Trams Back Office & ClientBase

Agencies Selling Marked-Up, Discounted
and Consolidator Transactions

ATRES

Introduction

* Section One: The Agency purchases travel from a Wholesaler at net cost and marks the price up to the Client
paying by Cash, Check or Credit Card Merchant.

* Section Two: The Agency purchases travel from a Wholesaler at net cost and marks the price up to the Client
paying by Credit Card.

* Section Three: The Agency purchases Air from a Consolidator and rebates part of the commission received back
to the Client paying by Cash, Check or Credit Card Merchant.

* Section Four: The Agency purchases Air from a Consolidator and rebates part of the commission received back
to the Client paying by Credit Card.

ClientBase has an Invoice format setting called “Hide Vendor Name” which gives greater flexibility in customizing the
print-out of an Invoice. If this setting is checked, the vendor name for each individual reservation within the Res Card
being invoiced will not be printed. Only the Service Provider names will be printed for the Client Invoice. The vendor
name will be on the booking in Trams Back Office.

In ClientBase, go to Utilities/Branch: Modify the Branch you are updating and click on Invoice Format Settings.

Note: The Branch default can be overridden on an Invoice by Invoice basis by clicking on the Invoice Format button on

the Generate Invoice Screen.
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Section One

Agency purchases travel from a Wholesaler at net cost and marks the price up to the Client paying by Cash,
Check or Credit Card Merchant

Example: The Agency purchases rooms through a New York Wholesaler for a net price and marks the price up to the
Client paying by Cash, Check or Credit Card Merchant. In ClientBase, the agent creates a Res Card for the trip. The
Vendor Name is “New York Wholesaler”. The Service Provider is Hyatt Central Park - NYC
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Clert Ship ToAddress [V Use Profile Shp To  Cllert Bil ToAddress (7] Use Profle Bll To [ Teavelers
M. Kerneth David Abls »~ M Kennath David Able - Able/Kenneth Dand
1257 Drange Steet 1257 Orange Streat Able/Susan Ekzabeth
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On the Expanded Fare Info tab, Select Per Room
Markup and enter the amount of the Markup
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Invoice in CIienfBase
& ReportPreview e Y
o®@«drnpE

b N

No. of Rooms 21

Travel with the Stars Invoice No. : 100108
1200 Melrose Ave Invoice Date :
Los Angeles, CA 90045 Travel Consultant : Sharon Meyer
310-555-5555 vt g
S www.travelwiththestars.com Page No.: 1
\\
Mr. Kenneth David Able
1257 Orange Street
Los Altos, CA 94022
[Hotel Reservation
Booking Status  : Confirmed No. of Nights :3

No. of Travelers : 2

Travelers 2 Dawid; Able/Susan Elizabeth
3 Central Park - NYC

Amount Details

Base $1,996.00 Tax $195.00 Total $2,191.00
x No. of Travelers 2

Total Base $3,992.00 Total Tax $390.00 Grand Total $4,382.00

_Tax_ _Total
Reservation Totals S 3,992.00 $ 39000 S 4,382.00
Prior Invoiced Totals S 0.00 $ 000 S 0.00
This Invoice Totals S 3,992.00 S 39000 S 4,382.00
Payment due: $ 438200
Invoice Trams Back Office
I £dit Sale Invoice #100108 Able/Kenneth .!— ;—*M
Gl | Atctnens
Invoce Type [Sake =1 Invoice Numbe 100108 Branch [0 Travel Wih The | Res Cado (411
lesue Date 5/672014 -
ARC Mo 12345678 Travel Wih ~ Thank you using Travel wih the Stars or a yous bavel
Able/Kecewth

=

| N i -

Submt To  Travel Type  Traveler Furlne/Nerdoe TotalFate  Commission  Ticket/Confem No  Ticket No [_.'1.'"._]
| Supper  Hotel Able/Kenneth D New York Wholesales 438200 40000 Copy

View
Delele
Void Bocking
Cheri Pyt~
Vendor Pyl +

(- Cohms ]

Total Fae Tax Commission Coeren Trk Comm  Total Open
438200 33000 400.00 000 438200
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Enter a Payment Received: Cash, Check or CC Merchant to close the Client receivable.
Enter a Payment Made to the Wholesale Vendor for the Net Remit amount to close the Vendor Payable.

The Example used Hotel rooms purchased from a Wholesaler. The procedure would apply to any Travel Type: Air
purchased from a Consolidator, Tour, Cruise, and Hotel, where the Agency marks up the Wholesale price. If the Vendor

is paying a commission and the Agency marks up the cost of the trip to the Client, the mark up would be added to the
commission amount and the same procedures would apply.

Section Two

Agency purchases travel from a Wholesaler at net cost and marks the price up to the Client paying by Credit Card
Example: The Agency purchases a New York Harbor & Statue of Liberty Tour from the New York Wholesaler at net cost

and marks the price up to the Client. The Wholesaler charges the Client’s Credit Card for the marked-up price and sends
the Agency a Check for the amount overpaid.
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| @ (roa ) (D conmas| ey l
Irwoiced Outside 0B Corfrmtion # Record Locator Promo 1D BockingMathod Feservation Stabus Dustion  No. of Travelers Info Tab
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Brurch servers on board [ | — .
Client Mark up
Type  |StatDate  |EndDate  |Service Provider |Code |
M Tow Lusaury Yacht Tours

1.) If the Invoice is issued in ClientBase with a Submit To: Comm Track

The booking in Trams Back Office will have the mark up amount in the Commission field. When the Check comes
from the Wholesaler for the overpayment/mark up, close the Comm Track Booking.
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2.) If the Invoice is issued in ClientBase with a Submit to: Supplier
The booking in Trams Back Office will have the mark up amount in the commission field.

AT ION AN 0 bt D) o e e

!J__
MM"I

The Mark-up appears on the Vendor Balance report as due from the Wholesaler. Enter the Check from the Wholesaler

for the overpayment/mark up amount to close the Supplier booking.
[ Report Preview: Vendor Balance Detail Report

Qa@@®m (u«r]n Page 1041

Vendor Balance Detail Report

Travel With The Stars

5777 W. Century Bivd.

Suite 1200

Los Angeles, CA 90045
310/641.8726

: [ ‘ y Branch | 1 Age P B oice Amt
New York Wholesaler 5000 000 50 00
100119S 0 SN 50.00
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Section Three

Agency purchases Air from a Consolidator and rebates part of the commission received back to the Client
paying by Cash, Check or Credit Card Merchant

Example: The Agency purchases Air from a Consolidator that offers 15% commission. The agency charges the Client the

Air Fare from the Consolidator and Rebates part of the commission back to the Client paying by Cash/Check, or CC
Merchant.

There are two ways this can be handled:

1.) Create a Res card with the Air reservation information. The Vendor is the Air Consolidator name and the Service

Provider is the actual Airline for the trip. In the Base / Tax and Commission boxes enter the amount charged by the Air
Consolidator. In the Expanded Fare Info tab enter the Per Person Discount.

-
ClientBase - Sabre Travel Network - [Reservation] pe| {=):
3 o
File Edit Reports Merge To Workstation Defaults Global Defaults Utilities Windows Help [= &%
Reservation i )
General  Moe Taxes | Expanded Fare Info Payment Dus Date | Itn/lnvoice Remarks Agent Remarks | Mote Fields | Edi History
Q_At_cﬁ_go_wedu Booh_\g Status Vendor T_vgygl_(}g_gggy G«ouplD Rate Code
HEEE (v |Confimed +|ABCWholessiee (g [Ai
[ invoiced Outside (8 Confumation @ Recced Locator  Promo ID wo«m No. of Travelers
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Dom/nt1 -
Chasgad | Per Pecson v [tarncze
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| ———
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Auive Ciy Aaival Date Asiive Time Asive Teminal IR | Ciec Discount $155.00
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High Fare: [ Discount - 3 cdit sale Invoice 2100109 Able/Kenneth [F=RIEE ™5
General | Aachments
Low Fae 000 Asmourt 7750 el Machments
Sl | lnwoice Ngmber 100103 Branch [0 Travel Wih The v | Res CadNo 412
Face Code: X
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ARC No 12345678 Travel With « 'R.cu;c :M,w‘,) Thank you usng Travel with the Stars for o your travel

(( ChentNome | Abia/Xeoonth [ Accountng Remuks |
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2.) Instead of entering the Discount amount in the Expanded Fare Info tab, the Agent Itemizes the Air Fare and enters a
Discount Line for the amount of the Rebate.

(&3 nremize Amount —— L B S
Prirt Option {Print ol itemazabion Detals. Y
Travel Category Traveler Qty Description
A w | Able/SusanEizabet ~ 1.00 Discourt v
+/- Base Tax Commasson Total Face New
—— 7750 000 000 % 000 000 % 7.£
Remarks

Prnt on Irvoice

|aty | Traveler | Description - Delete |
1.00 Able/Kenneth Dand Discourt
» 1.00 Able/Susan Elzabeth Discourt E |
< " »
1 Total: Bace Tax Commission  Total Face
15500 000 000 15500
oK Cancel

Section Four

Agency purchases Air from a Consolidator and rebates part of the commission received back to the Client paying by
Credit Card

Example: The Agency purchases Air from a Consolidator that pays a Commission. The Client pays by Credit Card and the
Agency rebates part of the Commission back to the Client. In ClientBase, issue the Invoice for the Full amount charged to
the Client’s Credit Card by the Consolidator. The Commission amount would be the amount the Consolidator is paying
the Agency. As in the other sections, the Vendor would be the name of the Consolidator and the Service Provider would
be the Airline.

Submit To: Supplier or Comm Track (this is determined by how the Agency handles Credit Card payments for Vendor
transactions.)

Example: Total Fare on Invoice: $2059.50 Commission Amount: $277.50 Rebate to Client: 77.50 The TBO user
would add a negative booking to the invoice for the Rebate amount.
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{2 edit Sale Invoice #100110 Able/Kenneth

=) S
General | Astachments
Invoce Nymber 100110 Branch |0 Travel With The v | Res CardNo ¢
Issus Date S/6/2014 Grow -
ARC No 12345678 Travel With Rec Loc Invorce Remarks | Thank you usng Travel with the Staes for o your travel
Clert Name | Abie/Xeorath Accountng Remarks
Submit To Travel Type  Traveler Abre/Nendo ToslFae Commsson TickeConfimNo TicketNo Ot New
Suppber  Dom Ar  Able/KennethD..  ABCWholessler 205350 0
Suppler  Dom Ar  Able/KennsthD.  ABC Wholesaler 75 75
Cobumns
Toal Fave Tax Commission Comm Tk Convn Total Open
138200 000 20000 000 138200
- - Print Invoxce Aftes Saving
Hutory < > OK | | Cancel
!

The Agency would send a check to the Client for the amount of the Discount/Rebate.

This would close the Client and the Vendor side of the Negative booking since the Commission amount is the same as the
Total. When the Commission is received from the Consolidator it would be applied to the Vendor receivable.
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