marks of Galileo by Travelport:

Galileo®, Globe Device® logo, Viewpoint™, Focalpoint®.

Third Party Trademarks

Microsoft, Windows and Internet Explorer are registered trademarks of the
Microsoft Corporation.

All other companies and product names are trademarks or registered trademarks
of their respective holders.

Copyright
© 2006 Galileo by Travelport. All Rights Reserved.

The software described in this document is furnished under a license agreement
or non-disclosure agreement. The software may be used or copied only in
accordance with the terms of those agreements. No part of this publication may
be reproduced, stored in a retrieval system, or transmitted in any form or any
means electronic or mechanical, including photocopying and recording for any
purpose other than the purchaser's personal use without the written permission of
Galileo by Travelport.

Neither the whole nor any part of this document shall be disclosed to any party in
any form without the written consent of Galileo by Travelport. In Australia and
New Zealand Galileo by Travelport operate as Galileo Southern Cross.
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