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Overview - Day 1

Introduction to Quick Software
Understand Clients & Payments
methods used

Creating new Clients

Creating new Suppliers
Invoicing

Issue Vouchers



Introduction to Quick Software
Established 1992
Specializes in Retail Travel Industry Software

Majority market share

Quiicle Software




Method of Payments
used by Clients

Billback vs Direct Settlement

Billback

- -

Direct Settlement




Debtors / Corporates

Debtors are corporate clients, who have accounts with the Agency
Examples include: Coca-Cola, Pick ‘n Pay or any company.

Debtors have a D prefix e.g D00002

Leisures

Leisures are walk-in clients, the person off the street, who is travelling for
pleasure
Examples include: me and you

Leisures have an L prefix e.g L00002



METHOD OF PAYMENTS USED BY TRAVEL AGENTS TO PAY SUPPLIERS

BSP

BSP is the central organisation that facilitates payments between the
Agency and the Airlines
Most airlines are paid via BSP

coD

COD means “Cash on Delivery”, the agency must pay for the travel
Before / as it happens / soon after. This is normally if the agency
DOES NOT have an account with the supplier

Month-End

Month-End, as the name suggests, is when the Agency pays for
All the travel at the end of the month. This normally happens
When the agency has an account with the supplier



3. OVERVIEW OF SYSTEM PROCESS FLOW
Understanding the process flow is essential before beginning practical tasks.

The workflow in QuickTrav™ is as follows:

Add/Create (YOU) as a eonsultamnt
l
Create Clients (Debtor or Leisure) with details provided
!
Create Supplier with details provided or fronm Tax Inveoice
l

Travel Takes Place (Issuwe a voucher te confirm Travel)

!

Post Travel = (Issue an Inveoice = for travel that has taken place)

Add service Fees

!

PEFMEMEBFEFR TO SAVEVOITR WORKIHINT




Creating yourself as a Consultants - Always your 1st
Step

Setup - Consultants - Internal Consultants

Setup Utlities Window Help

ﬂ‘ My Preferences

Principals

Clients




Creating Client Accounts -
Corporates

Setup - Clients - Corporates/ Debtors

Principals

Click - New




Creating Supplier Accounts -
Land

Setup - Principals - Land Principals

Setup Utiiies  Window Help
f My Preferences

Click - New




Creating Supplier Accounts - Land

Fill in the information

ﬂ Edit Land Principal (Hof.Avi: Barloworld 5a T/A Avis Rent A Car)

Account Code
General

Service Type

Group

Drivizion

Conzultant

Cantact Detailz

T elephone

Caontact

III L |-
=Nl

Car Hire [Car]

M ame

Barlowarld Sa T4 Aviz Rent & Car

Cou nikry
Region
City

Latitude

Poztal Addrezs

P.O Bowx 21
[zando

1600

South &fnca [£a)

Longitude

Phuyzical Addreszs
3 Brabazon road
lzando

1600




Creating Supplier Accounts -
Land

Fill in the information

Wi Edit Land Principal (Hof.Avi: Barloworld Sa T/A Avis Rent A Car) = B |25
Account Code B Marme Barloworld Sa T2 Aviez Rent & Car Active Y |V

E xtemnal References

Vat Heg Mo Mo Wat No 433021 2081 ExtAcc Mo AWVBB4036132270

lIATA Reg Alpha Amadeus Galleo Sabre Wwharldzpan
|1ATA/GDS Codes
OuickTraw Codes  Car Hire A Front Desk

Other Codes Froperty Mo

B anking Details
Banl Medbank [Med] &

Branch Code 196142 Marme Barloworld Sa T/8 Avis Be
Account Mo 1961347539 Type  Curment/Cheque <+ Halder

General b External 4 Billing A Motes & lnvoices

Click the Billing Tab




Creating Supplier Accounts - Land

Fill in the information

Wi Edit Land Principal (Hof.Avi: Barloworld Sa T/A Avis Rent A Car) e @ /(=23
Account Code Al Mame Barloworld Sa T8 &vis Hent A Car Active T |V

Irvoice Billing Options
GuickGl Account SO0y

Cornrn M ethod Cornmizzion Percentage Cornrn = 1500 - Zero Commizsion %7

Fayment kMethod  Monthly - Remittance Advice at Month End (k] 4 Win Main Creditor

lreoices | Clhent Tax invoice [Sgency to igsue tax invoices to chentz on behalf of this suppler] ¢
Treatment of Supplier VAT onoour lnvoices Az per branch zetup

Remit &dvices V| Prncipal Tax invoice [izzue combined remittance advice and tax invoice to principal] ?

Other |gnare duplicate invoice numbers 7

General 4 External § Biling i Mates 4 lnvaices




Issue Hotel Voucher

In Hotel Vouchers, select File - New Voucher and complete the template
below- Save when done

2
lssue Date 31/07/2023 75 Monday Consultant  Quick Software Consultant [0 sw)
Ouwr Ref Pri No
Supplier W Qirav Sleep Well [Daw) & Supplier Ref 89665585
Service Accommodation [Acc) r Contact +27 11 234 5678
Client Code D € Quick Software [DDOO0T) b Order No
Mis D Teosane Pax Cell
Eru:l

Check In 31/07/2023 Mon, 31 Jul 2 Time 1400 Flight Units Room
Check Out 23 7 Thu, 10 Aug 2023 Time  10:00 Flight Duration 0 Mights

Frgn Rate [ Pmt Method Direct Settlement By Client [Ds) » Booke 20,000.00
; 0.00
Exch. Rate 00 Pmt of Extraz Agency To Pay Supplier [BE) 20,000.00

Incl RatesUnit ZAR 200000  Extras Lirnit

[ I Met Rate? Vat  Standard Rate @ 15.0% 4  Credit Card

Instiuctions Dinner, Bed & Breakfast included

™\ Boaokin Chent S avings ;

|rpeort Rate whr Inwoice History




Issue Car Hire Voucher

Always select the supplier, type of voucher and Range you're
working from and reserve before completing the voucher details

Suprhed
Youcher Type
Client®

Agieement

Supplier
Voucher Type
Chient*

Agreement

Issue Date

Our Booking Ref
Client Code*

Renter's Name*

Credit Card®
Car Code

Pick Up

Drop OFf
Dom/Int
Currency/Rate
Rate Code

FRemarks

Fange Notes

Mew Vouches for Division: General [Gen)

Link to Invoicing branch Hol" active

Optionally specify a supphes, type and/or chent, select the hire agreement to use and then chick the
‘Reserve’ button to assign a supplier voucher number

Avis Bl Back Vouhes (001 B) ¢ Reserve Youcher

MNew General Woucher fior Division: General (Gen)
Link to Invoicing branch 'Hof' active *

Avis Bill Back Vouher (001 B _'g

31/07/2023 || Mon, 31 Jul 2023 Consultant®  Quick Software (Qsw) SO [Code  [Insurance
Processor*
Supplier Reservation No 1122541

Jones Hospitality Services (D00003) & Order
Mr Archie Jones % CellMo

¥ Expires
Group B [CDAR)
Dffice Date Time Flight
CAPE TOWN AIRPORT [CPT &PT) ¢ 14/07/2024 5| Sun 12:00
CAPE TOWMN AIRPORT (CPT APT) § 24/07/2024 | Wed 16:00

Domestic & Tow Code

ZAR & 0.00 %11 Days Comm [Excl)
Voucher Yalue

Book Car seat for 1 vear old infant

WInsurance { Payables

Irvoice History

Cancel



Invoicing

Invoicing - Invoice Header

Date 03/04/2017 ™™ Monday Client D & Spongebob's Diy Cleaners (DO00D01)

Consultant Craig Archer [Ca)

Click New - Air Tickets

;.-}- Air Tickets
ﬁ Land Arrangements

"oy, ADMs




Air Ticket Invoicing Checklist

EMO TRAVEL

** AGENT COUPON** 77215123 ** TTINERARY™

FRICAN AIRWAYS 1 OF 1  43FBYH/1A OSA0463Y JNBCPT
N/GEORGE MR A TCCFMK1305 Y

0 SAQ416Y CPTJNB

Y /SACO

205A JNB1935.20ZAR3870.40END XT254
.00UM

EXCH/
FCI F
EV CASH
XT ORIG/

1422066551 1PRI..EENY
0836ZAR 0.00 0.00 0100




Invoicing - Air Tickets

Fill in the information

Ticket No 5521460050 | Con

Airline BSP | S A Awrways (083)

Service Domestic Air Travel (Dom)

Routing Cpt/Jnb/Cpt Classes LM

Travel Date 01/03/2012 ™' Thu, 01 Mar 2012

Exclusive Fare 2410.00) Commission %

VAT on Fare 33700 Comm [Exclusive)

Airport Taxes 918.00 VAT %

VAT Incl T axes 886 = AgentVAT

Client Total 3665.00  Comm [Inclusive)

Payment Credit Card ¢ DuetoBSP
Save

¢ 3
& Pax  Brown Andrew Mr >
¢ Type Domestic O

Standard Rate @& 14.0% &

54.95
(54.95)

Cancel




Calculating Airport Taxes

Client Total

Less Net Fare

Less VAT

e 1562.46



Invoicing - Service Fees

Click New - Service Fees

}-}- Air Tickets

ﬂ Land Arrangements

"o, ADMs




Invoicing - Service Fee

= New Service Fee %]

e Armnount 25000
Standard Output €= 14,07
Cliert Total 285.00

Payment kethod

| Credit Card

Collect via

TaSF MPD




Invoicing - Land Arrangements (Car Hire & Hotels)

Click New - Land Arrangements




Invoicing - Car Hire

= New Land Arrangement

Land Supplier M/E | Barlowiorld Sa TA8 Avis Bent b Car [deyi]

Sen, Car Hire [Car]

Paszenger Name Sawyer, Michelle g Travel Dates

Our Booking Ref Barloworld Sa TA4 & Youcher [VAE71406 Supplier Ref

Supplier [ny. Mo 7 ? Units

Total [Inclusive) b2 Rate [Inciusive] 22iah & 15.00

"W at 1400 Coarn ; ti [Ewcl] B30
Total [Excluzive) AYE.BE | Other Commizzionable [Incl) 0o wvab X Standard Output 5 14.0% L)
Payment | Bill Back [Cash) [B] ¥ Total Com onable [Incl)

?1 fute

Maon Commizzionable Cormnm f [Inizl]

1.762.09 Leszsz Commigsion [71.83] Due to Supplier

Cancel

Supplier Invoice Total: 1680.19



