|CIHost Host Functionality

ClientBase Windows and Trams Back Office '-‘-“‘ure

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

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

Host Agency Setup & Procedures

Below are procedures the Host follows
e Setup IC/Host code
e Transfer/Process data between the IC and Host
e Query IC items in Trams Back Office
e Handle payments between Host and IC

e Create a commission file for an IC who has Trams Back Office

Setup IC/Host Codes

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

Trams Back Office Setup of IC/Host Codes:

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

' ™
Add/Medify IC/Host Codes ESRER =
Add
Update
Code | 2
Descriptian
Export Branch
Delete
Type Code Dezcription Export Branch
IC ICPLANIT ICPLANIT i
Host  MaG tagellan 0
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e Type: From the drop-down select IC.
e Code: Enter a free-flow IC code.
e Description: Enter a free-flow description.

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

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

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

Transfer/Process Data between Host and IC

Travel type names should be aligned between the Host and IC databases so they link to the correct travel type during the
import/export routines. The order within the Travel Type list has no consequences, just the travel type text.

Example:
Host has ship-deposit
IC has cruise-deposit

Suggestion: The IC changes their travel type name to ship-deposit to align with the host. The text needs to match
exactly.

The HOST receives IC datain the Trams Back Office database by two methods.

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

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

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

[ Edit Booking Hackman/Gene Car (Invoice # 90331) SN
| 1 General Infa | 2 Hemarks| 3 Ewpanded Fare Info| 4 More Taxesl 5Agents| B UDIDsl 7 Segmentsl 8 Foreign Currency
Fare Saving [nfo Final Payrment [nfa
Face Value et Rermnit 470 Due Date
% i - .
M arkup +/Digcount 0.00 Amaunt oo
High Fare 0.00 Law Fare 0.0o
Carnm &k 0.00
Fare Code Orig Cornr
Ticket Infa
Hatel/Car Infa Ticket Desig.
Murnber In Party Tour Code
MNumber Of Rooms/Cars E-Ticket
Description Baooking Rec Loz
Comm Track CC Mo
Host Code | MaG -
——
History < > ok ] | Cancel | | Mew Booking | | Copy Booking |
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Decide how the host will track the IC’s bookings.

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

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

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

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

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

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

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

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

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

Note: To limit the possibility of duplicate invoices being created in the Host database, many Hosts desire to import
Invoices/Bookings from each IC into a separate branch in the Host's Trams Back Office database.

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

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

*Name *Address “*Interface ID *Primary Phone Number *Primary Email Address
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Host Sends Invoices/Bookings Created by the IC
through the Host GDS

IC Has Trams Back Office: The Host sends a file to the IC that DOES HAVE Trams Back Office, using the Trams
Export Utility. The Trams Export Utility and more information can be found here.

Make sure to save this file to Program Files(x86)|Trams|Common Files.

-~ T — = = ™
TRAMS Export Utility 2.02.00.01 =

TRAMS SvYSDBA 2T LTI Disconnect | |L|:|ac| Start Inv Rec Nu:n|
Fram D ate ToDate Target Branch  Starting Invoice Rec Mo
0 Save Ending Invoice Rec Mo

Export Filename
CATEMPATEMP.THT

Target IC Code Sender's Host Code ort Format

@ HosttaIC ICPLAMIT - MaG|

IC ToHost &G
Exclude Bookings Generated wia PME Impart

TBO Interface [Single Booking) v|

1 Direct Export [Mo Data Mapping iz Done) Only Export Open CommT rack Bookings

Export ] | Cloze

==

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

User Name/Password: Enter User Name and Password for database, click Connect.
From/To Date: Enter dates you want to create export file for.

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

Host to IC: By default an IC code is defaulted, and make sure Trams Back Office Interface is the Export Format selected.
After the export file has been produced, email it to the IC.

Note:

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

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

o All exported invoice bookings are stamped with the Host code.
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IC DOES NOT Have Trams Back Office, but Has ClientBase Windows Only: The IC wants to capture Travel History
from GDS bookings made with the Host. The Host sends a file to the IC that imports Travel History into ClientBase
Windows. The Trams Export Utility and more information can be found here.

Make sure to save this file to Program Files(x86)|Trams|Common Files.

TRAMS Export Utility 2.02.00.01 [
TRArMS S5 DB (LT | Dizconnect | |L|:|a|:| Start [nw Rec Nu:u|
From D ate ToDate Target Branch  Starting Invoice Rec Mo
0 Save Ending Invaoice Rec Ma
Export Filename I
CATEMPATEMP.TT

Target |C Code Sender's Host Code
@ Hostta IC ICPLAMIT - MAG

Export Format
mhL

IC To Host MAG
Exclude Bookingz Generated wia PHE Import

Direct Export (Mo D ata Mapping iz Done) Only Export Open CommT rack Bookings:

E wpart l | Cloze

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

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

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

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

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

Run: Enter the TRAMS Interface Download command-line (here's an example):

"C:\Program Files\Trams\Common Files\export.exe" -username SYSDBA -password masterkey -alias
TRAMS -fromdate =1,-1 -todate =31,-1 -branchno 2 -filename c:\temp\abctravelexport.txt -direct —auto -
SAVEINVOICENO

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

Command-line parameters for example above:

"C:\Program Files\Trams\Common Files\export.exe" - Path to where the export.exe resides

-username - SYSDBA - User log in name

-password - User password

-alias trams - Database Alias Name

-encpwd — Encrypted password

-branchno - The appropriate ‘Target Branch’ that agency wants the invoices to be processed into
-filename — Path and filename for the export file, i.e. C:\Users\Username\Desktop\icexport.txt
-fromdate — The ‘From Date’ expressed as a date formula

-todate - The ‘To Date’ expressed as a date formula

-hosttoic — Use Host to IC mode

-ictohost — Use IC to Host mode

-startinvoiceno — Specify a starting invoice number to export from

-saveinvoiceno - Manually run the Export utility the first time to specify the starting invoice number.
-direct - the ‘Direct Export (No Data Mapping is Done)’ Option

-auto - The scheduled task will auto run based on the date and time entered during setup.

Important: All command line parameters after C:\Program Files\Trams\Common Files\export.exe must
have a space- (dash) before the option and "C:\Program Files\Trams\Tramswin\download.exe" must have
the quotes around it.

Note: The Export Utility will correctly pass all the individual profiles with Name, Address, Interface ID and
the Primary Phone and E-Mail.

To schedule for yesterday’s bookings: fromdate =-1,0,0
todate =-1,0,0

To schedule for last week’s bookings: fromdate =MON-1
todate =SUN

Other Examples of Date Formulas

=1,0,0 |1st day of this month

=31,0,0 |Last day of this month

=1,1,0 |1stday of this year

=31,12,0 |Last day of this year

=+7,0,0 |Seven days from now

=Mon Last Monday (will show today if today is Monday)
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=Mon+1 |Next Monday

=Mon-1 |A week from last Monday
=0,+3,0 |Three months from now
=0,-6,0 |Six months ago

=0,0,+1 |One year from now
=0,0,0 |Today

6. Make sure your computer is on when the process is scheduled and the date and time are correct.

Additional information on setting up scheduled tasks using the Windows Task Scheduler can be found here at
www.microsoft.com

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

Query IC Items in Trams Back Office

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

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

@ Trams Back Office -- Sabre Travel Network =RACE X
File Invoices Payments Adjustment Profiles General-Ledger Inteface Reports Utilities Window Help
General| Adwanced
Depart Date To Return Date To I
Reset
Invoice Record Mo Invoice Fec Loc Booking Rec Loz _
. — - Court

Inside Agent Agent Action - Outside Agent —

0 Sort By
Traveler | Starting WWith - Confirm Mo -

_ Calumnng
Ticket Mo Orig. Ticket Mo Ticket Tupe (Al M _
— Wiew By Booking
Bkg Total Fare From Ta Submit To [&ll] - JE—

I I — Diefault
Payment No Inwvaiced in ClientB ase IC Code | ICPLANIT - Host Code - —
<defavlt: -

UDID Selection | - - ~— —
Flight Mo Department ClientBaze Res Card Mo
Diepart City Arrive City

Handling Payments between Host and I/C

Host Receipts from the IC: Depending on the payment agreement, the IC sends either a net check or a gross check to
the Host for open cash/check invoices created by the IC. The Host reconciles Trams Back Office with payments
made/received to clear out client and vendor balances, and settle generated commissions, and/or service fees.
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Host Receives NET CHECK for Open Cash/Check Invoices from IC - Payment #1:

IBlEreate Hew Payment Received

ymount 417583 .

Berk st 1 =

Bagch | x| IwoceRefmence|

Papemert Mothod | Checd =] CKACCHchMo | [1234 =] Pymenitow | [
L ——..
Profi T W |Pedespstraber: Corbiactad, I, OnCheck | Pay Code

Papereri Type TR ~ | Pyried Date ‘

Chert Seting: | Global Settings | vy |
S b brreoeces Bockings For..
CCode [ICPLAMT = __ PRea |

2 Dilenent Chert

A Gtoup O Cherts. | =] Fietrech
| ey

—— | Corde | SubmitTe | TolaiFae | Commiion | et Due | Apphed | Cert Pay Stahe | Wendor Toogs Choaed |
1,000 0 T T o] Cle A8
il ' acafions V22 Suppher 1,000 0 000 1.000 000 Open Open _ Gewa |
1,000 00 0 oom 0o et |
bval Covibibsnan bbpin. . 24300 Suppbs 000000 100m 1.0 000 Dy Dipery
2000 om0 .00 Partial Pagment
horeval Cirsse Line D02, Suppher 250 00 o 25000 000 Dipen Dipen
225070 X507 QW om Ecli Irvocica
sl W acatiorn N2 Suppher 225070 22507 2250 000 Dpen Open == |
< »
Unspobed Ttll  Total Dpen e
[ ame [ 4sm » & Recos - =
I~ Cpnrtinue enteing Papments
T o
I Display Pymt & After Saving

Create Client Youcher

—Waucher Invaice

Youcher Mo I‘II:II:IEII:IE Branch Mo IEI JHT TravelSewij
Graup I ;I Arnaut I 417563
Remarks IF'}'ITIt #E4

Client !Indenendent Contractar, [nc.

IC Code

k. I Cancel I

1) After the Host receives check from the IC, the Host goes to Payment|Received.
2) Query for Cash/Check invoices with the Client Open (IC collect payments from customer).

3) Select the Profile Type of Client and enter the name of the IC Agency as the Profile Name.
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Bl Create New Payment Received

Payment Dste |B/2420

|

Chert Seltings | Global Sstting: |
Show Irvoices/Bockings For...

| Invoice Reference|

Rematks

Paypment Group | I—_;I

Name | [indspenderd Contracice Ing.

™ ADifferers Chert |

™ A Group Of Clents |
o Al Chents

ICCode |ICPLANIT -

Mame OnCheck | PayCode [

Sait By

I lmrmltITﬂq IFwﬂm I"-"n'ldu-Nm Itmﬁl ISMTQ JIoggle Clozed I
199 Sale T
199 Sale Flores/Pete Furgel Viscstions 12120, Suppher == e
100035 Sale inget |
100035 Sale Ciane/Maitm Crane/R...  Fopal Cabbean Intesn., 2430, Suppler
1007 Sale Partial Papment
1007 Sake JorezMWany Caurvival Cogsm Lire: 1DQ3..  Suppéer
1008 Sale Edit Invvoice I
1008 Sale CusshingJames Apple Vacations 0012,  Supphsr ,
100008 Vouches _ P |
>
Uriappiied Total Total Open Ealarce Dus
| 000 | 0w | 0.00 9 Recods - |
[T Cgrtinue entering Payenents
| oo | (i
[ Display Pyert # After Saving

MBLCreate Mew

Journal Entry #11

Jousnal Eritry Busber 11
Activity D abe |B/2020 © Joumal Entey Code
B ke Irsdapemnadant Cortracio, Inc
Aocourt Hame & Humbar Defat Loedi Add I
I = I I
Remarks &I
I
4| Acct o[ Acct Hame [ Brarnch [ Dot Arourd | Coecht Amour | Femakcs | Dol | of
1100 Chant .alance: 2507
B0 Augand Commiznont =ar lrveest
Move Lip
Marve D
Dretat Tkl AT
Conclt Tetal E= T
)|
.

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

Host Receives NET CHECK from IC - Payment #2:

Y T Pagmant Date [B/272
Bark Acct [1 =]
Bianch | =] Irevcsce Fieterence |
Payment Method [Check | CrACCichie | 1234 =] Pyt Group | | -
Profle TMWM }E OnChesk | Pay Code
Chend Settings | Global Settings | — — Oy |
Shosw lrvvoscesBooking: Fo 3
S ICCode [ICPLANIT = _ Remt |
[ ot [ Sort By
{ Q& et | | Flefrech
@ = _ Cobree |
Satus | Issus Date Irvpice 1| Type | Paszengsr Mame | Verdon Mame | Cort... | Submit To | Togge Closed
Open 199 Sale Cose Al
Operi 1588 Sals FlotesPata Fungst Wacahons 12120 Suappdei
Open 100035 Sale It
Opsary 10005 Sals CrareMatn Crare...  Fopsl Canblsan Inten 2430 Supphe
Open 17 Sale Paitial Payrment
Operi 1007 Sale Jorwrt Waty Caerval Crise Line 003 Supphe
Open 1008 Sale ]
Open 1005 Sale Csphangy/laereec: Agpds Vacation: oz Suppls Prin
L *
8 Rocords - El
[~ Cogniirue enteing Payments
B
[ Drsplay Py B Alber Savire

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

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

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

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

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

1) Go to Payment|Received.

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

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

Host FEE CHARGES to IC:

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

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

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

AfCreate Hew Payment Received
& am __ BHemad:
Papmend Trpe | Recesoed - Puayment Date [5/2020
Bank Acct [1 |
Buanch | =] irweice Feferncs
Paymend Method | Dt d Pagment Group -
Profie Type | Chend E Hame | {Iockeordent Contioclon Ing, Mame On Check | Pay Code
Cient Setings | Global Sestings | duy |
Show IrreoscesBooking: Fo
- i IC Cods - _ Rem |
™ A Different | SortBy
(A Gooup OF Clents | =] Repesh
" AlCEerts
Columng
Status | Isaus Date ] Irveicon t | Type | Paszenegsr Mame Wemndat Hame Corfu... | Submi To Togge Cloed |
e T Gale —
Coved 1005 Sae Trdepandent Cortinet.. 1 Foes P L
Iyt
Pt
€ »
Urisppied Total Total Dpen Balance Dus =
[T 0o 00 2 Reconds iae
™ Conbrus enfesng Payments
coe -
I Display Py 8 Alter Saving
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Bl Create Mew Journal Entry 812

Joumal Entsp Humber 12
Aty Date [6/2720

Joumal Enity Code |

Hemarki

dyooont Mame & Number

Ersdeperaiend (Conb acion, [

ﬁem:ds'r

| et Mo | Acch Hame
1100 et Babances
L=ipli} HAgert Commissions

| Bisnch | Debd Arnount | Crect Amound | Rismarks
40,00

4000
Dbt Tetal | 0
Ciedit Tots 000

=

Host Determines and Pays IC Commission Due

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

the Host in the Inside Agent field of the profile.

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

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

1) The Host determines how much commission is due the IC by running Host Report - Comm Due IC - 100%
Commission Return With Transaction Fee (HostReport100PctComm.rpt), a Trams Crystal Report found at
http://static.trams.com/tramslibrary/reports/tbotcr.html under TBO: Financial Reports. The report should be

run for either Gross (G) or Net (N) depending on how the IC paid the Host for Cash/Check Sales.

12
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[BUTRAMS Crystal Repart Viewer

ODBC DSH I =
Uses Hame IE‘GDM E. d | .........
[Rapost Nama |e-sk!nn'¢l'l:ﬂ Reeports B0 oz b8 W o 107 ipt Baowwre | | Wiews Repont I
w B @ F s - {4 101 P om || B ”Eﬁfhsial":'
Prawiew |
-
Host Report - Cash'CK/CC Commission Due IC ———
100% Commission Return With Transaction Fees Ta: S
{IC pays Host Gross for Open Cash/'CK)
Independent Confracior Hame: ICPlanii
Swbmit  sFusnendor
Clnt Hams iz # Tys  Papment Dass Pee D Wendsr Hame Paggangar Enarary Tickat/ Tant s Total Fare Comm. Dwe b Cagh/Chach
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~
< »

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

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

IBL Create Mew Payment Made

Amownt 42507

Pagrrort Type | Made -

Bemarks

CBE&

Pagarment Date |B72520 IC. Commizsions

Bark Acct [1

=

Bragch |

Profis Type |Other -
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Pagmeni Method [ Check =] CRACHchiNG | [1021

| invoice Refesence|

Name | [Ingegerders Corsactor lnc.

Masme On Check

| Payment Goup i—;l

Pwtnd&l

BLCreate Hew Journal Entry #13

Jouarcsl Entey Mumber 13
Aty Date /272 Joumnal Eriry Code
A |:u: Commizzions: Independert Cortractor, Inc
Account Hame & Humber D Ciodt add |
I =l I I
Ramark s M
I
Aot o | Acct Hame [ Branch | Debit Amount | Credit Amount [ Fesmarks Dlstats
W00 CashinBank - Checking 4507
EOM0  Agert Commissions 2507 o
Move Lp
Mave Dove)
Diekit Tetal =07
Coadt Tetal 507
[ ] _comeet |
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Determine IC Commission if Split Without Transaction Fees:

If there is a commission split between the Host and IC, then that should be reflected in the IC Agent Profile in the Host
database as outlined above.
1) To pay the IC, the Host runs the Trams Crystal Report, Host Report - Comm Due IC - Commission Split Without

Transaction Fee (HostReportCommSplit.rpt). Report can be found
http://static.trams.com/tramslibrary/reports/tbotcr.html under TBO: Financial Reports. The report should be run for

either Gross (G) or Net (N) depending on how the IC paid the Host for Cash/Check Sales.

T TRAMS Crystal Report Viewer
ODBC DS v I
Uses Hasa [SYSDRA Passwed [~
[Repoet Mame IM:\p'-.I'I’_F! Flepaats VEIEH oo catees pabi 100 1 Bt | Vnemed Flegcai
< & & F [0 - 4 L1 I TErystalele
Fravess |
~
Host Repert - Cash Ck/'CC Commission Due IC
Commission Split Without Trans action Fees
{IE pays Host Gross for Open Cash'Ck)
Independent Comtactor Hame: 1CPLanit

Elant Hama nsmics # ‘;,::.:.:::.: Agard 10 Werdar Name Parpsager [Eingrary TickstCeni#  Tomal Fars E:: ':.:: ?.;:.

——— wen ® P L e T nmnt Ve o

[ I 1 T P T T e asaprarns ame e e

" heen T 1 - Neral@aribnes b Gesenibutaginaniber WHANMAN 18140 1pun s -

ale Inssuas 3 Tale Baakings 3 s anen e
Eialurd nwcicen; 0 Biwturd Beskings: 0 Huost Portion Comene Split 20400
Tats Rwkad 1 Tobdl Beakingd: 3
W
»

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

oot =006 R
Papmerd T [Made 7| Pagemest Diate [£/272 I Commission Paymert
Bark At |1 x|
Baech [ =] IwoceRemence|
Pagmert Method [Check =] CR/DCMch Mo | 1288 =] Pamentws | [ =

Profs Type [Ohes =] Meme | [indecenders Conteactos Inc. Mane On Check | Pay Code |

IBlCreate Hew Journal Entr ¥ #14

Jousnal Entsy Humbsr 14
Actvity Dale [R50 Jousnal Entey Code
Pamaki IC Commizaion Papment Irdeperdent Contracion, Ing:
Account Hame & Humbes Degat Cindi sl |
I = | I
Femarks _Updwe |
I
[ oot Mo | Aoct Hame lEm'ld'l Dbt vt | Coescit Aot | Flemarks [etete I.
L] CasthiIn Bk, - Chaching 2006
=ul] At Cometites: 6006 Irvveet |
Hml.hl
Mo D
Drebat Total 260, 06
Crecit Total ZED0E
coes |

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

A Host Agency can create a file to send an IC that has Trams Back Office. It contains Credit Card and any possible
Cash/Check Commissions due, along with any fee invoice charged the IC. This Mail Merge file can be used by an IC with
Trams Back Office to reconcile its Host commissions as they would do for PayMode commissions. The Host should
include this file with a copy of the Trams Crystal Report for Host Commissions Paid Less Any Fees Charged, along with
the IC’s Payment Check. The report can be found here Report found at
http://static.trams.com/tramslibrary/reports/tbotcr.html under TBO: Financial Reports

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

([ 1 sxport E=REE)
IC Code | ICPLANIT -|
ARC/Supplier Non-CC | Issue Dt v
ARC/Supplier CC [ lssue Dt v
Carnmm Track |Issue Dt v|
From To
Cutpit Far@
[F'review] | Print | |PrinterSetup| | R eszet | | Drefauilt | | Cloze |

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

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

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

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

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

2) Send or email this file to the ICs.
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IC Setup & Procedures

The following sections highlight the procedures Independent Contractors follow to effectively use the IC/Host functionality
in Trams Back Office and ClientBase Windows.

e Set Up the IC/Host Codes
e Create and Send IC Invoices to Host

¢ Handle Payments/Commissions Between Host and IC with Trams Back Office

Setup of IC/Host Codes

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

ClientBase Windows Setup of Host Codes by IC:

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

Host Codes | 23

Description

| Host Code Iﬂ

Code MAG

Deszcription b algellan

| ok | | Ccancel

| &dd | Modiy | Delete |

| ok || Cancel |
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Trams Back Office Setup of Host Codes:

i Y
[ Add/Modify IC/Host Codes =RREN X
S Add
Type [Host -
Update
Code MAG
Description  Magellan
Export Branch
Delete
Type Code Description Export Branch " Print
1]
IC ICPLAMIT ICPLAMIT 1]
Host  MAG tagellan 0
| Ok | | Cancel |

L 4

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

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

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

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

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

Creating IC Invoices

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

Air/Car/Hotel bookings would be created using the Host GDS and the Merge To PNR feature of ClientBase Windows.
Tour/Cruise and other bookings would be created manually or using ClientBase Windows Live Connect.
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Method 1: Creating IC Invoices Through Host GDS

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

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

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

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

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

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

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

IC Has Agreed To Share Client Profile Information With The Host

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

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

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

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

IC Sends Invoices Created in IC’s ClientBase Windows to Host:

The IC would do a PNR Import of the PNR’s created in the Host GDS for its Air/Car/Hotel reservations. These
reservations would import into each of the IC’s client profiles. To exclude reservations that were created via PNR Import,
check the box in the Trams Export Utility “Exclude bookings generated via PNR Import.” The Host will capture these
bookings when doing his normal Interface Download and Processing.
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The IC needs to export only Tour/Cruise and other booking reservations created in ClientBase Windows by setting up the
Trams Export Utility.

1) The IC produces an export file using the Trams Export Utility. The Trams Export Utility and more information can
be found here.

2) Make sure to save this file to Program Files (x86)|Trams|Common Files.

TRAMS Export Utility 2.02.00.01
port Utility F ]
Testing DB SvYSDBA sesssnene | Disconnect | |L|:|ad Start Inw Rec ND|
From D ate ToDate Target Branch  Starting Invoice Rec Mo |

Save Ending Invoice Rec Mo

Export Filename

C:htempistemp.best bt

Hoszt to [C TBO Interface [Single Booking)

Target Host Code

ender's |C Code
ICPLAMNIT

arget Interface 1D
¥ 3105553576

| Exclude Bookings Generated FHR Irmpart
1 Direct Export [Mo Data Mapping iz Done) Only Export Open CormmTrack Bookingz
E xpart l ‘ Cloze 1

ClientBase - Sabre Travel Metwork - [Reservation]

File Edit Reports Merge To Workstation Defaults  Global Defaults  Utilities  Windows  Help
Reservation
General | Mare Taxes Expanded Fare Info FPapment Due Date Itinlrvoice Remark s Agent Remarks | More Fislds E dit Hiztary
[Date Reserved  Booking Status “endor Trawvel Categony . Group (D Fate Code Host
= - . 1 : &Y L | S Inventor e
(] | Confimed | Camival Cruise Line [ | Cruise - | | S connect| 5% 5’ HOST -
lrwoiced Outside CBE Confimation # Record Locator Pramo [0 Booking Method Feservation Status Duration Ma. of Travelers Mo, of Cabins
lzsued through ARC 123456 b anual » LConfirmed - 1 1
Dom/ntl - ————— ———
Charged | Per Person A Itemize
| Travelers | B T C . TotalF
A bie/K et David ase ax OMmmisSion otal Fare
1.000.00 0oo 000 5000 000 % 1.000.00

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

Export Filename: Enter the path to which to save your export file. The example shows the file being saved in a "temp"
folder, but you can create any folder to save the file to, or save it to the "desktop.” If you save it to the "temp" folder, make
sure that you have a "temp" folder created on your computer or the export will error out when it can’t find the non-existent
folder. If you are exporting more than one file (to two different Host Agencies, for example), be careful about naming files,
as the default gets overwritten each time a new file is generated.
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IC to Host: By default a Target HOST Code is defaulted. If you are working with more than one Host Agency, select the
appropriate HOST code from the drop-down window. Enter the appropriate branch the HOST wants invoices to be
processed to (this is important). As an IC make sure your IC Code is entered so that the Host knows that the records
you send are from you as an IC. That identifies your IC records from other IC records the Host Agency may have in their
database. (In this example, PLANIT is the sender's IC code.)

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

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

2) Send or email file to the Host Agency to interface into TBO.

IC Receives Data from HOST

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

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

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

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

OR

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

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

Note 2: If the IC has both Trams Back Office and ClientBase Windows, they could choose to do a PNR Import from the
Host GDS using ClientBase Windows for their Air/Car/Hotel bookings, and not have to receive an Export Utility file from
the Host. An IC may still desire to receive the Export Utility file as the ARC/BSP segment data details are more complete
then what is captured using ClientBase Windows PNR Import.

Note 3: An IC using the PNR Import in ClientBase Windows for all Air/Car/Hotel bookings and creating all their
Tour/Cruise and other bookings within ClientBase Windows, would NOT have a need to receive an export file from its
Host agency. The transfer of data would be one way. Only the IC would need to use the Export Utility to pass
Tour/Cruise and other bookings back to the Host, if being booked through the Host.

IC with ClientBase Only - Bringing in Travel History from Host

As an IC that does NOT have Trams Back Office, but has ClientBase Windows, you want to bring in travel history of
invoices that have been created in the Host GDS, but with no segment or payment details.
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Note 1: This would most likely be used when the IC did not have access to a Host GDS or the Host is willing to keep
track of the accounting details of bookings, so that the IC can focus on their selling efforts.

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

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

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

2) Goto File]XML Import|Travel History Import.
r Travel History Import | = (= ﬂh‘

=ML filename | C:stemptemp. zml

&)

Lag filename [optional]  C:A\Documents\TRAMS\CientB azeh T raveHiston mportLOG . bt
Mate: Import zhall process first file named <=ML filename: * =ML Processed file shall be renamed * 1MP.
Import rule:
@ Match and update
Match using:
Prafile number
@ Interface 1d
) Interface 1d and Primary agent
1 'Web 1d and web password
) Primary E-mail address [Communication level)
Update nule:
If match not found
Skip profile @ Add profile

Branch [required for Travel Higtory)
Constant only when XML value is not found  0=Travel With The Stars -
@ Constant
Wendor [required for Travel Higtory)
@ Constant anly when 3ML value iz not found -

Constant

Cancel Rur now

" 4

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

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

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

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

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

Vendor (Required for Travel History) It is highly unlikely that there will not be a vendor in the XML file, but pick one:
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Constant only when XML value is not found: From the drop-down menu, select the default vendor if value in the XML
file is not found. (Suggested dummy vendor profile or use of agency profile.)

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

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

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

Handling Payments between IC with Trams Back
Office and Host

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

Payment Made by IC with Trams Back Office - Net Check

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

1) If the IC is required to make NET Payments to the Host for open Cash/Check invoices in the Host database, the IC
runs the Trams Crystal Independent Contractor Cash/Check Invoice Report (ICCashCheckPay.rpt) to determine the
amount of Net Cash/Check invoices that are open in the Host Database. Select the "N" NET option on the report’s
selection criteria screen. This report can be found at http://static.trams.com/tramslibrary/reports/tbotcr.html under
TBO: Financial Reports.

Bl TRAMS Crystal Repert Wiewer

DOEC D5M

User Name |SSDRA ' Paswword [
Repart Hame [C\Documents ared Sattngy sy \Dietk hop, TC Browe | | Wimy Pepai
& & & o [ L Y
Preview
Independent Contractor Open Cash'Check Baskings Report .
Run By Independent Contractor {I1C With TBOj Tei BEE0
Host Naime: 5amgrle 1T lmp ot
Chang Npmg o # 5;5'""' bawe Dae Agant 1D Vander Hame Passanger Winaary THEAETeal # Tos Fare Commissin Duw Hest
we
ndaperdant Conman 1ATE 3 Sl Camivall Cogiga Linew s Sl ary 1DEIFy T op o op T50
ndapeidant Ceatrac 100485 % L Agpla Wacaiead Cudhmpilamed DENEIASATER 218 Th TH DY 2 B3 kY

Totala 250070

Falw lavatond: T Hale Beakinga: 3
Ratkesd Wawabond 0 Ratird Beshmgd: 0 }
Tatd a3 Tetsl Beakdnga: 3 il

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

3) Query for Cash/Check Invoices with the Vendor Open (Host pays Vendor).
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4) Set the Profile Type to Vendor; and the Profile Name to Name of Host. Add the Host Code from Vendor Settings tab,
and check All Vendors on Vendor Settings tab.

Rl reate New Payment Made
Amount | 427563
Papment Type Payment Date [6/2/2010
Bakdest 1 <]
Banch | | InvoiceRefeence|
PaymentMethod [Check  =| CK/ACCHehNo|[ =]  PamentGiown | [ <]

Bemarks

Prafile Type |Vendor = Name | [Host bgency Name On Check | Pay Code
Vendar Setings | Blobal Setings | S
SubmitTo [Supplier  w|  Date Pavable | To | Host [HOST -~ Resat
Show Bookings For. SatBy
4 Different Yendor £ Yendors By Interfacs 1D eh
" 4 Growup Of Vendors & Allvendars
Columns
Stalus | Issue Dale | Invoice # | Branch | ARC B | Type | Client Name | Vendor Name | Passenger Name | Tickel Mo | Confimalion Mo | Travel Type | Minerary | Tolal Fare | Commission | Fareign Total Fare | Curency | MetDue | Sut  Toggle Closed |
Open  8/20/20.. 100007 i Sale Able/Ken .. RopslCarb.. OTOOLE/KAT 7668735 ShipDpst  FLLS..  1.000.00 il 000 000 Sup v
Open  10/20/2 199 i Sele  Flores/Pete FunigtVac.. Flores/Pete 1202220 TouFinl 1,000.00 00g 0,00 000, Sup _ Oema |
DOpen  4/29/20 1007 i Sele Independ.. CamivalCr..  JonesiMany DG 3F? TouDpst 250.00 000 000 25000 Sup et
Open  4/30/20 1008 i Sale Independ.. ApplsVaca.. Cushing/James 00123456783 TourFinl 225070 22507 000 2055 Su =
Edit Invaice
Print
kdl J 2
Unapplied Total ~ Total Open Balance Due ’—_|
[ azmes [ a2mer | 0.00 4 Records
[~ Conlinue entering Payments
Cancel [~ Create Agent Adiustment

[~ Display Pymt # After Saving

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

Payment Made by IC with TBO - Gross Check:

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

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

BL Edit Sale Invelce #1008 Independent Contractor, Ine.
= Irnice Mimber | 1008 Bianch |0 JNT Teavel Sar =
Group | ICCods [ICPLANIT  +| Madketing Cods |

ARC No ] FAeskec | -
Cherd Hame | [Indeperdect Contractoe, Ing. |

| i s
Rl mirazs Appds Vacation:
-Frid Cushars") asnes Appde Vacabors

Wkt Cendurn Mo | Tolal Faee | Commistion | Chert Status | Vare
012456783 225070 000 Clozed (721 Open
[i1] ZE50F NA

[ 18t Agars [

Shamon Mever [l]
Shaeon Meyer 1]

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

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

TR[Create Hew Payment Made r-__'ErE
Ea—— 450 Hermaris
- o Papmeeet Dunte [6/272
Bank et [1 =

[Branch =| lerecice Refmence
Py Method | Chack w| OLTCH s - Faperurd Gy =

Profie Type [Verdar £l Norme | [Host Ageney Mame DnCheck | Pa Code
Vendo Sesings | Glsbal Seting: | Query
Subid To [Gropie =] DueePagetie [ "o " Heu [HOST =] Rlaost
Show Booking: For Sert By
™ A Disverd Viersior ™ Werdeors By Intedace D Rhesh
A Gesug DF Viersen Lo R
L Colurnn J
Saphurt | I Dt | Irveic 8 | Baprch | ARC S | Typn ﬂmﬂFlm[\fw\duNﬂlF'a:ww"m"lth!"ulc-:ﬁmmﬂﬂ 1 i e |
Open  R7L70 Lleeseny 0 Saly  Ablafen .. RewCoeb. OTODOLEACAT TERATE § Gt
Qpen 102072 194 0 Sabr  Fles/Pots  Funet Vi Flores/Pein VRIZIZL 1
Open 452U lien) 1] Ssls  Independ = Carival Cr JorenMay Ve 3 | et
Open &7 00 o Sals  Indepened . AppleVeca.  Cushegdlasmed meterEs |
B Irrevica
.
L3 >
Uneppled Toldd  Total Open Batane (e I—
| Afmm [ 45070 (7] 4 Records —
I Copptams ersime Pammmerts
| s e

™ Diinpley Py @ After Sering

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

How to Query for Host Items in Trams Back Office:

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

@ Trams Ea(kOfﬁ(e——SabreTravmk . - . A% l ' VT —— =R

File Invoices Payments Adjustment Profiles General-Ledger Inteface Reports Utilities Window Help

:

General| Advanced /_ 3 _-\

Depart Date To Fistun Date To o —

|rwoice Recard No Invoice Rec Loc Booking Rec Loc

Traveler Confirm Mo

Ticket Na Orig. Ticket No Ticket Type  [&0] B
Blg Tatal Fare From To Suby 0 [Supplier]
Payment Na [l rwoiced in ClientBiase IClede[ =] Hos{Code )
<default A
UDID Selection [ '] [ ‘]
Flight Mo Department ClientBase Res Card Mo
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IC Commission Reconciliation Option for 100% Commission with Fees

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

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

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

3) To reconcile Cash/Check/CC Commissions due from Host, run the Trams Host file sent to you by your Host by going to
Payments|import.
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4) Under Payment Source, select Trams Host, add name of Host profile in the Payee Name field, select the location of the
commission reconciliation file received from your Host, and click Import to load the Host file.

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

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

IC Commission Reconciliation Option for Commission Split and No Fees:

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

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

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

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

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

2) Create Sales Invoice for the amount of commission split.
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3) The Vendor is IC Fees; the Total Fare = 0; the Comm = Commission Split Expense to IC. Close the invoice upon
saving with a zero Payment Received, Pay Method of Other, and don’t journalize.

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

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

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