ClientBase Online Basic Invoicing
ATRES

Step 1. Mark www.clientbaseonline.com as a trusted site in Internet Explorer

* Open Internet Explorer and navigate to www.clientbaseonline.com.

e Open the Internet Explorer Options dialogue by pressing ALT-T, then choosing Internet Options from the list.
* Click on Security, then the green checkmark Trusted Sites, then the button labeled Sites.

* Click Add to include www.clientbaseonline.com in the list of trusted sites, then click Close.
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Step 2. Find the client’s profile using 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 Create New: Profile in the menu items.

Merge Options - Create New: Profile w ResCard Note Mailer Reminder Reports -

Find Profiles by...

Profile Type w | Leisure v

Profile Name/Company

./ COUNT First | Previous | Next | Select Columns | Sort by Columns | Saved Searches

Profile Type Interface ID i Communication Entry

Cview N~ L Able Jr/Kenneth 4195553152 Fargo ND 48312 +1 (419) 555-3152

* Ensure that the client profile includes accurate and up-to-date information:
*  Onthe General Info page, check for Address, Bill-to and Ship-to address(es), primary telephone number and
primary e-mail address. If your agency uses Trams Back Office, there must be an Interface ID.

* Onthe Travelers page, ensure that each traveler is listed and includes at least his or her legal full name. If a
traveler is not listed, click Add and enter the traveler’s legal first/middle/last name. Birthday and Passport
information goes in this area.

Leisure - Able Jr/Kenneth Travelers

Mr. Kenneth Able Jr E-mail: kenandsue@sample.com Marketing Codes: 28 Primary Agent: Beth Vollmar

FE e Cell: +1 (419) 555-3152 Primary Traveler Able Ji/Kenneth Alan Created: 2/12/12

4563 Maple Tree Ave :

Fargo, ND 48312 E-mail. ken@example com Groups: STANFORD ALUMNI Salutation: Mr. Able Jr )
E-mail: sjones@yahoo.com Interface 1D 4195553152 o

Profile No.: 5438290

Remarks: VIP - Client since 2001

izﬁa “:‘jrmennem Travelers - Summary Switch o Detail View Tl Q. SEARCH @ ADD
General Info Name Relationship Primary Age Birth Date Primary Phone Primary Email Primary Fax P
Communications view $¥= Able Ji/Kenneth Alan Primary Y 60 04/29/1960 +1(419) 555-3152 ken@example.com
Remarks View T¥~- Jones/Susan Weeble Spouse N 59  09/22/1951 sjones@yahoo.com
Markeling Codes view $¥= Ablelon Wiliam Son N 25 1104/1995
View $¥= Able/Abigail Ann Daughter N 3 01/02/1930

Activities

oradid Moareds

It’s also helpful to save the client’s credit card information to his or her profile. To enter or review credit card
information, click on the Credit Cards page. If the client has frequent flyer, hotel, cruise or car loyalty numbers,
these go in the Loyalty Programs page.
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Leisure - Able Jr/Kenneth Credit Cards

Mr. Kenneth Able Jr E-mail: kenandsue@sample.com Marketing Codes: 28 Primary Agent: Beth Vollmar

Susan Jones ) - - ) : ) ' s

4563 Maple Tree Ave Cell: +1 (419) 555-3152 Primary Traveler: Able JrfKenneth Alan Created: 2/12/12

Fargo, ND 48312 E-mail: ken@example.com Groups: STANFORD ALUMNI Salutation: Mr. Able Jr "9

E-mail: sjones@yahoo.com Interface ID: 4195553152 amta
Profile No.: 5438290

Remarks: VIP - Client since 2001
About Credit Cards - Summary Switch io Detail View ADD
Able JriKenneth

General Info Card Type Exp Date Name on Card Card Description  Issud

Communications

Edit Credit Card Vi 1234-XXKX 12131722 Visa

Remarks

Edit Credit Card  Able Jr/Kenneth Alan W VI 44300041111 33121 Kenneth Alan Able Visa

Marketing Codes
Edit Credit Card  Able JiKenneth Alan  AX A IT-X000-2004 THZ23 Kenneth Alan Able Jr  American Express
Travelers

Activities

Credit Cards

Loyalty Programs

Step 3. Create a Res Card

¢ Select Res Card in the menu bar, or select the Res Cards page and click Create Res Card.

Merge Options Create New: PNR ResCard Live Connect Note Mailer Reminder

Leisure - Able Jr/Kenneth Res Cards

Mr. Kenneth Able Jr E-mail: kenandsue@sample.com Marketing Codes: 28 Primary Agent: Beth Vollmar

Susan Jones . c £ ; , . . LT

4563 Maple Tree Ave Cell: +1 (419) 555-3152 Primary Traveler: Able Ji'Kenneth Alan Created: 2/12/12

Fargo, ND 48312 E-mail: ken@example.com Groups: STAMFORD ALUMMI Salutation: Mr. Able Jr D)
E-mail: sjones@yahoo.com Interface ID: 4195553152 =0

Profile No.: 5438290

Remarks: VIP - Client since 2001

About Res Cards - Summary Switch fo Defail View
Able Jr/Kenneth
General Info Filters
All Res Cards Aclive Departed Cancelled

Communications

Remarks Res Card No.  Status Locator Trip Name Create Date  Region

Marketing Codes

View n-- 77591416 Active Anniversary Trip 2021 1174120 Bermuda & Caribbean
Travelers
View -n-- 77413391 Active Trip Mame 9/9/20 Bermuda & Caribbean Direct Mi
Activities
) View ﬁ- 76385222 Active African Safan 316720 Africa
Credit Cards
View -n-- 73380194 Active Cancun Lead 1111419 Bermuda & Caribbean Internet
View ﬁ' 73345514 Active DLV 2(28M19 E-Blast
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* Each Res Card is information on ONE trip. Enter the basic information about this trip, including the Reservation
Cycle, Region, Destination, a meaningful Trip Name and any other fields you are instructed to fill out.

* You caninclude any internal notes in the Agent’s Remarks field which has unlimited room, so you don’t have to
copy notes on your yellow pad or in a folder on your desk.

* 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.

Res Card
Agent

Beth Vollmar [ — Select Agent — ] b

Create Date
49121 73)
Branch
[0]Jet Set Travel W
Status
Active b
Reservation Cycle

Booked -Reservation Cycle Sel- W

Marketing Source

E-Blast -Marketing Source- W
Group

-Group Sel- b
Region
Mexico & Central America -Reqgion Sel- L
Destination
Cancun | Ol DESTINATION

Prepared for

[5438290] Able Jr/Kennsth D

Trip Mame Locator No.

Spring Break 2022

Trip Start Date Trip End Date

e Add or search for travelers by clicking on the Travelers page in the More about this trip menu.

O To add a traveler, click Add Traveler.
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0 When adding a Traveler, ClientBase Online will automatically search your database to find a match in
other profiles. If it finds a match, you will be prompted to select the traveler it found or to add it as
new.

o0 To remove a passenger, un-check the box to the left of the name.
o0 If you are importing a reservation from Live Connect or a PNR, you do not need to insert passengers.

Res Card - Able Jr/Kenneth

Edit Traveler

Res Card Totals Res Card No.: 78145207
Currency Trip Total USD Agent Beth Vollmar
Res Total: 0.00 Status: Active
. Invoiced Total: 0.00 Res. Cycle: Booked
About this trip: Balance: 0.00 Trip Name: Spring Break 2022
Trip Start Date:
General Info Trip End Date
Reservations
Invoices
Activities
elers ADD TRAVELER v # EDIT
Attachments
More Fields Wiiddle Name
% Close Res Card Able JriKenneth Alan Able Jr Kenneth Alan Adult Y
Jones/Susan Weeble Jones Susan Weeble Adult N
AblelJon William Able Jon William Adult N
Able/Abigail Ann Able Abigail Ann Adult N

* Click on the Reservations link, then select the type of reservation by selecting the appropriate travel category
icon in the header. In this example, we’re going to create a tour reservation.

Merge Options « Generate Invoice  Trip Proposal PNR  Live Connect Note Mailer Reminders -

Res Card - Able Jr/Kenneth Reservations X

‘ Reservations

Res Card Totals Res Card No.: 78145207 Add Reservation
Currency Trip Total USD Agent: Beth Vollmar _
Res Total 0.00 Status: Active B =9 % e}
Invoiced Total: 0.00 Res. Cycle: Booked
Balance: 0.00 Trip Name: Spring Break 2022 air Hotel Car Cruise Tour
Trip Start Date:
rEaneE @ @ o o
Ra Transportation nsurance Service Fes Mizcellaneous
General Info No Reservations.
Travelers

Invoices
tinerary Report
Activities
Attachments
More Fields

» Close Res Card
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* Enter the first few letters of the vendor’s name, then select from the drop-down list. The vendor must reside in
the database. If it does not, the vendor will need to be added to the database.

* Enter the vendor’s confirmation number or record locator # (if applicable).

*  You do not have to enter a lot of details to do a simple invoice unless you have been instructed by your manager
to do so.

* 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 $5000.00. If you use the Charge As ‘Per Persor’, it will multiply the Base+Taxes times
the number entered in the No. of Travelers field.

* Enter a Deposit Due Date and Final Payment Due Date. Once the reservation is saved, you will have the ability
to create Reminders. This is an important step so for following up and to ensure nothing falls through the
cracks.

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

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

Tour ¢» LIVE CONNECT

Date Reserved Biooking Status Promo 1D
41921 ("8 confirmed v
Vendor

Delta Vacations

Confirmation Number Record Locator

12BC4TL

Booking Method

Webszite [ -Booking Method— ] w

Reservation Siatus

Confirmed [ --Reservation Status— ] hd
Duration MNo. of Travelers

5 4
Invoiced Outside CB Issued through ARC

MNo ~ || No v
Domestic/international Host Code

International hd hd

Travelers
Able JilkKenneth Alan
Jones/Susan Weeble
Able/Jon William

Able/Abigail Ann

Cost Charge As: | Tota v] # ITEMIZATION

Base Tax Commission

4500.00 500.00 0.00 9% | 658.00 0.00 e

Total:
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Payment Due Date

Deposit Due Date Final Payment Due Date
04/15/2021 (™) os01/2022 (™
Itin/lnvoice Remarks
|
P
Agent Remarks

—
Qo - P

*  After saving, the Service Provider area appears for you to complete the reservation. A Service Provider is what
the vendor sells (i.e., Princess Cruise Lines may sell the cruise, insurance, a tour, etc.). These all go in one
reservation and are added one at time if you want them listed, under the Service Provider Area.

* On the Service Provider Screen, fill in a description of the tour (if this were a cruise reservation you could put the
name of the ship) and the Trip 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. Any remarks entered here will appear directly under the tour
description. Click Save.
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Tour

Service Provider

Private Chichen ltza [ -- Service Provider -- ] W
Start Date End Date

ogiot2022 2] 0a/01i2022 E
Tour Name

Tour Description

Address
Address Line 1 Address Line 2
City State Zip Code Country
Phane FAX
[ Print on Inwoice/Trip Proposa
Travelers

Able JrKenneth Alan
JonesiSusan Weable
Able/Jan William
Able/Abigail Ann

Itinlinvoice Remarks

tour of the ruins.

-
[The stunning Mayan city of Chighen ltza is a3 UNESCO World Heritage site, and also named one of the Mew Seven Wonders of the World. Take advantage of free time to explore the area and

its fascinating archeology.

Tour Includes:

Fick up at your hotel and private round-trip transportation in air-conditioned van v
Entrance fee to archeological site of Chishen liza v

e Continue adding Service Providers.

Clicking Create Reminders (if you have put dates in the reservation) will automatically create a reminder for both
the deposit due date and final payment due date that will appear on your daily to-do list in the Activity Manager.

CREATE REMINDERS

Payment Due Date

Deposit Due Date: 04/15/2021
Final Payment Due Date: 04/01/2022

Itinfinvoice Remarks

Agent Remarks

Service Provider G G [— Add Service Provider — V]

Start Date End Date Service Provider

View Edit Tour 811/22 8/1/22 Private Chichen Iiza 5437773
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Step 4. Generate an Invoice

* Click on Generate Invoice on the menu items to record a payment and issue an invoice.

Merge Options Generate Invoice  Trip Proposal MNote Mailer Reminders -

Res Card - Able Jr/Kenneth Tour Reservation
Res Card Totals Res Card No.: 78145207
SlEB Tour Reservation
Currency Trip Total USD Agent: Beth Vollmar
Res Total: 5,000.00 Status: Active .
Invoiced Total: 0.00 Res. Cycle: Booked \endor: Delta Vacations Currgncy usD
Balance: 5,000.00 Trp Name: Spring Break 2022 Start Date: 06/01/22 gafe- igggg
: . End Date: 06/01/22 ase. 0.
I Start Dete 06/01/22 Booking Status: Confirmed s TULEL
Trip End Date: 06/01/22 o ) Com: 658.00

Reservation Status: Confirmed Net Fare: 4,342.00

* Enter or select any invoice canned remarks you’d like to appear at the bottom of the invoice by clicking on
Remarks.

e Select the correct Form of Payment.

* Besure to select the correct Travel Type and Submit To.

*  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 Res Card
reservation to fix any issues. 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 email.

* Go to http://static.trams.com/tramslibrary/documentation/cbo/cbosmtpemailsetup.pdf for directions on
setting up CBO to email from the program.
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@ GENERATE INVOICE [ Q. PREVIEW l l f CUSTOMIZE FORMAT ] [ ¢ CANCEL

O Include Refunds lssue Date | 04/09/2021 IB
hank you for booking with Jet Set Travel. We appreciate your business. - Invoice for | Able JriKenneth
**=** Please Mote: All prices are subject fo change and are based on availability. *=** - Branch |0
§75.00 administration fee will apply to all cancelled bookings. Y Locator No.
' — Group
" Trip Balance Due Date | 04/01/2022 IE
T —
Invoice Payment
of Payment Check / CC Number
Credit Card 1234-000¢ -Select Credit Card- A
e —
1.0 Tour Reservation A
"
‘endor Delta Vacations Confirmation No 12BCATL Traveler Mame Travel Type \
Tour-Dpst A
Traveler Able JriKenneth A . Depart Date 06/01/2022 Start Ticket Mo B
Submit to
Supplier hd
Agent Bath Volimar Retum Date 06/01/2022 End Ticket No [sueo )
M o

\_/

Currency: USD

Sale @) Base Tax Comm Total Fare
Total 4.500.00 | 500.00 658.00 5,000.00
Mot Invoiced 4.500.00 |500.00 658.00 5,000.00
<"|I_1|_is Invoice -4,500.00 00.00 658.00 5,000.00

Agent
Agent Amount % Rate
Beth Vollmar [ — Select Agent—] ~ 0.00 0.00 m
Booking Payment
Form of Fayment Check { CC Number
Credit Card W 123430000 -Select Credit Card- b

e ——
@ GENERATE INVOICE Q. PREVIEW » f CUSTOMIZE FORMAT ] [ ¢ CANCEL
e |
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Travel the Waorld, Inc.

133 Adams Street, Suite 2

™ Amywhers, ZY 01234
info@traveltheworldinc.com
(939) 288-7777

Mr. Kemneth Able Jr
Susan Jones

4563 Maple Tree Ave
Fargo, ND 48312

Invoice No. - 1331

Invoice Date - 4/0/2021
Travel Consultant : Beth Vollmar

Group No. :
Fage No.: |i

|_Tnur Reservation

Vendor : Delta Vacations

Booking Status  : Confimmed Duration -5
Mo. of Travelers -4
Start Date : 5312022 End Date - BiE2022
Travelers : Able JrKenneth Alan; Jones/Susan Weeble; Able/Jon William; Able/Abigail Ann
Tour

Private Chichen liza
Start Date D BM2022 End Date - Br2022

The Ritz-Cartton Cancun

Confirmation No. - 12BC47L

Checkdn  : 5/31/2022 3:00 PM Check-out - B/5/2022 11:00 AM
Room Type  : Ccean View Smaoking : Mon-Smoking requested
Bedding - Kimg
Base Tax Tosl
Reservation Totals 5 4,500.00 5 500.00 § 5,000.00
Prior Imvoiced Totals 5 0.00 5 000 3 0.00
This Invoice Totals 5 1.000.00 5 00D 5 1.000.00
Paid By Credit Card 12343000: 5 (1,000.00)
Balance due by Apr 01, 2022: 5 4,000.00

Thank you for booking with Jet Set Travel. We appreciate your business.
""" Please Mote: All prices are subject to change and are based on availability. ****

A F75.00 administration fee will apply to all cancelled bookings.

www_clientbaseonline.com

Step 5. Update Marketing

* Important! Go back into the client Profile > Marketing link and make sure to check off any marketing codes you
learned when doing the invoice. This is for marketing purposes and especially important if you belong to a

consortium.

Using ClientBase to Create a Res Card with a Reminder to Follow-up for a Trip Inquiry

1. For every client trip, find the client profile. If no profile exists, create a new one.
2. Inabrand new client profile, make sure the profile contains the following info: Full name, phone and email. (If
this client books the trip, you can go in later to put in Address, Family Members, Credit Card info., etc.)

3. Click the Res Card icon in the menu bar:
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Merge Options « Create New: PNR ResCard LiveConnect Note Mailer Reminder

Leisure - Allison/Vicki General Info X
Vicki Allison Home: +1 (213) 738-9219 Marketing Codes: 16 Primary Agent: Beth Vollmar

LU0 S e LT E-mail: vaison@earthlink.net Primary Traveler: Allison/Victoria Created: 3/18/13 [[DD

Redondo Beach, CA 90277 ’ : ” ’ -

Groups Salutation: Vicki 0

Interface ID: 2137389219

Profile No.: 17393715

4. Inthe new Res Card, choose Under Consideration as the Reservation Cycle (always use drop-downs if available),
enter a meaningful Trip Name (used to find Res Card in profile or Res Card Manager), and Add Region and
Destination (for marketing purposes). Start typing all your notes for the trip in the Agent Remarks tab.

5. Click Save.

Rev. 04/21 ClientBase Online Basic Invoicing 12



Res Card

Agent
Beth Vollmar [ — Select Agent — ]

Create Date

4/9/21 K1

Branch

[0}Jet Set Travel

Status

Active

Reservation Cycle

Under Consideration -Reservation Cycle Sel-

Marketing Source

-Marketing Source-
Group

-Group Sel-
Region
United States -Region Sel-
Destination
Hawaii [ () DESTINATION l

Prepared for

[17393715] Allison/Vicki E

Trip Name Locator No.
Hawaii
Trip Start Date Trip End Date

Agent Remarks

35th wedding anniversary; quoted $3100/pp

6. Click Reminders in tool bar and Create Single Reminder to follow up with customer. This will show up on your
to-do list for you to handle:
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Merge Options « Generate Invoice  Trip Proposal

Create Baiched Reminder

Res Card - Allison/Vicki Genera

7. Important! Go back into the client Profile/Marketing link and make sure to check off any marketing codes you
learned when doing the trip inquiry.
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