Trams Back Office

Sabre Card Services

The Sabre Card Services reconciliation option allows TBO users to daily close individual items in TBO that
reconcile to the customer's Sabre Card Services' file by transaction, and to enter a payment for the daily
Sabre Card Services deposit to the user's bank account. Monthly they will record an additional
processing Sabre Card Services Fees.

Notes:

1) All invoices should be entered for the vendor that is designated for capturing the service fee bookings
in TBO.

2) All Service Fee bookings MUST be Supplier in TBO.
3) The client side of the Service Fee Bookings MUST be closed with FOP of CC (Not CC Merchant)

4) Insure that the correct Travel Category of Service Fee is indicated for the Service Fee Travel Type
being used in the TBO booking, under Utilities|Setup | Travel Types.

5) In General Ledger|Accounts, set up a new 5000 series chart of account for Cost of Sales - Sabre Card
Services or use an existing Cost of Sale account. In General Ledger| Accounts, set up a new Expense
chart of account for Sabre Card Services CC Processing Fees or use an existing processing fee expense
account. In Utilities| Setup | Travel Types, set up a new Travel Type for Sabre Card Services CC Processing
Fees or use an existing fee travel type. Insure that the correct Travel Category of Service Fee is indicated.
In Utilities| Setup | GL Accounts, link the Sabre Card Services CC Processing Fees Travel Type to the Cost
of Sales - Sabre Card Services GL Account, so the EOP will correctly handle the processing fee invoice
created when saving the Sabre Card Services reconciliation.

6) Agency will contact Sabre Card Services and request Sabre Back Office report be added to the
agency's list of Merchant Reports.

7) Refunds are not currently reconciled. Refunds do not reconcile because the client payment is closed
to CC.

Daily

Step 1) The Sabre Card Services users log in to the Sabre Card Services website with their user name and
password:

https://www.merchante-solutions.com/jsp/secure/b2f/b2flogin.isp

Once logged in, click Merchant Reports from the Main Menu, and on the Merchant Reports screen, click
Sabre Back Office Report.


https://www.merchante-solutions.com/jsp/secure/b2f/b2flogin.jsp
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Set the Date Range on the Sabre Back Office Report to include the transactions to download and click
Select.

When the page refreshes a dollar amount link will be on the right hand side of the table displayed below
the Date Range. Click on the dollar amount link for the Net Amount of the transactions to download.
Once the dollar amount link has been clicked, a window appears prompting to save the file to the
computer. Be sure to click Download all Details. This is the file to import into the Trams Back Office
Program for reconciliation.
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Step 2) The TBO user reconciles via the Payments |Import Reconciliation using the option that reads the
Sabre Card Services file. TBO also reads the amount of Sabre Card Services fees that apply to the file and
adjusts each booking by the amount of the fees involved. This insures that when agents are paid for any
portion of the service fees, they are paid on only the net portion after processing fees that the agency
actually received. Upon saving the Reconciliation an Invoice is created for the remaining amount of the
processing fees to be charged by Sabre.

Saving the reconciliation closes off the vendor side of the bookings, so nothing more needs to be done
with the bookings.

a. Open the Payment Import Reconciliation screen in TBO.
b. Select Sabre Card Services as the Payment Source.

c. Select Payee Name for the vendor profile. This may be the same as what is assigned on the client
invoice. Payee Name chosen will be viewed on the Check Register and Bank Reconciliation.

d. Select the Bank Acct the Sabre Card Services will be deposited into.

e. Payment Date is when the gross charges for the file being reconciled will be deposited in the bank
which is usually 8 business days from the date of the transaction. (Fees created and included in the daily
file for June 9, 2012 would be deposited into the bank on June 17, 2012.)

f. Select a Pay Method of EFT so the payment created on saving will appear on the Check Register and
Bank Reconciliation.

g. Click Import Filename and locate the file downloaded from the Sabre Card Services website.



h. Click Import and reconcile the file.
i. When reconciled, click OK to save the reconciliation.

j. When prompted for creating an Invoice or Voucher for the left over amount of the fees charged, select
Invoice. Enter a Client, usually the agency, and enter an Agent if desired. Select a Travel Type for the
Sabre Card Services CC Processing Fees travel type created in Utilities | Setup|Travel Types.

k. Click OK to save the fee invoice and the reconciliation.
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Monthly

Enter a Payments| Withdrawal for the monthly amount of the Sabre Card Services CC Processing Fees
deducted from the bank account. Journalize to Sabre Card Services CC Processing Fees expense GL
account to reflect the expense for the fees charged.

- ' -
2 create new wino s . x|
Aot 105
Fameacty
e e ] - Fayment Dae V10002 Abie MaS meris, foe it awsl
Back Az | Owachng -
Semgen * mce Peterence
I -~
| o Crvate Savw mmgmay Sy 0000 o e
Jowwenl Evey Newber 3
Acseny Duse W10 Caw oy -
- Jve Me | rortha, e e ey AN
Ermats
|
Accoadt tome | luras Dt e
£160 Datea Mal L0 Socssung f ans i
i D g
-
AGIND  AGTt N Branch  Owbt amount  Owit Anows Femass  Thowg Dot
webt fangs  Ohexchang
B Mow oS CC Frocerimg Foes vin ot
e ¢
Mo Uawe
o Cancsl
4
1 Detat Tone Ll
recst T oww 1
o warcel
S




