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How to assign a Tour-leader to a sub-tour
Sub-tour ( Tour-leader Tab ( Select name from Left to Right window.

Double click the name in the left window to add the name to the right. And vice versa double click on the right to move the name to the left window, Can also use add and remove buttons situated in between the two list windows. 

Warning:  Before save be sure you have the right Person. If not you must first add a new name, than remove the original Tour-leader name or just exit the sub-tour form and do not save. On save, a new booking is created only for the first Tour-leader. This booking can only be deleted from Booking Form and not from Sub-tour Form.

How to assign more than 1 Tour-leaders to a Sub-tour
Sub-tour ( Tour-leader Tab ( Select name from Left to Right window.

Before save, you can move back and forth any of the names that have been added other then the original Tour-leader name.

Warning:  If the original Tour-leader name was already part of the Sub-tour data before you added the second Tour-leader, than do not remove it or try to replace it, else you end up having a room/booking registered under his name with different Tour-leaders.

How to swap a Tour-leader in a Sub-tour 

Sub-tour ( Tour-leader Tab ( Select name from Left to Right window

If you have more than one name assigned and you want to replace any name other than the original Tour-leader just click from left to right and vice versa on the appropriate name/s.

Warning: To swap the original Tour-leader name in a sub-tour check the next instruction

How to swap the Original Tour-leader in a sub-tour
· Add or assign the replacement Tour-leader’s name.

· Before removing the original Tour-leader’s name go to (Booking( tab and take a note of the booking number for this Tour-leader, it will be needed later.

· Make sure you have entered the new Correctly and this new name has a proper registered Client record besides the Tour-leader Record. 

· Remove the name of the original Tour-leader. This should be the one on the top of the list in the right list window. 

· At this point if you have carried out the above steps you should have a Tour-leader name less on the right list window and if you check in the booking you will see that the original Tour-leader name is still displayed as if it was not changed. Follow the next steps to correct this.   

· Select the (Booking( Tab, and search and locate the old Tour-leader name, or Booking No.

· Double-click on the Booking code, or Name columns of the booking itself listed. This will open the booking form with the booking originally created for the original Tour-leader already found and ready for edit.

· If you check carefully you will notice that the BOOKING NAME and ID on top of the booking do not match or still show the old Tour-leader’s name.   

· Double-click on the new client’s name in the list window in the (Other clients) Tab, to edit this client, and change the (Type Option( from -Leader to Adult- and press the OK button. This should refresh the X to an A for this client.

· Make sure that the name that just changed from X to A is selected (Blue) and press the Move L button. This should replace both the BOOKING NAME and ID No from the original Tour-leader to the selected client.

· Double-click on the client again which now should be type L and from the Booking Client window change (Type Option( Back from Adult to Leader and press OK.

How to put same booking Clients in separate rooms
From booking select client by double-click and from Booking Client window enter a character such as a ‘1’ or ‘A’ in the (Room( input field at the bottom of the form near the Personal remark input field.  Use same character for each member to be in same room. Any character will do as long as it is common for each client in same room.  By default leave blank. Only incases where members of same booking requires separate rooms is this Room field utilized and not when a client is joining another group, already booked. In other words 3 persons of same booking can be in same room or in 3 separate rooms as necessary.

If a member wants to join a group in another Room/Booking than use the move buttons at the bottom of the Booking Form (Move Member(.

How to move Members from Room/Booking to another 

Warning: Members can be moved to a completely different Sub-tour. So make sure that all excursions are removed before moving to a completely different Sub-tour. We have removed this restriction of movements within same Sub-tour only, by request.

Warning: When moving members, Room Rates must be adjourned manually, there are no automatic safeguards. You only get a warning exceeding occupancy during the transfer.

From booking select client by a single-click (highlighting), press the (Move Member( button. Enter the Booking Code you want to move to, or use the search function by entering part of the Booking Code and press Shift (()Key, this will display the filtered list according to the partial code keyed in. With the up and down arrow keys find the booking that this client is joining and press enter. After a while the selected client will disappear from the clients list of the current booking on display. Search the destination booking and check that the move was done correctly. Also check the excursions and the billing. Any payments such as deposits or extras will have moved to the destination booking. Note the receipt reference will always refer to the original Booking Number.

How to move a Booking from one Sub-tour to another
From Booking filter the selection by Booking Code, Group leader Name or Sub-tour. Press details tab. At the bottom you have (Move Booking( button, press this button and in the form that opens (Change Sub-tour) key in the destination Sub-tour Code or do search for the appropriate Code by the Shift (() Key and press OK. You will notice that the Sub-tour Code in the grayed out input field of the Booking form is replaced. 

Note: If you want to cancel the transfer press the (Cancel( button instead.

Warning: All excursions are automatically lost on change of Sub-tour, so make sure that the appropriate excursions for the new Sub-tour are newly inserted.  Due to loss of data new bill might show a difference in balance, due to different number of excursions and or tariffs.

All other details including remarks and transactions carried forward to the new Sub-tour.

Note: Any corrections in transactions can only be done by a counter transaction.

How to enter Deposits

Deposits can be carried out as Global and Individual.

A Global Deposit means that all members of the current selected booking are simultaneously updated with a deposit transaction each, in one move and will be issued one deposit receipt equivalent in value to the combined total of the transactions. The number of transactions depends on the number of paying members in booking.

This Global Deposit transaction can be achieved by finding the desired booking, from (Other-Clients) tab, press the (Deposit( button, at the bottom right, of the form. The billing transaction form will open, with all the details of each paying member already keyed in. Booking Number, Member Name, Remarks, Transaction Type (in this case ‘D’ for deposit) and the Amount. The amount is the default deposit value set in the Mother Tour Data. Unless any changes are necessary press the (F12 save( key or a mouse click on the save button. A record of this deposit transaction is entered into the computer. A fiscal receipt is printed and given to the client.

Individual Deposit is the same, except that only a single member from a booking is involved.

The Individual Deposit transaction can be achieved by selecting a member from the (Other-Clients) tab, by a double click of the mouse on the name or by pressing the edit button on the right of the form. The (Booking Clients) form will open and at the bottom you will find the (Deposit( button in line with 5 other buttons. Pressing this button will get you through the same actions explained for the Global Deposit, but for a single member.

How to make a full settlement

Main Menu (Billing ( Booking Transactions(Billing Form
On the top left corner there is a checkbox ‘Pay full booking’ check this to enable the input field next to it. Enter the booking number or key in part of the code and use Shift (() Key to display a filtered list from which you can select the right booking code (In this list you will also have the names and ID numbers of the booking leader). When a booking code is entered or selected a list of all the members belonging to that booking will appear in the grid with each member’s outstanding balance. Pressing the save button will create a transaction to each person with their respective displayed outstanding amount. Great care must be taken not to alter any of the details on the screen unless necessary. All fields can be altered including the amount.

Another more safe way is through the booking form itself.

Main Menu (Booking ( Other Client(Settlement Button

Pressing the (Settlement( button will get you into the Transaction/Billing screen with all details and listing already selected, all you have to do is click the save button or press the (F12( button and the bill is settled and a reciept is issued. While in the transaction form you are still able to modify certain things like value and description so caution is strongly recommended.

If the bill of any booking is settled and the settlement button is pressed you will get a blank payment screen, nothing is dispalyed if no outstanding balance exists.

Note: It is advisable to issue a bill printout before proceeding with the full settlement. This will be presented to the client together with the fiscal reciept.

Searching a client other than the Booking/Group Leader 

Since not all members are registered clients, an attempt to locate the booking of a member that is not a registered client might not be successful. 

A registered client is found in the client’s database. ( Maintenance ( Clients ( form. 

To locate a Client’s booking press Shift (() Key in the Client Name input criteria of the Booking Form at the Search tab, and you will get the Find Booking Client Form. If you are attempting to locate a member that is not a registered client than you must enter part of the Booking Code, this will list all the members of all bookings that match the search criteria. 

But if you enter part of a Client Code in the Client Code field this will trigger a search for a registered client in the client database, thus eliminating any unregistered members from the filtered listing, and a booking will only show if the Client Code of one of its members (which usually is the booking leader) matches the selection criteria.

Move L button

Each Room/Booking must have at least one Registered Client. As a matter of fact, you cannot create a booking without having a registered client in the Travel Clients Database. But incase this Booking/Group leader wants to opt out, the next member in the group can replace him as the person responsible for billing and contact person for fellow booking members etc.

The (Move L ( button can achieve this.

First you must make sure that the designate member is a Registered Client, if not do so, it must be done, otherwise the computer will not let you assign the L designation to an unregistered member. When that is achieved, select (highlight) this member and click on the (Move L( button.  You will notice that both the ID Number and the Name fields of the booking have changed to the new designate booking representative.

Note: A registered Client must be in the Travel Client Database With a unique Client Code and ID number.

Remark Warning Sign - in Booking Form 

A flashing Booking Code and the words just below “REMARK WARNING” in thick red characters means that some operator must take notice and act upon this remark.

When that other operator has carried out the request and wants to inform the original person that it was done and wants an answer back he can do so. And the sign will flash in thick green colour.

To trigger the Remark Warning Sign in RED, start the remark by keying in the characters ‘>>’ at the start of the remark.

To remove the Warning, replace the characters ‘ >>’ with ‘!!’ from the remark. 

To ask the original user an answer back key in ‘<<’ characters to trigger the Remark Warning in Green. 

Than he has to find and replace the ‘<<’ characters with ‘!!’

Note: The special characters can be any where in the text but it is advisable that they are placed at the beginning of any Remark and always start any communication in a fresh line and numbered. e.g.

!! 
To iFenech fr iGrech.

Can you pleased confirm FB accommodation at hotel ??.

>>  
To iGrech fr iFenech

Yes FB at  Hotel?? Confirmed.

Create New Registered Client

To create a new client you will always get to the same form but you can either open it from the (Maintenance Menu(Clients(Form or while registering in a new Room/Booking. 

If you got to the Clients Form through the Maintenance Menu than you have to press Ctrl+Ins or click the (New( icon at the navigation bar to get in insert mode.

If you got to the Clients Form while creating a new booking, than you are already in insert mode.

In insert mode only you will have the (ER( button, situated on the right of the Name field, activated. The (ER( button, or Electoral Registrar, is a tool by which you can find the ID Card Number for a known person name. When found you will get the names and full address plus the ID number transferred to their appropriate fields in the Client’s input form, you will only have to add the Mr./Ms titles and Telephone numbers.

Note. Do ask for the phone/mobile numbers they will be displayed in the booking and can be very useful.

How the ER works.
When the (ER( button is pressed you will be prompted to enter the ID Number. If known enter the number and press (OK( not the (…(. You should have the full address, names, ID number and a new client code all keyed in their respective fields and in capital letters.

If the name is known and not the ID Number than from the (ER( proceed by clicking on the (…( button, enter the surname, name and location (e.g.Floriana) in the selection criteria input fields and click the (Process( button. In the box just below the process button, between the navigation buttons you should see a number of hits found. Click on the (Left( or (Right( arrows to scroll through the filtered names, until you will find the right person. When successful click on the (OK( button and you should have the same result as mentioned above.

Note: wild cards can be used for searches. If you enter an ‘S’ in the location you will get all the listing in Sliema, San Gwan, San Gilian, Siggiewi etc.

Tour Estimates / Quotes

This is a tool to help the operator make a printed quotation to an enquiry/walk in.

Select the Tour e.g. 4PL Shift (() Key+?, this should get a filtered list of all tours that still have to depart with respect to today’s date. With the arrow keys move up or down to the proper Sub-tour Code and Description and press the (Enter( or Double click with the mouse on the right Sub-tour Code. This should return you to the original window with details regarding name dates and prices displayed. 

Check the Type and Room by a mouse click. Check the Tax, Ins and Exc. boxes as required. Unless you have already set the Excursions on, the Exc. value should be Zero. To set them click on the (Excursions( button at the bottom of the form and include the excursions ( this will open a new window in which one would be able to insert any excursion to each person as required a quotation purpose ), than press the (ADD( button. A line should appear in the list box below no name just Adult!, and the amount.

The excursion data is reset for each Add line, so if you press the (Add( button without setting the excursions each time before add you will get the Tour/Accommodation/Taxes and Insurance Less excursions in the amount. This can be corrected by double click on the new line. This will open the excursions window for this line. Add excursions as necessary and close the window. The value for this line should change. As a matter of fact you can add and remove any excursion of any line by double clicking on it.

Also any line can be deleted. Point the mouse (highlight) and press the (Delete( button next to the (add( button. 

The other button (Free Lines( will open an input form where you can add any other expenses in the quote such as Over age insurance costs. This could also be used to give the client some sort of a discount, which naturally should be in the negative e.g. {Special discount   –10}. 

Note: None of this data is saved only the hard copy printout is what you will get.

Tour Category Prices explained

First of all in the absence of any category, Sub-tours will assume the default prices from the Mother-tour that are found in the Tour Detail Tab. It is advisable that even when categories are in use, the highest Category-Prices should be filled in this default tab to eliminate any unwanted mistakes.

Categoies. 










