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Log into CB to Create the Res Card

1) Click on Res Card 

to open new Res Card 

Collecting CC Payment for Gift Card in CB
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Complete Gift Card Information

1) Reservation 

Cycle: 

Change to Final
1 2 3

2) Market Source: 

Select Gift Card 

from the drop 

down box

3) Branch Number:

Should default to 

your branch

4) Trip Name:  

Gift Card 

4
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5) Click on Apply to 

apply changes 
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6) Click Yes on 

Destination Field 

Warning

7) Click on Service 

Fee

7

6

Continue Completing Gift Card Information
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Complete Fee Information

2) Travel Category: 

Change to Misc.

7) Click on OK

1

4

1) Vendor: Change 

to Gift Card 

2

4) Base & Commission: 

Change both to the

amount being charged.  

7

6

3

6) Description: Add a 

2 year Expiration Date

3) Record Locator: Add 

16 digit confirmation 

number from Gift Card 
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5) Travelers Category: 

Choose names and No. 

of Travelers 

5
5
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7) Click on Apply

8) Click on Yes to 

Save Res Card

Continued Completing Fee Information
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1) Select Invoice1

2

2) Decline 

Insurance Prompt

Begin Invoice Information
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Collecting Credit Card Payment
1) Highlight the 

Gift Card by 

Clicking on the line

2) Form of Payment: 

Credit Card

1

2 3

4
6

5

3) Add Credit Card from 

drop down menu.  (DO 

NOT add Credit Card number 

manually. Add Credit Card to 

Client profile before invoicing)

4) Travel Type: 

Miscellaneous

5) Submit to: Supplier

6) Click on Generate 

Invoice. (Can also generate 

the invoice from the Preview 

Invoice page.)
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