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                               SYSTEM OVERVIEW
Passenger tickets of different carriers are sold by the travel agent. Most of the airlines/carriers are participating in BSP and fortnightly Reports are sent to BSP. If any airlines/carriers are not in BSP may have GSAs in Kuwait to whom these airline sales reports are sent on fortnightly basis. Apart from ticket sales, various services like hotel bookings, tours, vehicle rentals overseas are also sold through authorised service orders/tour coupons/exchange orders.

The sales of passenger tickets and other services fetch the travel agent, a commission income, which includes normal & overriding commission. On this, the travel agent pays out a discount to his clients depending on the customer as his administrative expenses.

Tickets are sold on cash or credit or credit card. Reissued documents are also catered to. In case excess money is to be collected on reissue, the excess money can also be on cash or credit or credit card basis.

Conjunction documents, Fixed rate(cut fare) tickets, Normal tickets, Special fare tickets, service orders/exchange orders(XO) are supported.

For all credit sales, Invoices are produced automatically and credit advices also will be printed if any discount is given to the customer. Daily sales report, sales summary by airline/agent, invoice register, airline sales report for normal & cutrates ,BSP sales report are also supported. Automatic interface to general ledger for daily sales is done with full control & security and a journal audit trail. Interface to general ledger automatically posts the cash/credit sales, payables, and normal commission income, overriding commission income, commission paidout as administrative expenses from the daily sales. 

Refunds can be both cash and credit. Daily refund report with summary, refund credit note register, airline refunds report, and interface to general ledger for daily refunds are fully supported. 

Fully menu driven, user-friendly backup and other house keeping functions are available. Daily backup, month end procedures, year-end procedures are fully menu-driven and easy to perform.

  1. FILE MAINTENANCE

  1.1 AIRLINES/AGENTS/CARRIER

Purpose:

All carriers whose travel documents are sold by the travel agent must be maintained in the system. Each carrier has a unique 3 digit code which appear as first 3 digit in all the travel documents. For  other service like exchange orders '000' is used and Tours '999' is used as carrier code. The agent who represents the service can be registered during the document entry. Each airline/agent thus becomes an accounts payable to whom the gross sale less the total commission due on each ticket is to be paid. Most of the airlines are participating in the Bank Settlement Program and BSP is maintained in this system as a carrier with code 111.

Each agent/airline, hence, has a unique 6-digit code to identify them. This is preferably kept the same as the  ACCOUNTS PAYABLE account in the general ledger, suffixing the airline code to the Control Code of AP to keep uniform coding all over and Commission Income and Administrative Expenses account  are also maintained in the same way. However, it is optional for the user to keep whichever code he feels suitable.

Inorder to make the computer system identify the correct agent name, this must be entered in the system. 

Basic information required will be the airline name, agent name, BSP status, GSA status and the account numbers in general ledger related to this airline/agent.

Accounts payable a/c used for crediting his account on sales.

GSA Commission accounts for GSA commission from airline for the sale of their document. Normal commission a/c for the normal commission due from agent/airline on their document sales. Overriding comm. a/c for o/r commission due from agent/airline on their document sales.

Administrative expense a/c for all discounts given on sales of this airline.

Refund account for the agent, which will be debited on all refunds of the documents belonging to this airline.

These accounts will be used for transferring the daily sales & refunds to general ledger by the Interface modules described later.

How to maintain AIRLINES/AGENTS

Select the options add airline/agent from the menu Airline. Enter the airline code and if it is already entered in the system all the details will be displayed and you can do the corrections or view and go to the next airline. If this is a new airline you have to fill all the field which requires input. If any of the field is left blank and it is important, system will give you a warning message and you can't update this record until all the required fields are inputted. Now system will prompt you at the end whether you want to confirm your input or not. When you confirm your data all the carrier details will be recorded in the file. If you have more to input you can continue the same way or you can exit to the main menu.

In case of listing, the system allows you to list the airlines by airline code order or by airline name order on screen or printer. The user can select this option as prompted on screen.
1.2 CUSTOMER FILE

Purpose:

All the sales registered in the system will be cash or credit or credit card. In case of credit sale the account to be debited is customer and the file maintained is  here. This is a very vital information to get the history of the clients.

How to maintain CUSTOMER
Select the options add customer from the mainmenu. Enter the customer code and if it is already entered in the system all the details will be displayed and you can do the corrections or view and go to the next customer. If this is a new customer you have to fill all the field which requires input. If any of the field is left blank and it is important, system will give you a warning message and you can't update this record until all the required fields are inputted. Now system will prompt you at the end whether you want to confirm your input or not. When you confirm your input all the customer details will be recorded in the file. If you have more to input you can continue the same way or you can exit to the main menu.

In case of listing, the system allows you to list the customers by code number order or by customer name order on screen or printer. The user can select this option as prompted on screen.

 1.3 SALES MAN
Purpose:
All the sales registered in the system will be under a sales man. The importance of this 

is you can have a report to analyse your sales team's performance.

How to maintain SALES MAIN

Select the options add sales man from the mainmenu. Enter the customer code and if it is already entered in the system the name will be displayed and you can do the corrections or view and go to the next sales man. If this is a new sales man you have to fill the name. If the name field is left blank  system will give you a warning message and you can't update this record until the name is inputted. Now system will prompt you at the end whether you want to confirm your input or not. When you confirm your input all the details you entered will be recorded in the file. If you have more to input you can continue the same way or you can exit to the main menu.

In case of listing, the system allows you to list the  by code number order or by name order on screen or printer. The user can select this option as prompted on screen.

1.4 DESTINATIONS - SECTOR/LOCATION

Purpose:

All the sales registered in the system will have a destination to the sale. importance of this is you can have a report to analyse your sales by Sector and by Location.

How to maintain SECTOR/LOCATION

Select the options add location/sector from the mainmenu. Enter the Location code and if it is already entered in the system the location name and Sector will be displayed and you can do the corrections or view and go to the next code. If this is a new code you have to fill the location name and sector name. If any  field is left blank  system will give you a warning message and you can't update this record until the all fields are inputted. Now system will prompt you at the end whether you want to confirm your input or not. When you confirm your input all the details you entered will be recorded in the file. If you have more to input you can continue the same way or you can exit to the main menu.

In case of listing, the system allows you to list the  by code number order or by name order on screen or printer. The user can select this option as prompted on screen.

  2.   INVENTORY

2.1 STOCK RECEIPTS

Purpose:
To register any sale you should have the document in your stock. Stock for all the carriers, which are participating in BSP, are supplied by BSP and this document has a 10-digit number. When we receive this documents in our system it will be under carrier code '111' which is BSP. While entering sale you will be entering the actual carrier code but stock will be automatically deducted.

How to enter the Stock receipts
Select the option Stock receipts under inventory.  Enter the carrier code followed by the date. If you leave the carrier code blank you will be exiting to the mainmenu. After date is entered you can enter the first and the last number of the document received.

Now system will prompt you at the end whether you want to confirm your input or not. When you confirm your data the document numbers will be recorded in the inventory. If you have more to input you can continue the same way or you can exit to the main menu.

2.2 STOCK DELETE/RETURN TO AIRLINES

Purpose:
After updating your inventory you realised that you have made a mistake while entering the document numbers or the date you received. The only way is either to issue the document or delete or return to the particular airline from the inventory. The second option is preferred and thus you can delete the document numbers you  have erroneously inputted.

How to delete Stock
Select the option Stock return under inventory.  Enter the carrier code followed by the date. If you leave the carrier code blank you will be exiting to the mainmenu. After date is entered you can enter the first and the last number of the document to be deleted from the inventory. 

Now system will prompt you at the end whether you want to confirm your input or not. When you confirm your data the document numbers will be recorded for deletion in the inventory. If you have more to input you can continue the same way or you can exit to the main menu. when you exit to the mainmenu keep in mind that system will take few seconds inorder to delete and rearrange the document numbers.

2.3 STOCK REPORT

Purpose:
Stock report is very necessary at every reporting date.

How to get the stock report
The option stock report under inventory in mainemenu will give you a self-explained screen. Here you mention the date you want to take the stock position report and it is protected by a password. If you enter the correct password then only system process for the inventory position of the requested date otherwise the last printed report will be reprinted. This you can take by airline wise also. 

3.  TICKETING

Purpose:
All the sales related functions and reports are included under the option Ticketing in the mainmenu.  The user can select the option required by pressing the first alphabet on the popup menu or by pulling down the cursor and hits enter key.

3.1 TICKET SALES/AMENDMENT/VIEW ENTRY

Purpose:
All pax tickets sales, Excess baggage coupons, Freight coupons etc. are all entered through this option.

After selecting the document type you get a sub-menu with 4 options.

         A. Addition

         B. Amendment

         C. View

         D. Exit

option A  will take you to the ticket sales entry screen. In this option document must not exist already in sale file. If exists a message  'Document already sold on DD/MM/YY' is displayed.

Carrier
Based on the document number, system will automatically take the first three characters as carrier code. In case of XO's, document must be entered as '000's and Tours as '999' as the first 3 three characters of the document. and system will ask for carrier code. The user must enter the correct carrier code.

Agent
Based on the carrier, system defaults the agent code to the agent code for the carrier. In case of other services like XO's and Tour coupons the user must change to correct agent code, the system defaults to whatever is registered as agent code against these carriers in the system. In case of carriers, the agent code for it will be default. So if the user doesn't change the agent code for other services accounting will not be proper.

Paxname and routing
User may enter the passenger name and routing so that the details will be printed in all reports/invoices.

Document type :
This decides if the document sold is

1. Normal ticket

2. Fixed rate (Cut fare) Tickets

3. Special fare tickets

4. Reissue/Free Tickets

5. Conjunction Documents

6. Void Documents

Cut fare ticket type is used if the amount payable to airline is fixed.(Fixed rate payables) 

Type 3 used to enter Ticket with market fare and any amount to be claimed from Airline. This claim amount to enter as the Net payable to Airline and this field is calculated automatically by the system. 

Payment types :

The payment forms are

1. Cash
2. Credit
3. Credit Card 4. Cash & Credit

This is self-explanatory.

Customer :

Incase of credit or credit card payment option, the system will ask for valid customer account number. In case the credit card sale is made by the company sales dept. leave the customer number as '999999' and if any commission is given to him enter a valid customer/cash account number. The customer account is validated and displayed. Only accounts receivable accounts are allowed.

Gross fare, airport tax, other taxes 

In case of cash, credit, credit card sales the user should enter the gross fare, airport tax and other taxes. In case of free ticket, only taxes will be entered.

Normal and Special Tickets: 

System will automatically calculate the normal commission (9% for IATA and 8% for non-iata) and default it. user can change it and enter the overriding commission due. The net payable to carrier/agent will be calculated  as gross fare + airport tax + other taxes - total commission due and is displayed.

Cutfare tickets :

In case of Cutfare tickets, the user will enter the net payable and the system will automatically compute the normal commission ( 8 or 9% ) and overriding commission.

Special Fare Tickets:

In case of Market fare tickets, the user will enter the net payable and the system will automatically compute the normal commission ( 8 or 9% ) and overriding commission. If there is any claim amount then user should enter the net payable to airline in the net Payble to Airline field. The difference will display as the overriding commission 2. While doing the G/L Interface this amount will book as a receivable from Airline.

Commission paidout :

Based on what is entered, net receivable from customer, the normal and  overriding commission paid out to clients is calculated by the system and net revenue on the sale. All these figures are displayed. Paidout should be lower than commission received, other wise system will give you a warning message.

Receipt details :

In case of cash payment, system will accept receipt number & receipt date.

Invoice details :

In case of credit sales, the next invoice number will be displayed and for a customer who has a previous sale on the same date the old invoice number will be used.

Sales man & location :

Enter the staff code no who made this sale and the destination of the ticket. By default system takes the second sector as the destination but user has option to change this sector.

The System displays at end "Update Cancel" 

If everything entered is okay press "U" or keep the cursor on update and hit enter key else cancel the input. Now the system will ask, you want 'correction or exit'. select the option and continue accordingly. On updating the document, system will register the document on sale file and simultaneously inventory also will be updated.

Amendment

Option ‘B’ will take you to the ‘ticket sales amendment’ entry screen. In this option document must exist already in sale file. If does not exists a message  'Document not on file' is displayed. Based on the document # all the details you entered will be displayed and you can do the amendment to any field or even you can delete the particular document from sale file. If the G/L interface is already done for the particular document, amendment is not possible.

View

option C  will take you to the ticket sales View screen. In this option document must exist already in sale file. If doesn't exists a message 'Document not on file' is displayed. Based on the document no all the details you entered will be displayed and you have option to go to the next record or previous record or to exit to main menu. you can't do any amendment to any field in this option.

3.2 DAILY TICKET SALES REPORT

Purpose:
Printing this daily sales report can check the daily sales entered. Also, this serves as an audit trail on daily sales activity giving details of all cash, credit, and credit card sales for the day by different carriers from different agents. A detailed credit sales register for the day gives an idea on the revenue from customers and by carrier.

What this report contains:
You can either print or view this daily sales report. The system produces a detailed daily sales report for any day for each airline. All documents sold, Paxname, routing, gross fare, normal commission, o/r commission, commission paidout, mode of payment, customer account, crdt.card reference, remarks if any will be printed. In the end a summary by airline. A credit sales invoice registers for the day giving gross sales, income and revenue from each customer. 

3.4 INVOICING
Purpose:
The daily credit sales made must be invoiced to the customer. The sales invoices must be serially maintained and must be instantly made so that collection process can be improved.

How to do the invoicing..
It is simple. Select the option Daily credit sales invoicing from Ticketing menu. Here you have two options.

 1. You can print all the unprinted invoices

 2. You can specify the invoice no to be printed.

Enter here "ALL" or "SPL" .

On entering SPL system asks you to enter the invoice no. After inputting a valid invoice no system checks whether this invoice was previously printed or not. If printed system asks you whether you want to print "DUPLICATE COPY" on top of invoice.  You can select here YES or NO. This will avoid sending duplicate copy to customers. In case you want to reprint any invoices select this option only

ALL means system prints all the unprinted invoices.

In both cases system will check with the user whether he is using company's letterhead or not. If it is a letter head while printing invoices company's names, tel. nos. etc. will not be printed other wise all these details will be printed.

Along with the Invoice a CREDIT ADVICE will be printed for the customers whom travel agent had paid discount. The invoice amount will be always for the gross value.

3.3 AIRLINE  SALES REPORT

Purpose:
This is a vital function for all travel agents to submit the airline sales report every fortnight to the respective GSAs or principals or BSP. In case of GSAs, the GSA sends the airline sales report to the principals every fortnight or every month. The BSP also sends the report every fortnight to every travel agents in Kuwait.

The airline sales report for the period should contain the gross sale, taxes, normal commission due, other commission due, net payable for each & every document sold during the period.

BSP sales report can be printed which will include all the airlines, which are participating in the BSP. This report can be taken in two ways.

1. By ticket no 
2. 
By Airline

Also airline sales report can be printed for normal and fixed rate tickets separately as required by airline.

How to print these reports

It is very simple. Under ticketing you will find these options with self-explanatory headings. Select the appropriate option.

Airline Sales Report

Enter the carrier code and period (start and end of periods)

Airline Sales Report By agent

BSP report can be printed here.  Enter the agent code and period (start and end of periods)

Airline Sales Report for any particular type of document 

Enter the carrier code and period (start and end of periods) and select the document type, which you want to print. System will print the report in the same format as airline sales report but only for the carrier and ticket type specified.

3.5 OTHER REPORTS

Purpose:
Apart from the very essential reports, which are mentioned above certain agents, require additional information for their daily business improvement. There are some more reports included for this purpose.

Credit Sales for a period for any particular customer. This is very essential to know and classify the customers buying capacity. Daily sales report can be taken for a period of time. Airline sales report can be taken for all airlines at one time without entering the individual carrier code. In case of GSA's travel agent sales report can be taken for a particular period. Journals from daily sales interface are added here.

Airline    sales  summary  report gives you total cash sale, credit sale, commission, o/r  commission, discounts  paid out  and net revenue  for each  airline for a selected period

for all airlines.

3.6 INTERFACE WITH GENERAL LEDGER

Purpose :
In case you have 'GENERAL LEDGER' system also installed, the daily sales can be automatically interfaced with the company's general ledger. This function will totally remove the complicated book keeping of various ledgers and maintains the integrated sales and accounting system. Accounting is done as follows.

DESCRIPTION


DEBIT
CREDIT

Gross Value & Tax
Cash / Customer
Airline 



G S A Commission
Airline
G S A Commission income   -  Income - 

Normal Commission 8 or 9%
Airline
Commission income

 - Income -

Other commission
Airline
Other Commission

 - Income -

Commission Paid Out


Administrative Expenses
Cash/Customer

Claim Amount
Airline
Specail Incentive

 -  Income -

Net Payable


Purchase Account


Net Receivable



Sales Account

Net Revenue



Purchase Account

All these are done automatically for you with ease. Full control on daily sales invoicing non-duplicate posting of daily sales, automated journalizing before updates are all supported. Printing journals from daily sales interface with G/L is from option Ticketing. Once the G/L interface is over, making sale for these period and amendment to any of the documents for these periods will not be possible.

4.  REFUNDS

Purpose :
All refund related functions are included in this menu. The options includes the following

   TICKET REFUNDS/AMENDMENT/VIEW ENTRY

   DAILY TICKET REFUND REPORT

   AIRLINE REFUND REPORT

   CREDIT NOTES

   INTERFACE WITH GENERAL LEDGER

   OTHER REPORTS

The user can select the options required. Each function is individually explained in the following chapters.

How to get this menu??

Select Refunds in the Main-menu.

4.1 TICKET REFUNDS/AMENDMENT/VIEW ENTRY

Purpose :
All pax ticket refunds, refunds on other services are all entered through this option.

How to enter the refunds??

Options A from sub-menu will lead you to refunds entry screen. if you want to go back leave input blank and hit enter key. The document number you are entering should not exist already. If exists, a message will be displayed as "This document already on file...". You can view this document using option C from the sub-menu and can make  amendment by selecting option B from the sub-menu. For both these options if the document does not exist already, 'Document not in file' message will be displayed.

Carrier :
Based on the document number, system will automatically take the first three characters as carrier code. In case of entering the service orders/tour coupons the first three characters must be '000' or '999' respectively.

Agent
Based on the carrier, system defaults the agent code to the agent code for the carrier. In case of other services like XO's and Tour coupons the user must change to correct agent code, the system defaults to whatever is registered as agent code against these carriers in the system. In case of carriers, the agent code for it will be default. So if the user doesn't change the agent code for other services accounting will not be proper.

Paxname and routing

User may enter the passenger name and routing so that the details will be printed in all reports/credit notes. If the document is already in sale file all the details will be   displayed for you and user got option to change any field.

Document type:

This decides if the document sold as

2. Normal ticket

3. Special fare tickets

4. Fixed rate (Cut fare) Tickets

5. Reissue/Free Tickets

6. Conjunction Documents

Cut fare ticket type is used if the amount payable to agent/airline is fixed.

Payment types:

Usually the payment forms are

1. Cash 2. Credit 3. Credit Card

This is self-explanatory.

Customer:

In case of credit or credit card payment option, the system will ask for valid customer account number. In case the credit card refund is made by the company refunds dept. itself leave the customer number as '999999' and if any commission is recovered from him enter a valid customer/cash account number. The customer account is validated and displayed. Only accounts receivable accounts are allowed.

Gross fare, airport tax, other taxes

In case of cash, credit credit card refunds the user should enter the gross fare, airport tax and other taxes. In case of free ticket, only taxes will be entered.

Commission recalled and paidout recalled:

Normal and Special Tickets:

System will automatically calculate the normal commission (9% for IATA and 8% for non-iata) and default it. User can change it and enter the overriding commission due. The net receivable from carrier/agent will be calculated as gross fare + airport tax + other taxes - total commission recalled and is displayed.

Cutfare tickets:

In case of cutfare tickets, the user will enter the net receivable and the system will automatically compute the normal commission (8 or 9%) and overriding commission. 

Commission paidout recalled:

The normal and overriding commission paid out and now to be recalled from clients is entered here. If any service charges are to be charged to client also can be entered in Service charges column. Based on what is entered, the system will compute the net receivable from airline, net payable to customer, and net revenue on the refund. All these figures are displayed.

Payment details:

In case of cash payment, Payment voucher number & payment date will be accepted.

Credit Note details:

In case of credit refunds, the next CR. Note number will be displayed and for a customer who has a previous refund on the same date the old CR. Note number will be used.

Sales man & location:

Enter the staff code no who made this sale and the destination of the ticket. By default system takes the second sector as the destination but user has option to change this sector. This refund will automatically reduce the sale for the sales man and for the location in the management report. So make sure you input the correct details here.

The System displays at end "Update Cancel"

If everything entered is okay press "U" or keep the cursor on update and hit enter key else cancel the input. Now the system will ask, you want 'correction or exit'. Select the option and continue accordingly. On updating the document, system will register the document on refund file.

4.2 DAILY TICKET REFUND REPORT

Purpose:
Printing this daily refund report can check the daily refunds entered. Also, this serves as an audit trail on daily refund activity giving details of all cash, credit, credit card refunds for the day by different carriers from different agents. A detailed credit refund register for the day gives an idea on the revenue from customers and by carrier.

What this report contains:

You can either print or view this daily refund report. The system produces a detailed daily refund report for any day for each airline. All documents refunded, paxname, routing, gross fare, normal commission, o/r commission, commission paidout recalled, mode of payment, customer account, crdt.card reference, remarks if any will be printed. In the end, a summary by airline. A credit refund register for the day giving gross sales, income and revenue from each customer. 

4.3 AIRLINE REFUND REPORT

Purpose:
This is a vital function for all travel agents to submit the airline refund report every fortnight to the respective GSA’s or principals or BSP. In case of GSA’s, the GSA sends the airline refund report to the principals every fortnight or every month. The BSP also sends the report every fortnight to every travel agent in Kuwait. 

The airline refund report for the period should contain the gross refund, taxes, normal commission recalled, other commission recalled, net receivable for each & every document refunded during the period. 

BSP refund report can be printed which will include all the airlines, which are participating in the BSP. This report can be taken in two ways.

1. By ticket no  
2. By Airline

How to print these reports

It is very simple. Under Refunds you will find these options with self-explanatory headings. Select the appropriate option Airline Refund Report

Enter the carrier code and period (start and end of periods)

Airline Refund Report By agent

BSP report can be printed here.  Enter the agent code and period (start and end of periods)

4.4 CREDIT NOTES

Purpose:
The daily credit refunds made must be credited to the customer. The refund CR. Notes must be serially maintained and must be instantly made to have a smooth book keeping.

How to do the credit note generation?

It is simple. Select the option Daily credit notes from Refund menu. Here you have two options.

 1. You can print all the unprinted CR. Notes

 2. You can specify the CR. Note no to be printed.

Enter here "ALL" or "SPL”.

On entering SPL system asks you to enter the CR. Note no. After inputting a valid CR. Note no system checks whether this CR. Note was previously printed or not. If printed system asks you whether you want to print "DUPLICATE COPY" on top of CR. Note.  You can select here YES or NO. This will avoid sending duplicate copy to customers. In case you want to reprint any refund credit note, select this option.

ALL means system prints all the unprinted CR. Notes.

In both cases system will check with the user whether he is using company's letterhead or not. If it is a letterhead while printing CR. Notes company's names, tel. nos. etc. will not be printed other wise all these details will be printed.

Along with the CR. Note a DEBIT ADVICE will be printed for the customers from whom the commission paid out had recalled. The CR. Note amount will be always for the gross value.

4.5 INTERFACE WITH GENERAL LEDGER

Purpose:
In case you have 'GENERAL LEDGER' system also installed, the daily refunds can be automatically interfaced with the company's general ledger. This function will totally remove the complicated book keeping of various ledgers and maintains the integrated Ticketing and accounting system. Accounting is done as follows.

DESCRIPTION


DEBIT
CREDIT

Gross Value & Tax


Airline 


Refund Payable /  Customer

G S A Commission


G S A Commission income   -  Income - 
Airline

Normal Commission 8 or 9%
Commission income

 - Income -
Airline

Other commission


Other Commission

 - Income -
Airline

Commission Paid Out


Refund Payable / Customer
Administrative Expenses

Claim Amount


Specail Incentive

 -  Income -
Airline

Net Receivable



Purchase Account

Net Payable


Sales Account


Net Revenue


Purchase Account


Service Charges


Refund Payable / Customer
Other Income

All these are automatically done for you with ease. Full control on daily refunds CR. Notes and non-duplicate posting of daily refunds, automated journalizing before update is all supported. Printing journals from daily refunds interface is from option Refunds. Once you make G/L interface, making refunds upto these period and amendment to any of the documents for these periods will not be possible.

4.6 OTHER REPORTS

Purpose:
Apart from the very essential refund reports that are mentioned above c agents require additional information for their daily business improvement. There are some more reports included for this purpose. 

Credit refunds for a period for any particular customer. This is very essential to know and classify the customers. Daily refund report can be taken for a period of time. Airline refund report can be taken for all airlines at one time without entering the individual carrier code. In case of GSA's travel agent refund report can be taken for a particular period. Journals from daily refund interface with G/L  are added here.

5.  MONTH END,YEAR END AND OTHERS

Purpose
Month end and year-end process are nothing but a house keeping for your database files. When you close a month you have an option to delete your old records also i.e. last years sale & refunds etc. Year-end process will store all the required information for producing management report. Even if you don't do these two steps you can continue your day to day business. Only problem will be in getting the correct management report.

5.1 MONTH END PROCESS

Purpose
Month end process is done inorder to do a house keeping for your database files. When you close a month you have an option to delete your old records also i.e. last years sale & refunds etc. After you do the month end process you will notice that getting the management reports will be little faster. It is recommended to do after you do the G/L interface.

During 'month end process', the system will automatically check whether all necessary accounting action has been taken or not on all documents till the month. System will not be able to close a month if the G/L interface is not done.

5.2 YEAR END PROCESS
Purpose
Year-end process will store all the required information for producing management report. Even if you don't do these two steps you can continue your day to day business. Only problem will be unless you do this you can't get the  management report and salesman performance report.

5.3 MANAGEMENT REPORTS
Purpose
In all the organisations management is looking how their business is running and how it can be improved. The timely information on any setbacks will save a lot of time and money. The management report gives you all the possible analysis on travel business, which is informative and reliable on many aspects.

5.4 DAILY BACKUPS

Purpose
Machines are machines. It will do all the donkeys jobs. But will can never really rely on them. So the case of computers also. If you don't have a proper backups any mishaps on hard disk, processor or anything related computer will lead to your work a complete stop. To avoid this a "DAILY BACKUP" is one and only solution. This option is added in the menu and recommended to do every day and keep the diskette for atleast three days and a backup on monthend dates should be retained for three months and the year end backups for atleast five years. 

SOME OF THE MENU’S DESCRIBED EARLIER MAY NOT BE IN YOUR SYSTEM. THIS IS BECAUSE YOU MAY NOT HAVE OPTED FOR THIS OPTION. AND SOME FUNCTIONS IN YOUR SYSTEM MAY NOT BE SAME AS ABOVE. ADDITIONAL SHEETS CAN BE SUPPLIED ON REQUEST. THIS IS NOT A COMPLETE REFERENCE MANUAL. ANY QUESTIONS ON THIS MANUAL CAN BE EXPLAINED. THIS MANUAL IS THE PROPERTY OF JAYAPRAKASH N MENON,SOFTWARE CONSULTANT, KUWAIT.
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