Trams Back Office

How to Use Agency Credit Card =~ TRES

Using the agency credit card to pay for either agency expenses, or vendors for a client’s travel
reservation is a common practice in some agencies. This is a reference guide covering some of the
most common agency credit card issues. This guide outlines the following topics:

« Section 1: Using the Agency Credit Card to Pay Vendors for Client Reservations o
When paying the vendor the gross amount of the trip and billing the client. o When paying
the vendor, the net amount of the trip and billing the client.

o When the client payment is closed with the agency credit card.

« Section 2: Using the Agency Credit Card to Pay for Agency Expenses o When
accounting for the expense on a cash basis.
o When accounting for the expense on an accrual basis.

* Section 3: Using the Agency Credit Card to Pay for Group Expenses

* Section 4: Paying the Agency Credit Card Bill When There is a Credit Balance

WHO IS THIS GUIDE WRITTEN FOR?
This guide assumes you are familiar with invoicing in TBO. You should know how to create invoices
and apply payments to those invoices.

SYMBOLS USED:

/

— Notes: This is a special note on the transaction; it may answer a common guestion or point
out a potential mistake to watch out for.

_r'f Quick Steps: These are the quick steps to complete the task being discussed. These steps
serve as a quick reference guide on how to accomplish the task if you don’t need to see the screen snaps.
v
iy
’ Choice: This symbol means there is a choice that the user can make. There are two ways to
accomplish the goal, and the user must make a choice on how to best handle the issue within the agency.

@ Pros and Cons: This symbol means that there will be pros and cons to the different scenarios. A list
of pros and cons will help you choose the scenario that fits your agency’s needs.



Section One

Using the Agency Credit Card to Pay Vendors for Client Reservations

Scenario One:
Client pays the agency with cash or check; agency pays the gross amount to the vendor with the agency credit
card.

: d Note: Handling this scenario depends on what amount the agency is paying the vendor. If the
agency is paying the vendor the gross amount and expecting a commission, follow the steps below. If the
anencyv is paying the vendor the net amount of the trip, then follow the steps in scenario two.

Quick Steps:
Create a Sales invoice: booking one the Submit To is Supplier with no commission.
Create a second booking for the commission amount using Supplier or Comm Track.
Close the client side of the invoice with the client’s payment of cash or check.
Enter a Payment Made to the Vendor for the Gross amount of the Sale, Pay Method: Other
Create a Journal Entry to credit a Liability Account named “Vendor Payments on Agency CC”. This
account will act as a “Wash” account.
When you pay the credit card bill, create a Journal Entry to debit the same Liability account used in
step five.

akrwpdPE

o

Visual Steps:
Step One: Create a Sales Invoice: booking one the Submit To is Supplier with no commission.
Step Two: Create a second booking for the commission amount only, using Supplier or Comm Track.

( T I " )
E Create New Sale Invoice #(Unassigned) Able/Ken SOy X
General | Anachments
Invosce Number Branch |0 TravelWih Th ~
Issus Date | Growp v IC Code v | Marketing Code
ARC No 12345678 Travel With Rec Loc Invosce Remarks
Chent Name | Able/Xen Accounting Remarks
Submt To  Travel Type  Traveler Axlre/Nendo TotalFare Commission  Ticket/ConfemNo  Ticket No Or New
Suppher Toufnl Able/Xen Apple Vacaons 1.267.00 000 ESMS
Suppher  Tourfinl Able/Xen Apple Vacshons 0.00 15200 ES876
Columns
Total Fare Tax Comesssion Comm Tk Coen  Total Open
1.267.00 000 15200 000 1.267.00
Coox ] Print Invorce Altes Saving
S S5 Cancel Continue entenng Invoices
| g = p— 1 ——— S— — 1 -
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g Choice:

You can use either Supplier or Comm Track for the second booking. A Supplier booking will account
for the Sale and commission in the same month and the commission due will be on the Vendor
Balance Report. A Comm Track booking will not account for the commission until it is received and
applied to the Comm Track booking.

{5 Create New Sale Invoice #(Unassigned) Able/Ken o (=), P S
General | Attachments
Invosce Number Branch |0 TravelWithTh ~
Issue Date Group - IC Code v | Marketing Code
ARC No 12345678 Travel With « Rec Loc Invosce Remarks
Chent Name = Able/Xen Accounting Remarks
Submt To  Travel Type  Traveler Axtne/Nendoc TotalFare  Commission  Ticket/ConfemNo  Ticket No Or New
Suppher Toufnl Able/Xen Apple Vacabons 1.267.00 000 ES7ES
CommTt Toufnl Able/Xen Apple Vacahons 000 15200 ES7ES
Columns
»
Total Fare Tax Coereresson Comm Tek Comm  Total Open
1.267.00 000 000 15200 1.267.00
oK ] Print Invosce Alter Saving
Contirue entenng Invoices
|~ P 1 = p— 1 B —

NOTE: When the invoice is issued in the GDS and interfaced into Trams Back Office, there will be one
booking with the total sale and commission amount. The TBO user can copy the first booking, choose the
preferred Submit To and delete the total sale amount leaving only the commission amount in the second
booking. The commission amount will then be deleted from the first booking.

The second booking can also be created from the Payment screen when entering the Payment Made to the
Vendor as in Step Four. Click on Edit Invoice and create the second booking: Submit To: Supplier or Comm
Track. Delete the commission amount in the first booking.

While it is possible for agents to issue an invoice with two bookings in ClientBase, it is usually better to have
them issue the final payment invoice with the commission amount in one booking. This gives the TBO user the
option to create the second booking if the vendor has been or is going to be paid with the agency credit card.
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Step Three: Close the client side of the invoice with the client’s payment of cash or check, entering a
Payment Received.

Step Four: Enter a Payment Made to the Vendor for the Gross amount of the Sale, Pay Method: Other

2 Create New Payment Made M
General | Atachments |
meunt —
Payment Type Made - Payment Date Fd Agency CC/Able Iy 555555557 F
Bork Acct |1 Wels Fargo - checking |
BIQch{ v] Invoice Reference b
PoymnM Payment Gioup -
Profie Type [Vendar - Name | Apole Vacations Name OnCheck | Pay Code
| Vendax Settngs | Global Settngs |
— T
Sube To (A4 =) DstePasse To Hoo () (O]
ShowBodkings For. |
A Diffecent Vendoe Vendors By Interface 1D Sot By
A Group Of Vendors v Al Vendors
([ Cokmes |
| Stotus Issue Date Invoice 8 Type ChentName VendorName TravelerName TotalFae Comenission NetDue Submi To Appi Toggle Closed
Clased 555555557 Sale Able/en  AppleVaca. Able/Ken 1.267.00 000 1.267. Suppber 126
Open 555555557 Sale Able/Ken  AppleVaca. Able/Ken 000 15200 15200 CoeenTs o e
Partisl Pay,orert
Edt Invorce
MM -
Show Quick Edr
“« m »
Unappled Total Total Open Balance Due v
0.00 15200 15200 2 Recoeds e -
(V] Contirese entering Payments
[ | Create Agent Adustment
Lox ) [Lcmn ) (] isplay Pyt # At Saving
Prirt Check After Saving

</

Note: It is helpful to put the Invoice Number and Passenger Name in the Remarks field to match with the
payment on the credit card statement.
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Step Five: Create a Journal Entry to credit a Liability account named “Vendor Payments on Agency CC”.
This will act as a “Wash” Account. It is helpful to put the Vendor, Client and Invoice number in the Journal
Entry Remarks field for easier reconciliation with your credit card statement.

2 Create New Journal Entry #1037

ESNIE )

Joumnal Entry Number 1037
Activiy Date

Bemark:

Account Name & Number
2125 Agency CCVendor Payenents

: Apple/Able/InvS555555 >

’ AcctNo Acct Name

2000 Vendo Balances

Q5 Agency CCVendor Payments
Step Six: When you pay the cred
Step Five.

. Pd Agency CC/Able/Iny 555555557 Apple Vacabons

Grow

~
|
L

Debet Credt
1.267.00

Detad Group

[+
o

paate

Delete

Branch Debt Amount Credit Amount Remarks
1.267.00

Group J

nvest |

1.267.00 Apple/Able/InvS555555

it card bill, create a Journal Entry to debit the same Liability Account used in

[ Creste New Journal Entry #263 = 8 =
Joumnal Entry Number 263
Activy Date Code [ Grow -
Remarks Amencan Express a
Account Name & Number Detat Credt Add
Remarks Detal Giowp | Updse |
; AcctNo  Acct Name Branch Debdt Amount  Credit Amount  Remarks Group ‘ [ Delete |
1000 CashinBark - Checking 151000 } : .
6105  Office Supphes 0 15300 Stapes | (et ]
6430 Clent Gifts 0 100 00 Jones/RCCL | ( —
05 Vendot Payments on Agency 1.257.00 Apple Vac/Able | - ’
*/ Note:
To reconcile a “Wash” account: Go to General Ledaer — G/L Account Reconciliation. .
[} GL Account Reconciliation e 8 =
GAL Acct 3 Yandor Pavmanks on Agency O G/L Account Growp | v [ Ouy ]
G/L Branch - GAL Branch Gioup | v| [ Cobmns |
Posted Status Al v Cleved Status [Not Cleared ) Detaul
Achwty Date To
Iterns To Be Cleared
GLNo GLName DebtAmount CiedtAmount  Amount Remarks JE Remarks Poymentfiemerks Stos | (.. Togge |
2015 Vendor... 1.257.00 125700 AppleVac/Ab..  Amenican Express [ iovet |
2015  Vendor... 1,267.00 1.267.00 Apple Vacaton: e 1
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&% Pros and Cons: Scenario One
Pros: 1. The invoice is “open” and appears on the Client Balance report.
2. The amount due to the vendor is “open” and appears on the Vendor Balance report.
3. The Back office has control of the Client Receivables and Vendor Payables.
Cons: Without the proper accounting procedures in place (see pages 9/10) the TBO user could make a
payment to a Vendor on the Vendor Balance report, not knowing that it was already paid on the agency credit
card which would result in a duplicate payment.

Scenario Two:

Client pays the agency cash or check, and the agency pays the Vendor the net amount with the agency
credit card. The steps to handle this scenario are very close to scenario one. The difference is you
don’t have to create two bookings.

_".""‘ Quick Steps:

1. Create the invoice: Submit To: Supplier. Enter one booking for the total sale with the commission
amount.

Close the client side of the payment using the cash/check received from the client.

Close the vendor side of the invoice, by entering a Payment Made, Pay Method of Other

4. When prompted for a journal entry, credit the Liability account 5. When you pay the credit card bill,
debit the same Liability account.

w N

Visual Steps:
Starting with Step Three, after you have created the invoice and closed the client side of the invoice with the
client cash/check payment, it's time to close the vendor side.

Step Three: You are paying the vendor a net amount by deducting the commission. Enter a Payment Made
to the vendor using Pay Method of Other.

For this step be sure to make the amount of the payment the amount charged to the agency credit card.
Payment Method is set to Other, and the vendor name is the actual vendor used on the invoice. Toggle the
invoice closed, and when prompted for a journal entry, credit the Liability account.

e e e M

A t 2,250.00
(SRR Remarks
Payment Type Payment Date | RCCLAJones/dgency CC
Bank Acct [2 Bank Account 2 V]
Branch ’ v} Invoice Reference i
Payment Method Payment Group | v
Profile Type | Vendor v Name | Royal Caribean Name On Check ] Pay Code
Vendor Settings fﬁi&bééﬁﬁﬂ@’ —_Query
Submit To |4l v| DatePayable To Reset
Show Bookings For...
~) & Different Vendor ) Wendors By Interface ID e
Refresh
) & Group Of Yendors ) AllVendors S
Columns
Submit To  Status Issue Date Invoice# Type TotalFare NetDue YendorMName Commis... Passenge“ l Toggle Closed ]
Supplier Clos... 11/10/2... 1000181 Sale 250000 -2250.. RoyalCarri.. 250.00 Jonesz’Cei Close All
|
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(D Create New Journal Entry #265 —_— e =@ =
Joumal Ertiy Number 265
Activity Date Code [ Giowp_] =
Reenai ACCLAnes/Agency CC ‘Royal Canibean
Account Name & Number Debt Credit
—_— =
:Achu Acct Name Branch Debt Amourt  Credit Amourt  Rematks Group ‘ l Defete
| 2000 Vendor Balances 225000
| 2015 Vendor Payments on Agency.. 225000 Jones/ACCLAgen. [ _inven ]

Step Four: When you pay the credit card bill, debit the Liability Account.

DD Creste New Journal Entry 3266 - — =@ %
Joumal Entry Number - 265
Activiy Date Code -
Remarks Amencan Express -
| Accourt Name & Number Debit Coedit
)
Remarks Deatal Group
AcctNo  Acct Name Branch Debitdmount  Credit Amount  Remarks Group
1000 Cath n Bark - Checking 300000
2015 Vendor Payments on Agency. . 225000 Jones/RCCL
6410 Meals & Entertainment 0 50000 Mar meeting
1200 Othice Equipment 25000 Pentes/HP
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‘\A‘ Pros and Cons: Scenario Two (same as Scenario One except #4)
Pros: 1.The invoice is “open” and appears on the Client Balance Report
2. The amount due to the vendor is “open” and appears on the Vendor Balance report.
3. The Back office has control of the Client Receivables and Vendor Payables.
4. Since the Net amount is paid to the vendor, you do not need two bookings
Cons: Without the proper accounting procedures in place (see pages 9/10) the TBO user could make a
payment to a Vendor on the Vendor Balance report, not knowing that it was already paid on the agency credit
card which would result in a duplicate payment.

Airlines Reporting Corporation

Agent Reporting Agreement
Section 80

Section VII: Agent’s Authority, General Rights and Obligations

K. Inthe absence of specific permission of the carrier, the

Agent shall not use any credit card which is issued in the
name of the Agent, or in the name of any of the Agent’s
personnel, or in the name of any third party, for the purchase
of air transportation for sale or resale to other persons, nor
report

to the carrier or include in its sale report the sale of any air
transportation as a credit card transaction where at any time
gent bills, invoices, or receives payment in cash from
istomer for such air transportation.

@

Note

It is recommended that strict accounting procedures be in place for use of the agency credit card for
payments to vendors on behalf of your clients. The agency is accepting a liability for the client.

A payment should not be charged to the agency credit card unless the client payment has been
received by the agency.

On the next page there is an example of a typical form created for agents to fill out when they use the

agency credit card. Using a form helps the Trams Back Office user reconcile the credit card statement
each month.

Page 8 of 26 3/31/2016



Week Ending

Agent Branch
Log for Customer Sales paid with Cash/Check with Vendor payment Charged
to Company Credit Card
Last 4 Digits Date Vendor Gross Amt. Invoice Passenger Passenger Funds Comments
of cC Charged Name Chrgd Number Name Check Deposited On
Used Number what Date?

(or cash)
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Scenario Three:
Client pays the agency with cash or check; the invoice is issued as closed with the agency credit card.

Option One: The payment from the client creates the Vendor Liability used to reconcile the agency credit card.

_"_-l‘“ Quick Steps:
1) Create sales invoice, the Submit To is Supplier.

2) Close the client side of the invoice with Payment Method of Credit Card (Agency credit card).

3) Enter the money received from the client using Profile Type of Other.

4) When prompted for a journal entry, credit the Liability account “Vendor Payments on Agency CC” 5)
When you pay the credit card bill, debit the same account used in step four.

Visual Steps:

Starting with Step Three.

Once you have created the invoice and closed the client side of the invoice with the agency credit card:
Step Three: Enter the payment received from the client using Profile Type of Other:

[ Create New Payment Recerved = &

Amourt 3.00000

Bemarks
Paymert Type | Received - Payment Date ' Malore/Funget/AgencyCC
Bark Acct | 2Bank Account 2 v
Brapch v Irvoce Reference
Payment Method | Check v | | CK/CC/Ach No v Payment Group -
Profie Type | Other - Name | Amencan Express Name On Check | Pay Code
== Choice:

When you are entering the payment using Profile Type of Other, you can create an “other” profile for the
client.

Or you can create one profile that you use every time the agency credit card is used. In the example above
“Agency Credit Card” is listed as the name, this is the generic profile we use every time instead of creating a new
other profile. Regardless, be sure to put the client name and invoice number in the remarks field.

Step Four: When prompted for a journal entry, credit the Liability account “Vendor Payments on Agency CC”

E Create New Joumnal Entry 2267

Jounal Entry Number 267
Activity Date Code Group -

Romadks Malone/Furyet Agency OC Amencan Express

Account Name & Number Detat Credit Add
-
Remarks Detal Gioup Update
AcctNo  Acct Name Branch Debat Amount  Credit Amount  Remarks Growp Delete
2015 Vendor Payments on Agency. 300000 pmtMaione/Fuyet p -
1000 Cash in Bank - Checking 3.000.00 e
Move Up

Step Five: When you pay the credit card bill, debit the same account used in Step Four.
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M'PW,_* - 7 =

[
nk 3500.00
éimou ! Bemarks
Payment Type  Made v Payment Date pmedX 1234
Bark Acct |1 Bank AcctNo. 1 v
Branch v ] Invoice Reference =
| Payment Methad | Chack v | [CKACC/AchNo | 3225 - [ Paymert Group | -
Profe Type | Other v| | Name | Amescan Expeess [ Name OnCheck | Pay Code
Joumnal Erty Number 268
Activily Date Code [ Gioup -
Rematkz AX 1234 Amencan Express
Account Name & Numbes Debt Credt | Add |
Remarks Detai Group | Update |
AcctNo  Acct Name Branch Debt Amount  Credt Amourt  Hemarks Group \'_ Delete ]
1000 Cashin Bank - Checking 350000 —
6105  Office Supphes 0 100,00 Best Buy [_invea ]
- 5100 Dues and Subsceptions 0 100.00 Trams mﬁp—l
S ¥ 5410 Meals & Entertanment 0 300.00 Agency meehng - =

@) 2ms Vendoe Paymerts on Agency,, 3000.00 Malone/Furjet ml
—

Time Saving Tip: Use Pay Codes to help save time. When entering the payment received
from the client, assign a pay code. For example: ACC for Agency Card. The next time you use the agency credit
card, instead of entering all the information from scratch, go to Payments Query, in the payment code field enter
ACC, and click on query. This displays a previous credit card entry, click Copy, change the amount, and the

remarks field. When you click OK, the journal entry is filled in for you. Click OK to save.

Step One: Assign a payment code when you enter the payment received from the client. Save the payment
following the steps outlined in scenario three. You only need to assign the pay code once. Once the pay code is
assigned you can simply query on that pay code in the future.

@ Create New Payment Received =& X
Amount 3,500.00 Bamaks
Payment Type [Heceived v] Payment Date 'Mrarlronre)Funiel -
Bank Acct [2 Bank Account 2 v]
Branch [ v] Invoice Reference b
Payment Method | Check v | | CK/CC8ch No v -

Profile Type | Other v Name | American Express B Name On Check (" Pay Code ACC o
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Step Two: Next time you use the agency credit card, query for payment code ACC

ek TR TR a— - —— " =]
2 Trams Back Office - Sabre Travel Network § [E=NR0ET X ]
| File Inwoices Pay A Prefiles G I-L edger Interface Reports Utilities Window Help "
| Geneid  Advanced
Ameunt From To Only Unapplied | No v J Uusy
Date Cleared To Clesved Status (Al - Besel
Check No. From To CC/Check/ACH # | Count
" Payment Gioup v Payment Code ACC Sce By
Remerks [Staiting With . Cohanns
Payment Status Al - Invorce Aecord Number [ Delad__]
[cdetour  +]
| PymtNo. Date Name Pay Type Method Amount  Ck/CC/ACH No  Bark No.  Remarks Group Code Full Remarks New
| 1553 mn Amenican Express Recerv...  Check 350000 2 Malone/Furget ACC Malone/Funiet
o

The payment code is on the Advanced Tab of the payment query screen. After entering the payment code, click

Query. This displays a previous payment with ACC in the Payment Code field.

You can then click Copy, to make a copy of the payment. Once the payment is copied, just change the amount
and save the payment. Clicking on Copy creates a new payment, with the same information as the previous

payment. Change the total amount, and the remarks, and save the new payment

[ Trams Back Office -- Sabre Travel Network —— = [E=ECy >
[ Fle Invoices Payments Adjustment Profiles General-Ledger Interface Reports Utiities Window Help . =
J Gwd Advanced
Amoyrt From To Only Unappiied | No. - @j
Dale Cleared To Cleared Status [l v Hess,
Check No. Erom To CC/Check/ACH # | - Court
[ Payment Giowp - Payment Code ACC " SoaBy |
Remarks | Starting With - Columns
Payment Statuz EAI - [ Invoice Record Number T
[cdefair =
[ PymiNo. Date  Nome PayType Method  Amount CKACC/ACHNo BorkNo Remarks Group Code  Full Remarks L New |
| 1553 11, Ameican Express Recesw.. Check 350000 2 Malone/Furyet ACC Malone/Funjet
‘ Vi
Copy. |
, E— — N [
B Create New Payment Received l o | (P Pagment
\ ot 500.00 (CPmawss)
&mou — ) Remarks
Payment Type | Recetved - Payment Date Susan/Appla Vac/Agency AX|
Bark Acct |2Bank Account 2 -]
Branch | [, ;f Invoice Reference ~
Payment Mathad Choek v, | CK/CC/Ach No | - | Paymert Group | -
Piotle Type | Other »| | Mame | Amencon Express | Nome On Check | Pay Code
[ Create New Joumal Entry 3270 M L
Joumal Entry Number 270
Activity Date | Code | Group ] -
Remarks Suzan/Apple Vac/Agency A% Amencan Express
Account Name & Number Debit Credt | Add
Remarks Detal Group [ Update
| AcctNo  AcctName Branch Debt Amount  Ciedil Amount  Remarks Group : [ Delets
' 2015 Vendor Payments on Agancy... 80000 Jones/Apple Vac/ \ 1 E==
| 1000 Cash nBark - Checking 500.00 | S

Option Two: A Negative Client Voucher is created to record the payment due from the client and the Vendor

payment on the agency credit card.
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This option could be used to record the payment to the vendor on the agency credit card if the client payment has
not been received or is received after the invoice is issued.

Go to Utilities/Setup/Global Defaults/Prompt

Check the box in front of “Allow Negative Client Vouchers”

r ~ '
[ Global Defouts Lo | (=)
Interface/Maimerge Prompt ] Financial Modsing \ Payment lmpoat Options
‘ General Premot TaxRelated l Chent/NVendor Statement Remarks
[
‘ Allow Branch Erties  None -
Coenen Track payments n EOP  Sales/Cost of Sales -
Supplier C/C ransactions n EOP  Handle In Same Penod v
Delault Disbursements Bank Acct 2 Bank Account 2 -
Default Recepts Bark Acct 2 Bank Account 2 -
Defaut CC Meschant Bark Acct 2 Bank Account 2 -
‘ Defauk EFT Bark Acct 2 Bank Account 2 -
Joumal Entry Prompting  Recommended/Always v
Defaut GA Branch 0 -
Default Branch 0 Travel With The Stars -
v Alow Cash Pymt Froe Invoce v Defauit Refund/Ad Invoce No
‘ v Alow Modilyng Other Pymis Force Branch on Joumal Entry
[ v Assign Ck #'s n Pagments 7| Purt Ful Statement Header
v Valdate CC Merchart Numbess V| Prompt when ext TRAMS
Alow Chent Unappheds Alow Vendor Unapphieds
v AutoAs n;n Invece Numbers V| Add Newdy Inserted Items To Query Screens
J Al 5 gces V| Always Track Voded Payments
v Alow Negahve Elcﬂ Vouchess Require Ursque. Non-Blank 1/F 10 On New Profiles
o] (e
|

.r'/ Quick Steps:

Create sales invoice, the Submit To is Supplier.

2) Close the client side of the invoice with Payment Method of Credit Card (Agency credit card).

3) Enter a Payment Made for the amount the Client owes the agency. Pay Method is Other Client Name: enter
the name  of the client on the invoice. Click on Query.

4) Click on OK to create a voucher. The voucher will create a balance due on the Client Balance Report.

5) When prompted for a journal entry, credit the Liability account “Vendor Payments on Agency CC 6) When
you pay the credit card bill, debit the same account used in step four.

7) When you enter the client payment close the voucher on the client’'s account.
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Visual Steps:

Starting with Step Three: Enter a Payment Made for the amount the Client owes the agency. Pay Method is

Other

Client Name: the name of the client on the invoice. Click on Query.

fmort 350,00 -
| Payment Type Made v Payment Date 11/10/2012
Bark Acct | 2Bank Account 2 -
Brapch | v| tovoice Reference
PaymentMethod [Qther v
Piofie Type | Clent »| [ Name | AbleXentSue

Clent Settngs | Global Sedting:

Invoice B
Passenge!
I33ue Date

Invoce Rec Mo

UDID Selection [ |

[
| Status lssue Date
|

Step Four: Click on OK to create a voucher. The voucher will create a balance due on the Client Balance Report.

Step Five: When prompted for a journal entry, credit Liability account “Vendor Payments on Agency CC”

[ Create New Journal Entry #271

Joumnal Entry Number 271
Activiy Date

A Ks Able/Ken & Sue
Account Name & Number

Remarks

AcctNo  Acct Name

100 Clent Balances
2015 Vendor Payments on Agancy...
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To Branch 4

[Paynm Growp ]
| Name On Check | Pay Coda

7
Total Unapplied Is -350.00.

1| Unapplied Paymant Option
Profle Has No Open Invwcicas Price To Payment Date,

Total Unappled |5 -350.00 ;
Create Client Voucher
Create Vouches
Voucher Invoce
VoucherNo 4 BranchNo |0 Travel With The €
! (

1 Group - Amount 50 0
‘ Remarks Pymt #1555
|

‘ Clent |Able/Ken & Sue

Code | Growp
Detat Credt
Detal Gioup
Branch Debit Amount  Credit Amount  Remarks Growp

35000
35000 Able/Agency CC

3/31/2016

= 8 =

[ Update |

Delete

| MoveUp |




Step Six: When you pay the credit card bill, debit the same account used in step four.

Step Seven: When you enter the client payment close the voucher on the client’s account.

Create New
A t 350.00
Zhts Remarks
Payment Type [Received V] Payment Date A
Bank Acct [2 Bank Account 2 v ]
Branch [ v] Invoice Reference ¥
Payment Method | Check v | | CK/CClach No v Payment Group v
Profile Type | Client v Name | Able/Ken & Sue Name On Check | Pay Code
Client Settings I Global Settings!
Show Invoices/Bookings For...
() & Different Client
@A Group Of Clients
) All Clients
Status  Issue Date Invoice #  Type NetDue Applied ConfimationNo  Total Fare Comn| | Toggle Closed
Closed 11/10/2012 4 Voucher 350.00  350.00 Close all

Cons B0 Pros

r)

Pros and Cons: Scenario Three

Option One:

Pros: Because the Invoice is closed with the agency credit card the TBO user would not make a duplicate
payment to the Vendor.

Cons: 1) Because the Invoice is closed with the agency credit card a Client Balance is not created and the TBO
user does not know that the client owes the agency for the invoice unless procedures are in place (see

pages 9/10) to track client payments on the agency credit card.

2) Because the Invoice is closed with the agency credit card the Vendor Balance Report shows the commission
amount as due from the Vendor and unless procedures are in place (pages 9/10) the TBO User would not know
that the vendor was paid with the agency credit card.

Option Two:

Pros: This option does create a Client Balance. A duplicate payment to the Vendor would not be made.

Cons: As in Option One, unless strict accounting procedures are in place, the TBO User does not know that the
Client and Vendor Balances are open.
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b,

i r

—

Run a weekly Report Generator Report to find the Invoices charged to the agency credit
card. Go to Reports/Report Generator/Print Report

[ Report Generstor P =
 Generdl. Mmood
\Ums\P\blc\Docunem;\lRAMS\Repeﬂ v EomstRepon .
Date Range Ciert PymtDate v | Between Apd
Invoce Type  [AN) E Branch (AN EJ
Submk To [AN) - HdrFomat [Repot v
Travel Type (AN E Headet/Footer :
Ticket Type [AN) [~ Tkt/Coré No
E-Ticket Status (Al - Dointl (A0 w)
Passenger Name | v) Branch Giowp | .
Invoice Eaymert STATS ARC No -
Clent [Closed) [+
Paymethod  [C/C) Fate Patams
CK/ACCNo AX 37-300¢1111 Fare Type Min
Max
s L
Vendor Name Prefened Status Al -

| Prnt Selection Critena " Page Break on Sort Change

[Prieview ] | Pt | [PrimerSenp) | Reset | | Delauk | | Ciose

Click on Report and choose: CC_RECON.RPT
Invoice Payment Status: Client: Closed
Pay method: C/C

Travel With The Stars
5777 W. Century Bivd.
Suite 1200
Los Angeles, CA 90045
310/641-8726
Credit Card Reconciliation
Invoice Mo:
Date Issued:
Agenl:
CC #or Check # Payment Method
Invoice  Passenger Travel Type Depart Dt Itinerary Total Fare Payment Dt
cic
9910077  Neuman/Kristin Ka  Rail 3/23/2015 NUE/AMS/LH 133.00 3/23/2015
37 CiC
3124359  Gmerek/Jay D Dom. Air 1/27/2015 BUF/MCO 42710  1/19/2015
a7 cic
3142975 Walsh/James Mau  Dom. Air 3/25/2015 DFW/MSY/D 420.20 3M12/2015
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Section Two
Using an Agency Credit Card to Pay for Agency Expenses

Ck/CC No: agency credit card number

Vendor: (All) (If you use multiple Agency Credit cards, they can be tied together with a UDID
for reporting) When using the agency credit card to pay expenses, there are two main ways
to account for this in TBO. The first way is to account for the items when the agency pays
the credit card bill (Cash Basis). The second way is to account for the expense when the
charge is made and carry the payable until the credit card bill is paid (Accrual Basis).

Scenario One:

Accounting for the expense when the credit card bill is paid. During the course of the month, the agency has
paid various expenses, using the agency credit card. When the credit card statement is received, the agency
wants to itemize the separate expenses.

_.J/Quick Steps:

1. Enter a payment made, using Profile Type of Other.
2. When prompted, create a journal entry accounting for each expense.

American Express Statement

Office Supply Store $325.00
ABC Printing 75.00 ACME Parking 250.00
Light Company 45.00 Total Charges:
$695.00

To pay the above American Express statement in full, follow the visual steps below.

Visual Steps:
Step One: Enter the Payment Made to the credit card company with Profile Type of Other, for the full amount of
the statement.

E Create New Payment Made = = !Lh
Amount £95.00 _
Payment Type Made - Payment Date
Bark Acct | 2 Bank Account 2 v
Brapch » | Invorce Reference
Payment Method  Chack v | | CK/ACC/AchNo | 1224 v Payenent Group v
Profie Type  Other - Name | Wmeecan Express Name OnCheck = Pay Code
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Step Two: The system automatically enters a credit to the Checking account. Enter each charge to
debit an expense account.

-
B Create New Journal Entry #272
Jounal Entry Number 272
Activity D ate Code Group v
Remarks Amencan Express
Account Name & Number Detat Credt Add
Remarks Detal Gioup Update
AcctNo  Acct Name Branch Debit Amount  Credit Amount  Remarks Growp Delete
1000 Cath nBark - Chacking 63500 7
6105 Office Supphes 0 32500 Offce Max L
6415 Parking 0 2000 Acme Parking
M
6115 Prirbng Expense 0 7500 ABC Prnting Ml
6306 Utiiees 0 4500 Gas Compary V===
4 »
Debe Total 69500
Crodi Total £35.00
Ok | | Cancel

Scenario Two:

Accounting for expenses as charges are made, not when the statement is paid. To account for
expenses when the charges are made, use the Operating Payable feature in Trams Back Office.

_,-l/Quick Steps:

When the charge is made, enter a payable (go to Payments/Create Payable).

When prompted for a journal entry, debit the correct expense account.

When you pay the credit card bill, query the payable: Payments/Query/Operating Payable.
Once the payables are displayed, hold the ctrl key; click on each payable being paid and Issue
Check.

HwnNPE
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Visual Steps:

Step One: When the charge is made, enter a payable (go to Payments/Create Payable), entering the amount of
the charge in the amount field, with the date entered being the date you are creating the payable. In the date
payable field enter the anticipated date that you will be paying the credit card bill.

L. Create New Operating Payable 2 w
ng Fay.
Amourt 325.00 Status | To Be Paid v
Date Entered 1171/
Date Pagable 11/30/ Irwaice Reference
Payable Code Payment Group -
_ Name | Amencan Express
Remah Dffice Depost

[ oKk || Ccance Contirue entering Payables

Step Two: When prompted for a journal entry, the Operating Expense Payable account is automatically credited.
Create a journal entry to debit the appropriate expense account.

r s N
m Create New Journal Entry #273 E=28C)
Jounadl Entry Number 273
Activiy Date 12/3111979 Code | Grew | .
A Ks Office Depost Papable Amencan Expeess
Account Name & Number Deit Credt [ Add
Remarks Detal Group Update |
AcctNo  Acct Name Branch Debtt Amount Credit Amount Remarks  Group | Delete |
2050 Operating Expence Pagable 32500
6105  Offico Suppies 0 2500 Office el
_ MoveUp
Move Down
Debit Total 500
Crodi Total X500
=
| SR
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Step Three: When it is time to pay the credit card bill, query the payables.

Step Four: Once the payables are displayed, hold the ctrl key; click on each payable to be paid and Issue Check.

nTumsBxkOlﬁa--SmvaelNﬂwt o (e
File Invoices Pay Ady: Profiles G I-Ledger Interface Reports Utilities Window Help
Pagable Number Amourt From To [I]
Date Enteced To Payable Status [ToBe Paid] |- -
—_— et
Date Pagable 11730/ | To M/3W Pagable Code
. Count
( Profle | Amencan Express - L J
Romarks | Startng With - Sotgy |
Payment Numbes S (e « [ Coumns |
Inciude Vendar Payables | None - Invorce Reference [ Detaa J
<dedaul> v
Type PapableNo Status Name Amourt  Code  Remarks Growp Payment No  Invoice Reference [ New ]
Other 2 ToBePad Amencan Expeess 32500 Office Depost View
Othet 3 ToBePad Amencen Express 25000 ADME Parking —
Othet 4 ToBePad Amencan Express 75.00 Printing ABC [ Vad ]
Other 5 ToBePad Amencan Express 45.00 Gas Company Copy
CaoesD
- Gereiate

The charges are totaled and a Payment Made is created for the total amount.

IS Create New Payment Made Lo | e
ok e RBemarks
Payment Type | Made . Pagment Date | 4
Bark Acct | 2Bank Account 2 -
Branch [ M| Invoice Reference ns
Payment Method | Check v | [CK/ACC/AChNo | 1235 v ( Payment Growp | -
Profie Type | Other Name | |Ametican Expres [ Name On Check | Pay Code

Click OK to save the payment. The journal entry is created for you to credit the checking account and debit the
Operating Expense Payable Account.

u Create New Journal Entry 2277 =)
Jounal Entry Numbet 277
Remarks Amencan Express -
Account Name & Numbet Debit Credt Add
bm— rf [ Update |
Femars Ueiai Giouwp 8 ’
AcctNo  Acct Name Branch Debt Amount Credit Amount Remarks  Growp __ Delete
105 Credit Card Merchant 635.00 —
2050  Operating Expense Payable 63500 L_lnved
[ MoveUp |
[ Move Down |
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Section Three

Using an Agency Credit Card to Pay for Group Expenses

When using the agency credit card to pay for group expenses, two things need to be accomplished. One, you
need to track that the credit card has been used; and two, you need to track the payment as an expense to the

group.

-I'"/Quick Steps:

1. Enter payment made with Payment Method of Other. Set the Profile Type to Vendor, and for the name
use either the actual vendor the payment went to, or use the group vendor.

2. When prompted, create a voucher and attach it to the group.

3. When prompted, create a journal entry to credit the credit card Liability account.

4. When you pay the credit card bill, debit the credit card Liability account.

J

Note: If the agency has a large number of groups to track, it may be helpful to create a separate Group
Liability account named “Group Payments on Agency CC”

Visual Steps:

g
)” Choice: You can use either one vendor profile for the group, or you can use the actual vendor the
payment is going to. For more information, see the TBO Groups Accounting Guide

Step One: Enter a Payment Made with Payment Method of Other. Set the Profile Type to Vendor, and for the
name use either the actual vendor the payment went to, or use the group vendor. Don’t forget to use the

Payment Group field to enter the Group Name.

| v
[ Creste New Payment Made =Ny X |
Armount 5,00000
, : Hemarks
Payment Type | Made - Payment D ate Deposit Gold Tour / Aganey CC
Bank Acct | 2Bank Accourd 2 v
Branch | v | Invoce Refeence
Paymerk Method | Other v PymentGioup | EEGEDNE -
Protile Typs ‘Vcndo' - | Name | Gof Touwr Name On Check | Pay Code
Vendor Sellings  Global Sethngs Query
Irvoice # To Bianch [Al] - Resal
Pastanger Ticket No Canfum No ~ Sol éyrir
|szue Date To Depant Date Te
Inwvoice Rec No Irveses Group v Brarch Group | v Columns
) || UDID Selection vl . vl
Total Unapplied Is -5,000.00. é
Locate Invace

Unappled Pagment Option

Profie Has No Open Invoices Prior To Pagment Date '("m Ve ve= — T
Total Unappled |+ -5,000.00 L] 3

Voucher Invoce

Gescle ouche: Concel VoucherNo 5 Branch No [0 Travei Wih The ¢ ~
Growp GOLF TOUR - e
Romarks Pyt #1560 Depost Gold Towr / Agancy CC
Chent Gl Tour

Corfumation No

0K Cercel

Step Two: When prompted create a voucher and attach it to the group.
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Step Three: Create a journal entry to credit the “Group Payments on Agency CC” Liability account.

(B8 Create New Joumal Entry 0278
SourelEcey Nurbes 278
hctnay Dt | j Cots [ Gue | N
Bevobs Degont Golt Tous ! Agency CL ol Tou
Accoxt thew 3 Nurted Ot O At )
Revets Dol Grengy (1
-
AodNy  Acct Nawe Bunch  Owtt Arcort Ot drcurt Panwts  Groep ([ Dot |
A0 Verde Baavoes 500000 _—
A6 Geop Pt codgeecs S00000  dwpont I
[ Wamip |
[Nove Oown |
Debd Torad 5000 (0
Croct Torad 500000
(o) [ Conem |
7

Step Four: When you pay the credit card bill, debit the “Group Payments on Agency CC” Liability account.

Edit Payment Made #1561 American Express o @ =2

Amourt 387600 2

mert Type | Made v Payment Date -
Bark Acct |1 Bark Acct No. 1 A Dae Clawed
Brapch w| lavoice R >3

! | Chech v 2 b Payment Giowp | -
o [Other « [ Neme | AmeocanEugeess { Name OnCheck | Pay Code
r Create New Journal Entry 279 o @ =
|
Joumal Eny Number 279
iy Do cot -
Bemarks Amencen Express -
w pr——
Account Name & Number Detet Crodt . Add
T
Remoks Detal Group __Update |
. =
| AcctNo AcctName Bonch DebtAmount  Ciedt Amout Remarks Giow [ Dewte
1000 CashinBank - Checking 9876.00 E
8% pmiee P s A —
untue & Fodues
NS Verdo Paymerts cnAgercy 200000 Jores/Appie Vaz Mosa o
208 Group Paymants on Agency 500000 Goll Group [Move
6120 Comouer Expense 0 16200 Best BuyLaplep \MomDore)
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Section Four

Paying the Credit Card Bill when there is a Credit Balance

Section 2 outlines how to pay the agency credit card, when itemizing each of the expenses. In this section we
take a look at what happens when you have a credit card statement that has a combination of new charges and a
credit for a previous charge.

_r"“ Quick Steps:

1. Goto General Ledger|Journal Entry.
2. Enter a debit for the amount of each charge to the correct expense account.
3. Enter a credit equal to the debits into the account that the credit applies to.

Visual Steps:
In month one, the agency receives the following Visa Statement.

American Express Statement

Office Supply Store $325.00
ABC Printing 75.00 ACME Parking 250.00

Light Company 45.00
Total Charges: $695.00

The journal entry below would be created when the statement is paid:

Account Debit Credit
Checking 695.00
Office supplies 325.00
Printing expense 75.00

Parking 250.00

Utilities 45.00

In the next month if the agency received the following statement, since there is no check to be issued, create a
journal entry, entering a debit for each new charge.

American Express Statement

Office Supply Store -$325.00
ACME Parking 250.00
Light Company 45.00
Total Charges: $-30.00
(8 Creste New Joumal Entry #280 S ) ]
Joumal Enty Number 280
Activiy Date | Code Group v

Arou 234 edt o
Ramade Ao 234 credt of 3000
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In order for the Debits and Credits to equal, enter a credit that is equal to the debits. In the previous month,
Office Supplies was debited when the charge was made. The credit this month would be to Office Supplies. We
do not credit the full $325.00, just enough to balance the Debits and the Credits. $30.00 is carried over to the
next month, so we only need to create a credit that is equal to the current charges.

This allows the journal entry to be saved, current charges to be accounted for, and the $30.00 credit will carry
over to the next month.

In the next month, if the following Visa Statement is received.

American Express Statement

ACME Parking $250.00
Light Company $45.00
Total Charges $295.00
Previous Balance -30.00
Total Due $265.00

Page 25 of 26 3/31/2016



To pay the $265.00, but account for $295.00 in charges, enter a Payment Made for $265.00. When prompted for
the journal entry, debit the new charges and enter a credit for $30.00 to Office Supplies.

[ Create New Payment Made (2 ) -
Amourt 26500
= Bemarks
Pagmert Type | Made - Paymant Date |
Bark Acct | 2 Bark Account 2 v
Brapch *» Invoce Relerence
Paymeant Methed | Check v |CX/CC/AchNo | 1278 o Payment Gioup -
Profile Type | Othes - Name | Amencan Expeess Name OnCheck | Pay Code
B Craste Mow losenal Enten: 2221
[0 y
Joumal Erty Number 281
Activty Date Code Group -
Baneks Amencen Express
Account Name & Number Detet Crodt Add
Remarks Detal Group Update
v
AcctNo  Acct Name Branch Debt Amount Credk Amount  Remarks Group Dewtn
1000 Cash nBank - Checking 265.00
8415  Patking 0 250,00 lvet
8305 Ubhtees 0 &S00
- = e — Move Up
6105 Ofice Supples 0 3000 Credit balance lom last morth sta
Move Down
« »
Debi Total 25600
Crodit Total 25600
Ok Cancel

Please Note: The recommendations contained in this document are designed to allow your Trams Back

Office program produce information in a manner which Trams and ClientBase Products and Services believe
to be useful to a travel agency. However, Trams and
ClientBase Products and Services, make no representation or warranty that the recommendations, if applied, will
conform to generally accepted accounting or auditing practices or principals or to any type of financial reporting
requirements. To the extent that any reports generated by Trams Back Office are used for reporting purposes,
including tax reporting, we strongly suggest that you review these recommendations with your certified public
accountant or tax advisor as applicable.
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