Trams

Back Office

Tips & Tricks

Shirley Sweeney, Trams Trainer

Class Description:

If you're thinking there's a better way of performing day-to-day back office routines, perhaps there
are! We are going to take a look at how to improve various queries, review some reports, and go
over the scheduled backup.

Track: Trams Back Office
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Various Queries

1) Track Original and Exchange Tickets
¢ Go to Invoice Query

Enter the invoice number and query

View the invoice

Query for Exchange

£8 F it Sale Invoice #411098 TRAMS, Inc.

Right click on the booking item in the invoice
Select Query Original Invoice or Query Exchange Invoice

Invaice Nurmber |=ﬂ 1098

Brarch |U Travel'with The Stars j

Group | [ | ICCode | | Marketing Code

Query Exchange Invoice

< |

Total Fare Tax Commizsion Camm Trk Comm  Total Open
[ 61803 | a0 | Wz | [] 0.00

Histary J j Cancel

ARC No [12345670 Travel with v | RecLoc |[35H2NT Hemaks

Client Name | [TR&MS, Inc.

1stAgent | Client Status | Yendar Status | Submit To | Travel Twpe | Passenger AirlingM'endor Tatal Fare | Commissi Ticket/Canfitm Mo | Ticket No Orig New

Shiley 5. Closed (19... Open ARC L - i . 424.03 10.29 Co

Shirley S... Closed (19... Closed Supplier H e airmant Aoval ... 164.00 000 1527298 3

Shirley S... Closed (19... Open ARC 5| Copy BRC Fees 3000 2895 8113520271 2113830271 View
Wigw =
Delete Delete
Woid Booking Yoid Booking
Clignk Pymt 4

Client Pymt
Columns

|

[~ Erint Invoice After Saving

Query for Original

=3 Edit Sale Invoice #411222 TRAMS, Inc.

Invaice Number [411222 Branch [0 Travel With The Stars ~ |
Group | ﬂ IC Code |

ﬂ Marketing Code

ARC No [12345678 Travel With v|  RecLoc |[35HZNT Femarks

Client Name | |TRAMS, Ing

15t Agent | Client Status | Yendor Status | Submit To | Travel Tepe | Passenger AirlineYendor Total Fare | Commission | Ticket/Confirm Mo | Ticket No Oiig MNew

g 19.. Open ARC Diom. Air S /e e 125.00 (.00
Hew Copy
Copy iew
iew -
Delete Delete
Woid Booking Void Booking
iZlient Pymt 3

Query Original Invoice

< |

Total Fare Tax Cammission Carmm Trk Camm  Tatal Open
[ 12500 | Rz | oo | oo 0

Histary < Cancel

Client Pyt +
Columns

1.2

[ Print Invoice After Saving
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2) Query all invoices by the ticket or confirmation number

e Go to Invoice | Query

e Enter the ticket or confirmation number in the “Ticket/Conf. No. Ref”
field

e Allinvoices will be listed, including:
0 Sales - original & exchange
0 Refunds — original & exchange
0 Adjustment

=5 |nvoice Query

File Inwoices Payments Adjustment Profiles Generalledger Intetface Reports  Ukiities 0 Help

General | Advanced |

Invoice # To Irvoice Status [0 - Query
\ssuegalel To | Irwoice Type |All - Feset
Client Name_| | Clent Group - Clent Type a1 - Caunt
Vendor Name | ‘Yendor Group = Invoice Group = Sort By
Invoice Fiemarks |Staring With Bl Y1
Client Remarks |Starting with =1 iew By Bocking
Vendor Remarks |Staning With = | Default
Travel Types (&l x Ticket/Canfirm Mo Ref  |7227444777 <default> ']
Branch - ranch laroup -
ARCH | Imvoice#| Type | Client | Issus Date | Fassenger Name | Rec Loc | Status | Invoie Rec #t [ Invoice Tatal | Hew |
12345678 411098 Sale TRAMS, Inc /642008 Sweeney/Shiley 35HZNT Closed 1529 618,03 T
12345678 411098 Adiust..  TRAMS, Inc 7/242008 Sweenep/Shiley 3SHINT M4 1545 000 (S
12345678 411222 Sale TRAMS, Inc. 7/2/2008  Sweensy/Shiley 3SHZNT Closed 1544 125.00 o
12345678 411222 Refund  TRAMS, Inc. 7422008 Sweensy/Shiley 3SHINT  Closed 1546 125,00

Woid
Refund
Adjustment
Print Invoice
Print Query +
Global Madify
Help

Main  |rnvoices | Payments | Operating Payables JoulnalEnthFrohles]Agenmmustmenls

Aliss: TRAMS [DCOMConnectionl] Lagin: S¥YSDEA

3) Changing a Invoice from Supplier to Commission Track

e If the invoice was generated in ClientBase, we recommend that you go to
the Expanded fare tab and you enter a credit card number in the “Comm
Track Cc No” field so that the invoice will print correct in ClientBase.

3 Edit Booking Rosen/Lee Dom. Air (Invoice # 5562) A=
4 Moare Tanes ] 5 Agents ] EUDID: ] 7 Segments ] & Fareign Currency

1 General Infa ] 2 Remarks

Fare Saving Infa Final Payment Info

et Feamit 689,81 Due Date ,7
* Amnount 0.0a
High Fare 0.00 Lo Fare 0.0a it ’W

Fare Code Orig Comm
Ticket Info

Hatel/Car Info Ticket Desig.
Mumber In Party Tour Code ,7

Mumber OF Rooms/Cars [~ E-Ticket
Dezcriptio) Eooking Rec Loz
ormm Track CC Mo >
Host Code hd
History > 0K | Cancel ‘ Mew Booking | LCopy Booking ‘
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4) Find all payments linked to a specific invoice Select

e Go to Invoice | Query Mew

e Query Invoice Ve

e Right click on Invoice item ED.F:
al

e Select Query All Payments Refund
Adjustrment

Print Inviaice
(_ Query All Payments ]

5) Find all invoices linked to a specific payment [ -~ |

e (o to Invoice | Query View
e Query the payment Yoid
e Right click on payment Copy
e Select Query All invoice Print Check

Prinkt Paymenk

Cuery All Invoices

Query oll Pavables

6) Access the Client & Vendor Profiles from Invoices
e Query the Invoice
e Double click in the Name field to access the Client Profile
e Double click in the Name field of the Booking to access the Vendor
Profile

7) Query by Interface ID
e In any Query Screen where the Name field is a query parameter
e Right click on the actual field and select Interface ID from the drop
down list

L

L

Search By Mame
® Search By Id
¢ i)
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8) Voucher Payments applied to multiple invoices

Create an Invoice/Payment Group

Enter Payment/Received for $10,000 and create a Voucher using the
Invoice/Payment Group

Create a Invoice for partial billing (Example $2000)

To reduce the $10,000 voucher by $2000, and close this invoice

T M U 2009

(0}

O OO

O O0OO0O0OO0OO0O

Go to Payments/Received

Amount = $0

Pay Method = Other

Toggle closed the sales invoice but not the voucher (note the
unapplied it will now show $2000 balance equals the sales invoice
amount)

Highlight the voucher and right click

Select Partial Payment

Enter the amount as a negative (Example -2000.00) to reduce the
voucher amount

No need to create a journal entry because received amount is zero
Repeat steps as additional invoices are created

Once the full voucher amount has been exhausted on the last
invoice, Toggle Closed the voucher

To track the payments & balance of the original voucher

o
o
(0}
o

Query the voucher in Invoice Query
Highlight the voucher

Right click and select Query All Payments
Or click on Print Invoice, to see the balance

To track down the invoices paid by the voucher

(0}
o

Query any of the payments received
Right click and select Query All Invoices

To see a report of all payments and all invoices

(0}
o

Go to Reports/Payment/Analysis
In the Payment Group field, select Payment Group
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9) Setup a Default Query

You can setup Default queries on any query screen

Enter the criteria for your query (you can use formulas for the dates)
Click on default

Enter a name for the query (Example: Deposits)

Select Per User or Global

Click on Ok

You can use the drop down arrow (window below default) to select the
guery - Click Query to run query

Reszet |
Count |
Sart By |
Columnsz |

<default: -

2d It

| efault:
i Depozit & Receipt
! |Deposit Quer

10)Remove a Default Query

Use the drop down arrow to select the default query
Click on default

Select Remove the Current named setting

Click on Ok

11)Issue payment from Payment | Query, using “NEW”

T M U 2009

Go to Payment | Query

Click on New

You can create any type of payment

Payment information will be displayed on the results screen

0 Advantage, you do not have to display each payment number when
entering payments, or you can print the check from the results
screen

Setup

o Go to Utilities | Setup | Global Defaults | Prompt Tab

0 Add a check mark to “Add Newly Inserted Items to Query Screens”
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12)Profiles — Ability to Global Modify

Add a Group if required (Utilities/Setup/Groups)

o0 This can be a Client, Vendor or Agent group

Go to Profile | Query and Query profiles to be modified
Select the profiles to update using Control/click or Shift/Click
Click on the Global Modify Button

Select the appropriate group from the drop down list

Select either “Selected Query Results” or “All Query Results”
Click OK

Imports That Help

13)Journal Entries - JE Import from File (KB T1691)

If you are

an agency that has very large recurring periodic Journal Entries that

would normally be entered by hand or copied and then modified manually in
TRAMS Back Office, you also have an option to import external Journal Entries
from another source (generally an Excel spreadsheet).

Go to General Ledger/Journal Entry

e Right-click anywhere in the JE line-by-line creation window

e Click on the Import from File

e Browse and select a tab delimited .txt file you have created and
exported

e When that tab delimited .txt file has been created using the proper
format, then the Journal Entry, GL Account lines will be populated
automatically from the file.

e |IMPORTANT - Column Headers that must be present in Tab Delimited
.txt File for import to be successful: GLNO GLNAME BRANCHNO
DEBITAMT CREDITAMT REMARKS

£4 Create New Journal Entry #416 g@@
Journal Entry Mumber 416
Activity Date ’W Joumnal Entry Code '—
Hemarks

Account Mame & Mumber Branch Debit Lredit |

E%cmarﬁs | j | #

AcctNol Acct Name | Eranchl Debit Amounll CreditAmountl Remarks

Irwvert
Maove Up
Debit Total [
Credk Total r
Cancel ™ Continue entering JE
T M U 2009 Page 7




14)Bank Reconciliation files

T M U 2009

Download the file from your Banks web site

o The only file format we accept is a .CSV format.

o Deposits are reconciled by the amount and the date. The date on
the TRAMS payment must be with in one day before or after the
date on the bank deposit

o Checks are reconciled by the check number and the amount.
When a transaction amount is not an exact match, an error notation

appears
Payments | Reconciliation | Bank Reconciliation
=3 Bank Reconciliation g@@

Bank &cct |1 Checking -

Clearing Date From | To |

Stmt. Ending Balance 0.00

QK | Cancel [ Continue entering Bank Recs

Select Bank Account

Enter date range for the reconciliation

Enter your ending balance from the bank statement

Click Ok

Click on Reconcile

o Enter the filename and path or Browse for the file, then click next

o0 Select File type and map the fields
= Example: The Query Screen for a Wells Fargo CSV file shows

this information:

Field 1 to be the "Date" of the check.

Field 2 to be the "Amount" of the check.

Field 3 to be "Unknown/Not Used"

Field 4 to be the "Check Number" of the check

Field 5 to be the "Remarks" on the check

Field 6 to be blank or "Unknown/Not Used"

» Ensure that the correct description for each field appears in
the drop down field based on the example above. Click Next
to continue.

o Click Next - Review the “Bank Reconciliation from file” screen for
payments that are matched or error messages. If amount is
different, you will need check TRAMS payment for accuracy and
make any corrections necessary. Also watch for payments that are
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not matched, you may need to add that payment in TRAMS Back
Office
o Click Next to return to Bank Reconciliation screen, and continue
with manual reconciliation, editing payments and/or adding missing
payments.
Once all items are cleared, you can click Print if you wish to print out a
copy of the statement
When you press OK to save the reconciliation, you will get a prompt
that will read, “(xxx) Payment(s) will be Marked Cleared and (xxx)
Payment(s) will be Marked Uncleared, Continue? Yes or No. Click Yes
We recommend that you print or keep a copy of your check register.
Go to Reports | Core| Check Register. Run 2 reports, one with the
Bank Reconciliation to “Not Cleared” and one with the Bank
Reconciliation set to “All”

Report Tips

15)Invoice Printing

T M U 2009

Reports/Invoice/Printing

Settings in this screen apply to Invoice/Query/Print Invoice as well
o If you change settings, click on Default to save

Print Multiple Invoices as One Job

o Eliminates selecting from the print preview screen

= Invoice Printing E] miy

lgsue Date From To
Itvnice Recard Mo kin bd 2
Inwoice Mumber Min G

Irvoice Group -
Ihvoice Walidoided | Al - Branich -
Irwaice Type |[.&II] |
Client M arne |
Client Group - UDID: |[Mone] =]
Header/Footer | LJ
Frint Client Remarks [+ Print Air Segment Information (v
Print Ibvoice Femarks [w Print Hotel Address v
Print Yoided Bookings [ Print Carnm. Track Pricing [
Only Privt Open Invoices [ Prink Multiple lrvoices Az OneJob [

Frewiew | Print Printer Setup Feset Drefault Cloze
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Back it Up!

It is important you run a Trams Back Office backup on a daily
basis. System backups are excellent, but the normally copy your
database, and Trams can not guarantee that you can restore a copy
of the database.

16)Using the USB drive or CD
e Create a folder on the drive prior to running the back
o If you can create a folder, TRAMS should be able to save the
backup file to the CD or USB drive
e Go to My Computer | open the drive
e Click on File | New | folder

17)Scheduling Backup
e Create a Shortcut by logging in as SYSDBA. Go to Utilities | Backup
and enter the path you want to backup to. Click Create Shortcut.

»I" Database Backup/Restore

Database Alias |TRAMS -]
|E:'\F"rn:|gram FilezhTramsh\Databazeh TRARS 1B
User Mame |SYSDEBA Password |
Backup lﬂestnre]
Backup bo: |F:'\munda_l,lbackup 0
O ptionz

v Compress Backup File

[ Treat Target &z Removable Advanced

[ Skip Prompt On 15t Disk

Backup Maowl Create Shaortcut

W 2 03.00.004 ,
05/26/08 Clase Wiew Log Help
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e Right mouse click on the short cut on your desktop
e Left mouse click on properties

T M U 2009 Page 11



e Edit Target Line by right mouse clicking the short cut you have just
created on your desktop. Left Click Properties and place your cursor at
the end of the target. Add "space” -auto (Press space bar; do not type
the word space and then type - auto). Highlight Target line & press
<CTRL> C to copy, and Click OK.

Example of target line:

"C:\Program Files\Trams\Common Files\ibbackup.exe" -UserName
SYSDBA -EncPwd1 "696D28D2F51DB07CEF" -Alias "TRAMS" -
Compress "F:\mondaybackup" —auto

Back Lip TRAMS Properties

General | Shortout |Eu:um|:uati|:uilit_l,l Security

ﬁ Back Up TRAMS

Target type: Application

Target location: Comman Files
[ Target:

Start i |"E:HPngram Filez\Trams\Common Filesh" |

Shortcut key: | Mone |

Bur: | Marmmal wirdow b |

Comment: | |

[ Find Target... ] [ Change lcon... ] [ Advanced... ]

[ ok, H Cancel ]

e (o to Start | All Programs | Accessories |System Tools| Schedule Task
to setup the schedule
o Click Add Schedule Task — follow the Wizard
o Click Next
o Click on Browse and change the Look in to "Desktop”
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0 Select TRAMS Backup Restore and click Next
Scheduled Task Wizard

x]

LClick, the pragram you want ‘Windows o wn.
To zee more programs, click Browse.

Application Yerzion ~

#FTCR10 2003

‘;‘I TestTrack Clent 7.6.7 [Build 31]

A TRw Update 3011

&) Tour Windows %P B.00.2300.21...

%TH}-‘«MS Back Office 3014 =
J TR ackup Restoe 2304 3

Browse...

[ < Back ” Mest > l[ Cancel ]

o Select Daily

0 Next select how often you want the backup to run by selecting the
following Start Time, when task is performed and Start Day.

o Enter the login for your Computer (make sure your password is
correct and do not leave blank it will not run if there is no
password).

0 Be sure to check the “Open advanced properties for this task when
I click finish” and click on Finish

Scheduled Task Wizard X

You have successhully scheduled the following tazk:

ﬁ TRAMS Backup Restore

YWindaws will perfarm this tagk:
AE10:20 Ak every day, starting 743/2008

EEl pen advanced properties faor thiz tagk when | clické

Finizh.

Click Finizh to add thiz task to pour Windows schedule.

¢ Back ” Finizh ][ Cancel
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o Click in the Run box, and press <CTRL> V to paste the target line
from the short cut in the box, and click OK.
= |If prompted re-enter the password you use when you login

TRAMS Backup Restore

Task |5chedule Seftings | Security

ﬁ C:AWINDOWSAT asks\TRAMS Backup Restore.job

[ Bur: | F' -dliaz "TRAMS" Compress "F i mondaybackup” -autd |]

Browsze. . |

|E:hF'FIIIIGFIﬂ”1 \Trams\COMMON ™1 |

Start in:

Comments:

Hun as GLOBALNSGOE92334 | [ 53[ passwgrd_“

[ ] Run only if logged on
Enabled [zcheduled tazk runs at specified time]

[ (] l[ Cancel ][ Apply ]

e Make sure your backup disk is in the Drive, and make sure your
computer is on when the backup is scheduled.
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