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How to Access the TravelOffice System ':tl‘ELVEIOffiCEt

U  To access the TravelOffice System, visit : Travel Management System
http://www.merang.net/login
(Please bookmark this page)
Module: Invoice Management -
U  Select the module you wish to access. User Id:
U Login using your agent id, agent password, User Password:
and agency code that was assigned to you. Agency Code:
U You must ensure that cookies are enabled T
on your browser.
Contact Us

TIP: To access the system quickly, bookmark the log -in page, and create a desktop
Icon on your desktop. To create a desktop icon, simply click and drag the icon in the
address bar (where the URL is located) of your browser.

( \& Note: Invoices in the back-office module include only those that have been
completed. (i.e. does not include iIinvoi

additional entries made to a completed invoice in the back -office module will change

the invoiceds status from oCompl e




The Back-Office Dashboard 'i:l‘&VElOffiCEt

- -
traveloffice Back-Office Travel Management System
AGENT: Sanjeev October 11, 2006 |
e BACK-OFFICE DASHBOARD
Manage Profiles
Invoice Management 0o
Sales Activity: Gash - Trust Account:
RS e Ol Last Month  This Month  Year (¥TD) {untransferred comrnission) To-Date
GL Posting and Closing Gross Sales $5,572.00 $0.00 $25,366.83 Total Sales Received $484,316.49
Commission $1,296.74 $0.00 43,263 40 Total Costs Paid $407,939.73
Log out Net Earned  $1,291.74 $0.00  $3,243.86 | Balance Commission to Transfer $76,376.76
Accounts Receivable - Customer: Agent Payroll:
Before Due | Past: 0 - 30 days $297.00 Year To-Date
Past Due: 31 - 60 days $0.00 Total Agent Commission $0.00
Past Due: > 60 days $3,877.01 Agent Commission Paid $0.00
Total Accounts Receivable $4,174.01 Agent Commission Dwing $0.00
Accounts Receivable - Supplier: Accounts Payable - Supplier:
Receivable: 0 - 30 days $0.00 Payable: 0 - 30 days $0.00
Receivable: 31 - 60 days $684,24 Payable: 31 - 60 days $159.50
Receivable: > 60 days $718.18 Payable: > 60 days $9,630.95
Total Accounts Receivable $1,602.42 Total Accounts Payable $9,790.48
Accounts Receivable - Card Processor: Accounts Payable - Company Credit Card:
To-Date To-Date
Total Banked Receivable $201,058.61 Total Payable on Credit Card $237,287.75
Total Amount - Settled $201,058.61 Total Credit Card - Paid $236,248.21
Total Amount - Unsettled £0.00 Total Credit Card - Outstanding $1,039.54

The Back-Office Dashboard provides a quick, high-level overview of key indicators and financial information
relevant to your business. The key indicators and financial information includes:

U Sales activity and reporting

U Amounts owing to your agency (from customers, suppliers, card processors)
U Amount your agency owes (to agents, suppliers, company credit card)

U Trust account information

Theleft-si de menu enables you to manage your Company?os
generate management reports, and perform month -end general ledger posting and closing procedures.
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Sales Activity and Reporting




Sales Activity Reports fl"&V@lOffiCE

Various Sales Activity reports can be generated to monitor the sales status of your agency at any point in
time. The reports are generated based on all completed invoices (i.e. does not include invoices in

opendingo6 or oOreviewd status). The types of Sales| A
U Monthly Report (for current or previous year) Sales Activity Reports:
U Branch Summary and Transaction Reports Select Sales Report to Generate:
Sales Report: |Mn:unth|5,f Report (Current Year) j
U Customer Summary and Transaction Reports Report Period: [01/01/2008 | & To: [11710/2008 | &
U Agent Sales Report Branch: [merangdol x

Customer Id: |

U Supplier Sales Report (For cstomer transadion report
Generate Sales Report |
?o generate Sales Activity reports: \
1. Click on the o0Sal es Act-OfficeDaghboad.i t1 e/ |l i nk on the
2. From the o0Sales Activity Reportsoé filter box, |se
(please note your date format), the branch to report on, and customer id (for customer transaction
reports).

QCIick on the 0Generate Sales Reporto button,jnd




Branch Commission

The o0Branch Commi s s i esunemehuasdar ttaveecompanied tiaenedd o track
commission payments to their branch offices for branch office sales.

View Branch Activity:
Select period to search:

Branch: |merango0ol =

Fram: |01/01/2004 &

Ta: [13/10/2006 &

™ wiew outstanding commissions only.

| Showe Branch Activity |

Invoice Book Date Customer Payable Paid Balance Select
Mu-7E001 187022004 Francesca Panacsi 22,90 $0.00 Fa2.a0 r

My 76002 05/02/2004 Francasca Panacsi 412113 $0.00 $121.13 I
MV-75003 224082004 Cliffard Gates $145.54 $0.00 414334 r
MU-7E004 15/01/2004 IMaria Lai Wan Loong $127.25 40.00 $127.25 r
MuU-7E005 200002004 Jan Veerman 99,03 $0.00 Fo9.03 r
Total Commission Payable: $98,937.80 £0.00 $96,937.60

Date Paid:l— S Refarence Numhar:l— _Record |

G} view a list of branch commissions:

2. From the oView Branch Activityod filter box,
note your date format). To view all commissions, leave the dates blank, and to view only
outstanding commissions owing, click on the checkbox.

3. Click on the o0Show Branch Activityd button,

\ commissions.

o

1. Click on the oBranch Commsideménond option from t

S €

a

traveloifice
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Branch Commission i:raveloffice

(Contdd.) To record payments made to branch of\fic

1. Select the transactions from the list that were paid by clicking on the checkboxes.

2. Enter the date paid, and enter a reference ]
number (e.g. bank confirmation number or traveloffice Branch Run Report

Cheq ue number) Branch: merangol Date Paid: 14/10/2006
5 Cheque No.: Ch.ZD
Booking Date PAYX Name . Commission Pai

Click on the ORecor doO BWie: oo  roneme s orns

MY-76003 22/01/2004 Clifford Gates 414584

' iZi Wty aoouanns ven veermen “gon 0o

4. A new window opens, summarizing the L el

transaction amounts and total to pay. Less: Other Expenses/Adjustments: [ zm

saLance paio: [ R

- . alculare lotals

5. Input any adjustments (e.g. head -office [ cotcutate Torate |

Charges) to deduct from the amount Confirm Branch Commission Paid ||

owing, and click on the_oCalculateo button.

. R . 3 B hC ission].
6. Click on the oConfirm BH traveloffice rane ognt;nt::;fn: |
button to finalize and save the amounts to the

Branch: merang0d01 Date Paid: 14/10/2006
SyStem : I i Booking Date PAX Name Ch
) ) ) My-76001 19/02/2004 Francesca Panacc? $22.90
7. ABranch Commission Statement is generated ~ [179 o s o
summarizing all amounts. The statement can be IESZ?ZEB‘S‘ 20/01/2004 2on vearman “sor.05

. . . Gross Commission Income: 3 5
printed and provided to the Branch Office. Other Expenses/Adjustments: $200.00

gaLance paID: L LR T
8 Click on the o0CI ose Win
the window.

Close Window
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Amounts Receivable

(from Customers, Suppliers, and Card Processor)
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1\.
-

Customer Receivables

The O0OAccount 8CuRsetceemevratb lseect i on enabl es you to mana

your customers, reconcile the actual amounts received against your statements (in preparation for
accounting), and generate various reports.

Click on the OAcdasntosneRec dii ¢ d eiO&ice Ddshbaard, whith evill dsplay k
the details of the invoices and amounts owing from various customers. The list can be further filtered (by
invoice number, last name, booking date, and/or reference number) using the search/filter box.

Accounts Receivable - Customer:

Search or Filter the List:

Inwvoice Mo, |

Last Mame: |

Booking Date: I W

Reference Mo.: |

Show Customer Receivables ||

Invoice No Customer Name Booking Date Due Date Receivable Select
MV-76357 JOAMNA SHAH 26/04/2004 26/04/2004 80,01 Received
MV-76358 GODEAON GONO 29/11/2004 29/11/2004 -$35.00 Received
MyV-76517 JACK MCCORMACK nz/06/2005 0z/06/2005 £60.00 Received
My-7EE52 MICK PALIMA 15/11/2005 15/11/2005 $£3,772.00 Received
My-76794 JoOHM SMITH 10/09/2006 17/09/2006 $207.00 Received

Total Customer Receivable: $4,174.01

traveloifice

g



Customer Receivables > Record Amount Received

i:raveloffice

To record an amount received from a customer:

1. Click on the OReceivedo6 |ink related to the i\nv
2. A new OCuUStomer Pay mgme:  ommasm T Ty T
. N MY-76338 GODEAON GOMO 28/11/2004 29/11/2004 -$35.00 Received
Opens’ Summar|2|ng the total amount M\-’i76517 JACK MCCORMACK 02:;06;2005 02:'/06'.;2005 \ $60.00 Rece?ve:
rece|vab|e and amounts rece|ved to -date MY-76734 JOHN SMITH 10/09/2006 17/09/2006 ;297.00 Received
Total Customer Receivable: $4,174.01
3. Click on the O0Add Paymaaca woeeau oo ogg
a new amount received from customer. traveloffice Customer Payment Recelved
4. A new payment slip window opens. R
Complete all details on the slip and click on | rotal amount recsivabee: $5,572.00 -
< L, Form of Payment Date Rec'd Amount Rec'd Authorization FDI'ITI
the oAdd Payment 6 but io/ogaon oo tihlodme e oo
: cCash 11/09/2006 $275.00  Edit | Delste
detalls' Remaining Balance Due: $297.00
Add Payment
5. The o0Customer Payment __close window_|
automatically updates, and displays the T T e
remaining balance due from the customer. : i
traveloffice
6. To add another payment, click on| Pay me
will open a new payment sl ip Wi njrmaomen Gimmewsd | CK | O
N Date Payment Received: & ,
button to close the o0Customer Palfmuwmmmes —— vegdo
7. Closing the O0Customer Payment Re |mmmmn i ST
and refresh the previ ddsstodAmend n|ame.. — pl ¢
Autharization No: l—
Add Payment | | Close |

12



Customer Receivables > Reconcile Cash Receipts i:raveloffice

Reconciling of all amounts received and paid is recommended as an added control to verify that all amounts
entered into the system are accurate, and the reports and accounts balance properly. Click on the
OReconcil e Cash Recei psidsngenupwhich wildisplay thee metailstoiethe cash t

payments received from customers by invoice number. To reconcile payments received from customers by
credit card payment (i .e. receivable from your <card

section).

Amounts received by cash from Customers should be reconciled to your Bank Account statement
where the cash is deposited. To reconcile the amount:

1.Click on the OReconci |l e Ca s-Bidemenu.diiteptheslistofdgemsto on f r o
reconcile, as required. _ . . . |
Invoice No Customer Last Name Date Received Deposit Date Amount Paid Select

$10.00 Reconcile

My-76692 GLEN 10/03/2006

2From t he | ist, Cli ckview®n swd Re C O Nwuwkid € 0 N € Xt srsmo  reconcie
invoi
to the invoice and amount that matches $285.00 |

to the amount deposited to your bank e e
account. -
. . , : ) traveloffice B

3A new oreconciled slip opens in a n Ent

was deposited into your bank accourfmme e k|l lon

to record the reconciliation to the system. Ao Roconces: 1 .

R . . . . . Amount Deposited: £275.00

4.0nc<_—3 the reconC|I|at|or_1 |_nformat|_on |s_saved, the slip _closes and the ———

previous screen containing the list of items to reconcile refreshes.

|

13



Customer Receivables > Customer Receivable Reports ﬁaVEIOffiCG

Various Customer Receivable reports can be generated to monitor the amounts owing to your agency from
your customers, at any point in time. The reports are generated based on all completed invoices (i.e. does

not include invoices in opendingd or oOoreviewo statu
generated include:

U Monthly Summary (for current or previous year)
U Customer Receivable Aging Summary

U Customer Receivable Detailed Report

Customer Receivable Reports:

Select Customer Feceivable Report to Generate:

Feport: [Monthly Summary (Current Year) j

Generate Report

5)

~

0 generate Customer Receivable reports:

1. Click on the o0Customer Recei veasiddnenuReportso optlio
2. From the o0Customer Receivable Reportsoé6 filter |bo
Q. Click on the o0Generate Reporto button, and thj r

14
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The O0OAccount d8SuReleiievrablscect i on enabl es you to manalge
your suppliers, reconcile the actual amounts received against your statements (in preparation for
accounting), and generate various reports.

Supplier Commission Receivables

Click on the O0OAckSupmptl 3 eReéc dii ¢ d edffceiDaskboard) whichhvell digptay the
details of the invoices and commission amounts owing from various suppliers. The list can be further filtered
(by invoice number, supplier, booking date, and/or reference number) using the search/filter box.

Accounts Receivable - Supplier:

Search or Filter the List:

Invoice Mo.:

Supplier: I—Se\ect Supplier --- j 7 Lack
Booking Date: 57
Referance Mo.:

Showt Supplier Receivables H

I Invoice No Supplier Last Name Booking Date Receivable Select I
TRAYEL SUPPLIERS

MU-7E323 Jets Go SILVER 23/07/2004 $21.25  Received
My-76590 Starlight Intl Travel TAILOR 15/08/2005 $46.00 Received

MU-7E612 Westlet GOODMAN 21/09/2008 $106.32 Received
MY-7ood G Air Canada EFSTEIN 07/11/2005 $544 .61 Received
MV-76794 Four Seasons Hotel SMITH 10/09/2006 $634 .24 Received
My-76794 Air Canada SMITH 10/09/2006 $250.00  Received
INSURANCE SUPPLIERS

Mo Accounts Receivable found,

(% TIP: If you are recording commission amounts for multiple invoices received from
the same supplier, select the supplier name from the drop -down list in the filter box
and click on the o0lockd checkbox. Then a

invoice (see next page for how to record an amount received), the list will refresh with

only the specified suppliers invoice.

15



Supplier Receivables > Record Commissions Received

i:raveloffice

To record commission amounts received from a supplier:

1.
2.

Click on the OReceivedoO |link related to the
A n e W (‘) C O mml S S | O n R e c plier Last Name Booking Date Receivable Select
opens, summarizing the total amount e St Trave oo caronanns e oo
receivable and amounts received to -date. |75 i o oo s o

My -76794 Four Seasons Hotel SMITH 10/09/2006 $634.24  Recsived
C | i C k 0 n t h e 0 A d d C o r;ﬂ:-s?j::NCE SUPA;rL(I:EanRana SMITH 1040942006 $250.00 Received
button to add a new amount received from Ho 4ccounts Receivabls found. _

Total Supplier Receivable: $1,602.42

the supplier.

A new commission received slip window

i:raveloffice

opens. Complete all details on the slip and
click on the o0Add Co
button to save the detalils.

The o0Commi ssi on Recei

automatically updates, and displays the

Supplier: Starlight Intl Travel
Total Amount Cwing: $749.00
Form of Payment
Pax Credit Card

Date
15/08/2005

Remaining Balance Owing:

Commission Received

Amount
4795,00

Add Commission Received ||

Close Window

remaining balance due from the supplier.

To add another commission amount received, click on the

0OAdd Commi ssion Receivedd butto
slip, or click on the 0Cl|l ose Wi
oCommi ssion ReceivedO6 box.

Closing the oCommi ssi on Recei ve
and refresh the previ o8spplAicena

=101x|

i:raveloffice

Invoice No: My=-76590
Received From:

Starlight Intl Travel n
Form of Payment:

Commission Cheque x

Cheque No/Inv. No:
Date Received:

Amount Received:

nyv



Supplier Receivables > Reconcile Commissions Received

received from suppliers by invoice number.

i:raveloffice

Reconciling of all commission amounts received is recommended as an added control to verify that accounts
balance properly and reconcile to the actual amount deposited to your bank account. Click on the
OReconcil e Recei vabl esgd@meauw whictowil dipraytime detaiseof the edmimissions

Commission amounts received from suppliers and recorded in the system should be reconciled to
your Bank Account statement where the commissions are deposited. To reconcile the amount:

1.Cl ick on the OReconcil e Re-cideimenAlista commigsibniamounts rl o m
that need to be reconciled is displayed. Filter the list of items to reconcile, as required. To see all
items, including those previously reconciled, click on the checkbox in the filter box.

2From the |1 st, clic
to the invoice and amount that matches

My-7e006 &ir Canada 27/02/2004

Invoice Mo Supplier Date Rec'd

Amount Rec'd Method Select

$56.05 Chegue Received Reconcile

to the commission amount deposited to
your bank account. (note: to reverse or modify a previous amount
reconciled, view all previous amounts reconciled by clicking on the
checkbox in the filter box, and
amount that you want to reverse or modify).

3A. new oreconciled slip opens in
reconciles drop-down list and enter the date the amount was deposited
Il nto your bank account. Click on

reconciliation to the system.

4.0nce the reconciliation information is saved, the slip closes and the
previous screen containing the list of items to reconcile refreshes.

c

a

t

A Merang TravelOffice Systems | vewiwim I [
| ek - = - @A 4| Goearch [HFavorites 7

ﬁaveloffice

Invoice No: MyY-76006

Receive d From Air Canada

Am t Re les: Ves v

Date Deposited: 27/02/2004 &
Reconciled Close

Sel

17



Supplier Receivables > Supplier Receivable Reports : -

bP PP P traveloffice
Various Supplier Receivable reports can be generated to monitor the commission amounts owing to your
agency from your suppliers, at any point in time. The reports are generated based on all completed invoices
(i .e. does not include invoices in oOpendingdé or ore
that can be generated include:

Supplier Receivable Reports:

U Monthly Summary (for current or previous year) _ _
Select Supplier Receivable Report to Generate:

U Supplier Receivable Aging Summary Report: [Manthly Summary (Current Year) x|

U Supplier Receivable Detailed Report Supplier: |-Select Supplier --- 7|

Generate Report ||

?ogenerate Supplier Receivable reports: \

1. Click on the oOSupplier Recei vaadbimenu. Reportso optlio
2. From the oSupplier Receivable Reportsoé6 filter |bo
oDetailed Supplier Receivable Reporto, you-dom S|t

list.

QCIick on the 060Generate Reportdé button, and thj r

18



1\.
-

Card Processor Receivables

traveloifice

The OAccount 8CaRed eRrvoacheddsessor 6 section enables you t|o
card processor for customer payments received by credit card, to the reports from your card processor and
the amount deposited into your bank account.

Click on the O0OAckaumnt PrReecsiswa wl & rGffitedDashboardk whezhmwillt h e | B
display the details of the invoices and commission amounts owing from various suppliers. The list can be
further filtered (by invoice number and/or date received) using the search/filter box. To view previous
amounts reconciled also, click on the checkbox in the filter list.

Reconcile CC Banking Receivable:

Search or Filter the List:

Invoice Mo.: |

Date Received: I & To: I &

I wiew previously reconciled items also.

Show Items to Reconcile ||

Invoice No Last Name Date Banked Deposit Date Banked Deposited Select
MV-76062 FRAMKLIN 22/04/2004 $£576.00 £563.41 Reconcile

$576.00 $563.41

19



Card Processor Receivables > Reconcile Amount Received ﬁaVEIfoice

Reconciling of credit card payments received from customers and recorded in the system to your credit card
processords reports and bank account iIis recommended

received accurately from your credit card processor.

Payments received from your customers by credit card and recorded in the system should be
reconciled to the credit card statements from your Card Processor and to your Bank Account
statement where the amounts are deposited. To reconcile the amount:

1.Click on the OAcaumndt PrReecsiswa Ol ¢ iGffitedDAshboardkAlistn |t h
of amounts that need to be reconciled is displayed. Filter the list of items to reconcile, as required.
To see all items, including those previously reconciled, click on the checkbox in the filter box.

1 1 Invoice No Last Name Date Banked Deposit Date Banked Deposited Select

2'F r O m t h e I I S t Y C I I C MyY-7a062 FRAMELIM 22/04/2004 s $576.00 $563.41 Reconcile
to the invoice and amount that matches $576.00 $563.41

to the amount in the Card Processor report and - —

. . . /3 Merang TravelDffice Systems | www.m O] x
deposited to your bank account. (Note: to modify or reverse a previous ESEESFFERTE
amount reconciled, view all previous amounts reconciled by clicking on the . .

i ) || travelofifice 3
checkbox in the filter box, and cl | o t
reverse the amount). iolceNo: vt
3A. new o0reconciled slip opens in a 1l—$ ¢ Eint
was deposited into your bank accou - In| tt
to record the reconciliation to the system.
4.0nce the reconciliation information is saved, the slip closes and the ~

previous screen containing the list of items to reconcile refreshes.

20
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Amounts Payable

(to Agents, Suppliers, and Company Credit Card)

21



1\.
-

Agent Payroll

traveloifice

From the OAgent Payroll 6 section, commission amount
amounts owing to agents are automatically calculated for completed invoices (i.e. not for invoices in
opendingd6 or oOreviewd status) based on the agent ds

7

Click on the O0OAgent Pa y-Ofoicek Dashbdard,twhiah ivill displdy the details bf the B a ¢ k
commi ssion amount owing to a selected agent, by i1
agent to see the specific activity. The list can be further filtered (by booking period, and/or to only view
those invoices where commission payroll is still owing to the agent) using the search/filter box.

-
<

Yiew Agent Activity:

Select period to search:

Agent: IJOAN BRENSON +|

From: |01/01/2004 W

To: |22/10/2006 &

M view outstanding commissions only.

Show Agent Activity ||

Invoice Book Date Customer Payable Paid Balance Select
My-7ae601 23/08/2005 SYBIL STEPHEN $£20.00 $0.00 $20.00 r
My-7e603 30/08/2005 FARMANAND PASRAM $£40.00 $£0.00 $40.00 r
My -7a604 01/09/2005 Crawni CLARKE $23.79 $0.00 $23.79 r

Total Commission Payable: $83.79 %0.00

Date Paid:l & Cheque Numher:l Run Payroll ||

22



Agent Payroll > Record Commission Paid tl‘ ELVEIfoiCE

To calculate and record commission amounts paid to a agents:

1. After filtering for the specific agent, select the invoices to pay by clicking on the checkboxes
related to each invoice. Enter the date paid]|an
button to generate - :

Invoice Book Date Customer Payable Paid Balance Select

MV-76601 23/08/2005 STBIL STEPHEN $z0.00 $0.00 $z0.00 r

2. I n the oPayroll Run
period of the payroll run.

3. Enter the o0Tot al Co

MV-7E603 30/08/2005 PARMANAND PASRAM $40.00 $0.00 $40.00 r

MV-7E604 01/09/2005 DAWN CLARKE $23.79 $0.00 $23.79 r

Total Commission Payable: $83.79 $0.00

Date Paid:l & cheque Numher:l Run Payroll

which is either the Gross Commission ;
Income calc~ulated from the invoices, the traveloffice Payroll Run Report
agentds base sal ary,
Agent: JOAMBRENSCON Date Paid: 11/10/2005
4. Enter the other payroll amounts, such as L] B T —
agent expenses, payroll taxes, and/or other  [i7c:  Sooosos  carmanans rasean iiEEEL
a d J u S t me n t S o CI I C k o rAgentBase Salary: 0.00 GrD.DII I ; 6E| ‘
button to recalculate the amounts. Less: Agert Expenses: I i0
Met Commission Income:
5. Click on the oO0Submit Income Tax [ 1o
record and save the amounts to the system. - |—|Z‘2‘j
. , NET AMOUNT DUE:
6' An 0 A g e n t St a t e me n t 0 Less: Payroll Advance/adjustrents: I 0.00
which can be printed and provided to BALANCE PAID:
the agents. Click on SN sl T
. ubmi ayro
close the window.

23



Agent Payroll > Payroll Reports : .

Jem ray YIORREP traveloffice
Various Payroll reports can be generated to monitor the amounts paid to your agents, at any point in time.
The reports are generated based on all compl eted in
oreviewod status). The types of Payroll reports that
U Monthly Summary (for current or previous year) Payroll Reports:
i Agent Commission Summary Report Select Payrall Report to Generate:

Feport: |M|:|r‘|thlﬁ_,r Summary {Current Year) j

c:

Agent Payroll Statements

Agent: |-Select Agent --- ¥|

Payroll Run MNa.: |—55Iect Payrall Run ———j

Generate Report ||

To generate Payroll reports: \

1. Click on the oPayroll Rsigeonenusd option from t he I

2. From the oPayroll Reportsoé filter box, select |[th
Commi ssi on Summary Reporto6, you must adbwo sel gct
| i st. For the OAgent Payroll Statementso you mus
down list.

&Click on the o0Generate Reportoé button, and th/e‘ r

24



Supplier Payables : .

PPIIET Ty traveloffice
The OAccoundtSappPdy ebloe section enables you to manage
reconcile the actual amounts paid against your statements (in preparation for accounting), and generate
various reports.

Click on the o0AScpphit ar ® aty ia bl edffiteiDaskboard) whicthvell digptay the
details of the invoices and commission amounts owing to various suppliers. The list can be further filtered
(by invoice number, supplier, booking date, and/or reference number) using the search/filter box.

Accounts Payable - Supplier:

Search or Filter the List:

Invoice Wo.: |

Supplier: I—Select Supplier -—- j I Lock

Booking Date: I ¢

Reference No.: |

Show Supplier Payables ||

Inunice No Supplier Reference No. Booking Date Payable Select
TRAYEL SUPPLIERS
My-7EE52 Sunquest B1559054 158/11/2005 $4,044 .44 Pavment
INSURAMNCE SUPPLIERS
My-76339 Travel Guard 200035054 21/01/2008 $40.47 Payment

900037154

(%:E] TIP d Recording Batch Payment to Supplier: To record amounts for multiple
invoices paid to the same supplier, simply filter the list for that particular supplier. In
the filtered supplier list, click on the checkboxes for the relevant invoices and then
click on the ORecord Batch Paymentodé buttg@n at
t hat opens, and click on the O0Add Paymengt 6 bui
invoices.
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i:raveloffice

Supplier Payables > Record Amount Paid
To record amounts paid to a supplier:
1. Click on the oPaymento6 | ink related to the invo

2. A new OoOSupplier Paym|
opens, summarizing the total amount traveloffice Supplier Payments
payable and amounts paid to-date.

Supplier: Sunquest
Total amount Cwing: $4,544.44

3. C | | C k 0 n t h e 6 A d d S u Form of Payment Date Paid Amount Paid
. FPAX Credit Card 15/11/2005 $500.00 Edit | Delete
button to add a new amount paid to Remaining Balance Owing:

Add Supplier Payment ||

the supplier.

Close Window

4. A new payment slip window
opens. Complete all details on the slip and

/A Merang TravelOffice Systems | wewnm =13 x|

click on the O0Add Paymento ,;
button to save the details. travelofifice

5. The o0Supplier Paymentsod box
automatically updates, and displays the Potdo: e
remaining balance owing to the supplier. A

6. To add another amount paid, click on the e v E— )
OAdd Supplier Paymento button, waspssment | o | ben
slip, or click on the 0Close W tl o
oSupplier Paymentso box.

7. Closing the oSupplier Paymentso box will <c¢l o/se

and refresh the prevdSouupsp |0 Aecrcéo ulnitsst Payabl e
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Supplier Payables > Reconcile Amount Paid i:raveloffice

Reconciling of all amounts paid is recommended as an added control to verify that accounts balance
properly and reconcile to the actwual amount deposit

Payment so0 opt i esienienupwhichtwill displayettie details of the amounts paid to suppliers by
invoice number.

Amounts paid to suppliers and recorded in the system should be reconciled to your Bank Account
statement from which supplier payments are made. To reconcile the amount:

1.Cl ick on the OReconci |l e PaigenmmenutAdishof amounis padtof r om |t h
suppliers that need to be reconciled is displayed. Filter the list of items to reconcile, as required.
To see all items, including those previously reconciled, click on the checkbox in the filter box.

g = Invoice No Supplier Date Paid Withdrawn Amount Paid Select
2F r O m t h e I I S t 1 C I I C MY-76017 G.Gours Ch#.0215 01/04/2004 $485.00 Reconcile
to the invoice and amount that matches My-7 6684 Constellation Travel 0310 10/01/2006 $546.00 Reconcile
X $1,031.00
to the amount withdrawn from your
bank account. (note: to modify or reverse a previous amount T R e
reconciled, view all previous amounts reconciled by clicking on the B
checkbox in the filter box, and c| |taveloiffce t| O
the invoice and amount that you want to modify or reverse).
3A new oOoOreconciled slip opens in a o witramt | ¢ Eni
amount was withdrawn from your bank account. Click on the Amount Withdrawn: - $435.00
OReconciled6é button to record the geconcied | Lciose] il on
4.0nce the reconciliation information is saved, the slip closes and the -

previous screen containing the list of items to reconcile refreshes.
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Supplier Payables > Supplier Payable Reports

Various Supplier Payable reports can be generate
point in time. The reports are generated based on
opendingd6 or oOreviewbd

U Monthly Summary (for current or previous year)
U Supplier Payable Aging Summary
U Supplier Payable Detailed Report

i:raveloffice

d to monitor the amounts owing to your suppliers, at any
all completed invoices (i.e. does not include invoices in
status). The types of Supplie

Supplier Payable Reports:

Select Supplier Payable Report to Generate:

Report: |M|:|r‘|thlﬁ,r Summary {Current Year) j

[

Supplier: |—SEIE|::t Supplier ---

Generate Report

?ogenerate Supplier Payable reports:

1. Click on the o0Suppl

2. From the oSupplier
oDetailed Supplier
list.

QCIick on the o0Gener

~

i er Payabksidememieportso option f
Payabl e Reportso filter box,
Payabl e Reportoéo, you mdosi all

ate Reportoé button, and thj
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Company Credit Card Payables :’travelofﬁce

The OAccoundCo® mpaywagblCeg edit Cardod section enabl es
supplier by company credit card that are recorded in the system, to the credit card statements received.

y

Click on the OoOACcopany €Canegdbt eCar do-OfficetDhskbbdrd, which wil n

display the details of the invoices and amounts paid to various suppliers by company credit card. The list
can be further filtered (by invoice number and/or date paid) using the search/filter box. To view previous
amounts reconciled also, click on the checkbox in the filter list.

Reconcile Credit Card Payable:

Search ar Filter the List:

Invoice Mo,: |

Supplier: I—Seleu::t Supplier --- j
Date Paid: I S 1o I— )

™ view previously reconciled iterns also,

Show Items to Reconcile ||

Invoice No Supplier Date Paid Withdrawal Date Amount Paid
£753.20 Reconcile

MW-7E155 Metair 0z/09/2004
einman Travel 21072005 nz/09/2005 $286.34 Reconcile

MY-TEF23
$1,039.54
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Company Credit Card Payables > Reconcile Amount Paid ﬁav el Ofﬁ ce

Payments made to your suppliers by credit card and recorded in the system should be reconciled to

the credit card statements received and to your Bank Account statement from where the credit card
payments are made. To reconcile the amount:

1.Click on the oOACcopany Cagdbt eCar d o -OfficetDaskbbdrdi A k| | 0
list of amounts that need to be reconciled is displayed. Filter the list of items to reconcile, as
required. To see all items, including those previously reconciled, click on the checkbox in the filter
box.
Invoice No Supplier Date Paid Withdrawal Date Amount Paid
2From the | ist, cliCluimm v ovmee  sosseos et e
to the invoice and amount that matches Lo
to the amount in the Credit Card statement and T et REE
. . . . | b - =+ - @D D) 4| Qoesrch GFevorkes 7
paid from your bank account. (Note: to modify or reverse a previous =
amount reconciled, view all previous amounts reconciled by clicking on the traveloffice
checkbox in the filter box, and cli 0
reverse the amount). m
N . , . . Card Payment Date: [ &
B3A new oreconciled slip opens i n a Mwumeae s En i
was paid from your bank account (i.e. the date the credit card statement _econgied | cose |
was paid). Click on the OReconcil ed | | T
the system. 2

4.0nce the reconciliation information is saved, the slip closes and the
previous screen containing the list of items to reconcile refreshes.
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Cash Trust Account
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Cash- Trust Account i:raveloffice

Certain jurisdictions require the customer deposits be held in trust, and suppliers be then paid from the
same trust account. The remaining difference represents the commission earned by the travel company that
can then be transferred to the travel companyodos gen

(e.g. overheads). The following diagram and example represents generally how the Trust Account operates:

ﬁ"ﬁ& Customjer pays $1000 o Trust k

@
For travel services. ﬁr(\‘
Customer Bank Account —%—» wan

Supplier paid Suppller
o $900 net cost
I $100 Commission for the travel services.

v Earned can be transferred.

General
Bank Account

Keeping track of how much commission earned by the travel company that can be transferred to the
company0ds general account can be time cons@dfusthg and

Account o6 feature has been designed for travel compa
Trust Account that can be transferred to the general account. Amounts of commission earned that can be

transferred is tracked by the system by invoice number.

(\@ Note: As a control, only those invoices where both the customer deposits and the

supplier payments have been reconciled (see previous sections to reconcile) to the
Trust Bank Account wioTrlu satp pfecacro umt & hlei sotCgnsgh. T h

the transfer of commissions where a customer deposit has not yet been received or
supplier payment not yet made.
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Cash- Trust Account i:raveloffice

Trust Account:

Search or Filter the List:

Inwvoice Mo.: |

™ wiew completed transfers also.

Search/Filter List ||

Invoice No Total Deposit Total Paid Total to Transfer Transferred To-Date Balance Select
MV-7e003 $781.57 $621.13 $160.44 $0.00 $160.44 |-
My-7&007 $728.76 $728.76 $0.00 $0.00 $0.00 |-
My -76008 $178.13 $101.26 $76.587 $0.00 $76.87 [
MyY-7HO09 $271.88 40,00 $271.88 $0.00 $e7ias
MV-76010 $200.00 $200.00 $0.00 $0.00 $0.00 r
MyV-7e011 $74.89 $45.08 $29.81 $0.00 $29.51 |-
My -76012 $571.00 546,23 $24.77 $0.00 42477 [
My -76013 $649.57 $553.00 $66.57 $0.00 $66.57 [
My-7a014 $1,103.00 41,004 48 $98.52 $0.00 9852 [
My -76015 $693,00 £656,04 $36.96 0,00 $36,96 [~
/To view a list of commission amounts that can be transferred from the Trust Account, by invoice: \

1. Click on dThesd6CAsbhount 6 t i-OfficeDdshbaoatd, which will displayBha c |
details of the invoices and commission amounts that can be transferred. The total amount available
to be transferred is stated at the bottom of the list.

)

2. Search for a specific invoice by entering thej]in
also view invoices where the amounts have been transferred, click on the checkbox. Click on the
\(‘)Search/Filter Listé button. /
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Cash- Trust Account > Record Commission Tra

nsferred

traveloifice

To record commission amounts transferred from the Trust Account to the General Account:;

Select the transactions from the list that were transferred by clicking on the checkboxes.

Click the oTransfer
A new window opens, summarizing the

transaction amounts transferred to record.

To modify any amount ,
slip opens where you can change the amount
transferred for that invoice. Click on the

oModify Transferodé butt ol
and refresh the oTransf

on

c|

i:raveloffice

L
Date Transferred: I L

Total to Transfer

My-76003
MY-76007
MW-7a0085
My-76009
My-76010
My-76011

$160.44

$0.00

476,87

$271.88

$0.00

$29.81

Total Transferred:

Confirmation No: I

Amount
Transferring
$160.44

$0.00

$76.87
$271.88
$0.00
$29.81

Transfer Summary

Remaining
Balance
40,00
£0.00
+0.00
$0.00
£0.00
£0.00

Edit
Edit
Edit
Edit
Edit
Edit

Record Commission Transfer

Enter the date of the transfer, as per you back
account statement and
or reference number.

Click on the ORecord
to record the amounts transferred for these
invoices in the system.

A OTransfer St atemento
the list of invoices where the commission amounts

C0|

i:raveloffice

Date Transferred: 10/129/2006

Invoice No Total to Transfer
MY-76003
MY-76007
MY-76005
My-76009
MY-76010
My-76011

$160.44
40,00
$76.87
$271.88
40,00
$29.61

Totals:

Amount

Transferred
$100,00
$0.00

$76.87
£271.88
$0.00
$29.81

Close Window

Transfer Statement

Confirmation No: XDFDFDFD

Remaining
Balance
H60,44
£0.00

Cutstanding

Complete
40,00
$0.00
40,00
$0.00

Complete
Complete
Complete
Complete

were transferred. The Status column shows where
t he full amount was tr a

(0OQutstandingd6). Click

nsferred
on the o0CI

(0Compl et eo
0s e

Wi ndo
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Other Management and

Reporting Features
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Other Management and Reporting Features i:raveloffice

The following management and reporting features are available from the left -side menu which are required
to make changes and manage completed invoices (if required), generate management reporting, perform
General Ledger postings for accounting purposes, and to close the invoices.

U Invoice Management
U Management Reporting

U GL Posting and Closing

These three features are available fromtheleft -si de menu of the main oDashbo
will cover each of these features in further detail.
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i:raveloffice

Invoice Management

The o0l nvoice Management 6 section enables you to man
status of oCompleted or OAccountingdé. CIl i ck-sidetmenuime
the Dashboard page. Search for an invoice by entering the invoice number, customer last name, departure
date, and/ or | ocator number from the o0Search for an
generated. To view al/l compl eted invoices, simply c

without entering any search criteria.

Search for an Invoice:

Invoice HMumber: |

Customer Last Mame: |

&

Departure Date: |

Locator Mumber: |

Search for Customer Invoice ||

From the list generated, you can view the invoice on screen or edit any of the invoices by clicking on the
OEdi to option. You c-mailthaihveice (cpstornen dopy onagercwcomy) frone here.

For details on entering information on the invoices and navigating each page of the invoice, please refer to
the o0lnvoice Management Systemdé user gui de.
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Management Reporting i:raveloffice

The O0Management Reportingd section provides a quick
are useful to running the day -to-day operations of the business. Each of these reports is also available from

the individual sections described before (i.e. sales, accounts receivable, and accounts payable). Please

refer to those sections for details on generating the reports. The following management reports can be

generated from this section:

U Sales Activity Reports
U Receivable Reports:
C Customer Receivables
C Commission Receivables
U Payables Reports:
C Agent Payroll
C Supplier Payables

38



GL Posting and Closing > Generate Journal Entries ﬁaVEIfoice

The 0GL Posting and Closingo6 section has two featur
closing invoices.

Monthly journal entries can be generated for entry into your accounting package. The journal entries are
based on completed invoices. Before generating journal entries for a month, you should ensure that all of
the invoices for the month (based on the o0Booking| D

recording of amounts received and paid for the invoice during the month.

Generate Journal Entries:

Select Report to Generate:

Report: IMDnthIﬁ,r Sales Invoice Journal EﬂtriESj

Month: |D|::t|:|her j

Year: IEEIEIEu *I

Generate Journal Entries ||

Select the month and year for which you require |Jou
Journal Entriesd6 button and the journal entries wil
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GL Posting and Closing > Generate Journal Entries travelcffice
The following are the 8 journal entries (under 4 categories) created by the system. These can then be
posted on a monthly basis to your accounting package.
U Record cash transactions (received or paid) for previous months bookings:
C 001: Record amounts received from Customers for other months bookings.
C 002: Record amounts paid to Suppliers for other months bookings.
URecord Sales transactions for the current monthos
C 003: Record Sales for the current month.
U Record cash received during the current month:
C 004: Record cash received from Card Processors during the month.
C 005: Record commission received from Suppliers during the month.
U Record cash paid during the current month:
C 006: Record amount paid to company credit card during the month.
C 007: Record courier and other expenses during the month.

C 008: Record bank service charges paid during the month.

( %:E] TIP d Debit and Credit Balances must match:
The total debit and credit balances for each transaction should always be equal. If the
balance for the sales transaction (003) does not balance, view the details by clicking

on 0See Detailso |Ilink after the transact®i on
which is an indication of a problem in the way information was recorded in that
Il nvoi ce. Fi x that invoice through the oMnvolic
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GL Posting and Closing > Month-End Close i:raveloffice

Once all invoices for a month have been completed, all amounts received and paid are recorded and
reconciled, and the journal entries created, the invoices for the month can be closed.

Month-End Close: Close Invoices

Select Month to Close;
Manth: |D|::t|:|her j

Year: IEEIIIIE 'I

List Invoices to Close ||

Select the month and year to close and click on the
particular month is generated. Ensure that the invoices you wish to close are selected, and then click on the
0Close I nvoicesd button to change the invoice statu

changed to 0Closedo, and no further changes can be
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GL Posting and Closing > Reversing/Refunding Closed Invoice " .

J J J J traveloffice
For i nvoi ces t hat are still open (i . e. not in O0CIl os
from customers by directly changing them on the inv

Back-Office module.

However, once an invoice is closed duringyour month-end ¢l ose procedures and [th
status, changes cannot be made to the invoice. If you need to reverse/refund a closed invoice, then there
are two methods to do it:

UFrom the 0GL Posting and Closingd section:

CClick on itEma CMorsteld option from the | eft menu.
the invoice(s). Then click on ORefundo besides

Cln the new window that opens, click on the oO0Ref
automatically generated with all amounts reversed, to offset the closed invoice. The new invoice
number is display and is in OReviewdé status. Th
the status changed to o0Completed from the I nvoli
button to close the window.

UFrom the oOlnvoice Managementé section:

C Search for the specific closed invoice f rQ@ffte t he
modul e. Click on OEditdé related to the closed i
0Closedd status-ponly bpematinSceall to the botto
|l nvoiced6 button to create a reversing invoice.

Cln the new window that opens, c¢click on the ORef
automatically generated with all amounts reversed, to offset the closed invoice. The new invoice
number is display and is in OReviewdé status. Th
the status changed to oCompleted from the I nvoi

button to close the window.
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