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Some agencies today are choosing to change the way they make their bookings. Many are dropping out of
ARC/BSP and booking air tickets through a Host Agency. They may also book some or all of their cruise and tour
business with a Host Agency, or continue doing those bookings as they always have. These Independent
Contractors (IC) agents working through a Host Agency, may still operate a store front location, or move into a
home-based environment.

The Host and IC need a method to transfer and process invoice data, and handle payments and commissions. The
following sections outline what steps both the Host and IC need to follow in Trams Back Office and ClientBase.

Host Agency Setup & Procedures

Below are procedures the Host follows to Set Up IC/Host Codes, Transfer/Process Data between the IC and Host,
Query IC Items in TBO, Handle Payments between Host and IC, and Create a Commission File for IC Who Has
TBO.

Setup IC/Host Codes

The Host/IC functions in Trams Back Office and ClientBase need to be "turned on". If you are a Host Agency, IC
Codes are setup, and a Host Code is setup by the IC. With one or both of these codes setup, you are now ready to
transmit or receive IC invoices.

Trams Back Office Setup of IC/Host Codes:

In Trams Back Office, go to Utilities|Setup|IC/Host Codes. As a Host Agency, create IC Codes for one or more
IC's.



TBLAdd/Mo dify IC/Host Codes g@f@

Type |Host - Q
Code |MAG Q

Description |M agellan

Export Branch

Delete
T_l,lpe| Code | Description | E:-cpoltBranc:hl .

Prirt
IC_ ICPLANIT ICPlanit [ s ]

iHost  Mal I agellan

Ok Cancel

Type: From the drop-down select IC.
Code: Enter a free-flow IC code.
Description: Enter a free-flow description.

Export Branch: The Export Branch represents the Branch Number in the IC’s or Host’s database. When using
the IC/Host Export Utility, the records to be exported and imported by either the IC or the Host can land in the
appropriate branch for each database.

Click Add to add the IC code to the data entry screen below, then OK to save.

Note: The IC can set up the Host Code in Trams Back Office or ClientBase if the IC has both products. If the IC
only has ClientBase, then the Host Code must be entered there (see section below, IC Setup & Procedures).

Transfer/Process Data between Host and IC

The HOST receives IC data in the TBO database by two methods.

Method 1: The Host receives IC data in TBO through GDS Interface of IC PNR'’s created in Host GDS. The IC
identifies the PNR it creates with the IC Code (e.g., *ICPLANIT). The *ICXXXX can be added to the AC line of the
PNR, or as a remark line.

The Host Agency does an interface download of the IC records. Invoices can either be captured under a single
profile (similar to a "house account") when IC alone is maintaining customer relationships and marketing; or
invoices can be captured under multiple profiles if Host supports IC marketing efforts.

The IC Code is captured for each invoice at the invoice level, and Host Code is captured at the booking level.



B¢ Edit Booking CranefMartin;CranefRhonda Ship-Finl (Invoice # 100035)
1 General Info ] 2 FRemarks 3 Expanded Fare Info l 4 More Taxes ] b Agents ] EUDID: ] 7 Seaments ] 2 Foreign Currency

Fare Saving [nfo Final Pavment Info
Face Valus | Met R enit -300.00 Diue Date [3/5/2010
% Markup +/Digcount - 0.00 Jo— 305,95
High Fare | 0.00 L Fare 0.00
Cornnn At 164.80

Fare Code | Crig Comm
Ticket Info

Hatel/Car [nfo Ticket Deszig.
Mumber [n Party |2 Tour Code I—

Mumber OF R ooms/Carz [ E-Ticket

Drescription Booking Rec Loc |IX==C0C

Comrm Track CC Ha |

Host Code |HOST =

Hiztary | | | Ok, | Cancel | Mew Booking Copy Booking

Decide how the host will track the IC’s bookings.

1) Will they be under a single house account? If so, create that house account and assign an interface ID
for it.

2) If not, ensure that both the host and IC understand the host’s policy for creating interface IDs (phone
numbers or some other system).

3) If the numbering system for interface IDs differs, note that as well.

Ensure that both the host and the IC are using the same vendor ID interface IDs and agent interface IDs.

Ticket and issue the invoice as usual. When the host interfaces with the GDS, the PNR will come through normally
with the addition of the IC’s code and the client’s marketing ID.

On a regular basis (daily, weekly, etc.), the host will use the IC/Host utility to create an export file for all of the IC’s
invoices for that period. The host would then e-mail (or deliver some other way) the file to the IC.

The IC would import the file sent by the host. The process is almost identical to interfacing from the GDS directly,
except the user goes to Interface -> Import from File and selects the file the host sent. The IC would then go to
Interface -> Process as normal.

The interfaced records will include all of the bookings in the original record. Supplier and Comm Track bookings
come through as normal. ARC bookings are converted to Supplier bookings since the IC will not be doing the ARC
report. All of the bookings will also be tagged with the host code.

Method 2: The Host receives IC data in TBO through a file of CB invoices created by the IC using the Trams
Export Utility (see section below on IC set up). The IC identifies ClientBase invoices with a Host Code when
creating new reservations. This Host Code is setup with the name of the Host, i.e. MAG. The IC can export only
Tour/Cruise bookings created in ClientBase (OR) the IC can do a PNR Import of PNR'’s created in the Host GDS
and export Air/Car/Hotel bookings in addition to ClientBase booked Tours and Cruises. The IC then produces an
export file by using the Trams Export Utility (see IC section below for creation of this file), and sends it to the Host.
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Note: The presence or absence of the Host Code in the reservation determines whether an invoice is included or
excluded in the Trams Export Utility file sent to the Host.

Note: To limit the possibility of duplicate invoices being created in the Host database, many Hosts desire to import
Invoices/Bookings from each IC into a separate branch in the Host's Trams database. Trams has established
special pricing for a Host agency that wants to do this, only for "IC Branches". Normal agency locations cannot be
included in this pricing. The price for ten IC branches can be obtained by contacting your Trams and ClientBase
Products and Services rep at http://www.trams.com/home/contact/sales _representatives/. The Host would
purchase the bundle of ten IC branches up front. As IC branches are added by the Host, they would need to call
Trams Marketing with the details for each IC, before the Serial Numbers and Access Codes are provided.

The Host interfaces the IC exported file into TBO by going to Interface|lmport From File and processes the file
like any other GDS interfaced records, by going to Interface|Process. The Host receives a message that the files
have been imported. Invoices can either be captured under a single profile (similar to a "house account") when IC
alone is maintaining customer relationships and marketing; or invoices can be captured under multiple profiles if
Host supports IC marketing efforts.

Note: When new profiles are created as a .txt file using the Trams Export Utility, they are created the same as if
interfaced from a GDS. Fields captured in a new profile are:

*Name *Address *Interface ID *Primary Phone Number *Primary E-mail Address

Host Sends Invoices/Bookings Created by the IC
through the Host GDS

IC Has Trams Back Office: The Host sends a file to the IC that DOES HAVE TBO, using the Trams Export Utility.
The Trams Export Utility and more information is found on the Trams Website at
Sabretravelnetwork/trams|Products|Trams IC-Host Export Utility or by clicking here:
ftp://ftp.trams.com/pub/updates/utilities/export.exe. Make sure to save this file to Program
Files|Trams|Common Files.

TRAMS Export Utility 1.07.02.001

| J | | Dizconnect Load Start Irw Rec Mo |
From Date ToDate Target Branch  Starting Invoice Rec Mo

|51/2010 |531/2010 | | I~ Save Ending Inveice Fec Mo
Export Filename

|C:\TEMP\TEMF‘.T><T

Target IC Cade Sender's Host Code
& HosttalC  [ICPLANIT | |Mas

wport Farmat
|TBD Interface [Single Booking) j

" ICToHast | I |

e

(" Direct Export [Mo Data Mapping is Done) I

Export | Close |




Database: Select the database from the pull-down menu (default is Trams).
User Name/Password: Enter User Name and Password for database, click Connect.
From/To Date: Enter dates you want to create export file for.

Export Filename: Enter the path to which to save your export file. The example shows the file being saved in a
"temp" folder, but you can create any folder to save the file to, or save it to the "desktop." If you save it to the
"temp" folder, make sure that you have a "temp" folder created on your computer or the export will error out when it
can't find the non-existent folder. If you are exporting more than one file (to two different IC Agencies, for example),
be careful about naming files, as the default gets overwritten each time a new file is generated.

Host to IC: By default an IC code is defaulted, and make sure TBO Interface is the Export Format selected. After
the export file has been produced, e-mail it to the IC.

Note:

e All ARC/BSP bookings are converted to Supplier bookings.

e Only client credit card payment information is extracted. No partial payments or vendor payments are
extracted.

e All exported invoice bookings are stamped with the Host code.

IC DOES NOT Have TBO, but Has ClientBase Only: The IC wants to capture Travel History from GDS bookings
made with the Host. The Host sends a file to the IC that imports Travel History into ClientBase. Use the Trams
Export Utility found on the Trams Website at www.Trams.com|Products|Trams IC-Host Export Utility by
clicking here. Make sure to save this file to Program Files|Trams|Common Files.

TRAMS Export Utility 1.07.02.001

| J | | Dizconnect ‘ Load Start Inv Rec Ma ‘
Fram D ate TaDate Target Branch  Starting Invoice Rec Mo

|5/1/2010 |5/31/2010 | | [~ Savs Ending Invaice Rec Mo
Export Filename

|E:'\TEMF"\TEMF’.T><T

Target IC Code Sender's Host Code
® HosttoIC  [ICRLANIT =] [MAG

" ICToHost | = |
-

" Direct Export (Mo Data Mapping iz Done) I

E spaort | Cloze ‘

Database: Select the database from the pull-down menu (default is Trams).
User Name/Password: Enter User Name and Password for database, click Connect.

From/To Date: Enter dates you want to create export file for.



Export Filename: Enter the path to which to save your export file. The example shows the file being saved in a
"temp" folder, but you can create any folder to save the file to, or save it to the "desktop." If you save it to the
"temp" folder, make sure that you have a "temp" folder created on your computer or the export will error out when it
can'’t find the non-existent folder. If you are exporting more than one file (to two different IC Agencies, for example),
be careful about naming files, as the default gets overwritten each time a new file is generated.

Host to IC: By default an IC code is defaulted. If you have multiple IC's that you are exporting records to, select
the appropriate IC code from the drop-down window. Make sure XML is the Export Format selected.

After the export file has been produced, e-mail it to the IC.
Automate the Host Export Utility using Windows Task Scheduler

The Host export routine can be automated using the Windows Task Scheduler to create files for the IC import.
When setting up the scheduled task, add the command line parameters:

-“FILE PATH TO THE EXPORT UTILITY"-username SYSDBA -password SYSDBAPASSWORD -alias
DATABASENAME -fromdate "=1,-1" -todate "=31,-1" -filename "c:\temp\import.txt" -direct -auto

Example: "C:\\PROGRAM FILES\TRAMS\export.exe" -username SYSDBA -password PASSWORD -alias TRAMS -
fromdate =1,-1 -todate =31,-1
—filename “CATEMP\IMPORT.TXT” -direct -auto

The quotation marks around the export utility path and destination of the import.txt file are mandatory. Pay
careful attention to the dashes and spaces for each of the command line parameters.

Date formulas are required in place of actual dates. In the example “=1,-1" equates to the first of the previous
month. “=31,-1" equates to the 31 of the previous month.

Remember: Make sure system date and time are correct.

Benefit: When entering a date formula, the system converts it to the intended time period to run queries and/or
save them for future use without the need to modify dates.

Example: The following tables contain sample formulas for specifying dates. Mix and match the absolute and
relative parameters in the function. Every data formula must start with an = sign. The first number specifies the day
of the month, the second number specifies the month, and the third number specifies the year. So if you only have
the first number filled in, this means you intend this report to reoccur on this day every month, in every year.

DATE FORMULAS:

If You Want This Enter This
1* day of this month: =1,0,0
Last day of this month: =31,0,0
1% day of this year: =1,1,0
Last day of this year: =31,12,0
Seven days from now: =+7,0,0
Last Monday (will show today if today is Monday) =Mon

A week from last Monday =Mon-1
Next Monday =Mon+1
Three months from now =0,+3,0
Six months ago: =0,-6,0
One year from now =0,0,+1
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Additional information on setting up scheduled tasks using the Windows Task Scheduler can be found here at
www.microsoft.com:

For XP Users: http://support.microsoft.com/kb/308569
For Windows 7 Users: http://windows.microsoft.com/en-US/windows7/Schedule-a-task

Ensure the import.txt file is created in a location where the recipient will be able to download it.

Query IC Items in 7TBO

To query for invoices coded for the IC, go to the Invoice Query screen and use the IC Code field as selection
criteria to find invoices. To find Agent Adjustment items, go to the Agent Adjustment query in TBO, and use the IC
Code field as selection criteria to find adjustments.

Note: Report Generator reports can also be run based on an IC Code selection.

General Advanced l

Depart Date | To | Returmn Date | To |
Invaoice Recard Mo ,7 Inwoice Rec Loc ,7 Booking Rec Loc ,7
Isidesgent |[[ agentaction] =] Qusidedgent [ [
Pazzenger |StartingWith j ‘ Confirm Mo ’7
Ticket Mo ’7 Orig. Ticket Mo ’7 Ticket Type ’m
Bkg Total Fare Fram | To | Subrnit To ’m
Payment Mo '7 ™ Invoiced in ClientB ase @%UQ Code ’—LI

UDID Selection | B B

FightMo | ClentBase Fles CardMo |

Handling Payments between Host and I/C

Host Receipts from the IC: Depending on the payment agreement, the IC sends either a net check or a gross
check to the Host for open cash/check invoices created by the IC. The Host reconciles TBO with payments
made/received to clear out client and vendor balances, and settle generated commissions, and/or service fees.



Host Receives NET CHECK for Open Cash/Check Invoices from IC - Payment #1:

[BlCreate New Payment Received

Amaint 417563

Bemarks

Fayment Type |§EE==)

Payment Date [6/2/2010

Bank Acct |1

FPayment Method |Check

[~ |

Branch | Invoice Reference

CK/CC/Ach No | [T234

j Fayment Group -

Frofile Ty

Clignt Settings l Global Settings ]

Show Invoices/Bookings Far...

" & Different Client
Of Clignts

& Group

m |Independent Contractar, Ihe,

ICCode [ICPLANIT ]

ame On Check

FPay Code

Query
Reset
Sort By
Riefresh
Colurnnz

ndor Mame | Caonfir... | Submit To Total Fare | Commizzion | Met Due &pplied | Client Pay Status | Yendor ... Toggle Clozed |
1,000.00 0.00 0.a0 0.00 Close Al
njet Y acations 12J2)...  Supplier 1.000.00 000 1,000.. 0.00 Open Open =
1.000.00 100.00 n.ao 0.00 Rt
wal Caribbean Intern... 2430, Supplier 1.000.00 100.00 1.,000.... 0.00 Open Open =
250,00 0.o0 0.00 n.oo Partial Payment
rnival Cruize Line 10033, Supplier 250,00 000 25000 000 Open Open - .
2.250.70 225,07 0.00 0.00 Edit Irvvnice
ple Y acations 002, Supplier 2.250.70 22507 2.280.. 0.00 Open Open #
Tiri
< B
Unapplied Total Total Open ]

4176563 |

Balance Due
450070 | 325.07 8 Records

[ Continue entering Payments

Cancel

—
[ Display Pyt # After Saving

Create Client Youcher

3

Yaucher lnvoice
Youcher Mo |‘I|:||JI:||:|8 Branch Mo |IZI JHT TravelSewiﬂ
Group | j Amont |
Remarks |F'jr'l'ﬂt #E4
Client |
IC Code [{IMEEAE[RE
k. | Cancel |

1) After the Host receives check from the IC, the Host goes to Payment|Received.

2) Query for Cash/Check invoices with the Client Open (IC collect payments from customer).

3) Select the Profile Type of Client and enter the name of the IC Agency as the Profile Name.



L Create New Payment Received

Bemarks

Payment Date |6/2/2010

Bank Acct |'|

Branch |

j Invoice Reference
W ame !Indenendent Cottractar, Inc.

Payment kethod]

Profile Type | Client

Client Settings l Global Settings ]
Show Invoices/Bookings For...

" ADiferent Client |

IC Code |ICPLANIT hd

A Group Of Clients |

_Payment Growp | |
Mame On Check | Pay Code

Query
Rezet
Sort By
Fiefrezh

f¢ Al Clients
Calumns
/'IStatug | Issue Date | Invoice # | Type | Pazzenger Name | WYendor Name | Confir... | Submit To Tagale Closed |
1042042009 193 Sale : ]
10/20/2009 199 Sale Florez/Pete Funjet Wacations 1212)...  Supplier = 2
47852000 100035 Sale et
4842010 100035 Sale Crane/MartinCrane/R... FRoyal Caribbean Intern... 2430, Supplier =
4/28/2010 1007 Sale Partial Payment
4/28/2010 1007 Sale JonezMary Carnival Cruige Line 1003, Supplier . .
4304200 1008 Sale Edit Invoice
4/30/2010 1008 Sale Cuzhinglames Apple Wacations 0012..  Supplier i
B/2/200 1000028 “aoucher Frint
2
Unapplied Total Tatal Open Balance Due o
oo | oo | 0.00 9 Records -
[~ Continue entering Payments
oK | Cancel ‘ ™

[ Dizplay Pyt # After Saving

IBECreate New Journal Entry #11

Joumal Entry Number 11

Activity Date |6/2/2010 Journal Entry Code
Bemals Independent Contractor, Inc.
Account Mame & Mumber [rehit LCredit

Add

I =l

Femarks

Ac:c:tN0| Acct Mame | Branch| Debit Amount | Credit Amount | Remarks |
1100 Clignt Balances 325.07
EO10 Agent Commizsions 325.07

Dehit Tatal 32607

Credit Total 325.07

Cancel

Update

4) Select the IC Code, and check All Clients on the Client Settings tab.
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5) Enter the amount of the check which is for the Net Amount on Cash/Check sales. Since the check due the Host
is for the Net Amount excluding any commission, the check is probably less than the amount of the Net Due items
being closed with the payment. If the check is less than the amount open for cash/check invoices, create a voucher
for this payment and do not close any invoices (see Payment #2 below).

Host Receives NET CHECK from IC - Payment #2:

[B{Create New Payment Received

Amount 4.500.70
_ Remarks
N ——
Payment Type |Heceived - Payment Date (6272010
Bank &cct |1 j
Branch | j Invoice Reference:
Payrment Method | Check | CK/CC/AchMa | |‘I234 j Payrment Group -
Prafile T Mame |Indegendent Cantractor, Inc. me On Check | Pay Code
Client Settings l Global Settings] Queny
Show Invoices/Bookings For...
) _ IC Code [ICPLANIT  + _ Resst |
" A Different Client |
Sart By
b Grewp0f Cliert
s | J Refresh
Calurnhs
Status | lssue Date Ireecice # | Tupe Passenger Mame endor Mame Confir... | Submit To Toggle Clased |
Open  10/20/2009 193 Sale Close Al
Open  10/20/2009 193 Sale Flores/Pete Furiet Wacations 12)2)... Supplier _ Goe |
Open 47872010 100035 Sale It
Open 47872010 100035 Sale Crake/Martin.Crana/R... Royal Carbbean Intern... 2430 Supplier =
Open 442972000 1007 Sale Partial Payment
Open  4/29/2010 1007 Sale Jores/Many Carrivval Cruise Line 1003..  Supplier . -
Open 473042010 1008 Sale Edit Invaice
Open 43072010 1008 Sale Cushing/James Apple Yacations 002, Supplier Print
gl
< *
Unapplied Total otal Open Balance Due i
| 450070 450070 | 0.0 8 Records =
[ Continue entering Payments
[~ Display Pymt # After Saving

The Host next creates a second payment for the Cash/Check Commission amounts which is the balance due from
Payment #1 above).

1) Go to Payment|Received.
2) Query for Cash/Check invoices with the Client Open (IC collect payments from customer).

3) Select the Payment Method of Other; the Profile Type of Client, and the Profile Name is the name of the IC
Agency. Add the IC Code and check All Clients on the Client Settings tab.

4) Close all open Cash/Check Invoices the IC is paying for, plus Payment #1 Voucher and create a journal entry to
credit Client Balances and debit IC Commission for the amount of the IC commission retained by the IC when it
issued the check.

All IC invoices are now closed on both the client side (IC check for open client Bookings + adjustment voucher) and
on the Vendor Side with the Host checks sent to and received from Vendors or ARC/BSP.
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Host Receives GROSS CHECK for Open Cash/Check Invoices from IC:

1) Go to Payment|Received.

2) Query for any Cash/Check invoices that are open on the client side (IC collects payments from customer), by
first setting the Profile Type to Client and entering the Profile Name of the IC agency.

3) Add the IC Code and check All Clients on the Client Settings tab. The IC check was for the gross amount on
Cash/Check Sales, so close all open Cash/Check Client Bookings paid by the check received. All IC invoices are
now closed on both the client side (IC Check For Open Client Bookings), and on the Vendor side with the Host
checks sent to and received from Vendors or ARC/BSP.

Host FEE CHARGES to IC:

If 100% commission is returned to the IC, then there should be a transaction fee invoice created by the Host for the
fee charges.

1) Goto Invoice|Sale and create a fee invoice with Total Fare = 40.00, and Commission/Rate = 40.00.
2) Close the fee invoice when saving it with a Payment Received.
3) Select the Payment Method of Other, and the Profile Type of Client, entering the Profile Name of the IC Agency.

4) Create a Journal Entry to Credit Client Balances, and Debit IC Commissions for the amount of the Transaction
Fees. The fees reduced the amount of the Comm Check to the IC - this puts it back in.

[B{Create New Payment Received g@g|
A 3 40.00
B Bemarks
Payment Type |Received - Payment D ate (6242010
Bank Acct |1 j
EBranch | j Ivoice Reference
Payment Method | Other - Payment Group -
Profile Type | Client - Mame |Indegendent Contractaor, [nc. Mame On Check | Pap Code
Client Settings ] Global Settings] Que—lry
Shaow Invoices/Bookings For...
O & Different Client IF-Core =] —
ifferent Clien | Sort By
T AG Of Clignt
foup ients | J Refiesh
" All Clients
Columns
Status| lzzue Date | Invoicet‘;l Tupe | Pazzenger Name | Vendar Name | Canfir... | Submit To Toagle Cloged |
iCloged 473072010 1009 Sale Close &l
Clowed 473072010 1003 S ale independent Contract... G Fess & ipplier g— 038
Invert
Prirt
< b3
Unapplied Total Total Open Balance Due 0
| ooo | ooo | 0.00 2 Recards =
™ Continue entering Payments
[~ Display Pymt # After Saving
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I'BL Create New Journal Entry #12 g@g|
Journal Entry Humber 12

Activity Date |6/2/2010 Journal Entry Code

Independent Contractor, Inc.

Remarks

Account Mame & Mumber Debit Lredit Add |
Remaiks NT=EE
Acct No | Acct Name | Branch | Debit &maunt | Credit Amount | Remarks | Delete
1100 Client B alances 40.00
EO10 Agent Commizzions 40.00 Irevert
Move Up
Fove Diowr

Diebit Tatal 40.00
Credit Total 40.00

Cancel

Host Determines and Pays IC Commission Due

If 100% of commission is to be returned to the IC by the HOST, and only transaction fees are charged by the Host,
the IC adds Agents to bookings as normal. Multiple agents or agent rates are not needed. But if there is a
commission split between the Host and IC, then the IC Agent Profiles need to reflect the commission percentage
that the IC receives from the Host in the Inside Agent field of the profile.

For an IC/Host commission split of 80%, enter this into the Inside Agent Rate field of all the IC Agent Profiles.
These agents should always be indicated as the first agent in the booking. Then the Trams Crystal Host Report —
Comm Due IC - Commission Split Report (see below) used for commission reconciliation will be correct.

Determine Commission Due to IC - 100% Commission Return with Transaction Fees:

1) The Host determines how much commission is due the IC by running Host Report - Comm Due IC - 100%
Commission Return With Transaction Fee (HostReport100PctComm.rpt), a Trams Crystal Report found at
www.Trams.com|Products|Trams Crystal Reports. The report should be run for either Gross (G) or Net (N)
depending on how the IC paid the Host for Cash/Check Sales.
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MBCTRAMS Crystal Report Viewer

ODBC DSH
Usger Mame |SYSDEBA Fagsword "
Report Mame |esktop\TEH Feports\605HostalCormm 07 ipt Browse I “Wiew R eport |
; = 4 . powered by )
x S & F 100z - { 4 101 5] & crystal®g®
Preview ]
. Ll
Host Report - Cash/Ck/CC Commission Due IC T
100% Commission Return With Transaction Fees To: B
{IC pays Host Gross for Open Cash/Ck)
Indep endent Contractor Name: 1CPlanit
. . Submit Iszuefvendar " ’ "
Cliznt Name Inwaice # Type Payment Date Agent 1D “endor Hame Passzenger ttinarary TicketsConf# Taotal Fare Comm. Due [T Cash/Check
Flores/Pete 199% c oemziz010 sy TS Funjet Wacations Flores/Pete 12424220 o.oo 140.00
Independant Contrac 10085 g o4s3002010 |1 Shd Appla Wacations Cushingilames 00123456789 228070 22507 225.07
Independant Contrac 10095 g o4s3002010 |1 Shd IC Fees Independant Contract: 40.00 -40.00
T.0. Trawel 1000255 g o4/8/2010 | Shl Rowal Caribbean Inter CranaMartin:Crane/R MWIASKMSIU 2430842 1.000.00 i00.00 io0.00
Taotals: 3,280.7 425.07 326.07
Sale Invaices: 4 Sale Bookings: 4 K_/)
Refund Invoices: 0 Refund Bookings: 0
Total Inwvoices: 4 Total Bookings: 4
| W
(85 ¥

2) The Host then enters the Comm Due IC total from the report as a Payments|Made to the IC with a Payment
Method of Check, a Profile Type of Other, the Profile Name of the IC Agency.

3) Create a Journal Entry to Credit Checking and Debit IC Commission for the amount of the IC Commissions
being paid.

IBL Create New Payment Made

Amount 42507
Faprent Type | Made - Papment D ate |6/2/2010 IC Cammigsiong

Bemarks

Bank Acct |1 j

Branch | j Invaice Reference
Fapment Methad | Check +| CK/CClachNo |1 0 ﬂ Payment Group -
Frafile Type | Other A Mame !Indenendent Contractar, Inc. Mame On Check | Pay Code ||

13



IBLCreate New Journal Entry #13

Journal Entry Humber 13

Activity Date |6/2/2010 Journal Entry Code

IC Commissions:Independent Contractor, [nc.

Remarks
Account Mame & Mumber Debit Lredit Add |
| Rl
Remaiks NT=EE
Acct No | Acct Name | Branch | Debit &maunt | Credit Amount | Remarks | Delete
1000 Cazh In Bank - Checking 42507

EO10 Agent Commizzions 42507 Irevert
Move Up
Fove Diowr

Diebit Tatal 425,07
Credit Total 42507

Cancel

Determine IC Commission if Split Without Transaction Fees:

If there is a commission split between the Host and IC, then that should be reflected in the IC Agent Profile in the
Host database as outlined above.

1) To pay the IC, the Host runs the Trams Crystal Report, Host Report - Comm Due IC - Commission Split Without

Transaction Fee (HostReportCommSplit.rpt). The report should be run for either Gross (G) or Net (N) depending
on how the IC paid the Host for Cash/Check Sales.

rB:TRAMS Crystal Report Yiewer
ODBC DSH
User Mame |5YSDEA Password ‘ *********
Report Name |KIUD\TCH Fepots606HostCommS plit 07 pt Browse | iew Report |
> powered by ®
& & # oz - 11 dh crystale,®
Previgw 1
—
Host Report - Cash/Ck/CC Commission Due IC
Commission Split Without Transaction Fees
(IC pays Host Gross for Open Cash/Ck)
Independent Contractor Name: ICPlanit
) Submit baued ender ) ) Comm. Agent Agent
Client Mame Inwise # L e e A@EALID Wendor Name Passenger ftinerary Ticket/Conf#  Total Fare Earned  Rate Comm.
Flarsz® st ez ©  aearmu T2 FunjetUscations  Flerest st [ i 14
hdependent Contacts 118s3 3 sssene 1 sm Apple Uacatiens  Cushingdames tzianines spreas T T e
10 Traver weezes 3 asmsme 1 sm RoyalGaribbenn inte ClaneAiartinGianefner MIRSIMEI  areias T TR fia
Sale Inives: 3 Sale Bookings: 3 Tatals: sarore et e
Refund Invoices: 0 Refund Bookings: 0 Hast Portion Carrm Split 20501
Tetal Inwsices: 3 Total Bookings: 3
A
< ¥

2) The Host then enters the Due IC amount from the report by going to Payments|Made to the IC with a Payment
Method of Check, a Profile Type of Other, the Profile Name of the IC Agency.
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MBlcreate N Payment Made

Amount 260.06
Payment Type |Made - Papment Date |6/2/2010 IC Commission Payment

Bemarks

Bank Acct |1 j
Eranch - Invoice Reference

Payment Method |Check +| CK/CCAAch Mo |1289 j Payment Group -
Profile Type | Other - Mame |IndependentEontractor Ine. Mame On Check | Pay Code |

™ Continue entering Payments

Cancel [ Create Agent Adjustment

[~ Display Pymt # After Saving

Journal Entry Mumber 14

Activity Date |6/2/2010 Journal Entry Code

IC Commizzion Payment:independent Contractor, Inc.

Bemarks
Account Mame & Mumber Drebit Lredit Add |
| Rl
Remak: _Upcae |
Acct N0| Acct Name | Branch | Debit Amount | Credit Amount | Remarks | Delete
1000 Cash In Bank - Checking 2B0.08

EO10 Agent Commissions 260.086 Irvert
Move Up
Mave Do

Drebit Total 260.08
Credit Taotal 260.06

Cancel

3) Creates a Journal Entry to Credit Checking and Debit IC Commission for the amount of the IC Commissions
being paid.
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Host Creates IC Export File for Commissions Due an IC with 7B0O

A Host Agency can create a file to send an IC that has Trams Back Office. It contains Credit Card and any possible
Cash/Check Commissions due, along with any fee invoice charged the IC. This Mail Merge file can be used by an
IC with TBO to reconcile its Host commissions as they would do for NPC/Pegasus commissions. The Host should
include this file with a copy of the Trams Crystal Report for Host Commissions Paid Less Any Fees Charged, along
with the IC’s Payment Check.

1) To create the file, the Host goes to Reports|Agent|IC Export:

med | Export

IC Code |ICPLAMIT |
ARC/Supplier Non-CC | Issue Dt

[~
ARC/Supplier CC |lssue Dt |
[~

Cormm Track |Issue Ot

From [1/1/2010 Ta |B/2/2010

Output Format | (EEINGEREE

F'reviewl Print | Frinter Setup Reset | Drefault | Cloze

IC Code: Select the IC Code from the drop-down menu for the IC for which you are producing this file.

ARC/Supplier Non-CC: From drop-down menu, select Issue Date, Client Payment Date, Vendor Payment Date,
or Exclude. Note: If you are not returning Cash/Check Commissions to the IC, then this field can be set to
Exclude.

ARC/Supplier CC: From drop-down menu, select Issue Date, Client Payment Date, Vendor Payment Date, or
Exclude. Note: Normally set to Vendor Payment Date.

Comm Track: From drop-down menu, select Issue Date, Vendor Payment Date, or Exclude. Note: Normally set
to Vendor Payment Date.

From/To Dates: Enter a date range for which to run this report/file.
Output Format: Select Mail Merge from the drop-down menu. Save to your desktop or other appropriate location.

2) Send or e-mail this file to the ICs.
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IC Setup & Procedures

The following sections highlight the procedures Independent Contractors follow to effectively use the IC/Host
functionality in Trams Back Office and ClientBase. Included are steps to Set Up the IC/Host Codes, Create and
Send IC Invoices to Host, and Handle Payments/Commissions Between Host and IC with TBO.

Setup of IC/Host Codes

The Host/IC functions in Trams Back Office and ClientBase need to be "turned on". If you are an IC Host Codes
are setup, and an IC Code is setup by your Host. With one or both of these codes setup, you are now ready to
transmit or receive IC invoices.

ClientBase Setup of Host Codes by IC:

Set up a Host code in ClientBase by going to Global Defaults|Host Codes. The IC creates Host codes for one or
more Hosts:
s

1| &cielre Code JDescriptinn =10 ¢|Prin

gri7d | |PMAG Magellan 301 She
4502 241 She
1234 Host Code X] 9909 She
1890 9999 The
4500 551 She
4500 Code |2 551 she
2087 Description ]Magellan 4466 The
2087 4181 The
7028 _ S796 She
ro1851 : ‘ Caee | 555 She
77 4578 She
grer g | 1S/ * | lres she
8545 add | Modiy | Delete | 245 She
4595 | bi53 she
3360 ITI —— J 4535 She
8793 7621 The
8725 Cathedral Dr Sterling Heights M +1 (586) 555.2513 5665552513 She
38 1234 Main St Sterling Heights Ml +1 (954) 555-1234 9545551234 She
4117 Arbar Rd Ann Arkor M +1 (734) 555-2132 7345552132 The
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Trams Back Office Setup of Host Codes:

m.ﬁ.dd.ﬂﬁudify IC/Host Codes

Type |Host - Q
Code |MAG Q

Dezscription |Magellan

E xport Branch

Delete
T_I,Ipe| Code | Dezcription | EHpnrtBranchl .
Frirt
IC ICPLAMIT |CPlanit Q
iHozt  MAlL M agellan
Ok | Cancel |

If you are an IC with Trams Back Office, go to Utilities|Setup|IC/Host Codes. As an IC, create a Host Code for
one or more IC's.

Type: From the drop-down select Host.
Code: Enter a free-flow Host code.
Description: Enter a free-flow description.

Export Branch: The Export Branch represents the Branch Number in the Host's database. When using the
IC/Host Export Utility, the records to be exported and imported by either the IC or the Host can be imported into the
appropriate branch for each database.

Click Add to add the Host code to the data entry screen below, then OK to save.

Note: The Host sets up its own IC Code/s (see section above, Host Setup & Procedures).

Creating IC Invoices

Invoices are created in one of two ways- either through the Host GDS or in ClientBase.
For agencies with only Trams Back Office, only Method 1 would be used.
For agencies with ClientBase, Method 2 would be used, along with Method 1.

Air/Car/Hotel bookings would be created using the Host GDS and the Merge To PNR feature of ClientBase.
Tour/Cruise and other bookings would be created manually or using ClientBase Live Connect.

18



Method 1: Creating IC Invoices Through Host GDS

1) The IC enters its IC Code in the PNR when creating - e.g., *ICplanit. It can be added at the end of an "AC"
Line or as a Remark Line.

2) The IC then enters a Client Account Number (*AN, *CA):

Specific Number for each IC Client Profile
OR Single number for Client Profiles sent to Host

If 100% of the commission is to be returned to the IC by the HOST and only transaction fees are charged by the
Host, then enter Agents to the bookings as normal. Multiple Agents or Agent Rates are not needed. If there is a
Commission Split between the Host & IC, then that should be reflected in the IC Profiles by the Host Agency.

3) The Host Agency does an interface download of the IC records.

Method 2: Creating IC Invoices Using an IC Copy of ClientBase

In ClientBase, the IC creates reservations and adds the Host Code from the drop-down menu. This Host Code is
setup with the name of the Host as outlined above, i.e. MAG. The invoice is generated as normal. The Host Code
is added to and saved in the invoice at the reservation level in ClientBase.

IC Has Agreed To Share Client Profile Information With The Host

IC uses Merge To PNR as normal, transferring the Client Interface ID from the profile to the PNR
created in the Host GDS. All bookings created by the IC in the Host GDS are interfaced by the Host
under individual profiles in the Host database.

IC Has Agreed NOT To Share Client Profile Information With The Host

IC globally creates an additional “House Account” Interface ID under Merge To PNR Rules that
always moves. This single House Account ID would then be selected from each profile’'s Merge To
PNR screen, while deselecting the profiles primary Interface ID. All bookings created by the IC in the
Host GDS are interfaced by the Host under one single House Account profile in the Host database.

Even if the IC has agreed not to share individual client information with the host, the IC may include
each individual client’s interface ID as a marketing identifier. The marketing identifier is entered using
the format *MI and the individual client’s interface ID. The house account ID will be used in the host’'s
database and the marketing identifier will be used in the ICs database.

IC Sends Invoices Created in IC's ClientBase to Host:

The IC would do a PNR Import of the PNR’s created in the Host GDS for its Air/Car/Hotel reservations. These
reservations would import into each of the IC’s client profiles. To exclude reservations that were created via PNR
Import, check the box in the Trams Export Utility “Exclude bookings generated via PNR Import.” The Host will
capture these bookings when doing his normal Interface Download and Processing.
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E ClientBase - [Reservation]

:g;FiIe Edit Reports Merge To  ‘Workstation Defaults  Global Defaults  Utilities  Windows  Help
Feservation
Resaasiuisy

General | More Tanes Expanded Fare Info Payment Due Date tinlnvoice Remarks _' Agent H.emalks_ | Mo_re Fields Edit Histor_l,l
Date Reserved  Booking Status Wendor Travel Categomy &
|1 A4:2mo j |Ennfirmed j Funiet Yacations gj |T0ur ﬂ @rlnvento ’m
I~ Invoiced Outside CB - Confirmation # - Record Locator  Promo 1D Booking Method Beservation Statu ] 0. of PAX
I~ Issued through & |57H7a0 | [ [ | [Active -~ & | 2
Dam/nt| hd
Charged ot Itemize
Wma—l Base Tax Commiszion Tatal Fare
BhledSusan Weeble | 150000 [ 25000 [000 x| 20800 [000 %

Service Provider

i — :
General | Flight Details Passenger Detallz ltindlnvoice Remarks Agent Remarks Allocated Pricing
Travel Category  Code . Airline . Flight Mo, i .
| ir |[pL <] |Deta A Lines | 123 [ Connecting Flight
Diepart City Depart Date Depart Time Depart Terminal
[PHL ~| [Philadelphia | [emarzmo A o0aM +|
Anrive City Arrival Date Anrive Time Arive Terminal
Las | [LasVegas ~|[2nazmn | [zaoPd .||

Type ]Start D ate End Date |Sewice Provider |E0de ]

M AR 21442010 241472010 Cielta Air Lines oL

Hotel  2/14/2010 212142010 Caezar's Palace
A 22212010 2M4/2010 Delta Air Lines DL

The IC needs to export only Tour/Cruise and other booking reservations created in ClientBase by setting up the
Trams Export Utility.

1) The IC produces an export file using the Trams Export Utility. Open the Trams Export Utility found on the Trams

website at Trams, Inc. - IC/Host Agency Export Utility by clicking here. Make sure to save this file to Program
Files|Trams|Common Files.

TRAMS Export Utility 1.07.02.001

| J | | Dizconnect Load Start Iree Rec Mo |
From Date Ta Date Target Branch  Starting Invoice Rec Mo
|51 2010 |5/31/2010 | |

[ Sawe Ending Invoice Rec No
Export Filename

|c:\temp'\temp.txt

" Host o IC | J | J

Target Host Code

[HOST ~]

v Exclude Bookings Gerie

" Direct Export [Mo Data Mapping is Done) [

Export | Cloze ‘

Database: Select the database from the pull-down menu (default is Trams).

User Name/Password: Enter User Name and Password for database, click Connect.

From/To Date: Enter dates you want to create export file for.
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Export Filename: Enter the path to which to save your export file. The example shows the file being saved in a
"temp" folder, but you can create any folder to save the file to, or save it to the "desktop." If you save it to the
"temp" folder, make sure that you have a "temp" folder created on your computer or the export will error out when it
can’t find the non-existent folder. If you are exporting more than one file (to two different Host Agencies, for
example), be careful about naming files, as the default gets overwritten each time a new file is generated.

IC to Host: By default a Target HOST Code is defaulted. If you are working with more than one Host Agency,
select the appropriate HOST code from the drop-down window. Enter the appropriate branch the HOST wants
invoices to be processed to (this is important). As an IC make sure your IC Code is entered so that the Host
knows that the records you send are from you as an IC. That identifies your IC records from other IC records the
Host Agency may have in their database. (In this example, PLANIT is the sender's IC code.)

Note 1: If the IC has agreed to share Client Profile information with the Host, then currently the Export Utility will
correctly pass all the individual profiles with Name, Address, Interface ID and the Primary Phone and E-Mail.

Note 2: If the IC has agreed NOT to share Client Profile information with the Host, then a single "House Account"
profile needs to be specified in the Target Interface ID field of the Export Utility. This "single" profile ID when
specified, captures all the IC bookings under one "House Account” profile in the Host database.

2) Send or e-mail file to the Host Agency to interface into TBO.

IC Receives Data from HOST

IC with TBO: If you are an IC who has Trams Back Office, there are two ways to get data from the Host into your
database.

1) Do a regular GDS download interface of IC PNR’s created in Host GDS to bring these invoices into TBO. Your
host would need to set up a second or "double download" file for you to access, so you can download your IC
invoices into your copy of Trams Back Office.

Your Host needs to set up a separate Pseudo City Code for you to work in so you only have access to the PNRs
you create as an IC. Only records you create are available in your interface download file.

Note: If you choose this method of receiving invoices, they will contain ARC/BSP bookings that would need to be
closed on the Vendor side, even though the Host would be processing the ARC/BSP report.

OR

2) The Host sends you a file of interfaced GDS invoices using the Trams Export Utility which you, the IC, interface
into TBO by going to Interface|lmport by File. Then process the imported file by going to Interface|Process like
any other GDS interfaced records.

Note 1: ARC Bookings are converted to Supplier Bookings, only Client C/C Payment information is extracted;
there are no Partial Payments or Vendor Payments contained in file; and all imported invoices are “stamped” with
Host Code (e.g., “MAG").

Note 2: If the IC has both Trams Back Office and ClientBase, they could choose to do a PNR Import from the Host
GDS using ClientBase for their Air/Car/Hotel bookings, and not have to receive an Export Utility file from the Host.
An IC may still desire to receive the Export Utility file as the ARC/BSP segment data details are more complete
then what is captured using ClientBase PNR Import.
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Note 3: An IC using the PNR Import in ClientBase for all Air/Car/Hotel bookings and creating all their Tour/Cruise
and other bookings within ClientBase, would NOT have a need to receive an export file from its Host agency. The
transfer of data would be one way. Only the IC would need to use the Export Utility to pass Tour/Cruise and other
bookings back to the Host, if being booked through the Host.

IC with ClientBase Only - Bringing in Travel History from Host

As an IC that does NOT have TBO, but has ClientBase, you want to bring in travel history of invoices that have
been created in the Host GDS, but with no segment or payment details.

Note 1: This would most likely be used when the IC did not have access to a Host GDS or the Host is willing to
keep track of the accounting details of bookings, so that the IC can focus on their selling efforts.

With access to a Host GDS, you could choose to do a PNR Import of the GDS bookings created by you as IC. If
the Host is willing to keep track of the accounting details of bookings, so that the IC can focus on selling, then use
the Import of Travel History option.

Note 2: New Profiles are created in ClientBase when processing the XML Travel History Import File. The XML
Import currently does not import the Primary Phone or E-Mail address into the new profile, as is done when using
the Import From File option in TBO.

1) Obtain an XML file created and sent to you by the Host and save somewhere on your computer.

2) Go to File]XML Import|Travel History Import.

& Travel History Import

2L flename: |C:ATEMPtemp.aml B
Log filename [optional] |C:'~.Dncument$ and SettingsstwsiMy Documentss TRAMS ClientE azehTravelHistorlmpaortLO J

Impart rile:
* Match and update

Match using:
" Profile number

i+ Interface |d

" Interface |d and Primary agent

i Web |d and web password

™ Primary email addrezs [Communication level]
Update rule:

If match not found
" Skip profile f+ Add prafile

Branch [required for Travel Histany)
™ Constant anly when ML value iz not found |'| =IC Branch ﬂ

(e Conztant

Wendor [required for Travel Histomy)
f* Constant only when <ML value is not found || ﬂ

" Constant

Cancel Bun niow
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XML Filename: Enter the XML filename full path and filename of the XML file to be processed, or browse for file
from the drop-down menu.

Log filename (optional): Enter the full path and filename of the log file, or choose file to append from drop-down
menu. It is suggested that you create a log file.

Import rule/Match and update: Select this option to match selected profile-related information from the export file
and attach data created at time of export to a profile if a match is found. If a match is not found, the profile data is
added to the database as a new record and all data selected at time of export is attached to it. For Match and
update, choose to match profiles using the Interface ID. Also select the Update rule by choosing Add Profile.

Branch (Required for Travel History)..Pick One:

Constant only when XML value is not found: From the drop-down menu, select the default branch if value in the
XML file is not found.

Vendor (Required for Travel History) It is highly unlikely that there will not be a vendor in the XML file, but pick
one:

Constant only when XML value is not found: From the drop-down menu, select the default vendor if value in the
XML file is not found. (Suggested dummy vendor profile or use of agency profile.)

3) You may be prompted with a listing of Travel Categories within the file that need to be mapped to the Travel
Categories included within ClientBase. Click the arrow for a drop- down list of Travel Category choices to select
from.

4) You are alerted when the import is completed, and you have the ability to view the import log and print out the
import summary if desired:

5) Go to the Travel History tab in one of the profiles to see if travel history was imported correctly.

Handling Payments between IC with 7B0 and Host

IC Must Have TBO: Depending on the payment agreement, the IC sends either a net check or a gross check to
the Host. IC then reconciles Trams Back Office with payments made/received to clear out client and vendor
balances, and settle generated commission and/or service fees.

Payment Made by IC with TBO - Net Check

The Export Utility file MUST be received from the Host and processed, or a PNR Import of GDS booking into
ClientBase must be done, before running the following Crystal Independent Contractor Cash/Check Invoice Report.

1) If the IC is required to make NET Payments to the Host for open Cash/Check invoices in the Host database, the
IC runs the Trams Crystal Independent Contractor Cash/Check Invoice Report (ICCashCheckPay.rpt) to
determine the amount of Net Cash/Check invoices that are open in the Host Database. Select the "N" NET option
on the report’s selection criteria screen. Download this report by going to http://www.Trams.com/ and click
Products|Trams Crystal Reports or clicking here.
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BL TRAMS Crystal Report Viewer
ODBCDSN | TRAMS ODBC Dat ]

Report Mame 1E:\Documents and Settingzibws\DesktophTC Browse | Yiew Repart |

-8 & g o 1 D  u || #4
Preview l
Independent Contractor Open Cash/Check Bookings Report From: 1/2/2010
Run By Independent Contractor (IC With TBO) Te: 8/2/2010
Host Name: Sample IC lmp ort
Client Hame Invoice # S_IE-'bmit Issue Date Agent 10 “endor Name Passanger ftinerary Ticket/Cont# Total Fare Commission Due Host
ype
Independant Contrac 10075 B 4/29/2010 St Camival Cruise Line JonesMdary 1D03F7 25000 o.oo 250.00
Independent Contrac 10085 g 4/30/2010 Shd Apple VWacations Cushingflames 00123456789 225070 2507 202563
Totals: 250070
Sale Invoices: 2 Sale Booki 2 e
dBhiRlens SETADMNEE Amount Due Host: Z2THE3
Refund Inwoices:0 Refund Bookings: 0
Total Invoices: 2 Total Bookings: 2

2) Next, create an IC Payment Made for the Amount Due Host from the Crystal Report by going to
Payments|Made.

3) Query for Cash/Check Invoices with the Vendor Open (Host pays Vendor).

4) Set the Profile Type to Vendor; and the Profile Name to Name of Host. Add the Host Code from Vendor Settings
tab, and check All Vendors on Vendor Settings tab.

Zreale New Payment Made g@
gmount [ 427863
Payment Type - Payment Date [B/2/2010
Bank Acet [1 ~
Banch | v| IwoceReference]
Payrert Method [Check  w| CKCCehNo|[ v PamenGew | [«
Profile Typer [Vendor -] Mare | [Host Agercy Mame OnCheck | PayCode |

Wendor Setings | Glopal Setings | e |

Remarks

Submit To | Supplier ~|  Date Payable | To| Host [HOST | Fleset
Show Baokings Far.. Sot By
A Different Vendor  Wendars By Interface D Befoch
& Group Of Vendors & Al Vendors
Colurns
Status | lssue Dats | Invoice # | Branch| ARC | Typs | Client Hame | Yendor Name | Passenger Name | Tickel Mo | Confimation Mo | Travel Type | Minerary | Total Fars | Commission | Foreign Total Fars | Curency | NetDus | 5t Toggle Closed |
Open  8/20/20.. 100007 0 Sale  éble/Ken... Ropal Carb.. OTOOLE/KAT.. 7658735 ShipDpst  FLLS..  1,000.00 00 000 1,000 Sup Sl
Open  10/20/2 199 i Sale Flores/Pete FunjstVac.. FloesiPete 1212022 TouFinl 1.000.00 000 0.00 2000 Sur _ Deman |
Open /2920 1007 i Sale Independ.. CaivalCr.. JonesiMan DG 3F? TourDpst 250,00 000 0.00 -350.00 Sup e
Open  4/30/20. 1008 i Sele Independ.. AppleVaca.. Cushing/James 00123456789 TourFinl 2,250.70 225,07 0.00 205.. Su =
EditInvaice
Piint
£ 2
Unapplied Tatal  Total Open Balance Due W
| dses | a2mes | 0.00 4 Records

I Canlinue entering Payments

Cancel [~ Create Agent Adiustment
I Display Pymt # After Saving

The check you produce closes all the invoice bookings where the Vendor amount in the "Net Due" column is a (-) or
negative amount. The client balances are closed with customer checks to IC. All IC invoices are now closed on
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both the Client side (with Customer Payments), and on the Vendor Side (less any CC Commissions Due) with this
check to the Host.

Payment Made by IC with TBO - Gross Check:

If the IC is required to make Gross Payments to the Host for open Cash/Check invoices in the Host database, the
IC ensures that a second (Comm Track) booking is created for each Client Cash/Check booking that is Open in the

Host database.

1) After processing the Host/IC Trams Export Utility file, make sure in each invoice there is first a supplier booking
for total fare and zero commission, and a second booking that is a Comm Track Booking for zero total fare and
commission for the amount to be returned by the Host (you have to create this booking).

BL Edit Sale Invoice #1008 Independent Contractor, Inc.

Irweoice Number (1002 Branch |0 JNT Travel Ser +
Group - IC Code |ICPLANIT ~| Marketing Code
RCNo <] RecLoc ‘F‘gma'ks

Client Mame |Indegendent Conbractor, Ihe.

Submit Ta r‘i{avel Tupe | Pazzenger | AirlineAendor /T’ﬂcketx’to
S upplier Tewr-Finl Cuzhing) amez Apple Yacations
CommTra.. Tour-Finl CuszhingA) ames Apple Y acations

hifirmn No| Tatal Fare| Eommissionl Client Status | VerTcET‘Siqtus | 1st Agent |
789 2.250.70 000 Clozed[72] Open Sharon Meyer (1]

0.00 22007 MAA Open

Sharon Meyer (1]

2) Run the Trams Crystal Independent Contractor Cash/Check Invoice Report (ICCashCheckPay.rpt) to
determine the amount of Cash/Check invoices that are open in the Host database. Select the "G" GROSS option
on the report’s selection criteria screen. Download this report by going to http://www.Trams.com/ and click
Products|Trams Crystal Reports or by clicking here.

3) Next, create an IC Payment Made for the Amount Due Host from the Crystal Report by going to
Payments|Made. Query for Cash/Check Invoices with the Vendor Open (Host pays Vendor).

4) Set the Profile Type to Vendor; and the Profile Name to Name of Host. The Submit to is set to Supplier in the
Vendor Settings tab. Add the Host Code from Vendor Settings tab, and check All Vendors on Vendor Settings tab.
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"ﬁCrea{e New Payment Made

Amaunt 4.500.70

Bemarks

Fayment Type hd
Bank Acct |1 hd
Branch ~| Invoice Reference

Papment Date [6/2/2010

Payment Method | Check ~| CK/CCAAchNo ‘
Profile Type  |Wendor b

Wendor Settings I Global Sellings]

j Papment Group -
Mame | |Host &gency Name On Check | Pap Code

Query

Submit Ta |Supplier - Date Payable | To | Host |HDST j Reset
Show Boaokings For.. Sort By
- i ’— -
A Different Yendar ‘endors By Interface ID Refresh
" A Group Of Vendars + Al Vendors
Colurntig
Statug | lssue Date | Invoice # | Branch ‘ ARCH | Type | Client Mame | Vendor Name | Passenger Name | Ticket No | Confiration Mo ‘ 1 Toggle Closed |
Open  8/20420 100007 0 Sale  able/Ken.. Royal Carib.. OTOOLE/KAT 7EEET3E g Close &l
Open 1072042 199 o Sale  Floes/Pete  Funjet“ac..  Flores/Pete 12121221 1 =
Open  4/29/20... 1007 0 Sale Independ.. CamivalCr.. Jones/Mam 1003F7 1 [
Open  4/30/20 1008 0 Sale  Independ Apple Vaca Cushing/J ames 00123456783 1 =
Edit Invaice
Pririt
4 >
Unapplied T otal Total Open Balance Due ’—4|
| 4si070 | 40070 | 0.00 4 Records
[ Continue entering Payments
Cancel [~ Create Agent Adjustment
[~ Digplay Pymt # After Saving

The check you produce closes all the invoice bookings where the Vendor amount in the "Net Due" column is a (-) or
negative amount. The Client Balances are closed with customer checks to IC. All IC invoices are now closed on
both the Client side (with Customer Payments), and on the Vendor Side (less any CC Commissions Due from Host)

with this Check To Host.

How to Query for Host Items in TBO:

To query for invoices coded for the Host, go to the Invoice Query screen and use Host Code fields as selection
criteria to find invoices. To find Agent Adjustment items, go to the Agent Adjustment query in TBO, and use the
Host Code fields as selection criteria to find adjustments. Report Generator reports can also be run based on a

Host Code selection.
()

File Inwoices Pavments Adjustment Profiles Generalledger Interface Repaorts  Utilities  Window  Help

General  Advanced l

Depart Date | Tao | Retun D ate | To |
Invaice Recard Mo ’7 Invaice Rec Loc ’7 Booking Rec Loc ’7
Inside Agent ’7 Agent Action ,—L| Dutside Agent ’7
Paszzenger |Stalting With j | Confirm Mo ’7
TicketMa |  Dig TicketMa | Ticket Typs [[A1
Bkg Total Fare From | To | Submit Ta |[Supplier]

Payment No [ Invoiced in ClientBase

IC Code

Host Code |HOST -

UDID Selection | | N
Flight Mo ClientBaze Re: o
Type | Client Invoice Total | Status Agent

5 /91 nna

AAOAOA  C~de Cleree d

= 40 EA e

IC Commission Reconciliation Option for 100% Commission with Fees

If Host charges transaction fees, the Host may have created a Supplier invoice in its database. When the IC
imports the file sent by the Host through the IC/Host Utility, that transaction fee invoice will be created in the IC’s
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database. If not, the IC needs to create an invoice for transaction fees with Total Fare and Comm being the
amount of the fees.

1) Close the fee invoice with a Payment Received when saving the invoice, or go to Payments|Received.

2) Use the Pay Method or Other, Profile Type of Client, Profile Name of the IC Agency, and create a Journal Entry
to Credit Client Balances, and Debit Host Fees.

3) To reconcile Cash/Check/CC Commissions due from Host, run the Trams Host file sent to you by your Host by
going to Payments|import.

BL Payment Import C:\Documents and Settings\tws\Desktop\TCR Reports\HostPayments. txt g@@
Payee Mame Bank Acct Payment D ate Pay Method
[ | [HostAgency i | [przrzotn [check  ~]
[ | ACH/Check Mo
Wendor Mame | Customer Name | Confirmation Mo | Gross Fare | Commissioh | Start Date | Status | Invoice Rec Mo |
Royal Caribb...  Crane/Martin:.. 2430842 o.00 0000 11144, R a7
AppleYacati.. Cushing/lames 00123456783 i) 22507 11154, R 64
FunjetVacati.. Flores/Pete 12021221 1,000.00 ooo 10As2. D 22
Funiet ¥acati.. Flores/Pete 12021221 1,000.00 noo10As2. D 22
Royal Carbb...  Crane/Marting.. 2430242 1,000.00 ooo 11444, D &7 Print
AppleYacati.. Cushing/lames 00123456733 2.250.70 ooo 1AsL. D 64 #
Funjet Wacati... Flores/Pete 12l212z2) 0.0 14000 10M/2. D 22 Refresh
Funjet Vacati.. Flores/Pete 12)2122) 0.00 74000 104142 D 2
Foyal Carbb...  Crane/Marting.. 2430842 500.00 ooy 11A44. D 57 Create Invoice
< ¥ Calumns |
Totals
TRAMS Host Data TRAMS Data

|Wa|t Dizney Travel Company Wendor Name | Gross 734.20

|AbIeKKenneth}3«bIe.fSusan'AbIe.r‘J Passenger Name | Serv Fee 000

|BBR355E Confirmation Mumber | Met 734.20

[ 1.675.00 | 12500 Gross Amb/Commission Amt | oo | 0.00 Applied 605,07

|5/16/2010 |5/23/2010 From/To [ [ Balance 183.13

| Motes |

Hide ltems
)l Unneconciled ~ ok | Cancel | save |

4) Under Payment Source, select Trams Host, add name of Host profile in the Payee Name field, select the location
of the commission reconciliation file received from your Host, and click Import to load the Host file.

All Paid CC and Cash/Check Commission records in the IC’s database should show a Status of “R”.

Note: The IC has to create a Comm Track second booking for any Cash/Check invoices where the Host was
returning the cash/check commissions to the IC using Trams Host File. The Commission Amount reconciled is for
the Total Comm from the Host booking. Manually reconcile any unreconciled records.

IC Commission Reconciliation Option for Commission Split and No Fees:

1) If the Host and IC are splitting the commission with no transaction fees, the IC runs the Trams Host file sent by
the Host by going to Payments|Pegasus/NPC Import.

2) Under Payment Source, select Trams Host, add name of Host profile in the Payee Name field, select the location
of the commission reconciliation file received from your Host, and click Import to load the Host file.

3) All Paid CC and Cash/Check Commission records in the IC’s database should show a Status of “R".

Commission Split Fee Adjustment: Since the reconciliation is for the Total Fare and Total Commission from the
Host booking, the amount of the Host check will be less than the reconciled commission.

1) An Adjustment needs to be done to put the difference into a Host Fee account. Refer to the Host Split
Commission Trams Crystal Report sent by the Host. Note the Host Portion of Commission Split line for the amount
of the fee adjustment needed. Since reconciled IC Commissions are for the full amount of commission, when using
the Trams Host Import, the Host portion kept would be a Host fee to the IC.
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2) Create Sales Invoice for the amount of commission split.

Bl Edit Booking Independent Contractor, Inc. Service Fee [Invoice # 1009) E”E”‘S__q

1 General Info l 2 Remarksz ] 3 Expanded Fare Info ] 4 More Taxez ] 5 Agentz ] BUDIDz ] ¥ Segments ] 8 Foreign Currency

Submit To

Supplier R4 Flown Carier |/ / /7 4/ 4 4 4

Travel Type |Service Fes | ltingrary | /4440

Pazzenger |Independent Euntrac:tj Department |

Yendar Marne |||:Fﬂ Confirm Ma |EEIMM SPLIT FEES
Depart D ate li Return Date Ii
Tatal Fare IW li
Tanes/Rate | 0.0a | 00 % Comrmission:H ate | 40.00 | oo 25
Ticket Type |N|:urma| j [ ate Payable li
Ind [Damestc =]

Histary (1] | Cancel ‘ Hew Booking | Copy Bnnking|

3) The Vendor is IC Fees; the Total Fare = 0; the Comm = Commission Split Expense to IC. Close the invoice
upon saving with a zero Payment Received, Pay Method of Other, and don't journalize.

4) Go to Payment|Received to close the invoice for the amount of the Commission Split invoice.

5) Select a Payment Method of Other, the Vendor IC Fees. Journalize to Host Fees.

The IC system commissions now reflect total commission yield for the products sold, with an adjustment invoice for
the Commission Split amount withheld from the Host's Commission Payment to the IC. That Split has now been
expensed to the IC’s Host Fees account.

28



