L Travel TramS -
Eabre / Network. Back Office
Group Client Payments on MCO

Accounting for Client Payments charged on an MCO can be very time consuming and challenging. If it is absolutely
necessary to handle Client Payments this way, this document will describe the process required to account for these
transactions in TRAMS Back Office.

There are two ways to handle these transactions:

1. The Client is charged the amount due to the Vendor and the Agency absorbs the cost of the MCO transactions.
2. The Client is charged the 3.5% cost to run the MCO through ARC or BSP by adding it onto the MCO.

Scenario One:

1. The agent issues an MCO for a $500.00 deposit with a commission of $482.50

It is important to use the GDS format to put the Group Name on the Invoice.

If the MCO is for an individual that is not part of a group, it might help to use a Group Name of

“MCO” to track this type of payment. The procedure would be the same as for a Group, but on an individual basis.

[ Edit Sale Invoice #90138 Flowers/Susan SN
Sale Irszice Murmber 30138 Eranch [EI ABC Travel Ser v]
s/27/2 BROADWAY )
ARC Mo - [ Invoice Femarks ]
Flowers/Suzan [ Accounting Remarks ]
Submit Ta Travel Type Pazzenger AirlineSendor Ticket/Confirm Mo Tatal Fare  Commission New
ARC Tour-Dpst Flowerz/Suzan ARC/BSP MCO 8141230004 A00.00 432 50 Copy

The cost to the agency for the MCO is 3.5% or $17.50 View

Delete

Yoid Booking

Client Pyt
Wendor Pyt

Coluninz

1| 1] 3
Tatal Fare Tax Commizzion Comm Trk: Comm  Total Open
500,00 0.00 482,50 0.00 0.00
[] Print Ireeoice After Saving
o] Co )
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2. The TBO user runs a Report Generator report that lists the MCQO’s issued for the Group.

Report Generator/Print Report: AL_AD.rpt
Invoice Contains: Group Name

Submit To: ARC or BSP

[ Report Generator

= o

[ Report Generator

General| Advanced

General| Advanced

C:\Users\PublictDocuments\ TRAMS\Reporl -

Date Range Betwesn And
Irwvoice: Type (201 B Branch (1] =
Csm:mﬂu [4RC] @ He Fomat [Fepat v
Travel Type (A1 [ HeateFoota|

Ticket Type 41 =]

Paszenger Mame :]

Tkt/Conf No

UDID Selestion [Mone

) | -

Department.
Flown Carrier
City

Inside Agent

Cross Reference | None -

[] Use Department From Profile
“alidating Carrier C/C Types [&l]

Origin/Destination !

Actmn[:] Outside Agent

Sub Title

Invice Payment Status RC Mo -
Clent [Open/Closed/N /8] (=] Font - Siee Frint frst ¢ ftoms
Pay method  [A1] B Eare Params Booking Dates Groups
e Fare Tupe Min . y et~ - | [rous
Vendor [All 53] Mo Depat Ve[ <] ~| WGl
_ Fetum Qrucice [lsEqualTo =] BROADWAY v (G )
Cliert Name Type - e = S
Vendor Name PreferedStatus (81 <] T + (e
[ Print Selection Criteria [] Page Break on Sart Change
Pieview | | Pint | [PunterSetup| | Resst | [ Defout | [ Closs | [(Preview | [ prnt | [PriterSetup| [ Beset | [ Defaut | [ Ciose |
[E} Report Preview: Airline Activity Detail =
[ ] =) page 1ot
Airline Activity Detail
Airline
Issue Dt Ticket No Itinerary Passenger Total Fare Commission |
ARC/BSP MCO
1/5/; 8141230001- Dechter/Bradley 500.00 482.50
8/2 8141230002- Wilhelm/Keith 500.00 482.50
8/27/ 8141230003- Leamington/Robert 500.00 482.50
8/27/, 8141230004- Flowers/Susan 500.00 482.50
8/27/. 8141230005- Appleby/Muriel 500.00 482.50
8/27/, 81412300086- Mertz/Fred & Ethe 500.00 482.50
8/27/, 8141230007- Youngblood/Janice 500.00 482.50
3,500.00 3,377.50
3,500.00 3,377.50
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3. The TBO User issues a Refund Invoice with a Submit To: Supplier to reduce the Total Fare and Commission of the

MCOs issued for the week.

r@ Edit Refund Invoice #90134 Broadway Theatre Group =NACN X
Riefund Invoice Murmber 90734 Branch
lssue Dats 87280 | BROADWAY -
RN -
Broadway Theatre Group
Submit To Travel Type  Passenger Airline endar Ticket.. TotalFare Commiszsion Client Status  WVendor £ New:
Supplier  Service Fee  Broadway Theatie Group  ARC/BSP MCO 350000 337750 Open Dpen
Clignt Pymt
Wandor Pymt
< v [ coms ]
Total Fare Tan Commiszion Comm Trk Comm  Tatal Open
-3.500.00 0.00 -3,377.50 0.00 -3.500.00
[ - l [ E— l [] Priet Invoice After Saving

4. The Agent issues a 2™ invoice for the same amount as the MCO with a commission amount of zero for a Tour or
Cruise deposit or with the actual commission for a final payment. This invoice can be issued in the GDS with a FOP of

Check or in ClientBase with a FOP of CC Merchant.

([ Edit ale Invoice #90146 Leamington/Robert SE)
Sale Inwoice Nurmber 90146 Eranch
lssue Date B/28/ ] BROADWAY -
R No :
Learington,/R obert
Submit To Travel Type Pazzenger AirlineMendor Tickets... TotalFare Commisgzion Client Status  Vendor Status Hew
Supplier Tour-Dpst Leamington/Fobert Apple 500,00 0.00 Open Open
Client Pyt
Wendor Pymt
N 1] 3 Calurnnz ]
Taotal Fare Tax Commission Cornm Trk Comm Tatal Open
500.00 0.00 0.00 0.00 500.00
[ oK ] ’ - l [ Print Irvvoice &fter Saving

Noté: When the invoice is issued in ClientBase with a FOP of CC Merchant it will show as Paid by Credit card on the ffrst

invoice issued. If the invoice is re-printed it will show closed by cash.
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In CB Global Defaults / Default Field Values for Invoices the invoice can go to TBO as open or closed.

Default Field Yalues for Hew Invoices

Pavment Defaults

Forrmn of Payment |Credit Card

=l

3

| Digable Editing Invoice |ssue Date

Save ALL Invoices to Branch | ﬂ

[ Apply Cash Papments
[~ Apply Check Payments
|v Apply Credit Card Payments

Apply CC Merchant Payments

Travel Category Defaults

Trip Balance Due Date |Earliest Reservation Final Payment Due Date j

Travel Tupe Defaults

Travel Category

|Defau|t Travel Type

Li

Ar

Hotel

Car

Cruize

Tour

Rail
Tranzportation
Insurance
Service Fee
Mizcellaneous

Dam. Air
Hatel

Car
Ship-Dpst
Tour-Dpst
R ail

Ihzurance
Service Fee
tdizc.

b ccdify

o]

Travel Type Default Submit TalF'lint Indl -
Hotel CommTrack M
Car CommTrack M
B Ship-Dpst Supplier T
Ship-Finl Supplier T
Rail Supplier by
Inzurance Supplier by
Itk Air M
Tour-Dipst Supplier iy
Tour-Finl Supplier T
W
t oddify
Cahcel

If the box “Apply CC Merchant Payments” is not checked the invoice will be open in TBO which would make it easier to
apply the Refund invoice to the new Sale invoice. If the box is checked, the TBO user would have to void the payment in
order to apply the Refund invoice.
Note: Rather than have the Agent issue the 2" invoice, this could be done by the TBO user. The disadvantage of issuing
the invoice in TBO would be for ClientBase users who would not have a record of the invoice in the Res card.
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5. The TBO user would enter a zero Payment Received / Pay Method: cash or other. Use the Corporate Profile in the
Group Name / click on “All Clients” and on the Global Setting Tab enter the Invoice Group. Click on Close All to apply
the Refund invoice towards the Sale invoices.

10/31/2012

m Create New Payment Received =NACN X
A t 0.00
et Bemarks
Payment Type Payment D ate 8.-"28.-'1:' ;
Bank Acct [1 ']
EBranch :] Invoice Reference -
Payment Wethod BROADWAY =
Prafile Type | Client - Mame | Broadway Theate Group Mame On Check | Pay Code
Global Settings
Invoice H Ta Branch  [All] E]
Passzenger Ticket Mo Confirm Mo
lssue Date To Depart Date To
Invoice Rec No Invoice Group  BROADWAY w  Branch Group :]
UDID Selection -] [ -
Statuz  lzsue Date  Invoice  Tupe Client Mame Total Fare  Commizzion  |nvoice Group [ Toggle Closed ]
Open  8/28/20.. 9134 Refund Broadway Theatre Group -3.500.00 -3377.50 BROADWAY LCloze Al
Open  8/28/20.. 90143 Sale Dechter/Bradley 500.00 0.00 BROADWAY
Open  8/28/20.. 90144 Sale ‘wilhelm Keith 500.00 0.00 BROADWAY =
Open  8/28/20.. 90145 Sale Flowers/Suzan RO0.00 000 BROADWAY Partial Payment
Open  8/28/20.. 90146 Sale Leamington/Fobert 500.00 0.00  BROADWAY Edit Imvoion
Open  8/28/20.. 90147 Sale Appleby/Muriel 500.00 0.00 BROADWAY ~
Open  8/28/20. 90048 Sale Mertz/Fred & Ethel 500.00 000 BROADWAY
Open  8/28/20.. 90145 Sale ‘foungblood/ anice 500.00 0.00 BROADWAY
Show Quick Edit
Unapplied T otal Total Open Balance Due
0.00 0.00 0.00 & Fecords nvoices Only -
Continue entering Payments
-DK -Cancel Create Agent Adjustrment
- [ Dizplay Pymt # After S aving
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6. To close the Vendor side of the bookings and send a check to the Vendor, enter a Payment Made / Pay Method:
Check for the total amount due to the Vendor. Click on All Vendors and on the Global Settings Tab enter the Invoice
Group Name. Important: All Vendors pulls up the ARC/BSP MCO refund invoice as well.

m Create New Payment Made l = | 5 é
3.500.00
crol FRemarks
Payment Type Payment Date 8;"28;"2[1:‘ i
Bank Acct [1 v]
Branch :] Invoice Reference i
Payment Method BROADWAY v
Frafile Type | Wendor - Mame | Apple Mame On Check | Pay Code
Global Settings
Invoice # Tao Branch [&ll] E]
Paszenger Ticket No Confirm Mo
Iszue Date To Depart Date To
Invoice Rec Mo Irekgice Group  BROADWAY w  Branch Grup :]
UDID Selection = [
Status  lssueDate  Irwoice # Type  Client Mame  VendorName  Travel Type  Total Fare  Commission  MetDue  Submit To Applied [ Toggle Closed ]
Cloged 8/28/20.. 90134 FRe.. Bwoadway. ARC/BSP.. Service Fee  -3,500.00 -3.377.50 12250 Supplier 12250 Cloze Al
Clozed 8/28/20... 9143 Sale  Dechters..  Apple Tour-Dpst R00.00 000 50000 Supplier -B00.00
Cloged 8/28/20.. 90744 Sale  Wihelms..  Apple TourDpst H00.00 0.00 50000 Supplier 500,00
Clozed 8/28/20... 945  Sale  Flowers/S.. Apple Tour-Dpst R00.00 000 50000 Supplier -B00.00 Partial Payment
Cloged B/28/20.. 90748 Sale  Leamingt..  Apple TourDpst A00.00 000 50000  Supplier -500.00 Edit Invoice
Clozed 8/28/20... 947 Sale  Applebys..  Apple Tour-Dpst R00.00 000 50000 Supplier -B00.00
Closed 8/28/20.. 90148 Sale  Merz/Fre..  Apple TourDpst 500.00 000 50000 Supher  -500.00
Clozed 8/28/20... 9143 Sale  “Youngblo..  Apple Tour-Dpst R00.00 000 50000 Supplier -B00.00
Show Quick Edit
Unapplied Total Total Open Balance Due
-122.50 0.00 122.50 8 Records el
Continue entering Fayments
[T] @ [] Create Agent Adustrment
[ Display Pymt # After Saving

The remainder in the Balance Due box is the cost of running the MCO'’s. Create a voucher on the Vendor Profile for the
amount in the Balance Due box.
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7. When you are ready to close the Group, enter a Payment Received for the Total amount of the Vouchers on the
Vendor Profile. Pay Method: Other . Toggle the Vouchers closed and create a Journal Entry to Debit the Cost of
Sales account for the Travel Type used for the Group. This will increase the Cost of Sales for the group by the cost of
running the MCO’s.

Note: If you are doing this for individual Clients, you can close/reconcile the voucher immediately after entering the check
to the Vendor using the same method as in # 7.

[ Create New Payment Received B

Amount 12250

Payment Type Payment Date 8/28/2[ |

Bemarks

Branch :} Invoice Reference
Fopment Method C BROADWAY D
Fuofie Type [vendn =] Apple Name On Check | Pay Code
Global Settings
eneereeins [ Create New Journal Entry #18 SRR
Irwvoics 3 To Branch  [Al] (=)
Passenger Ticket No Confim No Jmem Bty Rtz
Issus Date To Depart Dale To Aativty Date 8/28/2] | Code -
—-—— s o :
—_— Bemarks
upD Seeston [ w| [T -
:
Account Mame & Number Debit Lredit
Status  lssusDate  Invoice # Type  ClientName ‘YendorMame Travel Type  Total Fare  Commission | E]
Closed | 8/28750 18T Vo Hroadway.  Appls o Air [Iai] T2 Remarks Detail Group Update
-
AcctMo  Acct Mame Branch  Debit &mount  Credit dmount  Remarks  Group
2000 Wendor Balances 12250
5030 Cost of Sales - Tour Depasit 1] 12250
Unapplied Total Total Open Balance Due
o.oo ooo 0.00 1 Records
Dbl Total 12250
Credit Total 12250

Scenario Two:
The Agency adds the cost of the MCO to the Total Fare:

Charge would be............ (o] Net
$518.14 $500.00
$414.50 $400.00

1. The agent issues an MCO for a $518.14 deposit with a commission of $500.00

It is important to use the GDS format to put the Group Name on the Invoice.

If the MCO is for an individual that is not part of a group, it might help to use a Group Name of “MCO” to track this type of
payment. The procedure would be the same as for a Group, but on an individual basis.

2. The TBO user runs a Report Generator report that lists the MCQO’s issued for the Group.

Report Generator/Print Report: AL_AD.rpt  Submit To: ARC or BSP
Invoice Contains: Group Name.
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B B prort Proviiow: Airline Activity Detail

ea|omm «l v S& 8= = B Page 1 ot 1

Birling Activiry Dietail

Towosl Vith The Bers From MD
SITT . Cantury B T 21
Sutn 1300
Los Aspelas, CA GO0ES
B4 BT 6
Agine
Isue OF Ticket Ho Errary Fasgange Tokal Farn Comymes S0
=]
ol | QO D Doz b b EEAd S0
0 & a0 O vilizenSiopharie 1814 000 5
A LR ero ol Alble M ety Rl Rl 500 i
eyl 1 a0 O3 Fiager Froatisr 1814 000 55
an 1 40001 04- Vg b 814 £00 £
A A A O Thwnaiess Belafrerse S |11 ——- L
3,00 e 3,000
AAnEE A, 00 a0

3. The TBO User issues a Refund Invoice with a Submit To: Supplier to reduce the Total Fare and Commission of the
MCO’s issued for the week. This time the Total Sales and Commission will be the same. The $108.84 charged to the
Clients to run the MCO is left as a Sale.

T pralar Marer Frfund Inveden #{Unmaigned] Broadeay Thealoe Groug

I ] I et [B Tl Tra i =]
o e (A froe | G =]
AP Ho [T7M5670 Tus'wah w]  Rssbas [ Ramisty
Clort Bame | [leasckem Thashe liog |

: Gt Ty ] Tagwnl Tpgen | Passtarges | P e 1T i Fiase | Coomemspesiten | Wihiot i | Chowd Gtgnss | ' Fige
Supphs  TouDpst  Bedesy Thest . ARCATSFMCD BT T T T Open [ |
I
|
|
|
I
Cohmea |
L3 »
Tootsdl Fawt Tan [ Comam Tok Comam Tl g
| A am | 1mm | o [ Raman

™ Pl v A Sarvng
[ Contrass enfenrg oo

4. The Agent issues a 2™ invoice for the same amount as the MCO with a commission amount of zero for a Tour or
Cruise deposit or with the actual commission for a final payment. This invoice can be issued in the GDS with a FOP of
Check or in ClientBase with a FOP of CC Merchant.

Note: When the invoice is issued in ClientBase with a FOP of CC Merchant it will show as Paid by Credit card on the first
invoice issued. If the invoice is re-printed it will show closed by cash.

L

5. The TBO user would enter a zero Payment Received / Pay Method: cash or other. Use the Corporate Profile in the
Group Name / click on “All Clients” and on the Global Setting Tab enter the Invoice Group. Click on Close All to apply
the Refund invoice towards the Sale invoices.

6. To close the Vendor side of the bookings and send a check to the Vendor, enter a Payment Made / Pay Method:
Check for the total amount due to the Vendor. Click on All Vendors and on the Global Settings Tab enter the Invoice
Group Name. Important: All Vendors pulls up the ARC/BSP MCO refund invoice as well.

No further steps are necessary with Scenario Two.
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