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Module 1:

Module 1: Introduction

Welcome

Welcome to the CrossCheck Travel Client 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 daily Client Management functionality. For
more detailed accounting topics, See Account Management guide.

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

For more information on our training, see Galileo Training webpage.
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Introduction

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.

Access

Both of CrossCheck Travel Online Guides are available from within the
CrossCheck Travel application. There are various ways to access the guides:

* Help menu

* FI key

* Permanent link on the splash screen

E CrossCheck Travel 3.1
File Edit WYiew Galleo Documents Reports Options  Window Help

DEM &S 2DPEBTES P
BESEn B2 @ e [ £

+ T Trips
+ 2 Clients Alerts
Creclit
> 5 Drzt ors Virus Alert 111242005
ERLOrs Please do not open any emails until further notice
+ ‘ Cashbook
+ |3z Reports Announcements
2} ] CEIERS CROSS CHECK TRAVEL DATABASE 57512005
+] Iél Impartart Motes Updated with Feshlett by Michells Mulder August 2005
+ Cther
Galileo Links 5]
CCT on-ling documem%lﬁ' n 190352006
Infarmation =
Accountant/Auditor Visit 11022005
The Accountant and Audtior will be in &t 12pm Monday to check End of Year
figures. Please assist them if required.
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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: Introduction
[ Madule 2: Getting Started
EI Opening CrossCheck Travel
@ Logging In
[ foreen Lavout
hdenu Bar

%-I Screen Layout

EI Message Bar
EI work Area f Splash Screen

Index

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

[Comens | IZEI [ Sewch_|

A-C-D-E-F-G-H-I-K-L-M-N-0-F-@-R
§-T-W

a A~
Accounting Transactions
Action tems
Creating
Adjusiments
A ICredit f Debit Memos
ASSDL Adjustments

Aszocisted Dektors
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Introduction

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.

| Contents ” Index

CCF

Rank Title
100. Ticket Requisition
70. Refunds

30, Chegue Reguisition

20, Mett Remit Tickets

10, Additional Chegue Reguistion Types
10.  Dizcounted CCCF Tickets

100 Module 3 MyCCT

10, Multi Purpose Documents

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

bnd

Previous Menu ltem

Next Menu Item

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.

A How to Use CrossCheck Travel - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

Q- Q A G O search 5o Favartes @ Mede (2 - ; -

([ Mociuls 1: Introduction
@ viclcome
@ How to Use this Guide
([ How 1o Use CrossCheck Travel
[2] Svstem Componerts
[2] system overview
@ horile 2 Getting Started
@ Macle 3 MyCCT
@ horile & Cliert Fils
@ Macie & Trip File
@ Morhls & Trip Accourting Fart 1
@ Macie 7: Debtor File
@ todule 8 Trip Accourting Part 2 1
@ Macle S Documertation
2] contact Detais
=] pisclaimer 2z

How to Use CrossCheck Travel

CrossCheck Travel can be used in many different ways depending on the Client
tvpe and vour agency policies

Galileo Booking - Repeat Client

Ifyou have a repeat client booking an air segment:

Cpen the Client file which stores personal information about a single client
and Upload this infarmation into Galileo Desktop were a PMR shell will be
created

Book the air, car and haotel sectors required, and Download into the Trip
file

The passenger's itinerary, quote and staterment of account are generated
from the Trip file. All accounting procedures relating to the itinerary are
generated from the Trip file.

a

' My Computer

© Galileo Southern Cross 2006
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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.

e Back - J ﬂ \ELI ;‘_
‘ w to Security Tah h“ Search

If the cross reference is to the CCT Account 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.

Title Publication and course titles.
EMPHASIS Very important directives and terms.
Keyboard The underlined letter indicates the alternative

keyboard command (normally use with Alt key).

Hyperlink Link to web page or cross reference.
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Introduction

How to Use CrossCheck
Travel

CrossCheck Travel can be used in many different ways depending on the Client
type and your agency policies.

Galileo Booking - Repeat Client

If you have a repeat client booking an air segment:

1. Open the Client file which stores personal information about a single
client and Upload this information into Galileo Desktop were a PNR shell
will be created.

2. Book the air, car and hotel sectors required, and Download into the Trip
file.
3. The passenger's itinerary, quote and statement of account are generated

from the Trip file. All accounting procedures relating to the itinerary are
generated from the Trip file.

i

Upload

2 i

Client Trip

Galileo Booking - One Off Client

If a walk-in client wanting an air booking visits your agency and you do not wish
to create a Client file: (e.g. an overseas tourist booking BNE -ASP), the process
could begin in the Galileo host system and be downloaded to the Trip file.

P

Trip

Non Galileo Transaction

For example, a cruise, rail and insurance booking information about the client
can be transferred to the Trip file without the upload and download process by
using the Trip Creation Wizard.

2 7

Client Trip

© Galileo Southern Cross 2006 12
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Corporate Clien

t

A Client file may have a Debtor attached and then the booking be processed with
or without upload and download depending on the type of segments required.
The costs for the travel can be passed back to the Debtor by invoice from the

Trip file.
ot i
e’ &
Upload
Download
2 i
Client Trip
Associate
Invoice
i
Debtor
Basic Financial Processing

The financial processin
in and out of the Cashb

g takes place from the Trip file, and all transaction flow
ook.

Debtor and Creditor payments and refunds are received in the Cashbook all
transactions are cross referenced back to the Trip file.

m
Trip
Cashbook
Invoices
Credit Notes Payments
Refunds
Payments
i v

Diebtor

13

Creditor
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Introduction

System Components

CrossCheck Travel consists of a number of components which are used to store
information and carry out account processing.

The CrossCheck Travel components are:

MyCCT

MyCCT gives quick access to all system files, through the use of hyperlinks in
all modules. Additional reporting functionality has been included along with
extensive search capabilities for Trip and Client files.

See Module 3: MyCCT

Client Files

These are used to store details of regular travellers. Each Client file
accommodates the details of one traveller only and includes phone numbers,
addresses, business details, credit card records, passport/visa details, and travel
preferences.

The Upload facility is available to transfer Client file data into Galileo which
will automatically create a Galileo Booking file.

See Module 4: Client File

Trip Files

These are used to record each journey undertaken by one or more passengers.
The Trip file is your main working area, it is within these Trip files that
passenger names and itinerary details are stored, and where the passenger
accounting transactions are initiated.

The Download facility is available from the Galileo reservations system which
will automatically create a Trip file and complete many fields with data from the
Galileo Booking file.

See Module 5: Trip File

Debtor Files

These are used to store information relating to your commercial clients.
Company names, spending limits, business travel preferences can all be stored
on Debtor files. Within each individual Debtor file accounting transactions are
recorded, i.e. issue of statements, receipt of payments.

See Module 7: Debtor File

Creditor Files

These store details of companies to which you owe money. Details such as
name, phone numbers, and address details can be stored. Travel related and non
travel related Creditors can be created.

See Account Management guide.

®© Galileo Southern Cross 2006 14
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Cashbook

This contains records of your General Ledger accounts. It is from the Cashbook
that Bank Deposit Slips are created, Bank Statements are reconciled, and
General Ledger transactions carried out.

See Account Management guide.

Documentation

The Documents menu is context sensitive, meaning the contents on the menu
change depending on the current file type open (i.e. Trip, Client, Debtor etc.)

See Module 9: Documentation

System Overview

The following diagram provides a simplistic overview of the major system
components involved in CrossCheck Travel client management.

Download
2 L
Client Trip
Client Details Itinerary Segments
Personal Preferences Quotes
Accounting Transactions
Assaciate

Diebtor
[ Corporate Details
Corporate Preferences

&

Cashbook
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Module 2:

Module 2: Getting Started

Opening CrossCheck
Travel

CCT can be opened from the desktop as follows:

If a short cut icon for CCT has been added to the desktop, double click on the
CCT Icon.

a2

CrossCheck
Travel 3

Alternatively, open CCT from the Windows Start Menu using the following
steps:

1. Click the Start button to display the selection menu.

2. Move the cursor up the menu so that Programs is highlighted and a list of
programs appears on the screen.

3. Highlight Galileo Southern Cross from the list to display a sub list of
Galileo programs.

4. Select CrossCheck Travel.

17 CrossCheck Travel 3.1 Client Management Guide



Getting Started

Logging In

E!. CrossCheck Travel 3.1 g|

User: |iamie

Password, |
Cancel |
e
e
Change Password
() 1993-2004 Galileo Southern Cross All Rights Reserved “ersion: 3.1.2687

CCT is governed by security and requires a user name and password to access
the system. This user name and password is assigned by a System Administrator
or Galileo Support Executive.

To log into the CCT application:

L. Complete the User field with your user name.
2. Press Tab and complete the Password field.
3. Click on OK (or press the Enter key).

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. See
"Regional Service Centre" for contact details.

®© Galileo Southern Cross 2006 18
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Change Password

CCT allows a user to change their password whenever the system is accessed. It
is recommended this be done at timely intervals to ensure the security of the data
stored within the CCT application.

To change a password:

1. The user must Log In with their existing password.
2. Click on the Change password button.

3. Complete the dialogue box and click OK.

E CrossCheck Travel 3.1 @

Cancel |

ey password; |Haesesass

e
e

() 1993-2004 Galileo Southern Cross All Rights Reserved “ersion: 3.1.2687

4, The screen now shows a field for the new password to be entered. Type a
new password and press Enter, or click OK.

5. A prompt appears asking you to enter the password again. Click OK to
close the prompt and re-type the new password, then click OK.

6. The Log In screen will be redisplayed with the new password
automatically entered. Complete the CCT Log In by clicking OK one final
time.

Log In Error: Version Mismatch

When logging in to CrossCheck Travel, the system will now check that the
workstations are the same version as your database. If they are the same version
the login will complete successfully. If a message appears with a title Version
Mismatch, as per the examples below, it means that either the Workstation or
Server upgrades were not completed successfully.

| Version Mismatch |
: - - Sy e v Database requires upgrade to 3.1.2673
@ Client version: 3.1.2678 is not compatible with Database version: Build 3.0.4 @ Current database version: Build 32.0.4F

To rectify either situation, the best solution is to re-run both the Server and
Workstation upgrades then try logging into CCT.

If you have further problems, please contact the Galileo Service Centre. See
"Regional Service Centre".

CrossCheck Travel 3.1 Client Management Guide



Getting Started

Screen Layout

<= CrossCheck Travel 3.1

M=%

Menu Bar

Standard
Toolbar

File Edit Yiew Galleo Documents Reports Options  Window Help

MyCCT Toolbar—

MyCCT Menu

Message Bar

] E &N @& @ 2 o @ T & ?
Hew Open Fave Host Uplaad Client Trip Debtor  Creditor  Cachbook  Help
B & B = # & 2 @ w =B [} #
Fave Az Frint Headers  Print Proview  Supplier  MewFax  Tranx Search  Banking  Splash.. tandard Text  Alert GuickTrip
My CCT
A My CCT Splash
+ T Trips
+ 8 Clients Alerts "
Creclit
: 5 D:atorosrs Virus Alert 111202005
Please do not open any emails until further notice
+ ‘ Cashbook
+ |z Reports Announcements
2} ] EITERS CROSS CHECK TRAVEL DATABASE Sm2005 |-
+ 1Yy Important Motes Updated with Feshlett by Michells Mulder August 2005
+ [ Other - -
Galileo Links &
CCT on-ling documentation 190352006
Infarmation
Accountant/Auditor Visit 11022005
The Accountant and Audtior will be in st 12pm Monday to check End of Year
figures. Please assist them if required.
Links
Gantas Website 11022005
Guick Link to Wehsite
Mv]
< ] I | [ >]
“F!eady

Menu

Splash Screen/ Work Area

Bar

The Menu bar provides several drop-down lists containing all the functions and
options available in the CCT application. Selecting each Menu displays the drop-
down list with several menu commands showing additional pop out lists when
the mouse is placed over them. Clicking the mouse on the option performs the
function selected.

© Galileo Southern Cross 2006
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Toolbars

The Toolbars (both Standard and MyCCT) provide quick access to several
commonly used CCT features. These toolbars can be adjusted to suit the
individual working environment of each user.

Standard Toolbar

The Standard Toolbar consists of a selection of buttons that perform frequently
used tasks. Toolbar functions can also be accessed from the menu bar. The
Standard Toolbar buttons are set and are unable to be reconfigured.

Button

& @ 2 o @ @ ?

Host Upload Client Trip. Debtor Creditor Cashbook Help

Function

New

Clicking the New button produces one of two results

» Ifno files are open and you click on the New
Icon a File Select dialogue box is displayed.
Select the type of new file to be created by
clicking the appropriate radio button

+ Ifafile is already open, click on the New Icon,
and a new line is added to the field where the
cursor sits e.g. Enter a name, click on the New
Icon and a second name field fill-in box appears

Open

Opens the File Select dialogue box

Save

Saves the active file or entry

Host

Opens the Galileo Host application

Upload

Uploads the Client file into the Galileo Host

Client, Trip,
Debtor or
Creditor

Displays the last corresponding file accessed

Cashbook

Opens at the Travel Account

Help

Opens the Galileo web page which contains a variety of
reference documents

21
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Getting Started

MyCCT Toolbar

The MyCCT toolbar gives users easy access to commonly used tasks such as
Transaction Search and to new functionality available in the MyCCT menu.
These tasks can also be accessed from the Menu Bar.

B &2 =

Print. Headers

LR & 2 DV B2 ] £

Print Preview  Supplir  MewFax  Tranx Search  Banking  Splash.. tandard Text  Alert GuickTrip

The toolbar buttons perform the following functions:

Button Function

Save As Allows an existing document to be saved

Print Activates the printing function in CrossCheck Travel

Headers Allows a header or title to be added to the top of a page

Print Preview Activates the Print Preview function in CrossCheck Travel

Supplier Accesses the Supplier Table

New Fax Creates a Fax Header in Word

Transaction Search for any Transactions, Ticket or Cheque numbers

Search

Banking Opens the Cashbook at the Deposit tab

Splash Opens the dialogue box to create a new Splash screen
entry

Standard Text Opens the Maintain Standard Texts window for setting of
itinerary headers and footers

Alert Opens the dialogue box to create an Alert Item

Quick Trip Opens the Quick Trip input screen

For further detail, See Module 3: MyCCT.

Toolbar Text

The view of both toolbars can be changed to show the Toolbar buttons in a larger
size with text prompts, or display smaller buttons with no text prompts. To
switch between the two modes, select View from the Menu Bar and click
Toolbar Text. Alternatively right-click on the toolbar itself and select from the
menu that appears.

v Toolbar |

Print Preview
Headers. ..
If the Toolbar Text option is unticked, the buttons show no text and are smaller.
DM &2 20T ?
BESED EB L o ke[ 2

The Toolbar icon text is still available by positioning the mouse pointer over the
Toolbar button to display a pop up tip box.

© Galileo Southern Cross 2006 22
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MyCCT Menu

The MyCCT Menu gives users access to the full range of MyCCT functionality.
It contains sub menus for most areas including Trips, Creditors, Debtors,
Reports, Action Items and Important Notes.

Message Bar

The Message Bar provides feedback to the user, providing quick tips or help to
fill in dialog boxes, or the current status of the CCT application.

The message bar constantly updates to reflect movement of the mouse or cursor.
The message bar is used to offer instruction pertinent to currently selected fields
or menu items.

Clicking in a field displays a helpful tip in the message bar area.

Phones
Type| Srea
)
Addresses
Type|  Building

——
Enter area code

Work Area / Splash Screen

The Work Area is the main area of the CCT environment and displays many of
the fill in screens and responses from the CCT application. Upon opening CCT,
the Splash screen is appears in the work area.

See "Splash Screen" in Module 3: MyCCT.
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About CCT

When you need to call the Galileo Service Centre, they will need information
about your program in order to help you. Click on Help on the menu bar and
select About to display a window with details about CCT.

= CrossCheck Travel 3.1

Wersion: 3.1 2687

Databaze: Build 3.1 2687

Date:  2806/2006 17:04

() 1993-2004 Galileo Southern Cross All Rights Reserved

NOTE: The options available from the Menu Bar, Toolbars and MyCCT menu
are dependant on the level of security that has been granted to each user. If an
option described in this manual is not available when selecting a menu or toolbar
button, this means access has not been granted for the current user to the relevant
functionality. The security setup is handled by a Manager, Supervisor or Galileo
Representative.
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Navigation Tips

Several short-cuts are available within the CCT application to allow for easy
navigation.

New

Dependant on the cursor location, the New icon can be used to create additional
lines for fields, such as Phones, Address, Credit Cards, Preferences etc., or
entirely new files. This function also has a keyboard short-cut, Ctrl+N and can
also be accessed from the File menu.

Save

On various windows and screens, the information must be saved before
proceeding. Use the Save icon on the standard toolbar, the Ctrl+S keyboard
short-cut, or the File menu.

File Drop-down Selection Lists

Some file windows have a drop-down selection list available from the top of the
window.

1Z0OH | Garuda Orient Holidays

GLOBUS GLOBUS -~
GO Garuda Orient Holidays

GOLD MALAYSIAN GOLDEM HOLIDAYS

(GOLD COAST GOLD COAST BOOKING CENTRE %

GOME G0 MEW ZEALAND

This list gives access to other files which can be opened by highlighting the
required line.

Magnify Glass

Whenever the cursor changes to the CCT Magnify Glass, double clicking on that
item will open a related screen.

Mouse Right Click

In several areas a menu is available to from the Right mouse button. It will
display a list of functions pertinent to the currently accessed screen.

CrossCheck Travel 3.1 Client Management Guide
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Useful Keys

The following keys are useful short-cuts for functions that otherwise require

menu selections.

Key Function

F4 or Alt+1 Open List Box

F5 Move to File Code field (drop down list at top of file
window)

F10 Same as ALT, displays keys to press in order to access
menus

F11 Search - displays list of current file type, sorted by current
field

F12 List - displays list of system table options for current field

Ctrl+F4 Closes the currently open file

Ctrl+D Delete current file

Ctrl+F Opens Upload / Preference screen to perform upload of
client file

Ctrl+H Open Galileo Host Application (Galileo Desktop)

Ctrl+N New record, line, field etc.

Ctrl+O Opens last accessed Trip, Client, Debtor, Creditor file
(select from list of options)

Ctrl+Q Enter Query mode

Ctrl+S Save current file

Ctrl+tHOME Move cursor to first input field in current section

Ctrl+END move cursor to last input field in current section

Ctrl+TAB Move between open files

CtrI+ENTER Select enter data entry line

TAB Move cursor forward to next input field

Shift+TAB Move cursor back to previous input field

Shift+ENTER | Select entire field

HOME Moves cursor to beginning of current field

END Moves cursor to end of current field

© Galileo Southern Cross 2006
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Adding Information

All Input fields in CCT utilise one of the following methods for adding or
amending information.

Mandatory Fields

Mandatory fields are shown in blue. The colour disappears once typing takes
place in the field. If all data is removed from the field it returns to the blue
colouring.

Date & Time Fields

All date fields allow data to be entered in various formats - the most common is
DD/MM/YY or 25/Dec/08. Dates can also be entered using the format of
25Dec08. When moving from any date field, CCT converts the date format to
the windows date setting.

All Time fields can be added in either 12 or 24 hour format. The time reverts to
the selection made in the 24 hour time box on the Trip tab screen.

Data Specific Fields

Data specific fields can be identified by the use of the word Select in the
message bar. These fields require data that is stored in the CCT system tables to
be used. In most cases these tables can be added to or amended by the user. In
order to view the applicable table, use F12 or double click in the field to display
the search window.

Free Format Fields

These fields are not related to any CCT system tables and allow the input of any
free format text. Note that certain fields may be used for document printing in
which case the data prints exactly as it has been typed into the field.

Drop-down List Box Fields

These fields require specific system codes to be entered. They can be recognised
by the presence of a small arrow indicator appearing when the mouse is clicked
in this field. Click on the arrow to display the drop-down list. Highlight the
required option using the mouse and click to transpose it into the field.

Radio and Check Boxes

These fields are provided to allow for easy selection. Radio buttons only allow
for one option to be chosen. Check Boxes allow for multiple options to be
selected.

CrossCheck Travel 3.1 Client Management Guide
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GST Button

Many screens within CCT require values to be entered inclusive of GST. These
screens include

» Ticket and Cheque Requisitions
* Refunds from Creditor
» Trip Quotes

If the GST inclusive values are unknown, a GST button is provided, giving
access to a GST Exclusive window.

Reverse | | G§Th| Repeat | Payment |

The GST inclusive values are calculated by CCT automatically and transposed to
the relevant fields on the transaction input screen after clicking OK. These
screens can be printed by clicking on the Print icon.

NOTE: If GST inclusive values have been entered into the transaction input
screens, the GST button can be used to view the GST exclusive amounts.

E Exclusive g|
Exclusive GST Inclusive
Fare: | 143637 | 14363 [ 1,580.00
Discount 1: | 3637 | 363 | 40.00
Discount 2: | o0 o .00
Carmrission: | 143.64 | 1436 | 153.00
Supplisr Fee: | ECTR .09 | 100.00
Agent Fee: | 4546 | 454 | 50.00
Man Comm Fee: | ECTR .09 | 100.00
Taxes: | o0 | o0 | .00
§| ﬂ| ,Q—Kl Cancel |
The items included in the GST window will vary according to the transaction

type.

Ticket and Cheque Requisition screen allows for such fields as Fare, Discount,
Commission and Non Comm Fees to be entered. Depending on the type of
Ticket / Cheque Requisition screen being created, the Supplier Fee and Agent
Fee may also be available.

A Refund from Creditor screen provides fields for the entry of Fare,
Commission, Supplier Fee, Agent Fee and Non Comm Fee.

The Trip Quote screen will have fields for Fare, Discounts and Commissions
only.

While creating a transaction, figures can be entered in the GST Exclusive
window.

Once the transactions have been saved, this window becomes a view only screen.
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Navigating MyCCT

MyCCT gives quick access to all system files, through the use of hyperlinks in
all modules. Additional reporting functionality has been included along with
extensive search capabilities for Trip and Client files. Features such as
Workflow Action Items and Important Notes are also accessed from the MyCCT
menu.

The majority of options available in MyCCT are accessed using the MyCCT
Menu. Each option, except for MyCCT Splash, contains sub menus that are
displayable by clicking the + icon next to the relevant heading. Once a menu has
been expanded, clicking the - icon collapses it. Selecting any folder from a sub
menu will display the results in the Work Area.

A My CCT Splash
+ T Trips
S

}D Search...
% Search Results
[ Accessed Taday by Me
[ Recently accessed by me
[ Recently modified
S\ With Important Notes
[ My Departing Clierts
[ Al Departing Clierts
B Allin Database

+ W@ Creditors

+ m Debtors

+ ‘ Cashbook

+ |7z Reports
+ Action tems
+ /1% Important Motes

+ [ oOther

Other frequently used MyCCT functions are available from the MyCCT
Toolbar. For a detailed description of the toolbar, See “Toolbars” in Module 2:
Getting Started.

B & E - ¢ B 2 @ 9 B @[ #

Frint Headers  Print Proview  Supplier  MewFax  Tranx Search  Banking  Splash.. tandard Text  Alert GuickTrip

Refreshing MyCCT

All MyCCT areas except Reports and Splash can be updated by right-clicking
and selecting the Refresh function.

A My CCT Splash

— T Trips
}D Search...
% Search Results
[ Accessed Taday by Me
[ Recently accessed by me
S\ With Important Notes
[ Departs this Morth

(4]
+ [ Sales by@l

+ [7 Sales Future Travel
+ [ Hotel Commission
B Allin Database
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Customising MyCCT

Customise some of the MyCCT default settings to suit your needs.

Select the Options heading on the menu bar, and then Personalise MyCCT, to
open a fill-in mask with the pre-set default setting displayed. This mask is not
available when a file is open.

E8 Customise MyCCT K|

Sound forworkflow alert
Ok
| ~I[El2

¥ Mo sound

Cancel

Workflow Alerts

™ Mo Popup Window

v Create alert as Quote follow up
Check for duefoverdue items every ’2—§ Minutes
Snooze button to postpone alert by ,@ Minutes

Trip Search Defaults:
Departure date range: g ﬁ Manths before today

12 4 Maonths after today

Trip Ticket Defaults:
Ticket Type: TET -

Trip Type: Leisure -
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Function Description

Sound for Allows customisation of the Ring Tone used when an

Workflow Alert | Alert Item becomes due. Select a new Ring Tone from the
drop-down box or click the browse button to search and
select a new ring tone. The Musical Note icon plays the
current selection

No Sound Turns off all sound for Alert Items

No Popup Turns off all pop-up windows for Action Items. Action

Window Items are then only accessible from the MyCCT Action

Items sub menu

Create Alert as
Quote follow up

Configures CCT to automatically create a new Action
Item when a quote is saved, ensuring all quotes are
followed up

Check for due /
overdue items

Sets the regularity of checking for new Due and Overdue
Action Items. The smaller the number the quicker the
Action Items will be displayed

Snooze button
to postpone alert

Sets the number of default minutes an Action Item should
be postponed when using the Snooze button within the
Alarm Field

Search Defaults | Trip Departure Date range: Set the date range for the
Trip Search function.

Ticket Type Sets the default Ticket Type used when creating Manual
Tickets -select from TKT or CCF

Trip Type Sets the default trip type when creating new Trip files,

select from Leisure or Business

CrossCheck Travel 3.1 Client Management Guide
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Splash Screen

The MyCCT Splash screen will be automatically displayed when CCT is first
opened and whenever you are not working in a file, report or list. The Splash
screen is similar to an agency bulletin board. It can be used to broadcast
messages to all consultants within the agency, providing important information
or hyperlinks to sites or documents. The messages can be set up with time limits
to ensure they are only displayed for set periods. Five message types are
available to categorise the display.

¥ CrossCheck Travel 3.1 |’._||’E|r‘5__<|
File Edit WYiew Galleo Documents Reports Options  Window Help

O B o @ @ 2 A - S - & ?

Hew Open a Host Uplaad Client Trip Debtor  Creditor  Cachbook  Help

E =m & f§ 2 o ke ] £

Print. Hea

<
ders  Print Preview  Supplier owFax  Tranx Search  Banking  Sphch.. tandurdTezt  Alart GuickTrip

A My CCT Splash
+ T Trips
+ 2 Clierts Alerts

+ W@ Creditors
+ m Debtors
+ ‘ Cashbook

+ |3z Reports Announcements
+ Action tems

Virus Alert 11022005
Please do not open any emails until further notice

CROSS CHECK TRAVEL DATABASE 51812005
+ (1Y Important Motes Updated with Feshlett by Michells Mulder August 2005
+ [ Other

Galileo Links

CCT on-ling documentation 190352006

Redisplaying the Splash Screen

After a file list has been displayed or a file open in the Work area, the Splash
screen might not always be immediately re-displayed. Click on the Splash icon
in the MyCCT area on the left hand side of the screen to re-display Splash. (Not
the Toolbar button - this opens the Splash input window).

Creating a Splash Screen Entry

1. Click on the Splash Icon on the MyCCT toolbar, or select File, Splash
from the menu bar to create a new Splash entry.

2. The Maintain Splash Entries window will be displayed showing all
previous entries made (if any).
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3.

4.

Click on the Insert New button to begin a new entry, otherwise a previous
entry will be overtyped.
E!. Maintain Splash Entries g|
Link= Ied: Crested: [24/02/2005
‘Welcome to CrozsCheck Travel Key: ’7 Splash urtil: W
(= 1ATA tax codes  ( Splash untit 24 Feb 2006 ) il | el =l
Type: |Links ﬂ
Heading: 'ATA tax codes
Hyperlink: Mww.iata.org
Test Hyperlink IATA tax codes
Mates:
< , EETEr
Complete the following fields as required.
Field Description

Splashed Until enter the last date required for your message to be

displayed on the Splash screen. After this date the entry
will not be displayed in the Splash screen but will be
stored as a history item on the left-hand side of the
Maintain Splash Entries window. These stored entries can
be deleted

Visibility select All to send a message to all users or choose to send

a message to a particular consultant by selecting from the
drop-down list.

Type select the type of message to be created from the following

categories:

Alerts, Announcement, Information, Link, Specials

Heading enter the heading to be displayed when the Splash screen

1s accessed

Hyperlink the entry may be hyperlinked to a web site or a document

Test Hyperlink | this button is used to test the hyperlink entered to ensure

its validity — it only appears after both the hyperlink and a
heading has been entered

Notes a free text area which will appear on the Splash screen.

This field is not mandatory.

5.

Click on the Exit button, to save the entry to the database and close the

Maintain Splash Entries window.
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Action Buttons

M ¥

The buttons at the bottom of the Maintain Splash Entries screen will assist with
creating, changing and deleting entries.

The Delete button will delete the message displayed on the
right-hand side of this screen.

I g
|'| |

The Insert New button should be clicked to begin a new
Splash entry. Any number of messages can be created at
the same time.

&

The Save to database button saves your entry to the CCT
database and displays it on the left-hand side of this
window and on the Splash screen, and keeps the Maintain
Splash Entries window open.

The Exit this screen button saves your entry, displays it on
the Splash screen, and closes the Maintain Splash Entries
window.

Changing a Splash Screen Entry

1. Click on the Splash Icon on the MyCCT toolbar, or select File, Splash
from the menu bar, to open the Maintain Splash Entries window.

2. The message to be changed must be displayed in the right hand side of the
Maintain Splash Entries window. Any messages can be moved from the
left to the right-hand side of this window by clicking on the item in the list
displayed on the left-hand side, or by clicking on the arrow buttons at the
bottom of this screen.

3. Once the message is on the right-hand side, retype or alter any fields
required. Click the Save to Database, or the Exit button to commit the

changes.

Deleting a Splash Screen Entry

Open the Maintain Splash Entry screen, and display the entry to be deleted on
the right-hand side of the screen. Click the Delete button, and click Yes to the
prompt to delete the entry.

© Galileo Southern Cross 2006
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Trips

The Trips section provides quick access to trip files using pre-set search folders
or by entering your own search criteria.

S F  Trips
% 52 Search...
% Search Results
[ Accessed Taday by Me

[ Recently accessed by me

S\ With Important Notes
[ Departs this Morth
Q Guotes

+ [ Sales by firm date

+ [7 Sales Future Travel

+ [ Hotel Commission
B Allin Database

Click the + icon next to Trips to display the following options:

Options

Description

Search

Tailor the search by entering as many fields as required

Search Results

List of Trip files that match the above Search criteria

Accessed Today
by Me

Trip files worked on Today by the current consultant

Recently
Accessed By
Me

Trip files recently worked on by current consultant

With Important
Notes

Trip files with Important Notes attached

Departs this

Lists all trip files with a departure date in the current

Month month, from the Home and Access branches

Quotes Retrieves all files with Quote in the Status field. All
Quick Trip files are automatically listed in this folder
until their status is changed.

Sales by Firm Opening this folder will display a list of sub-folders

Date allowing the user to view the sales for given periods,

dating from today back to the previous four months

Sales Future

Opening this folder will display a list of sub-folders

Travel allowing the user to view the sales for given periods,
dating from today to one year into the future

Hotel Opening this folder will display a list of sub-folders based

Commission on the status of the tracked commission. This tool allows

users to track commission when the client has paid the
hotel directly

All in Database

Displays an entire list of Trip flies in the CCT application

CrossCheck Travel 3.1 Client Management Guide



MyCCT

Trip Search

The Departure dates default to a 9 month range (3 months prior and 6 months
forward of today’s date) This period can be adjusted by selecting Personalise
MyCCT from the Options menu. See "Customising MyCCT" in Module 3:
MyCCT.

To use Search:

1.
2.

© Galileo Southern Cross 2006

Open by clicking on the Search folder in the MyCCT menu.

A fill-in mask will then open where you can complete as many fields as
required to tailor your own search.

(Primary or any passenger)
Group Name: | Reset
Departure: [11/07/2004 To: 1041252005
Trip Code:
Status: -
Destination: | (Primary or any point in itinerand

Consultant: [Any -

Booking Eile Id:

Complete any fields in this mask and click on the Search button to display
a list of files in the Work Area.

The fields in this mask are taken from these fields on the Trip tab. The
entries in this mask must match those on the Trip tab. (i.e. the Group
Name field is a free text area, therefore the entry in the search screen can
be any part of this entry).

If a Trip code is entered, CCT automatically moves straight to that Trip
file. The first few characters or the full code can be entered.

To clear the fields and start a new search, click the Reset button.
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Preset Search

The MyCCT Trip section has many pre-determined search folders to retrieve
files by commonly used groupings.

The following table describes the presets folders

Preset Description

Accessed Today | Trip files worked on today by current consultant.
by Me

Recently Trip files recently worked on by current consultant.
Accessed by Me

With Important | Trip files with an Important Note attached.

Notes

Departs this

Trip files owned by the current consultant departing within

Month the month.

Quotes Retrieves all files with Quote in the Status field. All Quick
Trip files are automatically listed in this folder until their
status is changed.

Sales by firm Opening this folder will display a list of subfolders

date allowing the user to view the sales for given periods,

dating from today back to the previous four months.

Sales Future

Opening this folder will display a list of subfolders

Travel allowing the user to view the sales for given periods,
dating from today to one year into the future.

Hotel Opening this folder will display a list of subfolders based

Commission on the status of the tracked commission. This tool allows

users to track commission when the client has paid the
hotel directly.

All in Database

All Client files in the CCT application will be listed.

Click on the required folder to display a list of Trip files in the adjacent work
area, then click on the Trip code hyperlink to open any file. Some folders have a
sub-menu attached to further qualify the search and can be opened in the same

manncr.

Search Results

Once the Search has

been conducted, a list of Trip files will be displayed in the

Work Area. The results are also placed in the Search Results folder.

Trip Code Agency Paszengers Departure Date Primary Dest oking File Group Mame
GL1406040002 “ictoria Meintyres Jack My TamaokoMding Mr 10 Apr 2005 0S4 Crozs Cultural Study tour
GL1406040003 Mewy South VWales  Bean/Basil Mr BeanBetty Mrs 1 May 2005 BCN
GL1 40001 Gueensliand KlinfOscar Mr 12 May 2005 Casablanca
L1 406040001 “ictoria SpenceriCyhil Mrs Hackett! George 15 Oct 2005 SHA, Dragon bost world competition
GLOS0G04000F7 Gueensliand RizcuttoRoger Mr 21 Sep 2006 Papecte
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The number of visible columns and rows is dependant on screen resolution of the
computer monitor, however the list can be moved down and / or across using the
Scroll Bars. The columns can be sorted by clicking the column header e.g. to sort
the list by Departure Date, click the Departure Date heading. The first click
sorts the list into ascending order, clicking the header again sorts the list into
descending order.

File Access
Open any Trip file by left-clicking on the Trip Code hyperlink.

Quote Folder

The Quote folder automatically stores all files created with the Quick Trip tool
which have the status of Quote allocated to them on creation, along with any
other Trip files with the status of Quote.

— P Trips i

}D Search... - - —
% Search Resuts Trip Code Trip Code Departure Date Destination
[ Accessed Taday by Me BE1 306030004 BE1 306030004 hon 1 Sep 2003 LON-London
El Recently accessed by me  |(GL2511040007 GL2511040007 Fri 9 Jan 2004 HRE-Harare
A With Important Motes GL2511040005 GL2511040005 Sat § Jan 2005 SCL-Santiago
03 Departs this Morth GL2511040004 GL2511040004 Sun 13 Mar 2005 MEX-Mexica Cty
g i A . GL2511040006 GL2511040006 Sun 10 Apr 2005 ATH-Athens

+ Sales by firm date . "

5 (W] Gelles Foure Tiewe) GL2G11040007 GL2G11040007 Tue 25 Apr 2006 MEX-Mexico City

These files can be opened with the hyperlink. When these quotes are turning into
bookings the status should be changed to Active and the file will not appear
again in the Quote folder.

Hotel Commission

Click on the Hotel Commission folder to display a list of sub-folders. As you
click on each sub-folder a description of the contents will be displayed in the
pop-up dialogue box and in the Message bar, and a list of relevant files displayed
in the Work Area.

Each retrieved list will have scroll indicators along the bottom, displaying all
fields including check-in and out dates, hotel location and contacts.

“i}’ Tracking...

effF Mot Tracked et
“i}’ Pending - Future
“i}’ Pending - Overdue
“i}’ Received This Year
“i}’ Received Last Year
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Commission Status

As you open each folder you will see a variety of commission status entries.

Status Description

Pending This file has been tracked and is awaiting the commission
payment.

Create A Hotel segment has been created in this file but has not

been tracked for commission to be sent to this agency.

Received This file was tracked and the commission has bee
received.
Write Off This file was tracked, but the commission not sent, so the

user has altered the status from Pending to Write Off.

Tracking

Click on the Tracking folder to display a list of all Accommodation Segments
with a Check Out Date in the last month, as well as files with overdue
commission.

Not Tracked Yet

Clicking on the Not Tracked Yet filter will produce a list of files with the check
out date six months prior, that have not been flagged to track the commission.

To Track the commission, access the Segment Commission Tracking screen by
clicking on the Create hyperlink, or access the whole trip file by clicking on the
Trip Code. Open the segment tab and click on the green flag attached to the
hotel segment to change this file to a pending status.

— 7 Hotel Commission

L] Brict Tracked et Trip Code Segmert  Commission
“i}’ Pending - Future Status Status

ol Pending - Overdue |1 2611040007 = create =
; ) )

3 Recsived This Year | ) o611040008 | cConfimed = Ee =
“i}’ Received Last Year

* The Pending Future folder lists files with a Pending status and the
accommodation date in the future.

* The Pending Overdue folder lists files with a Pending and with a past
accommodation date.
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Sending a Reminder

Click on the Pending hyperlink to open the Segment Commission Tracking
screen and click on the Printer Icon to display a Reminder notice.

- 7 Hotel Commission

“i}’ Tracking...
"{F Pt Tracked et Trip Code Segment Commission  Amount  Amount  Varistion Check Out Drate
Status Status Expected Received Drate Expected
GL2511040003 § Confirmed  Pendi 165.00 295ep04  0GO0ct04
GL2511040001 § Confirmed Pendg 136.00 265epl4  030ct04

If not successful in obtaining your expected commission, click on Write Off
radio button in the Segment Commission Tracking window.

Date Booked: 10kar2003

Check In: 13Dec2003 Check Out: 20Dec2003
Status: ¢ Pending " Received
7 Days
Mightly Rate: Amount Received: ’70
Amount Expected: | 34.00 ﬂ Date Received: [14/06/2004
Date Expected: m Wariation: m

Comment: | have sent 3 reminders and phoned and get no response

@ OK | Cancel |

The file will no longer be retrieved with the Pending Overdue after the status
has been changed to Write Off.

The Received This Year and Received Last Year folders display the received
amount along with a reason for any Variation from the expected amount, if one
was entered when receipted.

Trip Code Segmert Commission  Amount  Amount “ariation
Status Status Expected Received
MTPMEE1 80703 ) Confirmed Received 62.00 52.00 Shorter Stay
BE1306030004 § Confirmed Received 3000 28.00Exch Rate Yariation
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Client files can be retrieved using Pre-set folders or by completing a Search
mask.

Click on the + icon next to Clients to see the search folders.

Rl Clierts
% }D Search...
% Search Results

[ Accessed Taday by Me
[ Recently accessed by me
[ Recently modified

S\ With Important Notes

[ My Departing Clierts

[ Al Departing Clierts

B Allin Database

Client Search

Click on the Search folder to open a fill-in mask where you can complete as
many fields as required to tailor your own search.

Client Family Mame:

Client Given Mame:
Reset
Gender: @ Any O Male O Femal
Client Code:
Other ID:

Client Birthday:
Debtor 1d: -
Group Id:

Consultant [d: |Any -

Client Created After: 187121994

Click on the Search button to display a list of files in the Work Area. Any file
can then be opened by clicking the hyperlink on the Client Code.

To clear the fields and start a new search click the Reset button.

Search Results

Once a Search has been conducted, a list of Clients files will be displayed in the
Work Area and the results stored in the Search Results folder, until the Search
function is used again.
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Preset Search

The MyCCT Client section has many pre-determined search folders to retrieve
files by commonly used groups.

The following table describes the presets folders

Preset Description

Accessed Today | Client files worked on today by current consultant

by Me

Recently Client files recently worked on by current consultant
Accessed by Me

Recently Client files modified or created recently

Modified

With Important | Client files with an Important Note attached
Notes

My Departing Client files owned by the current consultant, linked to a
Clients Trip file with a future departure date

All Departing All Client files linked to Trip files containing a future
Clients departure date

All in Database | All Client files in the CCT application will be listed

Clicking on a preset folder will display a list in the main Work Area. Each result
has slightly different column headers and the data can be re-sorted by clicking on
the required column heading.

Trip Code Client Code Trip Departure Ciher 1D Client Mame
GLOS0E040001  YUENBROOO1 2210£2006 PHOTOGRAPHER Mz Brooke Yuen
GLOS0G040004  WWOODUR D01 81212006 Mr James Woodward
GLOS0G040003  yWMMADANIOT 1/11/2006 JOURMALIST Mr Dariiel Wimalasekera
GLOI0G040002  ZELELLICOOT 311052005 EMPLOYEE 416 Miss Lucy Zelek
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Creditors

For Creditor Payments, See Account Management guide.

Click on the + next to the Creditor icon to display the pre-set folders which
categorise Creditors into commonly used groupings.

With Balance

[ ePayment Creditors

[ weekly With Balance
[ Fortrightly With Balance
[ Monthly With Balance
{® 2in Database

Clicking on any of these sub-folders will display a list of Creditors in the Work
Area. Any file can then be opened by clicking on the hyperlink attached to the
Creditor ID.

Debtors

For Debtor Payments, See Account Management guide.

Click on the + next to the Debtor icon to display the pre-set folders for all
Debtors with a balance, and a folder for all Debtors in CCT.

= ehtors
% [ with Bialance
B Allin Database

Clicking on any sub-folders will display a list of Debtors with their balance and
Credit limit in the Work Area. Any file can then be opened by clicking on the
hyperlink attached to the Debtor ID.

Debtar Id Mame Balance Credit Limit Contact Name
AMEX American Express 300,00 0.00
CBR. LIMI Canberra University 165,00 50,000,00
DIMERS Diners Club 2,780,00 0.00
PMS Paverment Management Services 539.00 5,000,00 Denise
PER. LUMI Perth University 55.00 50,000,00 Cybil Symes
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MyCCT

Cashbook

The Cashbook is normally only accessed by Agency Managers and Accountants,
therefore See Account Management guide.

The Cashbook files record the details of all CCT accounting transactions. Two
options are available after clicking the + next to Cashbook on the MyCCT menu
- Accounts and MyCashbook.
1 B,

_:E= My Cashbook. ..
Selecting the Accounts option will display the Chart of Accounts held within the
CCT application, along with the current balances.

[&
AN # Account Description AT Mame ANC Alias AIC Type Debit Credit
20060 Commizsion Adjustment COMBAD 20060 PL 541583
20020 Cost of Sales COS 20020 PL 4,335,745 69
20050 Credit Card Expenses CCEXPENSE 20050 PL 671992
20030 Creditor Control CREDITOR 0030 Balance 311,755.36

The My Cashbook option gives access to budgeting, forecasting and cashbook
statement functionality.

Reports

For MyCCT Reports, See Account Management guide.

Click on the + next to the Reports icon to display the pre-set folders for Client,
Debtors, Quote and Sales reports.

+ 2 Client Reports
+ m Debtor Reports
+ Q Guote Repaorts
+ EiP’ Sales Reports
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Action Items

The Action Items folders in MyCCT are like the Queue system in the host
application. The Action Items also have pop up reminders which can have the
time of the reminder set as required.

Each user will have a folder. Items can be placed in your own folder or in any
other users folders. Action Items can be attached to any file type, making this
function more useful than e-mail, as the consultant has the file they need with the
message attached.

The signed in user’s folder will be first on the list and then all other consultants
will be in alphabetical order.

All Actions Items can be viewed in the folders as well as be set up to display an
alert at specific dates and times, and vary in style according to the urgency of the
message.

= Action tems
% [ Glenda Spencer-Burtidge
[ My Completed tems
[ Everyone Overdue
[ Everyone Today

Opening Action Items in MyCCT

1. Click on the + next to Action Items to display the attached sub folders.
All consultants can access the My Completed Items, Everyone Overdue
and Everyone Today folders.

2. Opening any folder will display the Actions Items in the main Work Area
with two hyperlinks:

* The File ID hyperlink is used to access the corresponding Client, Trip,
Creditor or Debtor file.

* The Due hyperlink, opens the Action Item entry, and the user can
action or reset the item.
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Creating Action Items

Action Items can be created:
* From within a file using the File tab.
* Outside a file by using the toolbar buttons.
* By using the drag and drop method within the MyCCT environment.

Within a File

Begin a Workflow Action Item within any Trip, Client, Creditor or Debtor file.
The location of the tab changes depending on the file type open, however it can
always be identified by its icon.

f

o - %
[5L2402050001 x| 181212006 PPT PatersoniJamie hir o |BE| 2|
M Trip l @Segments l C 2 Guotes l A Clients l %’Frequent Flyer [ accounting l 52 Comments H%l
Complete | Priority Due Consultant Description |

€» Workflow - Action item!
Linked to:  TRIP GL2402050001 ey

Subject: | E|

Detail: PatersoniJamie Mr, Home 02 2965004

Mo gction iterms. Press [ctrii+]N to create ane.

Priority: |Mormal | Mormal Priority will alert recipient with a small

swinclovy on top of other applications and windows
Recipient: |glends -

Set Alarm

panzins = fis22 =] 7Days | 2Days @ @ ﬂ

OK | Cancel |

Click on this tab, then the New button (on the standard toolbar) or press Ctrl+N,
to create a new Action Item (e.g. to set a reminder to collect the visa applications
on a Client file).

Toolbar Buttons

Click the Alert button located on the MyCCT toolbar to begin a new non file
related Action Item. (e.g. An Action Item might be sent to a junior consultant to
order brochures tomorrow).

]

Alert
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Drag and Drop

This method is performed from within the MyCCT windows and does not
require the relevant file to be opened. Any file can be dragged from a displayed
list in the Work Area by clicking on the File ID and dragging it onto a recipient
consultant’s folder. While dragging, the mouse pointer icon changes to reflect
the file type selected.

O} My CCT Splash P

+ T Trips

+ 2 Clierts | Trip Code Trip Code

+ B Credtors 001210030001 8 pleh vy inueiv)|

+ il Debtors 1UZ407010002 || JU2407010002

+ ‘ Cashbook

+ [&2 Reports 102512020001 § 102512020001

= % Action tems @ MI1007040001 | MI1007040001
[] Glenda Spencer-Burridge EL2910040001 §EL221 0040001

[ My Completed tems
[ Everyone Overdue

All methods will open a Creating NEW Workflow entry for future alert
window where a message can be entered.

ELO111040001 FELO111040001

Entering a Workflow Action Item

€ Workflow - Action item! P§|

Linked to:  TRIP GL2004040001 =

Subject: k:all ASAP ahout rescheduled flight into NBC

Detail: BeanBasil Mr
ome 02 2935154 Mohile 0401 597 613

Priority: |Mormal | Mormal Priority will alert recipient with & small

swinclovy on top of other applications and windows
Recipient: |glends -

Set Alarm

pansns = fig3s =1 7Days | 2Days @ @ ﬂ

| Cancel |

Complete as many fields as required. An Action Item can be generated by
entering a Subject and clicking on OK, or all fields in this window can be used.

L] Creating NEW Workflow entry for future alert

Linked to:  Consultant glenda e

Subject: k:omplete the Insurance return today

The Linked to line at the top of the Creating New Workflow entry for future alert
window is system-generated. It will be the file type and ID code, or if it has been
created without a file it will show the name of the person who sent the message.
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To complete the Creating New Workflow entry for future alert screen:

Type a heading or short message in the Subject field

Type details about the Action to be performed in the Detail field. The
contact phone numbers are automatically taken from the file.

Select the appropriate Priority (Urgent / High / Normal / Low) from
the drop-down list. See how each priority will be displayed before
making your selection by changing the priority and reading the
corresponding description next to this field.

The Recipient field defaults to the current User name when you start
your entry from within a file or from the toolbar icon. When using
Drag and Drop technology, the recipient name defaults to the selected
folder under the Action Items menu. The Recipient can be changed to
any other CCT user by selecting a name from the drop-down list.

Choose the Set Alarm fields required.

Set Alarm Field

CCT provides several fields to stipulate the date and time for the alert to sound
and display. Set as many of these items as required or leave the default setting.

et = | A specific Date can be entered or selected using the calendar

[3:08 j

7 Days

2 Days

[

@n

v

button. The Date defaults to today’s date

A specific time can be entered. The time defaults to the
current time

The 7 days button sets the alarm date to seven days from
today’s date and closes the dialogue box

The 2 days button sets the alarm date to two days from
today’s date and closes the dialogue box

The Postpone until tomorrow, sets the alarm for tomorrow’s
date (at 9AM) and closes the dialogue box

The snooze button closes the dialogue box and resets the
alarm for a predetermined time period

The Complete button is used to set the alarm status to
complete and close the dialogue box

After choosing the alarm settings, click the OK button.

The CCT application stores the item, and when the time set for the reminder
occurs, alerts the user. The alert takes the form of a message dialogue box and a
ring tone will sound if set. The alert displays over the top of any application
currently in use. CCT must be open and at least minimized for the Action Items
system to operate correctly.
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A history of all Action Items created for a file is shown on the Workflow Action
Items tab in a view only format.

M Trip l @Segments l C 2 Guotes l A Clients l %’Frequent Flyer l [ accounting I%CDmments @ l

Complete | Priority Due Consultant Description
N 2 =+ 161204 314PM  glenda Call about doctors letter for insurance cover

291104 9:00 AM  glenda Call Taruna about changes requested for stopowver

Both pending and completed Action Items are shown with the Priority, Due
Date, time, Consultant and brief Description (subject). Action Items can be
ticked as Completed without having to manually open the item. The priorities
are:

* 4-Urgent
* 3-High
* 2-Normal

e 1-Low

Message Alerts

Action Items can be displayed in two ways, depending on the Priority selected in
the input screen.

Normal Priority

Action items with a priority set at Normal use a simple alert window and sound
a ring tone when they become due.

Workflow item alert due Tuesday at 7:11 PM =
Wiza has arrived - call Barney ASAP @
I

The alert remains on the screen until actioned. The provided hyperlink opens the
Workflow - Action Item due today! window.
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Actioning Workflow Alerts

The user has several options with the open Workflow - Action Item due today!
window.

* Once the required action has been performed, the action item can be
marked as completed by clicking on the red tick button. This will move
the item from the consultant’s folder to the My Completed folder in
MyCCT and the reminder prompt will not appear again.

* The Action Item can be reset to a new time and date in the Set Alarm
fields.

* The item can be redirected to another consultant if required, by
selecting a new recipient in the Forward to field.

€» Workflow - Action ltem due today! x|

Linked to: CLIENT ZIGIMILOOT New

Subject: I\/isa applications not returned - chase up

Detail: Mz Milie Zigic
uziness 02 29540051 Home OF 07640853 Mobile 0451 459 700

Priority: | This entry was crested on Wednesday 5 May
2004 =t 8:50 AM by glenda for glends
Forward to; |alenda -
Set Alarm =
ps0sns = 1007 -2 7Days | 20ays | ig| @ J[
Time on server: 10:21 am OK | Cancel |

The alert can be ignored if the priority is low, normal or high. To ignore the
reminder- either click the close (x) button or click OK on the Workflow - Action
Item Due Today! window (without changing any settings).

The reminder message will continue to be displayed at regular intervals and alert
details shown in the CCT Message Bar. It is possible to return to the Action
Items list in the MyCCT menu and open any alert to action it.

Urgent Priority

If the priority of an Alert has been set to Urgent or High, the Workflow - Action
Item due today! dialogue box will be displayed on the recipient’s screen as soon
as the alert becomes due. If the priority is Urgent this box will be displayed on
top of all other applications.

Workflow - Action Item due today! =
Linked to: TRIP GLA1G04040001 New

Subject: F:all ASAP - reschedule and psars depart tommorrow

Detail: Mr Lee Ming Chin
ax 03 29754930 Home 03 29760041 Mobile 0432091572

Priority: |Lroent - This entry was crested on Wednesday 5 May

2004 =t 10:24 &AM by glenda for cintas

Forvward to: [

Set Alarm

psnsms j fio2s =] 7Days | 20ays @ d ﬂ

Urgent priority alerts have no OK or Cancel buttons so they cannot be ignored.
The dialogue box will remain on screen until some action has been taken.
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Personalising Alerts

Personalise the way Workflow Alert messages will be displayed on the screen -
set the frequency, the snooze period and select sound options.

For instruction on how to adjust these settings, See "Customising MyCCT" in
Module 3: MyCCT.

Important Notes

The Important Notes feature is similar in functionality to using Post-1t® Notes
on paper files. Important Notes can be attached to Trip, Creditor, Debtor, Client
and Cashbook files.

The Important Notes folder in the MyCCT menu has three preset folders:
« Al
* Clients
*  Trips.

A Important Motes
% il
2 Clierts

T Trips
Selecting the All sub menu option displays every file. A list of all files in the
Work Area showing the type of file, an extract of the important note, and the
name on the File. The File reference becomes a hyperlink to the file.

55 18 Tk to Millie for outstanding Sea Sports
for outstanding invoices

SMITT**001 "'}_ This i an important customer SMITH, Robert

PP 00503 @ this is an important trip SMITHTMR

GL11 06040001 @ Remind psgr to bring doctors letter  TranPhoung Miss
for insurance cover

YUEMBROOO0] "'}_ chase visa applications “uen, Brooke

Important Notes are often used on Client and Trip files, so sub-folders are
available under these Modules in MyCCT, as well as separate folders for these
file types under Important Notes. Any other modules containing Important Notes
will appear in the All filter.

CrossCheck Travel 3.1 Client Management Guide



MyCCT

Creating Important Notes

Important Notes are created within the Trip, Client, Debtor or Creditor file.

With the relevant file open, click the Important Note button in the top right
corner of the file.

A small yellow message pad will open on top of the file. Type a free text
message in the notepad.

When the file is closed, the Important Note is automatically saved. Do NOT
close the Important Note.

The Important Notes will then appear every time the file is opened. The note pad
can be moved to any position on the screen.

This tool is very useful for relief consultants.

= Debtor - AAS EE)
|AAS g Adelaide Aguatic Sports = A
i pebtor % Preferences l i cards l A Clients l [ Accounting l B Custom Fields l S Comments l H§| l
Details
Debtor Marme: l&delaide Agustic Sports Created: EBH 172004 ABR: E? 162 706176
B aTmerﬂ Type: |Open fem | ABMExt:
Barl S8 consuttant: llenda
All booking for MAR - JUN odlified By: Elenda

o be processed

Credlagainst the company Diners Club
Lirmit Comment: |
Cur Limit Crays: E
Ayl Start Days: |Invoice Date _»

Changing Important Notes

Click within the Important Note message pad, make corrections or changes, and
click Save (Ctrl+S).

Deleting Important Notes

NOTE: Do not close the Note itself or the change / deletion is not saved.

To delete an Important Note and permanently remove it from screen, highlight
and delete all text within the Important Note. Ensure the empty note remains
open on the screen and close the file. This automatically deletes the Important
Note.

Other

The Other folder in MyCCT holds statistics and tracking information for the
current user.

[ My wniark this Session

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

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

Client files contain information on travellers such as contacts, passport details
and preferences. Each Client file stores information about one traveller, however
CCT provides the ability to associate Clients (such as husband and wife or
business colleagues).

Client files can be accessed using any of the following methods:

» Using the Client file icon on the standard CCT toolbar.

2
Client

» Using the MyCCT pre-set or Client search folders. See "Clients" in
Module 3: MyCCT.

+ 0 Trips
—. B Clierts
% 52 Search...
% Search Results
[ Accessed Taday by Me
[ Recently accessed by me
[ Recently modified
S\ With Important Notes
[ My Departing Clierts
[ Al Departing Clierts
B Allin Database

* Once a Client file is open, you can switch to another file by selecting it
from the drop-down list attached to the Client code field.

% Client - NG**MINOD1
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Creating Client Files

With no other files open in CCT, click the New icon on the standard toolbar to
open the File Select dialogue box.

™ Creditor
™ Cashbook

Client file is the default setting. Click OK to open a new Client File window.

In the new window, blue fields indicate mandatory information.

% Client - Untitled =3

[ z RN
Bictent | M | l l l |2 = |
Personal Details
Family Mame: | Given Mame: li M
Te: | Birthdate:| Gender:|
Preferred Mame: | Cither IC: ,7

The recommended procedure to complete a Client file is to enter the mandatory
fields, save the new file (making the additional tabs available), then complete
other non-mandatory areas.

1. Type the clients Family Name (Surname).

2 Type the client’s first or Given Name.

3. Click the Save Icon on the Standard Toolbar.
4

A unique Client Code is created for the record when it is saved and is
displayed in the top field. (e.g. TESTTOMO0O01).

% Client - TESTTOMO01

[TESTTOMODT = |_
A Client M Trips l ‘ﬁ‘Cards l .Passports l ¥ Preference l & s dditional l Ell
Personal Details
[ Family Mame: |Testpilot Given Mame: [Tom
5. The Client Code is constructed using:

e The first 4 characters of the Surname.
* The first 3 characters of the Given Name.
* A system assigned number.

6. As the Client file is now saved, the non-mandatory fields on the Client tab
and other tabs can be completed.
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Client Tab

The Client tab contains personal and contact information relating to the client

and any associated debtor.

If you are not sure what to enter in a field press the F12 key with your cursor in
that field to open a search screen. The search screen can also be accessed by

double clicking in the field.

H Search g|
Enter Criteria: |Dr Apply To: |Iookup_c:0de j
Selection:
Lookup Description Lookup Table -~
Capkain
e
Lieutenant
Miss
M
Mrs
s
Master
Reverend w
>
Cancel

Take the following steps to complete the Client tab:

1.

Click in the Title field and enter the client’s title. If you are not sure what
to enter in a field press the F12 key with your cursor in that field to open a
search screen. The search screen can also be accessed by double clicking
in the field.

» Use the scroll bars to move through the list of Codes in the Search
screen.

» Using the mouse, either double click on the chosen Code or click once
to highlight the Code and click the OK button.

Birthdate - must be entered using the following format: DDMMMY'Y or
02MAR&7.

Gender — type M or F or select from the attached scroll.

Preferred Name -If a client has a name they prefer to be called, this can
be stored in the field (e.g. Elizabeth — prefers to be called Beth).

The Other ID field (if activated) can be used to cross reference profiles
held in CCT with profile in other systems. Enter the other applications ID
reference number into this field.

The Company Details area only needs to be completed if the Client is
linked to a Debtor.

Comy Details
Debtor Code: fMARINE

Position: Bupervisor
Department: W Cost Centre: |1147
Enter the Debtor Code or use the F12 key (or double click of the mouse)
to retrieve a search window and make your selection. Highlight the
appropriate Debtor ID from the search window and click OK.

The Position and Department fields are free text areas.
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9. The Cost Centre field is used to store the clients Cost Centre in relation to
the Debtor.

10. The Consultant and Created fields under the Other Details area are
automatically entered by CCT. The consultant field can be edited by
pressing F12 and making a selection.

11.  The Walk-in tick box has been included to help with marketing statistics.
Click on this box if your client fits this description.

Other Details —————
Consultant: W
Created: W
wWialkin Client: [

12.  The lower part of the Client tab is used to store the contact details.
Additional lines can be added by clicking on the New icon or by pressing
Ctrl+N when the cursor is in the appropriate field.

Phones
Type| Srea Murmkber Ext. City Code Comments Primaryl b
E lashita@yahoo.com.au v
H 02 2034591 svD after 7pm Il &
Addresses
Type|  Building Street Suburk State | P'Code City Courtry Primary | b
H 13 Right St CHATSWOOD NSV | 2067 v
| 1 LORD 5T BOTANY MW | 2019 Australia | 2

Phones

Field Description

Type Phone contact type, e.g. Home, Business, Mobile, Fax,
Email. F12 (or double click) to access selection list. When
a Debtor is entered in the Company Details field, their
phone number will automatically be entered in this section
as the Business number.

Area Area code.

Number Phone or fax number.

Ext. Extension number, where applicable.

City Code City code of phone location - use the three letter [ATA
codes - if left blank this field defaults to the Branch city
code.

Comments Free format comments field.

Primary Tick this box if this phone number is the Primary number
to use.
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Address

Field Description

Type Address type, e.g. H for Home, B for Business. F12 (or
double click) can be used to access selection list. When a
Debtor is entered in the Company Details field, any
address items completed in that file will be transposed into
this section.

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

Street Free format field to record the street number and name. If
a post box address is to be added, populate the PO Box
number in this field (e.g. PO Box 123).

Suburb Type in the suburb name and tab to the next field. Upon
tabbing out of the field the State and Post Code fields are
completed automatically.

State Normally system generated based on the Suburb input.

P’Code Normally system generated based on the Suburb input.

City If required a city name can be added.

Country Country of address, if required.

Primary Tick this box if this Address is the Primary one and is to
be used for all documentation for the Client.

Trips Tab

The Trips tab is used to display a list of Trip files that have been linked to this
Client File.

@ Trips
Departure Trip Code Primary | Status Passenger Trip Summary
Date Dest

20f12{2005 |GLZ312040001 MEX Ackive BEAMBASIL MR |BNE/SYD{LARMEX/SCLISYD/ENE
3/05/2005 [GL2411040001

BHE/BKK/BCN/SIMN/BNE

This screen provides a summary of all the trips undertaken by this client.

Double click on any of the Trips listed to open that Trip file. A dialogue box will
appear asking if you wish to close the Client file prior to opening the Trip file,
click Yes or No accordingly.
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Cards Tab

The Cards tab is used to store the client’s personal credit card details.

Hifcards

Card Type Mumber Expiry Date Comment
W1 1209550005946 11/09 Gold Card

Enter the Credit Card code in the Card Type field — or use the F12 key and
select a code. The Number field should be filled in with the Credit Card
Number. Fill in the Expiry Date and any notes can be entered into the
Comment free text field.

You can enter multiple credit cards. Create a new line, by clicking on the New
icon on the toolbar while the cursor is in this area or press Ctrl+N.

Card Number Validation

Upon entering a Credit Card number it is validated using the Check Sum
calculation. If the number is found to be invalid, a warning is displayed. This
warning can be ignored if required, as the system does not prevent saving an
invalid Credit Card Number.

Corporate Credit Cards

If a client has a corporate credit card, the card details should be entered
through the Debtor file and are made visible in the client file. This scenario is
covered in the Debtor module.

Passport Tab

The Passport tab is used to store the client’s Passport and visa details. Take the
following steps to complete:

1. Click on the Passport tab then on the New icon on the toolbar or press
CTRLA+N to access the passport and visa input screen. The blue colour
indicates the mandatory fields that must be completed before this
information can be saved.

.Passports
H Passport/Visae @

Passport (1 of 1)

Country: | M4r M

Passport Mumber: | [den

Expires: Delete

Yisae
‘Wisa Country Wisa Mumber Expires Type | Add

Remove

Ok | Cancel |

2. Enter the Country reflected as the Passport Nationality in the Country
field or use the F12 key and select from the list.

3. Type the Passport Number in the next field.
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4. Complete the Expires field with the Expiry date shown in the passport.
5. Enter the date in the following format: Day/Month/Year, e.g. 31/10/09.

6. Click on OK to save your entry and close the input screen.

Q’g Preference

# Client l M Trips l Frcads EPassports

Courtry Murmkber Expiry Date “iza

3450155

NOTE: Passport and Visa details are not uploaded to Galileo Desktop but can be
added to the Additional, Other Upload tab discussed later in the section under the
Preference tab.

Adding a Second Passport

Some travellers have more than one passport.

1. Click anywhere on the closed passport entry to re-open the input screen.
2. Click on the New button to add information about a second passport.
& pdditional

= Other Upload Information

s M./ CHUALICEMISS*EMNTHS

E

5

i

8

3. View the passport entries using the arrow buttons.

Adding Visa Information

The visa is attached to the passport. If more than one passport is recorded in the
system, use the arrows to make sure the correct passport is displayed in order to
attach the visas.

Ei - X
Passport (1 of 2)
Country: Bustralia M4 »r M
Passport Mumber: |J3480155 [den
Expires: E,I'IU,I'ZUIZ Delete
Yisae
Wisa Counkry

isa Mumber Expires Type Add

151012005

China

Enter Criteria: |T Apply To: |Iookup_c:0de j
Selection:
Code Lookup Description Lookup Table |
B Business
il Multiple Entry
5 Single Entry
rourist | ||

Take the following steps to complete:
1. Enter the country name in the Visa Country field.
2. Type the Visa Number.

3. Complete the Expires field using the following format: Day/Month/Year,
e.g. 15/12/08

4. Click in the Type field and press F12 to select the type of visa required.

5. If only entering one visa, click on OK.
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6. If entering multiple visas click on the Add button, enter the additional visa
information.
7. Click OK to save once all visas have been entered.
8. The summary screen details all Passports and visas entered for the client.
.Passports
Courtry Murmkber Expiry Date “iza “iza Mumber “iza Expiry | Type
i Msmigoos 1|
220022005 B
Lk K14572300 [18/052010 South Africa [2047811 18102/2005 B
9. To access the Passport or Visa information to edit or delete, double click
on the appropriate line on the Passport tab.
Deleting a Passport
1. Position the cursor on the appropriate passport line and double click to
open the dialogue window.
2. Ensure the correct Passport is displayed on the screen, using the arrows to
scroll through the entries, and click the Delete button.
3. A dialogue box will appear to confirm the deletion, click Yes to delete or
No to cancel the action.
= Passport/Visae g|
Passport (2 of 3)
Country: BRITISH I
Passport Mumber: IY491028 [den
Expires: [10f09(2010 Qeleth[
Yisae
‘isa Countr Wisa Mumber Expires Type |
Eqypt ! 53199783 DS,!’DQ,!’DZDDS T " 4
Remove
Ok | Cancel |
4, When a passport is deleted, all attached visa entries are also deleted.

Deleting a Visa

To Delete a visa entry, open the input screen by double clicking on the
appropriate passport under the Passport tab then follow the simple steps:

L.

2
3.
4
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Highlight the visa from the list that is to be deleted.
Click on the Remove Button.
A dialogue box will appear to confirm the deletion, click on Yes.

Click OK to return to the Passport tab.

Yisae

Wisa Counkry
China
Japan

Wisa Mumber
12507554

Expires
10092005

10/09}2005

Type

Add

|
- Remave [:

Cancel |
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Advanced Users Tip

If a client is being accompanied by another passenger and you do not wish to
create a Client file for the companion, try the suggestion below.

Add the accompanying passenger’s passport details in the first passenger’s file,
by adding a name after the passport number, as shown in the screen below.

.Passports |
Courtry Murmkber Expiry Date “iza “iza Mumber “isa Expiry | Type
Australia H1258733 15042010 (China 1968521 13052005 [T

HI237714 - INFANT 15042010 [China 18503288 T

Enter the accompanying passenger’s name under the Other Upload Info in the
Additional tab.

& pdditional

Other Upload Information
M. L/ CHUALICEMISS*6MNTHS

[ Other Upload Info

Preference Tab

The Preference tab is used to store preferred travel options for a Client. There
are three different sections which are accessed by the tabs on the left hand side of
the window. The third tab, Company, only appears after a Client is linked to a
Debtor.

Personal Preferences

This section is used to store the client’s personal preferences. These are added
according to their Service Type, Flight, Car or Hotel. To enter Personal
Preferences:

1. Make a selection for the Service Type field by clicking the drop-down
arrow

2. Enter the Supplier ID or access the Search box by double clicking or
pressing F12 in the Supplier ID field.

Q’g Preference

Service Type | Supplier Id Preferred|  Preference
Car ZE

| Personal

3. Select either Yes or No from the Preferred field drop-down menu.
Selecting No indicates the Client prefers to not use the supplier selected.
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4. The Preference field requires specific codes depending on the Service
Type selected. Double click or press F12 on the Preference field, select
from the search box the click OK.

Service Type | Supplier Id Preferred|  Preference
Car ZE ‘es

[ Personal

Enter Criteria: |,'4WD Apply To: |lookup_code j
Selection:
Code Lookup Description Lookup Table -~
125EAT 12 SEATER. YEHICLE

5 DOOR MANUAL HATCH BACE
Compact/Z door car{s)fAutomaticwithout Ai

5. The Comment field is used to enter additional, free text, comments.

To enter additional Personal Preferences, click the New icon on the standard
toolbar or press Ctrl+N to create new lines. It is possible to make multiple
entries for each Service Type as demonstrated.

Q’g Preference

E Service Type | Supplier Id Preferred|  Preference Comment
g Car ZE es CEMR book airport pickups and drop offs
E Hotel Hy es AlQ try ko get rooms with balconies
| Flight: i=1e] es
Flight A Ma

Membership Preferences

The second sub tab of the Preference tab is the Membership tab. This area is
utilized to store all information in relation to Frequent Flyer memberships,
otherwise known as Frequent Traveller Cards (FQTV). Frequent Rental (Car) or
Frequent Guest (Hotel) memberships are classed as Club Membership.

Q’g Preference

= Memberzhip Program Mame Ik Expiry Date | Service Type Supplier Id| Last Updated By
§ FQTY _¥ |Silver Kris 187301873 11/09 Flight SG
o [Club Member _w JWizard 12868 12109 Car il
& Club Member 12 mnth tvl ins policy 186935271 12006 Insurance COVER
;E-
w
T
=
E
[]
=
1. Click on the scroll indicator under the Membership heading and select

the type
2. Enter a Program Name, e.g. Silver Kris, Gold Member.

3. Type the Membership Number in the Nbr field. If the number is to long, it
can be entered under the Additional tab.

4. The Expiry Date is entered as MM/YY (i.e. 01/09).
5. Select the Service Type from the scroll list.

6. Enter the Supplier ID or make a selection from the Search box (F12 or
double click the field).

7. New lines can be added by clicking the New icon or pressing Ctrl+N.

NOTE: During the upload of client information to the Galileo Host, only the
Frequent Flyer details (FQTV) are transmitted. To include other membership
information, it must be entered under the Other Upload area on the Additional

tab.
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Company Preferences

Company Preferences are available once the Client is linked to a Debtor.

To enter Company Preferences:

L.

Select the Company tab and press Ctrl+N (or click the New button on the
standard toolbar) to open the Company Preferences window and select
the policy to be added.

Use the arrow buttons to scroll through the policies created in the debtor
until the appropriate one is displayed. Click Add to transpose the details to
the Client file. Once all policies have been added, click Exit to return to

the Preferences tab.

Q’g Preference

Palicy Supplier Id | Service Type | Preferred Debtor Preference |

]
=
o
§ i Company Preferences @
Palicy (2 of 3)
[=%
% DebtorID:  PARINE M4r M
o B
£ Paolicy F‘uedlcal H ..
= Description © |
> escription :
ey Policy Details
E Service Type | Supplier Id | Preferred Preference
= Car ZI Yes
Flight: 50 es il
< ¥
| Save | Exit |

For details on the creation of Company Policies and Preferences, See
"Preference Tab" in Module 7: Debtor File.

Removing Company Preferences

To remove a company preference:

1.
2.

Press Ctrl+N to open the Company Preferences window.

Use the arrows to display the policy to be removed and click the Remove
button.

Answer Yes to the confirmation prompt.

Click Exit once all policies have been removed.
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Additional Tab

The Additional tab allows for the storage of Other Upload Information which is
transmitted to Galileo Desktop during upload.

Other Upload Information

Other Upload Information can include Notepads, SSR’s and OSI’s. All Other
Upload Information must be entered using full Galileo Cryptic formats (e.g.
SI.VGML).

If more lines are required, click on the New icon or press Ctrl+N. Complete
your entry and click on the Save icon.

& pdditional

Other Upload Information
SLP1J DEML
SLPZWGEML
SL.P3/BEML
F.475690383766254* D006
M.I/CHUALICE MISS*6MNTHS
RIWINDOW SEAT HAS BEEM REQUESTED
T SNW

NOTE: Certain data requires a Booking File with confirmed, live segments to be
present before the Upload can occur, e.g. seat and meal requests.

Other Upload Info

Interface

The Interface tab is designed to hold information that allows CCT to interface
with external applications.

The Other ID field, found on the Client tab, is duplicated here. Changing the
Other ID ficld on this tab updates automatically to the Client tab. The Other ID
field is a way of grouping client files other that by their Debtor link. Files can be
retrieved in the Client Search window from the entry in this field.

If more lines are required, click on the New icon or press Ctrl+N. Complete
your entry and click on the Save icon.

& pdditional

Cther ek FMPLOYEE 146

External Client Group: |

External Client o

Other Id: RESEARCH

Other Upload Info

External Client Group: |

External Client o
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Marketing Tab

The Marketing tab gives the consultant the opportunity to collect marketing
information about their clients.

Different information types are accessible from the tabs on the left hand side.
Two types, Main and Special Interest, are initially provided with CCT,
however additional types can be easily added.

A Client l M Trips l ‘ﬁ‘Cards l .Passports l %’Preference l gndditional = |%l

Main Salutation: |

Adverture

Whailout Alloweed: [

Client Category:

Adventure Holidays

] Dancing

Main Tab

The Main tab contains basic information about the client and their acceptance of
marketing materials.

Complete the Salutation box with the form of address to be used in all
documents.

The Mailout Allowed box should be ticked if the client wishes to receive
marketing mail outs.

The Client Category field will have a selection list attached if your agency has
entered client categories. Press F12 or double click in the Client Category field
and select from the list.

Adding New Tabs

All tabs other than the Main tab can have extra categories added, to collect
pertinent information for your agency.

New tabs may also be created. For further details, See Account Management
guide.

Main long week-end breaks |

AEETTE any time with specials [
m Australi.an surnmer period [
—— T Australian winter morths |
Diancing mid week specials [

Hockey school holidays [

Special Interests
Sport

travelling times
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Client File

Comments Tab

The Comments ficld is a free text area and should be used to store any general
notes relating to a client. The information stored in this area is for reference only
and does not print on documents.

A Clisnt l i Trips lﬁ‘Cards I.Passports l % preference l & additional lEI e @l

Created Comments &L

060572004  |Courier all tickets and documents to the work address

To add a comment:
1. Click on the Comments tab.
2. Type your note. To create additional lines click New or press Ctrl+N.)

3. Click on the Save icon (or press Ctrl+S) on the toolbar.

Workflow Action Items Tab

The Workflow Action Items tab is used to begin new alerts and to store all
Action Items created for this file. For further detail, See "Action Items" in
Module 3: MyCCT.

Important Notes Icon

The Important Notes icon is used to create and access Important Notes for this
file. For further detail, See "Important Notes" in Module 3: MyCCT.
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Client File from a Trip
File

Client files can be created from Trip files and all identical fields will be

transposed.

1. Before creating a Client file from a Trip file check to see that a file does
not already exist.

2. Open the relevant Trip file and selecting the Link Client button to retrieve
a list of client files with matching surnames. This will ensure that
duplicate client files are not accidentally created. If a match is found,
follow the procedures: See "Trip File and Client File Linkage" in Module
5: Trip File.

If no matches are found, click the Create Client File Wizard button on
the Trip tab in the Trip file.
7P Trip @Segments l CJQuatkes l A Clients l %’Frequent Flyer l [ Accounting I%CDmments l @l
Passengers
Main > Booking Mame | Preferred Mame Client Code | b %
v [amokoMing Mr | Lirk Cliert | Unlink Cliert
[ Mointyres Millie Miss Link Cliert Unlink Client
[ ChindLilie Ms Link Client Unlink Client
[ willis/Zoe Ms Link Cliert Unlink Cliert "
3. The Client Creation Wizard screen offers 3 options:
» If'the Client file contains multiple passengers, a new client file can be
created for each by clicking All Passengers.
* To create a client file for the Main Passenger Only.
* To choose which passengers, click on Let me select passengers.
4, Click Next to continue.
¥ Client creation wizard
Do you want to creste clients for:
" &l Pazsengers
" Main Passenger Only
5. If Let me select passengers is chosen, a new screen lists all passengers in

that Trip file.

Tick the passengers to have Client files created and click Next.

E8 select passengers to create clients for

ChinfChung Hui Ms
SchultzHelga Ms
TamokoMing hr
wiallizidvillizm hir
WillizfZoe bis

YRAF
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10.
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All Phone and Address details on the Trip file will be displayed so that
they can be selected for inclusion in the new Client files. The passengers
name is shown in each screen so that the correct contact details can be
attached. This screen is repeated for each passenger selected.

E8 Select phone numbers and addresses to add to this client §|

Select contact details and addresses for Chin/Chung Hui Ms

Phones | Addresses |
[T B (022945029 [TH 18 South Rd, CLOVELLY
[T B wilis@picknowl .com.au [TM PO Box 239, WOOLLOOMOOLOD
W H (02920945679 W H U35 College R, DOUBLE By
[T H (0292969534 [TH 121 Park Toe, WOy Wiy
[T H (022934611 [T H 652 Dunrobin Rd, MORTH CURL CUF
[~ M 0401 348 762
[~ M 0411 433 451

| Mext >m | Einish | Cancel |

When all selections are complete the Next button will be greyed out.

Click the Finish button to complete the creation of the Client file(s).

The Trip file will be re-displayed showing the newly created Client Codes.

Passengers
hdain Booking Mame | Preferred Name Client Code | -~ ﬁ
[ SchutzHelga Ms SCHUHEL OO Link Clierit | Unlink Cliert
™ chinfChung Hui Ms CHIMCE ™ J01 Link Clierit | Unlink Cliert
[ TamokoMing hr TAMCIMOO0 Link Client Unlink Client =

You can move to the attached Client file by clicking on the hyperlink.
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Copying a Client File

You can save time creating new client files by using the Copy Client function.
This functionality is particularly useful when creating a new client file for a
partner or business associate.

To copy a client file:

1.
2.
3.

Open the Client file to be copied
Click Options on the menu bar

Select Copy Client
m Window  Help

Query Chr+G
Search Fi1
Transaction Search  Shift+F11

List Flz

Tables 3
Segment Defaults, ..
Consultant. ..

Associated Client
[ CopyClent B |
A Copy Options dialogue will be displayed with all options marked for
automatic inclusion.

o py Options @

Copy Details
Eamnily Mame [V
Debtar [

Address v

Cancel

If there are any areas not to be copied, untick them and click OK. A new
client file will be created with the new Given Name marked as mandatory
(blue).

Enter the Given Name for the new client and click Save (Ctrl+S).

e e [ | | | ELCILT

Family Mame: Elean Given Mame: |
Title: Birthelate: Gender:

All other personal details must be completed under the relevant tabs, as
detailed in the Client file tabs section of this Client tab.

A Client

NOTE: The Copy Client file function does not link the files together for upload.
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Associated Client Files

The Associated Client function allows for the linking of Client files for the
purpose of identifying family groups or business associations. A client may only
belong to one Client Grouping at a time. Associated Client files automatically
upload together.

Creating an Association

Open one of the Client files to be associated then open Options on the main
menu bar and select Associated Client to display the input window.
Alternatively, right-click the mouse anywhere on the Client tab and select
Associated Client from the menu.

E Associated Clients

Main (12 of 12)

Client Grouping:

Description: |

Members

Select...

1. Click on the New button to start a new Client Grouping.

2. Enter the Client Grouping name. i.e. family surname, Netball team,
Gourmet travellers.

3. Enter a Description for the client grouping. e.g. Family, Perth
Competition, Worktrip 2008.

4. Click on the Select button, on the right hand side of the screen, to display

a list of Client files.
ﬂ Select PZ|
Client Family Marne Given Mame Title: -~

WILSADADDL [
WIMADANODL Wimnalasekera Daniel Mr
WONGCHUOO1 Waong Chueh Fen s
WOOFNATOOL Waoo Matasha Miss
WOODALEDDL ‘Wood Alexander Mr

WOODJAMODL ‘Woodward James It
WOODNAFODL ‘Wood
\WRIGANNOOL “Wright

Ir .
s hd
Deszelect Al § records selected Cancel

5. Use the mouse and scroll bar to find and highlight the passengers to be
associated together. It is important to also select the currently open client
in this process.
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6. Click on OK. The Associated Clients screen will be redisplayed, with the
grouped Client files listed in the Members area. Click OK to Save and

close the input screen and return the Client file.

E Associated Clients FE
Wain (12 of 12)

Client Grouping: WATERSKI

Description: Moomba skiisrs Mar 06

Members

AKAMALEDO1 Mr Albert Akamanis
GRIFCWLO01 Mr Dale Griffiths

KERSAILOO1 Mrs Aileen Kershler
LAMBLILOO1 Lilly Lambert

PATEJAMOOL M Jamie Paterson
RIDGTRADODL Miss Tracie Ridgway
RISCROGO01 Mr Roger Riscutto
SCHUHELOOL Ms Helga Schultz
SPEMGLEDOL Mrs Glenda Spencer-Burridge
SPEMLINKDOL Ms Cyhil Spencer-Burridge Ok R
TAMOMINGOL Mr Ming Tamoko

TOLSICAD0Z Miss Joanne Tolson Cancel

7. The file codes for the associated client files will be displayed in the drop

down selection scroll as shown below.

|sPENGLEDDY g Mrs Glenda Spencer-Burridge SPEMGLEOOL &
ATKISHADOL
# Client | 7 Trips l i cards l ) Passports l % Preference l & additional l GRIFDALOO1
p HACKHAMOO1
~ Personal Details

You can open any other file in the associated group by clicking the file code in

this box.

An associated grouping can contain any number of client files; however each
client file can only belong to one associated group at any one time.
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Removing a Client File from an
Association

© Galileo Southern Cross 2006

Open any Client file that is a part of the associated group, then open
Options on the main menu bar and select Associated Client, or right-

click anywhere on the client file to display the input window.

The arrow buttons can also be used to scroll through the client groupings

to ensure the correct one is selected.

Click the Delete button to delete the entire Association.

Wain (1 of 13)
) ) M4r M
Client Grouping: EEAN FAMILY
- - ey
Description: Barcelona trip Jun 06
Delete

Members
BEANBASO0L Mr Basil Bean “

Client Family Marne Given Mame
BARLDEROOL Barltrop Derek
BARLF**001 BARLIM MARIA
BATEGREOOL Bateman Greq
BEALCWRO01 BEALE DARREM

Eean

Bean Beatrice

Eert
BEDMM**001 BECMARZ Ll
BEL*GUYOO01 BEL Gy
BELLANDOO1 Bell Andrew
BELLLESOO1 BELLAMY LESLIE
BERGEEROO1 BERGELIM BERMARL
BER.GIANOO1 BERGELIM JAME
Deselect Al 3 records selected

To remove individual client files, click the Select button to display the list
of client files to remove individual clients from the association. Client

files that are members of the group are highlighted.

There are two methods for removing a client file:

* Click on the Deselect All button to remove all members from the
group. This action displays a dialogue box asking for confirmation to
delete the grouping. Click Yes or No depending on requirements.

Finally, click OK to be returned to the Client File.

* Click on the individual client file to be removed from the group. This
removes the highlight on the file, indicating it is no longer to be
included in the association. Click on OK to confirm the change. This
method means that all other selected members stay in the associated

group.
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Deleting Client Files

A Client file can only be deleted if it has not been linked to a Trip file.

Open the Client file to be deleted. Ensure the Client tab is open and select the
Delete option from File on the menu bar. A confirmation prompt will be
displayed, click Yes to confirm deletion of the file.

If the client file contains links to a trip file, the following warning will be
displayed.

r (x]

Client may nat be deleted

This client iz linked to tripi=)

=10 Thursday & May 2004 152106

The links must be removed between the Client and Trip files. See "Unlinking" in
Module 5: Trip File.
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Uploading Client Files

Uploading of Client files automatically creates a Galileo booking file profile
adding information held in the CCT application. This helps reduce manual
entries and increases information accuracy.

To perform an upload, Galileo Desktop must be running and signed in.

Open the Client file you wish to upload and click on the Upload icon on the
toolbar to display the Preference / Upload window.

&
Upload
E Preference/Upload PZ|
Client: |SyNgR=ug] - cgn5u|tant;|glenda spencer-burridge ﬂ
Upload Details
&l Data v MaR v Mame |+ Home Address | Business Address v
P I B il Memberships: Ph B
assenger Mames — |eage erships B Sendas—
50 187501873 " o5l
" Phone
+ Both
< ¥ < ¥

Other Upload Infof
< ¥

[~ D¥o: Canned Remarks: Mo =11
Preferences -
. -QK to Send
(* personal | (S ZE 18

" Company Flight A O Erre Cancel

< *

This window will default with all the highlighted items already selected for
upload. If any items are not to be transmitted during the upload, untick or
remove the highlight.

Consultant

The consultant field will default to the logged-in user. If another consultant name
is required it can be selected from the drop down scroll attached to this field.

The All Data field -indicates that the Agency MAR, Passenger Name(s) and
both Home and Business address are sent to the Galileo Host.

MAR

The default setting All Data includes moving the MAR and assumes that you are
uploading to a booking file before Ending and Retrieving the booking file.

If uploading into an existing Booking File, including adding a second client into
a booking file, you must remove the tick in the MAR box.

Mileage membership

Up to ten Mileage membership numbers can be uploaded to the host. A live
flight segment must exist to correctly upload the Mileage details.
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Phones

The radio buttons in the Send As area provide options to upload the Client phone
numbers into the OSI or Phone fields or to Both.

Send as——
sl

" Phone

+ Both

In the adjoining Phones box the first character indicates the Upload option, (i.e.
O for OSI, P for Phone field, and B for Both). The second character indicates the
phone type (i.e. B for business, H for home, M for mobile, etc.).

Email

Email addresses must be added in Galileo Desktop using the Mail to (MT.)
format.

Other Upload Info

If a client file contains Seating and Special Service Requests recorded under the
Additional tab, the recommended procedure is to book all flight segments prior
to performing the upload. CCT only transmits this information when live flights
already exist in the Galileo Booking File.

Credit Card and Passport details are not transposed in the upload process. If you
wish to include these items you can enter them as Note Pad entries under the
Additional tab.

DYO

The DYO setting is used to stipulate a particular format to be used when
producing Itineraries directly from the host. Tick and type the required format
number in the DYO area.

Canned Remarks

Select which category of Canned Remarks you wish to attach to this booking file
from the drop down scroll. The options in this field are preset by the System
Administrator or Galileo Representative. Domestic, International and Free Text
are the normal categories available.

Adding Canned Remarks into the booking file, saves having to add itinerary
remarks into each Galileo booking file before producing a standard Gaileo
itinerary.

Preferences

Preference details are displayed for reference and do not upload. You can view
Personal or Company Preferences.
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Transmitting the Upload

Click the OK to Send button. CCT transmits this information to Galileo Desktop
and it is displayed in a booking file on the main Itinerary screen. If you wish to
view the booking file in Focalpoint, click on the Terminal button and enter *R in
a Focalpoint window.

E@ Record Locator: new record

= @ Names
CHU, LASHITADR

= Phones

Type City Phone

Business (SYD) 02 97001099

F&x (5YD)|02 97001855

Home  [(SYD) 02 2934591 AFTER 7PM

Mobile  [(SYD) 0411 458 667 LEAVE & MESSAGE
E-rnail  [(SYD) LASHITAGY AHOO,COM, AL

E-mail

@ web Bookings
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Associated Client File Upload

Associated Client files can be uploaded together.

Before uploading check that you have the correct files linked together. A
business man’s file might be linked to his work colleague’s files for a business
trip and to his partners file for a leisure booking.

See "Associated Client Files" in Module 4: Client File.

|CHU*FELUU1 g tdrs Felila Chu CHUFELOOL hat
# Client | # Trips lﬁ‘Cards I.Passports l % preference l & additional IWILSADADDI

Both names from the associated files will be displayed in the Upload screen with
the arrow next to the open file name.

% Preference oa
E2pref fUpload (%]
Client: [-HU*FELOO1 g Mr= Felila Chu Consultant: Glenda -]
Upload Details
&l Data v MaR v Mame |+ Home Address | Business Address v
T4l Memberships:
: leage Memberships Send as
sl
" Phone
(+ Both

[ Do Canned Remarks:  [Mane =1
Preferences
_ -QK to Send
{+ Personal Car P -
" Company ote i eferre w
i Help |

There are minor differences in the information transmitted to the Galileo host
when uploading Multiple Client files.

1. Mileage Membership is extracted from both Client files.
2. Other Upload information is only taken from the open file.

3. Preference information is only displayed for the open file.
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Uploading Multiple Client Files

Several Client files can be uploaded into the one Galileo booking file. This is

useful when two unassociated clients are travelling together. Open and upload
each client file individually into Galileo Desktop. Ensure that the Agency File
(MAR) is deselected when uploading each additional Client file after the first.

All details from each Client file are uploaded and automatically associated to the
relevant passenger name. If any details are not required, deselect them prior to
clicking OK to Send.

Two Passengers, One Client file.

If a client is accompanied by another, and a Client file is not required for this
passenger:, enter the accompanying passenger’s name, in Galileo host format,
under Other Upload Info in the Additional tab.

This is also the method for entering an infant on the parents client file.

E Preference/Upload rz|
Client: m g Mr= Molly Molntyre ch5u|tant;|GIenda ﬂ
Upload Details
&l Data v MaR v Mame |+ Home fddress [V Business Address v
P. i 8 T4l Memberships:
asseger es - |ge el e ips Send as
= McInkyrefMolly Mrs rMH 130  ost
" Phone
+ Both

<8 £ | 4

Other Upload Infg

[ Dvo: Canned Remarks: Mo =11
Preferences -
= OF ko Send
& rersone [ |ox to 5end|
" Company Cancel
®{me Help |
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Module 5: Trip File

Opening Trip Files

A Trip file is used to store segment information and accounting transactions for
each itinerary within the CCT application. Trip files store information about
passengers travelling together and have various methods of creation, the most
useful being an automatic download from Galileo Desktop.

Trip files can be accessed using any of the following methods:

» Using the Trip file icon on the standard CCT toolbar.

i

Trip

» Using the MyCCT pre-set or Trip search folders. See "Trips" in
Module 3: MyCCT.

A My CCT Splash
S A Trips
% }D Search...
% Search Results
[ Accessed Taday by Me
[ Recently accessed by me
S\ With Important Notes
[ Departs this Morth
Q Guotes
+ [ Sales by firm date
+ [7 Sales Future Travel
+ [ Hotel Commission
B Allin Database

» Via the relevant Client Files. Select the Trips tab to display a list of
trips linked to the client. Double clicking on line will open the Trip file.

# Client &P Trips

Departure Trip Code Primary Status Passenger Trip Summary
Date Dest
20f12{2005 |GLZ312040001 MEx Ackive BEAM/BASIL MR, BMESYD{LARMEXISCLISYD/BNE
Bean/Basil Mr BRE BEK/BCNISIN/BMNE

/05,2005 |GL2411040001

Creating Trip Files

Trip files can be created:
* Manually - See "Manually Creating Trip Files" in Module 5: Trip File.

* Using the Quick Trip Wizard - See "Quick Trip" in Module 5: Trip
File.

* Creating from a Client file - See "Creating a Trip File from a Client
File" in Module 5: Trip File.

* Automatically, by downloading a booking file from Galileo Desktop -
See "Automatically Creating Trip Files" in Module 5: Trip File.
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Manually Creating Trip
Files

With no file open, click the New icon on the standard toolbar to open a selection
screen.

. O

1, Irip

(Q; Cancel
ebtor

™ Creditor Help

™ Cashbook

Click on the Trip radio button to start a new Trip file manually then click on
OK to open a new blank Trip window.

{ Trip - Untitled (l=]_J
[ =] o2
e | i | l | | @
Passengers
Main Booking Name | Preferred Name Client Code | iJ
| | Link Cliertt | Uniink Client |
Summary
Departure Date: | Consultant: blenda Trip Status: | Mbr of Passengerxl
Ticketing Date: | Destination: | Order No:
Mandatory Items

The blue colour indicates the mandatory fields, which must be completed before
the file can be saved and a file code created.

A Booking Name or Group Name must also be entered before saving. Because
there is the option to complete either of these fields they are not coloured blue.

Completing the mandatory fields:

Field Description

Booking Name | Use standard Galileo cryptic formats (e.g. FINCH/
CHRISMR)

Group Name This is a free text area, and can be completed instead of, or

as well as, the Booking Name field

Departure Date | Use the DD/MM/YY format to enter the date of departure

Trip Status Enter the status of the trip, press F12 for a list of options
available. Reports are able to be sorted according to this
field. The Trip Status should be updated as the booking
changes.
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File Identity

After the Mandatory fields have been entered click on the Save icon to save the
file and create a Trip file code.

[GL291 2040001 _:l 18M 272006 PPT Thorpe/Felicity hs

A unique Trip code is assigned by the system to each Trip file and displayed in

both the drop-down list and window title bar. The structure of this Trip code will
depend on whether the Trip has been manually created or downloaded from the
Galileo host system.

Manually Created / Quick Trip Wizard Trip Code: GL2912040001

Breakdown Description

GL The first two letters of the creating consultants code
291204 The date of creation of the Trip file

001 Trip Number allocated by the CCT application

Downloaded Trip Code: QTV89E140503

Breakdown Description
QTVRIE this is the 6 characters Galileo Record Locator reference
140503 the date of creation of the trip file
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Trip File Action Buttons

¢

B 2

iy

The action buttons in the top right hand of a Trip file perform the following
functions:

* The W icon outputs the current itinerary details to Microsoft Word,
using Itinerary style 4. See "Itinerary from MS Word Icon" in Module
9: Documentation.

» Trip Texts provides a way to easily add comments to each segment
before creating an itinerary. See "Trip Texts" in Module 9:
Documentation.

* Trip Search — opens the Trip search window. See "Trip Search" in
Module 3: MyCCT.

* The Important Notes icon opens a blank Important Note to enable the
user to add a message. See "Important Notes" in Module 3: MyCCT.

Downloading to a Manually
Created Trip File

Once a trip file has been manually created, segment information can be
downloaded without creating an entirely new Trip file. This is useful where a
client may have booked a land package and then returned to ask for flights to be
booked.

To add the segment information into the Trip file:

L.

© Galileo Southern Cross 2006

Book the required segments in Galileo Desktop and ensure the file is
saved. Make a note of the Record Locator.

Open the manually created trip file in CCT and enter the record locator
(exactly as it given in Galileo Desktop) into the Booking File ficld on the
Trip tabs Summary section, and save the Trip file.

24 Hour Time?: fres Booking File: MEDXVS Createc: 2311212004

Re-open Galileo Desktop and retrieve booking file (if not already open).
Select the download button and a prompt appears, confirming the choice
to download into an existing manually created Trip file.

If the name in the Trip file does not match the name in the Galileo
Desktop file exactly, the download will copy the name from Galileo
Desktop over the name in the original Trip file.

The new segment is automatically added under the Segment tab, with the
Source code of G for Galileo.

®Segments
Service Dep Depart Dep Arr Artival Arr Booking Sou
Iy . Type Supplier | City Date Time | City Date Time |Status Reference roe
1 F [Flight GF SYD | 210572003 09: 00|REL 210572003 10:25) HK |MEDHNS G
2 H Hotel H' RAEL 210572003 11:00 220572003 12:00) KK |HY1431 L
3| F [Flight GF RAEL 2210572003 13:00/SYD | 2200572003 14:20) HK |MEDHNS G
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NOTE: If quotes have been created against the manually created trip file, these
may require adjustment to include the new segment information. See "Working
with Quotes" in Module 5: Trip File.
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Quick Trip

The Quick Trip functionality can be used to provide clients with a detailed
quote and to create a Trip file with segments and quotes, from one input screen.

To create a new Quick Trip, click on the Quick Trip icon on the MyCCT
toolbar or select Quick Trip Wizard from the File menu.

The Quick Trip - Create New Trip and Quote screen will be opened.

‘_‘:-’ QuickTrip - Create New Trip and Quote

Origin: [ADL ~] Destination: [NBO - vie[ ~.l

Adelaide Hairobi

Departure: P7/0412005 @ Return: £7/06/2005 @ 1 Ways
T — T e ———

8 =l MC . 2T ~]. [sDVEN ~1.] [cover |
BSP ~]  [marmiOTT -1 [wRFrY ~] [Foven ~] [ =|

Paxs Fare (perpers) Taxes Nights  Mightly Rate Days  Daily Rate Paxs Fare (perpers) Paxs Days Premivm (p.p.)

E=Imsog [ sa00 [1J[ 340009

Title: First Name Surname | Service Supplier Segment Begin SegmentEnd | A
Wir Fredrick Faulty Type ] City Date City Date
Flight sa ADL 2700472005 NBO 27/04/2005
sa NBO  27M06/2005 ADL 27/06/2005
Hotel MC NBO 2700472005 NBO 27/06/2005
Car Hire  IT NBO 2700472005 NBO 27/06/2005
Tour ADVEN ADL 270472005 NBO 27M6005
e Rwww [ Crest Foow Up Ak
Mailing Address:: Po_Box 126 ] Merketing Code: feg
Heriey Beach L sa  [s022 ] @ " Business
Phone: [Home ~]ba_ |pazataz ]

Email: [E-mail - EEredrick.fauny@ozmail.com.au ] Ok i Cancel |
Alert: EU!‘I 2104 j‘ @ E9:3U j‘ 1 Days 2Days @ ou can have haotel, car or insurance dates that
" Email

& Phone (" Mail dao not equal the total duration of the trip. You

P - - can change the dates on the segment in the trip
Subject: Fallow up QuickTrip Quote file appropriately after completing this form.

Note:  Followy up quote on (08) 2934182

Consultant: [alenda -1
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Quick Trip Screen Sections

Itinerary Dates and Destinations

Field Description

Origin Defaults from the Branch configuration. Enter the IATA code
for the Origin city or airport.

Destination Enter the IATA code for the Destination city or airport. A
drop-down scroll provides a list of Cities that have been
previously used in segment files. For a full list of city and
airport codes select the search button (...)

€ City Search _|

Code | [Maime | Courtry |

Search: Ig |
City Code City Mame Courtry | -
T Wigsterland DE
Y Galway IE
GHG Coyhaigue CcL
GHY Greeley Coius
YA Guayaramerin BO
ex Gusyacuil k
Lyt Guaymas LB
Gy Goiania BR
GYP Gympie Al
GYR Goodyear AT IS
GYY Gary IMSUS
GIO Gizo SB
GIT Gaziantep TR &

OK | Cancel |

Scroll through the list or type in details in the Code, Name or
Country boxes to refine the list. Double click the required
line.

Via If required, enter a via point IATA city / airport code. This
functionality is useful when quoting trips via different routes.

Departure Enter a Departure date (using DD/MM/YY) or use the
calendar button to select a date

Return Enter the Return date (using DD/MM/YY), or use the
calendar button to select a date

1 way If this quote is for one-way travel, tick this field
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Suppliers / Segments

Drop-down lists are available to access the most commonly used Suppliers from
previously booked segments. A full list is available from the search (...) button.

T R T ST

Supplier: |GA v| | v| | v| |
Creditor:

Code | Mame |

Search: Ig |

-

Supplier 1d Supplier Mame Default
Commizsion

CerucaOriertHoldeys b |
GUTHREYS MEW ZEALAMD TOURS u}
GROUP EVENTS u}
GREAT AUSSIE HOLIDANY'S u}

Section Field Description

All Supplier Select or enter the supplier code for each
segment type to be included in the quote

Creditor (appears after a supplier has been entered)
Provide the Creditor code to be used for the
supplier. Defaults can be configured by system
administrators if required

Rates All rates fields only become available after a
Supplier and Creditor has been entered for that
service.

Flight Paxs Number of Passengers using the flight segment

Fare Total Fare per person

Taxes Total value of taxes to be included or enter
detailed tax information by selecting the (...)
button

E QuickTrip Taxes

Tax Armount |
I =
Tax Mormal Amourit
G - Australia Noize Lewy %
@R - Domestic Head Tax
vy - Domestic Passenger Lewy

NG - Airline and Security Lewy

Select from the commonly used codes, or enter
each tax code and the tax amount. Click Close to
transpose the total to the Taxes field.

Hotel Nights Number of nights required at the hotel

Nightly Rate  Nightly rate for the hotel room

Car Days Number of days the car is required

Daily Rate Daily rate for the car hire

Tour Paxs Number of passengers participating on the tour
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Fare Total cost of tour (per person)
Insurance | Paxs Number of passengers to be included on
insurance
Days Number of days of cover included in the quote
Premium Cost of insurance policy (per person)

The Generated Segments section of the Quick Trip screen is populated as each
service type is completed, and is a summary of the quote.

Passengers

The number of lines available is governed by the number of passengers indicated
in the Pax field. Enter the name in airline format (i.e. Surname/ Given Name/
Title.). If the name is not entered in this format the Trip and Client file codes will
not be created to correctly identify this file.

Follow Up and Passenger Details

Tick the Create Follow Up Alert box if a reminder to follow up on the quote is
required. Complete the passenger contact detail fields and set the Alert date and
time.

Tick the radio button to specify the means of contact (i.e. Phone, Mail or Email).

Mailing Address:: PU.BUMQS | Marketi ode: Feg
Herley Beach L sa  |[s022 ] ¥ " Business
Phone: [Home ~1ps |pass1a2
Email: [E-mail = | fredrick fautty@ozmail com.au OK | Cancel |

Alert: ED!‘I 2104 :I‘ 2% EQ:SD zl‘ IDays | 2Days | [ig *You can have hotel, car or insurance dates that

® Phone ( Mai € Email do nothequaltt:e;ittal duratt;on of thertﬂrip.t:otu_

et —— can change the dates on the segment in the trip

Subject: Fallow up QuickTrip Quote file appropriately after completing this form.
Note:  Followy up quaote on (08) 2934182

Consultant: |alendsa -]

Enter the Marketing Code by selecting a code from the list (F12) or entering
free text. Select the appropriate trip type, Business or Leisure.

Click on OK to save the trip details.
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The Quick Trip information is transposed into a new Trip file, and a User
Comment is automatically created, advising that this Trip was created from a
Quick Trip.

i Trip - GL2912040002

[6L2912040002 = 2710472005 NBO Fautty Freckickhtr L P
i Trip | @ seqments ] O quotes ] # Clients ] 9 Frequent Flyer ] [ Accounting ]%cms ] E”
Passengers
Main Booking Name | Preferred Name Client Code | 2
[ FauttyFredrickMr ] Link Cliert | Unlink Client
Summary
Departure Date: 270472005 Consuttant: lenda Trip Status: Quote  Nor of Passengers:fh
Ticketing Date: | Destination: NEO orderNo|
Region:| Msrketing Code:feg
Group Name: | Cost Centre: ’—
tin. Summary: JADL-NBO Trip Type:|Leisure =]
24 Hour Time?: fves  Booking File: | Created: 2971212004
Phones
Type| Area Nurmber Ext. | City Coce Commerts Primary |
E tredrick faultyi@ozmail com.au
H 08 2934182 (I
Addresses
Type|  Building Street Suburb State |PCade | City Courtry | Primary |
M P.O. Box 126 Henley Beach SA | S022 v

The Trip Status field is automatically completed as Quote.

The Segment and Quote areas have also been completed.

QSegments
Service Dep Depart Dep Arr Artival Arr Booking Sou
Ik Type Supplier | City Drate Time City Drate Time Status|  Reference  |rce
1 F  Flight SG ADL | 270472005 MBO | 2710472005 L
2 F Flight SG MBO | 270672005 ADL | 270672005 L
3 H Hotel hAC MBO | 2710472005 MBO | 270672005 L
4 © |Car Hire IT MBO | 2710472005 MBO | 270672005 L
9 T Tour ADNEN ADL | 270472005 MBO | 270672005 L
G | nsurance CONVER ADL | 270472005 MBO | 270672005 L
cDlJulJl:es |
[k Drate ID | Type | Supplier | CostiRet Sell ity Per Unit Price | Duration |(GST| Charge
2 15062004 77 | T | ADVEM (Cost 340000 1 Pax 3400.00 1 A
3 15/06/2004 76 | C IT  |Cost 125.000 1 Dravy 54.00 2 ¥
4 15/06/2004 75 | H MC (Cost 230,000 1 Might 11:5.00 2 ¥
5 15/06/2004 74 | F SG (Cost 19:30.00 1 Pax 17:30.00 1 ¥
Total: 6,068.00

Re-open the Quick Trip input screen from the Quotes area by clicking on the
icon. This will re-display the Quick Trip screen with the Follow —up details and
Origin, Destination and dates transposed from the existing quote.

Creating a Booking from a Quick Trip

If the quote has been accepted, update the status of the Trip file to Active (from
Quote). The same Trip file can be used to store the Galileo booking once it has
been created. See "Manually Creating Trip Files" in Module 5: Trip File.
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Service Fee Quotes Generated
from the Quick Trip Window

Fees entered in the Quick Trip window will now always appear in the Quotes
grid below all other types of Quotes.

M1 |Qsegmrs |%F¢es OQuutelechenrs |Q¥Freq|=lm ||EAmomarg ]%cmnrs “E'

Nef Dae | D Type | Suppier |CostRef Qty| Per | UntFrice |Duration| 68T Sel | Commission| Charge

1 : 203.74 1000 Yes

2 15/02/2006(4480\ Service Fee [SRVFEE [Cost 1 Total 22.00 1 Y 22.00 22.00 Yes

3 15/02/2006(4281 F|SRVFEE [Cost 1 Total 55.00 1 N 55.000 55.00{ Yes
Tatal: R0.74 ar.o0l 280.74

Creating a Trip File from
a Client File

A Trip file can be created from the stored details in the Client file, without
uploading and downloading through Galileo Desktop. This is useful when a
regular client books a land only itinerary.

Open the Client file and click on the Create Trip icon located on the Client tab.

A Client

M Trips l ‘ﬁ‘Cards l .Passports l %’Preference l gndditional l = l %l H§| l

Personal Details
Family Mame: Lim Given Mame: Elaudia @
Title: ﬁs Birthelate: ﬁ 0103 954 Gender: Female Create Trip

Preferred Mame: |

A Trip file has been created, with the contact details transferred from the Client
file. Complete the mandatory fields and Save the file.

" Trip - Untitled

Tri
Mo | | | | | | E|
Passengers
Main Booking hame | Preferred Name Client Code | 2
[V LMCLALDIAMS | LIM*CLADO1 Link Client | Uniink Client
Summary
Departure Date: | Consultant: Elenda Trip Status: | Nor of Passengers:
Ticketing Date: Destination: Order Ma:
Region: l— Marketing Code: ’—
Group Name: | Cost Centre:
Htin. Summary: | Trip Type:|Leisure o
24 Hour Time?: fres Blooking File: | Created: 291 2/2004
Phones
Type| Area Murmber Exd. City Code Comments Primary |
H 08 29851029 PER
M 0401 678329 I
Addresses
Type| Building Street Suburb State P'Code City Country Primary |
H 19 Swwan Drive PEREMNJORI WA | 6620
hd By P 17 DERFRLICRI WE | RRIN i

CCT also automatically creates a link between the Trip file and Client file,
indicated by the hyperlink on the Trip tab.

CrossCheck Travel 3.1 Client Management Guide



Trip File

Trip File Tabs

The Trip file consists of the Summary bar plus a series of tabs. The initial screen
or Trip tab is used as a summary screen, while the remaining tabs are used for
more specific information.

7 Trip - AL3004050006 (=)
|2 3004050008 x| 1710412005 14MB HOCKLEY/DAYIDMR o |BE| 2|
7P Trip @Segments l L Fees l C I Guotkes l A Clients l %’Freq Flyer l [ Accounting l 5 Comments l H§| l
Passengers
Main Booking Mame | Preferred Mame Client Code | a}—
v HOCKLEYJ’DAVIDMR |Dave HOCKDAYO0 Link Cliert Unlink Cliert
Summary
Departure Date: |1?ID4.I‘2005| Consultant: Ialli Trip Status: W Mbr of Passengers: h—
Ticketing Date: | Destination: WME Order MNocHIDZ2
Region: [\/Ici Marketing Code: W
Group MName: | Cost Centre: W
ttin. Summary: MELJ\I\IMEIMEL Trip Type: m
24 Hour Time?: [res Booking File: | Created: [30.04/2005
Phones
Type| Srea Murmkber Ext. City Code Comments Primary |[#
B |03 9537 4533 MEL Reception | |
E MEL dave@mesharchitects .com.au ™
Addresses
Type|  Building Street Suburk State | P'Code City Courtry Primary |
B |Leveld 110 Bourke Street MELBCOURME WIS | 3000
H 101 Liverpool Street CARLTOMN WIC | 3053 Australia | |

Trip Tab

After the file has been saved, other areas on the Trip tab can be completed.

Passenger items

Main box

If there is only one passenger in the Trip file, this box will be
automatically ticked on saving the file. If there is more than one
passenger, place a tick next to the main passenger. More names fields
can be added by clicking on the New icon or pressing Ctrl+N with your
cursor in the name field.

Preferred Name

Enter the name the passenger uses, (e.g. Ho Lee Fong Cheung prefers
to be called Lee).

The Link Client and Unlink Client buttons are used to create
passenger links from the Trip file to Client files. After these links have
been created, the Client Code will be displayed. See "Trip File and
Client File Linkage" in Module 5: Trip File.
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Summary

The Summary area in the middle of the screen also holds information
on the actual trip being undertaken, and should have as much data as
possible entered.

Summary
Departure Date: hS!‘I 272006 Consultant: blenda Trip Status: [f«ctive Nor of Passengers: h?
Ticketing Date: 31 22006 Destination: PPT Ordler Mo:|
Region: ESW Pacific Marketing Code: }eg
Group Name: bive Dec 06 Cost Centre:[
tin. Summary: SYDISKLPPTALISYD Trip Type:|Leisure -
24 Hour Time?: h’es Blooking File: [ Created: W

The following table details each field

Field

Description

Consultant

Automatically completed with the current user name

Trip Status

Double click the field (F12) to select an appropriate status
for the Trip file. This field should be regularly updated to
ensure it reflects the current state of the file (mandatory)

Nbr of Enter the number of passengers in the Trip file (maximum

Passengers 99)

Ticketing Date Enter the date the trip should be ticketed using the DD/
MM/YY format

Destination Enter the IATA code for the destination airport / city. Use
F12 for a list of available codes

Region Enter the relevant region for this trip. Use F12 for a list of
available regions

Created System generated - records the date of Trip file creation

Order No Enter the order number provided by a Debtor. This order

number prints on Invoices and Credit Notes.

Group Name

If this trip file forms part of a Group booking, enter the
group name.

Marketing Code | Enter an appropriate Marketing Code or, dependant on
settings, press F12 to select from a list of pre-defined
codes.

Itinerary This field is automatically completed when an itinerary is

Summary downloaded for the host system. It can also be entered
manually in free format.

Cost Centre A Cost Centre code would be provided by a Debtor and
prints on Invoices and Credit Notes

24 Hour Time Set the time format required for the Trip file. This impacts
documents such as itineraries

Booking File Used to store the Galileo booking file Record Locator, if

applicable
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Trip Type Select a category; - business, leisure, group or mixed from
the drop-down list
Created System generated - records the date of Trip file creation
Viewtrip.com

The Viewtrip.com link provides easy access to the Galileo Viewtrip web site for
viewing itineraries. Clicking the link opens www.viewtrip.com and populates
the Galileo Reservation # and Last Name automatically.

Galileo ViewTrip

Welcome to Galileo ViewTrip

Galileo ViewTrip is your personal travel website that displays up-to-the-minute itinerary information,

Please select your language: |English {United Kingdom) j

Please select the country where youlive: |4 ,ctralia & |
This will allow us to quickly retrieve your booking,

To view your itinerary, please enter reservation number and traveller's last name.

Sign in ko view itinerary:

Reservation Number: HETRZ
Traveller Last Name:

Please select your preferences

Time Display: & 24-Houwr O 12-Hour
Temperature: % Celsiis  © Fahrenheit
Font Size: Default | Large | Extra Large

W Remember my preferences

Once the Viewtrip.com window opens, click the Sign In button to view the
itinerary.

The Viewtrip.com link only appears if a valid Galileo Record locator is stored in
the Booking File field of the Trip tab.

Phones and Address Fields

The lower part of the Trip tab is used to store the contact details. Refer to the
table below to complete these fields. Additional lines can be added by clicking
on the New icon while the cursor is in the appropriate field or by pressing

Ctrl+N.
Phones

Type| Srea Murmkber Ext. City Code Comments Primary |
E brovwnigpicknow|.com.au v
H |05 |2980644 [
Addresses

Type|  Building Street Suburk State | P'Code City Courtry Primary |
H 12 Eslplanade HEMLEY BEACH SA | 022 v
hd PO Box 445 Henley Beach Sa | 8022 "
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Field Description

Type Phone contact type, e.g. Home, Business, Mobile, Fax,
Email. F12 (or double click) to access selection list.

Area Area code.

Number Phone or fax number.

Ext. Extension number where applicable.

City Code City code of phone location - use the three letter [ATA
codes - if left blank this field defaults to Branch city code.

Comments Free format comments field.

Primary Tick this box if this is the Primary phone number. The
Primary item will move to the top of the display.

Address

Field Description

Type Address type (e.g., H for Home, B for Business). F12 (or
double click) to access selection list.

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

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

Suburb Type in the suburb name and tab to the next field. Upon
tabbing out of the field, the State and Post Code ficlds are
completed automatically.

State Normally system generated based on the Suburb input.

P’Code Normally system generated based on the Suburb input

City A city name can be added, if required.

Country Country of address, if required

Primary Tick this box if this is the Primary Address. The Primary

item will move to the top of the display.
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Segments Tab

The Segments tab provides access to all itinerary details related to the current
Trip file. Segments can be manually added or generated automatically through a
download from Galileo Desktop.

®Segments
Service Dep Depart Dep Arr Artival Arr Booking Sou
[k Type Supplier | City Drate Time City Drate Time | Status Reference rce
1 F |Flicht SG SYD | 2304/2004 11:45 amSIN 23/04/2004) 5:55 pm| HK |cha74389 L
2 F |Flight SG SN 23/04/2004 11:55 pmbAN | 24/04/2004) 6:50 am| HK |CHS574359 L
3 € |Car Hire IE MAAN | 240472004 5:30 ampAN | 210572004 5:530 am| HK |CHS574359 L
4 F |[Flight SG BAAN | 21/05/2004) 10:00 am SN 2200502004 6:25 am HK |574389 L
4 F |Flight SG SN 220052004 9:30 amSYD | 2200502004 6:50 pm| HK |CHS74359 L
G | Insurance  |HINS SYD | 2310472004 220572004 HH. L
7 | Insurance HNS |5 23042004 | = od ek | |l

PlaniType: BINGLE Cover: BUPER PLUS Duration: EWEEKS Premium: ESS.DD —'_

’, Policy Details

The segment summary window provides an overview of the itinerary and a
Source code of L means this segment was created locally and a G means it was
downloaded from Galileo Desktop.

Highlighting any line will display a summary of the segment information in the
lower half of the screen.

Double clicking on a line will open the segment input window where any of the
details can be viewed, edited or deleted.

For further details, See "Working with Segments" in Module 5: Trip File.

Fees Tab

Fees created in this area can then be converted into a Quote item or directly into
a Cheque Requisition. For any Fees to be charged to customers, the agency
administrator needs to setup standard fee types in CrossCheck Travel which will
become available for all users in your office. See Account Management guide.

The number of Fee Types that can be setup is unlimited, but they must be linked
to one of these new fees related Service Types.

Transaction Fee

Using the Fee Rules

When Fees are to be charged to the passenger(s) on the Trip File, the Fees Tab is
accessed and the New button is selected. In the Fee field is a drop-down list of
Fees Rules created by your agency administrator. These will appear in
alphabetical order of the Fee Codes created.
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RCKEZKZ10605 x| 2nz2008 TESTLYNNDARENUR Viewrrip.COM L8
Mo IQSWHB ¥ Fees |Ome | B Chents ] 4 Freq Fiyer | [ Accounting | < Comments | Bl
xfpurce |
oe Sales Code | SercoeType | Supplerid | Amount | GST | FeeTotal | Source |[ER
| Transaction Fes - USER
™ b2z 2000 200  Z2SercceFee Chg¥ DY
zz 12 2

= o |

Trans Tasman Service Fee

The selection of one of these Fee Codes will retrieve all the associated Fee data
into the screen. This information can then edited, particularly if needing to alter
the amounts or change the Description so that it is customised to help explain the
reason for the Fee being charged to the customer.

¥ Enter Trip Fee x|
Fee | Sales Code | ServiceType | Supgberd | Amount | GST | FeeToml | Source |

wfoomestic  |ServicaFee 22 2000k 200 2200 USER
:I::‘«es'. c kinerary Fee for Perth 1o Sydney secior Chgy DelY

& o s

From within the Trip Fee window, a Quote OR a Cheque Requisition can be
generated and the choice of these two options is likely to be dependant on the
type of customer being charged.

That is, for a Corporate customer you are likely to go straight into creating a
Cheque Requisition (then Invoice this transaction) while for a retail customer, a
Quote could be created so that these amounts can be included in the overall
Quotation to the customer. Otherwise, the Fees can be Saved without creating
either a Quote or a Cheque Requisition. When the Service Fee items have been
saved, they will display on the Trip Fees tab as individual items, similar to this
example:

i’ Trip - ROKBBX210605 =

RCKBSKZ 10805 ‘:j 21122005 TESTLYNNWDARENUR

m'rno|@swnents %fmloawmlﬁcunts ]ﬂ‘mﬁver [% Accounting |<‘$ton-|mmxs ||E||

Fee Sales Codel Service Type | Suppber ¥ | Amount GST | FeeTolal | Source

Domestic  Service Fee zz 10.00 1.00

Domestic  Service Fee Zz 20.00
Domestic Rinerary Fes for Perth tn Sydney sector

Totat 30.00 3.00 33.00

New Fee, [ Create Cheque Reguistion(s) I Create Quote(s) ] Befresh [

From this screen, the existing Fee items can be re-opened and edited or one of
the four buttons at the bottom of the screen can be selected or the user may just
exit the Fees Tab. When selecting any of the above four buttons the following
will occur:

Adding a New Fee

A new fee can be added to the Trip File at any time.
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Creating a Cheque Requisition

For the fees selected on the screen (which will be highlighted in dark blue),this
option will create Cheque Requisitions on the Trip File. The Chq Rec transaction
number will display on the right hand side of the Fee Tab.

DOM TN Domestic  Service Fee z 10.00 1.00 11.00 USER
Chg Rec: Q8305

Create Quotation

If the Create Quotation option is selected, for the fees selected on the screen
(which will be highlighted in dark blue), Quotes on the Trip File will be created.
The Quote transaction number will display on the right hand side of the Fee Tab.

DOM TN Domestic  Service Fee Zz 20.00 200 2200 USER
Dermestic tinerary Fee for Perth to Sydney sector Quote: 16570

Refresh

The Refresh button has relevance when Fees generated through Galileo Fee
Manager are downloaded into the Trip File.

Flexible Commission Rate on Fees

It is now possible to set up some Fee types so that the Commission Rate is a
percentage less than 100%. This option would be used when the agency is not
deriving the total revenue from the fee being charged to the customer.

e.g. A standard courier fee is ($15.00 plus GST)) charged to the Travel Agency
and the Agency adds on an additional $15.00 so that cost to the customer is a
total of $30.00 plus $3.00 GST.

To set up a Fee in this way, the applicable Commission Percentage rate is
entered in the Supplier Profile in the Commission field:

Details
Suppher Id: [COURFEE Service Type: [Service Fee
Name: ['jcu'e’ Fee Numeric Code: l—
Sales Code: m
AB Number: | ABN Ext: [
Defaults

Creditor:] COUR ~| commission:| 50.00  Override: | Jof

When this Fee is used by the standard methods (downloaded from Fee Manager
or entered manually), the Fee Total will be the full amount of the fee being
charged to the customer.

x|
Fee |Sales€o:le Service Type Shp;)lierlcll Amount | GST FeeTotal| Per |

w | Domestic Service Fee COURFEE 2000 3.00 33.00 Total
iCourier for VISA Application) 30.00 .00 33.00
Change: Yes Delete: ves Source: USER

E= fwn_|

A Cheque Requisition subsequently created from the Service Fee will generate a
transaction that has the applicable amount of commission but also a Net Amount
payable to the Creditor. The amount payable to the Creditor can later be included
in a Payment entry incorporating other outstanding amounts.
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™ Cheque Requisition (000010474 (Confirmed) ]

Tyee: [CGC x| Consutant feanne G5T:[Yesx]  Tranx Date: fannzzoos
Issye Details. Ticket Details:
Service: [Service Fee =] Suppier COURFEE  Credter EOUR Bovking Refersnce:
Date: [14022008  Saies Code: [Domest =
Fare — Other
I 000 Gsml 300 Farw (neik| EET ] Deg: 00
Fees Cancellation Fees Fare Details
Hon Comm 0 Fare Basss: [ Remarg [Courer for ViSA
Discounts Commissions Tages Requisition Totsls
% Amgunt % Amgues Tax | Commasion Teesl el ne. BST
e 00 Fare:[E0.00 1850 | Code| Amount |GST|Status| % | Amount I sl =m0
z 00 00 Taxes: [ e || ) oo | | se
00 I 30,06 [ 3200
Totat 1650 ez
Markating Code:[ ogerrde [ 00 0 I 1500 w0
] (1]
llames Segments I~ Show an
Type | Suppler | DegpariDate  DepaniCty Arrve CRy | Status Desais |
4 COURFEE
Deleting of Fees

It is now possible to delete a Fee that has a Quote or Cheque Requisition
attached, but you must first delete the related Quote or reverse the Cheque
Requisition.

When a Quote is being deleted, the system will check whether this Quote was
originally created from a Trip Fee. If it was generated from a Fee, the following
prompt will appear so that the user can delete the original fee as part of this
process. Click on Yes to complete the process.

=

\?/ The quote deleted was created from a Fee, Also delete the fee?
|

Yes MNo |

When reversing a Cheque Requisition that was created from a Fee, no prompt
will appear. However, you can now go into the Fee tab and delete the fee by
highlighting it then pressing the {CTRL and D} keys simultaneously.

New Per and Quantity Fields in the Fees Tab

The updated Fee window now has an additional field labelled Per which allows
for a method of calculating Fees per Pax (Passenger) or as a Total amount. There
is also a space to enter the Quantity of Passengers for the purposes of calculating
the total fee amount. When a Fee is created using the pax option in the Per field,
the pax quantity will be automatically calculated from the number of passengers
on the Trip file.

X
Fee [ Sales Code | Service Type | Supplier ki I Amount | GST | FeeTotal I Per I

[serFeen > | Domestic Service Fee ZZ 200.00fv 25.00 22500 Pax 2

{Service Fee 400.00 50.00 450.00

Quote Created: 515 Change: Yes  Delete: Yes Source: USER

g |

When converting a Fee into a Quote, the value entered into the Quantity field on
the Fee is copied into the Quantity field of the Quote.
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Trip Quote

. Detail |®Segment5 | ggNames | @ Custom Data |%Cumment5 |

Service: [#5z Anzz: T Dizcountt: .00/% 0.00 Fareexc Inc. GST
Supplier Id: 22 Dizcount2: .00 o 0.00| 400.00] 450.00

Sales Code: |Domestic | Commizzion: | 100.00 =g 450.00) Total

Creditor Id: [SF DOM GST: |ves VI I 4UU.UU| 450.00
Quantity: 2 Applies to Trip: [~ Sell

UnitPrice: | 2z5.00  Marketing: [ [~ o000] 2s0.00
Per: m Nett

[ o[ om

A further change within the Fees Tab is that the calculated total amount field of
the Fee will display on the Fee Tab beneath the individual fee values.

Mo |Q5egm:ms %FM|Ome |9_ctm:s |Q§Freqﬁyer |Em:mnting |%Conmenu |E§|

Fee |Salas Code| Service Type | Supplier id | Amount | GST | Fes Total | Per | Source I
LATE BOOKING FEE Sundry Service Fee SRVFEE 110.00 0.00 110.00 Pax 2 USER
Totat 110.00 0.00 110.00
Che Rec: 0.00 0.00 0.00
Quote: 0.00 0.00 0.00

Quotes Tab

The Quotes tab stores detailed quotes for passengers and produces a high quality
quotation documents. The quote can also be used to generate Ticket and Cheque
Requisitions (See "Ticket and Cheque Requisitions" in Module 6: Trip
Accounting Part 1) and to produce Invoices and Credit Notes.

cDlJulJl:es
[k Drate I | Type | Supplier | CostRef Sell ity Per Unit Price  Duration| GST Charge ﬁ
1 04122003 14182 | T | CREATE |[Cost 80353.58 3 | Person 269286 1 ¥ Yes
eS| S el | asao0 1| N
3 041 22003 14186 | | HINS  Cost 235000 1 Tatal 23500 A ¥ Yes
Total: 8,731.58 8,731.58
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Quotes Tab Fields

Field Description

Nbr Quote Number

Date Date the quote was created

ID System generated unique identifier for the quote

Type Type of quote (i.e. F for flight, H for hotel)

Supplier Supplier code

Cost / Ref Indicates if the quote is for a cost or refund to client

Sell The selling price indicated in the quote

Qty Number of people, days, nights or total; taken from the
Per field in the quote input screen.

Per Unit of measurement, Day, Night, Person & Service

Unit Price Price per unit / item

Duration Number of days

GST Indicates if GST is applicable Yes, Comm or No

Charge Indicates if this is a chargeable item and that it will appear
on documentation

Total A total of all quotes associated to the trip file

The lightning bolt button gives direct access to the Quick Trip functionality
which is fully detailed in this See "Trip File and Client File Linkage" in Module

5: Trip File.

See "Working with Quotes" in Module 5: Trip File.
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Clients Tab

The Clients tab displays a list of all clients that have been linked to this Trip.

@ Clients |
Link Client Title: Family Name Given Name
[PSoR BEANBASOO1 MR [Bean |
PSGR BEANBETOO1 Mrs Bean Betty
PSGR TAMOTARDOM Mrs Tamokao Taruna
PSGR TAMOTIMOO1 MR Tamoko Tim
For further details, See "Trip File and Client File Linkage" in Module 5: Trip

File.

Frequent Flyer Tab

The Frequent Flyer tab displays information on Frequent Flyer programs
associated with the trip file. This information can be passed through
automatically from the download procedure or can be added manually. Ten
Frequent Flyer or membership numbers can be uploaded and downloaded.

Q’g Freq Flyer

Supplier Id Tbr Passenger
S0 195537228 O'MielfLillie Ms

E® Enter Frequent Flyer Details

Passzenger: |O'Niel.l'LiIIie M= ﬂ

Supplier: ':H

Number: 1029584703

Cancel |

To add Frequent Flyer information manually:
1. Click in the New icon on the standard toolbar (Ctrl+N).

2. Select the Passenger name from the list and enter the relevant Supplier
and Number.

3. Click OK to save the details. Repeat this for each passenger and Frequent
Flyer program.
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Accounting Tab

The Accounting tab lists all accounting transactions in relation to the Trip file.
The details at the bottom of the screen assist with financial analysis.

i Trip - GL2411040001

[GL2411040001 = 181052008 BN BeansBasil Mr ¢|E| 2N
Mo | @segments | Oquotes | Bcents | Wrrequent Fiver  EE Accounting ]%cm; | E|
Date Tranx ID Tranx Type Reference Status | Inv Debit Credit
29/12/2004/G000000085 |Chq Req c
ROO0000143  Receipt ROO0000143 & 3,800.00
2411172004 T000000295  Ticket TKT - BSP c | N 4,950.00
RO00000136  Receipt RO00000136 & 5,000.00
Out of Balance 8,750.00 8,800.00|
Balance: 50.00 CR Trip Vahue: 8800.00 Met Commission: 818,00 Percentage Profit: 9,30

For details about creating accounting transactions, See Module 6: Trip
Accounting Part 1 and See Module 8: Trip Accounting Part 2.
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Field Description

Date Date transaction was created.

Tranx ID System generated Transaction number.

Tranx Type Type of transaction i.e. Receipt, Ticket, Cheque etc.

Reference A cross reference between the transaction and the next
stage in it’s processing i.e. Tickets and Cheques are
referenced to their subsequent Payment number, Receipts
are referenced to their subsequent deposit batch number.

Status Current status of the transaction. See "Transaction Status
Codes" in Module 6: Trip Accounting Part 1.

Inv Indicates if an invoice has been raised.

Debit Amount being paid OUT of this trip file.

Credit Amount being paid INTO this trip file.

Balance Total Balance of the trip file.

Trip Value Total value of Tickets and Cheques issued, excluding
taxes.

Nett Nett commission earned on the Trip file to date (excluding

Commission GST).

Percentage Commissions less discounts as a percentage of total gross

Profit value.

Clicking on the Out of Balance button will open a screen where consultants can
record the reasons for the file not balancing. This function needs to be activated
in the administrator settings and codes entered in Tables. For more details, See
Module 6: Trip Accounting Part 1.
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Comments Tab

The Comments tab is used to record any additional information relating to a Trip
file. The tabs on the left hand side of the screen divide Comments into two
categories:

* Those entered by the User.
* Those downloaded from the Galileo Desktop.

User Tab
Select the User tab and enter any free text comments.

S5 Comments

g Created Type Comments
= 10i05/2004 |USER Basil has been a repest client for 40 vears - personal chegues accepted

Host Tab

When the Trip file has been created via a download from Galileo Desktop, data
from various Booking File fields is automatically placed into the Host
Comments screen.

S5 Comments

Created Type Comments
130272004 |NOTE CONCORDE ACKNCWLEDGES Y OUR PNR - THAMKY QL - 13FEB 1404
MISC WLOC-1 A*24EQE04 0240
FOP 43094921 61248650
MISC SYD GF QoL OOL QF SYD
FARE ALDSS.00 TAKS 400K TAX20.70GR TAXE.11WG TAX 2.00%
TAXKZS.0200 TOT AUD253.23

Workflow Action Items Tab

The Workflow Action Items tab is used to list all Action Items that have been
created for the currently selected Trip file. See "Action Items" in Module 3:
MyCCT.

| Host  [Jser
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Automatically Creating
Trip Files

Downloading

A Trip file is automatically created when a booking file is downloading from
Galileo Desktop into CCT.

Take the following steps to download the booking file:

1. Display the booking file in Galileo Desktop and click the Download icon
on the Toolbar.

o XA
- Calc

Download to CCT_ CrrlShift+2]

2. CCT will confirm the completion of the download and provides options to
return to Galileo or proceed to the Trip file.

CCT Download Complete @
YWould you like to:

Download complete...

3. The recommended procedure is to select Exit to Trip File (default) and
click OK. This will open the new Trip file, make any additions and Save
the file.

NOTE: Phone numbers are only downloaded on the initial download. Both
Waitlisted and Confirmed sectors for the same flight, in different classes, are
downloaded. Text Segments (i.e. RD . T) do not download to CCT.

NOTE: Service Fees recorded in Galileo Desktop using Galileo Fee Manager
are also downloaded into CCT. See "Galileo Fee Manager Integration" in
Module 8: Trip Accounting Part 2.
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Downloading with Duplicate
Record Locators

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

The system searches for departure dates matching, within 30 days, to the
booking file being downloaded. If none are found, the download proceeds as
normal. If booking files are found, a Select Trip to redownload screen will
appear.

Select a trip to redownload

Trip Code Passemger Name bepatureDate Destinabion  Sksfus
302006030005 Testowbridge/Lir 20f05/2003 NS Ackive
302006030006  TestynjaMr 30f08/2003 NS Ackhee

‘ J i |
R

If the booking file being downloaded should replace an existing Trip file,
highlight the file from the list and click Overwrite, otherwise click New to
create a new Trip file.

Downloading Past Date Booking
Files (PDQ)

If it is necessary to download a Galileo booking file with a past date, the
download process looks for files in CCT with the same name, record locator and
creation date as the host file.

The system does not look at manually created trip files if the name, record
locator and the creation date do not match the PDQ file.

If the booking file has been downloaded before, CCT will display a list of
matching trip files. Select the booking file from the list and click the Overwrite
button. If no booking files are found, the list is empty and the option to create a
New trip file is available.
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Downloads with New Codes

If a Booking File is downloaded containing a supplier or city code not previously
used in CCT, the download will continue and CCT will create a new Workflow
Action Item. The Action Item ensures the new code is updated in the CCT
system tables. The Alert Item is given a Priority of Urgent and is assigned to the
currently logged in user. If the current user doesn’t have appropriate security
settings to update the tables, the Alert Item can be forwarded to the Manager for

action.

Updating the Table

To update CCT with a new code, select Tables from the Tools menu. Select
Supplier or City Code from the sub menu (depending on requirements).

Search for the new code, or scroll the list and highlight the code in the Maintain

Supplier window.

E® Maintain Suppliers @

Filter Search

Service Type: |F-Flight -

Code

Codle: |

Service Type [Maime

Mame: |

Mumeric Code | Sales Code Creditor

| -~

Mame: |

Sales Code: hd
ABR: ABN Ext:

Defaults

Meww Supplier | Delete | Addreszes/Phones...

Creditor: > | Commission: 0o

F-Flight FJ AirPacific Limited 260 |
FL Airtran Airveays Inc
Fi Shanghai Airlines 774
F F 5. Air service
F& Air Aruba 276 |
FR Ryanair 224 |
FU Air Littoral 639 |
F Wiva Air 728
Py Izle of Scilly Skybus Inc
G2 Tronderfly air Service
G Garuda Indonesia Airlines 126 |
GF Gulf Ajr Company o072 |
GG Tamair
GH Ghana Airways
GL Greenland Air 631 |
Gh Ajr Gabon 183 | b

Details
Supplier 1d: FY Service Type: |F-Flight -

Mumeric Code:

Owerride: 0o
| Save | Ok |

Cancel |

Complete the mandatory fields and any other details required. Click Save to

commit the changes to the tables.
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Redownloading

Once a Galileo Booking File has been downloaded into CCT, further changes to
the itinerary can still be made in Galileo Desktop and re-downloaded. Perform
the normal download procedures i.e. retrieve a booking file and click the
download icon on the Galileo Desktop toolbar. A message is displayed
confirming an Overwrite of the existing Trip file.

¢ (x|

Overwrite Galleo segments in Trip Code
' 'GL1506040004' Booking File Mumber
'RWIFSI'?

[o]4 | Cancel |

*  Without Quotes

If there are no quotes attached to the Trip file, selecting OK deletes all
previously downloaded segment data and replaces them with the new
downloaded itinerary. Any details that were manually added to the
previous segments are lost.

*  With Quotes

If quotes were attached to the Trip file, any new / changed segments
are added to the existing segments. The original segments are shown in
red and need to be removed through the Quotes screen. Once the
download has been completed, a reminder will be displayed.

<P One or more of your quotes are linked to Segments that have changed. Please review your Quotes and re-associate
\_“4/ Segments as appropriate.

Do you wish to go to Quotes now 7

Select Yes to move directly to the Trip Quotes screen. Select the Segments tab
to see the changes, indicated by a line through the redundant segment.

Trip Quote

CDetsil (B Segments

ggNames l &Cus{om Drata I%CDmmems l

Service Dep Depart Dep Arr Artival Arr

&_ Type Supplier | City Drate Time City Drate Time |
|_1F Fight _lsa IS _| 200372005 12.40.00LHR | 20032005 185000

2| F [Flight S S 1000472005 LHR | 10i04i2008 )

Click the changed segment (it turns red); highlight the new segment to be
included and click OK. Return to the Details tab and overtype the old quote with
any new information. Click OK to save the updated quote data. For further
details on adjusting and deleting quote information, See "Working with Quotes"
in Module 5: Trip File.

CrossCheck Travel 3.1 Client Management Guide



Trip File

Redownloading a Cancelled
Booking

If a booking was initially downloaded into CCT and has since been cancelled in
Galileo Host, the booking can still be redownloaded into CCT to update the Trip
file status to Cancelled.

When the booking file is found, a Select Trip to Redownload screen will appear,
highlight the file from the list and click Overwrite.

®© Galileo Southern Cross 2006 108



Module 5:

Deleting a Trip File

A Trip file can only be deleted if no accounting transactions have occurred. If
any attempt is made to delete a trip file which contains accounting transactions, a
warning message will be displayed.

& ]

Tranzaction records exist for TRIP GL1303040002

Delete of record restricted!

=10 Wednesday 19 May 2004 054800

To delete a trip file, ensure the Trip tab is displayed and click within the Trip
Code field. Select Delete from the File option on the menu bar.

Mew... Chrl+m
Open... Chr+O
Clase (Trip - GL1G05040001)

Save Chrl+5

A confirmation dialogue box, with the Trip Code, will be displayed.

\:.:/ Are you sure you want ko delete the TRIP GL1805040001 7

Click on Yes to perform the deletion.
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Working with Segments

Segments can be created manually, downloaded from Galileo Desktop, or
produced from a Quick Trip. Itineraries are created from Segment entries and
Statement of Account, Quotations and Vouchers source segment detail.

Not all screens are covered in this module; however the process for completing
the screen follows the same principle, regardless of the fields required.

Creating Manual Segments

To manually create a Segment:

1. Highlight the Segment tab and click the New icon (Ctrl+N) on the
standard toolbar. The New Segment Type window will open, providing a
list of segments types that can be created. See "Inserting a Segment" in
Module 5: Trip File.

(’Segments

™ New Segment Type

Select

Cruise - oK |
[Car Hire FN

iCoach Cancel |
Flight Help |

Hotel

Insurance

Miscellaneous

Rail N

2. Select the type required from the list and click OK.

3. The Segment Input screens will vary, to reflect the information required
for the type of segment selected. (e.g. an Insurance segment will ask for
the Plan Type, a Travellers Cheque Segment will ask for the Currency.)

4. Web segments cannot be created manually they can only be downloaded
from the host system.

5. When completing all segment input screens:

* Remember to tab to move forward between fields and Shift+Tab to
move backwards.

» If unsure of the entry required, press the F12 key and select from the
list.

* There are no mandatory fields in Segment screens, so enter as many
fields as required and tab past others.

* The Comments field is a free text format and will print on the
itinerary. Extra lines can be added by pressing Ctrl+N or by clicking
on the New button on the standard toolbar.

6. When complete, the entry is transformed into a one-line summary under
the Segment tab. The details entered are displayed in the lower part of this
screen.

NOTE: Fee segments created in Galileo Desktop will be automatically created
in CCT upon download. See "Galileo Fee Manager Integration" in Module 8:
Trip Accounting Part 2.
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Changing Existing Segments

Any previously created segments can be updated by double clicking anywhere in
a summary line. Make any changes required, and Save over previous entries by
clicking OK.

®Segments
Service Dep Depart Dep Arr Artival Arr Booking
[k Type Supplier | City Drate Time | City Drate Time | Status Reference
1 T Tour WORLDE MO 201 0/2006  09:30 kO 301 042006 18:00, L |History &Cufture
| oRFail___RaLP Mo | 12005 '

HK

3 @ Travellers chegue  HMOREY

Flight Segment Screen

E Flight Segment
Segment: ﬁ Supplier: EQ Booking Date: ﬁ4,r05,r2004 Origgin: E
Departure
Diate: 20032005 City: [5IM Time: 1240 Status: HK
Arrival Mumber of Seats: ﬁ
Diate: 20032005 City: LHR: Time: f18:50 Booking Reference: MaPKGS
Flight Details
Flight Mor: f320 Class: [y Monstop? | Aircraft Type: [Fa4
Check in Time: Check in Terminal: Terminal 2
Journey Time: ﬁ 4hrz 10mins Arrival Terminal: [Terminal 3
Operating Carrier: Operating Carrier Name:|
Mileae: 5?48 Linked Segment Id:

Created Comments
171052004 k:hec:k inis 120 minutes prior to departure

Delete | Trans'rtsmdeals!SSR| Ok

Enter as many fields as possible, including a carrier record locator in the
Booking Reference field.

The Transits/Meals/SSR button provides access to a second screen where any
special information and services required on the flight segment can be entered.

¥ Transits/Meals/SSR
Meals Services
Departure City Meal(s) | Departure City Service |
YD Hat Meal 3| YD [Movie ~]
YD |Duty Free Sales ﬂ
S8R
SSR Code  Status Paszenger Names SER Text
WGhL P BeanBazil Mr
Transits
City Code  Aircraft Type Seat Nbr  Seat Type  Status Passenger Mames
747 128 MSSW KK Bean/Basil Mr
SIN 737 104 MSSW KK Bean/Basil Mr
Cancel
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This area will be populated from the information downloaded from Galileo
Desktop, and you can make additions to this screen.

If known, provide the Meals and Services offered on the flight. If special
requests have been made, enter the corresponding Galileo SSR code, status and
details (the status and code can be accessed using the F12 key or by double
clicking the field).

The Transits information is generally used for storing Seat Numbers and
Aircraft types. Leave the City Code field blank for the first line. If the seats or
aircraft change during the journey, enter the details on subsequent lines.

Click OK to save these details. To Save the flight segment, click OK.

Cruise Segment Screen

ﬁ Cruise Segment
Segment: Supplier: [TTW Booking Date: ﬁQ.l’DS.I’2004 Origgin: [

Embarkation Number of Nights: 7
Date: 2001 0,/2006 City: Bl Time: [15:00 Status: HK
Disembarkation Mumber of Pazsengers: r
Date: 27/10/2006 City: Bl Time: [15:00 Booking Reference: WWTwa6x
ruise Details
“essel Mame: RoyaL Caribbean, Mariner Cruise Mbr: |41 7

’—( Cahin/Berth; [12

Created Comments |
19i05/2004 bay tour have been booked at each stop

A Cruise segment input screen provides a Cruise Details area to record the
name of the vessel, Cruise number, and Cabin or Berth that has been booked for
the passenger.

Complete as many other fields as is possible. Double click (F12) on the Supplier
field to access a list of available Cruise suppliers.

Any additional comments associated with the cruise segment can be added into
the Comments field. Click OK to save the segment.

Tour Segment Screen

E Tour Segment

Segment: Supplier: INSI Booking Date: ﬁQ.l’DS.I’2004 Origgin: [
Commencement Number of Days: [
Diate: 16032006 City: DUB Time: f10:00 Status: HK
Termination Mumber of Seats: E
Diate: 2032006 City: DUB Time: f17:00 Booking Reference: JNS01- Ireland

The Tour segment input screen contains general information about any tours that
have been booked for the passenger. If multiple tour segments are to be included
in the one Trip file, the tour name can be added after the booking reference.
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Hotel Segment Screen

E% Accommodation Segment P |

Segment: l_ Supplier: W Booking Date: W Origgin: L_
Check in Mumber of Mights: |4_
Date: [21/05/2006 City: ol Time: [14:00 Status: HK
Check out Mumber of Rooms: h_
Date: M Time: W Booking Reference: W
Hotel Details
Room Type: W Room Rate: W Rate Currency: LlSDi @
Hotel Mame: Marrioﬂ Cairo Prop. Mbr: |1047
Street: Baraya Al Gezira, Suburk: IZamaIek @l
State: W Postoode: li Country: Egypt
Phone: Brozo4sizs Fac 792045139
Membier Mor: MCS43710 FF Mr: [GF 47802367 Gee: |
Hozt &ddr:|
Created Comments |
19i05/2004 balcony room on reguest

The detail entered in segments will print in the itinerary, including the guarantee
and membership numbers. When a Room Rate is entered on this screen, it is
transposed into the itineraries and used for Hotel Commission tracking
calculations. The list attached to the Room Type field includes condominiums,
apartments and room rate inclusions.

Hotel Commission Tracking

The commission due back to an agency when a client pays a hotel direct can be
tracked by clicking on the green flag icon in the accommodation segment input
screen.

. Segment Commission Tracking

GL1305040002 MC Booking Reference: MC218 Status:  Confirmed

Marriatt Cairo Phone: 9792045135 Fax: 9792045139
Saraya Al Gezira, Zamalek CAIRD Egypt

Date Booked: 19May2004
Check In: 21May2006 14:00:00 Check Cut: 25May2006 12:00:0C

Status: ™ Pending " write Off  { Received

4 Days 1 room
Mightly Rate: 220 S0 Amount Received: |
Amaount Expected: ’w @ Date Received: ’7
Date Expected: W Wariation: m
Comment:
@ OK | Cancel |

The status of the commission tracking is initially set to Pending. The Write Off
and Received are used to update the status once commission has been banked, or
if the commission is unlikely to be received.
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Enter the commission Amount Expected or select the Calculate button to work
out the commission.

&4 Calculate expected commission @

Room Rate: 22000
Exchange Rate: [—
Commission Rate: [—
Mumnber of Mights: [—

168
010
4
Expected Commission: 147 54
Cancel
If the Room Rate and Number of Nights fields were entered into the Hotel
Segment screen the details are automatically filled in.

The Exchange Rate defaults to 1.00 and the Commission to 10%. However
both fields can be overtyped. The system will automatically calculate the
commission in AUD if the amount per night has been entered in another
currency and the Currency tables have been updated with current exchange
rates.

Click OK to close the screen and update the Amount Expected field in the
Segment Commission Tracking window.

The Date Expected field defaults to one week after check out date; however this
date can be overtyped to suit the booking. The Comment field is a free text area.

Click OK to save the commission tracking details.

Status:  Pending " Write Oft * Received
Days FOOMmS
Mightly Rate: Amount Received: [ 5890
Amount Expected: | 61.60 ﬂ Date Received: [0/12/2004
Date Expected: B0/11/2004 Variation: |Exch Rate Variat_» |

Comment:

=l
Commission Received

When the commission is received and a Commission Receipt-Other window
completed in the Creditor file, the status is automatically changed to Received
and the details are transposed into the following fields:

* Amount Received
» Date Received
* Variation
These fields can also be updated manually.

Unpaid hotel commission can be tracked and reminders sent. See "Hotel
Commission " in Module 3: MyCCT
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Inserting a Segment

Each time a new segment is created it is added as the last line, which would
produce an out of sequence itinerary. Using the Insert Segment function means
new segments can be entered in chronological order.

Options

Transaction Search  Shift+F11
Lisk Fi12
Tables »

Segment Defaults. ..
Consultant. ..

Insert Segment Chrl+Ins

1. Highlight the segment that the new segment is to be inserted above.
Select Insert Segment from the Options menu.
The New Segment Type selection box will be displayed.

Choose the Segment type required and complete the screen as normal.

A

When complete, click OK and the new segment will be inserted as
requested.

Re-ordering Segments

If segments have been added and the itinerary is not in date order, it can be
manually re-sorted by using Drag and Drop procedures. Highlight the segment
to be moved and, using the mouse, drag it to the new position on the segments
list. Alternatively, highlight the segment to be moved and press Ctrl+1 or
Ctrl+. Click on the Save icon to commit the changes.
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Deleting a Segment

To Delete a segment, open the Segment input screen by double clicking
anywhere on the summary line.

Segment without a Quote Attached

Click on the Delete button in the bottom left hand corner of the segment screen
and answer Yes to the confirmation prompt to remove the segment.

Segment with a Quote Attached

Click on the Delete button in the bottom left hand corner of the segment screen
and answer Yes to the confirmation prompt. The Segment tab is redisplayed and
shows the deleted segment as crossed out, if selected, or in red if not selected.

Opening a trip file where segments have been deleted and the quote has not been
updated displays a warning message.

One or more of your quotes are linked to Segments that have changed. Please review your Quotes and re-associate
\,_‘_/ Segments as appropriate,

Do you wish to go to Quotes now 7

Select Yes to move straight to the Quotes tab and update accordingly. For
further details, See "Working with Quotes" in Module 5: Trip File.
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Segment Defaults

Segment Defaults are used to store frequently used segment information, such as
hotel name and address details. This function saves time when documents such
as hotel vouchers are produced. Once stored, segment default data is
automatically transferred to each new Trip segment after nominated key data has
been entered.

1.

Select Segment Defaults from Options on the menu bar.

Options

Transaction Search  Shift+F11

Tables »

The screen may open with previously entered defaults.

Click on the New button, and the new mandatory fields will be displayed.

= Segment Defaults §|

1 nf 1% —
Segmernt Type | F | Segment | e

Delete

- Inzurance
- Mizcellaneous
- Travellers che

- Rail

- Cruise bvalue Match Criteria | Add
Exactly
Rerore |

Field Defaults

Calumn Default Text | Add
Remave

Save Ezxit

Click on the Segment Type to open the scroll and select the type of
default you wish to create.

Type in a title which uniquely identifies this Segment Default in the blue
coloured line under the Segment heading.

The heading Conditions means the conditions for retrieval of your default
entry. To add Conditions, click the Add button.

Conditions

Column t\/alue hatch Criteria | Add
hotel_name Parkroyal Exactly

segment_departure_city _code KLUL Remove

Select a field from the Column scroll. This scroll displays a list of field
labels from a Segment screen.

Enter the text to be matched under the Value heading. This text is matched
by CCT and activates the Default Segment transfer.
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9. Select the Match Criteria to specify the constraints of pattern matching:
» Exactly - value must be same and complete spelling.

*  Word - the value specified must be found somewhere within the field
for the match to be true.

10.  Additional Conditions can be created by clicking the Add button.

11.  Conditions can be removed by highlighting the required item and clicking
the Remove button. Answer Yes to the confirmation prompt for the
deletion of the record.

12.  Information specified in the Field Defaults is used to pre-fill the fields on
the segment screens and vouchers.

Field Defaults

Column Default Text | G Add
hotel_address _street Jalan Suttan lsmail

segment_departure_city _code KUL Remove
hotel_address _country Malaysia

hotel_address_phone B6-3-836-4700

13.  Click the Add button.

14.  Select a heading from the Column area.

15.  Type your entry under the Default Text heading.

16.  Click on the Add button to start a new line.

17.  When satisfied with your entries DO NOT click on ADD.
18.  Click on the Save button then on the Exit button.

© Galileo Southern Cross 2006 118



Module 5:

119

Trip File and Client File
Linkage

The linking of Trip and Client files allows for improved tracking of activity and
sales. A Trip file can be linked to many Client files and a client may be linked to
several Trip files.

In previous versions of CCT, a Trip file was linked to a Client file through the
Client tab. This facility still remains, however it has been superceded by the
ability to create links using individual passengers.

To link files, open the Trip file and select the Link Client button from the Trip
tab, and the matching Client file will be retrieved in the preceding dialogue box.

@ Trip
Passengers
Main Booking Mame | Preferred Mame Client Code |
[ [orMigl-Jonesmelie Mrs | £ link Elient { Unlink Cliert

If the client record is in a different name, enter the name, or part of the name and
press the Search button to display the closest match. This is useful when a
passenger has a trip file in her married name and the client file is still under her
maiden name.

E Link Client to Passenger
Client Code Mame Walk In? | Gender Bitthclate Cliert Prefe
OMENELOO1  |[O'Miell-Jones, Nelis Ms I3
£ >
List &l | Cancel | [8]34 |

Select the Client name and click OK. The Client code hyperlink is displayed on
the Trip tab and can be used to access the Client file.

@ Trip

Passengers
Main Booking Mame | Preferred Mame Client Code |

¥ [igl-Jonesielie Mrs i %
Linking Multiple Passengers

i| Unlink Client

If there are multiple passengers on the Trip file, each can be linked to its own
client file. Repeat the linking procedure for each passenger on the trip file.

Unlinking
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If the incorrect Client file has been linked to the Trip file, they can be unlinked.

There are two types of links, Trip and Passenger links. Trip links are those
created through the upload/download procedure. Passenger links are those
created manually using the Link button.

4 Clients
Link Agency Client Title Family Mame Given Mame
SGR BALEGLEOD
TRIP SHXE01 BANCOZELODT hdr TestBAMONVIC FELJKO
PSGR SHXE01 BERFJEMNDO1 hdrs TestBERRYMAMN | THOMAS
TRIP SHXE01 BRCYWMEROD hdr TestBROWM RAER" M

Both link types can be reversed using the Unlink button.
Display the correct Trip file and click on the Unlink button on the Trip tab.

@Trip
Passengers
Main Booking Mame | Preferred Mame Client Code |
v  [peanBasil Mr | BEANBASO0 Lirk Clierit Unlink%ﬁem
[~ BeaniBetty Mr= BEANBETO01 A Unlink &ient

The hyperlink to the Client file will be removed.

Save the changes using the Save button on the standard toolbar (Ctrl+S).
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Trip File and Client File
Linkage

The linking of Trip and Client files allows for improved tracking of activity and
sales. A Trip file can be linked to many Client files and a client may be linked to
several Trip files.

In previous versions of CCT, a Trip file was linked to a Client file through the
Client tab. This facility still remains, however it has been superceded by the
ability to create links using individual passengers.

To link files, open the Trip file and select the Link Client button from the Trip
tab, and the matching Client file will be retrieved in the preceding dialogue box.

@ Trip

Passengers
Main Booking Mame | Preferred Mame Client Code |
v b'NieII-Jones.lNeIIie hdrs |

i| Unlink Client

If the client record is in a different name, enter the name, or part of the name and
press the Search button to display the closest match. This is useful when a
passenger has a trip file in her married name and the client file is still under her
maiden name.

E Link Client to Passenger
Client Code Mame Walk In? | Gender Bitthclate Cliert Prefe
OMENELOO1  |[O'Miell-Jones, Nelis Ms I3
£ >
List &l | Cancel | [8]34 |

Select the Client name and click OK. The Client code hyperlink is displayed on
the Trip tab and can be used to access the Client file.

@ Trip

Passengers
Main Booking Mame | Preferred Mame Client Code |

¥ [igl-Jonesielie Mrs i %
Linking Multiple Passengers

#| Unlink Client

If there are multiple passengers on the Trip file, each can be linked to its own
client file. Repeat the linking procedure for each passenger on the trip file.
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Unlinking

If the incorrect Client file has been linked to the Trip file, they can be unlinked.

There are two types of links, Trip and Passenger links. Trip links are those
created through the upload/download procedure. Passenger links are those
created manually using the Link button.

4 Clients
Title Family Mame Given Mame
SGR BALEGLEOD
TRIP SHXE01 BANCOZELODT hdr TestBAMONVIC FELJKO
PSGR SHXE01 BERFJEMNDO1 hdrs TestBERRYMAMN | THOMAS
TRIP SHXE01 BRCYWMEROD hdr TestBROWM RAER" M

Both link types can be reversed using the Unlink button.
Display the correct Trip file and click on the Unlink button on the Trip tab.

@Trip
Passengers
Main Booking Mame | Preferred Mame Client Code |
v  [peanBasil Mr | BEANBASO0 Lirk Clierit Unlink%ﬁem
[~ BeaniBetty Mr= BEANBETO0M | Unlink ®lignt

The hyperlink to the Client file will be removed.

Save the changes using the Save button on the standard toolbar (Ctrl+S).
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Working with Quotes

The Quotes screen allows for the storage of quotation information for the
passengers. This data can be used to produce quotation documents, or used for
the issue of Ticket / Cheque requisitions and Invoices or Credit Notes. For
further information on accounting functions, See Module 6: Trip Accounting

Part 1.

Creating a Quote

Quotes can be created using the Quick Trip function or from within a Trip file by
highlighting the Quote tab and clicking on the New icon (Ctrl+N) on the toolbar.

A new Trip Quote window will open with the mandatory fields in blue.

cDlJulJl:es
Trip Quote

C I Detail

@Segments lggNames l

Service: |H-Hotel > | Dizcountl: | 5.00 % §1.00 Fare exc  Inc. GST Tax

l S Commerts l

Chargeable: W % Costto Cliert

Supplier Ik S DiscountZ | 00 % | ooo| 152000 162000 Code | Amount 57|
Sales Code: ,W Commission; m % lm Total o.00 [
Creditar Id: MC ez | [ 162000 162000

Guantity: ,71 Applies to Trip: [ Sell

Unit Price: | 180,00 Marketing: | [ 4 53900] 153900

Per: m et

Duration: ,79 ,m,m

Description: |

™ Refund to Cliert

GST

|_coe |
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Trip Quote Tabs

Complete the mandatory fields and as many others as required.

Field Description
Service Defaults to Flight. Select the service type being quoted
Supplier Id Enter or select (F12) the supplier code
Sales Code Select from International, Domestic or Sundry
Creditor Id Enter or select (F12) the creditor code
Quantity Input the number of services being sold on the quote (i.e.
number of airfares or number of hotel rooms)
Unit Price The gross price of the service, inclusive of GST
Per Select from per day, per night, per person, etc.
Per.
Day
Might
Person
Total
Discount 1 Enter a discount as a percentage or dollar amount
Discount 2 2nd discount field
Commission Enter the commission as a percentage or dollar amount
GST Select from Yes, No or Comm
Applies to Trip | Select the tick box if the quote applies to all passenger on
the Trip file i.e. insurance policy may cover all travellers
(the Names tab will be greyed out when this item is
ticked). When this box is unticked, this quote can be
attached to a set passenger by selecting their name under
the Names tab within the quote.
Marketing Dependant on settings, enter an free text marketing code

or select from the list (F12)

Fare Total, Sell,
Nett

System generated calculations

© Galileo Southern Cross 2006

124



Module 5:

Tax Enter any tax codes and amount applicable to the quote.
Tick the GST box to indicate GST is included in the tax
amount. If unsure of the tax codes double click in this field
and select from the Search window.

Tax
Ctt%e Amount  |GST

0.00 [

Erter Criteria: |GR Apply To: W
Selection:
Code [Maime Gt Type | Suppliers Pavying Comm
QK Australia Moise Levy GET

QR Do ad Tax

Description Free format text area. Information entered in this field is
used for producing Quotation using Segments documents

Chargeable Leave the default setting with this box ticked if the
passenger is paying for this item. Unticking this box
prevents the item printing on the Quote and Statement of
Account. The Chargeable column in the Quote summary
screen will change to No when this box is unticked.

Cost to Client Indicates payment is due from the passenger. Iltem
becomes selectable when producing invoices from quotes

Refund to Client | Indicates a refund is due to the passenger. Item becomes
selectable when producing Credit Notes from Quotes

Create Follow When this box is ticked, a Workflow Alert is
Up automatically created to ensure the quote is followed up

The GST button can be used to enter GST exclusive data. See "Adding
Information" in Module 2: Getting Started.

Trip Quote Segments Tab
A quote cannot be saved until it has been linked to the relevant segments.

A system generated reminder will appear if you click on OK in the quote screen
without selecting a segment.

Click on the Close button and the segment screen will be displayed, to allow
selection to be made.

& X

Please select at least one segment to associate with this quote

=10 Wednesday 19 May 2004 14:05:13

Click on the Segment tab within the quote window, highlight the segments for
this quote and click on OK.
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frip & Segments |%Fees |Qquotes |ch-ents |{‘§Freql=lyer ||Emmm ]%cammts |E|
Hbr, Type Suppler Jep City Dep Date | Dep Time Arr City Arr Time | Arr Date  Status Bikg Ref Sou'ce{

1F __GF SYD 31032006 MEL 310032006 L
2F  GF MEL 310372006 SYD 332006 L
3F  DJ SYD  10A22005 1445 ASP AT:20 10A 22005 HY AAEROPSIHEFGIL
44 II L

Note: Fee segments can also be selected for quote.

Trip Quote Names Tab

If the Applies to Trip box is left unticked on the Details tab, you can select
which passengers the Quote relates to from the Names tab.

2 Detail l (& segmerts 2 Names

l S Commerts l

Passenger Name

Chinf/Chung Hui Mrs
SchutzfHelga Ms
‘williswilliam rr
TamokojMing Mr
ChinfLee Mr

This tab will display the names of all members in the Trip file.

If this quote applied to a particular traveller, highlight their name on this screen,
and click on OK. E.g. Insurance or a special senior’s price applying to one
member on the Trip file.

Trip Quote Custom Data Tab

Custom Data l

Custom Field Mame Tvpe Value
Published Farefrate Currency
Lowest fare/rate Currency
Accepted Farefrate Currency
Reason Code Character |
Department Character |

This option only appears if Custom Data has been activated by a system
administrator. Provide the following mandatory details:

* Published fare / rate: Input the normal / published cost i.e. the full
IATA fare level

* Lowest fare / rate: Input the lowest fare available
* Accepted fare / rate: Input the fare accepted by the passenger

* Reason Code: Press F12 to access a list of available Reason Codes set
up by the system administrator.
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Trip Quote Comments Tab

Trip Quote

2 Detail l@Segments lggNames l SS:Comments

Comment: Text Printable

Mew
IThe special discount only applies if this quote is paid in Full within 30 days

Delete

The Comment Text field is used to store additional comments relating to the
Trip Quote only. Click the New button to create additional lines or the Delete
button to delete the currently selected line.

The Printable column is used to stipulate if the comment is available for
printing on documentation such as Quotation Using Comments, Invoice,
Credit Notes and Statements.

Completing the Trip Quote

Once all fields on each tab have been completed, click OK to save the quote. If
the Create follow up after OK option was selected, a new Workflow action
item will be displayed. See "Action Items" in Module 3: MyCCT for details on
setting the reminder alert.

The Quotes tab will be redisplayed, showing a summary of the completed quote.

Repeat Button

The Detail Quote screen has a Repeat button on the bottom which could be used
to replicate the

Original quote, make modifications and save by clicking the OK button.

Changing Existing Quotes

A quote may be changed as many times are required. Double click on the
existing trip quote to open the input screen. Make any changes by overtyped, and
click on the Save button. (Ctrl+S).

cDlJulJl:es
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Deleting a Quote

Open the quote required from the Quotes tab of the Trip file. Click on the Delete

button.
n Quote
G Detail (B Segmerts l 2 Names l @ Custom Data I%CDmmems
Service: |C-Car Hire > | Dizcountl: 00 9, 0.00 Fareexc  Inc. GST Tax
Supplier Id: [AUTOHZ Discourt2: | .00 % | ooo| 12800 12800 | Code | Amaount eaT|

0.00 [

Sales Code: ,W Col
Creditor Id: W
Guantity: ,71 Applig 9
Lnit Price: ,m \--f/ Are you sure you wish to delete this quote 7
Per: [Day |
Duration: ,72
Description: li

Chargeable: ¥ % Costto Client  © Refund to Client

[ Creste follow Lp after OK GST | Repeat | Delete gl Ok Cancel

A confirmation prompt will be displayed. Click on Yes to permanently delete the
quote.

Updating Quotes

When Galileo booking file segments are deleted or changed and subsequently re-
downloaded, the associated quotes may need to be updated. The following
warning message may be encountered when CCT realizes changes have been
made that need attention.

9, Oneormare of your quotes are linked to Segments that have changed. Please review your Quotes and re-associate
\_“/ Segments as appropriate.

Do you wish to go to Quotes now 7

Select Yes to move directly to the Trip Quote. Alternatively, the required quote
can be opened by double clicking on it from the Quotes tab.

Trip Quote

CDetsil (B Segments

ggNames l &Cus{om Drata I%CDmmems l

Service Dep Depart Dep Arr Artival Arr Booking Sou
[k Type Supplier | City Drate Time City Drate Time  Status Reference rce

| alFlFight |sa s | 20/03/2008 12:40:00LHR | 20/03/2005] 16:50:00 HK | G|
2 H Hatel HI SYD | 20/05.2004) 12:00: 200052004 13:00:00 HK 34 L
| alFlEiget  lso  lom | aomsooos! 24nooide | aooegoosldsscod mi sekos O o |
Select the quote segments tab and the changed or redundant segments will be
shown with a line through them.

Highlight the redundant segments and they will turn RED. Click the new
segments to be associated with the quote.

Update the quote Details tab if required and click OK to save the changes.
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Duplicate Quotes

CCT analyses all quotes, and if similar quotes are found, a warning message will
be displayed.

Click Yes to move directly to the relevant Quotes tab, alternately select Options
from the menu bar and choose Quote Maintenance.

H Quote Maintenance P§|
Duplicate Quotes (Group 1 of 1)
[k Drate I | Type | Supplier | CostiRet Sell ity
2836000, 6 | Person 4760.00 1 i) Yes
Total: 57,120.00 57,120.00

4 190572004 5080 T JAL

Highlight and delete those guotes that you no longer recuire.
CDetail (B Segmerts l 2 Names l @ Custom Data l S Commerts l

Service: m Digcourt: I_DD % IW Fare exc  Inc. GST Tax
Supplier 1 BaL Discount | 00 % | 000 2856000 2856000 | Code | Amount 57|
Sales Code: ,W Commission; m % lw Total o.00 [
Creditar g Jal GET Mo =) [ 28,580.00 | 28,560.00
Guantity: ,78 Applies to Trig: [~ Sell
Unit Price: | 4,760.00 Marketing: | ['28,580.00 | 28,560.00
Per: m et
Description: |
Delete N | | Ok Cancel |

The similar or duplicate quotes will be displayed. Highlight the quote to be
removed and click the Delete button. Answer Yes to the confirmation prompt.

Trip Documents

Documents related to Trip files, See "Trip Documents" in Module 9:
Documentation.

Documents available from the Accounting tab of the Trip file, See Module 6:
Trip Accounting Part 1 and See Module 8: Trip Accounting Part 2.
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Transaction

Accounting Transactions

This module covers the basic, day to day accounting functions performed
through the Trip file.

For more complex Trip accounting functions, See Module 8: Trip Accounting
Part 2.

A number of other accounting functions are carried out through the Debtor and
Creditor files. See Account Management guide.

CCT provides a wide selection of accounting transactions that are able to be
performed on individual Trip files.

Description

Adjustment

Adjust funds between accounts

Cheque Requisition

Record details of payment to creditor

Credit Note

Issue Credit Notes to Debtors using ticket/cheque,
refund, or adjustment data

Credit Note Quote

Issue Credit Notes to debtors using Refund to Client
quote information

Invoice

Issue Invoices to Debtors using ticket/cheque issue,
or adjustment data

Invoice Quote

Issue Invoices to Debtors using Cost to Client quote
information

Receipt Issue Receipts for payments received

Receipt CCCF Issue Receipts for credit card transactions where the
creditor is acting as the merchant (information only)

Refund CCCF Record the processing of credit card refunds when
the creditor is acting as the merchant (information
only)

Refund from Creditor | To receipt refunds received from creditors

Refund to Passenger Record refund payments to passengers

Ticket Requisition Record ticket issues and refunds.
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Trip Accounting Part 1

Items highlighted are detailed in the Trip Accounting Part 2 module, along with
several advanced Ticket Requisition types.

NOTE: Accounting transactions CANNOT be deleted but most can be reversed.

Transaction Status Codes

Accounting transactions take on a number of status codes depending on the stage
the transaction has reached.

The status code of each transaction is displayed on the Accounting tab screen.

Code | Meaning Description

$ Allocated Invoices and Credit Note items that have been paid
by Debtor and allocated.

A Approved Approved ticket/cheque requisitions or adjustments
awaiting payment.

Banked Items added to Bank deposit (e.g. receipts).
Confirmed Record is saved and can no longer be altered, but
some can be reversed.

F Finalised Bank statement pages that are balanced and
finalised.

o Comm Revd | Ticket/cheque requisitions or adjustments where
commission receipt open item has been processed
for commission received.

P Paid Ticket/Cheque requisitions, adjustments, and
refunds that have been processed to Creditors.

R Reversed Reversed transaction.

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

S Statement Deposit batches and payment transactions
reconciled to the Bank Statement.

U Unconfirmed | Downloaded Ticket requisitions not confirmed.
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Creating Transactions

To create a new transaction from the Trip file’s Accounting tab:

1. Click the New icon from the standard toolbar (or press Ctrl+N). The New
Trip Account Transaction screen appears, providing a list of all
transactions.

@ Accounting

E New Trip Account Transaction @

Select

Transaction: _‘RJ Ok |
Adjustment Al
(Cheque Requisition Cancel
Credit Noke

(Credit Mote Quote

Irvvaice

Irvoice Cuoke

Feceipt

Receipk - CCCF b

2. Click on the down arrow in the Transaction field and highlight your
choice.

3. Click on OK to open an input screen.
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Receipts

Payments received from clients are recorded on the Trip file as a receipt.

Two types of receipts are available from the New Trip Account Transaction
window, Receipt and Receipt CCCF.

Type Used when

Receipt Receiving payment from clients in the form of:
* Bank Draft
* Cash
* Cheque

Credit Card (when the agency is acting as
merchant)

Direct Deposit
Electronic Transfer (EFTPOS)

Non-bankable Credit Cards (Amex/Diners, when

the agency is acting as a merchant)

Receipt CCCF A client’s credit card is being used to pay the creditor
directly and the creditor is acting as the merchant - e.g.
where an air ticket is issued as a CCCF or when credit card
details are forwarded to the creditor. This transaction has
no affect on the Trip file balance, and is only produced
to satisfy the client if it is requested (as no money is
accepted by the agency). It cannot be deleted or
reversed. As with standard Receipts, this type of receipt
still appears on the statement of account.

Debtor Receipts

Payments for Debtor accounts are not entered through the trip file but are

processed through the Debtor file. These transactions are normally dealt with by

Supervisors or Management and are considered advanced functions. See

Account Management guide.
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Creating a Receipt

Take the following steps to create a receipt:
1. Open a Trip file and click on the Accounting tab.

2. Click on the New icon or press CTRL+N to open the New Trip
Accounting Transaction window.

Select Receipt and click OK.

4. The Trip Receipt window is broken into three parts, Receipt Details,
Names and Form(s) of Payment.

= Trip Receipt §|
Receipt Details Hames
W P ,W ChulLashita Miss
Consultant: W Drate: W

Printed Remarks: Hepos'rt

Form{s) of payment {1 of 1}

Type: |Cash = M4 M
Paver: [ChulLashita Miss Add

Amaunt: 500.00

Reverse Cancel

Receipt Details

* The Trip Code, Consultant, and Name fields have been transposed
from the Trip file.

* The Date is a system default setting.

* The greyed out Amount field is completed by the system after the user
enters the amount in the lower half of the screen.

* Printed Remarks is a free text area, which will be printed on the
receipt.

* The Receipt CCCF screen has additional Service and Supplier fields
to stipulate the type of service and the supplier acting as merchant.

R ipt - CCCF - O land Details
6L1 06040001
Consuttant: Elenda Date: HB.I'DB.I’2004

Service: |R-Rail - Supplier: 5RAIL

Printed Remarks: kuranda trip
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Form(s) of Payment

The Form(s) of Payment section is used to record the details of the actual
payment received from the client. For Receipt CCCEF, the Type field defaults to
CCCEF and is unable to be changed.

For a standard Receipt, select the appropriate payment Type from the drop-
down list

Formqs) of payment {1 of 1)

Type: x
Bank Draft

Payer: st

amourt; [Cheque

Crecit Card

Direct Deposit

Electronic Transfer
Mon-Bankable Credit Card

b

Type Description

Bank Draft Used to receipt an international money order or bank draft
Cash Used to receipt payments received by cash

Cheque Used to receipt payments received by cheque

Credit Card Used for all bankable credit card i.e. Visa / Mastercard

Direct Deposit Used where the client has deposited funds directly into the
agency bank account

Electronic Used for EFTPOS transactions where a card has been

Transfer swiped through an EFTPOS machine and a pin number
used (i.e. Savings and Cheque accounts only, not Credit
accounts).

Non-bankable Used when accepting cards that are unable to be banked,

Credit Card such as Amex and Diners.

The Type of payment selected will alter the input fields that appear on this
receipt screen.

The Payer and Amount fields appear on all receipts:

Payer

Type the payer’s name, or if the payer is the passenger whose name is shown in
the upper half of the screen, click on this name to transpose it into the payer
field. This is useful if the passenger’s name is difficult to spell.

Note: Only the passenger names selected in the receipt screen will print on the
receipt. The names are not automatically taken from the Booking Name field on
the Trip tab.

Enter the Amount being paid without $ signs.
Complete the Nbr, Bank and Branch fields if applicable.
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The Nbr, Bank and Branch fields appear when one of the following Types of
payment is selected:

* Bank Draft

* Cheque

» Electronic Transfer (EFTPOS)
* Direct Deposit

These fields are optional, but should be completed to enable bank deposits to be
easily reconciled.

Form{s) of payment {1 of 1}

Type: |Cheque ﬂ K ‘ ’ N
Payer: RiscuttoRoger hr Add
Amaount: ,W
Mor: floEg4783922201 Bank: 4B Branch: Fith A0L -

Reverse Cancel

After completing all fields, click OK to save the transaction.

A confirmation prompt will be displayed. Click Yes to complete the save.

\?/ Are you sure you want ko save this transackion?

A second confirmation prompt will be displayed. Click Yes to print the receipt.

\g/ Do you wish o print this transaction?

es Mo |

The Accounting tab will be re-displayed automatically, with a summary of the
entry.

See Account tab details for explanations of this summary line. See "Accounting
Tab" in Module 5: Trip File.

Enccaunting

Date Tranx ID Tranx Type Reference Status | Inv Debit Credit

3041 272004 RO000001 44  |Receipt RO000001 44

Double click on this line to re-open the input screen.
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Accessing Stored Credit Card Details.

Stored credit card details can be accessed from the Client file using the Card

button.
Form{s) of payment {1 of 1}
Type: |Cred'rt Card ﬂ K ‘ ’ N
Payer: [ONELLLILLYMRS el

Amaount: 1,250.00
b
Card Type: Expiry Date: | § Autharity Mumber:

A list of stored card details will be displayed. Highlight the passengers name to
display the linked credit cards, then highlight the card required and click OK to
transpose the details back into the relevant fields in the receipt.

E Choose credit card fgl
Clients

Agency Client Title: Family Mame Given Mame

hrs____O'hiel

ONIELILOO1

Credit Cards

Card Type Mumber Expiry Date Comment |

M 023176545111 03/09 I

0310

0295510002364

Delete | [den | Ok | Cancel |

NOTE: the list shows all cards stored, including American Express and Diners -
however these two can only be used if the Non-bankable Credit Card type is
selected on the Standard Receipt screen.

If there are no stored credit card details, do not click on the Card button. Type
the details in the Nbr, Card Type, and Expiry Date fields.

Multiple Forms of Payment

A standard Receipt can include multiple forms of payment allowing for cash,
cheque and credit card amounts to be recorded on one receipt.
Exceptions:

Direct Deposits and Non-bankable Credit Cards cannot be combined with other
Forms of Payment.

To enter multiple forms of payment:

Select the first Type of payment from the scroll.

Select the name of the Payer.

Type the Amount.

Click on the Add button. Select the next Type of payment from the scroll.
The Payer field is retained from the first entry.

S e

Type the Amount.
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7. Repeat this process until the total payment detail has been entered.
. Trip Receipt
Receipt Details Hames
BLiosod0005 amourt: [ 70000 || ISIEUE

Consuttant: Elenda Date: ﬁ 1032004

Printed Remarks: Hepos'rt and insurance payment

Form{s) of payment {2 of 2}

Type: |Cred'rt Card ﬂ K ‘ ’ N

Paver: No/nita Ms

Amaount: ,W Delete ]
by W Card...

Card Type: [\_/I Expiry Date: 54.1'08 Autharity Number:
Reverse Ok Cancel

8. If the passenger changes their mind about any of the forms of payment,
before you press OK, remove this entry by pressing the Delete button,
then click on Yes to be returned to complete this receipt.

Form{s) of payment {1 of 2}

9. Click on OK.

10.  Complete the Save and Print dialogue boxes which will follow after the
OK button is pressed. The amounts are combined as one figure on the Trip
file Accounting tab summary.

Viewing Multiple Forms of Payment

Double click on the receipt summary line to reopen it.

Use the Arrows as shown in the screen below to move through the various
receipt entries.

Form{s) of payment {3 of 3}
Type: |Cheque =] 4 4 » Ekﬁ
Payer: Moore/Cyhil hrs

Amaount: 2 500.00

Mbr: [1057676550015 Bank: MAB Branch: MEL
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Multiple Passengers and Forms of Payment

In a multiple form of payment receipt, only the name entered in the Payer field
for the first form of payment will appear on the printed document. Payer details
from the other forms of payment will not appear.

e.g. In the example below all four passengers have paid $1000 and each form of
payment can be viewed on the screen showing each of the four different
passenger names aligned to a payment. The printed receipt will read as though
Felila Ng, the first passenger has paid the entire amount.

. Trip Receipt g|
Receipt Details Names
FELO607050002 Amount: 4,000,00 [MeAFELIL
MGMIGEL MR
Consulbant: Elenda Date: |10f0172006 MG AMNTA MRS
MGMEYILLE MR

Printed Remarks: |
Formi{s) of payment (1 of 4)
Type: |Cash x| E 40r M
Payer: MGIFELILAMS add

Arnount: 1,000.00 Delete

Reverse oK | Cancel Help

RECEIPT - RETAIL

Date of Issue 10 Jan 2006 RECEIPT RO00000070
Received From MNG/FELILAMS Criginal

Booking Reference GLOBO70S0002 Date Printed 10 Jan 2006
Passenger Name MNG/FELILAMS

Total Amount $ 4,000.00

Four thousand dollars only

Payment Details

Cash $1,000.00
Chegue No, 27508750054 Mational Australia Bank MEL $1,000.00
Credit Card MasterCard $1,000.00
Credit Card YWISA International $1,000.00

$4,000.00

Viewing Direct Deposit Detail

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

5 Trip Receipt RO00000145 (Banked Deposit 44)
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Reprinting a Receipt

A receipt can be reprinted by reopening (double click) the Receipt from the
Accounting tab and clicking on the Print button.

If the receipt has been previously issued, a new copy is produced with the word

COPY printed on it.
Receipt Details Names
GLzatzoso00z amount:| Sop.on | ChiniLilieMs
Consulant: fglenda Date: Bofizjz004
Printed Remarks: |

Form(s) of payment (1 of 1)

Type: |Cash £ ———JH 4 ’ H
Payer: [ChinjLillie Ms
Bmount: 500.00

Cancel Help

Reverse | [[
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Reversing a Receipt

If an error has been made in a receipt entry, or payment has been made into the
wrong Trip file, the transaction can be reversed provided the status is C for
confirmed. Transactions with a B status, for banked, are unable to be reversed
until they are first removed from the Bank Deposit.

To Reverse a receipt, open the relevant receipt from the Accounting tab of the
Trip file. Click the Reverse button and answer Yes to the confirmation prompt.

Formis) of Payment
Type: |Checgue

Paver: Wongl Siew hin

Amount: | 2870

M 197640596540

Prirt Cancel

The Accounting tab summary line will change, showing a status of R for
reversed and a new line with an X status, for cancelled, is automatically created
to balance the reversed receipt.

E Accounting

Date Tranx ID Tranx Type Reference Status | Inv Debit Credt

4/01 2005R000000148 | Receipt Reversal RO0D0000147
RODD0OO01 47 Receipt Reversal RO000001 48 R 250,00

NOTE: A Receipt CCCF can not be reversed and must be refunded using a
Refund to CCCEF transaction. See "Trip Refund CCCF" in Module 8: Trip
Accounting Part 2.
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Ticket and Cheque
Requisitions

After a passenger has paid for their trip, or a corporate client (with agreed credit
terms) has made a booking, the process of recording payments for goods and
services from the Trip file begins.

There are two main accounting functions used for allocating payments and
issuing refunds in the Trip file:

Document Description

Ticket Used for accountable documents. These documents are

Requisition generally paid (or refunded) via a Sales Return e.g.
Airline, Coach or Rail tickets, Insurance Policies and
Consolidators

Cheque Used every time a cheque is issued to pay for a service i.e.

Requisition Accommodation, wholesale product or Visa fee.

NOTE: Cheque Requisitions must NOT be used to record refund cheques made
out to passengers. See "Refund to Passenger" in Module 8: Trip Accounting Part
2.

Several types of Ticket Requisitions and Cheque Requisitions are available
within the CCT application. It is important to ensure the correct Type is selected
prior to saving the transaction, to ensure the correct Trip file balance.
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Ticket Requisition

There are two ways to create a Ticket Requisition:

Automatically, through a download, or

Manually.

To create a Manual Ticket Requisition:

1. Open the relevant Trip file and select the Accounting tab.
2. Click New on the standard toolbar (Ctrl+N) to open the New Trip
Account Transaction window.
3. Select Ticket Requisition from the list (or press T) and click OK.
E New Trip Account Transaction @
Select
Tickgt Requisition | oK |
i::g:: Quate & chel‘
Receipt
s 22 o |
Refund from Creditor
Refund to Passenger
4. Click on OK to open an input screen.

A blank Ticket Requisition screen will be opened. To complete the entries on this
screen select the Create New radio button, or populate a majority of the fields
from the quote, by selecting the Create from Quote radio button.

© Galileo Southern Cross 2006

F® Ticket X
* Create Mew " Create from Guote Type |TKT  »|  Consutant: Glenda GST: [Mo | Tranx Date: fmaz005
Issue Details Ticket Details
Service: |Flight = | Supplier: & Creditor: BSP Ticket Mor: 016 fB563219765 Conjunction:
Date: | 1032005 Sales Code: [Internat_» | Billing: 0305
Fare
Fare: 3616.00
Fees Cancellation Fees Fare Details
Mon Cormm: oo Fare Basis: Remark:
Discounts Commissions Taxnes Requisition Totals
¥ Amourt % Amourt Tax Commission | #| | Total excl. inc. 53T
[ o 00 Fare:| 800 32544 Code| amourt |GST|Stetus| % | Amourt 373 38]  a73a
2 oo 0o Taxes | 000 | oy a.00 [ 0.00 0.00 Sl
w0 ’N‘ij_ 1:;3 I|: g-gg ggg 373138 373138
Total 32544 | g 1840 [ 0.00 0.00 et
Marketing Code: REG Overtide: | .00 | oo| K Eanjl) o.m iy SIS ST
11338 0.00
Hames Segments [T Show Al
Type | Supplizr | Depatt Date | Depart City | Srrive City | Status | Flight# | Insurance Dretails |
Flight _Jua | ) N I
< ?
Reverse | | GST | | | oK | Cancel | Help ‘

NOTE: To enter details in the various fields of the Ticket Requisition screen, use
the Tab key to move between the fields. Pressing Enter is NOT recommended
as this mimics clicking the OK button.
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Ticket Requisition Fields

General

Field

Description

Create New

Create manual ticket requisition. All fields are manually
entered

Create from
Quote

When this radio button is selected, all Quotes will be
displayed in the lower section of the screen instead of
Segments. Selecting a Quote from this section
automatically completes the Service, Supplier, Creditor,
Fare, Discounts, Commission and Taxes fields.

Type

Ticket requisitions can be set to open at either the Type
TKT or CCF. Selecting a ticket requisition type will alter
the fields in the input window to meet the needs of that
entry.

Type: |TKT hd
ACM  Agency Credit Memo
ADM  Agency Debit Memao
CCF TicketMPD With Full or Partial CCCF Form of Payment
CRF  Refund Ticket with Full or Partial CCCF Form of Payment
MPD  Multi Purpose Document
NET BSP Met Remit Ticket
RFT  Refund Ticket Mon CCCF Payment Type
RNT  Refund BSP Met Remit Ticket
TEX Ticket in Exchange
CCCF Payment Type

¥DT  Woid Ticket k

Consultant

System generated with the current consultant name - can
be over typed or selected from a list (F12 or double click).

GST

Select either:
* Yes: GST is applicable on this ticket.

* Comm: GST is applicable only on the
commission.

* No: GST is not applicable on this ticket.

Tranx Date

Date of Ticket Requisition transaction (defaults to today).
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Ticket Type

It is extremely important to select the correct Type code as this field will
generate different fields in the Ticket Requisitions.

Field

Description

ACM

Used if an ACM is required on this Trip file.

ADM

Used if an ADM is required on this Trip file.

CCF

Used if the client is paying by credit card and the supplier/
creditor is acting as merchant (i.e. processing the card, and
commission will be sent to the agency).

MPD

Multi Purpose Documents (MPDs), previously known as
MCO's, can be used for a variety of functions including
issuing PTA's (Prepaid Ticket Advice), issuing TOD's
(Tickets on Departure), Excess Luggage Charges and
Carrier Related Stopover Packages.

If the MPD is being paid by Credit Card direct to the
supplier, use type of CCF instead of MPD.

NET

The Nett Remit costing type is used when BSP tickets
need to be recorded at nett fare levels. The Tickets entered
must be completed using the Nett ticket requisition type
and include the relevant Nett Remit Code provided by the
airline.

If the transaction is being paid by Credit Card direct to
the supplier, use type of CCF instead of NET.

See "Nett Remit Tickets" in Module 8: Trip Accounting
Part 2.

RNT

Used to record the refund of a Nett Remit ticket.

TEX

Used to record an exchange ticket.

TKT

Used when the ticket is paid by Cash, Cheque, Credit Card
(when the agency is the merchant).

VDT

Used when a Void ticket needs to be recorded so that
accurate Sales Returns and BSP reports can be generated.
If a ticket is damaged without any previous record being
created it can be entered as a Void (VDT) ticket type. If the
ticket has already been recorded against a Trip file, it must
be reversed prior to completing the Void (VDT) Ticket

Type.

© Galileo Southern Cross 2006

146



Module 6:

147

Issue Details

Field Description

Service Select the appropriate service type from the list, and the
applicable segments or quotes will be displayed in the
lower section of the screen.

Issue Details 1
Service: |Insurance ¥

Supplier Enter the relevant Supplier code. For flights it is the
Carrier code whose ticket stock is being used. Access a list
of available suppliers by pressing F12 or double clicking
the field

Creditor Enter the relevant Creditor being paid for this service. For
airlines this would be BSP or a Consolidator. Access a list
of available creditors via F12 or double clicking the field

Date Defaults to today’s date. Adjust the date into the
appropriate billing period required

Sales Code Select either International, Domestic or Sundry (press
LDorS)

Billing System-generated, based on Date entered

Ticket Details

Field Description

Ticket Nbr / This field changes name, depending on the various ticket

ADM Nbr requisition types. Use this field to record the relevant
ticket or document numbers. For airline tickets, the airline
ticketing code is entered into the smaller field and the
actual ticket number into the larger one. If there are
conjunction tickets, enter the last three digits into the
adjacent Conjunction field.

Nett Remit Only appears when creating a Nett type transaction - enter

Code the airline supplied Nett Remit code

Exch Nbr Only appears when performing a Ticket Exchange (TEX)
requisition. The old ticket number (i.e. the one being
exchanged) should be entered into this field. If there are
conjunction tickets, enter the last three digits into the
adjacent Conjunction field.
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Fare

Field

Description

Fare

Fare

| 42728 GST:| 4272 Fare (incl: 470,00

System-generated figures are displayed when GST is set
to Yes

(blank)

Total fare exclusive of GST.

GST

System-generated - displays the GST based on fare
amount.

Fare (incl)

Enter total fare, inclusive of GST if applicable, exclusive
of any non-commissionable fees or other tax amounts.

Other/Nett Remit
Field Description
CCCF Amount Other
Farefinel|  1,600.00 CCCF Amount: [ 00

Appears when CCF / CRF / TEX have been selected as
the Type of transactions. Used for recording amounts
charged to credit cards - CCCF stands for Credit Card
Charge Form.

Sell Nett

Hett Remit

Fare (incl); | 285000 | 00 Sel: Mett: on

These fields appear when creating a Nett has been selected
as the Type of transaction. Enter the Selling price of the
ticket, inclusive of taxes and the Nett price of the ticket,
inclusive of taxes

Sell = Nett + taxes + mark-up.
Nett = Nett = taxes ONLY.
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Fees / Cancellation Fees

Field Description
Fees Cancellation Fees
Mon Caormm; | 5000 | | Agent:| 10000 Supplier: | 10000

The Agent and Supplier fields only appear when CRF or
RFT have been selected as the Type of transactions.

Non Comm Enter any additional fees not attracting commission.
Agent Enter any Agency imposed cancellation or service fee.
Supplier Enter any Supplier imposed cancellation or service fee.

Fare Details

Field Description
Fare Basis Enter the Fare Basis or press F12 for a list of valid codes.
Remark Free format text field where additional comments or the

fare construction can be entered. Text entered can scroll
past the boundaries of the field if required.

Ticket data downloaded from Galileo Desktop
automatically populates this field with the fare
construction.

Discounts

Discounts Commissions
Amaount Amaount

% %
1: 119 50.00 Fare:| 1200 a04.00
& 0o 0o Taxes: 0.00

T mm
Total [ so4m0
Owerride: ’W IW
Field Description
1/2 Discount can be entered as a Percentage or as a Dollar
value.
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Commissions
Field Description
Fare Enter the Fare commission as either a Percentage or

dollar Amount (entering one value calculates the other).

Taxes System-generated from values entered in the Taxes -
Commission fields.

Total System-generated - total of all commissions.
Override Enter any override commissions as either a Percentage or
Dollar Value.
Taxes
Taxes Requisition Totals
Tax Commizsion Total excl. inc. GST
Code| Amourt |GST|Status| % | Amourt [ @Esamn| 185400

[ oo [ | 000 0.00 Sel
185400 185400

et
Enter Criteria: || Apply To: |code j ,m ,m
Selection: T T
| Code [Maime Gt Type | Suppliers Paying Commision on Tax |
Gk Australia Moise Levy
QR Domestic Head Tax ST GF
v Domestic Passenger Lewy GET QF
Y@ Airline and Security Levy GET QF
AB  Ajr Pazsenger Ticket Levy [ille)
WG Safety and Security Charge GET QF
CE  Domestic Screening Lewy GET
Field Description
Code Enter the IATA tax code, or double click on this field to
open the Search window and make your selection.
Amount Enter the tax amount as a dollar value, inclusive of GST.
GST Tick this box if GST is applicable on the tax amount
(automatically ticked if Yes is select in the GST field).
Status Used for exchange tickets ONLY - enter PD to indicate
paid status.
Commission Taken from the % entered for Comm, can be overtyped if
required.
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Requisition Totals (All system generated)

Field Description

Total Fare + Non Comm Fees + Taxes.

Sell/Refund Total - Discount - CCCF Amount - Agent Fees - Supplier
Fees.

Nett Total - Commission - CCCF Amount - Supplier Fees.

Marketing Code

Field Description

Marketing code | Enter an appropriate Marketing Code, or, dependant on
settings, F12 or double click to select from a list of
predefined codes.

Names
Field Description
Names List of passenger names on the Trip file. Highlight the

passenger name being ticketed. If only one name exists, it
is automatically highlighted.

151 CrossCheck Travel 3.1 Client Management Guide



Trip Accounting Part 1

Segments / Quotes

Segments will only be displayed when Create New has been selected. Quotes
will only be displayed when Create from Quote was selected.

Field

Description

Segments

Highlight the segments to be included in the ticket
requisition. This provides a record of which segments
have been ticketed, as well as providing information for
invoice production.

[~ Show &

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

Flight %N 2TA 272005 HAN BJS HK 182 Class: Y
Flight  Cl 301272005 BJS SHA HK 451 Class: Y
= = -

< Q >

Use the scroll indicators to view all segment related fields.

Quotes

All quotes associated to the Trip file will be displayed. If
more than one quote exists for a service type, ensure the
correct quote details have been used. Selecting the quote
automatically completes the Service, Supplier, Creditor,
Fare, Discounts, Commission and Taxes fields.

Quotes
& Pet Unit Pri Curation ﬁ Charge
2 11M0572004| 46357 T PERE |Cost 558000/ 2 | Person 2790.00 1 il
3 11M0372004| 4636 | QEE  |Cost 1047.000 1 Total 1047.00 1 il
4 11/M05/2004| 4657 H HY  Cost 280.00, 1 Might 140.00 2 il Yes
Total: 3,832.00 3,832.00
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Ticket Requisition Action Buttons

Several buttons are available along the bottom of the Ticket Requisition screen,
to perform various functions once the relevant fields have been completed.

| Reverse |

GET | Repeat | Payment |

Custom

Button

Description

Reverse

Only available for Ticket Requisitions with a status of C
(for confirmed). Redisplay the Ticket Requisition window
and select the Reverse button. A prompt will appear to
confirm the Reversal, answer Yes to proceed with the
reversal.

? Are you sure you want to reverse this transaction 7
S

A reversal transaction is added to the Trip file with a status
code of X (for cancelled) - the original transaction changes
to a status of R (for reversed).

E Accounting

Date Tranx ID Tranx Type Reference Status | Inv Debit Credt

41012005T000000314 _Ticket ____[Reversal TO00000313 | XL N_| | 3400.00
R

TOODD0O313  Ticket Reversal TOOD000314 N 3,400.00

If a transaction has a status of P, the payment must be
reversed prior to reversing the requisition.

Print

Available after a Ticket Requisition has been saved. Use
this button to produce a copy of the original hard copy
print.

GST

The GST button displays a window used to view or enter
GST exclusive values. See "Adding Information" in
Module 2: Getting Started.

Repeat

The repeat button only appears when redisplaying a saved
Ticket Requisition. The button is used to duplicate the
Ticket Requisition and is especially useful when more
than one passenger is in a Trip file. Click the Repeat
button, adjust any fields (such as name, ticket number and
segments) and click OK to save the new transaction.

Payment

Used to process the payment of the ticket requisition. See
"Payment" in Module 6: Trip Accounting Part 1.
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Custom Used to access the custom data fields (if activated). If
attempting to save the Ticket Requisition without filling in
all Custom Data fields, CCT displays a warning prompt.
Click Close and then select the Custom button.

E Custom Data

Custom Data |

Custom Field Name Type Walue
Published Farejrate Currency 780,00
Lowest Fare/rate Currency 650,00
Accepted Farejrate Currency 650,00
Reason Code Character NET

Published fare/rate: Input the normal/published cost i.e.
the full IATA fare level

Lowest fare/rate: Input the lowest fare available

Accepted fare/rate: Input the fare accepted by the
passenger

Reason Code: Press F12 to access a list of available
Reason Codes set up by the system administrator.

All fields are mandatory on this screen, click OK once
completed.

OK Use this button to Save the transaction. A confirmation
prompt will be displayed

Select Yes to save the transaction or No to return to the
Ticket Requisition window.

Cancel Cancels the transaction and closes the window without
making any entry to the Trip file Accounting tab.
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Closing a Ticket Requisition

The prompts which follow clicking the OK button will vary, and depend on the
Creditor selected.

The first prompt asking if you wish to Save the transaction will always be
displayed.

P

- Are you sure you wank o save this transaction?
-

The second prompt will only be displayed if the Creditor selected does not have
a billing cycle selected and is not an e-payment Creditor.

Click Yes if you wish to pay for this ticket immediately, and No if this ticket will
be batched, along with others, to pay this creditor later.

If you say No at this prompt and then decide to proceed with immediate
payment, re-open the Ticket requisition by double clicking on it in the
accounting summary screen and click on the Payment button to redisplay this
prompt and proceed.

See "Payment" in Module 6: Trip Accounting Part 1.

Reverse | | GET | Repeat | anmentﬂ

Issuing a Ticket Type CCCF

The Ticket Type CCCF is used when the passenger is paying either fully or
partly by credit card and the Creditor is acting as the merchant. i.e. when a BSP
Credit Card Charge Form is used.

A CCCEF is created by selecting CCF form the drop down menu attached to the
Type field.

Type: |CCF hd
ACM  Agency Credit Memo
ADM  Agency Debit Memao

3 With Full or Partial CCCF Form of Payment k
CRF  Refund Ticket with Full or Partial CCCF Form of Payment
MPD  Multi Purpose Document
NET BSP Met Remit Ticket
RFT  Refund Ticket Mon CCCF Payment Type
RNT  Refund BSP Met Remit Ticket
TEX Ticket in Exchange
TKT Ticket Mon CCCF Payment Type
YDT Woid Ticket

The entries required for a CCF ticket are the same as the Ticket screen entries
previously described, but the CCF screen has one addition field for the CCCF
Amount.
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Enter the amount to be charged to the Credit card in this field, (i.e. the value of
the CCCF) and complete all other fields.

F® Ticket X
% Create Mew " Create from Guote Type: [CCF = Consutant: mlends GST: [Mo | Trarx Date; Hm32005
Issue Details Ticket Details
Service: |Flight _w| Supplisr: L Creditor: BSP Ticket Mor: 31 fia37asEaz7 Conjunction
Date: [1/03/2005  Sales Code: [Internat_v | Biling: }0305
Fare Other
Fare: 3,513.00 CCCF Amount: 3,604 75
Fees Cancellation Fees Fare Details
Mon Cormm: Fare Basis: Remark:
Discounts Commissions Taxes Requisition Totals
% Amourt % Amourt Tax Cammission Total excl inc. GST
[ oo 00 Fare:| 800 31647 | Code| Amourt |GST|Stetus| % | Amount 3E0475| 360475
2 oo juiln) Taxes: | .00 EU 3800 [ 0.00 0.00 Sell
— )
Total: AT | | fra 3480 [ 000 0.00 et
Matketing Code: | Overrice: | .00 | 0o (@B IETEEIE!
91.73 0.00
Hames Segments [T Show Al
Type | Supplicy Depart Date | Depart City | Arrive City | Stetus | Flight# | Insurance Dretails |

s

GET | | Custom | OK | Cancel | Help |

Reverse |

Requisition Totals

The Requisition totals are system-generated and are made up as follows:

Total Fare + Non Comm Fees + Tax

Sell Amount Total + Discount — CCCF
When the full amount is charged to the Credit Card this
field will be 0.00.

Nett Total — Commission — CCCF Amount

When the full amount is charged to the Credit Card this
field will show a negative amount, being the commission
charged to the creditor billing.

The accounting summary screen shows a Nil balance because the amount has
been transferred straight to the Creditor.

Enccaunting

Date Tranx ID Tranx Type Reference Status | Inv Debit Credit

4101 2005TO00000316 | Ticket CCF - 2416147576

When the commission is received from the creditor for this transaction, a
Commission Receipt Open Item MUST be raised in the applicable creditor file.
For more detail, See Account Management guide.
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Receipt CCCF

CCT records that the Creditor has received the payment directly when the CCF
ticket requisition is completed and no monies have entered or exited our agency
account.

NOTE: A Receipt CCCF cannot be deleted or reversed!

The Receipt CCCF must be selected from the New Trip Account Transaction
window and completed in the same way as a normal receipt.

E New Trip Account Transaction @

Cancel
Help

The Account summary screen will correctly record both the Ticket Requisition
CCCF and the Receipt CCCF as a nil balance.

E Accounting

Date Tranx ID Tranx Type Reference Status| Inv | Debit Credt
4/01/2005F000000001 ----

TO00000317 Tlcket CCF 5?95534

Automatic Completion

NOTE: Having any Unconfirmed Ticket Requisitions prevents the End of Day
Report from running. It is therefore recommendeded that the Ticket Requisition
be completed immediately after performing the download.

If Automated Ticketing has been used in a Galileo Booking file, CCT
automatically creates a new, unconfirmed Ticket Requisition.

NOTE: If changes are made to the booking resulting in the field fare being
deleted or invalidated, an unconfirmed ticket requisition may not be created.
Similarly, a Filed Fare (FF) that is not ticketed does not generate to an
unconfirmed Ticket Requisition. It is recommended that files are downloaded
immediately after ticketing, otherwise manual ticket requisitions need to be
created.

The CCT Download Complete screen displays details of any unconfirmed
Ticket Requisition transaction created.

This process creates an Unconfirmed ticket record, able to be viewed from the
Accounting tab

Unconfirmed Ticket Requisitions should be opened immediately after
completing the download, to finalise required fields.
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Downloaded tickets default to type TKT/CCEF. Adjust the Type field to properly
reflect the transaction being saved, if required. Check all fields, making any
adjustments. The following areas may require further manual completion.

* Fees

» Fare Basis

* Discount

* Commissions (incl override)
* Marketing Code

* Taxes

Click OK to save the completed ticket requisition and answer Yes on the
confirmation prompt. The status changes to C for confirmed on the Trip file’s
Accounting tab.

NOTE: Having any Unconfirmed Ticket Requisitions prevents the End of Day
report from running. It is therefore recommended that the Ticket Requisition be
completed immediately after performing the download.

®© Galileo Southern Cross 2006 158



Module 6:

159

Cheque Requisition

A Cheque Requisition is issued for items which do not have an accountable
document number. The Cheque Requisition is a record of payment details to be
made to a creditor.

Cheque Requisitions can only be created manually, however the steps and fields
involved are similar to those used for Ticket Requisitions.

Take the following steps to create a new Cheque Requisition:
1. Click on the Accounting tab in the relevant Trip file.

2. Click New on the standard toolbar (Ctrl+N) to access the New Trip
Account Transaction window.

3. Select Cheque Requisition and click OK.

E New Trip Account Transaction

Select

[Chgque Requisition | OK |
Cancel
(Credit Note Quote Help
[Irvoice
4. Click on OK to open an input screen. A new Cheque Requisition screen

will be opened with the mandatory items in blue.

ECheque Requisition @
% Create New " Create from Guote Type: |COC | Consultant: iglenda osT:- [ =] Tranx Date: 1012005
Issue Details Ticket Details
Service: | Tour | Supplier: | Creditor: |

Date: [4/01/2005  Sales Cade: | >
Fare Other
Fere: [T e —
Fees Cancellation Fees Fare Details
Mon Comm: 00 Fare Basis: Remark: |
Discounts Commissions Taxes Requisition Totals
% Amount % Amount Tax Commission Total excl. inc. GST

1| 00 00 Fare: 00 000 | Code| Amount |GST|Status % | Amount [ om0 om0

2 00 00 Taxes: | 0.00 | 00 [ | | Sell

00 0.00 0.00
Totak 00 Mett
Marketing Code: Override: 00 o0 0.00 0.00
00 0.00

Spencer-Burridge/Glendabirs Type | Supplier Depart Date Depart City | Arrive City | Status | Flight#  Insurance Details

Tour NCATO |25/04/2006 [SYD MEX

gevefse| | GST | | ”Tl 9ame|| Help |

Hames Segments [T Show all

NOTE: This screen defaults to display the service type of Flight when first
opened.

NOTE: Cheque Requisitions can also be created automatically from the Fees
tab. See "Fees Tab" in Module 5: Trip File.
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Cheque

General

Field

Requisition Fields

Description

Create New

Create manual cheque requisition - all fields are manually
entered

Create from
Quote

If Quotes exist on the trip file, the system defaults to this
radio button. The Segment section changes to a Quote
section in the lower part of the screen. Selecting a Quote
from this section automatically completes the Service,
Supplier, Creditor, Fare, Discounts, Commission and
Taxes fields.

Type

Select the type of cheque requisition being created (default
CQO)

Type:
CQC  Payment ko Creditor by Cheque
QCC  Payment ko Creditor where Fullfpart payment is by credit card
RCC  Refund of part fullfpart credit card payment

Consultant

System-generated with the current consultant name - can
be overtyped if required (F12/double click for a list of
consultant names)

GST

Select either:
* Yes: GST is applicable on this ticket

* Comm: GST is applicable only on the
commission

* No: GST is not applicable on this ticket

Tranx Date

Date of Ticket Requisition transaction (defaults to today)
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Type

It is extremely important to select the correct Type code as this field will
generate different fields in the Cheque Requisitions.

Field

Description

CQC

Used when the service is paid by Cash, Cheque, Credit
Card (when the agency is the merchant).

This is similar to a TKT but is used when an actual ticket
is not involved (i.e. Hotels, Cars, Tours).

QCC

Used if the client is paying by credit card and the supplier/
creditor is acting as merchant (i.e. processing the card, and
commission will be sent to the agency). This is similar to a
CCEF but is used when a ticket is not involved (i.e. Hotels,

Cars, Tours).

RCC

Used when the client is being issued a refund on their
credit card from the Creditor (and your agency will be
subsequently repaying the commission back to that
creditor). This is similar to a CRF but is used when a ticket
is not involved (i.e. Hotels, Cars, Tours).

Issue Details

Field Description
Service Select the appropriate service type from the list.
Issue Details 1
Service: |Cruise >
Supplier Enter the relevant Supplier code or access a list of
suppliers by pressing F12 or double clicking the field.
Creditor Enter the relevant Creditor being paid for this service or
access a list of creditors via F12 or double clicking the
field.
Date Defaults to today’s date, adjust the date if required.
Sales Code Select either International, Domestic or Sundry (press
LD or S).
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Fare
Field Description
Fare
[ 422726 GST.| 42272 Fareqnel:| 455000
System-generated figures are displayed when GST is set
to Yes.
(blank) Total fare exclusive of GST
GST System-generated - displays the GST based on fare

amount.

Fare (incl)

Enter total fare, or amount of deposit, GST inclusive if
applicable, exclusive of any non-commissionable fees or
other tax amounts.

Other
Field Description
Dep This field appears on CQC / QCC transactions to record
any deposit or part payment which has already been sent to
the Creditor. (Do not use if this cheque is for payment of a
deposit).
CCCF Amount | appears in QCC and RCC transaction. Used when paying

Creditor by Credit Card (QCC) Record the amount to be
charged to the Credit Card in this field.

Fees / Cancellation Fees

Field

Description

Fees Cancellation Fees
Mon Comm:| 10000 | Agent| 5000 Suppler| 10000

The Agent and Supplier fields only appear when RCC
(refund — of part or full to credit card) have been selected
as the Type of transactions.

Non Comm

Enter any additional fees not attracting commission

Agent

Enter any Agency imposed cancellation or service fee

Supplier

Enter any Supplier imposed cancellation or service fee
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Fare Details

Field Description
Fare Basis Enter the Fare Basis or press F12 for a list of valid codes
Remark Free format text field where additional comments can be

entered. Text entered can scroll past the boundaries of the
field if required. These remarks are printed on the
Remittance Advice generated from the Payment screen.

Commissions

Discounts % Amount
% Amourt Fare:| 1200 459 60
1] 248 100.00 T [ oam
2 juli} juli}

100.00 Tatal 439 .60
Crverride: ] ]

Discounts
Field Description
1/2 Discount can be entered as a Percentage or as a Dollar
value
Commissions
Field Description
Fare Enter the Fare commission as either a Percentage or
dollar Amount (entering one value calculates the other)
Taxes System-generated from values entered in the Taxes -
Commission fields
Total System generated - total of all commissions
Override Enter any override commissions as either a Percentage or
Dollar Value
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Taxes

Field Description

Code Enter the IATA tax code, or double click on this field to
open the Search window and make your selection.

Amount Enter the tax amount as a dollar value, inclusive of GST

GST Tick this box if GST is applicable on the tax amount
(automatically ticked if Yes is selected in the GST field)

Status Enter PD to indicate paid status when this tax has been
previously paid

Commission Taken from the % entered for Comm, can be overtyped if
required

Requisition Totals (All System Generated)

Field Description

Total Fare + Non Comm Fees + Taxes

Sell/Refund Total - Discount - CCCF Amount - Agent Fees - Supplier
Fees

Nett Total - Commission - CCCF Amount - Supplier Fees
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Marketing Code

Field Description

Marketing code | Enter an appropriate Marketing Code or, dependant on
settings, use F12 to select from a list of predefined codes.

Names
Field Description
Names Highlight the passenger relating to this cheque requisition.
If only one name exists, it is automatically highlighted
Segments / Quotes

Segments will only be displayed when Create New has been selected and
Quotes will only be displayed when Create from Quote has been selected.

Segments

The segments displayed will match the Service type selected, unless the Show
All box is ticked. When this box is ticked all segments of all service types will be
displayed. Highlight the services to be included on this cheque requisition.

Segments I—k?how All
Type Supplier |Depart Date| Depart City | Arrive City | Status | Flight# | Insurance re Basis

[Tour s [22/04/2005

Rail RPLUS 30/06/2006 PAR AMS

e} HMOMEY Hk.

Insurance COVER 19.!’04.!’2008 BRE

£ >

Quote

All quotes associated to the Trip file will be displayed. If more than one quote
exists for a service type, ensure the correct quote details have been used.
Selecting the quote automatically completes the Service, Supplier, Creditor,
Fare, Discounts, Commission and Taxes fields.

Quotes

& Drate i'l’yﬁ Suppller CostRef Sell & Per Unit Price | Duration @ Charge
12057008 NSIOHT cost | 315000 1 | Tota | 315000 1| W] ves |

2 12/05/2004) 4685 | CONVER (Cost 780,00 1 Tatal 780.00 1 ¥ Yes

3 12/05/2004) 4686 R RPLUS |Cost 170,00 1 Tatal 170.00 1 ¥ Yes
Total: 4,100.00 4,100.00
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Cheque Requisition Action
Buttons

The action buttons along the bottom of the Cheque Requisition screen perform
the same functions as those on the Ticket Requisition. See "Ticket Requisition
Action Buttons" in Module 6: Trip Accounting Part 1.

Paying the Creditor with the Passenger’s Credit Card

This entry is created under a Cheque requisition, type QCC meaning — Payment
to Creditor where full/part payment is by credit card and where the supplier/
creditor processes the CCCF.

The client’s payment is direct to the creditor so no balance is recorded on the
Trip file accounting summary, and the Creditor pays the merchant fee.

= Cheque Requisition g|
" Create Mew + Create from Quote Type: |QCC = |  Consultant: Elenda GET: Mo = Tranx Date: 21032005
Issue Details COC  Payment to Creditor by Cheque
Service: |Cruise = | Supplier: CSPIRIT Creditorfi/ s kF‘a';.-'rnEent to Creditor where Full/part payment is
Date: | 2052005 Sales Code: |Internat = RCC  “Refund of part fullfpart credit card payment
Fare Other
Fare: 2 E00.00 Drep: juli} CCCF Amount: 2 550.00
Fees Cancellation Fees Fare Details
[Mon Comm: ] Fare Basis: Remark: Epgraded cahin
Discounts Commissions Taxes Requisition Totals
£ Amount % Amourt Tax Commission Total excl. inc. G8T
(] S0.00 Fare:] 15.00 39000 Code| Amount |GST Status| % | Amount 260000  Z2E00.00
2 00 00 Taxes: | 0.00 [ oo [ | 0.00 Sell
50.00 0.00 0.00
Total: 3590.00 Mett
Marketing Code: Crverride: ] ] (340.00) (340.00)
juli} .00
Hames Quotes
BEAN/BASIL MR Mar| Date | ID | Type Supplier | CostRef Sell Gty | Per | Unit Price | Duration | GST | Charge
1 |4Mi2005 85 F SG (Cost o 1 Tatal 2800.00 1 ¥ Mo
2 |4Mi2005 84 F 630,00 1 Tatal 6:30.00 1 ¥ Yes
5 l2naoos o1 | 5 | coPR — X
3,200.00 3,200.0
£ >
Reverse | | GET | | | Ok | Cancel | Help |

The code QCC must be selected from the Type field, then all other input fields
are the same as the cheque requisition type CQC, except for the additional CCF
Amount field. Enter the amount being charged to the credit card in this field.

The Requisition Totals show the commission owed to the agent in red.

The agent can run a report based on QCC Cheque Requisitions and CCF Ticket
Requisitions to keep track of this commission.
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Proforma Invoice/Credit
Note

Standard Invoices and Credit Notes can only be issued for Debtor accounts,
however a client may ask for a tax invoice prior to paying for their travel.

To satisfy this request, a Proforma Invoice or Credit Note can be produced.
These functions do not have any effect on the Trip balance.

Proforma Invoices are raised from within the Trip file via the Documents option
on the main CCT menu bar.

Documents

Fax...
Wisa Letter...

Hatel Youcher. ..

Car Youcher...

Other Segment Voucher, ..
Ikinerary

Cuotation

Statement of Account

Inwvoice Cuaote

Proforma I k
Tax Invoice

Proforma Credit Mote

Two options are available:

* Invoice Quote, where data is taken from quotes existing within the
Trip file.

* Tax Invoice, a proforma invoice is produced with the title of Tax
Invoice.

Select Invoice Quote to display the Proforma Invoice Quote window or Tax
Invoice to display the Proforma Invoice window. Both of the preceding windows
will display each item separately so that the details to be included can be selected
individually.

If you wish to include the passenger names in the Proforma Invoice Quote, the
names must be attached to the quote. See "Creating a Quote" in Module 5: Trip
File.

ﬁ Proforma Invoice Quote @
Debtor Id: Total Selected 264557
W Tnchude Date | 15/06/2004 ouckeld| 74 Description | SQ-F
e ]
~ gﬂgﬁg Esﬂints Total [ 2,337.50 GsT 0.00 Discount 50.0C
" Trem Remark
 Detail oo Reamark remark amount Due | 2,287.5C
[+ Include Date |  15/06/2004 Quate Id | 75 Description | MC-F
~ ]
' Sﬂﬁﬁz Egﬂints Total 230.00 5T 0.00 Discount 0.0C
" Trem Remark
i~ D:F;" :;T:Ialr?emark remark irport bransfers included Amount Due 230,00
[+ Include Date |  15/06/2004 Quate Id | 76 Description | IT-C
~ ]
' Sﬂﬁﬁz Egﬂints Total 128.00 5T 0.00 Discount 0.0C
(% Trem Remark
r D:F;" :;T:Ialr?emark remark third party insurance included Amount Due 128,00
w
Cancel

If this document is being produced for a Debtor, enter the Debtor ID.

Click the Include tick box to select the items for inclusion in this document.
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Click the required radio button for each quote item separately. You can choose

from:

Option Description

Quote Details
field of the Quotes screen

Prints segment data, plus data contained in the Description

Quote Prints comments marked as Printable in the Comments tab

Comments of the Quote screen

Item Remarks
added in free text format

Opens the adjacent free text field where remarks can be

Detail and
Remarks

Includes the Quote Details, and the Item Remarks.

Click OK to produce the Proforma Invoice.

PROFORMA TAX INVOICE (From Quotation)

DATE OF ISSUE  17.Jun 2004
DUE DATE AT Jun 2004
CONSULTANT Glenda Spencer

DATE DEPART 27 Apr 2005

PASSENGER I Baldrick Buiridge, TOTAL DUE  $2,645.50

SERVICE AMOUNT AMOUNT AMOUNT AMOUNT AMOUNT
EXC GSTTAX /LEVYDISCOUNT GST INC GST

FLIGHT Singapore Airlines $2,140.00 $197.50 §50.00 $0.00%2,287.40
TaresiLevies no GST: XT 197.50

27042005

Adelaide/NairohifAdelaide

1x%$2,140.00

ACCOMMODATION Marriott $230.00 $0.00 $0.00 $0.00 §230.00
In: 2TAPR  Out: 28 APR

1% $115.00 % ZNIGHTS

Airpart transfers included

CAR HIRE Thrifty $128.00 $0.00 $0.00 $0.00 §128.00
Third party insurance included

GRAND TOTAL $2,498.00 $197.50 $50.00 $0.00%2,645.50

The Proforma Credit Note option on the Documents menu provides access to

two other Proforma documents.

Proforma Credit Mote

Credit Note Quote
Tax Invoice

Option Description
Credit Note Produces a Credit Note using data from existing quotes on
Quote the trip file

Tax Invoice

Produces a Credit Note with the title of Tax Invoice

The procedure for creating these documents follows the same steps as for the
Proforma Invoice Quote. The quote must have the Refund to Client radio button

selected.
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Payment

There are several Payment options available in CCT. Batch processing of

payments is often used to process Multiple payments as well as ePayments. This
functionality is performed from the Creditor file by the System administrator or
Manager. This is covered in the Account Management course.

There are 2 ways to access the payment window:

Individual payments can be processed from Ticket or Cheque Requisition
screens:

» By clicking on Yes to the question shown below, after clicking on OK

and saving the transaction.

P

\‘_./ Do you wish to pay For this cheque requisition 7

* By reopening a previously created Cheque or Ticket Requisition, by

double clicking on this item in the account summary screen and
clicking on the Payment button at the bottom on the displayed

requisition.

Reverse | Prirt | GET | Repeat | anmentN,

[ ] ees | |

A confirmation prompt will be displayed, click Yes to proceed to the

Payment screen.

Both methods will retrieve the payment window, with details transposed

from the Cheque or Ticket Requisition.

Payment Details

Creditar Id: PERG Conzultant; jglenda Date: [1 3/05/2004
Reference: Credifayes Mame: PEREGRINE Amount: | 2340.00
Description: | Type: | Chegue h

Transactions

Drate Type|  Tranx ld Reference Amount

2 340.00

Selected: 2 340.00 Amaount: 2 340.00

Chegue

Direct Debit
Fev k
oK

Cancel
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Completing the Payment screen
1. Select the Type of payment from the scroll: Cheque or Direct Deposit.

2. Enter a Reference number. If Direct Deposit has been selected, enter the
enett, Money Direct or TIAS TIPS transaction number, or enter a cheque
number if Cheque has been entered in the Type field.

3. The Description field is optional and does not print.

he

The current Transaction will be highlighted and the amount transposed
into the Amount field.

Click on OK.
Click Yes to Save the Transaction.

Click Yes or No, to print question.

e S

The accounting summary screen shows an updated status code P for Paid
on the transaction.

E Accounting

Date Tranx ID Tranx Type Reference Status | Inv Debit Credit

 5101/2005Q000000066_ChaReq _CQC-PERRIG | P | N | 165000 |

Reversing Payments

If an error has been made and a payment needs to be reversed, double click on
Cheque or Ticket Requisition showing the Paid status in the accounts summary
screen.

The Requisition CANNOT be reversed without reversing the payment first.
The title bar shows the requisition and payment screen transaction codes.

The Transaction Search facility can be used to locate the exact payment
transaction. See "Transaction Search" in Module 6: Trip Accounting Part 1.

Open the Payment transaction and select the Reverse button.

NOTE: When processing payments it is important not to process any individual
payments for creditors using the ePayment system. These payments are
processed by Administrators in one transaction for all ePayment creditors.
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Transaction Search

The Transaction Search functionality allows for the retrieval of numbered
accounting transactions using the Transaction ID, Ticket Number or Cheque
Number buttons.

To access the Transaction search window click on the Transaction Search icon
on the MyCCT toolbar or select it from Options on the menu bar.

Options

Transaction Search |y Shift+F11

Tranx Search

Transaction ID

This functionality can be used to locate any accountable document using the
CCT allocated ID.

Enter the Transaction ID into the field provided. If the ID has several zeros, these
do not need to be entered 1.e. RO00000138 can be entered as R138.

ﬂ Open, Transaction

Erter tranzaction IC: RO000001 38

Ticket M ... | Chegue Mor ... |

Cancel |

Click OK to complete the search and open the transaction. The actual transaction
will be opened along with any associated system files in the background.

|GL241 1040003 g 10572006 CPH Ng/Felila hs

&) Trip Receipt RO00000138 (Confirmed)

Receipt Details

ELZ‘H 1040003 Amount: 2,100.00
Consultant: Elenda Date: E4,f11,fZUU4
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Ticket Search

Open the Transaction search window and click the Ticket Nbr button to display
the ticket search screen. A transaction can be retrieved by entering the full ticket
number (not including Airline Code) and clicking OK, or by entering at least the
first five digits and clicking OK to display a matching list of ticket numbers.

ﬁ Locate Transaction -fromTicket Mumber

Enter Ticket Number: 16490

Ticket Mbr Tranx Id Type  Ticketed Date Conj Mbr

16490045839 TOOOO18098  TKT 04/01/2004

1649004540 TOooois100 CCF 05/01/2004 =

< ¥
OF | Cancel |

Highlight the required transaction from the list and click OK (or double click the
item) and the related Ticket Requisition will be displayed.

Cheque Search

Open the Transaction search window and click the Cheque Nbr button to
display the cheque search screen.

Enter the entire cheque number if known and click OK, or enter the first four
digits of the cheque number to display a list of matching cheques.

ﬂ Locate Transaction from Cheque Number

Enter Cheguetumber:  |1286584353476585

| TranxId  Amount Reference Id

The payment screen will be opened showing the cheque number entered when
the entire number has been entered. If the first four digits were entered a list of
transactions may be displayed highlight the required item and click OK to open
the transaction.
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Trip Balance Nanny

Trip Balance Nanny provides supervisory functionality in balancing Trip files.
The system administrator is able to set the level of management from five
options.

» Balance always Zero, can’t exit trip.

* Balance always Zero, reason required.

» Balance greater than zero, can’t exit trip.

* Balance greater than zero, reason required.

* Any balance allowed.

Can’t Exit Trip

If any can’t exit trip options are selected, exiting a trip file accounting tab with
an out of balance amount displays a message, warning the trip balance must
equal $0 or must not be in debit.

= )

“Four trip must not be in debit before you can exit the Accounting takb.

=10 Thursday 13 May 2004 15 46:03

our trip must balance to $0 before you can exit the Accounting tab.

=10 Thursday 13 May 2004 19:00:45

Click Close and perform the required transactions to ensure the balance of the
Trip file is $0, or not in debit, to proceed.
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Reason Required

If an option has been selected that requires a reason to be entered, closing an out
of balance Trip file will display the Enter Reason window.

Enter reason for trip being out of balance

Consuttant Id Drate Reason Trip Balance
glenda - 1,925.00 DR
Chasing debt
Customer to pay A54P
Invoice to be raized

The system administrator creates predefined reasons that can be selected from
the Reason drop-down list. Highlight the appropriate response and click OK.

Displaying Out of Balance reasons

Previously used reason codes can be displayed for review by selecting the Out
of Balance button on the Accounting tab.

Enter reason for trip being out of balance

Consuttant Id Drate Reason Trip Balance |
glenda 13005/2004 03:55PM Houstomer to p: P 250,00 DR

Cloze

Total 1,1:50.00

4 Out of Balance
Balance: 250.00 DR Trip Value: 1 150,00 Commizsion: 103.50 Percentage Profit: 9.00%

The various reasons, including Consultant name, date and balance of the trip file
will be displayed.
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Opening Debtor Files

The Debtor file stores information about Debtor accounts. These are companies
which owe your agency money.

Debtors include corporate travel accounts as well as companies dealt with on a
commercial basis.

American Express and Diners are default Debtors provided with the application,
and cannot be deleted.

Debtor files are accessed from the MyCCT menus or from the Debtor icon on the
CCT standard toolbar. The folders in MyCCT display for all Debtor files with a
balance, and all files in the database.

s

Debtor

A My CCT Splash
+ T Trips
+ 2 Clierts
+ W@ Creditors
& m Dehtors
% [ with Bialance
B Allin Database

Once a Debtor file is open, switch to another file by selecting from the drop-
down list at the top of the Debtor File window.

| Diners Cluk

ARER American Express k

Diners Club
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Creating a Debtor File

Click New on the standard toolbar and select Debtor then click OK.

P® File Select... |
File
© Gen
" Ir
o Cance|
" ¥reditor Help
" Cashbook

A blank Debtor file will be displayed with Debtor Name and Debtor ID marked
as mandatory fields.

= Debtor - Untitled

| L] r
oeer | | e | e | |
. ;:!::rl!;ame: | Debtor Id: ’—
Debtor Tab
1. Enter the full company name in the Debtor Name field and create a

Debtor ID code using a maximum of 12 characters. The Debtor ID field
only appears when creating a new file, and is replaced with the Creation
date once the file has been saved.

2. All other fields on the screen are optional.
The recommended procedure is to fill in the mandatory fields, click the
Save icon, then fill in any remaining fields and information on additional
tabs. Upon clicking Save, a prompt confirms if the invoice address is to be

entered. Click Yes to continue entering information. This address
information is used for all documentation.

Once the file has been saved, the Debtor Id and Branch access will be
attached.
3. Enter:

* The prime contact for the debtor account in the Contact field

* Bank name and Branch details into the relevant fields

 ABN and ABN Ext numbers

= Debtor - §§ Eo®
SS 2| seasports =] Q
ﬁDehtar | ng‘references l ‘i‘Cards l B Clients l Enccounting l ECustom Fields l S8 Comments l E' |
Details 1
Debtor Name: Sea Sports Created: 31122004 ABN:H 2879078 05
Cortact: [Adam Bertram Statemert Type: [Opentem . | ABNExtfi50
Bark Name: NAB Consultant: m‘
- Open ftem
Branch: ENE Last Modified By: Eres
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4. Select the Statement Type from:

* Open Item
Shows all invoices that have not been fully paid, plus all receipts and
invoices for the current period. An aged balance break up is also
provided.

* Balance Forward
Shows only a brought forward balance plus all receipts and invoices
for the current period.

The Credit Field

The amount of credit being offered to the debtor can be set on the Limit Amount
field.

The Current Bal and Available Bal are generated by the system and are unable to
be modified.

Current Bal. 0.00 Lirmit Cravys: 7

Credit
Limit &maurt; S0,000.00 W Active cammert |
Available Bal : 50,000.00 Start Days: [N~

The Active tick box is used to activate the Debtors credit arrangements. If un-
ticked, the screen displays a warning that Credit is stopped. If Active, the current
and Available Balances constantly adjust as invoices are paid.

~Credit

Lirmit Amorit: 5,00000 W Active
Current Bal. 3,200.36
Available Bal. 4,799 64

For Debtors who have not provided an ABN number, this box should be un-
ticked to prevent invoice production. By default, CCT only provides this option
to Managers. However this can be adjusted if required, See Account
Management guide.

The Limit Days field is used to stipulate the number of days the Debtor has in
which to make payment. This is used in conjunction with the Start Days field
which indicates when the Limit Days is counted from. The options are Invoice
Date or Month End. Enter any related comments in free text format in this field.

Enter Address and Phones details. Use Ctrl+N to create additional lines.
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Debtor File

Preference Tab

The Preferences tab is used to store the company’s preferred travel
arrangements, grouped into Policies. These preferences can be transferred to any
linked clients and are displayed on the Company tab of the Client file
Preferences tab. Preferences must be added and saved. For an outline of the
steps, See "Preference Tab" in Module 4: Client File.

Adding a Preference
Take the following steps to add a preference:

L. Highlight the Preference tab and click the New icon on the standard
toolbar to access the Preferences input window.

Q’g Preferences

E® preferences K|

Policy (1 of 1)

Palicy: Managers M4» M

[den
Delete
Add

Description: 1l states

Preferences

Service Type Supplier Id | Preferred Preference
Flight: sk} es
Car ~17E Ves CBAN [EETEE

Fight -
Ok | Cancel |
2. Enter a short name for the policy in the Policy field and fill in a brief
description.
3. Preferences are set using the small table in the lower section of the screen.

4. Select the appropriate Service Type from the list.
5. Enter the supplier code into the Supplier ID field (F12 or double click the

field for a list).
6. Select Yes or No to indicate if the supplier is preferred or not.
7. Enter additional details about the preference, such as cabin class, in the

Preference field.

8. To enter additional preferences for the policy, click the Add button. Once
all preferences have been added, click the OK button, or to start a new
policy click the New button.

Editing Preferences

Preferences can be changed by re-opening the input window. Double click on the
Policy to be changed, from the list under the Preferences tab.

Q’g Preferences

Palicy Service Type | Supplier Id Preferred Preference|

Managers ZE ‘fes CEAN
I

Sales C ZE Yes EBMM
F Dl es
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Deleting Preferences or Policies

To delete an entire Policy, ensure the correct Policy is displayed by using the
Arrow buttons then click the Delete button. A prompt will ask to confirm the
action. Click Yes to delete the entire Policy Record.

Individual preferences belonging to a Policy can be deleted. Locate the required
policy.

Using the mouse, highlight the Preference line to be removed and click the
Remove button.

[& ||
Policy (1 of 2)

Palicy: i\_’lanagers

- L=
Description: &l states

Preferences

Service Type Supplier Id | Preferred Preference | Add
X
2 Are you sure you wank to delete this record 7
2 :
es | Mo |
]

A prompt will ask you to confirm the action. Click Yes to delete this preference.

Linking Debtor Preferences to
the Client File

The company preferences recorded in the Debtor file can be linked to an
individual client file.

1. Open the Client file and click on the Preferences tab and then on the

Company tab.

[MCMILOD x| vs Milie. Meirtyre
# Client l@mps lﬁ'Cards l.Passports 4% preference | & addtional
= Paolicy Supplier Id | Service Type | Preferred Debtor Preference
5
=
>
g
sl

2. Press Ctrl+N to display the Preference selection screen.
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Locate the Preference required using the arrow buttons if necessary.

¥8 Com pany Preferences r'5_<|

Policy (2 of 2)

Debtar ID ¢ ES
Paolicy Eales
Description © Al states
Policy Details
Service Type | Supplier Id | Preferred Preference

Car ZE es EEMM

Flight: (a2} es

< >

Save | Exit | Help |
Click on the Add button.

If required use the arrow buttons to display any other policy to be added
and carry out the same procedure.

Click on the Save and Exit buttons. The company preference will then
appear on the client file.

% Client - BEANBASOO01

|EIEANEIASDD1 g hr Basil Bean

2 Client l o Trips l W Cards l 8 Passports 4% preference

Policy | Supplier Id | Service Type | Preferred | Debtor Preference
F s
ZE C es

EEMM

[Eompany Membership IPersonaI
A7

How to Remove a Preference Policy

1.

© Galileo Southern Cross 2006

In the Client file open the Preference screen and highlight the Company
tab.

Double click on the Preference to be removed to re-display the Preference
selection screen

ompan Preferen

Policy
Debtar ID ¢ Es M4 M
Paolicy W
Description © Jall states

I Cross Check Travel

Save | Exit |

Click on the Remove button.
A confirmation message will be displayed, select Yes.

Click on the Save and Exit buttons.
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Cards Tab

The Cards tab is used to store all company credit card details. These details are
automatically transferred to any Linked Client files (if the Active field is set to
Yes).

Hifcards
Card Type Mumber Expiry Date Comment Active ‘
W1 12904582376 0zf09

Entering Card Details
Take the following steps:
1. Enter the Card Type and Card Number.

2. The CCT application automatically checks the Credit card number (check
sum only) and displays warnings when an incorrect number is entered.
Click OK to clear the warning message and re-enter the correct number.

'j Please check the credit card number
L

Card number has Failed the "last-digit checksum" test

3. The Expiry Date must be entered in the MM/YY format.

4, Use the Comment free text area to make any additional notes about the
card.

5. Select Yes in the Active field if this card is to be made available to linked
Client files.

6. To enter more Credit Cards, click the New icon on the standard toolbar or
press Ctrl+N.

7. To save your entries click on the Save icon or press CTRLAS.
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Client Tab

A list of all client files linked to this Debtor is displayed on this tab. The linking
of client files to debtor files can be performed from either file.

Once the two files have been linked:

» Debtor contact details are displayed in the Client file and can be
accessed for invoicing.

» Debtors credit card details can be accessed through the Client file,
depending on the Active field on the Card tab, and used for payment
of services.

Linking Debtor and Client Files

Take the following steps:

1.

© Galileo Southern Cross 2006

Highlight the Client tab and click the New icon or press CTRL+N to
display a list of the client files in CCT.

E¥ Sclect r'5_<|
Client Family Marne Given Mame Title: -~
SPEMGLEDDL Spencer-Burridge Glenda s
TAMOMINOOL Tamokao Ming Mr
TAMOTARDDL Tamoko Taruna s
TAMOTIMOOL Tamoko Tirn MR,
TESTTOMOO1 Testpilok Tam MR,
WATSALEOOL Watson Albert: Cr
WICKIEROOL ‘Wickham Jerry Mr
Wilsaon Adam MR
By ]
: Miss |
s ]
n s
R = T
| >
Deselect Al 5 records selected oK I, Cancel | Help |

Select the client(s) to be linked.

Clients already linked are indicated by the highlight. Clicking an already
highlighted client file deselects it and removes the link from this debtor.

Click the OK button once all selections have been made and then client
names will be listed under this tab.

4 Clients

Cliert Mame
WIONGARY 002
WIOOHMAT 00T
WIOODNAFOO

' AUFSIL001

Ay Wiong

Mizz Matasha WWoo
hrs hatsika Wood
hdrs Siu Kywwan Yau
hdr Heath 'vim

' IM*HEADD
The New Request column is only activated if the Debtor uses Online
Corporate Reports.

Clicking the Deselect All button removes all highlights from the list and
clears all linkage between this debtor and client files.

Linking Debtors and Clients is also available from the Client file by
selecting an appropriate Debtor in the Debtor Code field of the Company
Details area. For more detail, See "Client Tab" in Module 4: Client File.
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Accounting Tab

This screen provides a view only summary of accounting transactions,
including an account balance for the current debtor. This information is drawn
from accounting functions performed on a Trip file.

Date Tranx Id

8A272004 COOD0DOOC 1
CO00000C01 0
230772003 1000000055
1000000053
2/07/2003 RO0D0DOC112
270672003 1000000030

Balance: 321.16 DR

E Accounting |

Tranx Type tem Reference Status | Amourt Dr Allocated Unallocated
Cr|  Amount Amaourt
Credit Mote Reversal 1000000055 C 33024 Cr 33024 0.00
Credit Mote WETAF C 220,00 Cr 0.00 220,00
Invoice Reversal CO00000011 R 33024 Dr 33024 0.00
Invoice WETAF C 541 .160r 0.00 54116
Receipt Deposit 34 B 550,00 Cr 550.00 0.00
Invoice WETAF $ 550.00 Dr 550.00 0.00
Total Debits: 1,421 .40
Credits: 1,100.24

Column Descriptions

Field Description

Date Date the transaction was added to the file

Tranx ID A system generated transaction identification number. The
transaction will be created in the branch identity for this
file unless otherwise selected.

Tranx Type Type of transaction, e.g. Receipt, Credit Note, Invoice

Item Reference

Reference relevant to the accounting transaction entered
e.g. Invoice number, or Code of specific transaction sub-

type

Status Current status of the transaction

Amount Total dollar value of transaction

DR CR Indicates if transaction is a debit or credit against the
account

Allocated Displays the amount already allocated against the

Amount transaction

Unallocated Displays amounts that have not been allocated against the

amount transaction
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Custom Fields Tab

The Custom Fields tab is used to turn on additional fields for the collection of
data used on the Fare Savings Report.

B Custom Fields
Field Mame Label Required Type |
PUEFARE Published Fare/rate W ~ | Currency
LOWESTFARE Lowest farefrate Mo Currency
ACCEPTEDFARE Accepted Farefrate Mo Currency
REASOMCODE Reason Code Mo Character

The Fare Savings Report provides the Debtor with a per trip fare analysis. Other
Custom Field entries can be created by the supervisor. Access to this tab is
governed by the System Administrator; therefore this tab may not be available.

Comments Tab

The Comments tab can be used for storing any comments about a Debtor file.

This field is free text and does not print on any documents.

S5 Comments

Created Comments
14005/2004  Payments come from the national office only

To add additional comments, click the New icon or press Ctrl+N to display
more input lines.

Workflow Action Items Tab

The Workflow Action Items tab lists all the action items associated with the
current debtor. This functionality is covered in detail in the MyCCT module
under the Action Items section.

Important Notes

The Important Notes icon is used to access important notes for this debtor. For
more detail, See "Important Notes" in Module 3: MyCCT.
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Associated Debtors

Individual companies or Debtors may belong to a larger company group. This
relationship can be reflected in CCT by using the Associated Debtors function,
allowing for easier navigation between each file using a drop-down list.

A Debtor file may only belong to one associated Debtor group at a time.
Accounting transactions between Associated Debtors are not linked.

Creating an Association

L.

A

8.

Open a Debtor file to be included in the association, select Options, then
Associated Debtors from the main CCT menu bar to open the input
window (or, right-click anywhere in the Debtor window, and select
Associated Debtors).

- . [x
Main {3 of 3)
Code: JINI'S 4> M
Description: hustralian Universities Tdew
Delete
Members

P¥ select Pz|
Debtar Mame | A
AT Adelaide Agquatic Sports
£ LIN - delaide Universi

Cancel | oK |
Help | Caniel |
Help

Deselect Al | 7 records selected

Click on the New button, to start a new Debtor grouping.
Enter an appropriate Code to be used for this association.
Enter a Description for the Debtor grouping. This field is free text.

Click the Select button to show a list of all Debtors in the CCT
application.

Use the mouse and scroll bars to find and highlight ALL debtors to be
included in the association. It is important to select the currently open
Debtor.

Click on OK to finalize the selections. The selected debtors are displayed
under the Members area of the associated debtors screen.

Click on OK to complete the creation of the Associated Debtors.

The Associated Debtor codes can be seen in the drop-down selection box located
at the top of the Debtor File window. Move between Associated Debtors by
clicking on the codes in this list.

|z 20

g Swimming Australia SWIM Al
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Removing a Debtor from an
Association

1. Open any Debtor file that is part of the association and select Tools, then
Associated Debtor from the CCT menu bar to open the input window.

Main (2 of 2)

Code:jur M
Description: Llniversity group e
Delete
Members
BiE LN Ercbano i

C

Debtar

JEFFM Jeffrey Marrison

Qeseledrgll | 4 records selected

2. Use the arrow buttons to locate the correct group.

3. Click the Select button to display the list of Debtor files. Those
highlighted are a part of this group.

* Click on the Deselect button, OR remove the highlight from the
relevant Debtor individually.

* Click on the Deselect All button to remove all members from the
group. This action displays a dialogue box asking for confirmation to
delete the entire group. Click Yes or No depending on requirements.

* Click OK to be returned to the Associated Debtor input screens and
click OK to save the change.

Deleting an Association

* Open any Debtor files and display the input screen by selecting
Associated Debtors from the drop down menu attached to the Tools
heading on the main menu bar.

» Use the arrows to locate the group code to be deleted.

* Click on the Delete button, click Yes in the dialogue box, then click
OK to save the change.

Main (3 of 3)

CDde:F!OSPITALS 4> M
Description: ISouthern Districk Private ey
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Deleting a Debtor

A Debtor can only be deleted if no accounting transactions are attached.

The default debtors, Amex and Diners, cannot be deleted.

L.

A

Open the relevant Debtor file.

Click in the Debtor Code field.

Select Delete from the File option on the menu bar.

A confirmation prompt displays. Select Yes to delete the Debtor file.

If an attempt is made to delete a Debtor file with accounting transactions
or a brought forward balance, the following warning is displayed.

A brought forward balance exists for this record

=10 Fridary 14 May 2004 14:23:49

If this occurs, the Debtor file is unable to be deleted from the CCT
application.

When deleting a Debtor file linked to Client files a warning message will
be displayed.

2 This Debtor has associated Clients
2

Continue

Clicking Yes continues with the delete action and removes the linkage
from the Client files. Selecting No cancels the deletion.

Debtor Documents

See Account Management guide.
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Module 8: Trip Accounting
Part 2

Invoices

Invoices are raised against a Trip file for corporate clients linked to Debtor files.
The invoice is sent to the Debtor for payment. Invoices are raised from:

+ Ticket or Cheque Requisitions, See "Ticket and Cheque Requisitions"
in Module 6: Trip Accounting Part 1.

* Quotes, See "Working with Quotes" in Module 5: Trip File.

Before raising an invoice, ensure one of the above is present on the Accounting
tab or Quote tab of the Trip file.

Invoices from Ticket / Cheque
Requisitions

1. Open the relevant Trip file and select the Accounting tab.
2. Click New or press Ctrl+N.

3. In the New Trip Account Transaction window, select Invoice from the
drop-down selection.

E New Trip Account Transaction
Select
[inwoice -] oK I
Adjustment A
(Cheque Requisition Cancel |
(Credit Note

(Credit Note Quote Help |

4. Click OK to open an input screen.
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10.
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The Invoice screen will open showing:

* A system generated Invoice number.

* Consultant and Date fields populated by the system.

* The Due date calculated from the due date entered in the Debtor file.

» The Debtor code and name carried across from the debtor, client, and
trip file links. If there is no code, select it manually by double clicking
in this field and selecting from the list of Debtors displayed.

» Invoice Remarks will print on the Invoice. This is a free text area.

* The Amount field will be system generated and depends on which
items are selected for inclusion below.

» The Invoice Items area, lists the Ticket and Cheque Requisitions in this
Trip file.

Invoice

BL200S040001  Consuttant: mlenda Diate: POMS2004 Due: POMS2004
Debtar: [SURF lSurt Sataris
Invoice Remark: for George Kenny anly Amourt: | 732000
Invoice Hems
Date: 20/05/2004  Transaction D: TO00011047 Desc: | GF -F

[ Include
T&I: | 3,100.00

GET: 000 Total (GSTX: 3,100.00

Discourt; | 0.00

% tem Detail  © tem Remark  Both Amount Due: 3,100.00
W Inciuce Date: 20/05/2004  Transaction ID; 000011292 Desc: | HY -H
Tatal: | 348000 Discourt: | 0.00 GET: 000 Tatal (35T 3,480.00
% tem Detail  © tem Remark  Both Amount Due: 3,480.00

Date: [20/05/2004
Discourt; | 0.00

Transaction ID: [TO00011053 Desc:|  WORLD-C

GET: 000 Total (GSTX: T40.00

T40.00

(+ ttem Detail " tem Remark  Both Amount Due: 740.00
[ Incluce Date: 20/05/2004  Transaction ID: TOOO011048 Desc: | GF -F
Total: | 324000 Discourt: | 0.00 GST: 000 Total (GST): 3,240.00
(% tem Detail  © tem Remark © Both Amount Due: 3,240.00
[ Incluce Date: 20/05/2004  Transaction ID: TO00011052 Desc: | COVER - |
Total: | 16100 Discourt: | 0.00 GST: 000 Total (GST): 161.00
(% ttem Detail  © tem Remark  Bath Amount Due: 161.00

Reverse Cancel

Tick the Include box on the requisitions to be included on this invoice.

Select your inclusions:

* Item Detail
Details are taken from the segment entries.

* Item Remarks
After selecting this radio button, a Remarks field becomes available

« Both
Both of the above

[+ Incluce Date: [20/05/2004

Total: 74000  Dizcount: 0.00

" tem Detall ¢ tem Remark % Bath

Transaction ID: [TO00011053 Desc:|  WORLD-C
GET: 000 Totsl (GSTY T40.00
Foof racks included Amount Cue: 740.00

Click OK once all selections are made.
A confirmation prompt will ask you to save the transaction. Click Yes.

A second prompt offers printing. Click Yes to print the invoice.
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Reprinting Invoices

If a debtor asks for a second copy of the invoice, double click the invoice from
the Accounting tab of the Trip file and press the Print button. This regenerates
the invoice with the word COPY indicated in the top right corner. The word
ORIGINAL appears on new invoices.

CLIENT ABN 12 87907805 INVOICE NO 1000000082
COST CENTRE DATE OF ISSUE 03 Mar 2005
ORDER NO DATE DUE 03 Mar 2005
CONSULTANT Glenda Spencer-Burridge

COPY
DATE DEPART 18 Dec 2006
TRIP PASSENGER (S) KENNY/GEORGEMR TOTAL DUE § 7.320.00

TAX INVOICE

AMOUNT AMOUNT AMOUNT AMOUNT
SERVICE EXC GST TAXILEWY INC GST
ACCOMMODATION $3,480.00 F0.00 F0.00 $3,480.00
TRANSACTION Qopoooo13?
. Honoluly
CAR HIRE $740.00 F0.00 F0.00 $740.00
TRANSACTION Qopoopotze

WORLD CARS 190ec0f Honolulu
roof racksinduded

FLIGHT $3,100.00 F0.00 F0.00 $3,100.00
TICKET HO 0818835123152
TRANSACTION TOOODOD3E]

OF 184 J 180DECOG SydnewHonolulu

GRAND TOTAL $7,220.00 $0.00 $0.00 $7,220.00

Accounting Tab

The Accounting tab shows the new transaction with details displayed in the
reference field. Any ticket or cheque requisitions that have been invoiced are
shown with a Y in the Inv column (also displayable under the Debtor
Accounting tab).

E Accounting

Date Tranx ID Tranx Type Reference Status | Inv Debit Credt
S/01 720035 1000000064 Invoice 55 C 3,100.00
TO00000318  Ticket TKT - BSP C Y 3,100.00
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Invoices from Quotes

Creating invoices from quotes allows an invoice to be produced using Cost to
Client details stored on the Quotes tab of the Trip file. This option allows an
invoice to be raised prior to the completion of a Ticket or Cheque Requisition or
where the debtor is not being invoiced for the full value of the ticket or cheque
requisition (i.e. partial payment has already been received on the trip file from
the client).

1.

S.
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Open the Trip file, select the Accounting tab and click New (or Ctrl+N)

to display the New Trip Accounting Transaction.
Select Invoice Quote.

E Accounting

X

E New Trip Account Transaction

Select
[inwoice Quate - OK |
Adjustment A
(Cheque Requisition Cancel
(Credit Note
Help

Click on OK to open an input screen.

As with other invoice types, the Invoice Quote details are provided with a
system generated invoice number, date of invoice, due date and debtor
details. The Amount field is system generated as a total of all items

selected from the Invoice Quote Items ticked for inclusion.

E Invoice Quote
Invoice Quote

ELDSDSDSDDM

Debtar: PER LIMI

Consultant: Glends Date: (30312005 Due: (30312005

Perth University

X

Invoice Remark: |for Mrs Claudia Lim only Amount: |

Invoice Quote Items

4,308 .00

v Include

" Quote Details
Quote Cormments

Armount: 3,840.00 G5T: 0.00
(" Ttem Remark

{+ Detail and Remark M Lim has paid $1920.00 for his airfares

Date: E,I'U3,I'2005 Quote Id: 92  Description: L-F
Discount: 0.00
Amount Due: 3,840.00

v Include

Amaunt: 340.00 G5T: 0.00

(" Ttem Remark
" Detai and Remark |

Date: E,I'U3,I'2005 Quote Id: 93 Description: HY -H
Discount: 0.00
Amount Due: 340.00

v Include

" Quote Details
+ Quote Comments

Amaunt: 128.00
(" Ttem Remark

" Detai and Remark |

G5T: 0.00

Date: E,I'U3,I'2005 Quote Id: 94 Description: COVER -1
Discount: 0.00
Amount Due: 128.00

Reverse | |

Cancel |

Help

Use the mouse to tick the Include check box for all items to be invoiced
and select an appropriate radio button for details to be included on the

invoice.
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Item Description

Quote Details Prints segment data plus data contained in the
Description field of the Quotes screen

Quote Comments Prints data contained on the Comments tab of the
Quotes screen that has been marked as printable

Item Remarks A free text input field appears where remarks can be
added for inclusion on the invoice

Detail and Remarks Prints both the quote details and allows for free text
remarks to be included

6. Once all selections have been made, click OK to save and print the
invoice.

This item will be displayed in the Account summary screen in the same
way as a normal invoice.

Reversing Invoices

Invoices can be reversed only when they have a C (for confirmed) in the status
column.

To reverse an invoice:

1. Double click the invoice from the Accounting tab of the trip file to re-
display the invoice.

2. Click the Reverse button from the bottom of the window.

3. When a confirmation prompt appears, click Yes to proceed with the
reversal.

4. Click Yes again if printing of the reversal is required.

5. This process results in a Credit Note being raised against the debtor.

NOTE: All reversed invoices print on Debtor statements.

E Accounting

Date Tranx ID Tranx Type Reference Status | Inv Debit Credt
S04 /72005 CO0000001 3 Credit MNote Reversal 1000000064 C 3,100.00
1000000064 Invoice Reversal CO0000001 3 R 3,100.00
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Credit Notes

Credit Notes are created to refund monies to debtor accounts. They are created
automatically when reversing an Invoice or can be raised against previously
created Refund type Ticket and Cheque Requisitions or Refund to Client
Quotes.

Credit Notes from Refund Type
Ticket/Cheque Requisitions

1. Open the relevant Trip file, select the Accounting tab and click New (or
Ctrl+N) and choose Credit Note.

@ Accounting

E New Trip Account Transaction

Select

Tranzaction: |Credit Note - ol

- [Adjustment ~
AGENCY. | cheque Requisition Cancel
(Credit Mote Quote
Irvvaice
Irvoice Cuoke

Feceipt
Receipk - CCCF [

2. Click on OK to open an input screen.

3. The Credit Note window displays with a system generated Credit Note
number, Date of issue, Due date and Debtor details (if not system
generated, add the debtor by double clicking in this field or pressing the
F12 key and make your selection).

E Credit Note g|
Credit Hote
k5L1805040002 Consultant: Glends Date: [20/05/2004 Due: [20/05/2004
Debtar: DRy UM DARWIN LN Invaice: | =
Invoice Remark: Ievent canceled | full refunds recieved from operators Amaount: | 3,175.00

Credit Hote tems

[+ Include Date: E0/05/2004  Transaction ID:TO00011058  Tokal (GST):| 2,540,00
Total: | 2,540.00 Discount: | 0,00 GST: 0,00 Paid: 0,00
% Item Detail © Item Remart  Baoth Amaount Due: 2,540.00
[+ Include Date: E0/05/2004  Transaction ID:TO00011058  Tokal (GST):| 335.00
Total: | 335.00 Discount: | 0,00 GST: 0,00 Paid: 0,00
Q it " Ttem Remart " Both Amount Due: 335.00
4. If a relevant invoice exists, it can be selected from the Invoice drop-down.
5. An Invoice Remark can be added in the free text input field if required.
6. The Amount field is system generated and includes a total of all Credit

Note Items to be included on the Credit Note (indicated by a tick).
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7.

Select the details to be included with each item and click OK to generate

the Credit Note. When prompted to save the transaction, select Yes.

HEMRY HOMNG
HOBART UNIVERSITY
PO BOX 12

HOBART TAS 7000

CLIENT ABN 87 647 830 27 CREDIT NOTE  C000000023
COST CENTRE DATE OF ISSUE 04 Mar 2005
ORDER NO
CONSULTANT Glenda Spencer-Burridge
ORIGINAL 1000000087

DATE DEPART 02 Dec 2006
TRIP PASSENGER (S) NGUYEN/INGRID MS TOTAL DUE $ 2,551.85
CREDIT NOTE - TAX INVOICE

AMOUNT AMOUNT AMOUNT AMOUNT AMOUNT
SERVICE EXC GET TAX I LEYY SERVICE GST INC GST
FLIGHT $2,463.00 $a2.85 F0.00 F0.00 F2.551.85
Tawesfleviesno GST: AU 3800, Safetyand Security Charge §.24, WY 1061, Airline and Security Lewy 35.00
TICKET HO 070 2651272040
TRANSACTION TODOODOZEE
FRZ10 ¥02DECDG Melbourneddanila
Conference presenter
GRAND TOTAL $2,463.00 $88.85 $0.00 $0.00 $2,551.85

The resulting accounting transactions are displayed on both the Trip files

Accounting tab and on the relevant Debtor Accounting tab.

Credit Notes from Quotes

This option allows Credit Notes to be raised using the Refund to Client Quote

information stored on the Trip file. This allows a Credit Note to be created prior
to completing a Refund Ticket / Cheque Requisition or Creditor refund, or where
the full amount is not being refunded back to the debtor (e.g. the client may have
paid some monies towards the value and must be refunded).

1.
2.

195

Open the required Trip file and select the Accounting tab.

Click the New toolbar icon (or Ctrl+N) to access the New Trip Account

Transaction window and select Credit Note Quote.
Click on OK to open an input screen.

E Accounting

E New Trip Account Transaction

Select

Credit Note Quate - oK
Adjustment A
(Cheque Requisition

(Credit Note

Cancel |

Help |

Irvvaice

Irvvoice Quote

Receipt

Receipt - CCCF o

Complete the Credit Note quote in the same way as described earlier.

CrossCheck Travel 3.1 Client Management Guide



Trip Accounting Part 2

Reversing Credit Notes

Reversing of Credit Notes is not permitted, and the Reverse button on a
previously saved Credit Note is greyed out.

Additional Ticket
Requisition Types

All of the following transactions are carried out on a ticket requisition by
selecting the required function in the Type field.

In each scenario, create a new Ticket Requisition by following these steps:

1. Open the appropriate Trip file, select the Accounting tab and click the
New button on the toolbar (or Ctrl+N).

2. Select Ticket Requisition from the New Trip Account Transaction
window.

3. Click OK to open an input screen.

Nett Remit Tickets

The Nett Remit facility allows agents authorised by airlines to issue BSP tickets
at nett fare levels to record details of the tickets in CCT. The Tickets entered
must be completed using the Nett Ticket requisition type and include the
relevant Nett Remit Code provided by the airline.

When a ticket is downloaded from Galileo desktop the ticket type is always
TKT. When you open the Ticket requisition you will need to change the ticket
type to NET before proceeding when a nett remit ticket is required.

Nett Remit tickets may be entered in CCT with either:

* Option 1- showing the Trip value as Gross (Published or Ticket) fare
with a discount to reflect the selling fare.

» Option 2 - showing the Trip value as the selling fare with zero
discount. This method ensures that no unusually large discount
amounts appear in the consultants reports.
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Option 1: Trip Value as Gross Fare

Example:

Gross Published Fare (excluding taxes) $ 1346.00
Selling Fare incl. taxes $ 1410.88
Nett Fare incl. taxes $1310.88
Taxes $ 164.88

 Creste Mew * Create from Guote Type: ]NET v] Consultant: iacinta GET: ]No _y_j Tranx Date: ﬁSIDS.QDDS
—Issue Details — —Ticket Details -
Service: |Flight > Supplier: Ba Creditor: BSP Ticket Ner: 13 Granasssas Conjunction:
Date: 180372005 Sales Code: [Internat_» | Biling: pyv1105 Mett Remit Code: MRwa5TE
— Fare —Hett Remit
Fare: | 134600 || | 141085 Sel: Plett: 1,310.86
—Fees —Cancellation Fees —Fare Details -
[don Comm:l ] Fare Basis: Remark:
—Discounts 1~ Commissions — Taxes Requisition Totals
k] Amount | £ Amount Tax Commission Total excl. inc. G8T
1. Faz 100,00 Fare: 9.00 120941 Code| Amount |GST|Status| % | Amourt 1,510,838 1,510,385
Taxes: | 000| fa0 [ zso0 [T 0.00 Sell
suppl: [ 586 78.65 %_ 1:-;3 ]]: g'gg 141088] 141088
Tatal: 200.00 3as [ 0.00 Hlett
Marketing Code: BALKIN Owerride: | o | B9.20 [ g e [ 13088
164 .55 .00
—Hames - Quotes
: Mbr. Date | ID | Type| Supplier | CostRef | Sell | Gy | Per
1 7h2000484 | HO| WY Cost | 135000 1 | Mght |
2 7M20004 86 | | | AFTA Cost | 25000 1 | Person | 2500
_3 g?.ﬂ 220045 83 | F | SG :Cos‘t | 25?3.305 1 | Person |
4 (FM22004 85 | T SG 4500 1 Person
5 il oE @ |Cos 1
| b
< 5
Reverse ‘ Prirt ‘ GET ‘ Payment ‘ SuEtor ] 014 | Cancel ‘ Help ‘

Take the following steps to complete the Ticket Requisition screen for this
scenario:

1. Select NET from the Type drop-down. If the transaction is being paid by
Credit Card direct to the supplier, use type of CCF instead of NET

Select Yes, No or Comm in the GST field.
Enter the Ticket number and ticket details.

Enter the Nett Remit Code.

A

Enter the Fare as the full published fare shown on the ticket including
GST (if applicable). This amount should exclude non comm fees and
taxes.
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10.

11.

© Galileo Southern Cross 2006

Enter the required details for the Nett Remit section:

* Sell: the selling price of the ticket, including GST (if applicable) and
all taxes.

* Nett: the nett price of the ticket including GST (if applicable) and all
taxes.

The system automatically generates the Discount field, displaying the
difference between the Sell and Nett fields.

Enter the normal Fare Commission as a percentage. The system calculates
the Supplementary commission (the difference between the Fare and Nett
fields less any normal commission amount). A total of all commissions is
provided at the bottom of the section.

Enter any applicable Taxes and a Marketing Code if required.
The Requisition Tools section is system generated, detailing the totals as
entered in other fields.

Select the Passenger Name from the Names section. If not working from
a Quote, select the appropriate segments.

Save the Ticket Requisition by clicking OK and answering Yes to the
confirmation prompt.

This transaction will be reflected under the accounting tab as shown
below:

@ Accounting |

Drate Tranx I Tranx Type Reference Status | Inw Debit Credit |
4/03/2005RO00000204  Receipt RO00000204 C 1,410.88

141055 141055
Balance: 0,00 Trip Value: 1346,00 Met Commission: 100,00 Percentage Profit: 7,43
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Option 2: Trip Value as Selling Fare

Example:
Fare (excluding taxes) $ 1246.00
Selling Fare incl. taxes $1410.88
Nett Fare incl. taxes $1310.88
Taxes $ 164.88
P Ticket X
% Create Mew " Create from Quote Type: |MET *| Consultant: lglenda GET: |N0 ﬂ Tranx Date: E.IDS.QDDS
Issue Details Ticket Details
Service: |Flight = | Supplier: Ba Creditor: BSP Ticket Mor: 18 950271535 Conjunction:
Date: | 4032005 Sales Code: [Internat_v | Biling: pv0905 Mett Remit Cods: Eq 2857
Fare Hett Remit
Fare: | 124600 || | 141085 Sel Plett: 1,310,868
Fees Cancellation Fees Fare Details
[Mon Comm: ] Fare Basis: Remark:
Discounts Commissions Taxes Requisition Totals
% Amournt % Amournt Tax Commission Total excl. ine. GST
1. .00 0.00 Fare: oo 000 Coge| Amount |GST|Status| % | Amount 141088 1410838
Taxes: | 000 | [an 3800 [ 0.00 0.00 Sell
Suppl: [ 803 100.00 WYQ_ g?-ig I|: g'gg g'gg 14083 141088
Total: 10000| | G 1680 [ 0.00 0.00 Hett
Marketing Code: Crverride: ] ] K 340 [ 0.00 nw 1,310.88 1,310.88
16455 0.00
Hames Segments [ Show Al
3 Type | Supplier Depart Date| Depart City | Arrive City | Status | Flight# | Insurance Details
< E
Reverse | | GET | | | Ok | Cancel | Help |

Complete the ticket requisition as described above except for the Fare field
where you should enter the selling fare rather than the full published fare.

The Trip value now reflects your sell price.
This transaction will be reflected under the accounting tab as shown below:

@ Accounting

Drate Tranx I Tranx Type Reference Status | Inw Debit Credit |
4/03/2005RO00000205  Receit RO00000205 C 1,410.88

ket HET - BISP | ¢ |

141055 141055
Balance: 0,00 Trip Value: 1246,00 Met Commission: 100,00 Percentage Profit: 8,03
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Nett Remit Discrepancies

When an error has occurred and BSP charge your agency a higher fare, take the
following procedures:

1. Create a new ticket requisition (Ctrl+N) and select ADM from the Type
drop-down.

2. In the Fare box, enter the difference of what the nett amount should have
been and what your agency has been charged on the billing.

3. This will put the Trip file in Debit and act as a reminder to chase the ACM
from the airline.

P Ticket X
% Create Mew " Create from Quote Type: |ADM = | Consultant: lglenda GET: |N0 ﬂ Tranx Date: E4ID1 12005
Issue Details Ticket Details
Service: |Flight = | Supplier: CX Creditor: BSP ADM Mar: HED 712857682 Conjunction:
Date: [24/01/2005  Sales Code: [Internat_v | Biling: pv0405
Fare
Fare: 300.00
Cancellation Fees Fare Details
Fare Basis: Remark:
Commissions Taxes Requisition Totals
% Amount Tax Commission Tatal excl. ine. GST
Fare:| 00 000 | code| Amount |GST Stetus| % | Amount 300.00 300.00
Taxes: | 000 || | oo [ | 000 0.00 el
300.00 300.00
Total: ] Mett
Marketing Code: REG Override: a0 a0 300.00 300.00
juli} .00

Hames Segments [ Show Al
i Detailz

Reverse | | GET | Custom | Ok | Cancel | Help |
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Nett Remit Tickets Paid by
Credit Card

To enter Net Remit Credit card transaction in CCT:

1. Open a Ticket requisition (Ctrl+N) and select CCF from the Type drop-
down.

2. Enter the Sell amount in the Fare field.
3. In the CCCEF field enter the Sell amount including taxes.

4. Calculate and enter the Commission amount. This will be the difference
between your Sell and Net amounts.

5. Enter the Taxes.

6. The Requisition Totals in the Sell field will show zero.

Type: |CCF *| Consultant: lglenda GET: |N0 ﬂ Tranx Date: E.IDS.QDDS
Issue Details Ticket Details
Service: |Flight = | Supplier: &F Creditor: BSP Ticket Mor: [0E1 h 244457887 Conjunction:
Date: | 4032005 Sales Code: [Internat_v | Biling: pv0905
Fare Other
Fare: 2 ,400.00 CCCF Amount: 253504
Fees Cancellation Fees Fare Details
[Mon Comm: ] Fare Basis: Remark: Fleﬂ remit 154 T
Discounts Commissions Taxes Requisition Totals

Amount Amourt Tax Commission Total excl. inc. G8T

% %
1 oo oo Fare:] 625 15000 Coge| Amount |GST|Status| % | Amournt 253504 253504

2 00 00 Taxes: | 000 | [an 3800 [ 0.00 0.00 Sell
= o

Total: 15000 | fraa 6700 [ 0.00 0.00 Hett

Marketing Code: Crverride: ] ] (150.00) (150.00)

135.04 0.00

Segments [ Show Al
Type | Supplier Depart Date| Depart City | Arrive City | Status | Flight# | Insurance Details |
Flight
Flight

| | GET | | | | Ok | Cancel | Help |
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Multi Purpose Documents

Multi Purpose Documents (MPDs), previously known as MCO’s, can be used
for a variety of functions including:

» Issuing PTA’s (Prepaid Ticket Advice)
» Issuing TOD’s (Tickets on Departure)

» Excess Luggage Charges

» Carrier Related Stopover Packages

NOTE: If the MPD is being paid by Credit Card direct to the supplier, use Ticket
Requisition type of CCF instead of MPD.

To create an MPD transaction:

1. Open a Ticket Requisition (Ctrl+N) and select MPD from the Type drop-

down list.

2. Select Create New or Create from Quote.

3. Enter the MPD number in the Ticket Nbr field and complete all other
details as required.

F® Ticket
& Creats Mew " Create from Guote
Issue Details
Service: |H-Hotal ﬂ Supplier: HI Creditor: NH

Diate: | 2000552004

Fare

Hames

Tyt m% Congultart: lglenda GET \No ﬂ
Ticket Details

Ticket Mir: [ 290035750

Sales Code: |Internaiﬂ Billingy: |

Fare Details

Fare Basis:

Fare: 280.00
Fees Cancellation Fees
Mon Comm: ]
Discounts Commissions

Taxes

Remark:

Segments

% Amourt % Amourit Tax Commizsion
wf [ Farer[ 1000 [ 2800 | Code| Amourt |GST|Stetus| % | Amount
2 m[ o Taxes: [ oon| ([ | m [ [ 000 onon

[ m
Total [ 20
Marketing Code: ’— Crverride: ,—DD ,—00
i} 0.oa

=

Tranx Date: EDA’DSEDM
Conjunction:

OpOYEr acCom

Requisition Totals

Total excl. inc. GST

[ zs000[  zs0m0
Sell

[ zs000[  zs0m0
et

252.00 252,00

[ Show &l

L bk | | 00000
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Void Tickets

All Void Tickets need to be recorded in CCT so that accurate Sales Returns and
BSP reports can be generated. If a ticket is damaged without any previous record
being created, simply enter as a Void (VDT) ticket type. If the ticket has already
been recorded against a Trip file, it must be reversed prior to completing the
Void (VDT) Ticket Type.

To create a VDT transaction:
1. Open a Ticket Requisition (Ctrl+N) and select VDT from the Type field.
2. Select Create New

3. Enter the relevant issue details and the void ticket number in the Ticket
Nbr field.
4. Complete the mandatory fields (marked in blue), select a Passenger and

Segment and click OK to save the transaction.

F® Ticket 3]
(% Create Mew " Create from Guote Type: E Consuttant: jlenda Tranx Date: RO0S/2004
Issue Details Ticket Details
Service: |F-Flight _*| Supplier: N Creditor: BSP Ticket Mbr: [F38 f DBas540367 Conjunction:
Date: | 2000502004 Sales Code: Internat | Billing: pv2004
Fare
Fare oo
Cancellation Fees Fare Details
Fare Basis: Retmark:
Taxes Requisition Totals
Tatal excl.
0.00 [ om
Taxes: 0.00 Sell
0.00
Tatal: .o et
Marketing Code: 0.00
Hames Segments [~ Show A1l
Tran/Canizl Mr Type | Supplier |Depart Date Depan City | Arrive City | Ststus | Flight# | Insurance | Fare Basis |Fare Amour
son e e || [ 00004
£ >
Reverse Cancel

CrossCheck Travel 3.1 Client Management Guide



Trip Accounting Part 2

Exchange Tickets

There are three methods for the creation of an Exchange Ticket Requisition:

* Even Exchanges
» Additional Collection

» Refund to Passenger

To create any type of ticket exchange:

1.
2.
3.

Open a Ticket Requisition (Ctrl+N) and select TEX in the Type field.
Select from Create New or Create from Quote

Select Yes, No or Comm from the GST field, depending on the
requirements.

Under the Ticket Details areca, enter the new ticket number in the Ticket
Nbr field.

The old ticket number should be entered into the Exch Nbr field.

P Ticket X
Type: |TEX *| Consultant: lglenda GET: |N0 ﬂ Tranx Date: EIDS.QDDS
Issue Details Ticket Details
Service: |Flight = | Supplisr: 1M Creditor: BSP Ticket Mor: 168 h 026510843 Conjunction:
Date: | 51032005 Sales Code: |Internatﬂ Billirgy: I\NDQDS Exch Mbr: HBS ﬁ02851 0206 Conjunction:
Fare Other
Fare: 00 CCCF Amaount: juli}
Fees Cancellation Fees Fare Details
[Mon Comm: ] Fare Basis: Remark:
Discounts Commissions Taxes Requisition Totals
Amount Amount Tax Commission Tatal excl. ine. GST
1 Fare: 000 Code| Amount |GST|Status| % | Amourt 0.00 0.00
2 jul il Taxes: | 0.00 EU 3500 [ FD 0.00 0.00 Sell
—= r%@ e
Total: 00| | vr 1460 [ PD 0.00 0.00 Hett
Marketing Code: Crverride: A 230 [ PD 0.00 0.00 0.00 0.00
93.50 .00
Hames Segments [ Show Al
SPEMCER-BURRIDGE/GLENDAM Type Supplier Depart Date| Depart City | Arrive City | Status | Flight# | Insurance Details -
£ >
| | GET | | | Custom | Ok | Cancel | Help |

Even Exchange Tickets

For Even Exchange tickets:

1.
2.

© Galileo Southern Cross 2006

Leave Fare, CCCF Amount and Commission as zero.

Add PD (using capital letters) for paid next to any Taxes amounts paid on
the original ticket.

Highlight the names and segments applicable to the ticket and click OK to
save.
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Additional Collection

For Additional Collection exchanges:

L.

Work out the difference between the original base fare and new fare. This
additional collection is entered in the Fare field.

When the additional collection is being paid to the carrier using a credit
card, enter the amount into the CCCF field (including the additional
collection value plus any new taxes).

P Ticket 3

% Create Mew " Create from Guote Type: |TE>{ ﬂ Consutant: lglenda GET: |Yasﬂ Tranx Date: E!OS.QDDS
Issue Details Ticket Details

Service: |Flight | Supplier: BF Creditor: BSP Ticket Mbr: 081 f7e9340765 Conjunction

Drate: | SM03/2005  Sales Code: |Domes‘tﬂ Billings: WDQDS Exch Mhr: 581 5?89340?50 Conjunction:

Fare Other

| 4728 GsT:| 472 Fareincl): £2.00 CCCF Amaunt: oo
Fees Cancellation Fees Fare Details

Non Comm: Fare Basis: Remark;
Discounts Commissions Taxes Requisition Totals

Amourt Amournt Tax Commissian Total excl inc. GST

% %
1 0o 00 Faret| 500 280 | Code| Amourt |GST|Status| % | Amourt 77.28 85.00

2 0o 0d Taxes: | 000 ER 9.00 ¥ FO 5.00 0.45 el
— po izl [x uz
Total: 260 ([vR 33.00 000 0.00 et
Marketing Code: Override: oo o0 7481 8240
69.25 1.2
Segments [ Show All
Type | Supplier Depatt Date | Depart City | Arvive City | Status | Flight# | Insurance Dietails
Flight [oF | I ¥ I
Flight BE He fste | foeesv |

3T | | | Ok | Cancel | Help |

If the additional collection is solely due to taxes, enter these details in the
Taxes field.

All taxes paid on the original ticket must be entered in the Taxes area and
shown as paid using the status code of PD (using capital letters). Enter any
additional taxes to be collected for the new ticket. Ensure these new taxes
have no Status code.

Reverse |

Complete all other fields as required, including Commissions and select
the Name and Segments. Click OK to save the transaction.

NOTE: When downloading a booking file from Galileo with an additional
collection, the unconfirmed ticket window displays the full fare amount in the
Fare field and must be adjusted to show only the additional collection amount.
Any pre-paid taxes do not download and need to be entered manually.
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Exchange with Refund to Passenger

Ticket Exchanges resulting in a refund to the passenger require the necessary
BSP documents to be raised:

* A new ticket at the new fare level showing NIL collection.

* An MPD for the refund amount due to the passenger, also with a NIL
collection.

This typically occurs when a ticket is issued in exchange at a lower fare level
than the original ticket. To record these transactions in CCT, four steps need to
be completed.

1. Complete a TEX type ticket requisition for NIL value for the new Ticket
Number (same as for an even exchange screen).

2. Complete another TEX type ticket requisition for NIL value, entering the
MPD number in the TKT Number field. The physical MPD is for the
refund value which is then processed and refunded to the client.

3. Complete a RFT type ticket requisition for the MPD with the amount to
be refunded to the passenger.

4. The refund is credited to the Trip file and can be refunded to the
passenger.

After the three ticket screens have been completed, the trip accounting tab shows
a credit balance, which is the refund due to the client.
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Discounted CCCF Tickets

When a discount has been given and payment is made by credit card, two
methods can be used to record this accurately in CCT, ensuring the trip file is in
balance and accurate reports are produced.

Method 1

The physical BSP ticket is issued with the Credit field of the Remittance Area
containing the amount being charged to the passenger and the Cash box
containing the discounted amount.

L.

Open a Ticket Requisition transaction and select Create New or Create
from Quote.

Select CCF in the Type field. Set the correct GST setting.

F® Ticket X

& Create Mew " Create from Guote Type: |CCF ﬂ Consultant: blenda 3T, |NU ﬂ Tranx Date: E4!05.f2004
Issue Details Ticket Details
Service: [F-Flight ~_»| Supplier: oa Creditor: BSP Ticket hbr: 050 figes47z049 Caonjunction:

Date: | 240562004 Sales Code: [Internat_v | Biling: pv2104
Fare Other

Fare: 4.210.00 CCCF Amount: 4,250.00

Fees Cancellation Fees Fare Details

Ton Cormim: oo Fare Basis:  F Remark;
Discounts Commissions Taxes Requisition Totals

Amourt Amourt Tax Commission Total excl. inc. G3T

1] 140 5875 Fare:| 800 37830 | Code| Amourt |GST|Status| % Amount 430875 430875

[ Taxes: [ 000 |lan [ 3so0 [ 0.00 0.00 Sell
e e
Total [ s | 2a0 [ oo oo Mett
Marketing Code: ’— Override: I—DD I—DD e 23204 =i o.00 (D) (G205)
9573 0.00
Segments [~ Show Al

Type | Supplier D

Depart City | Arrive City | Status | Flight? | Insurance | Fare Basis |Fare Amourr

Fight _[os. | T

Fight _los___| 08 ATH  WEL K

< ¥
Beverse ‘ | GET | ‘ Cancel

Complete the fields in the Issue Details section and enter the Ticket
Number.

The Fare should be inclusive of applicable GST but must exclude any
non-commissionable fees or taxes. Enter the amount charged to the credit
card in the CCCF Amount field.

Discounts to be applied can be entered in the Discounts area as either a
percentage or fixed value amount. Complete the Commissions and Taxes
sections as required.

The Requisition Tools area details the system generated totals and
reflects the following values

» Total: Total fare including taxes

* Sell: When the discount equals the difference between the total and the
CCCF amount this box equals zero.

* Nett: Total fare less the commission and the CCCF amount
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7. To save the transaction, click OK and answer Yes to the confirmation
prompt.

Method 2

An alternative method is to make all entries as described in Method 1, except
enter the full total into the CCCF amount field.

P Ticket 53
" Create Mew + Create from Quaote Type: |CCF *| Consultant: lglenda GET: |N0 ﬂ Tranx Date: EIDS.QDDS
Issue Details Ticket Details
Service: |Flight = | Supplier: MH Creditor: BSP Ticket Mor: 232 b 241367685 Conjunction:
Date: | JUEANIE ~ Sales Code: [Internat v  Biling: k0905
Fare Other
Fare: 2 E32.00 CCCF Amount: 2 76269
Fees Cancellation Fees Fare Details
[Mon Comm: ] Fare Basis: Remark:
Discounts Commissions Taxes Requisition Totals
£ Amount % Amourt Tax Commission Total excl. inc. G8T
1] 380 100.00 Fare:] 400 23688 | Code| Amount |GST|Status| % | Amount 276269 276269
2 ] ] Taxes: | 0.00 EU 3g.00 [ 0.00 Sell
100.00 [Y_F:‘QE 115':3 I|: g'gg o000 [ o000y
Total: 23688 | | v 1540 [ 0.00 Hett
Marketing Code: Crverride: ] ] 1875 [ nw (236.88) (236.88)
13069 0.00
Hames Quotes
Mbr.  Date I | Type | Supplier | CostRef Sell ity Per Unit Price | Duration | GET Charge

Total: 2,762.69 2,762.6

[ svoaosioa | F |

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

This leaves the discount amount in the Sell field, which becomes the amount
credited to the Trip file and the refund to be paid to the passenger.

@ Accounting

Date Tranx 1D Tranx Type Reference Status | Inv Dehit Credit
Refund Details Passenger{s)
ELDSDSDSDDDS Consulkant: blenda Drate: E,I'DS,I'ZDDS MCINTYREMOLLYMISS
Remark: |
+ Pay Mow " Pay Later Amount: 100,00

Formis) of payment (1 of 1}

Type: [Cheque k3| M4 r M

Payee! [Galileo Travel add

Amaunt: 100.00

Mbr: 1267526900964 Bartk: |z Eranch: KJUEEN STREET, BRISES

Reverse oK | Cancel | Help |
TR of Datance 0.00 100.00

Balance: 100,00 CR Trip Value: 2632.00 Met Commission: 136,588 Percentage Profit: 5,20
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Additional Cheque
Requisition Types

Processing Pensioner Rail Tickets

A pensioner rail ticket needs to be recorded on two ticket requisitions because
GST only applies to the commission on the ticket but any fee charged for issuing
the ticket will attract GST.

To enter the rail fare:

1. Open a Ticket Requisition and select CCF in the Type field.
2. Select from Create New or Create from Quote.
3. Select the rail operator in the Supplier and Creditor fields.
4, Select Comm in the GST field.
5. Complete the Ticket Nbr field.
6. Enter the ticket value in the Fare and CCCF amount fields.
7. Complete the Commission field and any other fields required, and click
on OK.
= Ticket 53
% Create Mew " Create from Quote Type: |CCF *| Consultant: lglenda GET: |C0rrﬂ Tranx Date: Es:m 12005
Issue Details Ticket Details
Service: |Rail = | Supplier: GRAIL Creditor: RRAIL Ticket Mir: fEgss140 Conjunction:
Date: [25M01/2005  Sales Code: [Domest_» | Biling: Jan0s
Fare Other
Fare: 176.00 CCCF Amount: 176.00
Fees Cancellation Fees Fare Details
[Mon Comm: ] Fare Basis: Remark: Eensioner fare
Discounts Commissions Taxes Requisition Totals
kS Amourt k3 Amount Tax Commizsion Tatal excl. inc. GST
1 oo oo Fare:] 1000 1936 | Code| Amount |GST|Status| % | Amount 176.00 176.00
2 00 00 Taxes: [ 0.00 [ oo [ [ooo 0.00 Sell
oo 0.00 0.00
Total: 19.36 Mett
Marketing Code: Crverride: ] ] (17.60) (19.38)
oo 0.00
Hames Segments [ Show Al
Mguyeningrid ks Type | Supplier |Depart Date| Depart City | Arrive City | Status | Flight# | Insurance Details

Rl

Eeverse| | GET | | Ok | Cancel | Help |
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Issuing Fee

To record the issuing fee:

L.

A

Open a Ticket Requisition and select TKT in the Type field.
Select from Create New or Create from Quote.

Select the Rail operator in the Supplier and Creditor fields.
Select Yes in the GST field.

Enter the same ticket number as recorded in the previous ticket requisition
in the Ticket Nbr field.

Enter the issuing fee (inclusive of GST) in the Fare field. (e.g. $5 for one
way and $11 for return), could also include any additional collections for
sleepers etc.

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

P Ticket 3
% Create Mew " Create from Quote Type: |TKT *| Consultant: lglenda GET: |Yesﬂ Tranx Date: Es:m 12005
Issue Details Ticket Details
Service: |Rail = | Supplier: GRAIL Creditor: RRAIL Ticket Mir: PEgas140 Conjunction:

Date: [25M01/2005  Sales Code: [Domest_» | Biling: Jan0s

Fare

| 500 GST:| 050 Fare (incl): 550

Fees Cancellation Fees Fare Details
[Mon Comm: ] Fare Basis: Remark: issuing fee
Discounts Commissions Taxes Requisition Totals
k3 Amount Amount Ta Commission Tatal excl. inc. GST
[ oo 0o Fare:| 10.00 055 | Code| Amount |GST|Status| % | Amourt 5.00 5.50
2 00 00 Taxes: [ 0.00 [ oo [ [ooo 0.00 Sell
juli} .00 5.50
Total: 55 Mett
Marketing Code: l— Owerride: I—DD I—DD &40 i
juli} 0.00

Hames Segments [ Show Al
Mguyeningric hs Type | Supplier Depart Date| Depart City | Arrive City | Status | Flight# | Insurance Details

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

Processing Phone Card Sales

In the Trip file, receipt the passenger's payment in the normal manner and
complete a Cheque Requisition as follows:

1.

A

© Galileo Southern Cross 2006

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.
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6.

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

. Chegue Requisition [z
Tranyx Date: E?:m f2005

% Create Mew " Create from Quote Type: |CQC =]  Consultant: lglenda GET: |Yesﬂ
Ticket Details

Issue 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
o Comm: I—DD Fare Basis: li Remark: li
Discounts Commissions Taxes Requisition Totals
% Amournt % Amournt Tax Commission Total excl. ine. GST

LA ] o Fare:] 1000 5000 | Code| Amount |GST|Status| % | Amount [ 4548] s0m0
2w o Taxes: | ool ([ oo [ | 000 0.00 Zeall

[ mw [ asas|  s0mo

Total: IW Mett

Marketing Code: T Override: o0 o0 40.91 45.00

0o 0.00

[ Show &l
Detailz

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

Beverse| | GET | | Ok | Cancel | Help |
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Recording Fees

To record Fees in CCT, See "Fees Tab" in Module 5: Trip File.

Service Fees recorded in Galileo Desktop using Galileo Fee Manager are now
downloaded into CCT.

The following products comprise Galileo’s Fee Management suite:

Galileo Fee Manager

Galileo Fee Manager (GFM) fee rules are created by Galileo for the agent to
automatically record service fees into their Galileo booking file.

The agent can also use GFM to manually create service fees in addition to
having the auto fee functionality.

Alternatively, the agent can use GFM to manually add service fees to the
booking file without the additional functionality of auto fees.

Galileo FeeNett

Note: For Australian Agents Only

Galileo FeeNett is used by the agent to charge the passenger's credit card for the
service fees as recorded by GFM in the Galileo booking file. The receipt is
recorded by FeeNett in the booking file Notepads (NP. fields) and is downloaded
into the accounting tab of the Trip file. Agencies who do not use GFM can still
use Galileo Feenett and would manually enter the amount to charge the credit
card.

Galileo FeeNett acts as a path to the payment gateway, eNett, where the
passengers credit card is debited and the agency bank account is credited
overnight. Note that eNett is the merchant in the transaction, but the agency's
name is still recorded on the customers credit cards statement.

eNett
Note: For Australian Agents Only

eNett acts as the payment gateway between Galileo FeeNett and the relevant
credit card company (Mastercard, Amex etc.). eNett advises the credit card
company of the transaction, who in turn charge the credit card. The funds are
then sent via eNett to the agency bank account overnight (excluding the
Merchant Services Fee).

eNett then email the Receivables file to the agent to import into CCT. A debtor
receipt is automatically created and allocated against the invoice created by the
original download from Galileo to CCT.

Note: The Galileo support website includes several animated product
presentations which demonstrate how to integrate Galileo’s fee management

tools with CCT. See http://support.galileo.com/SGC/GSC/Mid+-+Back+Office/
CrossCheck+Travel+3/Enhancements+3.1.htm
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Galileo Fee Manager Integration

If using the Galileo Fee Manager product, fees generated in Viewpoint can be
updated automatically into CCT as part of the Booking File Download process.

If fees have been generated in Galileo Fee Manager, these will display in

Viewpoint as Service Fees under the Remarks, Fees and Service Information
folder.

E Remarks, Fees and Service Information

Vendor Locators
Vendor Remarks
General/Motepad Remarks

Service Fees

Fee Mame |Fee Amt|Tax Amt|Fee Total Currency|Del|Chg|Type
DOM ITH 28.18 2.82 31.00{AUD Y |Y |Automatic
DOM ITH MC 1.00 0.00 1.00(AUD Y |Y |Automatic

The Booking File download process will generate Host Comments into the Trip
File that have the Fee Manager information in a specific format.

i’ Trip - LZSHQE240605

LZSHOE240605

x| 271002005 TESTOLDFELDALMS

)
o ] & segments ]%Fees I Oquotes ] A Clents |¢‘§FreuFlver |Eamounmq S Comments l E|]
Created Type Comments |
27/05/2005 INOTE |GFM:DNSUR RESEA
4 27/05/2005 NOTE JGFM:COURIER
3 27/05/2005 NOTE 1/1"N/DOM TTN*A/28. 18" FC/AUD™T/2.82*TL/31.00"D1*C1*A
= 27/05/2005 NOTE [1/2"N/DOM TN MC*A/1,00"FC/AUDT/0.00"TL/1.00"D1"C 1"A
27/05/2005 [MISC [vLoc-1a=v vEsPfos 0623

Clicking on the Fees Tab will then generate these Comments into actual Fees
within the Trip File.

If any of the Fee Codes used in Fee Manager did not exist in the CCT Fee Rules,

none of these Fees will be created in CCT and an error message will display:

P8 (rossCheck Travel 3.0.4F x|

Could notfind a Fee called "DOM ITH™

Unable to create fees from host notepad without this fee in Fee
Rules

e

él ﬂl bob - Friday 24-Jun-2005 5:07 PM

CrossCheck Travel 3.0.4F Version: 3.0.4f

Once the Fee is setup in the CCT Fee Rules, the Refresh button in the Fees Tab
can be selected to generate the Fees.

=i0fx
x| zrnomo0s TesToLDFELDAMS . ﬂ._@:lél!]
Mo I ®segmens Vi Fees |OQums | B Clents ] Y Freq Fiyer I [E= Accounting |%Ccﬂ|menls I |E||
Fee Sakes Code| Service Type | Suppherid | Amount GET Fee Total | Source
Domestc  ServiceFee 22

31.00 GALLEO
Chg: ¥ Det Y
1,00 GALLED
Chg: ¥ Dek ¥
Total: 2918 282 32.00

Domestic  Service Fee zz

From there, these Fees can be converted into a Quote or Cheque Requisition as
per manual fee entries,

CrossCheck Travel 3.1 Client Management Guide



Trip Accounting Part 2

Once the Fee information has been converted from the Trip File Comments into

Fees within the Fees Tab, this information no longer appears within the
Comments Tab.

i’ Trip - LZSHQE240605

LZSHOE240605 x| 271072005 TESTOLDFELDANS ViewTrip.COH ¢

Mo | @segnents | Fhrees | Oauotes | Boienss | Brreariver | Eaconing S Comments | [

Comments

Of course though, this information still exists within the Viewpoint Booking
File.
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Agency Credit / Debit
Memos (ACM & ADM)

An Agency Credit Memo (ACM) is received when a Creditor owes an agency
money. This may occur when incorrect commission has been taken on a ticket;
an overpayment of a fare has been made, or used by airlines to process passenger
refunds.

Two types of ACM can be received and it is important to know which type is
being entered into the CCT application.

* Refund to Passenger: used when a refund is due to a client; such as an
overcharge on a ticket

*  Commission Refund: used when Commission is owed to an agency.

An Agency Debit Memo (ADM) is the reverse of an ACM and generally ADM’s
are received to claim either:

* Undercollection of Fare: used when an agent has under charged the
client and a payment is due back to the creditor

* Overcollection of Commission: used when too much commission has
been collected and a payment is required to reimburse the creditor

The Ticket Requisition screen differs for these four scenarios. It is important to
ensure the correct process is used.

Processing an ACM

Take the following steps:

1. Open a Ticket Requisition and select ACM from the Type field.
2. Select Create New.

3. Select the correct GST entry and Service type. Enter the Supplier and
Creditor code.

4. To set the Billing Period, enter a date which falls within the period shown

on the ACM.
5. Under the Ticket Details areca, enter the ACM number.
Fare Field

* For a Refund to Passenger type ACM, the full GST inclusive value of
the ACM should be entered in the Fare field.

* For a Commission Refund type ACM, leave the Fare field as zero.
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' Create New " Create from Guote Type: |ACM | Consultant: iglenda GST: [No =]  Tranx Date: 5i01/2005
Issue Details Ticket Details
Service: |Flight | Supplier: 11 Creditor: BSP ACM Nor: 97 fr562588456 Conjunction:
Date: | 501/2005  Sales Code: [Internat_+|  Biling: MW0105
Fare
Fare: 30.00
Cancellation Fees Fare Details
Fare Basis: Remark:
Commissions Taxes Requisition Totals
% Amount Tax Commission Total excl. inc. GST
Fare:| 900 270 | Code| Amount |GST Status % | Amourt [ 00| 3000
Taxes: [ oo [ | 00 [ | [ 0.00 0.00 Sell
30.00 30.00
Totak 270 Mett
Marketing Code: Override: 00 00 27.30 27.30
00 0.00
Hames Segments [~ Show all
BEANBASIL MR Type  Supplier Depart Date Depart City = Arrive City | Status | Flight#  Insurance Details
Flight %N 211272005 SYD HAN HK 181 Class: ¥

BJS Class: Y

Reverse | [ st | [ox | concer Help

Commissions

* For a Passenger Refund, enter the normal commission.

* For a Commission Refund, enter the amount of commission shown on
the ACM in dollars.

The Requisition Totals are system generated and for Commission Refund
ACMs, the Nett field shows the amount to be charged to the BSP billing and
credited to the commissions account. Click OK to save the transaction. At the
payment prompt answer No.

» For Refund to Passenger ACM’s, the trip file is credited and a refund
to the client can then be processed.

* For Commission Refund ACMs there is no change to the Trip
balance.
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Processing an ADM

Take the following steps:

1. Open a Ticket Requisition and select ADM from the Type field.
2 Select Create New.

3. Select the correct GST option and enter the Issue Details.

4

Enter a Date which falls within the Billing period shown on the ADM to
automatically set the Billing field.

5. Enter the ADM number in the Ticket Details section in the ADM Nbr

field.
% Create Mew " Create from Quote Type: |ADM = | Consultant: lglenda GET: |N0 ﬂ Tranx Date: 54.1'05.1’2004
Issue Details Ticket Details
Service: |F-Flight =\ Supplisr: 50 Creditar; BSP ADM Mar: 18 hog7s74029 Conjunction:
Date: |10/03/2004  Sales Code: |Internst _» Billirgy: W 004
Fare
Fare: 30.00
Cancellation Fees Fare Details
Fare Basis: Remark:
Commissions Taxes Requisition Totals
Amount Tax Commission Total excl. ine. GST
Fare:|  9.00 270 | code| Amount |GST|Status| % | Amourt 30000 30,00
Taxes: | 0.00 | oo [ | 000 0.00 el
30.00 30.00
Total: 270 Mett
Marketing Code: Crverride: ] ] 2730 2730
juli} 0.00
Hames Segments [ Showe &l

Type Suppller Depart Date | Depart City | Arrive City | Status | Flight# | Insurance | Fare Basis | Fare Amourr

-

Reverse | | GET | Cancel

Fare Field

* For an Undercollection of Fare ADM, enter the value of the ADM,
excluding taxes, in the Fare field.

» For an Overcollection of Commission ADM, leave the Fare field as

Zero.
1. Fill in the commission field as shown on the ADM.
2. The Requisitions Totals are system generated.

» For Undercollection of Fare ADMs, the Sell field will show the gross
amount charged to the Trip file.

» For Overcollection of Commission ADMs, the Nett field shows a
figure representing the commission amount to be credited to the BSP
billing and charged to the commission account.

3. Click OK to save the transaction.

An Undercollection of Fare ADM results in a debit to the trip balance, whereas
an Overcollection of Commission results in no change to the trip balance.
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Refunds

There are several refund types that can be processed in CCT
* Ticket refunds
* Credit Card refunds
» Refunds from creditors
» Refunds to passengers.

The methods used to generate the refunds include Ticket and Cheque
requisitions and specialised Creditor and Passenger refund screens.

Ticket Refunds

The type of Ticket refund used is governed by the original requisition type raised

Original Type Refund Type

TKT Use the RFT type refund requisition.
CCF Use the CRF type refund requisition.
NET Use the RNT type refund requisition.

Special care must be taken to ensure the correct type of Ticket Requisition Type
code is used for the circumstances surrounding the refund.
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Refunding a Standard Ticket

Take the following steps:

1.

10.

If a ticket window exists, repeat the existing (paid) transaction and change
the Type field to RFT.

Alternatively, open a Ticket Requisition and select RFT in the Type field.

™ Ticket
& Create Mew " Create from Guote Type: |RFT ﬂ Consultant: blenda GET: \NU ﬂ Tranx Date: E4f054’2004
Issue Details Ticket Details
Service: [F-Flight v | Supplier: 04 Creditor: CONI Ticket Nior: P50 [1924075380 Cornjunction:

Date: 100362004  Sales Code: [Internst_v | Billing: |

Fare

Fare: 3,800.00

Fees Cancellation Fees Fare Details

Ion Cotmmm: | 00| | Agert:| 5000 Suppler: | 10000 Fare Basis: Remark:

Discounts Commissions Taxes Requisition Totals
% Amourt % Amourt Tax Commission Total excl. inc. GST

[ 28 100.00 Fare:| 800 34200 | code| Amourt |GST|Ststus| % | Amourt [ 30000 g0000
[ Taxes: [ oon [ oo [ ["0.o0 000 Refund

[ 1oooo [ 3s5454[ 355000

Total: ,m Mett
Matketng Coce: || Overioer| o0 o0 [ 33sem0 [ 335800
juli] 0.oa

Select Create New or Create from Quote.

Choose the correct GST setting and complete the Issue Details. The Date
should reflect the Date of ticket issue (defaults to today).

Enter the Ticket Nbr in the Ticket Details section.

The Fare should reflect the refund fare (inclusive of GST) excluding any
non-commissionable fees and taxes.

Enter any non-commissionable Fees applied to the original ticket to be
refunded.

Cancellation fees imposed by the Agent or Supplier must be entered as
dollar amounts in the Cancellation Fees section.

Enter the Commission and Discount fields matching the original ticket.

Add any Taxes amounts already paid that are to be refunded (including
GST if applicable).

Select a Passenger name and the appropriate Segments and click OK to
save the transaction.

This process credits the refund amount back to the Trip file.

» To refund the Passenger, See "Refund to Passenger" in Module 8: Trip
Accounting Part 2.

» For a debtor account, a Credit Note should be raised. See "Proforma
Invoice/Credit Note" in Module 6: Trip Accounting Part 1.
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Refunding a Nett Remit Ticket

Completing a Refund of a Nett Remit ticket (type RNT) is similar to a standard
ticket with the following exceptions:

© Galileo Southern Cross 2006

RNT must be selected from the Type drop-down options.
The Nett Remit Code must be entered in the Ticket Details section.

The refund amount, including taxes, must be entered into the Nett
Remit section in the Sell field.

The nett refund including taxes must be entered into the Nett Remit
section in the Nett field.

There are no Cancellation Fee fields available on RNT type ticket
requisitions.

P2 Ticket X
% Create Mew " Creste from Quote Type: [RMT |  Consutant Glends GsT: [No =] Tranx Date; 5/03/2005
Issue Details Ticket Details
Service: |Flight _*| Supplier: GF Creditor: BSP Ticket Mbr: 051 541374500 Conjunction:
Date: | 5032005 Sales Code: [Internat_» | Billing: w0905 Mett Remit Code: fF1783
Fare Hett Remit
Fare: | 105000 || | 109340 Sel: Mett: 947 23
Fees Cancellation Fees Fare Details
Mon Comm: i) Fare Basis: Remark:
Discounts Commissions Taxes Requisition Totals
% Amourt k] Amourt Tax Commission Total excl. inc. GST
thon | 0 Fare:|  a.00 | 9450 | Code| Amount |GST|Status| % | Amount 709340 1,095.40
Taxes: [ 000 Ry TE0 [ 0.00 0.00 Refund
Suppl: [ 442 5167 sz 118-33 IE ggg g-gg 108340]  1,093.40
Tatal: 14617 | | k) 280 [ 0.00 0.00 Mett
Marketing Code: | Cwerride: | | on e 132002000 g S A SitEes
43.40 0.00
Hames Segments [ Show All

O'NIELLALILLIE MS

Type | Supplier D

it Date | Depart City | Arrive City | Status | Flight# | Insurance Details

T == T - -

| oK Cancel |

e |

Reverse | |
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Refunding a CCF Ticket

When refunding a ticket which was originally issued against a CCF, it will be
necessary to complete a Credit Card Refund Notice and forward all documents
directly to the carrier. The carrier then processes the refund and forwards an
ADM back to the agency to reclaim the commission.

It is important to note that although an ADM is received, it must be entered in
CCT using the CRF ticket requisition type and not the ADM type, to ensure the
office sales figures can be adjusted to reverse the sale value of the ticket.

L.

A

Open a Ticket Requisition and select CRF in the Type field.

F® Ticket X
% Creste Mew ™ Create from Quote Tpoer |CRF ﬂ Consultant: blenda GET: |No ﬂ Tranx Date: EIDS.QDDS
Issue Details Ticket Details
Service: |Flight | Supplier. B Creditar: BSP Ticket Mar: 18 E716573659 Conjunction:
Date: | 5032005 Sales Code: [Internat | Biling: #0305
Fare Other
Fare: 2,100.00 CCCF Amourt: 205840
Fees Cancellation Fees Fare Details

Mon Comim: | oo Agerﬂ:| 00 Supplier: | 100.00 Fare Basis: Remark:

Discounts Commissions Taxes Requisition Totals
% Amourt % Amourt Tax Commission Total excl. inc. GET

:[ 00 .00 Fare:| 900 | 18900 | code| amount |GST|Status| % | amourt [ zi6840] 218840
z i) oo Taxes: | oo Es 1680 [ 0100 0.00 Refund

— et o | omr—ow

Total: IW ’ ’ ’ Mett
Marketing Code: | Override: | oo | oo IS0 )
88.40 0.00

Select either Create New or Create from Quote.
Select the correct GST option and complete the Issue Details.
Enter the Ticket Nbr in the Ticket Details arca.

Enter the applicable refund fare, excluding any non-commissionable fees
and taxes in the Fare field.

Enter the total amount to be refunded to the passenger’s Credit Card in the
CCCF Amount field.

Enter any Fees in dollar amounts. The agent cancellation fee will appear
as a debit on the Trip file.

Complete all other fields, select the passenger Names and Segments and
click OK.

CrossCheck Travel 3.1 Client Management Guide




Trip Accounting Part 2

Trip Refund CCCF

A Trip Refund CCCEF is similar to a receipt CCCF in that it is for customers’
records only. The entry has no impact on the file balance but it does appear on
the Statement of Account.

A Trip Refund CCCF is used to document the transfer from the Creditor back to
the Client’s Credit Card, without any money exchanging hands through the
agency.

The Refund CCCF CANNOT be reversed or deleted.

1.

© =N bk
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Create a new Refund CCCF by opening the appropriate Trip file,
selecting the Accounting tab and clicking New button on the toolbar (or
press Ctrl+N).

Select Refund CCCF from the New Trip Account Transaction window.

Click on OK to open an input screen.

P® Trip Refund - CCCF X

Refund - CCCF Details
EL241 1040003

Consultant: glenda

Names
MoyFelila Mz

Date: [5{03/2005
=1 Supplier: I

Sarvice: [Flight
Frinted Remarks: |

Form(s) of payment (1 of 1)
Type: [CCCF |
Payer: (China Airlines
Arnounk: ’W
Nbr 1867946524112
Card Type: W1 Expiry Date: P2/08 aothority Mumber: [

Enter the appropriate Service type and Supplier code.

M4rM

Card...

Cancel ‘ Help

Enter Printed Remarks in a free text format.
The Form(s) of payment defaults to CCCF and is unable to be adjusted.
Enter the Payer name and Amount of refund.

Fill in the passenger’s credit card details and click OK.
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Non Air Credit Card Refunds

A cheque requisition type RCC must be completed when a Credit Card Charge
Form has been used to pay a creditor and the arrangements have been cancelled.
It is used to refund QCC & CQC type Cheque Requisitions. This process results
in a reclaim of commission by the creditor.

To process a Non Air Credit Card refund:
1. Open a new Cheque Requisition from the Accounting tab in the Trip file

(CtrI+N).
E Cheque Requisition
% Create Mew " Create from Quote Type: |RCC *| Consultant: lglenda GET: |N0 ﬂ Tranx Date: 54.1'05.1’2004
Issue Details Ticket Details
Service: |T-T0ur ﬂ Supplier: PERE Creditor: EERE
Date: |24/05/2004  Sales Code: |Internat_»
Fare Other
Fare: 3,5800.00 CCCF Amount: 3,600.00
Fees Cancellation Fees Fare Details

[Mon Comm:| ] Agent| 10000  Supplier: | 100.00 Fare Basis: Remark: Iate cancellstion

Discounts Commissions Taxes Requisition Totals

£ Amount % Amourt Tax Commission Total excl. inc. G8T

1 oo oo Fare:| 10,00 38000 Coge| Amount |GST Status| % | Amount 30000 380000
2 00 00 Taxes: | 0.00 [ oo [ | oo 0.00 Refund

juli} 9.09 0.00
Total: 350.00 Mett

Marketing Code: Crverride: ] ] (280.00) (280.00)

juli} .00
Hames Segments [ Show Al

Type | Supplier Depart Date | Depart City | Arrive City | Status | Flight# | Insurance | Fare Basiz | Fare Amourd

Tour  |PERE [02/07/2006

2. Select Create New or Create from Quote.

3. Select RCC in the Type field.

4. Select the correct GST option and complete the Issue Details.

5. Enter the gross amount originally paid into the Fare field.

6. Enter the amount to be refunded to the passenger’s Credit Card in the
CCCF Amount field.

7. Enter any non-commissionable Fees that were applied to the original
cheque requisition and are now being refunded.

8. Enter any Agency or Supplier Cancellation Fees as dollar amounts.

9. Complete all other fields as required.

10.  Highlight the name of the passenger and the applicable segments and click
OK.
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Refunds from Creditor

The Refund from Creditor screen is used to record refund payments from a
Creditor and can include service fees. A Creditor Refund screen should be
completed whenever payments are received from a Creditor, regardless of the
method of payment. The refund from Creditor is a receipt.

1.
2.

© Galileo Southern Cross 2006

Open the relevant Trip file and select the Accounting tab.

Select Refund from Creditor from the New Trip Account Transaction
window.

Click on OK to open an input screen.

ECreditor Refund @

6L1 001050002 Consuttant: Elenda Date: EIDS.QDDS
Refund Details
Chey Req. | Q0000001 40 - GET: Mo - Sales Code: [Internstional
Service: | Tour - Supplier: EOH Creditor: EOH
Marketing: ﬁEG Amount Received: 05.00 Credit Card Amount: ]
Calculations Agency
Fare: 950.00 Tax: 00 Dizcount: 00

COmm; 95.00 Mon Comm Fee: 100.00 Agent Fee: 50.00

E”pp":r 50,00 305,00 Net o Client: 350,00
anx Fee:
Remark: Iate cancellstion
Formi{s) of payment (1 of 1}
Type: |Direct Deposit - M 40 M
Payer: jaCH
Amaunt: 905,00
Mbr: | Earik: | Eranch: |
Reverse | | GET | Cancel | Help |

Open the scroll on the Chq Req field and select from the list of paid
cheque requisitions relating to this file.

Once selected the cheque requisition will populate the following fields:
« GST

» Sales Code

* Service

* Supplier

* Creditor

If there is no related cheque requisition these fields must be completed
manually.

Enter a Marketing code if required.

The Amount Received should equal the amount of the refund received
from the Creditor. Enter any amount to be refunded to a credit card in the
Credit Card Amount field.

The Calculations fields are mostly system generated with data extracted
from the original Cheque Requisition. These values can be overtyped if
required.

224



Module 8:

225

Field Description

Fare The original amount paid by the passenger inclusive of
GST.

Comm Any commission taken on the fare amount.

Supplier Canx Fee | Enter any cancellation fee imposed by the supplier.

Tax Reflects the tax amounts originally paid and now being
refunded - where applicable, this includes GST on the
individual tax amounts.

Tax GST Only appears if GST is set at Yes or Comm. Manually

(not depicted) calculate and input any GST amount being refunded
from the taxes shown in the Tax field.

Non Comm Fee Any non-commissionable fees.

10. The Agency fields should be completed, with any Discounts to be

I1.

12.

reclaimed and any Cancellation or service fees imposed. The Nett to
Client field is system generated.

The Amount Received field must match the greyed out total supplied in
the Calculations area or the transaction is unable to be saved. If the totals
are not equal, double check the commissions, taxes and fees.

A free text Remarks field is provided for any additional notes or
comments to be added to the Refund.

Complete the Form(s) of Payment details by selecting the appropriate
Type from the drop-down list, entering the Payer details (pre-populated
from Creditor) supply the Nbr, Bank and Branch details, and click OK.

For more complex examples of Creditor refunds and commission payments, See
Account Management guide.
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Trip Accounting Part 2

Refund to Passenger

The Refund to Passenger screen is specifically to record such transactions.

1.

6.

© Galileo Southern Cross 2006

The screen is accessed from the Accounting tab of the Trip file. Click the
New toolbar button and select Refund to Passenger from the New Trip
Accounting Transaction window.

Click on OK to open an input screen.

CCT may display a warning prompt to say no funds are available - this
occurs if the file has no credit available. Click OK to close the warning.

! E ‘Warning, no funds available
L

When your file has a credit available, the screen below will open
automatically.

Enter any Remarks, and choose to Pay Now or Pay Later. The Pay Later
option will send the funds to the PAXREFUND creditor for payment by a
supervisor or manager.

H Refund to Passenger. §|

Refund Details
EL 1001050002

Remark: |

Passenger{s)

Consultant: jglenda Date: 5{03/2005

" Pay Later

Amaunt: 855.00

+ Pay Mow
Formis) of payment (1 of 1}
Type: |Cheque |
Payee: Thorpe/Max Mr add
Amaunt: §55.00

Mbr: 1297656430812

Bartk: Mz Eranch: KJUEEM STREET, BRISES

Reverse Ok |

Complete the Form(s) of Payment and click OK.

Cancel Help
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Adjustments

The adjustment screen is used to transfer funds from one trip to another, load
opening balances for a financial Take Up, enter Journals between the cashbook
and the Trip file or manipulate commission. See Account Management guide.

. Trip Adjustment g|
From (Dekity ©  To(Credt) 6L24D1 050002 Consultant: lglenda Drate: | 5042005
Type Code: From (Debit) Trip Coce:

K

Transfer
Ameurt | Take-Lp

Remark; [Jaurnal
" |Cammission

OK | Qancel| Help |

When Transfer has been selected as the type of adjustment, all Trip files will be
available by double clicking in the From Trip Code field.

Adjustments are unable to be reversed and should never be attempted prior to
receiving thorough training in this area.
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Document production options are pre-set and can be viewed in the supervisor
settings.

The document header is taken from the information entered in the supervisor
settings and can include:

1. Company Name and Trading Name

Phone numbers (including toll free and after hours)
Fax Numbers

ABN (for Aust.) or GST (for NZ) Number
Licensee name

Email and Web address

A e

Prefix and Suffix entries and their position in a document are also set
under the Supervisor log-in.

All documents, except MS Word itineraries, are available from the Documents
heading on the menu bar (or right-click the file window). The Documents menu
is context sensitive, meaning the contents on the menu change depending on the
current file type open, such as Trip, Client, Debtor etc.

When there are no files open, the Documents menu will only show Fax and
Visa Letter.

Fax

Faxes may be opened from the Documents menu or by clicking the New Fax
icon on the toolbar.

CCT produces a fax document using details already stored in the Client,
Creditor, Debtor or Supplier files along with a free format General option.

" General + Client " Debtar " Creditor " Supplier

dient:  [FEETE -

ax Details
Ta: I\’Ir Isacc Fan

Company: |
Fax Humber: [13 2756144

Consultant: iglenda

Subject: Please return visa applications ASAP

Clear Cancel
Selecting a file type displays a list of files held in CCT.
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Select the recipient to transpose the required information to the Fax Details area.
The fax number will display if it is stored in the file.

Enter a fax subject and click OK to generate the fax.

The fax content is completed and will be sent directly from Word.

Visa

The Visa Letter is used to support a client’s visa application and confirms
details of the itinerary. Selecting Visa Letter without any files open displays a
fill in screen. The recommended procedure is to open a Trip file then select the
Visa Letter menu option, as the name and travel details are transposed to the visa
fill in screen.

E8 Visa Letter [g|
Country ——————————————— Trip Details
Migeria g;paﬁure flan 02008
£
—Hames Conzsultant: Elenda

Lim#Cla hdrs
Lim Lasvrence hir

Purpose: [ourism

Travel Details

Clear Cancel

The Country is a mandatory field, as indicated by the blue colour, and provides
access to a list of countries (double click or press F12).

The related segments must be selected (highlighted) from within the Travel
Details area of the screen, or manually entered if not using a Trip file.

Click OK to generate the letter.

Trip Documents

Several options can be selected from the Documents menu bar while working
within a Trip file (or right-click the mouse anywhere on the Trip file window).

Documents

Fax...
Wisa Letter...

Hatel Youcher. ..

Car Youcher...

Other Segment Voucher, ..
Ikinerary

Cuotation

Statement of Account
Proforma Invoice
Proforma Credit Mote
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The Statement of Account, Proforma Invoice and Proforma Credit Note are
covered in the relevant accounting modules. All other Trip documents are
detailed in this section.

Hotel, Car and Other Segment
Vouchers

The Hotel, Car or Other Segment Voucher can be used as either letters of
introduction or as prepaid vouchers.

1. Open the Trip file containing relevant Hotel, Car or manual (other)
segments and then select the appropriate voucher from the Documents
menu. This procedure transposes the details from the segment directly into
the voucher window. If multiple segments exist, select from the drop-
down list at the top of the voucher window.

ﬁ Hotel ¥oucher _|

Hatel M 15, Holiday Inn Fl
otel Name:J5. Holiday Inn Crowne Plaza =l cer-Burridge Glenda Mrs
Hotel Details

Hotel Mame: Holiday Inn Crowne Plaza

Accom Type: |C1D

Confirmation Mumber: HI 14552

—Payment Method

Skate: " all Charges Back to Agency
Postcode:
Country: Ehina

Street: B8 Wangfujing Dajie.

Suburb: Deng Shi i Kou

" Youcher Yalue:

Ph,
‘ §10) 5133388 Fasx:f10) 3132513 ‘

[ Currency: |

Dates
lrcheck In: 01/11/2006  Check Ouk: 04112006 | [ Including GST

Clear Cancel

2. Any missing fields should be completed manually. Double click (or press
F12) in the Accom Type (hotel) or Car Type (car) fields to select from
the acceptable codes in CCT.

t Method

" all Charges Back to Agency
Currency

* Youcher Yalue: 187.00 JUsD

" other:

Rate

Currency: LISD

3. The Payment Method area has three options:

* All Charges Back to Agency generates the voucher plus an additional
authority document to be forwarded to the vendor, authorising charges
to be referred back to the agency.

* Voucher Value displays a Value and Currency field. Use these to
store the voucher amount. Enter the exchange Rate and Currency
code. The exchange rate can be accessed by double clicking in the
currency field, if it has been entered in Tables.

e Other is a free text field.
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4, Once all selections have been made, click OK to generate the voucher.

Other Segment Voucher

The Other Segment Voucher is used to generate vouchers for manually entered
segments such as Cruise, Coach, Rail trips. The Segment can be selected from
the scroll attached to this field and the voucher title will change accordingly.

E® Miscellaneous Voucher P§|

urridge Glenda Mrs

Segment: |6, Miscellaneous -

t Description
Mest and provide the 25 pushbikes For the tour, and collect on the return

Details h oo
Confirmation Number: PERE 162
Start City: EJS t Method
ray

Date: 04/11/2008
@+ all Charges Back to Agency
Time: [10:00:00
End City: EI5 " Youcher Yalue:
Date: [15/11/2008
- f
Time: [16:00:00 =

Clear

Cancel
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Itinerary from Documents Menu

Select Documents - Itinerary from the menu bar to produce an itinerary in Style
5, or as selected in the supervisor settings

Itinerary from MS Word Icon

Itineraries can be generated using the blue W (for MS Word) icon button found
at the top of Trip file windows. This will automatically generate a new Itinerary
into Word in standard text format to edit, print or email.

P2 2]
This will produce itinerary Style 4.

ITINERARY

ITINERARY ESPECIALLY PREFARED EQR_Mr Baldrick Burridae and Mr Shamus Spencer

DATE OF ISSUE 26 May. 2004 OUR REFERENCE  GL2405040002
CONSULTANT Glenda Spencer-Burridge

CONFIRMED FLIGHT CHINA AIRLINES CI 141

30 0ct 06 Man Check in at Adelaide International na later than 11:00 Booking Reference LZ<EXB
Depart Adelaide 13:00 EconomyiCoach

3 OctO6 Tue Arrive Beijing o700 ia Singapore
Aircraft Type Boeing 747
Flight Operatar Singapore Airlines
Special Reguest Wegan Meal On Eeguest for Mr Shamus Spencer
Seat Reguest TALIRIATE

CONFIRMED HOTEL HOLIDAY NN, CROWNE PLAZA

3 OctO6 Tue Checkin Beijing 09:00 Booking Refarence Hl 14592
04 Mov 06 Sat Check Out 09:00

Holiday Inn_ Crowne Plaza

Beijing

an fujing. Daile.
Deng Shi Xi Kou

Tel {10y 5133388 Fax (103 3132513
4 nights accommadation - 1 - Standard Room

All these documents will display information within MS Word using a template
file called tplate.rtf. This file resides on the hard disk of each individual CCT
user's workstation and it's purpose is to generate standard customised
information onto the itinerary including font type and size, company logo
(header) and footer details.
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Trip Texts

Click on the Trip Texts action buttons with a Trip file open to display the Trip
Text input screen. This function provides an easy way to add comments to each
segment before generating an itinerary.

. Trip Text g|
Tittinerary: e l
Intro Text E @

OK
(e ]

Cancel

Segment Texts
H HI BJS 31102006 04111 /2006 -
Balcony room requested

M FEEMISC BJS 04111 /2006
Meet and provide 25 push bikes for the tour

T PERE BJS 04111 /2006 BJS 1501172006
“egetarian meals arranged

5 GOLDEN SHA 051 2/2006 SHA 140 202006
Balcony cabin requested

Trailer Text

The Itinerary tab will display preset Intro and Trailer text (set from the
Standard Texts function, covered in this module) along with a Segments Texts
entry boxes.

The Segment Texts will display information from the Comments field of the
individual Segment screens. See "Working with Segments" in Module 5: Trip
File. The displayed comments can be edited or added to and will be
automatically saved to the Segments screen.

Click the Save button to save the information or click Print to produce the
itinerary. Further modifications can be made to the itinerary by editing it in
Microsoft Word.

The New! tab is used for adding any other notes applicable to the Trip file which
do not print on the itinerary. This may be used to store a copy of the fare rules
that applied at the time of ticketing or copying across email correspondence.

Selecting the New! tab will display a fill in screen allowing for the entry of a
Title for the data and a free text area. Enter any text required and click the Save
button.

Tvittinerary Mew!

Title: |Fare rule advised {3 ﬁ n
....... %
Absolutley no changes possible, without & full re-assessment of the entire tinerary to & full Economy level,

plus & AUD $200.00 penalty for the change.
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The buttons at the top of the free text field allow the text to be selected and
copied (to take to an external source). A final button is also provided to paste any
copied text into the free text area.

Click the OK button to close the Trip Text window.

When the Trip Text window is re-opened, the Tile will appear as a tab.

[ Fare rule advized l e l

Standard Texts

Standard text can be setup for automatic insertion as Header and Footer
information on all itineraries for the entire office and cannot be modified for
each individual consultant. Click the Standard Texts icon on the toolbar to
configure the standard text.

=

‘tandard Text.

The Maintain Standard Texts screen will open and allows for the editing of the
Header and Footer text.

E Maintain Standard Texts

ITINERARY Crested: [27/06/2003

Standard finerary Header Type: inerary Header

Standiard tinerary Footer Heading: Etandard ttinerary Header

our detailed tinerary is shown below. Mote that &l flight times can be changed swithout notice -
leaze recheck all departure times within 24 hours of each flights.

Point the Hand cursor to Standard Itinerary Header or Standard Itinerary Footer
and enter the information to be included in all itineraries, in the right hand side of
the screen.

This information can be typed in, or pasted from another source.
Click on the Save icon and then the Exit icon to close the screen.

This text can be re-opened and changed by overtyping and resaving.

Quotes

Quotations can be created using either segment information or comments
attached to each quote. This choice is selected from the Documents - Quotation
menu.

Documents

Fax...
Wisa Letter...

Hatel Youcher. ..
Car Youcher...
Other Segment Voucher, ..
Ikinerary
m Quotation using Segments
Statement of Account 3 Quotation using Comments
Proforma Invoice 3
Proforma Credit Mote 3
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Quotation using Segments

This option creates a quote document using segment data, plus any information
added in the Description field and marked as printable, on the Quote screen.

QUOTATION
DATE OF ISSUE 26 May 2004
REFERENCE GL2105040003
CONSULTANT  Glenda Spencer-Burridge

PASSENGER Lim/Claudia Mys DATE DEPART 18 0Oct 2006

Lim Lawrence My
SERVICE AMOUNT AMOUNT AMOUNT AMOUNT AMOUNT
EXC GST TAX/LEVY DISCOUNT GST HC GST

INSURANCE THOMAS COOK INTL INSURAHNCE $370.00 $0.00 $0.00 $0.00 $370.00

1 % $370.00 Approval for cover from Underariter

ACCOMMODATION Hyatt $750.00 $0.00 $0.00 $0.00 $750.00

Check In 19 OCT Check Out:22 OCT

1% $250,00 % 3 MIGHTS

Continertal breakfast included

FLIGHT Air Zimbabwe $5,:500.00 $0.00 $0.00 $0.00 $5,:500.00

180CTOS

PerthiHararelLagosPerth

2 §2,750.00

QUOTATION TOTAL $6,620.00 $0.00 $0.00 $0.00  $6,620.00

Quotation using Comments

This option creates a quote document using the comments information from the

Quote screen.

QUOTATION
DATE OF ISSUE 26 May 2004
REFERENCE GL2405040002
CONSULTANT  Glenda Spencer-Burridge
PASSENGER DATE DEPART 30 Oct2006
Bunidge Baldrick My
Spencer Shamus My
SERVICE AMOUNT AMOUNT AMOUNT AMOUNT AMOUNT
EXC GST TAX/LEVY DISCOUNT GST IHC GST
TOUR PEREGRINE ADVENTURES $950.00 $0.00 $0.00 F000 $950.00
Pushhike drop off and pick up included and bike locks
INSURANCE QBE INSURANCE F430.00 F0.00 F0.00 F000 F450.00
FLIGHT China Arlines $1,780.00 $95.73 F0.00 F000 §1,878.75
This fareis only svailsble if paid by 30 June.
ACCOMMODATIOHN Holiday Inn $675.00 F0.00 $0.00 F0.00 F675.00
Cortinertal Breakfast included
QUOTATION TOTAL $3.885.00 $98.75 $0.00 $0.00  $3,983.75

All airfares and prices are subject to availahility upon booking.
Please note: prices are subject to change until such tire as full pavment is made. Amendrment and cancelation fees

may apply.
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Statement of Account

The statement of account automatically includes:
* A list of quoted items.
* Record of all monies paid to date.
» Balance of account.

To generate a Statement of Account, open the relevant Trip file and select
Statement of Account from Documents on the main menu bar.

Two options are available, with Segments or with Comments.

Documents

Fax...
‘isa Letter. ..

Hotel Voucher. ..

Car Youcher, .,

Other Segment Youcher. ..
Itinerary

uokation 3

Statement of Acc with Segments
b Statement of Accwith Comments

Statement of Account k
Profarma Invoice

Profarma Credit Moke 3 |
Option Description
Segments includes all segment data plus any text added to the
Description field on the Quote screen
Comments includes the text added under the Comments tab of the
Quote screen (marked as printable)
STATEMENT OF ACCOUNT
DATE OF ISSUE 26 May 04
DATE DUE
REFERENCE GL2605040001
CONSULTANT Glenda Spencer-Burridge
PASSENGER  Riscutto Roger Wit DATE DEPART  01Sep 2006
SERVICE AMOUNT AMOUNT AMOUNT AMOUNT AMOUNT
EXC GST TAX/LEVY DISCOUNT GST INC GST
FLIGHT VIRGIN AUSTRALIA OPERATIONS F391.82 F64.00 F0.00 F35.18 $484.00
Cnly valid if paid by 1700 on 28 May
ACCOMMODATION COLONY RESORTS F545.45 F0.00 §0.00 F54 54 $E600.00
Includes continertal breakfast
TOUR SUHLOVER HOLIDAYS F1,163.65 F0.00 F45 45 F111 .81 $1,230000
Diabetic meals will be provided
TOTAL $2,090.93 $64.00 $45.46 $204.53 $2,314.00
LESS MOHIES PAID
DATE OF TRANHSACTION TRAHSACTIOHN DESCRIPTIOHN AMOUNT
PAID
26 My 2004 RECEIPT RO0O011130 deposit £500.00
TOTAL PAID $500.00
BALANCE DUE $1,614.00
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Creditor Documents

There are no further options for Creditor Documents apart from Fax and Visa
Letter.

See "Fax" in Module 9: Documentation.

See "Visa" in Module 9: Documentation.

Debtor Documents

A statement run is included as part of the end of month procedures. However,
individual statements can be viewed or printed at any time. See Account
Management guide.

Client Documents

Fax and Visa Letter are available from the Client file as well as the Client Detail
document.

Documents

Fax...
Wisa Letter...
Client Detail

See "Fax" in Module 9: Documentation.

See "Visa" in Module 9: Documentation.

The Client Detail document produces a printable listing of all information
relevant to the currently open client file.

CLIENT DETAIL

Personal Details

Family Hame Bean Given Hame Basil
Client Title hdr Gender hale

Client Birthdate 13101975

Company Details

Debtor Hame Department Orthopedics

Position chief surgeon Project Code

IAddress Details

Type Building Street Suburb State Postcode
Home 181 Coast Rd COOLABUMIA QLD 4610

Phone Details

Type Area Humber Extension City Comments

E-mail basi@yahoo.com.au
Fax o7 2735014 Brishane

Home o7 2735014 Brishane

Passnort Details
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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.
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