Basic ClientBase Browser Invoicing

1) For every invoice interaction, find the client profile using the query field in CBB, put in
few letters of the the client’s last name and click Refresh. If no profile exists, create a
new one.

2) Click View to enter the client profile. Make sure the profile contains the following info:
accurate address, phone and email information.

3) Click the Family Member link and make sure anyone traveling today is entered, you only
need to enter the First/Last Name to start. Add Family Member if

appropriate.
Activity Ma nageﬁges Card Manag%

— Create Profile — % | —Global Saved Cueries —

SHARON is logged in. Glient

* | —Personal Saved Queries — %

'l' Merge to... {) PNR @ Live Cannect Res Card @Nu’[e Mailer @Reminder @)TDDIS §J 'l]Log i

-eisure - Able/Kenneth Family Members
Kenneth Able Phone: +1 (310) 556-1234  Interface D 4085140518 [ oz e |
1255 Apple Street Fare: Frimary Agert: Sharan Meyer General Info
Los Altos, CA 94022 E-mail: kenable@yahoo.co Crested: 121097 Rermarks

Wik Groups: STANFORD ALLIMMI Marketi

Frofile Mo.: 364 E0E Mg
< Family Members

Remarks: Call him Ken, met him at Travel show, wears funny ties } | Tt

Cards

. . Res Cards
Add Farnily Memhgﬂ FPaste Farmily Memher| Summary View | Detail View

Travel Histary

|Name |First Name|MiddIe |nn|Last Name|ReIalinnship Courtesy Title | Origin Count (Groups
View @ Abletlon  Jon Able Son Aftachments
PrRE Entries
Yiew @ Ableikenneth Kenneth Able Prirnary )
) ) More Fields
“iew @ AblefSusan  Susan Able Wife s




4) Click the Cards link and make sure any credit card or other card information is entered,
with proper expiration dates. Edit or Add Card if appropriate.
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5) Click the Res Card link to enter a new res card. Click Create a New Res Card and Res
Card.
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6) Innew res card, choose appropriate Reservation Cycle (always use drop-downs if
available), enter a meaningful Trip Name (so you can find card in profile or Res Card
Manager), Region/Destination and in the agent remarks area type in any notes you want
to remember (these don’t print anywhere, they are just for you reference). Do NOT enter
trip dates here. Click Save.
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7) Once saved, click on Passenger Link and Add Passengers one at a time. Make sure you
see all passengers listed.
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8) Click on Reservation Link and Add Reservation to enter reservation details. Select the
Reservation Type from drop-down.
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9) Type in a few letters of vendor’s name, tab, & choose from drop-down. Enter
confirmation #, pricing, and any other details & Save. (If you enter a deposit or final
payment due date, these will create reminders upon saving when you click Create

Reminders.)
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10) After saving, scroll down to bottom of webpage until you get to Service Provider area
and click View and Edit. We are going to add more info to your reservation. Type in the
Ship Name (this can be free-flow), the dates of travel, Category and any other info you

want to put on invoice. Click Save and Close Service Provider.
L
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11) On next screen click Create Reminder so that the final payment will appear on your To-
Do list in the Activity Manager to handle. Click Proceed and Close Reservation. If you
need to add another Reservation, follow the instructions above to repeat.
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12) Click the Generate Invoice Button on toolbar at top of screen:
@Generate Irvaice

13) Select any remarks you want to appear on bottom of invoice by clicking Remarks, enter a
Trip Balance Due Date if applicable, choose the Form of Payment and pick cc# from



drop-down, and in the This Invoice area, put amount of this invoice. Make sure to put the
correct Submit To/Travel Type and preview.
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14) If the amounts don’t look right in preview, return to reservation and correct. Otherwise
click Generate Invoice to issue the invoice. The invoice will launch into an Adobe
Acrobat Reader and can be emailed, saved on your computer for emailing, or printed out.
The invoice now resides in the Invoice link in the res card where it can be reprinted or
emailed to customer as long as your program is setup with SMTP email



settings:
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Invoice No. : 100328
Invoice Date : §/17/2007
Travel Consultant : Sharon Meyer

I Pages\! Lay’ers\l Signstures \l Bookmarks

I Group No. :
Page No. : 1

Mr. And Mrs. Kenneth Able
546 State Street
Los Altos CA, 94022

2

g [Cruise Reservation

- Vendor : Carnival Cruise Line Confirmation No. 0 12345

Booking Status : Confirmed No. of Passengers 1 2

Passengers : Able/Ken; Able/Susan;
Remarks go here that appear on invoice.
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