Basic ClientBase Online Invoicing

STEP 1) Make ClientBase Online a TRUSTED SITE on your computer (one time setup):

¢ Click on Tools and Internet Options in Internet Explorer.

e [ ‘ew Fyoorkeg I
Bude] b Farvoribes..
Qwganizn Farvored.,

) Links
@ Aovrincan Grestings

e Click on Security and click on the Green Circle, Trusted sites. Next click on Sites.

Internet Options

General | Security |F'rivac_l.J Content | Connections | Programs | Adwanced

Select a%Web content zone to speg cunty zettingz, sted sites

@ ‘é You can add and remove websites from this zone, All websites in
: % this zone will use the zone's security settings.
Internet Local intrar Hestncted
sites
Add this website to the zone:

Trusted sites |

Thiz zone contains Web sites that you ’
trust fiot o damage wour canmplter or A Websites:

data. https: /jwww . dientbaseonline. com

Security level far this zone
Mowve the glider to zet the zecurity level for thiz zone.

- - Low

- Minimal safegquards and warning prompts are provided ) o N
- - -Most n:onhan%I 1z downloaded angdplun nﬂithout Elompts [Require server verification (https:) for all sites in this zone

- All active content can run

- - -Appraopriate far sites that pouw absalubely trust

LCuztom Lewel .. Drefault Lewel

[ 0k ][ Cancel ] Loply

Add https://www.clientbaseonline.com to Trusted sites.
Click OK.
Make sure the Security Level for this zone is Low.

A

STEP 2) Find the client’s profile using the Simple Search in CBO. Enter the first few letters of the client’s last
name and select the appropriate client from the drop down list. Click on Find, then View. If no profile exists,
create one by clicking on the 2 heads icon on the toolbar.

Rev. 05/11 Basic ClientBase Online Invoicing



y Mergeta ...

Activities

Res Cards

- Global Sauedv - Personal Saved Searches — »
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e Ensure that the client profile includes accurate and up-to-date information:
0 Inthe General Info page, check for Address, Bill-to and Ship-to address(es), primary telephone

Fosickillaime

number and primary e-mail address.

0 Inthe Family Members page, ensure that each traveler is listed and includes at least his or her

full name. If a traveler is not listed, click Add and enter the traveler’s information.

Leisure - Able/Kenneth Family Members
enneth Able Interface ID: 3105559891
Phone: +1 (310) 555-9891
0s Ange : )
. ) Created: 7M2no
USA E-mail:¢"Kenandsue@example cormi )
Web: Groups:
. Profile No.: 1392827
Remarks: ‘
More about Family Members - Summary Switch to Detail View &) Paste | @ Add |
Able/Kenneth...
EEIEEIIL /\ﬁNRelaﬁonship ‘ Age ‘ Birth Date ‘ Gender‘ First Name ‘ Middle Name ‘ Last Nam_
Remarks
Marketing Codes Vie a Able/Kenneth Prmary 49  11/15/60 M Kenneth Alan Able
Family Members View, ¥} Able/Susan Spouse 48 6/21/62 H Susan Elizabeth Able
Activities

e |t’s also helpful to save the client’s credit card information to his or her profile. To enter/review credit

card information, click on the Credit Cards link.
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Leisure - Able/Kenneth Credit Cards

Interf 1D: 3105559891
Phone: +1(310)555-9891 | oC
Fax. Primary Agent: Rebecca
- Created: 71210
E-mail: kenandsue@example.com i
o Groups:
. Profile No.: 1392827
‘ Remarks: ‘
General Info
Remarks

Edit  Credit Card VI VI41200-1111 12/31/15  /Kenneth A Able Visa USBank

Marketing Codes
Family Members
Activities

Credit Cards

| ovaltv Proorams

STEP 3) Once the client’s profile is up-to-date, create a new Res Card. Either click on the Res Card button in the
button bar, or select the Res Cards link in the More Info area and click Create Res Card.

Res Card

Leisure - Able/Kenneth Res Cards
Interf; ID: 3105559891
Phone: +1(310) 5550801 o o©
Fax. Primary Agent: Rebecca
- Created: 71210
E-mail: kenandsue@example com i
o Groups:
: Profile No.: 1392827
‘ Remarks: ‘
P L TR
.
General Info
Remarks All Res Cards Active Departed Cancelled

Marketing Codes
Family Members
Activities

Credit Cards

— r

svetHistory

No Res Cards.
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e Eachres card is information on ONE trip. Enter the basic information about this trip, including the
Reservation Cycle, Marketing Source (if told to do so), Region/Destination and a Trip Name.
0 You can include any internal notes in the Agent’s Remarks field.
0 Notice that we've left the Trip Start Date and Trip End Date blank. These fields will be filled in
automatically when we add reservation details later.

Create Date Branch Status
711210 @ [1JApple Travel Agency ~ Active -
Booked -Reservation Cycle Sel- -
E-mailblast -Marketing Source- -

Group

-Group Sel- -

Region

Bermuda & Caribbean -Region Sel- -
Destination

Caribbean - Eastern <, Destination

Prepared for
[1392827] Able/Kenneth
Trip Start Date Trip End Date

.2? 12
Ship to Address

Eenneth Able -
5432 Chestnut Ln
Los Angeles, CA 50045

Trip Name Locator Mo.

ruise 2011|

Bill to Address

Eenneth 2ble Fs
5432 Chestnut Ln
Los Angeles, CA 50045

Agent Remarks
|sz§t_tiﬁ; cruisers.

Done
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e Add/edit passengers by clicking on the Passengers link in the More Info About This Trip menu. To add a
passenger, click Add. To edit/remove a passenger, click Edit next to his or her name.

Res Card - Able/Kenneth Passengers
Res Card No.: 243635 Agent: Rebecca Trip Name: Caribbean Cruise 2011

Res Total: 0.00
. Status: Active Trip Start Date:
Invoiced Total: 0.00

Balance: 0.00

More about this trip... Passengers

General Info

Res. Cycle: Booked Trip End Date;

-

Passengers Hame Last Name First Name |Type | Primary

esenations Edit  Able/Kenneth Able Kenneth Adult M

Invoices
Itinerary Report
Activities
Attachments

More Fields
Claea Das Card

e After clicking add, select the traveler from the dropdown menu, then click Save.

Res Card - Able/Kenneth MNew Passenge
Res Card No. 243635 Agent: Rebecca Trip Name: Caribbean Cruise 2011
Res Total: 0.00
es 1o Status: Active Trip Start Date:
Invoiced Total: 0.00
Balance: 0.00 Res. Cycle: Booked Trip End Date:
@ save | |§:’ﬂ Cancel |
Passenger

Passem

Type
Adult - [ Primary

e

|@ Save | |r,'?'| Cancel |
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e C(Click on the Reservations link, then Add Reservation. In this example, we’re going to create a cruise

reservation.

Res Card - Able/Kenneth

Reservations

Res Card No.: 243635 Agent: Rebecca Trip Mame: Caribbean Cruise 2011
Res Total: 0.00
es_ ¢ Status: Active Trip Start Date:
Invoiced Total: 0.00
Balance: 0.00 Res. Cycle: Booked Trip End Date:
More about this trip... Reservations TR &) Paste | ¢~ Add Resenation —

General Info
Passengers
eservations
Invoices
[tinerary Report
Activities
Attachments
More Fields

Close Res Card

e Enter the first few letters of the vendor’s name, then select from the dropdown list. Also enter the
vendor’s confirmation number.

Mo Reservations.

e Rasanatinn——"]
Air

Hotel

Car

Insurance
Miscellaneous
Rail

Tour

Senice Fee
Transportation

O You can also enter the duration of the trip, number of passengers and number of cabins.

Cruise
Date Reserved

71210

Booking Status Promo 1D

@ Confirmed -

‘-Iermf‘;_..-—-..____.\

Booking Method

Reservation Status

Duratian
7
In
Mo -

Domesticinternational

-
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arnival Cruise Line
arnival Cruise Lines

d Outside CB

PR R A e et

[ - Booking Method -] -

[ - Resemvation Status -] -

Mo, of Pax
2

Mo =

ssued through AR

Host Code
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e Enter the base fare, total taxes and commissions. Note that the client’s total will equal the Base+Taxes,
so in the example, the trip total is $2,500.00.

e Anyremarks you enter in the Itin/Invoice remarks box will appear on the client’s trip documents. Any
remarks entered in the Agent Remarks box will only be visible inside CBO.

e C(lick Save at the bottom of the screen.

Passengers

V| Able/Susan

¥ Able/Kenneth

Commission
0.00 g, 280.00

500.00

#1al Fayment Due Oiate;

122210 [12)

[tin/Invoice Remarks
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e Clicking Create Reminders will automatically create a reminder for both the deposit due date and final
payment due date.

e After saving, scroll to the bottom of the reservation screen.

o Click Edit next to the service provider record.

Payment Due Date ) Create Reminders

Deposit Due Date: 07/16/2010
Final Payment Due Date: 12/22/2010

Itin/invoice Remarks

Agent Remarks

Service Provider ﬁ G — Add Senice Provider — ~
| | Type Start Date End Date Service Provider Code
View @ Cruise Carnival Cruise Lines CCL
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e On the Service Provider Screen, fill in the ship’s name and start date and end date. You can fill in as
many of the other details as you’d like to appear on your client’s trip documents. Click Save.

Carnival Celebration [ - Senice Provider — ] -

0/2372011 @ 10/30/2011
Category

Deck Cabin/Room
B I 7013
Dining

Resened [ - Cruise Dining -] =

Smoaking

MNon-Smoking -

Bedding

Queen Queen -

Description

7-Might Eastern Caribbear

Cruise finerary Print Option

Sort by Date/List Arrive then Depart -

Passengers
AblefKenneth
Able/Susan

Itin/Invoice Remarks

Step 3) In Click on the Generate Invoice button at the top of the screen to record a payment and issue invoice.

g: Generate Invaice
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e Enter any invoice remarks you’d like to appear at the bottom of the screen.

e Be sure to select the correct Travel Type and Submit To, and enter the amount of this payment.

e Click Preview. If the amounts don’t look right on the preview screen, click Close to return to the invoice
screen. If everything looks correct, click Generate Invoice. The invoice will launch in Adobe Acrobat
Reader and can be printed, e-mailed or saved to your computer. The invoice now resides in the Invoice
link in the Res Card from where it can be reprinted or e-mailed as long as your program is setup with
SMTP e-mail.

A Cancel | & Customize Format |

@ Preview |

& Generate Invoice |

Issue Date 07/13/2 1% Invoice for |Ab|e.l'Kenneth

NE are pleased that you'wve chosen Travel With the Stars.

wngly recommend the following:

F Y

Branch |EJ

Locator Mo. |

Remarks

G
TP Balance Due Date 12/22/2010 @ roup |

W

Farm of Payment
Credit Card -

Check/ CC Mumber

A1 11111111117 -Select Credit Card- -

Category Cruise Confirmation No a97x1234 Pass Name Agent Rebecca
WVendor Carnival Cruise Lines Depart Date 1002312011 Start Ticket No
Pazszenger  Able/Kenneth;Able/Susan; Return Date 1043002011 End Ticket No
1.0 Base | Tax | Comm |Total Fare| ;ravel Type -~
Total | | | | ShipDpst  ~
sale @ Submit.to
Wsed Supplier -
ths Invoice (500,00  |0.00 0.00 v
Agent
Agent Amount % Rate
Rebecca [ — Select Agent —] = 0.00 0.00 . _More Agents [1["_____.§|
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ifrsnice W, J45E

ABC Travel Co Invelos Date - 7/122010
1254 tlain =1 Trwenl Consuiiant : Rebeoca
Ly Towm, LIS droug ke
LoE 1234057 Pagis bz - o
Kerrelh Able
5832 Chesinut Lr

Los Argeles, TA 50045

Cniice Recarvaiion
bl L Camval Crulse Linss Confinmatisn Mg, SFX1234
Brecking Slalus ¢ Confimed Dufitien L7
M il Calbsifcs i1 Mo of Pastetgers | 2
Epan Dale + 107232011 Emd Darim + 0O
Pkt gers ¢ AbimEEnneth; Abls'Susan
Crules
Camival Celebration
Egan Dale 10232011 End Duie 10300 £
Gy B D T
CabinFeam ToE Dining Riegenved
i ey Fon-Smoking requesied Bmiding EL=an
(LSS TR T-ght Eastem Carbbean
_Eae - ol
Resereyion Totals ] 2,000.00 ¥ snouac 3 ZE00.00
Pirior Invoice Tolals H o.oa H [ifla o 3 0.
This Imsolkce Totals: ] 500.00 % 0ac 3 SOo0.o0
Fak By Credk Cand W 3000000001 111: {5000
Balance due on Dec 22, 2H0:05 Z 00000

8= are pleased that youtse chosen Trase! Wi he Stars
8= shrangly recommend the oliowing:

1.) Transd Insurance o profect pour vacation myvesiment. Trip Insurance i strongly recommendsd by o prolsct
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