Charging a Cruise Service Fee in CB

Ste p 1: Loginto CB & Create a Res Card for the Cruise (if you haven't already)

E ClientBase - Sabre, Inc. - [New Res Card] — O X
File Edit Reports MergeTo Workstation Defaults Global Defaults  Utilities  Windows Help -8 x

SISO RecTotsl  InvoicedinCB Tnvoiced Outside CB Balance H B & ]

[ .o | 0.00 | noo | 0.00] Invoice  Proposal  Itinerary Statement GoTo
Agent Status Reservation Cyce  Marketing Source Group Branch No. T
Ok
22202 | [ Sieuaacove  JQuoe T VBt [T o etmi ot s ~] [

Trip Name Locator Mo,

Addresses
Client Ship To Address [ Use Profile Ship To

~

Client Bill To Address  [/] Use Profile Bil To Travelers

= = -1 1) Click on the
— service Fee
Button

ResTotsl  Invoiced Total Balance  CommTotal Net Total

All Confirmed Reservations | 0.00]| 0.00] | 0.00] | 0.00] | 0.00]
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Charging a Cruise Service Fee in CB

Step 2:

Fill out service Fee information

ClientBase - Sabre, Inc. - [Reservation]

Eile Edit Reports Merge To *Vjlirkstation Defaults al Defaults  Utilities  Windows Help

Reservation
| General | More Taxes | Expanded Fare Inip |

e | Ttin/Tnvoice Remarks
Date Reserved Booking Statugg#endor

; :."A_gent-P:emari(s | More Fields Edit History |
avel Catedgry
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[Jtssued through a¢ 4| | | | |
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= R mission Total Fare
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Service Provider S — —
| General | Itinerary | Traveler Details | ItinfInvoice Remarks | AgentRemarks | Allocated Pricng | Ingert
| Travel Category Ship . —— Start Date End Date T
|| Cruise | |Professionsl Con.ation Service Charge g | =l -l —
Category Deck Cabin/Room Dining 3

| | | +]

| Smoking Description | Bedding |

Type Start Date End Date Service Provider Code Lielete

s
2/26/2020

[Reservation Totals |

£30.00
30,00
$0.00
£0.00
§30.00

rip Start NJA

ripEnd  N/A

1) Vendor: Default
to ‘Consultation
Service Charge

2) Travel Category:
CHANGE to ‘Cruise’
using the drop
down menu

3&4)

Base & Commission:
Change Base to
amount you want

to charge. Make
Commission box
Match exactly.

5) Click OK



Charging a Cruise Service Fee in CB

Step 3: Prepare for Invoicing

=] SO OTC

ClientBase - Sabre, Inc. - [Res Card] - ] x 1) Click ’Apply’ to
File Edit Reports Merge To Woerkstation Defaults  Glebal Defaults dities Help - |
= ; =
Im Res Total Invoiced Total Balance %] @ —é @ — B @ |g S ave C h an ge S
Mo, 123162 30,00/ | 0,00 30.00| oposal  Ifinerary Statement GoTo  Remind Letter E-mail Label
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Close
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|Stewary§arrie m! iMexico Cruise 2020 || | Mexico & Centr | |Cabo San Luca || - || - | p rOfeSS I 0 n a |
Addresses S CO”SUltatlon
Client Ship To Address Use Profile Ship To Client Bill To Address Use Profile Bil To EEEs H
Karrie Louise Stewart Karrie Louise Stewart iStewartharrie Louise S e rVI Ce Fe e C h a rge
5155 700 E, Ste 1B 64 Keel Court !Stev\'art.mn_drew . . .
Salt Lake City, UT 84102 atsansbury Park, UT 84074-8953 l?tewart.u'KEIﬂﬂ | ine item In th e Res
Card. Highlight it.
| Reservations | Invoices Activities | Agent Remarks Client Feedback | Attachments More Fields || EditHistory |
Booking 5t...  Type Res Date Vendor R Add ) H
{Confirmed  Cruise 2/21/2020 Professional Consultation Service Charge Madify 3 Cl IC k on th e
Delete INVOICE button
Copy
aste Service H H
% ==l 4) Click Decline
Insurance when
this box pops up.
—
<
Res Total  Invoiced Total. l Balance Comm Total l Net Total ) ) o _
Selected Reservation | 30.00 0.00 |- 30.00] | 30.00) 0.0 Mo Insurance Reservations exist for this trip. Accept or Dedine Insurance
All Confirmed Reservations | 20.00| | .00 | 30.00) s0.00 [ 0.00




Charging a Cruise Service Fee in CB

Ste P 4 - Continue Preparation for Invoicing

Invoice
* []Indude Refunds
I=sue Date

212120

| *Internal Vendor Payment Remark - Mja S
Th u Far Choosing Marris Murdock Travel
¥ Aal anent ahn it MFW BASSPORT remnirements far Tnternatinnal fravel ¥

= O x

Branch Remarks

Invoice for | |

Branch |70
Remarks |
Locator Ma |
Trip Balance Due Date

Commission Tracking Totals

Base Tax Commission Total Fare

n,nu| | n,uu| | n,un| |

By e indbice

1 >
Reservation @5ale
Tatal Mot yet Invoiced This Invoice
Base| 3000/ |  30.00) |  30.00]
Tax | D.DUI | 0.00| | 0.00 | Due to Vendor
Comm|  30.00) 000 | 30.00] | v
4313I Fare|  30.00 000 | 30.00] BDUH&%.PUEDTEM

Agent

o o Amount %% Rate
s [ o el
Invoice Format '

Cancel

1) Highlight the
Service Fee by
Clicking on the Line

2) Change Form of
payment box to CC
Merchant

3) Add Credit card from
Drop down Menu. (DO
NOT add Credit Card
number manually. Add
Credit Card to Client profile
before invoicing.)

4) Change Travel Type
to “Fee Cruise’

5) Make sure ‘Submit
to’ is ‘Supplier’.

6) Click “Generate Invoice”



Fee Invoice
Example:

1) Make note of
Invoice number.

**Note: You will add
Invoice number to
future Invoices
pertaining to this
Cruise.

2/26/2020

MORRIS MURDOCK
®

voice No.: 2370278

TRAVEL

Invoice Date © 020
Travel Consultant : SK - Karrie Stewart
Group No. :
Page No.: 1
Karrie Louise Stewart Interface ID : 4358826927
64 Keel Court
Stansbury Park, UT 84074-8953
us
[ cruise Reservation
Vendor : Professional Consultation Service Charge Booking Status : Confirmed
No. of Travelers ' 4
Travelers : StewartKarrie Louise; Stewart/Andrew; Stewart/Keith; /
Cruise
Professional Consultation Service Charge
Total
Reservation Totals $ 30.00
Prior Invoiced Totals $ 0.00
This Invoice Totals $ 30.00
Paid By Credit Card VI 48-X0(XX-7696: § (30.00)
Balance: § 0.00

*Internal Vendor Payment Remark - N/A

Thank You For Choosing Morris Murdock Travel

Ask your agent about NEW PASSPORT requirements for International travel beginning December 31st, 2006.
Please review the above information, such as Name Spelling, Dates, Times and Pricing for accuracy.

Initial

Taxes and fuel surcharges are subject to change until tickets issued.

| have been offered and | have declined the purchase of: Trip Cancellation {including airline, cruise, and tour operator
default) and travel accident/imited sickness/medical/trip interruptions insurance.

|, the undersigned will not hold MORRIS MURDOCK TRAVEL andfor its agents responsible for any expenses incurred by
me resulting from delay/cancellation of my trip, accident, sickness, death, stolen or damaged baggage or property.

Date

Client Signature




Cross Reference Fee Invoice to later Invoices. CB

Ste o) 1: Continue Preparation for Invoicing
1) Highlight the

Invoice = O > )
Igeue Date | “Intemal Vendor Payment Remark - NfA I | | Cl |Ck| ng on th e Lin e
=pede L i Ihlc p FDrfCthUs;anFT?erqr;ﬂs;dnn_?Tra_vel te far Tnternatinnal travel Y
L b S < ANSNT Ahinl 1 ! Famlliremsn r IArRrnEnnns AR Bra,nd: m
Isecyncr | _ Remars | ks | ] 2) Change Form of
¥ Trip Balance Due Date
= gmp [0 payment box to CC
Eommison Trakang Tot | Merchant
Total Fare Base Tax Commission Total Fare

n,nu| | n,uu| | n,un| |

3) Add Credit card from

Drop down Menu. (DO
NOT add Credit Card
number manually. Add

< 3 Credit Card to Client profile
Reservation (& 53l before invoicing.)
Total Mot yet Invoiced This Invoice
o IS 1 T 4) Change Travel Type
to “Fee Cruise’
Tax | 0.00 | 0.00| | 0.00| _ Dueto Vendor
Comm|  30.00) 000 | 30.00] | - 4 '
4313I Fare | 3D.n05 .00 | 30.00] B“““["}%F’Uanﬁme”t 5),Mal,<e Sur? Submit
to’ is ‘Supplier’.

= 7] Agent Amount % Rate
| Supplier |SK - Karrie Stewart | | | Mare Agents [1] '
\ 1 6) Click “Generate Invoice”
25&.@9@@:& Cancel Invoice Format )




Fee Invoice
Example:

1) Make note of
Invoice number.

**Note: You will add
Invoice number to
future Invoices
pertaining to this
Cruise.

2/26/2020

MORRIS MURDOCK
®

voice No.: 2370278

TRAVEL

Invoice Date © 020
Travel Consultant : SK - Karrie Stewart
Group No. :
Page No.: 1
Karrie Louise Stewart Interface ID : 4358826927
64 Keel Court
Stansbury Park, UT 84074-8953
us
[ cruise Reservation
Vendor : Professional Consultation Service Charge Booking Status : Confirmed
No. of Travelers ' 4
Travelers : StewartKarrie Louise; Stewart/Andrew; Stewart/Keith; /
Cruise
Professional Consultation Service Charge
Total
Reservation Totals $ 30.00
Prior Invoiced Totals $ 0.00
This Invoice Totals $ 30.00
Paid By Credit Card VI 48-X0(XX-7696: § (30.00)
Balance: § 0.00

*Internal Vendor Payment Remark - N/A

Thank You For Choosing Morris Murdock Travel

Ask your agent about NEW PASSPORT requirements for International travel beginning December 31st, 2006.
Please review the above information, such as Name Spelling, Dates, Times and Pricing for accuracy.

Initial

Taxes and fuel surcharges are subject to change until tickets issued.

| have been offered and | have declined the purchase of: Trip Cancellation {including airline, cruise, and tour operator
default) and travel accident/imited sickness/medical/trip interruptions insurance.

|, the undersigned will not hold MORRIS MURDOCK TRAVEL andfor its agents responsible for any expenses incurred by
me resulting from delay/cancellation of my trip, accident, sickness, death, stolen or damaged baggage or property.

Date

Client Signature




