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TBO Agent Setup: Profiles/Commissions/Statements/Reconciliation 
 

Agent Profiles:  
 
General Tab: 
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TBO Agent Setup: Agent Profiles 
 
 
Communication Tab:   Enter Phone, Fax, E-mail and Web address if applicable. 
 
 
Payment Tab:  
 
 

 

Enter Agent’s Bank information. 
 
The ACH payment method can be used for handing off data from 
TBO to a Payment Distribution Service or your local bank. 
It is like an NPC settlement using EFT but in reverse.  Instead of 
the agency receiving a file to reconcile payments being received, 
the agency would be sending a file, so that expense payments 
could be made from the file by a bank or Payment Distribution 
Service. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Groups Tab:  Any group(s) to which the agent belongs: Inside, Outside, Leisure, Corporate. 

This field can be used as selection criteria for reports, or to run group                  
statements and summary reports. 

 
 
Marketing Tab:  Business Type, Other, Notes & Additional Notes, Travel Preferences can be 

      used as selection criteria for lists and labels. 
                            Statement Remarks: Any remarks entered into this area of the agent 
                            profile appear on all statements generated for the agent profile. 
                            They can also be used for lists and labels. 
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TBO Agent Setup: Commission Rates 
 
Default Rate Tab: 
 

Agent Rates are applied as follows: 
 

1) If an Agent Rate is specified at the booking level of the PNR, then that rate is entered into 
the Agent Tab of the Booking Screen during the processing of your Interface Records.  
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2) If NO rate was specified in the PNR, then any rate/amount by Travel Type specified on the 
Default Rate Tab of the Agents Profile is used.  

 
 
3) If NO rate is specified in the Default Rate Tab of the Agents Profile, then the rate/amount 
specified globally under Utilities|Setup|Travel Types will be used.  

 
 



TBO Agent Setup: Commission Rates 
 
 
4) If there are no rates specified in the Default Rate Tab of the Agent Profile or in Utilities 
Travel Types, then the Inside or Outside Rate specified on the General Tab of the Agent 
Profile is used.  
 

 
 

Note: These default tables, both in Utilities and in the Agent Profile, are only used during 
Interface Processing. When manually entering bookings, the system works if Inside and/or 
Outside Rates are entered on the Agent Profile General Tab, then those rates are used for 
whatever booking you are manually creating. If you want to assign a different rate based on 
Travel Type you just need to change the rate on the Agent Tab of the Booking Screen.  
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Agent can also be entered in a Client Profile: 
 

 
 

This agent is added in addition to any agents assigned during the interface. 
Warning: This can cause duplicate agent commissions being recorded.  
 

 
 



TBO Agent Setup:  
 
 
Agent Types:        Inside – SA Outside – OA Booking Ticketing 
 
 To add Booking and Ticketing agents to Invoice bookings during Interface. 
 
 Utilities/Setup/Global Defaults/Interface/Mailmerge Prompt: 
 
 

  
 
 
 
If only Read Booking Agent is checked, the PNR booking agent is the agent captured in the 
Agent Tab of the Booking. This is the default setting and only captures the Booking Agent. If 
both Booking Agent and Ticketing Agent boxes are checked, then two agents are captured 
in the Agent Tab. If they are the same agent, that agent is listed twice in the booking. If they 
are different agents, each agent is captured. The first agent listed is the Booking Agent and 
second agent is the Ticketing Agent. If no boxes are checked, NO AGENTS are captured. 
ALWAYS have at least one agent type checked.  
 
Allow Multiple Agents Per Booking 
When checked, multiple agents are interfaced into a booking. When unchecked, only the first 
agent listed in the interface record is captured. If any agents are assigned to the client's profile, 
those agents still are added to the booking. Any agents not processed from the record are 
listed on the Processing Error Log.  
 
TBO Agent Setup: Agent Activity Reports 
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 Reports/Agent/Activity 
 

 
 
The Agent Activity report run with the selection criteria above will match the Booking Activity on 
the Management Summary Report. It can also be run using Agent Status: Inside or Outside 
and Agent Action: Booking or Ticketing 
 
Note: When looking at the actual Agent Activity Report, the Fare Productivity Column is the 
total fare divided by the number of agents on the invoice. The Commission Productivity 
Column is the total commission divided by the number of agents on the invoice. 
 

 
 
TBO Agent Setup: Agent Activity Reports 
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 Open Invoices by Agent  

 

 
 

  This report can be run for all agents or by individual agent name. 
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 Unpaid Commission by Agent 

 

 
 
 

The above selection criteria will run a report of unpaid (by the Vendor) 
commissions for all agents or by individual agent name. 
 
 
 



 
TBO Agent Setup: Agent Statements 
 
 
Reports/Agent/Statement 
 
 

 
 
 
   The above selection criteria will run a detailed report of all open (unpaid to agent) 

bookings where the agency has been paid by the client and has received the 
commissions from the vendors. 
 
The report can be modified by changing the Agent Status, Preferred Vendor Status, 
Depart dates and Agent Action. 

 
 The Agent Statement can be run for a Group of Agents or for Individual agents. 

Be sure to Default the selection criteria so that the Agent Statement uses the same 
criteria every time. Print a copy of the selection criteria and place in each Agent’s folder 
as a backup.  
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TBO Agent Setup: Agent Statements 
 
 

 

6. 

5. 
 

 

4. 

3. 

2. 

 
 
1. 

 
 
 
1.  Total Sales generated by agent for agency. 
 
2.  Total agency commission received. 
 
3.   Agent commission amount. 
 
4.   Agent Adjustments: added under Adjustment Menu. 
 
5.   Travel Type Summary. 
 
6.   Total Commission due to Agent. 
 
 
 
TBO Agent Setup: Agent Reconciliation 
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 Payments/Reconciliation/Agent Reconciliation 

 

 
 

         Enter the same criteria used for the Agent Statement to Query the open bookings. 
 

 
 
        The Selection Criteria can be defaulted to match the Agent Statement defaults. 
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TBO Agent Setup: Agent Reconciliation 



 
 
 Enter Agent Payment 

 

 
 
 Journal Entry 
 

 
 
 Credit agency expense accounts for expense deductions. 
 Credit Employee Advances for deduction to pay airline ticket issued for family. 
 Add Agent’s initials as Detail Remarks for G/L Account History Report by agent. 
  

Once the Payment Made is entered the Date Paid field on the Agent Tab of each 
booking is stamped with the date of the check. 
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TBO Agent Setup: Agent Reconciliation 
 
 To apply $1000.00 commission deduction to the agent’s personal open Invoice: 
 Enter a Payment received for $1000.00. Use Pay Method: Other.  Close the  
 Client Invoice.  Enter a Journal Entry to Debit Employee Advances. 
 
 
Global Modify  
 
 Globally modify an agent's Commission Rate Percentage % or amount to all bookings or 
bookings selected by travel type in the query screen, for a specific agent. This globally applied 
percentage can be used by agencies that want to pay agents a base salary plus a commission 
bonus based on exceeding an identified commission 'threshold'. The Total Commission field 
should be used as an aid to easily see whether an agent has exceeded the threshold and then 
calculate the percentage to be used for the Global Modify of the agent commission rate, 
without running an additional report.  
 
Example: Agent salary $1500.00 per month - Commission Revenue Threshold - 
5000.00/month  
Any Commission Revenue exceeding 5000.00/month is paid to the agent at 30% of the 
excess. Agent books 6000.00 of commission revenue exceeding the threshold by 1000.00 or 
300.00 extra compensation to the agent.  
Agent Total Compensation for the month = 1800.00 (1500.00 + 300.00)  
Calculation of percentage to apply to all this agents bookings across the board for the month:  
300.00 / 6000.00 = .05% (.05% X 6000.00 = 300.00 of extra commission revenue from all 
bookings during the month to be added to the base salary of 1500.00)  
The Global Modify feature for agent commission percentage % would be 5% applied to all the 
booked commissions for the agent for the month and display as 5.00% in the 'Rate' Field for 
the agent on the Agent Tab of the Booking Screen.  
 
Note: Agent Payments are linked to the Cleared Agent Bookings when using the Agent 
Reconciliation. If you query for the payment made to the agent on the Payment Query Screen, 
and then right-click the payment to Query All Invoices, the invoices cleared and paid to the 
agent when using the Agent Reconciliation, are displayed. A View Pymt button has also been 
added to the Agent Tab of the Booking Screen that also links to the Agent Payment.  
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 Reports/General Ledger/GL Account History 
 
 

  
 
 Detail Remarks allow you to run Account History for Agent Commissions by Agent. 

 

 
 
 
 
 
 
 
 
 
TBO: Agent Setup: Reports 
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 CORE Reports:  
  Client Balance sorted by agent 
  Vendor Balance sorted by agent 
 
 Report Generator Reports: Report Generator reports are customizable.   
 

   
 
TBO Agent Set up: TRAMS Crystal Reports 
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TBO Agent Setup: TRAMS Crystal Reports 
 
 Download the free Crystal Report Viewer from the website. 
 

 
 
                                                  
                                                                   
       
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 Review Library of Downloadable Reports 
 
 
TBO Agent Setup: Trams Crystal Reports 
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 View sample of report to preview. 
 

  
 

Create a folder on your C:\ drive called Agent Reports and 
Download the desired reports to this folder. 
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TBO Agent Setup: Trams Crystal Reports 
 
 
 Reports/TCR Viewer 
 
 

  
           
    
 Browse for the Agent Reports folder and choose the report you wish to run 

using your TRAMS database.  
 Click on View Report                                                                                                   
 
NOTES: 
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