Trams Back Office
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ClientBase

Handling Groups in Trams Back Office and ClientBase
Introduction

In this document we follow the workflow of a group starting in Trams Back Office and following through to ClientBase including
the Inventory Manager.

Topics:

Setting up Group Names in ClientBase or Trams Back Office
Setting Up Group Profiles

Setting Up Inventory in ClientBase

Promoting the Group in ClientBase

Selling from Inventory using Res Cards in ClientBase

Using Reminders to Manage the Sales Process in ClientBase
Documenting Client Payments in ClientBase

Collecting Client Payments/Disbursing Vendor Payments in Trams Back Office
Group Receipts/Expenses Report in Trams Back Office
Managing Inventory Utilization in ClientBase

Group Reporting in Trams Back Office

Closing the Group in Trams Back Office

Trams and ClientBase Products and Services Group Policy

Provide simplified group related enhancements to meet the needs of our customers and the changing
marketplace.

Continue to support our TCC’s and Crystal Report Writers that provide custom Crystal Reporting to meet
your uniqgue group reporting needs (these are in addition to the TCR (Trams Crystal Reports that we
create in-house).

Continue to support third party group vendors that are dedicated to providing powerful and flexible
group management solutions.
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Setting Up Group Names
Before You Begin Selling............

The group we are entering is a cruise with Royal Caribbean International on the Voyager departing November 25th. We have
blocked 20 inside cabins and 10 outside cabins. All clients are paying us separately.

Set up your Group Name in ClientBase or Trams Back Office
Client and Vendor Profiles

Identify the desired accounting method
Creating Group Names in ClientBase:

Since the Group table is shared by ClientBase and Trams Back Office, you may add the Group Name in either program. Any
changes made in one program will make the same changes in the other program.

Go to Global Defaults — Group List

r 2 N
Group List X4
Allow Free Flow For Groups
v Agent Group Name [agent [Cient [Other [Vended invoice] Payment| Res Cardfinventory »
@ Chent P BROADWAY X X X X X
MaLIKALA) X
v Other QASIS201
5 Veada <_ RONOVZS >

Invoice/Payment/
Res Card/Inventory

<

Add | Modly Delete

Group Entry
Ok Cancel |

L — —_— Group Name
[ROINOVZS

Show Group Name in the follovang group drop-down lsts

Click on Add M Cient
Vendoe

Agent
Other

1 T

—

Enter the Group Name chosen

]

Invorce

<

Choose the Drop- Down lists where you
want the Group Name to appear.

<

Payment
’ Res Cad

<

Inventory

oK Cancel
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Creating Group Names in Trams Back Office

On the main menu, click Utilities| Setup | Groups. The creation of a Group Code allows for consistent data entry and “ties” all
the appropriate group invoices created in ClientBase and in Trams Back Office together.

= [ Trams Back Office -- Sabre Travel Network

File Invoices Pay dj Profiles I-Ledger Interface Reports [Utilities | Window Help
Setup » User Profile
A Travel Backup... Global Defaults
o —saddl€ [ Network Calculator F5 Branches
Purge... d Travel Types
Bank Accounts
Enter Access Code... .
G/L Accts
Display Encyption ke -~ Trams Back Office |

Conversion Rates part of the sabre red portfolio
Printer Defaults

Headers/Footers

Fare Codes
City Codes
Groups
IC/Host Codes
CC Processors
UDIDs
Trams Back Office 3.04.02 Build 004 Serial # 7072706 Expires 5/1/2013 (US)ARC
Copyright(s) 1987-2012 Sabre Holdings
i ’ Invoices I Payments I Operating Payables I Joumal Entry I Profiles | Agent Adiuslmem§{
= [Set Up Groups. Alias: TL Test [DCOMConnection] | Login: 5YSDBA
Create “Invoice/Payment” Group Name
B3 Add/Modify Default Groups o (= bX4
Add
Growp Type | Invoce/Paymant v
Group Name RCOI2SNOV Update
Descrption
Type Name Descoption -
Chont BROADWAY B Pt
Chent MALIKALLA) Mau Kaua Gro
Chert 0ASIS2013
Chant RCINOV2S
Chort SFIAZZ San Francisco
Inventory BROADWAY
Inmrd o NnasIs2ma N
Ok Cancel

Create “Client” Group Name
Click the arrow at the end of the Group Type field and select Client from the drop-down menu. Enter a name
for the group for example: RCINOV25 Click Add and the Client group is displayed. Click OK to save.
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Create “Client” Group Profile

| I3 Create New Corporate Profile #1552 RCI2SNOV = “ | On the main menu of TBO click Profiles | Client| Corporate.
General | Comamurications | Emplogee Info | Payment Info | Groups | Marketing | Agerts Create a corporate client profile to take advantage of the long
Profiis Neme  RCIZSNOV “Name” field (this can also be created in ClientBase).
Contact Last Name Erst M
Contact Title Courtesy Tile v

The creation of a client group profile is helpful for a number

Sa
en of Purposes:
Stieet Addiess 1
Stieet Addiess 2 Apt/Sute
Cly State ZoCode  Counlry . It can be used as a temporary holding account for
' refunds and deposits.
Payee Name

Intedace |0 RCI2SNOV

Credht Lini Inactive . Use the profile when creating the final “Group Profit”
Prenay Agent Branch - Invoice
. Use when creating vouchers to vendors before
| OK | | Cancel . .. .
— LA Shnin Etes invoicin where the voucher covers multiple group
clients.

Who's Paying for the Group Travel? - Creating Profiles in ClientBase

e Use Leisure Profiles for each group member family as reservations are accepted. Create new profiles by clicking
File| New | Leisure Profile in ClientBase.

o Be sure to use/create one Family Member Record for each traveler with all required
immigration information

o Each profile should have a unique interface ID. o Keep in mind that creating these
profiles has marketing benefits in the future.

; Family Member/Employee: Able/Kenneth - [el® =

General Advanced Passengerinfo Cards | Travel Preferences PNR Entnes

Belationship yath Profile  Coutesy Title First Name Middle Name Last Name Gender
[Prmary | M ] [Kenneth {Alan [able [Male =]
Chgenship Buthdate R Age  Sauabon/Nickname

us v| [Sepember | [2 .[1565 a7

Communication

1;98 Entry Descoption

[Froes = N, =l

[Frore ~| J [ ] Communcatons
Remarks

Ok Cancel
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If you receive lump payments from a "Group Leader" o You still have one profile for each family participating in the
group, unless you are requested not to create separate Leisure Profiles for Group Members.
o In this case create a single Corporate "Client Profile" using the name of the Group. Each passenger has an
“Employee” record under the profile. All Res Cards, Inventory buys and Invoices are created under this single
“Group” Corporate Profile.

B CherrBase - Satve Trpe! Network - [RXIZSNOY - CORPORATE]

‘it o ot b Ot as tite

PDEEE S 8 9 8 8B 8B 48 9 A
P Naoe Nokt Res Cod Peosgr Pt Latel Loty nE Eved  OQVew

ROZNN \ Sore Prvwry Agat RCQSHOY =
Proce Crestes 11132012 -~
Pax Graese Oase
€l M
wiertace © Proftle Mo 156 ¥
P —
Germd o Fanets  Nebatrg Englopees  Acnba Trwititay  Cok Aoz Cok Fagroart Moy Mretvverts PEEtser  Mowfakk  Gogs P Cod Rareda
o | [Lostiywe  [Frvtiows  [Poson  |Swcking |Crue Sioe] Casce Dwwngl Hond Bixd gl Hee Sonchd] Mok oo Locyior] 8 Soacy =~ J Moy | Odets
Lk S St Sotan
Rede
Moy lwve Wy ——
Capy l Pase !

Lo hatie Keeweds tibe
» Sowtviwe Sl Lyw Efrolves Detal
% StVictn v sy Raikls

Sonlions S e

[ F58 1 B B

Which Vendor Profile to Use?

We are using ClientBase along with Trams Back Office for managing our groups.

The ClientBase Inventory Manager requires using a different vendor for each travel component for the group. You
do not need to create a separate vendor “group profile” when using both ClientBase and Trams Back Office for your

groups.

You may use your normally used vendor profiles that are already in TBO. If you do not have a profile for the vendor,
you can create one by clicking on Profiles|Vendor on the main menu. This will allow you to run your vendor reports
for all business under that vendor or only business booked for the group with that vendor.

J’m Edit Vendor Proiﬁl; =724 Roy;l Canbbean lnte;\ctmol S
General | Communications | Pagment Info | Gioups | Marketing ‘
Profile Name Rogal Canbbean Intemabonal
Contact Last Name Fest M
Contact Titke Courtesy Tile v
Salutation
Stieet Address 1

Street Address 2 Apt/Sute
City State Zp Code Country

Payee Narme
Intedace |0 RCC Arir2 No Preteried

% Comeression Inactrve

Hmory‘ <l [ Cancel
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Which Accounting Method to Use?

The two choices are normally “Accounting as Departing” Or “Accounting as Payments are Received.”

Using ClientBase along with Trams Back Office for your groups decreases your need to use the GDS to generate an
invoice just to provide your clients with confirmation of their group purchases, group payments, and future payment
dates.

You no longer need to generate your invoices through the GDS so you can get that information into Trams Back
Office for accounting purposes.

Which method you choose is more dependent on how you want your Sales and Revenue to be shown on your
financial statements. This choice should be the way to “Account” for your group from now on.

Using both Trams Back Office and ClientBase allows you to choose either method of accounting for Sales and
Revenue. Your customer gets the documentation that shows what they have purchased, how much they have paid,
and when they need to make future payments.

Option #1: Accounting As Pros Using Both Back Office

Departing &
ClientBase

The sales, cost of Sales and Income are accounted for when No significant Cons
sales and income all group members are final.

are all accounted

for when the Group Yield is not distorted as Revenue is

is completed or has reflected at the same time as sales are

departed. reflected.

Client and vendor vouchers are created as
payments come in from clients and go
out to vendors.

Invoices are created when the group is
finalized, except for ARC/BSP airline
tickets or any CC deposits that need to be
run before finalizing the group

Client is given a “Trip Itinerary” and a
“Trip Statement” from ClientBase.

Final invoices are created with
commission in them, so that when looking
at the travel history for a client, you can
see the revenue value of that client to the
agency.

Option #2: Accounting As Pros Using Both Back Office

Payments are Received &
ClientBase
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The sales and cost
of sales for the
Group are
accounted for as

The maximum number of reports for the
clients and management can be
generated from both TRAMS Back Office

Since sales and cost of sales
are being accounted for at
different times, yield is

payments are
received from the
clients for the
amount received.

The income is
accounted for when
the Group is
completed or has
departed.

and ClientBase, as invoices are being
created as you go.

The agent can document a payment
immediately by easily generating an
invoice in ClientBase. A vendor balance is
also created for the bookkeeper reflecting
the amount due out to the vendor.

distorted on a month-tomonth
basis.

We are accounting for sales
every time a payment is
received.

Financial statements will show
high sales with no income in
one month. Then in later
months you will see low sales
with high income.

Note:

Did you know that you can defer the Sale on Supplier bookings closed with a credit card until commission is received? Please

refer to TBO help files for directions.

Setting up Inventory Records in ClientBase
Inventory items can be created from anywhere in the program:

Clicking the Inventory button .

Going to File| New|Inventory or

P
@ Inventory

lh‘lalllul/ No 3

General  |tnecary

Total Blocked Soid
0

Payment Due Dates

% on the tool bar or

Available
0 1)

InArwvoice Remarks Agent Remarks | Groups
Date Reserved Inventory 1D Travel Category Vendo She (114 [
[ =l Crue =l [ =] =
Descrpbon Dutation Start Date End Date Ubikzabion Date Exprabon Date
| I | S| < < =] | oo |
Region )astnaton Corfemation 8
[ ~| ) ~ |
Details No
General  I'n/Arvoice Remarks Agent Remarks Iraert ‘
S be Des: Ca D
Quy . od  Avaisbl I escrphion ]degory I ech Updete
- 5 Ner
Pricing |Base | Tax | Comemission | Total | | A
Per Peeson Based on Double Occupancy Iterrce
Sngle Supplement |
Iid/4th/Sth Adult Supplement
Chid Rate J
DetsilNo  [Blocked  [Description Delste
4

-
—J

Right-mouse clicking in the results screen of the Inventory Manager and selecting Add.
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One inventory record can include multiple Inventory Details. Inventory Details include Quantity, Description and
pricing. For example, we have blocked space for 2 different categories of cabins on a November sailing of Royal
Caribbean’s Voyager. You would have one inventory record with 2 Inventory Details, one for each cabin category
with the quantity blocked and it’s pricing.
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General Tab (Top) Depending on the Travel Category selected, different tabs of information appear with

different fields of information within those tabs.

—_—
A Inventon
88 Inventory

i’m-:;'min/ No. 1

General  tnerary Pagment Due Dates

Total Blocked Soid Avadable
P ,

ItnArvoice Remarks

Agent Remarks  Groups

Date Reserved  Inventory 1D Travel Category Vendo She
[ SIFHARON — [crase =] [Rosd Cabbeaminienstiond [Vopsgs e Sear 3] —
Descrpbon Dutation Start Date End Date Utikzabon Date Exprabon Date o
7-reght E sstein Carbbean 7 3 # [ ~| [7 E

Regon Destnaton Conrfumation #

[PemucstCatbom =] [ICobesn-Evstom ClC

Details Nol

m InArvoce Remarks Agent Remarks |

Qty Sod Avaisble Descrption Category Deck |

[T12 | 1| [insde fis™ |

’ : New |

Prcng - - |Base | Tax | Comenission | Total | | !

Per Pecson Bated on Double Occupancy 85000 25000 8500 110000 Rtemize

Sngle Supplemant £5000 8500 850.00

Jrd/4th/Sth Adult Supplement 60000 25000 6000 85000

Chid Rate | 0000 25000 6000 850 00
| ID«a! No [Blzdal ]E'e:cr.u.on - Deiste |

» 1 12 Insde

2 16 Deluxe Ocearview w/Verandsh

Date Reserved: Manually enter or choose date from the drop-down menu. This is the date this block
space is reserved.

Inventory ID: This unique ID is user definable and can be used to query your inventory items. For
example, our Cruise ID might read, CR110104 (using CR for cruise and the date).

Travel Category: From the drop-down menu, select the appropriate Travel Category from Air, Cruise,
Hotel, Miscellaneous, Rail or Tour.

Vendor: Type in a few letters of the vendor's name and choose vendor from drop-down menu.
Airline/Ship/Property/Rail/Service Provider: Fill in the Service Provider profile that applies. For
example, our vendor is Royal Caribbean and the service provider would be Voyager.

Description: Type in a unique description to identify this inventory item. For example, our cruise is
described as Western Caribbean (Location of cruise)

Duration: Type the number of days of the item.

Start Date: Type the start date of the item or double-click the start date off the calendar accessible
from the drop-down menu.

End Date: Type the end date of the item or double-click end date off the calendar accessible from
the drop —down menu.

Utilization Date: Type when this item can be used or double-click the utilization date off the
calendar accessible from the drop-down menu. The utilization date can also mean the date by which
the Inventory must be sold to avoid penalty. Agency can choose either interpretation.

Expiration Date: Enter date when this item can no longer be used or double-click the utilization date
off the calendar accessible from the drop-down menu. This is important because by entering an
expiration date, agents are prevented from pulling inventory into Res Cards after this date, and
ClientBase automatically removes all expired inventory from any query results when launched from
the Res Card Inventory button. You can still query expired inventory from your Inventory Manager,
as the record still remains in the database. (If an inventory record has the Expiration Date set to
today, the inventory continues to appear in query results and is not considered expired until the day
after the expiration date.)

Region: If you are tracking where clients are traveling, from the drop-down menu, select an area.
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Itinerary Tab (Top)

To enter detailed itinerary information to print on Itineraries|Invoices generated from Res cards click the

Itinerary Tab:
" Click Itinerary to complete all desired fields.
Click Insert to add information
To add an additional item, click New.
To edit an item, select it, change the data, and click Update.

To remove an item, select it, and click Delete.

"

Inventory oll®]| 3
.mr@ Itinerary @ = |
Genol Descnpbon I
Sta [
|54 Depart Ciy Depart Date Depart Teme I Close
mEY [l +] [FtLouderdale ~ [ ~|[s00PM  +] New ||F
- 5% Azve Ciy Asmval Date Agnival Time
[NaS <] [Nassau ! [ ~||300AM  +|
Dete Stat Date/Time | Start City Code| Stant City o
ﬁ L FLL Ft Laudesdale
! NAS Nassau
[l]l_y1: : . EYwW Koy West i]
+
Prce
Pafl| | '
Sngh
Sid/4 oK Cancel
Chid
L A A
DetailNo  [Blocked  |Description »  Delte
L 1 12 Insxde =
E 2 16 Deluxe Ocearview w/Verandah
‘ »

Payment Due Dates Tab (Top)

Deposit Due Date: From the drop-down menu next to Default Date Using, select Current Date,
Reservation Create Date, Reservation Start Date, or Reservation End Date. Next, from the drop-down
menu select the plus or minus sign and choose the number of days from 1 to 2000 to use in combination

with the Default Date Using field.

Final Deposit Due Date: From the drop-down menu next to Default Date Using, select Current Date,
Reservation Create Date, Reservation Start Date, or Reservation End Date. Next, from the drop-down
menu select the plus or minus sign and choose the number of days from 1 to 2000 to use in combination

with the Default Date Using field.

o)

Inventory
s Total Blocked: ~ Sold: _ Available:
nventory, f* 2 | i 2
General | ltinerary | Payment Due Dates |  [tin/Invoice Remarks Agent Remarks | Groups |

[ ~Deposit Due Date =1  Final Payment Due Date-

These dates will be

Default Date Using plus/minus Number of Days Default Date Using

plus/minus Number of Days

used when you create ~|[180

|Heservation Start Datej I- |F|eservation Start DateLI I-

Current Date
Reservation Create Date
Reservation Start Date
Reservation End Date

Reminders.

[

Close
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Itin/Invoice Remarks Tab (Top)
Enter free-flowing Itinerary/Invoice Remarks that appear on the generated Itinerary and Invoice in the

Res card.
@ Inventory = =)
et el il Totad Blocked  Sold Avalable
NYenion.. re 28 3 26

General | Minecary Payment Due Dates | Iin/lnvoice Remarks Agent Remarks  Groups

[Join us at the Cocktal Paity an Thursday Evering

Agent Remarks Tab (Top)
Enter free-flowing remarks that do not appear on the generated itinerary and invoice.

o In -]
& [nventory = (=

v—-ryv—.vm Total Blocked  Sold Avaiable
IYBHLOTY,. I 2 > %

& o

Gerrad | Itnerary | Pagment Due Dates linArwvoica Remarks  Agent Rematks  Group:

Groups Tab (Top)

Add a Group name to the inventory record.
@ Inventory = (= &3

-vr-,!-n—m Total Blocked: Scid Avsisble
IYEHIONy . FYe| x 2 %

Genesal | lbnerary Pagmer: Due Dates |binAnvoice Remarks Agert Remarks  Groups

Group Name Add

RCINOV2S | »
Modly | Cloze |

v

Delete

Details (Bottom)

e Qty: Type in the number of available items. For example, we have 20 inside cabins and 10 outside
cabins.
e Sold/Available: This area keeps track of what has been sold and what is still available
e Description: Type in any identifying description such as with our cruise — outside cabins or inside cabins.
e Class of Service/Category-Deck/Room Type/Tour Name: Depending on the Travel Category selected in
section above, fill in the appropriate data. With our cruise we are entering Category 8 Empress Deck.
e Pricing/Base/Tax/Commission: For each item, fill in the Base Price, Tax, and Commission on Per Person
Based on Double Occupancy, Single Supplement, 3rd/4th/5th Adult Supplement, or Child
Rate. Click Insert to add information to data entry screen below. To add an additional item, click
New To edit an item, select it, change the data, and click Update. To remove an item, select it, and
click Delete. The more complete your pricing information within your Inventory Detail, the more accurate

the default pricing is when your agents are pulling from this inventory record.

4/15/21



Itemize: Click the /temize tab to bring up a screen to itemize the total fare if you want more detail to print on the
Itinerary/Invoices generated in the Res Card.

€D nemize le/@ = ]
Qty Descrption
[ 100 [Tawes =~
¢/«  Base Tax Comensson Total Fare N
ow
[+ =] 20000 | 000 | 000 x| 000 [ 000 % | 200.00
Quantly | Description [+{Base [7ax [t~ Deiete
| | 1.00 Inste Cabin . 850 00 25000
[ | 1.00 Agency Promo 200.00 000 |
» 1.00 Taxes . 20000 000 -~
‘ led »
Totals: Bawe Tax Commession  Total Fare
| 85000 | 25000 | 8500 [ 110000
oK | Corcel |

Promoting the Group

Generate interest in the group space you have reserved by targeting customers and sending a flyer,

letter or email.

* Targeting Customers
Click on the Profile Manager Tab
Select Level 3 Query Tab/Add Filter

- S S
(82 ChientBase - Sabre Travel Network
File Edt Reports Merge To Workstation Defaults  Global Defaults  Utilities Windows Help

Profile Manager
2.8 & @ A w G B 4 4
Profle Remnd  Note  Maier ResCard Inventory Pt Letter PNR  E-mal

Level 1| Le | Dupe Checkes Resuts |

Activiies | ResCade | Invertoy | Intenet |
Profies Filters

Dashbosd |  Home

B % X

Glance GoTo  Delete

Profile Manager

= @ Profle Manager
i (] Global

() Leisure Clents

() Corporate Clents

(- Vendors

] Agents

(] Other Profies

() Al Profles

() AllPassenpars

(= Cruisens

= [E] Pecsonal

() New Customers Last 7 Daye

() Profiles Updated in Last 7 Days

() Passponts are Expinng Withn Quarter
2 Flacts e o oot o A fie ool

3 Trts v CanMakat o Vis Emat

() Cherts vath Completed Addiess Info

() Past Cruisers

() Cherts that Made Bookings this Week

() Customers with no Bookings 1 Year

() Top 200 Cherts Based on Past Purch:

() Bought > $10.000 in Travel Last Year

() Past Traveler but no Bookings Next 6

() Chants Sent no Marketing in Last 3'W1

« m J ’

R o | i coums |

Login Name=SYSDBA  Databasevlocabost C:\ProgramData\TRAMS \Database\Tlb 1,920 11/23/201280340PM 0 Alarms Poling

From the Level 3 Query screen click on the Marketing Tab and select the marketing codes that match the cruise

space we have reserved. For example, When? Fall, Where? Caribbean, What Type? Cruise. Click OK.
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( (@ Profile Query Level 3

[el@ 8 ]

T8O Markeling Fields | — - 7 - -
Generalinfo | Commuricaton | Marketing | Actvibes | Famiby/Employee | Cards | Res Cards | MoreFiekds | Travel History |
= 1. When? 1. When? 2 Where? 3. With Whom? 4 What Type?
Fa 0 song Qs =[O Sroevors |2 EESN
E 2 Whee? O Summer 0 Ase | O SingleMature O Package
| Calibomn/Ohwe 2 | O semds B | SingeSiCizen | AIT
@ 4 mwo? 0] Wirter [ Canada O Single:Parent O Tour€scorted
[ Last Minute [ Cenbbesn/Jam [ Couple Young O TourNorE sc
d ZEENEE | O CowleMauwe | [ AHnclusive
| [0 Cential/So Ame [ Cowple SiChizen | [ Visits Frends/Relst
[ Ewocpe/Easter | [] Famiy:Young 3J
[ Ewcpe/Biithrel. [ Famiy Teens
M CivnnaMladia hA
| 5. What Interests? 6 What Budget? 7. Clent Status 8 Past Travel - Cruise '!]
O Adventue » |0 Economy [ Prospect [ AMA (Amadeus »
O Bicycles 0 Moderate O Chent o AmencanSduﬂ
.| O Bostng/Saing =| | (] Dehaxe O Advocate [ Amencan West
11| O Brdge/Cards O Luasy [ Avalon (Globus
[0 CulnayAWne O Azamars Cruse
[ Cubural Everts [ Camival Cruise
[ Dancng [ Celebrity Crusse
[ Ecctousism [0 Cipper Cruise L
[ Fshing O Commodore Cn. o
M 2 abbonn M Caitn Faianla
ok | Coe | Rese |

e

In the Profile Manger click Refresh to display the results of the query.

(@D ChentBase - Sabre Travel Network

el®@ 8 )

File Edt Reports Merge To Workstation Defaults  Global Defaults

Utilities Windows Help

Profile Manager

8. &

&

Note

g A

Remnd

w &
Pt

Maier  Res Card Inventory

248p

" Acivies | ResCace | Invertory | Intemst || Level1| Lovei2 Level3 | Dupe Checker Resus |
Ficies ~Filers

Dashboard

Profile Manager

| Home

= a Profie Managar
) (E) Gobal

(3 Leisure Clents
(2 Corporate Clents
(0 Vendoes

g Agents

() Other Profies
() AllProfles

() AllPassengars
(2 Cruisens

= [E] Peesonal

(=) New Customess Last 7 Dags

(=) Profiles Updated in Last 7 Days

() Passponts are Expiing Within Quarter
() Charts we Can Market to Via E-mail
() Cherts with Completed Address Info
() Past Cruisers

() Chents that Made Bookings this Week

(3 Customers with no Bookings 1 Year

() Top 200 Cheris Based on Past Purch:
(=) Bought > $10,000 in Travel Last Year
() Past Traveler but no Bockings Next 6
() Cherts Sent no Marketing in Last 3W1

m ] »

1. (Profile Status

Emal Glance GoTo

i3

# X

Delete

s Equal to Actve) AND (Marketing What Type?

Profiles

Profile Type (PROFLE)|Name (PROFLE)

Count

Interface D (PROFLE)|Cy (PRMARYADORTABLE)

»

<

Cole/Gary
Catno/Barbara
AlsonVicki
DawsonEd
Carison/Todd
BelissmoMoward
Bran/Clare
Lordeon/joe
BlueMichael
Clayton/Jack
Boyd/Shawn
OsonvAndy
Able/Kenneth

ririeielelelelelieelelele

5865551234

Barton Hils
VWhie Plans
Stering Hexghts
St Clar Shores
Schaumburg
Ann Arbor
Beverly Hils
Boca Raton

St Clsir Shores
Bloomfield Hils
Boca Raton
Wadson Heghts
Stering Hexghts

Login Name=SYSDBA  Databasevlocabhost C:\ProgramD ata\TRAMS \Databace\TLD 1,920 11/23/2012820:14PM  OAlams  Poling

When merging information into an E-mail, merge the information to E-mail from the Results Screen by clicking
the Tool Bar E-mail icon # or select the menu item Merge To|E-Mail to merge all results.
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& Cunert Resuls in Profie Manager
" Selected Resuls in Profie Manager

("Merge to E-mai 2 ) (] Merge 1o E-mal SMTP
SMB{|EmoI - Andy Clson
nchids Records 31588 Hovio De AptG

Madizon Hexgtes. MI 48072

Fhre = Serdid |
b -~
’ = s.uc..-|
1olb x Mader Ogtons
I~ Ao

™ Use BCC method of sending E-mai

[ ] _cow |

o & =
Consde

Click Mailer to

Masso3e | Signatse | Aachwents | SMTP Setings |

ST

Mae Feld

[uﬂ')

Creons
L

| e e e IR YOS Y

T[] ]

Inchide E-mads Ta [waBeance o —> .

[Py taatny = e M?‘:J/ automatically create a
¥ Inchude Orky E-mois vith Masketing Permission Checked Subyoct | = record of the mailing
Dl e E Fomawdies ] within each Client’s

profile.

_ O |

When merging information into a Label, merge the information to Label from the Results screen by clicking the

Tool Bar Label icon or

select the menu item Merge To Label.

(8D CrientBase - Sabre Travel Network - [LabelReport] ol® 8 )
[ File Edit Reports MergeTo Workstation Defaults Global Defaults Utilities Windows Help [-1=] x]
Q|Q|ﬂ|l|&| N|< | '|N| |6| Q|.'9| I|g|®| ) » || Create Mailer

Mrs. Barbara Catino
2135 Main St
Whate Plains, NY 10892

Mr. and Mrs. Shawn Boyd
569 S Ocean Bid
Apt 19

Boca Raton, FL 33432

9875 Sable Palm Dr

Mr. and Mrs. Joe Lordeon
Boca Raton, FL 33432

Mr. Andy Olson

31588 Harlo Dr

Apt G

Madison Heights, MI 48072

Mr. Michael Blue
254 Maple Ave
St. Clar Shores, MI 48081

21604 Barton St

Mr. and Mrs. Ed Dawson

St. Clair Shores, Ml 48081

9636 S Seventh St
Ann Arbor, MI 48103

Mr. and Mrs. Howard Bellissimo

Mr. and Mrs. Gary Cole
567 Country Club Rd
Barton Hills, MI 48107

1701 Maple Tree Dr

Mr. and Mrs. Kenneth Able

Sterling Heights, Ml 48311

Ms. Vick: Allison
5319 Orchard St

Sterling Heights, MI 48311

Mr. and Mrs. Jack Clayton
5632 Hidden Pine Dr
Bloomfield Hills, MI 48391

Mr. Todd Carison
1786 Plum Tree Rd
Schaumburg, IL 80

r

Label

Ms. Claire Brian
909 Sunset Bivd

28
Beverly Hills, CA 90210

Label Count 13
LoginName=SYSDBA  Datab

Ll

C:\ProgramD ata\TRAMS \Database\TLD 1908 11723/2012901:03PM 0 Alarms Poling

Labet AVERYS160 (3 Acsoss 10 Down Laser)
Sot By, |Zp Code v

[“Inchide Records

& Cumrert Resuls in Profie Manager
" Selected Resuts in Profie Manager
" Re-query Profie Manager Y I

W Include Only Addresses wath Marketing Permission Checked

o]

Concel |

-

Another option is to send personalized letters to the results of your query. You can merge the information to a

Document Template on the Tool Bar t= Letter icon or on the menu item Merge To Document Templates.

14
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(8 Document Template - BCC Ousis Emeil
e E9e et View
Dacwrert | Tengiye |

Fad o)W 8] 2] u) o ol wimwlpg |0 0S8
{55 W s B == IR = s s s = B ERE S

| oiwel S

-

R O 7

Come Sall Away wuth Us
On the World's Largest Cruise Ship

Dear Kanneth

Please o us 35 we sat sal on Royal Canbdean Internasenal s Vovager e &t ABC Travel were able 10 secure sof
the best rates for the February 1. 20x saing from Fort Lasderdale. Flonda  Durng e seven nght cruise, well be
visting some of the most excing desinations in he eastern Cantbean ncludng St Thomas, St Martm and Royal
Canbbean's exchyswe prvate isand. Coco Cay

In 8841800 1 beng abe 10 offer amaznngly bw prices starting o1 ust $1100 par person. you'll recene & pecind 550 o
10 use oNBoard any way you wahl

For more mformaton, please contact me at of via emal at
Secerely.

Shasen Meyw
ABC Travel Services

Selling from Inventory

WI

. | J

e ot ABC Travel mere abtie to secure some of the best rates for he Fedruary 1, 20 s
Flonda During this siven nght cruise. wa'l be visitng some of the most exciing destini
ncludng St Thomas, St Marin, and Royel Caribbean's exduswe. pevate island. Coco Cy

0 Ad4iNon 1o Baing abk 10 offer amaangly bw prioes stating #t just $1100 par person yo &
0 Ut nBoand ity way you wmsh!

For more nformaton phise contact me o «Primary Agent Phones of vis email o «Prime

. " d »

Tewghte | FCC Ot Eved
Sy IM.- ~|
frehate Prscor e

& Cumert Rends nPrfie Naruge
 Selcted Rends nPrsie Maragn
© Fio quuny Profie N arage: = l

¥ Irchucis Ordy Addarsas wih N ab st rg Parnison Oveched

o]

= Favet Tge AIY

Carced l

Utilize Res Card” Reservations” in ClientBase to link to your inventory records. Agents can connect to your
database of group inventory while working in the Res card. To query inventory for a particular client's trip:

Open a Res card for client
To the far right Click on the Inventory Button

BEEROTICM RosTotd Invoiced Total Balance 2 P B @ .
No.3 UW, 000 | ouj Irvaice  Proposal  Itnecary Statement Remind  Go To
Croate Date Agent Branch No.
[ j [Shaton Meyes lum ! | II - | > |10]48C Trav v | =
Tnp Name Locator No. Region Fm TrpStat Date  TripEnd Date ——
laazsm ®/ | | =l =l K| I
Addresses
Chert Ship ToAddiess ¥ Use Profile Sho To  Cliert Bil ToAddiess ¥ Use Profle B To Passengers J
Mr. and Mrs. Kerneth Able »  |M1.and Mrs. Kenneth Able - Able/Kenneth Alan
1701 Magle Tree D 1701 Maple Tree D Able/Susan Westle
Stering Heghts, MI 48311 Sterling Heights, MI 48311
Teservations | Invoices | Actwbes | AgentRemarks | Clent Feacback | Altachments | Mo Felds | EdtHatoy |
Bocking Status] Type |Res Date |Vendo
o Ads | | EE] e -
Modity ==
—, Delete Cornect
*
W invertcey )
«\ad - — =) e | Fee
_ ResTod Invoced Tod Balance  CommTod ~ NetTold
Selscted Reservation | 000 0od | 000 | 000 | 009
All Confrmed Reservations | 000/ 000 | 000 [ 000 009

A Level 2 Inventory Query screen appears to query your inventory.

We are querying for our group “RCINOV25”

15
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If a Group has been captured within the ResCard the query may be performed automatically if you have the
Default Inventory Filter set to Res Card Group Name. (See Screenshot Below) Click OK and view query results.

To view more information about the Inventory, click View Inventory Record at the bottom right hand corner.

Click Pull from Inventory button to import the reservation details and link to the inventory record.

Bremnamieez
Detad lowaetiny Fler. |Aes Cyd Grong Noyws K
— -
Veavtioy Pacrd 8 ! @
Toest Categeey | =~
Date Revarved| o el ‘ Pul from
] Inveriory (0)
Savice Pyt | >l g —'I
Vreartcey 10 Query I
ml
Dusyion | w|
52 Oy EE) =l
ErdDue ol . ‘
Unioyion e | EE | ‘
Regen| -l < 2
I - Travel Category - Sh :
Vendo . h
ot PONOVZ E Cuse  |RopaiCarbbean intemational | Voyager of the Seas | DWNFILMM |
a|w|_ﬁ Inventory D Description Duration  Stat Date EndDate A"'v"'“‘".
SHARON | 7-right E asteen Canbbed 7 ] r ) | 2,;'-‘:,':' x':;'\f/?a
Depart Key West
P— : — Anwve Ft Lauderdale
Insde |15 | ]
ﬁ%«nm Double Occupancy asom' 25000 'eg : 1.1 Sold
on F2 | O | L
Single Supplement 65000 8
Adu Supplement 60000 25000 &0 View
60000 25000 60 g g

[@reseretn T T oo

. Reservation
| More Taxes | ExpandedFarelnfo | PaymertDusDate | Itin/invoice Remarks | AgentRemaks | MoreFields | EditHistory
Date Reserved  Booking Status Vendor Travel Category

[ <] [Confimed ~] [RosiCatbem e @l [nire =] =52 W'm|mmmm

I Invoiced Outside CB - Confimation #  Record Locatoe  Promo 1D i . Duaton  No. of PAX No. of Cabns
I™ lssued thiough ARC | 99123 | | Ilmentuy - ~| | 28] 1
Itemze ‘

DoenAnt M ||
I e |
e l Base Tax Commission Total Fare

Able/Kearneth Alan
IAu./sumw..u. \[ 1.70000 | 50000 [ 000 x| 17000 [ 00 x| 220000

. Service Provider | IReservation Totals
"General | lineary | PassengeiDetals | Iin/invoice Remarks | Agent Remarks | Alocated Pricing | L

Travel Category  Ship Start Date End Date | Insert | | [N ; =
[Crise v [Voroom of the Seas ® =, = Update | |[IEP® $5000
Category Deck Cabn/Room $170.0
IIS I I P ;] New $2030 00
Smckng Dezcrpion r,m

| ] finace =] | e |

StatDate  |EndDate  [Type  [Service Provider |Code |
] 5472013 Cruise | Voyager of the Seas il
+

ok | cocel |
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Using Res Card and Reminders to Manage the Sales Proces

S

Use batched reminders to quickly organize the future tasks to complete.

Click Create Reminders and confirm by clicking Yes.

All reminders are displayed in the Activities tab of the Res Card.

@} Create reminders?

No

Create
Reminders

| Comen |

r Send to E-mail Caendar
after Creating Reminders

[ 8atch Reminder [ESRRO=)
Batch Reeinder Name Desception
[Cruise/Tow Batch |  [Defau Reminders for Cruise/Tou Bockings
Selected [Date of Rem| Stat Tme [Reminder Typ{ Subject [owaton [Timeless  ads |
0O 777 S00AM PhoneCall  Deposit Due 0 hours, 15 No Modily I
r S00AM  PhoneCall  Final Payment Dus O hows, 15aNo
- Phene Call [ Verdy Ire) Travel Se0 hours, 154 No Delote I
0 S00AM  Tak Send Gift O howrs, 15 No
x S00AM  Task Check for Documen 0 howrs, 15a No
x S00AM  PhoneCall  Welcome Home  Ohows, 15aNo ﬂ

')

Steding Hesghts, MI 48311

| Resevations | Invoces (Activities Agert Remaks | Clert Foedback | Attachments | Mose Fiekds | EdiHistory |

(IR ReTod  Invoced Total Balance = ® g8 &. %
No 3 220000 000 | 220000 Invoce Propossl lineiry Statement Remnd GoTo
Create Date Agent Status Beservation Cycle  Marketing Souce  Group Branch No
p El [&bnnnm |Active 3 lLoad v|| -I l— HIIO]ABC Tvova T
Prepared loe Tep Name Locator No Regon Trip Staet Date  Trp End Date ——
fableKerneth @ | [ | = =l || =
Client Ship ToAddress ™ Use Profie Ship To  Cient Bil ToAddress ¥ Use Profile Bil To Passengars |
M1, and Mrs. Kenneth Able »  |Mr and Mes. Kerneth Able - Able/Xenneth Alan
1701 Maple Tree Dt 1701 Maple Tree Dt Able/Susan Weeble
Steding Heights, MI 48311

~Fiters
(Al Actvibies " Mailers " Notes " Remndess " Open Reminders Add | Modity | Delete
Type |Activity DateTime | Subject [Priody  [Lc Refresh
! R Final Payment Dus High S«i .
] R Check for Documents Medum S ot
| A U Welcome Home Medum  S* Activity Details
] B Deposit Due High S0 Remat
L (-
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Documenting Client Payments

Generate an invoice from ClientBase if you have chosen to handle your group as “Accounting as Payments are

=
. E<=]
Received”. Select Generate Invoice .E"“'“

iin Res Card.

18

Mr. and Mrs. Kenneth Able
1701 Maple Tree Dr
Sterling Heights, MI 48311

[Cruise Reservation
Vendor : Royal Canbbean International Confirmation No. 99123
Booking Status  : Confirmed Duration

hdw 2
End Date

No. of Cabins 1
Start Date :
Passengers : Able/Kenneth Alan; Able/Susan Weeble
Join us at the Cocktail Party on Thursday Evening.
Cruise: Voyager of the Seas
_Base
Reservation Totals $ 1,700.00
Prior Invoiced Totals $ 0.00
This Invoice Totals $ 500.00

Tax
S 50000 S
S 000 S
S 000 S
Paid By Check 1234: §
Balance: $

-5

0
500.
(500
,700.

8:

‘
8
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Create a Receipt from the Client Profile in ClientBase if using method “Accounting as Departing” for your Group.

[ @ Able/Kenneth - LErsURE EEE)
L2 A@ES 28
Remind Note  Maler ResCad Pt Label Leter PNR  Emal (
Date Branch No |[0] ABC Travel Services | ooy
Amount 500.00 Payment Group [RCINOVZS ~|
Fom of Pagment [Check =] BakAccouw | | oy [
Check/CC Number [1234 o
R Incude in Voucher Remarks —
Remaiks | 7 Inchide in Payment Remaks | =
Deposit for Vopage: Group - L_J:
Address Li ——1
ke aml Cancel I .lmea‘uI %-
Branch =

. Membershio 1D

Befened By |Nmm vlwwlol WemedI
1

Addional Special Dates
Create Date [5/30/2012 | | Profile Status ~

A ClientBase Receipt creates a Voucher in Trams Back Office.

oot semes

19

.
v 8 Ec @ Page 1611
Mr. and Mrs. Kenneth Able Chent Voucher Invoice No: 162
1701 Maple Tree Dr Date Issued:
Sterling Heights MI 48311 Agent
Phone: +1 (586) 555-1234
E-Mail: theables@example.com
Payments Applied To This Invoice
Check 1234 Received Deposit for Voyager -500.00
Group
-500.00
Invoice Total: 0.00
Payment Total: -500.00
Balance Due: -500.00
Depostt for Voyager Group

4/15/21



If you have chosen the “Accounting as Departing” method, use the ClientBase Trip Statement to document Trip Totals,
Receipts and Balance Due for the client.

In ClientBase select from the Res Card.

* Enter Balance Due Date
* Place check marks to include unapplied balances and Vouchers to include them.
* Select Group name from the drop-down menu in the Group Name field.

* Once a trip statement is generated, it appears in a word processor. Change the font, insert graphics and
transform the trip statement anyway you want.

SmmEOss 2 v s=== 2 0 el = e

I Include Global Header W
LI T TSt ALALAR
;lllltlIllltllII2llIlIIl3'l||Ill4llIIIIlSLllllll6lll|lll7lll IS - SO
[Trip Statement

Mr._and Mrs. Kenneth Able
1701 Maple Tree Dr
Sterling Heights, Mi 48311

Prepared for Able/Kenneth Alan

Able/Susan Weeble
ockingl | Prepared by Sharon Meyer
o cord Prepared on =
4| Reference 153373
Reservations t
Base Tax Res Amount
Cruise Royal Caribbean Intematio $ 1,70000 § 50000 S 220000
Voyager of the Seas Category: IS
Total Reservations $ 2.200.00
Deposits on Account S 50000
- Balance due Agency $ 1,700.00
-

Thank you for booking with ABC Travel. Please note that pricing is not guaranteed until paid in full. This
document details reservations and payments made as of the date printed -
Trip Statement w

Loan N. Balance Due Date: l 'l

W Include Reservation Detals

Branch/Profile Remarks |

W Include Unapplied Balance
W Include Unappled Vouche: Balance

VoucheeNo [
Group Name: I 'l

ok | Come |
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Trams
Back Office

Collecting Client Payments/Disbursing Vendor Payments in Trams Back Office

Client Payments:

Enter all payments received from clients. Be sure to include the group code (RCCLVOYNOV1) on each payment. Fillingin
the group field gives you additional reporting capabilities. Also be sure to utilize the remarks field, this information
shows on reports as well.

e Go to Payments|Received and fill in the information for each payment.

e If using accounting as departing, no invoices have been created at this point and you will be
prompted to “Create Voucher” (Always Create a Voucher).

e If using accounting as payments received, apply payment to the appropriate invoice.

e If Receipts are entered in ClientBase, Back Office Personnel must reconcile the Vouchers created to
the Payments Received and Deposited.

Total Unapplied Is 500.00, ez

Unappiied Payment Ophon

Piofle Haz No Open Invoices Pnor To Payment Date
Total Unappied |3 500.00

| Create Vouches Leavs Unappled f Cancel

(D Creste New Payment Received RO
Amount 50000
Bemarks
Payenent Type ‘hRecaved - Payment Date
Bank Acct |1 v
Branch | w  Invoce Relerence
Pagment Method | Check v| [CK/CC/AchNo | 1234 - PagmentGrowp | ROIZZSNOY ~ «
Profils Type | Chent - Nome | Able/Kennath Name On Check | Pay Code
Chert Sethngs | Global Seltings Quety
Show Invoces/Bookings For Reset
¥
A Diterert Chog Create Client Voucher [ Sort By
f
Al Ol Vouchet Invoice I Refre
Al Clents
Voucher No [ BranchNo |0 ABC Travel Servi v [ Cobumes
‘ Group ROIZSNOV - Amount
Rematks Pyt 2161
-
‘ Status  Issue Date Chont | Abla/Fennatf
Py
< m ’
Unappled Total Total Open Balance Due ( i
500,00 000 500,00 Records (Bookngs Oniy |
Continue enterning Payments
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Vendor Payments:

Go to Payments|Made and enter all payments that need to be sent to vendors.

Create a Vendor Voucher when prompted.

Create a Voucher for each payment. Be sure to include the RCIVOYNOV25 in the group field.

Use the Client Profile named RCI VOYAGER GROUP — NOV 25.

[ Total Unapplied Is -5,000.00.

Unappled Pagment Option

Total Unappled |5 -5,000.00.

Create Voucher

Profile Has No Open Invoices Pror To Pagment Date

Leave Unapplied

-]

[ Cancel J

J

Group Receipts/Expenses Report in Trams Back Office

BWPWMWW(MZS)

aea@Es v Sédc

Page 1011

Invoice No Name
162 Able/Kenneth

166 Tiggs/Hazel

Client Profile

Group Revenue Report (RCINOV25)

From
To
Payment Date  Payment No Revenue Expenses Remarks
11/23/2012 160 500.00 0.00 Depostt for
Voyager Group
11/24/2012 163 600.00 0.00
1,100.00 0.00
Current Group Profit: 1,100.00
(quwaevemRepon — =
From To
Invoice/Payment Gloup  RONOYV2S -
(Preview ] [ Pie | [PunterSetvp| [ Reset | [ Detout | [ Cliose |

22
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ClientBase

Managing Inventory Utilization in ClientBase

Easily track what’s Blocked, what’s Sold and what’s Available to manage your inventory utilization. Click Inventory Manager

Tab, and Refresh to display all inventory records to view utilization.

(=el®] 8 )

p
[ ChientBase - Sabre Travel Network
File Edit Reports Merge To Workstation Defaults  Global Defaults  Utilities Windows Help

Inventory Manager
.8 & @ 8 W B » X
Pioile Remnd Note  Maler ResCad Invertory| Pt Glance  Delete
| Pofies | W‘lldeluwnl

Actvbes | ResCads  Inventoy | Intemet | | ~Filters
Inventory Manager R SY—e =1 9 Rebeh |
— | vendor =l Reset |
5 W Inventory Manager [T hcude Expired Inventory
) (£) Global ‘
(2 Air Invertory = = 1
i g (N7 ot | FHcouws | cow | Pame |
@ RalInveniory Travel C|Blocked [Sold (fAvaable|Vendor (INVENTOR]Service Provider (IStart Date [End Date {Desciption INVENTORY]Inventc
(3 Tou Inventory (| Cruise 12 2 10 Royal Carbbean Intes Voyager of the Seas 5/4/2013 5/11/2013 7-ight Eastem Caribbean SHARC
(3 Misc inventory | Cruise w i 5 Ropai Carbbean inier Voyager of ihe Seas 5/4/2013 5/11/2013 7-mighi Easiem Canbbean SHARC
[E] Peesonal
g
<« J »

Login Name=SYSDRBA  Databasevhocabost C:\ProgramData\TRAMS \Database\Tlb 1906 11/24/201293357PM OAlams  Poling
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Trams

Back Office

Group Reporting

To run the Invoice Activity and Agent Activity go to Reports|Report Generator|Print Report on the main menu

of TRAMS Back Office.

» Click on the Report Button and select the Invoice Activity Report S_IN_AD.RPT
» Click on the Report Button and select the Agent Activity Report AG_CL_AS.RPT
» Select “Invoice Group” on the Advanced Tab and select the group from the drop-down list

( Report Generator olB| B
Genotd | Advanced
__ Repat | v FomatRepot v
O — ot
Invoce Type  (AN] v Brangh (AN) )
Submit To [AN) (v Har Fomat | Report 2
Travel Type (AN [+)  Headeu/Footer | -
Ticket Type [AN) 52 Tkt/Cont No
E-Ticket Status (Al - Deennt (AL .
Passonger Name | '; Branch Group M|
Invoice Payment Status ARC No v
Clent [Open/Closed/N/A] [v)
| Papmathod  [441] v Fate Patams
CK/CC No Faelye  Mm
Vendec A1) - Y Ma
- o —
Vendor Name Prefened Status Al v
Prnt Selection Critena 7 Pana fensk an Cod Chanon
[ Report Generator
| (Previow | (]| ([ Geneal Advanced|
Cierit Remarks | -
Vendor Remarks -
UDID Selection [None .| v
Department Use Departmant From Profile
Flown Camer Valdating Camer C/C Types (A1)
Ciy Omgn/Destination
Inside Agart Action | v|  Ousdedgent
IC Code | v Host Code |
Cross Reference [None v Sub Tile
Font v Sce Print frst xx iteens
Booking Dares Gpoups
M L
From To
Depat Vendor
Retun Iryoice | Is Equal To
Fnal Pay Irside Agent
Outside Agent
(Pt | (PuverSewp) [ Reset | [ Deout | [ Cose |

| RO2sNov

24
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Sales Activity by Invoice  S_IN_AD.RPT

[ Report Preview: Sales Activity By Invoice

aapEs W ssEs @

Page 10f1

Sales Activity By Invoice

Issue Dt Invoice Client Name

Ticket No Itinerary Traveler AL/Nendor Total Fare Commuission
11/24/20 165V RCI25NOV

Royal Caribb 000 5,000.00

Royal Caribb | 000 . 5,000.00.

0.00 0.00

0.00 0.00

*  Agent Activity By Client AG_CL_AS.RPT
[ Report Preview: Agent Activity By Client
ajeoEmE kv e @ Page fof 1
Agent Activity By Client
Agent Id Agent Name
Client Name Bookings Total Fare Commission Agent Commission
Sharon Meyer
Flowers/Susan 1 500.00 0.00 000
1 500.00 0.00 0.00
25 4/15/21
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* Client Group Statement

1. Torun a Client Group Statement, go to Reports|Client|Statement
2. Click down arrow on Report Type and select Summary
3. Click the down arrow in the Format field and select “Group” from the drop-down menu
4. Click the down arrow in the Invoice Group Field and select a group name. (RCIVOYNOV25)
[ Crient Statement Report YR -)
Report Type | Statement -
Fomat | Growp -
Clent Type  [A1] (=)
Chert Name
Group/Batch Name  ROINOVZS v
Passenget Name
Depastment
Issus Date To
Irvorce/Payment Group v
Statement Prit Order | Chent Name -
e | =
o vum z)
Submit To  [ARC/Suppher) =
Mirsmum Total Open
Orentation  Porliat
 Include Profile Remarks __ Prompt Foe Stk Remarks || Priet Segments
" Use Primary Ager Emal Instead Of Clent Email
Optional Prot Frebds
Retum Date [ ]u.mnn [7] Face Vake (V] Chort Remarks
(V] Ibnerary [7] Savings [ Discount
[”] Department [ lsmpa Prrt UDID | None -
[invoce Growp || Invoioe Remarks
(Prevew ] [ P | (PrterSenp) [ Reset | [ Detoun | [ Ciose |

[ Pepon Preview Group Oient Summary
aQqoms wdrn S8Eo B Page tat3
Group Client Summary
Chert ID
Clert No
lssue Dt Invoice No
Ticket No Passenger Vendor Start Dt tnerary Fare Remarks
AbleNennath
Voucher No Issue Date Remarks Amount
162 Depost for Voyager Growp 500 00
500.00
Payment Date  Pay Method Cr'CC No Remarks Amourt
117232012 Check 1234 Deposht for Voyager Group S0000
11242012 Check 1234 £00 00
1.000 00
Total Open 000
Total Vouchers -500.00
Account Balence -500.00
Flowers/Susan
80145
Flowers'Susa  Agple 500.00
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« Vendor Group Statement

27

1. To run a Client Group Statement, go to Reports|Vendor|Statement
2. Click down arrow on Report Type and select Summary
3. Select Vendor Name
4. Click the down arrow in the Invoice Group Field and select a group name. (RCIVOYNOV25)
,n Vendor Statement =
Report Type [Sw v:
[ VendaName | Roul Cabbean Intemationsl
Group/Batch Name -
Issue Date To
Invoice/Payment Group RCONOV2S -
Latest Depant Date
Invoice Type [M ';
Branch (A1) -
Travel Type A1) -
Submit To [Supper/CommTrack] [ )
Mirsmum Total Open
Meadem'oola[ v
e
Sent By | Confim No -
Opticnal Prt Fiekds
7 lewoice Number ] ARC No Piint UDID [None v
v linecary | |Retun Date
Vendor Remarks
Prompt For Stmt Remarks | Print Foreign Cumrency Values
Inchide Profle Remarks
(Prevow ] [ Pt | [ProvecSetup) [ Reset | [ Defauk | [ Ciose |
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E Report Preview: Vendor Statement Royal Canbbean Internationsl

eomE® wrin Séd= B rgr e

Vendor Statement

Royal Caribbean International
Phone: +1 (800) 555-9999

Vendor ID: RCC
Vendor No: 724

Invoice No  Confirm No Name Rtin From Total Fare Commission *Remit
90145 Flowers/Susan 12/15/201 500.00 0.00 -500.00
500.00 0.00 -500.00

Account Balance -500.00

"Dacdnia amaintc ara thaca that vandar Aruac anancu

) Group Receipts | Expenses Crystal Report

1. Download Trams Crystal Reports at
http://www.trams.com/home/products services/products/trams crystal reports

2. Review our library of downloadable reports under TBO Agency Customer Reports|Payment Reports, Group
Receipts and Expense Reports.

3. Report is broken into two sections, “Receipts” and “Expenses”. Report can be runin
“Summary” or in “Detail”.

o Receipts: Report displays the value of all payments received or made to and from clients, directly as Cash,
Check, EFT or CC Merchant Payments, or where their CC has been charged indirectly through a Supplier.

o Expenses: All payments made or received to and from vendors will be displayed. These will include
checks and EFT payments sent and received to and from Suppliers, Check payments sent to cover
“expenses” of the group and CC payments processed though a Supplier.

4. Both methods of accounting for Group sales and Revenue are handled with this report.
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Travel Vith The Stars - Train3
777 W. Century Bivd.

Sulte 1200

Los Angeies, CA 90045

310/641-8726
Vouchesr No

R

BB Y 8B R B RR

Clent Name
MualeylLaura

MualeyLaura
DeutschEnca

DeutschEnca
SoonMax

SconMax
Teringen/Chns

Ternoen Chnts
Foiey Jim
FoleyJm

1179072003 1153

Hik

Teringen/ChnsDaayn

Foley/Jm & Marie

7.500.00
4,500.00

Payment Date n.g:gu:nvllun Chack/CC No.

03012003 1 Check 1256
100272003 1834 Check 985
03012003 1792 Cash
100272003 1823 Gash
03022003 1800 Check 32935
10/10:2003 1839 Check 6741
03022003 1801 Casn
10/1072003 1841 Cash
0V17/2003 1818 Check s21
101372003 1845 Check R4
Voucher Receipts Totat:
S 123987 100272003 133 Check E
C 123987 10/0272003 NA No C/C No.
S 123987 03012003 1758 CreanCara VI Endng In 1245
S 123987 03172003 1812 CreanCara MC Ending In 9652
S 123987 03/17/2003 1827 CreanCara DC Endng In 7453
S 123987 10022003 1843 Cash
S 123987 10102003 1839 Check 6741
S 123987 101102003 1841 Cash
S 123987 1011222003 1829 CreanCard MC Ending In 5652
S 123987 10/13/2003 1345 Check 3341
S 123387 10/1472003 1831 CreanCara DC Enang In 7458

Growp Receipts Ang Expenzes Report (RENONOVS)

Invoice Receipts Totai:
Total Recelpts:

From:
To:
500.00 MulaieyLaura &
Rod
-500.00

Receipts Remans
1,500.00
1,000.00 Reno Growp CC
500.00 Pymt for Inve 230
£00.00 Pymt for Inve 231
500.00 Pymt for Inve 232
1,500.00

1,500.00

1,500.00
1,000.00 Pymt for Inve 236
1,500.00
1,000.00 Pymt for Inve 238

12,000.00

12,000.00
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* Group Passenger Manifest
Download Trams Crystal Reports at
http://www.trams.com/home/products services/products/trams_crystal reports. This report is found under
ClientBase Group Reports|Group Passenger Cruise Manifest:

ClearBoe oo 2 .
As Of Group Passenger Cruise Manifest
Sadkay Royal Caribbean Cruise Line
Cabim s Casezacx Deck. ™ Cabis Rrecemae
et T Gede Qs Pugent Cowen o el Isye 228 Dasg
b} u Deock 7 ] 10 “reise
Scclaaaias Jrastan ~ tlonw Maa
Meclmaian Madk “ 1o Maa
Uine Crderaa ’ M8t Mam
Campory n ) i
pai ] Ocosavwn Staiersem Deck Twe ? o Lt
Brrze Fraacan ~ s Frwmas Sestag (Avaishis)
Brtmer Mamiva Frumac leatag (Avsiable)
EN ) Ocosarww Lnmrses Deck Theee 2 L Wi
Drew Tieasor ’ Y - s eyt of S ST Peamas Sertag (Avaiate)
Drew. Resaid - - 08 e s Deyt of Seum pive Tevmas Sestag (Araishe)
Caswpon Oceavisre Luvroom ‘ m

Other Group Reports in Trams Back Office

Depart and Arrive Manifest — Go to Reports/Invoices/Depart Arrival Manifest Select
Invoice Group name from the drop-down menu.

Rooming List — If a UDID1 (must be UDID1) was used linking Passengers sharing a room

[ Depart/Arrival Manifest [ESREE)

Report Type | Amval Marsfest 4
Anwval Date From To
lssue Date From To
Amval Arire
Anwval City
Anival Fight No
Format ISM w| | lInchde Cormecting Cities
_ CietName |
Chent Group M
Irwvcice Group  RCOINOV2S -
UDID Selection | Nene v|  Vale
Pirt UDID |Nene v|  Oupu Fomat |Repon v

(Preview ] [ Punt | [PorterSenp [ Reset | [ Delauk | [ Ciose |
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Closing the Group

e Create all final invoices in ClientBase.

Final invoices are created with commission in them, so that when looking at the travel history for a client, you can

see the revenue value of that client to the agency.

e In Trams Back Office closing Client side.
Attach client invoices to client payments by enteri
Close out both the invoices and vouchers by going
Change Pay Method to either Cash or Other.

vk wN e

Setting Tabs in the payment screen.
6. Click Query and all invoices and vouchers for the g

Close all vouchers and invoices and track the income for the group

ng a payment received of zero dollars
to Payments|Received.

All Client vouchers and invoices can be closed with a single payment by using the Client Settings and Global

roup appear.

7. Click Close All, on the right, and click OK. The client side of the group is closed.

e)

E Create New Payment Received

Amount 0m

Bemark
Pagment Type | Recerved - Paymert Date
Bank Acct (1 .
Branch w | Invoce Reletence
Pagment Method | Cash v Payment Giowp | RONOVZS
Profle Type [Clhert . Nome | RCIZENOV Name On Check | Pay Code

Clent Settngs | Global Settings
Show Invorces/Bookings For

A Diferent Chort

Soit By
A Group Of Chents
e
(9 AlChorts
) Columes
[ Creste New Payment Received o B
t 000
o Remarks
Pagment T Recened v Payment Dat
Status  Issue Date Invoce 8 Type TotalFare Appled Che o v e
Bank Acct 1 -
Branch | Invoce Reference
Pagment Method | Cash v Payment Giowp | RONOVS v
Proble Type  Chent - Nome = ROIZSNOV Name OnCheck | Pay Code
Clent Settings | Global Settngs Query
invoce & To Bianch  jAi) v Feset
Passenge Ticket No Corfem No Sort By
Isue Date To Depant Date To Refresh
Inveice Rec No Invoce Grodg BONU‘/?S v “Bianch Gioup - Colmne
UDID Selection - -
Locate lnvoce
Unappled Totad Total Open Balance Due
.00 0.00 04 Status  Issue Date Invoce # Type TotalFare Appled ChortName VendorName PassengerNa | T099k Closed
oted 162 0000 Able/Xen Chose Al
Closed 165 €0000 TiggsHa peerer
Chosed 015 Sde 5000 000 Abke/Ken L
oied 167 £0000 Flowers/”
losed 30151 e 500 O 0 TiggsMa
Closed 30152 Sde 600 (X 0 TiggeMHa
Purt Quety v
« »
Unappled Total Total Open Balance Due
000 000 000 § Records L

31
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SelectAll Clientsn
— the Client Setting Tab
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In Trams Back Office closing Vendor side.

1.

vk wnN

Close the vendor side of the group by going to Payments| Made.
The amount is zero, and the Pay Method is either Cash or Other.
Click Close All to close off all invoices and all Vouchers.
You are prompted to create a voucher if there is any remaining amount.
Select "Yes," as this is income for the group.
(I3 Creste New Payment Made (e[E8] =]
Amount 0.00 Remarks
Payment Type  Made - Payment Date . —..—..- =
L (—
Brapch | v | Invoice Reference .
Pagment Method [Cah v v
Profle Type | Vendor - Name | Roval Catbeanirtematony | Name OnCheck | Pay Code
T T
Invoice & To Branch A1) > [ Reset |
Passenger TicketNo Confem No
Issue Date To  DepstDate To
Invace Fec No Invoice Giowp  AONOV2S  ~ BuanchGrow | ] o
UDID Selection | v -
SubmiTo Staus lssweDate Irwvoice Type TolalFawe NetDue VendorName Commission Passen | 1099 Closed
Suppher  Clos 90145 Sale 50000 45000 Royal Carb 5000 Flowerd [ CloseAl ]
Suppher  Clos 90150 Sake 50000 45000 Royol Carib 5000 Able/X ——
Swpher  Clos 90151 Sale 50000 45000 Royel Carib 5000 Tiggs | ©
Supglier  Clos ANS2 Sale  BO000 S0000 Reyal Casb 10000 Tisge | [ Pastial Payment
Edit Invesce
L Pk Quey ~
| Shoss Quick Edt
< m L}
Unappled Total ~ Tota Open Balance Due e :
1,850.00 0.00 -1,850.00 4 Rocords
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VCM:VMVM = J

Vouches Invoice
VoucherNo 168 BranchNo [0 ABC Travel Servi v
Group RONOVZS - Amount 1.650.00
Remarks Pymt #166
Clent BO2SNOV

Confematon No

Create one final invoice to account for group income.
1. Use the profile that we created for our group as the client
2. The total fare is zero, and the commission amount is the amount of the vendor voucher we created
above.
3. Close invoice as we did in the above steps.

[0 Creste New Sale Invoice #(Unassigned) RCI2SNOV o ® »

{2 New Booking RCI2SNOV Dom. Air (invoice # Unassigned)
1GeneralInfo| 2 Remarks| 3Expanded Fare Info| 4 More Tanes| 5Ageris| SUDIDs| 7 Segments| 8 Foreign
Submit Tg | Suppler . FownCamee /1 /7 /7 1 7 7 7
Travel Type | ShipFind . Woesy /1707070701
ROI2SNOV - Department

Foyal Carbbesn Internationsl Confim No
Depat Date Retun Date
Total Fare 000 Base Fare 0.00
Taxes/Rate 000 000% CommissionRate 18500 000 %
Ticket Type | Noamal Date Payable

ing [Domessc <]

Chent Payment Open Vendor Payment =~ Open

 NewBosking | | Copy Booking |

4/15/21



