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BACKGROUND INFO 
1. INTRODUCTION 

This document serves as a structured practical training manual for students receiving training in QuickTrav™. 

The purpose of this manual is to: 

• Provide structured guidance for system setup (This includes set up of Clients & Suppliers) 

• Prepare students for the practical assessment 

• Reinforce correct invoicing and voucher issuance procedures 

• Highlight common errors 

• Support independent system usage 

This manual is not merely a reference guide, but a preparation tool for the practical assessment. 

 

2. LEARNING OUTCOMES 

By the end of this training session, students must be able to: 

1. Set up themselves as a consultant  

2. Create Corporate (Debtor) accounts 

3. Create Leisure accounts 

4. Create Supplier accounts 

5. Issue Car and Hotel vouchers 

6. Retrieve a Voucher into an Invoice, Invoice Air Tickets and Apply service fees  

7. Identify and correct common processing errors 

 

Competence will be assessed through a practical examination. 
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3. OVERVIEW OF SYSTEM PROCESS FLOW 

Understanding the process flow is essential before beginning practical tasks. 

The workflow in QuickTrav™ is as follows: 

Create Supplier with details provided or from Tax 

⬇ 

REMEMBER TO SAVE YOUR WORK!!!!!!!
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SYSTEM NAVIGATION TIPS 
Move between fields using Tab or the mouse. 
Turquoise shaded fields = Mandatory → Must be completed. 
White fields = Optional → Only fill in what you are provided; no need to complete these. 
 
-------------------------------------------------------------------------------------------------------------------------------------------------------------- 

PART A - CONSULTANT SETUP (LEARNING HOW TO CREATE YOURSELF AS A CONSULTANT) 

Before issuing any documents, users must set themselves up as a consultant. 

STEPS ON HOW TO SET YOURSELF UP AS A CONSULTANT: 

On the Dashboard select Back Office: 

 

 

 
 
Select “Internal Consultants”. 
 

 
 
Select “New”  

 

This setup is completed once only. 
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Students must always ensure that their name appears when creating clients, suppliers, or capturing documents. 

“Always remember: they want to know who completed the task!” 

 

PART B – LEARNING HOW TO CREATE NEW CLIENTS (LEISURE & CORPORATES) 

TYPE OF CLIENTS 
1. Debtors / Corporate Accounts 

Debtors are corporate clients who hold accounts with the agency 
Examples: Coca-Cola, Pick ‘n Pay, or any registered company 
Account Code Prefix: D (e.g., D00002) 
 
 

2. Leisures / Walk-in Clients 

Leisures are walk-in clients — people traveling for pleasure. 
Examples: everyday travellers like you or me. 
Account Code Prefix: L (e.g., L00002) 
 

PAYMENT METHODS USED BY CLIENTS TO PAY THE AGENCY  
These are how clients pay the agency: 

Method Description 

Billback 
• Client pays the agency. The agency takes a commission and pays the difference to the supplier. 

This usually occurs when the client has an account with the Travel Agency. 

Direct 
Settlement 

• Client pays the supplier directly. The agency claims a commission from the supplier, and the 
supplier pays the commission to the agency. The client does not have an account with the Travel 
Agency 

 
 

BELOW ARE EXAMPLES/LIST OF CORPORATES WE WILL USE TO ISSUE 
INVOICES AND VOUCHERS  

Corporates/Debtors are ALWAYS assigned the ‘D’ prefix and the system will auto-generate the account code. 

To create new Corporate/Debtor clients, select “Corporate Clients”: 



6 

 

 
 

 
 
Then, select “New”. 
 

 
 

 

 

Information 

Account Name Woolworths    

 Physical Address 125 Innovation Centre  

Fairlands  

Gauteng  

2195 

Postal Address  P.O Box 125 

 Fairlands  

 2195 

Tel Number  011 945 6355 
Vat Reg.No  8254499680 

 Information 

Account Name  STANDARD BANK SA  

Physical Address 5 Simmonds Street  

  Johannesburg  

2500 

Postal Address  Private Bag X500 

 Johannesburg  

 2500 
Tel Number  0860 123 000 
Vat Reg.No  9458869355 
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Double-check your setup.  

Below are examples/list of leisure travellers that will be used to issue invoices and 
vouchers. 

 

 Information 

Account Name Jen’s Flowers  

Physical Address 88 Rose Avenue  

Lillypark  

Centurion  

5600 

Postal Address  Private Bag X660 

 Centurion   

 5600 
Tel Number  082 568 6300 
Vat Reg.No  N/A 

Item 

Information 

Account Name Standard Bank SA  

Physical Address 5 Simmonds Street  

Johannesburg  

2001 

Postal Address  Private Bag X5 

 Johannesburg  

 2001 
Tel Number  0860 123 000 
Vat Reg.No  1423690058 

Item 

Information 

Account Name PWC  

Physical Address 4 Lisbon Lane 

Waterfall City  

Jukskei View 

2090 

Postal Address  Private Bag X420 

 Waterfall City  

 2090 
Tel Number  011 888 6300 
Vat Reg.No  3428596630 

Information 

 Account Name PICK N PAY (PTY) LTD  

Physical Address 36 Kings Avenue   

Bedfordview  

Gauteng  

0600 

Postal Address  P.O Box 5600 

 Kensington  

 0600 
Tel Number  011 333 6300 
Vat Reg.No  5688960005 

 Information 

Account Name Jen’s Flowers  

Physical Address 88 Rose Avenue  

Lillypark  

Centurion  

5600 

Postal Address  Private Bag X660 

 Centurion   

 5600 
Tel Number  082 568 6300 
Vat Reg.No  N/A 
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----------------------------------------------------------------------------------------------------------------------------- 

 

 

 

 

 

 

Information 

Account Name Thembi Sithole  

Physical Address 76 Apartment View  

Sandton  

7600 

Postal Address  76 Apartment View  

 Sandton  

 7600 
Tel Number  083 568 9900 
VAT Reg number  
 
 

N/A 
Vat Reg.No  N/A 

 Information 

Account Name Joseph Hilton Morris  

Physical Address 145 Jones Street  

Hilton View  

Ballito  

Durban  

Postal Address  Private Bag x456 

 Ballito  

 0200 
Tel Number  060 253 2000 
Vat Reg.No  N/A 

 

 Information 

Account Name  Maria Stones  

Physical Address 89 Unisa View  

Sunnyside   

1200 

Postal Address 89 Unisa View  

Sunnyside   

1200 
Tel Number  012 569 8900 
Vat Reg.No  N/A 

 Information 

Account Name Trevor Young  

Physical Address 65 Just Avenue  

Balwin Prop  

Bedfodview  

8600 

Postal Address  P.O BOX 65 

 Bedfordview  

 8600 
Tel Number  073 569 5600 
Vat Reg.No  N/A 
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PART C – LEARNING HOW TO CREATE SUPPLIERS (PRINCIPALS) 

NB – REMINDER YOU CANNOT ISSUE A VOUCHER OR INVOICE WITHOUT CREATING A CLIENT OR SUPPLIER  

 

Select New: 

 

 

PAYMENTS USED BY AGENCIES TO PAY SUPPLIERS   
These are how the agency pays suppliers: 

Method Description When Used 

BSP (Billing and 
Settlement Plan) 

It is a central organisation that facilitates payments 
between the agency and airlines. 

Only used by Airlines  

COD (Cash on 
Delivery) 

Agency pays for travel immediately (before, during, or 
soon after service). 

When the agency does not have an 
account with the supplier 

Month-End Agency pays for all travel at the end of the month. 
When the agency has an account with 
the supplier 

 

Important: You don’t need to set up airlines; QuickTrav has pre-configured these suppliers for you        
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INVOICING AN AIR TICKET 
When invoicing a ticket, use the information below to complete the required fields. For the example ticket provided, 

identify and record the following: 

1. Ticket Number 

2. Airline – the airline the traveller flew on 

3. Traveller’s Name 

4. Route Type – confirm whether it is Domestic or International 

5. Routes Travelled 

6. Travel Dates 

7. Exclusive Fare 

8. Airport Taxes – calculate using the formula: 

Airport Taxes = Total Fare − Net Fare − VAT (ZV) 

Air Ticket Invoicing Checklist 

Field Details / Instructions Completed (✓) 

Ticket Number Record the ticket number from the ticket ☐ 

Airline Enter the airline the traveller flew on ☐ 

Traveller’s Name Enter the full name of the traveller ☐ 

Route Type Confirm if the route is Domestic or International ☐ 

Routes Travelled List all routes taken on the ticket ☐ 

Travel Dates Enter the departure and return dates ☐ 

Exclusive Fare Record the exclusive fare amount ☐ 

Airport Taxes Calculate using: Airport Taxes = Total Fare – Net Fare – VAT ☐ 
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A service fee of R500.00 (excluding VAT) must be charged per ticket. 
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ISSUING VOUCHERS 
When issuing vouchers, consultants must use the information reflected on the tax invoice. 

Please note: The tax invoice is issued only after completion of the stay or car rental. We therefore use it as a reference 

for capturing voucher information.”Ensure the following details are captured accurately on the voucher 

• Traveller’s Name 

• Supplier Name (place where the client has checked in) 

• Check-in Date 

• Check-out Date  

• Service details (Dinner/Bed & Breakfast)  

SUPPLIER / PRINCIPAL NAMES BELOW  
 

 

Capital Hotel  

Supplier Code (CAP) 

    15 on Orange Street, Gardens, Cape Town, 1785 

          PO Box 76092, Lynwood 

   (27) 21 469 8000 

      Payment Method: Month-End 

   VAT No: 4580241539 

 

Inn Hotel  

Supplier Code – Inn  

    Lake Umuzi Waterfront, Secunda, 2302 

          Private Bag 64, Secunda, 2302 

   (27) 17 568 9999 

      Payment Method: COD 

   VAT No: 4220229423 

 

Supplier Name - Lonely Oak Hotel  

Supplier Code - (LON) 

    C/O Riebeeck & Hooge Street, Mokopane  

          PO Box 696, Mokopane, 1000 

   (27) 15 491 4560 

      Payment Method: COD 

   VAT No: 4250256772 

 

 

Supplier Name - AVIS Car Hire 

Supplier Code -  AVI 

   3 Brabazon Road, Isando, 1600 
          P.O Box 221, Isando, 1600 

   (27) 11 923 3500 

      Payment Method: Month-End 

   VAT No: 4850299563 
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Supplier Name – FIRST CAR HIRE 

Supplier Code – FIR  

    13 Monty Naicker Street, Durban, 4001 

          PO Box 13, Durban, 4001 

   (27) 861 101 1323 

      Payment Method: Month-End 

   VAT No: 49301855881 

 

Supplier Name – City Lodge Hotel  

Supplier Code – CIT  

    866 Winter Street, Cape Town, 8001 

          PO Box 200, Cape Town, 8001 

   (27) 21 479 4200 

      Payment Method: COD 

   VAT No: 4360101101 

 

 

Supplier Name – Warmbaths Forever Resort  

Supplier Code – WAR 

    1 Chris Hani Drive, Bela Bela, Limpopo 

          PO Box 5, Bela Bela, 0480 

   (27) 12 423 5600 

      Payment Method: COD 

   VAT No: 4850242290 

 

 

Supplier Name – STAYEASY RUSTENBURG  

Supplier Code – STR 

    4TH Avenue, Waterfall East, Rustenburg, 0300 

          P.O Box 4, Rustenburg, 0300 

   (27) 14 537 6540 

      Payment Method: Month End  

   VAT No: 4950199705 
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