TOUROPERATOR & CONSOLIDATOR

Get started
with TravelWise

- install, setup and prepare TravelWise for use.
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Introduction

TravelWise is a professional mid-office system that is customized to the needs of each individual travel
agency. It is an unique IT solution that delivers the important functions and tools that the travel business
work with daily. These are functions and tools that ensure the administrative workflows will be as simple
and manageable as possible.

The solution offers several advantages and possibilities:
e Integration with Amadeus, Sabre and Worldspan
e Anorder module that lets you send offers and invoices directly to the customer

e An easy way to create a database of the products of your agency and the option to e-mail a booking
enquiry directly to your supplier.

e An effective and user friendly queue management system
e Create and maintain your own customer files
e Anadvanced and user friendly statistics module that easily lets you generate reports

e A precise creditor management function that includes account statements and payment reminders

This guide will tell you how to install, setup and prepare Travelwise for use.



Install TravelWise

This guide will show you how to install TravelWise on your computer.
To install TravelWise your computer should meet the following requirements

- Windows XP, Vista or Windows 7

- 400 MB available hard disk space

- A printer connected to your computer or network

- A SMTP mail server for sending e-mails from Travelwise.
- A permanent internet connection

If you need help with the installation, please contact Billetkontoret IT support

phone : +45 3690 3060
e-mail : itdrift@billetkontoret.dk

Installation
There are two steps you should follow.

Firstly you should install Crystal Reports, which will allow you to generate and print reports from Travel
Wise. To install, click on the link bellow or copy it to your browser and download and run the setup file:

http://tw.billetkontoret.dk:8085/files/CR11R2FP61Setup.msi

The second step is to install TravelWise. Click on the following link or copy it to your browser to download
and run the setup file.

http://tw.billetkontoret.dk:8085/setup.exe

Once TravelWise has been installed on your computer, you can start the program by navigating to and
clicking on the new icon in your Start menu.

Start > Programs > Billetkontoret.

At start up you will be prompted for the user name and password that Billetkontoret has given to you.


mailto:itdrift@billetkontoret.dk
http://tw.billetkontoret.dk:8085/files/CR11R2FP61Setup.msi
http://tw.billetkontoret.dk:8085/setup.exe

Starting TravelWise

Once TravelWise has been installed you can start the

G program by navigating to and clicking on the new icon in
your Start-menu.

Start > Programs > Billetkontoret

When you start up TravelWise you will be prompted for the user name and password that Billetkontoret
has given you.

=
Authorization

Once you have given the required information
and click Ok, the program will start up for the first
time! Welcome to TravelWise!

Setting up TravelWise

The first screen you see will look like this

Order Invoice Reports MasterEntry Finance Tools Window Help Test

Ready | Search Saso Test HO ''1.82.11.2 "Henrik il




The first thing you need to do is to set up TravelWise so that the system uses your products, VAT-rules and
so on. Follow the steps below and you will be ready to work with TravelWise in short time.

Company Settings

File Search  Order Invoice R s MasterEntry  Finance |

Queue Management  Cirl+Q
Import

Widget Editor

Open the menu called Company Settings JRP Reporting...

by navigating the top toolbar. Products...

TairReader Service Monitor
Lock PMRs up to date...

Search/Lock/Unlock PNR...

Remarks

General Data

User Management

Windows Settings

Company Settings
Personal Settings

Show Background Picture

In Company settings is where you adjust various settings and supply general information about your
company. There are many features and possibilities and you do not need to know about all of them, to set
up TravelWise for use. In the following pages we will go through the features that are important to take a
look at.



Company Settings - General

a7 Company Settings [F=8|E=R (==
General Products Finance I Seftings Department Brands Report Settings | Report Labels | History |
Comman Info Parent Company
1D: 5 MName: Demo ‘Locked [C] ID:
Ait: | |
Att Phone: | |
Phaone 1: | |
Phone 2. [ | This menu tap is for general information about your
Mobile: | | agency. It is pretty self explanatory and in the upper part
Fazc: [ of the menu, you should fill in your various phone
Email: [ numbers, fax and e-mail information. When you are
| done, click on the Save-button.
Note: The right side of the menu, Parent Company and History
is not anything you have to adjust.
In the lower part of the General settings menu, you
have to fill in your address and use the drop down
menus to pick the right choices.
Address
Street Address: Vesterbrogade 121, 7 .
DK-1620 Copenhagen V. When you are done, click the Save-button.
Denmark
Country: Denmark E G’ﬁ“‘ Copenhagen E
Postal Code: |1G2'D | m Postal City: |K£:benhavn v |

Test e-mail server |

Company Settings - Finance
In this Finance tab you have to add some of the default finance information. There are several options and
not all of them are relevant for you, but there is a few of them that you have to know about.



o= Company Settings

|
General | Products | Finance | Settings Dpescoant | Dronde | Dot Cotticne | Dopepiobal
Finance
Adjust the default Markup and Currency value of your
Default Markup: u u P y val you
products.
Cumency: DKK
Defautt MIS Remark Queue: Choose what your default Customer Payment Term is. See

below for information on how to create different payment

Defautt Customer Payment Term / terms.

cash

[«]

Automatic Credit Card P nt Type:
omate Syment 1ype Allow MultiCurrency Inveicing

/

Automatic |IBE Payment Type

[ [ [E]

Check this box if you allow invoicing in different
currencies. This will enable the feature to choose which
currency any given customer is to be invoiced in.

Create Terms of Payment

Tools

Queue Management Ctrl+Q i
To create different payment terms, other
Import 3
mpa than the default cash-type, you need to open
Widget Editor a new menu called Terms of Payment. Via
IRP Reporting... the main top-menu in TravelWise, navigate
to Tools - General Data — Finance — Terms of
Products...
Payment.
TairReader Service Monitor
Lock PMRs up to date...
Search/Lock/Unlock PNR... Remarks »
Remarks D Customers b l
General Data 4 Geographic Places 3 Currencies...
User Management Finance 3 Terms of Payment...
Windows Settings Flights > Payment Types...
Company Settings S N Diners Club Autopaid...




You will see the menu below. In this menu you can create all the different terms of payment that you want.

The only term that is already created as a default is Cash.

Fitter
4 Name | Description __ CurceniMosth—D=ys Fate | RequireCreditCardNo | IsDefauf
<

4 m |

| Cles
Result
4 Name | Description |CurrentMonth  Days  Rate  ReguireCreditCardNo | |sDefaul

cash 0 00000
- 8days inveice month + 8 days 8

To add a new payment term, simply click in the first empty
cell in an empty row, and start filling out the information.

Filter option: You can
choose to filter your
payment terms by typing
in letters or words. E.g. if
you would like to see all
the payment terms that
begin with the letter “C”,
click on a text box, type
“C” and push Enter on
your keyboard.

You do not need to fill out all the cells/check boxes, but at
least Name, Current (invoice) Month + Days (days until
payment). When you are done, click Save.

Now you should return to Company settings and continue setting up TravelWise for use.

Company Settings - Settings

The tab Settings has a lot of options but you only need to know about a few of them to set up TravelWise
for use. Below we will take you through those that you need to take a look at and maybe adjust.

There is 6 drop down menus with different adjustable settings, and again, it is not all of them that we will

go through in this guide.

| General | Products | Finance | Seffings | Department | Brands | FReportSettngs | Reportlabels | History |

Settings

10



Within the different drop down menus you can read a description of each item by clicking on
it. The description can be read in the lowest part of the menu.

| General | Products | Finadsg | Seffings | Department | Brands | ReportSefings | Reportlabels | History
Settings
4 Category

nveicing
VATIATATaxCode

> Imwaicing
4

Description

VATEnabled /

Checked -VAT is calculated automatically.
Unchecked - VAT is not calculated automatically.

BanklInfo
Open the drop down menu named Bankinfo by clicking on the + sign. You will then see a list of options.
There are some of them that you should know about.

Banklinfo

Property
EnzbleF EnableFIKCode: Check the box in
FIKBan unt this line, if you would like your

umESP FIK-code to be displayed in invoice

AccountMonBSP reports.
DinersClubFileldenfication
DinersClubDfficeSpecification FIKBankAccount: Here you can
AMEXSubmitterlD write your FIK-code by clicking on
AMEXMerchantNumber the empty cell
AMEXTravelOfficeCode

AMBEXTravel AgencyCode




CustomerSettings
If you open the drop down menu CustomerSettings you get these options.

Rineeshy e Here your default finance account

/ should be written.

CustomerDefaultFinancefccount 12345 If you check this box a notification

CustomerObligatoryEmail [ e-mail will be send to a customer
Customerddd\webllserOnCreation [l whenever he adds a payment.

i P 3
Eustorr‘.en—»ddl.:jlId'l"'...n'pfgentDnEreatlon [ See below on how to create the
Customerldentification notification e-mail.
SuggestRecNoForCustomerPayment [
CustomerPaymentMotifyCustomer
CustomerPaymentMotificationText E]

Create a notification e-mail

In the CustommerSettings
menu click on the button with
CustomerPaymentMatificationT ext [:].\ the three dots “...” next to the
text that is named
CustomerPaymentNotification

You will then see the following editing menu. Text.
o5 CustomerPaymentMotificationText In'the left is a text box, where
you can write your message. On
Insert Tag . .
the right you will see Tags. When
| s Yo W e
4 «Cumency: these tags are inserted in a text,
«CustomerMame: . . y
<HostCompanyName:> they will automatically be filled
<Orderhumbers: with the corresponding value in a
message. So if you use the tag
<Currency>, the value will be
your default currency when you
i send out you e-mail, e.g. EUR or
USD and so on. You insert a tag
Ok by double clicking on it.
" e 13 .II

12



Here is an example of how a text could look like.

-

ot CustomerPaymentMotificationText

S5
Ingert Tag

Dear <CustomerName:

This is a corfimation of your payment of
<Amount <Cumency:: regarding order nr.
<OrderMumbers.

Kind regards
|< HostComparyMame:

<Amourt =
Cumency::
«CustomerMame:
<HostComparyMName::
<OrderMumbers:

<]

N

payment of 765

Kind regards
Sunny Travel

Dear Peter Jensen

This is a confirmation of your

order nr. 123456.

EUR regarding

Mailing
The Mailing tab is where you set up a lot of the basic e-mail settings. We begin with the top part of the tab.

MailDefaultFrom
MailCustomerCopy
MailSupplierCopy
MailVoucherCopy
MailVoucherFrom
MaillnvoiceFrom
MailSupportTeam
MaillnvoiceBody

twsupport@tumlare. com

info@sunnytravels.com — |

info@sunnytravels.com

ifo@sunnytravels.com

PLEASE DO NOT REPLY TO THIS MAIL Q

a2l MaillnvoiceBody

Your default e-mail that you send from.

Write the e-mail addresses that you use
when you send vouchers and invoices.
They are often the same as you default e-
mail address.

The default invoice body mail text is
written here. Click on the icon with “...”
and a text window will open up and you
can write your text.

=

This is an automatically generated
that there is MO reply to any e-mail

F you need information or answert

FLEASE DO NOT REPLY TO THIS MAIL

Sunny Travels in London at this number +44 12345 678 510
T ———

e-mail message which means
you sent.

o an guestion please contact

13




Let move further down the Mailing settings. Write the name of the mail server that
you use for sending e-mails here.

MailBSP Write the e-mail address that you use
Mail Serverfddress smip.plusrate.uk — when you send Customer account
MailAccounts From info@sunnytravels.com / reports and Payment notifications. It
MailAccountsCopy is often the same as you default e-mail
SendReportsCopyToTheUser (] address.

SendReports Copy ToEmail InvoiceF rom [l

InvoiceShowMailForm The default invoice e-mail subject text
InvoiceEmail SubjectTemplate Invoice for your travel arrangements tE]"—— is written here. Click on the icon with

“w

and a text window will open up
and you can write your text and use
tags, just like when you created the

: — notification e-mail earlier.
ol InvoiceEmailSubjectTemplate

See “Creating a notification mail” for

Insert Tag q q q
more information on this.
Invoice for your travel amangements to <Destination:, <DepDateV m
4 <Destination:
zDocMame>
<DocMos
<FirstMame=
. <l astMame =
Invoice for your travel <PaxTiles
arrangements to Barcelona, Spain, :E?ﬂﬁ;;
T 10" of March 2012.
Company Settings - Department
| General I Products | Finance | Settings | Department Brands Report Settings Report Labels History
A Name Company Name Fhone Fan Email oucher Printer
Lzhus Agent One 27322266 2873004 47 mail @billetkontoret dk "aar-print\HotelVoucherF
Copenhagen Agent One 36903000 33327368 mail@billetkontoret.dk  Viomada\HotelVoucherPri
* L
In this menu you have to fill in all the departments of your agency. If you This is the name of the
only have one, then you just write that one. network printer, which you
When you are done, click the Save-button at the bottom of the window. use to print vouchers.

Note: Your default system printer
is used for invoices, confirmations,
itineraries and other reports.

14



Company Settings - Brands

The tab Brands leads to a menu where you can set up logos and company information that you can use in
the various reports and invoices. You can set up different brands to suit your needs and switch between

them as you please.

Creating a new brand

To create a new brand for use in reports and invoices, click on the Brands tab and open up the Brands-
menu. Click the New Brand button in the upper left corner of the menu.

o5 Company Settings

a5 Company Settings

General Products Finance Se

You will then see

General Products Finance S

Main Brand that a New Brand is Main Brand
Demo 1 [=] created. Demo 1 [=]
Brands Brands
Demo 1 |E| MNew Brand |E|
Show locked Show locked
Mew Brand

= o === w= o New Brand

Main Brand is the brand that will be used per default in your
reports and invoices. In this case it is the one called Demo 1.

Brands: This is the list of brands that you have. The one that is
chosen is the one that you are about to edit.

Main Brand
Demo 1 |Z|
Brands /
Mew Brand |E|
Show locked
New Brand
Logo

Change Logo

Logo: You can have a logo shown on your reports and invoices, if
you so choose. Click on the Change Logo button and then find
and direct windows to your chosen logo. You will then
immediately see the logo that will be displayed on your
reports/invoices.

Note: The logo-file should be in the GIF file format and in a resolution
size of 190x60, for the best result.

\ LUgu:u

. ot
BilletKontoret

Change Logo

15




To give your brand a name, do the following:

Main Brand Settings

New Brand E 4 | Property Walue

Brands

New Brand E CustdccRepHeaderl Customer Accounts report header 1
Customer Accounts report

Show locked [ CusticcRepHeader2 header 7 po
New Brand | CustAccRepHeader Customer Accounts report header

Cust Accounts rt

Logo CusticcRepHeaderd hq::d‘;?fr unis repo

FinanceRepFooterl Finance report footer 1

1 .
BllletKoNtoret | anmesesroses Firancs repor

TOURQPERATOR & TOMS A

| Change Logo

In the text list to the right of the

New Brand-button, find the line with
the value Name. To the right you will
see the current name of your Brand, Locked

i.e. New Brand. Double-click that
name and simply type the Brand
name you wish to use.

FinanceRepFooter3 Finance report footer 3
| InvoiceRepHeader Invoice report header 1
. Invoice report
InvoiceRepHeader2 header 2
ImvoiceRepHeader3 Imvaice report header 3

Invoice repart

voiceRepHeaderd header 4

Mame MNew Brand

Remember to click the Save button at the bottom of the
menu, when you are done, to save the changes.

Save | | Close

16



are editable and whatever text you write here will be shown on the actual reports and invoices.

To the right of the drop down boxes you can see a list of text-Settings that you can edit. These text-settings

Settings

4 |Property Value
CustdccRepHeader Customer Accounts report header 1
CustAccRepHeader2 Eg:éi??r Accounts report
CusticcRepHeaderd Customer Accounts report header 3
CustAccRepHeaderd Customer Accounts report

header 4

FinanceRepFooterl Finance report footer 1
) Finance report
FinanceRepFooter? fanter 2

FinanceRepFooter3 Finance report footer 3

InvoiceRepHeader Imvoice report header 1
; Imvoice report
InvoiceRepHeader? header 2
InvoiceRepHeader3 Invoice report header 3
InvoiceRepHeaderd Invoice report

header 4

Let us see how it works and how you can edit the outcome.

Below is an example of an invoice. Let us zoom in on the top right part of it.

) Dt
Billetkontoret

InvaiceRepHeaderl
InvaiceRapHeadard

This is the logo that you have
chosen to be shown.

CENTRUMSPORTSREJSER

Hyve 4, 3

i Ll
1851 Frederiksherg C TnvoiceRepHeaderd

S \

DELTREERE: 4

HANSEN FER.BIARNE MR

FAKTURA NR: 205886 . ‘
) naTO: EIOE | wnzs MEBRBEIDER DEST/AIRLINE: | AFREISE
=7000 12-10-1998 1afy 5 27-18-1998 *
REISERUREAL R [REFERENCE: | BOCRINGINFD: | BETALINGSEETINGELSE: | SETALES GENEST
54130500 Detault 13101999
TOURDO ERATOR & CONSQOLIDATOR
1| Piybitles: faETH 1 545000 10% 545,00 424100
Billstrusnirar: E755500674
1| Tax wace| o 10,50 209,00
1 | Tilmg for ansesrarisike wes| o 0,00 10,0

InvoiceRepHeaderl

/ InvoiceRepHeader2

1 Sikkerhy

1 se0) o 0,00 5,00

Biwekorturet cpiramtiar pam agut for de § rameorten
selagends wifartzorkkaber, g oet er sene deze, dar
bt armvaret fe franapcrdars borrbe geanrorede,

Do you see these 4 lines here with the text
InvoiceRepHeaderl, 2, 3 and 4?

These texts are exactly the same as the ones
you can find in the text-Settings in the right
side of the Brands-menu. See below.

InvoiceRepHeader3
InvoiceRepHeader4

17



Settings

Walue

4 | Property

Billetkontoret

TOUROPERATOR & CC

InvoiceRepHeader Imvoice report header 1
T

»

InvoiceRepHeaderl
InvoiceRepHeader?2

- Invoice report
InvoiceRepHeader2 header 7

InvoiceRepHeader3 Imvoice report header 3

Invoice report
header 4

ImvoiceRe

InvoiceRepHeader3
InvoiceRepHeader4

So what happens if we change these text fields? Let us take a look.

To change the text fields, simply
double click the Value that you would
like to edit. Then write whatever
information that you want.

. Nl
BllletkKontoret

[OUROPERATOR & CONSOLIDATOR

/
-]

Yesterbrogade 121, 7. sal

1620 Kabenhavn W
Denmark

Vesterbrogade 121, 7. sal
1620 Kebenhavn V

Denmark

Tel: 36 90 30 00

Fax: 33 32 73 68

InvoiceRepHeader1

InvoiceRepHeaders

InvoiceRepHeader3 Grannegade V7B, 2. 53l

8000 Arhus C
Denmark

Grennegade 77B, 2. sal
8000 Arhus C
Denmark

Tel: 87 32 22 66
Fax: 87 30 04 47

InvoiceRepHead

As you can see, the text fields get updated with the information that we provided. To see examples of how
the text fields are displayed on the various reports and invoices, see Appendix A.

18



Company Settings - Report Settings/Labels

The menu tabs, Report settings and Report Labels, basically is a way for you to alter and change the
different types of reports in TravelWise, to best suit your needs. The term, report types, covers a wide
variety of documents like Invoices, Itineraries, Travel Documents, E-tickets, Vouchers and so on. All of
these can be changed, regarding how they look, language and which information is displayed.

Since this feature, in TravelWise is quite extensive and to some extent and advanced subject, it will not be
covered in this Getting started guide. But if you would like to change your reports, either contact
Billetkontoret or read the included Appendix B at the end of this guide.

Suppliers, services and contracts
Now that you have installed TravelWise and set up your company information, it is time to add 3 essential
components before using TravelWise as intended. That is suppliers, contracts and services.

Step 1: Add a supplier
Before any other component and information is added, you need to create a supplier of the services that
your company offers.

Via the top bar in TW navigate to Master Entry — New Supplier "

Mew Contract...

and you will open a new window that lets you create a new
supplier. Let us begin with filling in some information in

the left side of the supplier window. . _
&% MNew Supplier...

There is of course, the self explained information you have to &b | New Customer...

fill in like Name, Country, City and Contact person.

S;Z:er i A | Reloeddda |, o | Of all the other text boxes and features,
Name | || there are certain once that are either
Code [ | AwCode [ | SupplieriD}2 Cortactpeson ||| mandatory or might be of use to you.
Airing E

[C] Locked [C] HaH enable Pricrity | Normal Code: Make a short code that refers to
Country [=] the supplier, like SUHTL (short for Sunny
City Hotels).
Address

Priority: If you want to indicate that this

Locked: If this is checked, this supplier will
not appear as part of a search for e.g. a
hotel. The supplier is not deleted from the
database, just excluded.

Cancellation conditions

supplier is to be treated as top priority
you can choose to do so here.

Cancellation conditions: In this text box
you should give the suppliers
cancellation conditions for the service
they provide.

19




Moving on to the right side of the window you will see the following menu. Most of the information is self
explained, but there are some that you should be aware of.

History
Created
Modffied
Contacts
Phone 1
Phone 2
Maobile
Fax

At

Att. phone
E-mail
Acc. e-mail
Web site

Payment term

Cumencies

User Date

| ||| T

4 Country
*

/furrenc’-_. Default
|

\ History will show you, which

user has edited the supplier
data recently.

Various contact information,
/ including which Payment
terms the supplier needs.

Currencies: Here you can
/ indicate which currencies
the supplier deals in. By
double clicking the blank
line you get the option to
choose a country and
currency. You can add as
many currencies as you
wish.

Related data tab
The next thing you need to take a look at and maybe adjust is the related data of the supplier. In the top of
the supplier-window, click and choose the tab named Related data.

- Supplier: {New}

-

Supplier | Attributes

Felated data I Info |'

In this menu you can define which kind of services the supplier offers. The defined services will then be
available for later use when you create products such as a hotel. (see Add a Hotel )

Per default there are some services defined. These all relate to hotel rooms and different types of pensions.

All these you can choose to use, delete or even add some new ones.
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Supplier LAtributes Related data | Info
Room classes
4 Code MName Default HZH code General Room Class
<+ -
4
| Code Iame Default H2H code | (General Room Class
STD Standard [l STD
SUP Superior = SUP
DLx Deluxe [} DLX
JRS Junior s.mw
SUl Suite (] sul
EXE Executive [} EXE
1ER 1 bedroom [ 1BR
Cv City View (=] CIv
ocv Ocean View ocv
AFT Apartment [l AFT
* o~ [
——
Pensions
A Code Iame
FB Full board included
M Mo Breakfast included
Al Al inclusive
EF Breakfast included
C Caontinental Breakfast included
HE Half board included
*
Info tab

Filter option: You can
choose to filter your
services by typing in letters
or words. E.g. if you would
like to see all the services
that begin with the letter
“D”, click on a text box, type
“D” and push Enter on your
keyboard.

To delete a service simply
click once on it and press
the Delete button on your
keyboard.

To edit the details of a
service, double click on the
information of the service
that you would like edit and
make the change.

To add a service, click on
the empty line next to the *
and simply start filling out
the information.

The info tab is for all the other information that you might need to register regarding this supplier. Simply

click on the tab, click in the empty text area and start writing.

- Supplier: {New}

Supplier | Attributes I Related data Info

The supplier needs corfimmation via fax or phone, not e-mail.

Also, be aware that f a baby bed is needed, it has to be reserved
at least 3 days before amival |

You are now done with creating a supplier. Click the Save button at the bottom of the supplier-window and

you a

re done.

Note: It is actually possible to let a hotel be a supplier and in this case you do not need to create a supplier first. See the

chapter “Connect hotel, supplier and contract” on how to that.
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Step 2: Add a contract
The next step is to create a contract.

Mew Contract _gl Contracts

In the new window that opens up, you will now be able to type the various information that is needed to

From within the supplier-
window, in the bottom
left, click New Contract

Note: If you already have
created a contract or more,
you can click Contracts to
get an overview of them.

create a new suppliers contract. Let us begin with the left side of the window.

o=l Contract: Sunny Hotels LON

Contract

Contract
i S Hotel -
Supplier unny Hotels o =]
Cumency  |British Pounds |Z|
Title Sunmy Hotels LOM -
Mate

Cu:und'rtiﬂgs/

[7] Sellin supplier's cumency

Ficed exchange rate

The supplier and currency is
already chosen for you, so no
need to change anything.

Note: If the supplier has more
than one currency, you will
have to choose which one to
use in this contract.

Write the Title of the contract.

Here you can write any notes
you might have for this
contract.

If the supplier requires to be
paid in their currency, check
this box.

If the supplier requires a fixed
exchange rate, write the rate
here.
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Moving on to the right side of the contract window you will find additional options. Here you can choose

which services the contract is regarding.

By checking the checkbox you
enable the service.

Contract Rates Enable: If you
uncheck this box, the service
will not come up as part of a
search. The service will not be
deleted, just disabled.

Markup: Here you can choose
which Markup you would like
to apply to the service.

Net discount: If the supplier
gives a special discount on the
services of this contract, this is
where you apply it.

The area History shows
who has modified the
contract recently.

Hotel Cortract
Service enable |7|<Cnnt|a|:1 Rates Enable
Markup X
Met discourt X
Transfer Cortract
[C] Service enable Contract RatesNgnable \
I@I :‘:
@ % X
@ % X
Sighseeing Contract
[7] Service enable Contract Rates Enable
'L:.'l' N
|§:| :{
@ x
/
Histary /
|ser Date
Created admin 10022012
Modified

When you are done, first click the Save-button and then Close, at the bottom of the Contract window.

A

@ om |0 s [ e ][ o |

Step 3: Add a Hotel
Now it is time to create Hotel to link to your
supplier and contract.

In the top bar in the main TW-window, navigate
to Master Entry — New Hotel.

LT e oo

Mew Contract...

Mew Supplier...

Mew Customer...

v

Mew Hotel...

Mew Transfer..,

5 Lo &6

Mew Sightseesing...
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The (New) Hotel menu will open up. You will see that there are many options and tabs. This guide will take
you thru the most important steps to create a hotel and how to link it to a supplier and contract.

Let us begin with the upper left part of the window. As you can see, most of the information you have to
supply is self explained. Some of the information needs to be explained though.

Hotel | MNotes | Facilities

Description I LocationM

General information

Name [Sunry Hote! Barcelona
Code IsHE 4 |
Country Spain |E| City Barcel |Z|
Post Code Pastw Barcelona |
Sunny Hotel Barcelona -
Address Cristabal de Moura 123
02015 Barcelona, By a -
K
Product HTL |z|
Priority Momal |Z| ] Tour ¢—ftocked
Contacts Cther
Phone 1 [ b [-34555 123 456 Moble [B][ ] Cwarea
Gracia E
Phone2 [b][ ] Fx
Intemal classificajon
E-mail |5hb@sunn}hoiels.cnm | — E
Web site |www.5unrr)¢10tels.com;’Barcelona | Total rooms
Contact |Nejandro Rosado |

[ First night rate applicabe

Code: This is a code that you have to
create for internal use. Preferably
something that is easily recognizable.

Product: Even though this is a Hotel
we are creating in this example, you
can actually create this as a different
kind of services, e.g. a trekking tour or
sightseeing. This information will be
showed in any invoice that you create
based on this product.

Tour: If you check this box, this
service will be defined as a package.
That is a product consisting of
multiple services, e.g. a tour or
sightseeing included in the service of
the hotel.

Note: If this is chosen, the price shown for

this hotel will be the complete price for the
package per person.

City area: Here you can choose which
city area/district the Hotel (or service)
is located in.
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Now we move on to the right side of the menu.

Historny

User Date .
The area History shows

who has modified this
hotel recently.

Created
Modified

Room types: Here you can
choose which Room types
are available in this hotel.

Locations: Here you can
choose on which location the
hotel is located.

Harbour

Connect hotel, supplier and contract

Further down in the window you will find the area named Related suppliers. This is where you connect the
supplier that you previously created to the hotel. In other words, it is now time to come full circle and
connect the hotel to the supplier and the contract.

Related suppliers
J Supplier H2H code | Sp.Offer code

Click the Add-button and a new

window will open up.

Now you have to search for the supplier that you would like to connect to the hotel.
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Code: | | Name: |Sunmy | ID: | | Include Locked Show All

Search Results (Total found: 1)

4 ID | Code |AccountingCode| |  Phone | Address | Post Code |

123 45678 Sunny Hotels London

Type the name of the supplier that you
would like to search for. The result will be
shown below.

Note: you can also choose to find the supplier by
using the Code that you created earlier or by
Related suppliers using the automatically created ID-number.

4 Supplier | Hotel cl
Sunmy Hotels <«——| Double click on the supplier and it will be
.................................................................. added and linked to the previously chosen
hotel.

Note: you can add additional suppliers if needed.

Alternative

As an alternative to adding a supplier to the hotel, you can define the hotel itself as being the
supplier. This is done by clicking the Save As Supplier-button at the button of the hotel-
window.

(W soesmsmio ][5 0w |[3 ter |l Sve |[ G

Then you just adjust and add the relevant information, just like you would with a normal
supplier.

You have now connected the supplier to the hotel. You now need to attach a contract, which usually is the

contract of the added supplier.
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Click on the supplier and then click on the
New Contract-button.

Felated suppliers
| Supplier Hotel clazs
Cancellation Condtions

New Contract | |_,g] Contracts | | Bates |

—

Sunny Hotels supplier already has a contract in the Hotel's cour

("Auto contract, EUR').

You will see the following information,

telling you that the supplier chosen already

has a contract and asks if you would like to
use it.

Answer Yes

Would you like to use it?

| Ve _][ No ][ o

Now the contract is connected to the hotel and the next step is to define the hotel rates. That is why the

next window you see is the Rates-window.
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Hotel Rates

=

Hotel

|S|.|nny Hotel Barcelona E| | Add | | Remove | | Open contract || Open Hotel
Contract rates enable
Enable for booking
Rate modes Rate presentation modes Contract info History U o
() Met rate @) Perroom Supplier's curency:  (EUR) Euro Croated ser ate
@ Supplier rate () Perperson Markup: 20,00 %
Net d it 0,00 % "

Show child conditions seau Modified
Show TWIN conditions Room Class:
Hotel:5UNNY HOTEL BARCELONA. Barcelona, Spain

Iet rate Sell rate (DI
4 From l‘ To ‘cnass Pemim‘ veek . e I T T T o O e

Rate details Sell rates

Markop: @®@% Ox Ell From To [Bereel § | #%  KIF | FHE | FRAR FHEE
Netdscount: | |@ % Ox 28022012 31.12.2019

Mote:

There are many settings available to you here so let us begin at the top.

Enable/disable this
hotel for booking.

Should the rates be
shown as a Net Rate

or the Supplier rate? Cortract rates enable

Enablz for booking

Would you like to see the rates per
room or per person? Choose here.

Contract info: Here you can see the
default Currency, Markup and Net
discount that the supplier has in the

contract that you previously created.

If you would like to Fate modes Rate presentation mo Corrt@d info

A Net rate i@ Perroom Supplier's cumency:  (EUR) Euro
use and see the child @ Supplierrate ) Per person Markup: 20,00 %
rates or the rates for Met discount: 0,00 %

Show child conditions

TWIN-rooms, choose B
Show TWIMN conditions Room Class:

so here.
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Filling out the rates

Moving further down the Rates window we find the place where you have to type in the rates for the
various hotel rooms that are available and in which periods the rates apply.

Here you type in the period of this rate.

Tip: You can just type in the dates without the dots
and only using the day and month and then push
the TAB-button. Then TW will fill in the rest. So, a
date that is 01.04.2012 you can type in like this
“0104” and then push the TAB-button on your
keyboard.

Hotel:SUf&( HOTEL BARCELOMNA. Barcelona, Spain

Type in what the

suppliers Net Rate
is for this room for
1, 2, 3 or 4 people.

“ From & To Class |Pension Week + = .Net rate ElEfel ams=
01.042012° 29.062012 STD  BF 1234567 &7 33,00
0062012 31082012 STD 4 BF 1234567 7 37,00
* ! A
! \
Choose Class and Pension T o
type. By double clicking you Using the numeric keys (_)n yof"
. keyboard, you can type in which
get a drop down list you can
days of the week, the room of this
choose from.
type is available.
Class Pension nfeek K
EE BF 1234567
STD | -
SUP Superior
DLX Deluxe =
JRS Junior Suite
SUl Suite
EXE Executive
1BR 1 bedroom hd
Tip:
If you have a rate that only covers some days of
the week you would probably like to create a rate
From 4 To Class | Pension Veek for the same room but with the remaining days.
01042012 29.062012 STD BF To do this quickly you need to
30.06.2012 31.08.20 34567 1. Click the first cell below the last rate you made.
” J0.06.20127 31082012 |STD | BF 12 2. Press the TAB-key several times on your

keyboard and watch as TW automatically fills out
the cells with the correct information.
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If you check the box named Show TWIN conditions, the option to type in TWIN rates will be made available
to you.

Show TWIN conditions Room Class: Standard

Hotel: SUMMNY HOTEL BARCELOMA. Barcelona, Spain

V Metrate
i
7.00 33,00 38,00

From l To Class Pension ek

01.042012 23062012 5TOD EF 1234567
30062012 3082012 5TD BF 12348867

Child rates
If you need to put in child rates, you first have to check the
check box called Show child conditions. The option to type in child rates will then be made available to you

in the rates overview.

Rate modes Rate presentation modes
1 Net rate 1 Per room
@ Supplier rate @ Per person

Show child conditions

Net rate ... Child 1 Child 2
T T arr | waAm  Lge | Bed | Metrste Pension| Pensionnetrate Age Bed | Metrate Pension Pension netrate
67.00 33.00 30 300 12 30.00 3.00
7550 37,00 1 [0 00 12 35,00 3,00
O [ [

You simply type in the information needed and check the relevant check boxes.

Override default rates
There are different ways to override the default hotel rates. This could be because you temporarily want to

raise or lower the Markup or you want to sell at a special discount rate for a limited time only.

The first possibility to set a fixed price, you will find right next to your “normal” hotel rates.

Sell rate (DKK) Sell rate: Here you can type in

Net rate
x i T TR — i +##% | the rate that you would like to
%F'DD 33.00 5 E2) set. This price will override any

other rates that you have
defined, but only for this service.
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The second option you have is to override the default Markup and/or Net discount.

Hotel: SUNNY HOTEL BARCELOMNA. Barcelona, Spain

From l To Class |Pension nleek

] 2 238062012 5TD EF 123456
ED.DE.ED'IEXE'I.DE.ED'IE 5TD EF 123456

*

Met rate ..

T i T
7 67,00 33.00
7 7550 37.00

|

Choose which rate you wish to override by
clicking in a cell on the relevant line.

At the bottom left of the Rates window, you will
find an area called rate details.

Rate details: In the text boxes here, you can /

type the Markup and/or Net discount that you
wish to set for the chosen rate.

Promotions

Rate details
Markup: @ % ©x
Net discW I

oy o
e U)X

If the hotel has special promotions, e.g. stay 6 nights get 1 day free, you can click on the Promotions button
to type in the information in the new window that opens up.

Rate details

Markup: @ %t @ x _ Click here to open up the
Netdiscourt: [ |@ % ©x Promotions 4 Promotions window.
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.
o= Rates Promotions

From 01-04-2012
Promotion Conditions

To 2906-2012

3. Type in if the pensions are still to be paid for,
even though the nights are free. This has to be
set for both grownups and children separately.

4 MultiplePeriods | MaxFreehights | PensionNetRate - PensionSellRate | PensionNetChiRate | PensionSellChiRate |

Free Mights Conditions

4 Stay Mights | Free Nights |

1. Start by typing how many nights you get for
free if you stay a fixed amount of nights. E.g.
out of the 6 nights, 1 of them is for free.

2. Is the offer allowed to be repeated multiple times?
Here the offer can be repeated 3 times, so if you stay 18
nights, you get 3 nights free of charge.

3.00

Remember that the promotion only applies to the chosen periods and will automatically be added when
the rooms are booked, if the requirements are met for the offer.

Notes and warnings

In the lower left part of the Rates window you have the option to include a note and/or a warning about

the chosen rate period.

Hotel:SUNNY HOTEL BARCELOMNA. Barcelona, Spain

et rate ..

| WEE

Mote:

4 com I To Class Pension  \Week . —
T mr
01.042012 :29.062012 STD  BF 1234567 67,00 33,00
BF 1234567 7550 37.00

Firstly choose a rate period or type by
clicking on it. Then you write the desired
warning or note in the text boxes below.

g

Waming:

The hotel does not give &
acces to the outdoor pool

uritil 1st of june. -
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Sell rate

The next thing you need to know about, in the Rates window, is the final sell rate. If you look in the lower
right part of the window you will see a box named Sell rate. This shows you the final sell rate of the chosen
rate period, including all the different Markups, Net discounts, Promotions and so on.

Hotel: SUNNY HOTEL BARCELOMNA. Barcelona, Spain

From l To Cla== |Pension ieek = e et r.at.e...
| 53 r 50,01
129062012 STD BF 1234567 6700 3300
30062012 31.02: O EF 1714RET 75 R0 37 00
* Firstly choose a rate period or type by i
clicking on it. Then the Sell rates will be
adjusted accordingly.
Sell rates
From Ta Ex. rate T i I T TN Thee
01.042012 29062012 7750000 Ly 29 29 23

When you are done with applying all the hotel rates, push the Apply button at the bottom right of the rates
window, then the Close button and go back to your hotel window again.

Apply Cancel Close(Esc)

Hotels - continued
There is still some information that you have to add and things that you have to adjust, before TravelWise
is ready for use. Therefore, open up your hotel that you created earlier, again.

Facilities

Now you have to define which facilities the hotel offers. This can be facilities like an outdoor pool, laundry
and so on. First you have to create the facilities. You do that on a global level in TravelWise. This is so that
you create the facilities once and then you can use them in any hotel.
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Navigate to Tools - General Data — Hotels — Hotel Facilities via the main top bar.

Window Help Test
Queue Management  Cirl+Q
Import

Widget Editor

JRP Reporting...

Products...

TairReader Service Monitor
Lock PNRs up to date...
Search/Lock/Unlock PNR...
Remarks

General Data

User Management

Windows Settings

Remarks
Customers
Geographic Places
Finance

Flights

Hotels

Mizc. Services...

Confirmation Source...

You will see the following window:

Hotel Classes...
Hotel Facilities...

Room Facilities...

OTP  Outdoor pocl
H

Simply click on a cell in an empty line and start
typing in the facilities that you wish to make
available for all your hotels in TravelWise.

Code: This is a code that you have to create for
internal use. Preferably something that is easily
recognizable.

You can create as many facilities as you like.

When you are done, click the Save-button.

oz

Fitter

4 Code  Mame |ls common | Created | Created
4

Result

4 Code  “Tlame \Iscommon | Created  Created|
AU Laundry |
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Now you go back to your hotel window. In the top bar of the hotel window click on the tab named

Facilities.
Here you will see all the facilities that you
Facilit ipti Locati mages ;
_ scies l Deseription l o l ! | have created earlier, under the General
Hotel facilities Rooms facilties
4 Edst | Name | Code | [A Bt Hotel Facilities window.
Fitness Center GYM
Laundry LAl Check the Exist box to the left of the name
Qutdoor pool S o1 . .
of the facility that you wish to add to this
Restaurant RST

=

Sauna

Show all facilties

hotel. You can add as many facilities as you
like.

When you are done, click the Save-button.

Show all facilities

N

‘NewCuntlactH_ﬂCm’gacmH

[ seerswie |[E @ |0 b | e |

Close

Description

The next tab you should look at in the Hotel-window is the one named Description. As with the Facilities
you have to define the type of description that you like to have, on a global level. Therefore you first have
to navigate to Tools — General Data — Description Types, via the main top bar.

Help

Test

Queue Management  Ctrl+(Q)
Import

Widget Editor

JRP Reporting...

Products...

TairReader Service Monitor
Lock PMNRs up to date...
Search/Lock/Unlock PNR...
Remarks

General Data

User Management
Windows Settings
Company Settings

Personal Settings

Remarks 3

Customers b
Geographic Places »
Finance »
Flights »
Hotels »

Misc. Services...
Confirmation Source...
Service Duration...

Service Meals...
Languages...

Extended Info Destination...

| Description Types..,

Product Category...
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Fitter

4 Name (Created | CreatedBy | Modified | ModifiedBy In the window that opens up you
simply click on an empty cell and
write the name of the kind of

You can add as many as you

Result
4 Hame Created _CrestedBy | Modified | ModifiedBy want. When you are done, click
Description 4 the Save-button.

description you would like to use.

|| Close (Ese)

H

Now go back to your Hotel window and click on the Description tab in the top.

| Hotel | Notes | Facilities Description | Location | Images |

Description type

Here you have to add the kind of
description that you need. Click
on the New-button and you will
get the option to choose from the
previously created description
types. Choose type, language and
a header. Then click Ok.

Type | Description

Language | English

Header Description of the hotel |
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You can add as many as you like. E.g. you could add a description in different languages.

g = o ) |
| Hotel | Notes | Facilities Description | Location | Images
4  Llonguage | Description type | Header |
| | English Description Description of the hotel.
- Danish Beskrivelse Beskrivelse af hotellet

To fill in the description text,
simply choose one of the added
descriptions, click the empty text

area below and start typing.

Description text
This hotel is an elegant, homely hotel, recenthy refurbished, which iz only 10 minutes wa?ﬁ:m the historic centre and shopping area of the city. s

Situated at the top of a hill, the hotel sits peacefully overdooking the views of the Vallés Oriental and is only 10 minutes’ walk from the historic centre and
shopping area of the city of Granollers.

Strategically located between 5 points of great tourist and commercial interest: at 5 km distance from the Formula 1 Circuit de Catalunya, 5 km from the "La Roca
Village" Shopping Outlet, 20 km from the cosmopalitan city of Barcelona, 15 km from the beaches of the Maresme and 18 km from the Montseny Mature Park.

It is decorsted according to the latest trends by the Denys&\on Arend interior design studio, with wam colours and homely fumiture. Because for us the
impartant thing is our customers’ comfort |

oncowoa| [ Copren [ o | [ Soeiesue |G oo |[3 ber |l e ][ O |

Location
Let us move on to the next tab, Location. Here you can type in the Latitude and Longitude of the hotel, if
you know it. TW will then show you a satellite view of the location.

Type in Latitude and Longitude and click Search

/ |
| Hotel | Motes | Faciliies /| Description | Locatih | Images |
¥
Lattude 414126399904 Longtude | Search || Clear |
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TW will find the location and make the map available to you.

| Hotel | MNotes | Faciliies | Description | Location | Images |
lattude [FIATZE09908 | Longtde (20054673 | | Semeh || Clewr |
Map

findustrial al)
/ Sbt

Images

In this tab you have the possibility to upload images of the hotel, the surroundings or any other thing you
would like.

| Hotel | MNotes | Faciliies Description | Location | Images
Gallery
E| Picture MName Size Description

Click New to add an image.
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You will see the following window.

u! Gallery Edit

Info

Name ||

Description

Thumbnail Image

Web Image

Click on the little button with ”...” on it.

Navigate the files in your computer and
find the image that you would like to add.
Click Open.

You will then see the image in a large and
small version.

oK | | Gancel{Exc)
|
Info
Name {Hote! front
Description  |The hotel seen from the front at evening time | -

e Folel-Majestic
N D ™M

Give the image a Name
and a Description and
then click Ok.
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You will then see a list of all the images that you have added.

| Hotel | Motes iifies | Description | Location | Images |
Gallery
B Pictue | Name A Size | Description

=

N Hotel front 37 kb The hotel seen from the front at evening time.

16 kb A view from one of the rooms.

24 kb A picture of the balcony.

X ook |3 ew [ E

Click the Save-button at the bottom of the window.

& gm0 J(Q dew [ e || o= ]}

Transfers
Often your customers will need to have a transfer arranged, e.g. a transport from an airport to a hotel.

This is in TravelWise done via the
top menu bar Master Entry — New Transfer:

Mew Contract...

Mew Supplier...

Mew Customer...

Mew Hotel...

l

pEROeSe i

Mew Transfer...

Mew Sightseeing...
Exchange Rate...

Cnline Supplier MarkUps...

Edit JRP Rates...
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You will then see the New Transfer window. Of all the other text boxes and features, there are certain once
that are either mandatory or might be of use to you. Let us begin with the top part of the menu.

Name (title) of this
transfer.

Code: Make a short
code that refers to this
transfer.

Choose Country and
City.

Two way: Can this
transfer voucher be
used two way, i.e. from
airport to the hotel and
back again? Then check
this box.

» Code

Transfer: {New}
Transfer | Motes I Description |
General information /
Name  |Barcelonafrom APT -HTL- APT /|
[BCNAPTHTL | Priorty | Nomnal g (=]
Country ~ |2Pain |Z| Locked /
Trom Barcelona |E| Product TRF] E|

City to |Z|
1]

Duration V| Two way

=

Let us move further down to the lower part of the New Transfer menu.

Book independent

Priority: You can indicate
that this supplier is to be
treated as top priority.

Locked: If this is checked,
this supplier will not appear
as part of a search for e.g. a
hotel. The supplier is not
deleted from the database,
just excluded.

Book Independent: Is it
possible to book this transfer
without booking other
services from this supplier?
Then check this box.

Here you can type the text that will be written on
the Arrival and Departure vouchers.

Amival voucher

Departure voucher

From Barcelona aimport to Sunmy Hotel with quide  |From Sunnmy Hotel to Barcelona airport with guide - Here you Add or
i Delete the supplier
Related suppliers of this transfer.
F Supplier Transfer cc
Sunny Hotels fdd If you have specific
; = r Delete Cancellation
Cancellation Conditions / Conditions you can
/ » type them here.
MNew Contract _gl Contracts Bates [ Open ] New = Save Close

There is one more thing you need to do, before the Transfer is ready for use. You have to
type in the Rates of this transfer. Click the Rates-button and open up the Rates-menu.
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Transfer Rates

T |

Transfer

| Header APT -HTL [7]| i || Remove | | Opencontract || Open Transfer

Contract rates enable
Enable for booking

Rate modes PRV rate presentation mode Contract info Histary

) Net rte @ Percar Suppler’s curency: - (EUR) Euro Child discourt: 0,00 % Costed 53 User
) Maricup 20,00 %

© Supplierrate () Perperson Net discourt: 0,00% WModfied

Transfer HEADER APT - HTL. Madrid, Spain

21-08-2012

4 From Il To  [Vehicle] Start |EndTime| Min paxes Max paxes \esk | Supplier net rate Custom sell rate
| |o1102012 31102012 SIC 0000 00:00 1 1 1234567 150
| | 01102012 31102012 SIC 0000 00:00 2 9 1234567 75
| |01.102012 21102012 PRV 0000 00:00 1 1 1234567 250
| |01102012 31102012 PRV 000D 00:00 2 2 1234567 350
| | 01102012 31102012 PRV 0000 0000 3 3 1234567 350
| | 01102012 31102012 PRV 0000  00:00 4 4 1234587 350
30112012 SIC 1 S 1234567 80

Rate details
Markup @ % Ox
Netdiscourt: | |@ % O«
Child discount l:l @ % Ox
Mote: Waming:

- -

Sell rates
From To | Ex. rate Sell rate
01102012 31102012 7,750000

- -

There are many settings available to you here so let us begin at the top.

Enable/disable

Contract rates enable
this transfer for

Enable for booking

booking. Rate modes PRV rate presertat] Cortract info

©) Net rate @ Percar Suppliers cumency:
Should the rates [~ . Markup:
be shown as a @ Supplierrate () Perperson Met discount:

Net Rate or the
Supplier rate?

Filling out the rates

{EUR} Euro
20,00 %
0.00 %

Would you like to see the
rates Per car or Per
person? Choose here.

Contract info: Here you
can see the default
Currency, Markup and
Net discount that the
supplier has in the
contract that you have
previously created.

Moving further down the Rates window we find the place where you have to type in the rates for the

various parts of the transfer that are available and in which periods the rates apply.
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Here you type in the period of this rate.

Tip: You can just type in the dates without the dots
and only using the day and month and then push
the TAB-button. Then TW will fill in the rest. So, a
date that is 01.10.2012 you can type in like this
“0110” and then push the TAB-button on your

keyboard.

TransfertHEADER APT - HTL. Madrnid, 5

Click here and choose which Vehicle type the rate is concerning.
PRV: A private vehicle, only for pax that are a part of the same

traveling party.

SIC: Seat in coach, means that pax from different traveling parties

share a vehicle.

4

a Frﬂs l To Vehicf Start |EndTime Min paxes Max paxes Wesk Supplier net rate
01.10%2012 31102012 SIC 00-00 00:00 1 1 1234567 150
01102012 31102012 SIC 00-00 00:00 2 9 1234567 75
01102012 31102012 PRV 0000 00:00 9 1234567

250\

is valid for.

Type how many pax this transfer

Using the numeric keys on your
keyboard, you can type in which

Override default rates

days of the week, the transfer of
this type is available.

Type in what the
suppliers Net Rate
is for this transfer.

You also have the option to override the default Markup and/or Net discount. This could be because you
temporarily want to raise or lower the Markup or you want to sell at a special discount rate for a limited

time only.

Transfer:HEADER APT - HTL. Madrid, Spain

4 From | To

“ehicle Start  EndTime Min paxes |Max paxes nieek Supplier net rate
01102012 31102012 SIC 00:00 00:00 1 1 1234567 150
01w 2012 31102012 SIC 00:00 00:00 2 9 1234567 5
01102012 31102012 PRV 00:00 00:00 1 9 1234567 250
*
Choose which rate you wish to override by
clicking in a cell on the relevant line. Rate details
Markwup: @ % x
At the bottom left of the Rates window, you will ' ) .
Met digcount: I:I @ % x

find an area called rate details.

wish to set for the chosen rate.

Rate details: In the text boxes here, you can
type the Markup and/or Net discount that you
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Notes and warnings
In the lower left part of the Rates window you have the option to include a note and/or a warning about
the chosen rate period.

Transfer:HEADER APT - HTL. Madrid, Spain

4 From l To Yehiclel Start | EndTime Min paxes Max paxes nleek Supplier net rate
01.10.2012 0000 00:00 1 1 1234567 150
; SIC 0000 00:00 2 9 1234567 75
01102012 31102012 PR 0:00 00:00 1 9 1234567 250

*

Firstly choose a rate period or type by
clicking on it. Then you write the desired
warning or note in the text boxes below.

Note:

When you are done with creating your transfer rates, click the Apply-button at the bottom of the window.

/

| Apdly || Cancel || Close(Eso) |

—

You are now done with creating the transfer and it is now ready for use in TravelWise.

Sightseeing

It is of course also possible to create sightseeings for your customers. Let us see how this is done.

Mew Contract...

In the top menu click Master Entry — New

Mew Supplier... Sightseeing.

Mew Customer...

Mew Hotel...

Mew Transfer...

CORTE I - ST

Mew Sightseeing...

You will now see the (New) Sightseeing-window. Of all the other text boxes and features, there are certain
once that are either mandatory or might be of use to you. Let us begin with the top part of the menu.
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Name (title) of this that this supplier is to be
Sightseeing. I MNotes T I p— | treated as top priority.
Code: Make a short gration / Locked: If this is
code that refers to 2 day Travel Card Barcelona K/ | checked, this supplier
this Sightseeing. [CARD | Prioity | Nommal [~ will not appear as part of
Spain v Locked a search for e.g. a hotel.
Choose Country and Ciy Barcelona [=] Product [ss = The supplier is not
City. , _ deleted from the
Durat Mesal ¥| Book independent

een = IE' g database, just excluded.

Duration and pickup Pickup information

time can be chosen
here.

e

Priority: You can indicate

Pickup time | TEA Duration

Full Day IZ| To be advised by local agent |V Book Independent: Is it
possible to book this
sightseeing without
booking other services
from this supplier? Then
check this box.

Let us move further down the Sightseeing-menu.

Amival voucher

Here you can type the text that will be written on
the Arrival and Departure vouchers.

Departure voucher Here you Add or

2 day Travel Card Barcelona

) Delete the

il / supplier of this

Related suppliers

/ transfer.
Preferred

A Supplier Sightseeing code
Barcelona Express and Lifantravel 5.4 Add
Delete

If you have

Cancellation Conditions specific
Cancellation
Conditions you
can type them

New Contract ﬁJ Contracts Rates £ Open ] New 5 Save Close

here.

There is one more thing you need to do, before the Sightseeing is ready for use. You have to type in
the Rates of this sightseeing. Click the Rates-button open up the Rates-menu and set the rates.

Note: See chapter Transfer Rates on how to set the rates.

Note : In the top of the menu you will see that you have different menu-tabs: Notes, Description and

Images. These menus work in exactly the same way as they do, when you create hotels. Therefore see

chapter Hotels for more information on these.
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Products
To be able to create orders and sell packages, it is of course necessary to have products to sell! That is why
you need to create these products. Read on to find out how to do that.

Basically you have to create all the different products that go into an order. These are products like
Handling fees, different VAT-rules or hotels ect..

Tools

CQueue Management  Ctrl+(}

In the top menu click Tools — Products.

Import [

Widget Editor

JRP Reporting...

Products...
o= Products
Products/Packages You will now be presented with the
- A - Palckepris Products-menu. When you first see the
i  _——[SUae will notice that in the left
- HTL - Hatel .
. IATA - Fiybillet- < side, there are already some standard-
- [ATATAX - Tax products created in advance.
- LINE -*
- 55 - Sightseeing
- TOURS/TREKKING - Trelcking & Ture
- TRF - Transfer:

But, let us begin by creating a new product, a VAT-product. At the lowest part of the menu, click on the
New VAT-button.

] MewPack || _] NewVAT ||| MNewProd | |5 Save Close

You will now see the middle of the Products-menu changing to present you with the create-new-VAT menu.
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WAT | / Name (title) of this VAT-product.
Name VAT 25 il Code: Make a short code that refers to
Cade |1.,r,q'|'25 4| this VAT-product, for internal use.
VAT (%) 2500 < Locked VAT(%): Type the amount of VAT in %.
Finance Accounts

Cales 4451 Type your Sales and Expenses

<+ account numbers here.
Expences

o5 Products ;
Products/Packages When you are done, click
A - Pakkepris the Save-button at the
- HF - Handling Fee bottom of the menu. You

- HTL - Hotel will then see your new

- |ATA, - Fybillet: .
IATATAX - Tax VAT25-product in the left
- LINE -* column in the Products

- 55 - Sightseeing menu.

- TOURS/TREKKING - Trekking & Ture

- TRF - Transfer:

- WAT25 - VAT 25

Now let us create a Handling Fee.

. Mew Pack Mew VAT Mew Prod
At the lowest part of the menu, click on the New Prod-button. ] NewPack | ||] NewlA ;1 S

You will now see the middle of the Products-menu changing to present you with the create-new-Product
menu. Lets us begin with the left side of the menu. There are many options, some of them are self
explanatory and some are not necessary to explain at this point. But some of them you need to know

about.
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Product Supplier Histary

<—
<

Name Handling Fee Name: (title) of this product.

Code HF \
Code: Make a short code that refers to

Discount (%) UnitPaxMa

T this product, for internal use.
Commission (%)

Unit Price |E|
Exp. Price

Measure Units

Category: Chose one, in this case it is
Flight.

Type your Sales and Expenses account
ltern Code

numbers here.
Category Flight

Finance Accounts

Sales 12345

Expences 543

To the right in the menu you will see a lot of check boxes. Here is a description of the most important ones.

Auto Invoice < Auto invoice: Enable to insert the product automatically in invoices.

BSP Product \ BSP Product: Enable if this is a BSP product.

Force Documert
T Ground Arrangements: s this a land product, then enable this.
Ground Amangements

Locked < Locked: Enabled the product will not be available to add to an invoice.
Package Autoprice <€— Package Autoprice: Enable to let the product be automatically
Service calculated in packages in invoices.

ow line in Invoice < ow line in invoice: The product will be shown in invoice reports.
Show ling in Invoi Show line in invoice: Th duct will be sh it
Enable destination code in Invoice line Show units in invoice package: Enable to show the number of units of
Show units in Invoice package the product in packages in invoice reports.

Now you need to add a VAT-rule to the product. This you can do the bottom of the menu.

VAT Rules

4 Customer Type WAT Region VAT Product WAT Type | Show VAT On Invoice
*

You add a VAT-rule by simply clicking in a cell and open the drop down menu. Choose Customer
Type, Region, Product and VAT type. The VAT Product drop down will show the VAT-Rules that you

previously created. Also, choose if you want the VAT to be shown on the invoice.
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4 Customer Type VAT Region
EL

VAT Product VAT Type | Show VAT On Invoice
] MARGIN incl

OO

The last thing you need to do is to add a supplier to this product. In the top of the Products-menu click on

the Supplier tab to open up a list of all the suppliers that you have previously created. See the chapter Add
a supplier for more info on this.

Product | Supplier | History |'

m Supplier History

Awvailable Suppliers Selected Suppliers
Austrian Aidines (25) -
Authentic Carbbean Holidays Lid. {ACH)

AUTOEUROPA - SICILY BY CAR (AUTQELU)

Aviareps (SCEMIC) L . .
AVIS (AVIS) L Choose a supplier from the left list and

<
Bali Dynasty Resort (DYREPK) then click the (add)-arrow pointing to the
Bail Dynasty Resort (DYRESO) H right. If you want to remove the supplier

Bali Padma Hotel (PADMA) \I\

BALI PAVILIONS HOTEL (PAV) E v\ again, click the left arrow.
BANDARA RESORT AND SPA (BANDARA)
Barcelona Express and Lifantravel 5 A (LIFAN) \:\

Bamacuda Tours - Furope (BARRE)

Bay Exclusive (BAY) \Z\

BEACHCOMBER HOTELS (BEACHCOMEER)

When you are done, click the Save button in the lowest part of the window to return to the Product-menu.
Here you also click the Save button and you are all done with creating a product.

Congratulations!
You are now done with setting up TravelWise for use. Of course you probably have to add a lot more
suppliers, contracts, hotels and transfers before the system is completely ready for real use. But if you have

followed this guide, you have now learned how to set up TravelWise and start using the many possibilities
and features that it offers.
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Appendix A

- Examples of how brand text fields-settings are displayed on reports and invoices

Statement of Accounts report headers

Kunde nummer 2

Storegade 77

Dk -Z000 Frederiksberg

At
Bulletkontoret

TCURDOPEZATOR & MNEILICATOS

CustomerAccounts report header 1
CustornerAccounts report
header 2

CustomerAccounts report header 3
CustorerAccounts report

header 4

PERIODE: KONTOUDTOG
12.08.2010 TIL 12 082011
DATO: REJSERLIREAL MR; SIDE: BETALIMGSBETIMGELSER:
12-08-2011 43322122 1 a1 Metto Kontant
Drato DueDate Fakturanurnmer
Saldofratidligere kontoudtog: 0,00
#3-12-2010 31-1z-2010 Faktura a 19 115,00%
23-12-2010 31-12-2010 Falitura in 19115,00*
21-01-2011 29-01-2011 Falitura 17 1 540,00*
21-03-2011 29-03-2011 Falitura 24 i00,00*
21-03-2011 29-03-2011 Falitura 25 i00,00*
28-03-2011 05-04-2011 Falitura 26 1,00%
06-06-2011 05-04-2011 Falitura 249 1 goo,o0*
06-06-2011 05-07-2011 Falitura an 1 goo,o0*
22-07-2011 30-07-2011 Falitura 33 a0,00%
Total os tilgode: 42061,00

Tilbetaling nu: 42061,00

KontaktuwenligstJeanneKrygerJakobsenved eventuelle sporgsmaltil dettekontoudtoq,

Telefor: 36 90 30 50, bedst ml. 2,00l 15.00 ellerpd mailBogholderi@bill etontoret, di,
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Agent invoice footers

FAKTURA MR
CRDRE: LT SIDE: EUMDE IC: AFREISE:
30 12-08-2011 1af1l 10-02-z2011
Wi RES MEDWREBEIDER: BETALIMGSBETIMGELSE: BETALES SEMEST:
DEMO Bruger, email: aj@t2t.dk cash 12-08-2011

2
2
2

Flybillet: Copenhagen-Bangkok-Copenhagen

990,00 17 930,00
Tax Copenhagen-Bangkok-Copenhagen 1875,00 3750,00
HandlingFee 100,00 100,00
Totali DKK 21 830,00
Bank

Financereportfooterl Finance report
footer 2

Danmarks RAaejsebureau Foraning
Invoice template footers

SIDE: 1 afil

aAntal | Tekst Pris % Provision Total

2 Flvbillet: Copenhager-Bangkok-Copenhagen G 990,00 17 950,00

2 Tax Copenhagen-Bangkok-Copenhagen 1875,00 3 750,00

2 Handling Fee 100,00 B0 % 100,00

Totali DKK 21 830,00

Rejsende

IDERMOWVY/ASGER M
JOERMOWY/LINE M3

Financereport footer 1

Finance report
footer 2

Financereport footer 2

IATA g
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Invoice template headers

Asger Jarnow

Yesterbrogade 121
DK -1620 Kdbenhawvn ¥

Fejzende 2

JOERMOW /ASGER. MR
JOERNOW /LIME M%

. et
BilletkKontoret

CUROCPLAATDS & COMSOLIGATDS

Invoice reportheader 1

Invoice report
header 2

Invoice reportheader 3

Inwoice report
header 4

TILBUD NR: 30-A
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Appendix B
- Report Settings

Report Templates

Report template is one of the alternatives of how report looks like. One and the same report can be printed
with different layout according to selected template. We have several report templates for the most
important reports in TravelWise: Invoice, Itinerary, Travel Document, E-ticket, Voucher, Statement of
Accounts and Invoice Reminder (see more detailed description of each template in the Templates
Catalogue).

Report templates can be customized (see TRANSLATIONS paragraph for more details):
- it can be translated to other language;
- default text can be changed.

Report template for each report type (Invoice, Voucher, etc.) should be associated with a brand in Tools ->
Company Settings -> Report Settings tab:

JR1=I

Generall Addressesl Fr tingsl Departmentl Brands Report Settings |Fh3|:u3rt Labelsl Histu:uryl

Report types

‘| Report Type Template Code Tranzlation Dezcription Type
| Demol Inwoice FIK NTS and GT Default Trat
Demo 1 TravelDoc MEzhew [refault Tranzlation
Demo 1 Itinerary Agent [hinerary CPH Default Tranzlation
Demo 1 Eticket BkCph [refault Tranzlation
Demo 1 StatementD fbcocounl: BkCph BE. CPH Default Tranzlat
Demo 1 Yaovcher BkCph [refault Tranzlation
Demo 1 |rivoiceR eminder Reminder [refault danizh translation
Demoz Irrvoice MtzCmi 2
Demoz zntellin b :
DemaZ Selected Report templates Selected translations
Dema? for brand Demo 1 for reports
Demoz
Demo2 Yaucher BkCph Default Tranzlation
Demoz |nvoiceR eminder Reminder Drefault danizh translation

Picture 1 — Report settings for a brand
Report Type is a name of report in TravelWise.

Note! ‘Invoice’ report type is common for Offer, Invoice and Confirmation reports.

53



Template Code is a name of report template for corresponding report type (see Templates Catalogue for

more details).

Translation is a name of translation for corresponding report type (see TRANSLATIONS paragraph for more

details).

Description Type is additional parameter which is used for translating of the description of the services
(hotels, transfers and sightseeing) on reports (see TRANSLATIONS paragraph for more details).

How to customize brand and reports templates?

Select needed report template and translation from the list for each report type and save.

Translations

Information on reports can be translated into other languages in TravelWise. There are 2 types of report

information: default text (e.g. captions) and actual data (e.g. name and description of the services).

How to create report translation:

1) Go to Tools -> Company Settings -> Report Labels tab

2) Select the report

3) Add language: press ‘Add’ button next to the ‘Language’ listbox -> Select the language

4) Insert translation name:

Company Settings

Generall Addre&sesl F'ru:u:luc:tsl Finar‘u:el Setting&l Departmentl Erandsl Repart Settings  Report Labels IHixtDr_l,II

=101 x|

Picture 2 - Creation of new translation

Feport type : ITraveIDu:uc vI Language : |Eng|ish || add | Translation name : |DeFauIt Translatior » || #dd

— Labels "-L

A Mame Teut Ill =
EtickeraryCaption TRAVEL DOCUMEMT |
EtickeramSubtitle REJSEDOCUMENT I|I
EticketCaption E.-FioeeT !
EticketSubtitie EL imlshimw Ao
EhicketPaszenger P4 MNew language : IFinnish j
Eticketairdine A
EticketTicketMumber TI| Translation name: : |Finni$h translatior] | (.
EticketBookingR eference B
E ticketaidineR eference Al Ok Cancel
EticketBonusCard FREWOE™T roTEn.
EticketOriginalTicket Qriginal E-Ticket:
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5) If you want to create new translation for language, which already in the list (it means there exists at
least one translation with this language), press ‘Add’ button near ‘Translation name’ listbox:

Company Settings

Generall .ﬁ.ddressesl F"ru:u:luu:tsl Finanu:el Settingsl Departmentl Brandsl Report Settings  Feport Labels | Histu:ur_l,ll

Report type :"TraveIDu:u: vll Language‘:r "English vl[ Add Translation name : Iefa._,": Translation "!L.-’-‘-.dd |

— Labels 7
A Mame Text

EtickeraryCaphion TRAVEL DOCUMENT
EtickeramnSubtitle REJSEDOCUMEMNT
EticketCaption E-FleenT -
EticketSubtitle EL Add translation:
EticketPazzenger Fé Language : IEninsh ;I
Eticketdirline A
EticketTicketNumber TI| Tranzlation name : |se-:u:unu:| englizh translat] |
EticketBookingR eference B
EticketdilineR eference Al Ok Cancel
Ftirk etRarnzlard FRrarmT rirm

Picture 3 - Creation of one more translation for selected language
6) Press ‘Ok’ button -> new translation has been created.

7) Labels.
Label name is name of some caption on report. Label name is never shown on reports.
Label text is the text which is shown on the report.

By label name system finds corresponding text and inserts it to the report.

After new translation was created, text of the labels is empty. It should be inserted for each label:
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=101 ]
Generall .&ddressesl F'rou:luctsl Financel Seltingsl Departmenll Erandsl Report Settings  Report Labels I Histor_l,ll
Feport hype : IIn\-'Dice | |Language: |Finnish ;l' 4dd | Translation name : |Finnish translation Lll Add |
— Labels
4 Mame Text Drezcription -

|rwniceCaption
OfferCaption
CanfirmationCaption
CreditM ateCaption
PageHeaderlnvoicel ate
PageHeaderPagelFages
PageHeaderOrderMumber
PageHeadebirlineg
PageHeadeDeparturel ate
FPageHeadertgent nfo
PageHeaderCustomerR eference
FageHeaderE ookinglnfo

FPageHeaderPaymentT erms

FACTURA in Finnish

Picture 4 - Text of labels in newly created translation

8) Press ‘Save’ button after text for all labels are inserted.

Translation of the actual data in report

Invoice

Invoice line format

Invoice line format can be changed in Company Settings.

Go to ‘Tools -> Company Settings -> Settings tab’, find options:

i8]
General I ALddresses | Products I Finance Settings I Department | Brands | Report Settings | Feport Labels I Histony |
— Settings
4 Categary P Property Walue ;I

> Invoicing InvoicelineFormatH TL <HotelMames, <DateFroms - <DateTox, <RoomTypeMames: <CHD: |:|
> Ihvaicing InvoicelineFormatTRF <SemrviceTitler, <Dater <ADTTesty <ADTaAmount:<CHDText: <CHDAmaunt: El
> Invoicing InvoicelineFormats s <ServiceTitler, <Dater <ADTTexty <ADTaAmount><CHDText: <CHDAmoOUNE: El
> |nvoicing InvoiceLlineFormathISC <ServiceTitler, <Dater <ADTTesty <ADTAmount:<CHDText: <CHDAmOunt: Izl
> Invoicing InvoiceLlineFormatlR P <JATwper <JRAClazzy <Daypsy <lsFlexible: <PaxTyper El |

Picture 5 - Invoice line format in Company Settings

Data in tags is replaced by corresponding data from segments.

Data with ‘Local’ in their names are replaced by data in local language, if there is a translation for them.
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Data without tags (‘Hotel’ for example) is inserted in invoice line without changes.

Example:

InvoicelineFormatHTL ¢CityM ameLocal: /<HatelMarme> Hotel, <DateFrom: - <DateTox, <Roomdmount> » <RoamTypeMamelocal: <CHD> - <PensionMameloc

Invoice line: .

4 8 = Pont Uritz Product |=BSP) Supplier T'E:_t - o % b -
1 ] BE TR&VAL Rio deJaneio/astonia Palace Hotel, 15/09/2011 - 20/09/2011. 1 » Dne%ingle - American Breakfast

Picture 6 — Invoice line format in Invoice

How Invoice line format can be changed?

1) You can add from the list, delete and reorder items in tags:

Company Settings

Generall Addlessesl Productsl Finance Settings I Depaltmentl Brandsl HeportSettingsl Repart Labelsl Hislolyl

1) Push this button to
open Invoice line

— Settings { editor
4 Categomy -~ Property Walue “
G Invaicing InvoicelineFormatHTL <HotelMames:, <DateFrom> - <DateTor, <FoomTypeMame:<CHO>
Irwaicing lowsmimal inaFarra=bTAE sCarvimaTitay Matas ANTTavks cANTAracebe CHOT avk, o CHO AWARD

o ] iceLi r—-’ |—|
- Irvvoicing [ InvoiceLineFormatHTL JE | P—— |:|
ClhsetTag ————— [, &l

- Inwaicing
Ivaici <Hoteldame:, <DateFrom? - <DateTor, <RoomT ypeMamezk CHD > <CHD:
- Imvaicing <Citph anme>
- Invaicing <CitpMamelocal»
. <D ateFrom: B
- Invoicing <DateTox - |
4) The selected <HuotelMame:
1 . . .
_IDescri tion item will be added bjt]lsrrlu::]d,:ﬂgle :E:Ei:gzmzmziocab 2) Select item
p where the cursor is TS to be added

click

<RoomClassMamel ocal:
<RoomT ypetame:
<RoomTypeM amelocalx

5) Press 'OK' and
'Save' buttons ok || Cancel J/ [ seve || Cose
3

InvoiceLineForr

Template of invait

Picture 7 - How to add new item in invoice line

2) You can add general worlds (like ‘hotel’) which will be shown in invoice line without changes.
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Translations

What can be translated on the local language in the Invoice report?

- For Hotel invoice line: City, Room Type, Room Class and Pension;

- For Transfer invoice line: City from and City to;

- For Sightseeing invoice line: City and Service name;

- For Misc invoice line: City and Service name.

If there are no translations of corresponding type in corresponding language, default values of Cities, Room

types, Room classes and Pensions will be displayed. Sightseeing name will be empty.

What to do to have this data translated:

1) Go to Company Settings -> Settings-> Invoicing;

Add corresponding items (which have ‘Local’ in their names) to the Invoice lines format (e.g.

‘CityNamelocal’, etc.) and save the changes.

InvoicelineFormatHTL

<HotelM ame: < Cityt amelocalz <D ateFrom: <D ateT o < FoomT ypei amelocal: <RoomCla

— Inzert Tag

<CHD»

< CityM ame

<CityM amel ocal>

<D ateFrom:

<DateT o

<HotelM ame:
<Pengiont ame:

i< Penziont amel ncal:
<R oomémount:
<RoomClazzMamelocal:
<RoomT ypet ame:
<RoomT yper amel ocal:

Picture 8 — Hotel invoice line format: highlighted items will be translated in invoice

2) Go to Company Settings -> Report Settings;
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Select a translation and a description type and save the changes.

Company Settings

Generall F'ru:u:luu:tsl Finanu:el Settingsl Departmentl Brands Report Settings |F|epu:urt Lal:uelsl Histu:ur_l,ll

=10l x|

|
Billetkontaret 4.5

Billetkontaret 4.5
Billetkontoret &5
Billetkontoret 4,45

Brand

Report Type T emplate Code Tranzlation Dezcription Type -
| |nvoice BECph Finrish tranzglation  § General ;v |
TravelDoc MtsMew Firmizh tranzlationZ
Itinerany BkCph BK. CPH Tranzlationl Youcher/ltineran Info
Eticket BkCph Default Tranglation  Youcher/ltineran Info

Picture 9 — Select translation and Description type for the Invoice report

3) Add translation in the General Data forms or service’s form (see details below).

Note! The translation should be in the same language as the selected report translation.

City translation is taken from Tools -> General Data -> Geographic places -> Cities/Airports form

If there is a translation with the same 'Language' and 'Info Type' as those, which are selected in the Report

settings, it will be placed instead of City name (see picture 13).

City can contain several translations with the same Language and Info type. The first one will be taken for

invoice line.
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B Cities/ Airports -0l x|
— Filker
4 Country State Farent airport city Code M ame
o
d | i
— Fesult
4 Country State Farent airpart city Code M ame ;l
Brazil Acre HEH Hio Branco J
Argentina RACL Rio Cuarto
IEraziI Rio de Janeiro RIO Rio de Janeiro I
Brazil Rio de Janeiro Rio de Janeiro GG Rio de Janeiro
Dr—mil Dim Am | mmmies Dim A | mmmiem crill Dim Am | mmmies € mmbms Fiiesme 3 il
4 i 3
— Extended
— Gallery — ——
: 4 Language Mame Dezcription Destination info type | Info tppe
E| _P'C‘“'E Fiin de Janeiro in Finnish Info General
1

i Company Settings -0l =|
Generall Addressesl F'ru:u:luc:tsl Financel Settingsl Department | Brands “Report Settings | Report Labelsl Histu:ur_l,ll
A Brand Repart Type Template C Tranzlation Dezcription Tepe I -
Met Travel Service Irwaice MtsCph 2 Finnish translation  : General ¥ ir]
Met Travel Service TravelDoc MzhEw Default Tranzlation  RejzeplandTravel doc.
Met Travel Service Itinerary Rejzeplan/Travel doc.
Met Travel Service Eticket General

Picture 10 — City translation

Let see how it is shown on Invoice:

Invoice form:
Invoice Lines | Passengers I Internal Remarks I Customer Fees I Histaorny I
B E | Copy Line | | Add Split Line | | Recale Lines | | Make Package | | Impart Segments | | Impart JRP: | | Recale Packages

A4 # - Print | Units| Product 1sBSP) Supplier Text
1 i [0 DELBIAMCC One “Way Transfer Rio to Paraty (SIB). . Paraty - Rio de Janeio in Finnish, 15.09.2011 ADT 2
2 TRF [ DELBIAMCC One ‘Way Transfer Rio ta Paraty [SIE). . Paraty - Rio de Janeiro in Finnish, 15.03.2011 CHD 2
3 HTL [ BK TRAWAL Ria de Janeira in Finnish/Astaria Palace Haotel, 15/09/2011 - 20/09/2011, 1 » DEL+CHD - American Breakfast
4 HTL [ BE TRAMAL Astoria Palace1 fruitbasket confirmed, 1 fruitbasket confirmed, 15.09.2011
5 HTL ] BE TRAMAL Astoria PalacesT fruitbasket confirmed, 1 fruitbasket confirmed, 15.09.2011
[ 55 [ Fiestatours  Rio de Janeiro in Finnish, 16.09.2011
7 55 [ Fiestatours  Rio de Janeiro in Finnish, 16.09.2011
8 TRF [ DELBIANCC One Way Transfer Rio to Paraty [SIB). . Paraty - Rio de Janeiro in Finnish, 20.09.2011 ADT 2
9 TRF [ DELBIANCC One 'Way Transfer Rio to Paraty [SIB). . Paraty - Rio de Janeiro in Finnish, 200032011 CHD 2

Picture 11 — City in local language on Invoice form
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Invoice report:

Bemrkninger in Finnish Antal in Finn Total in Finnish
2 OneWayTransferRio to Paraty (S1B). |, Paraty - Rio de 425,00 850,00
Janeiro in Finnish, 15.09.2011 ADT 2
2 OneWayTransferRio to Paraty (S1B). |, Paraty - Rio de 425,00 850,00
Janeiro in Finnish, 15.09.2011 CHD 2
g Rio de laneiro in Finnish/sstoria Palace Hotel, 3.050,00 15.250,00
15,/09,/2011 - 20,/09,2011,1 xDBL+CHD - Americn
Breakfast
25,00% [610,00) (3 030,00)
2 Riode laneirain Finnish, 16092001 1.900,00 3.800,00
) OnewWay Transter Rio o Paraty (31B). |, Paraty - Rio de 425,00 850,00

Janeira in Finnish, 2009 2011 ADT 2
Picture 12 - City in local language on Invoice report

Room Type translation is taken from 'Tools ->General Data -> Hotels -> Room Types table' by language

Il x|

— Filker
4 Code M arne SartPriarity MurmOfBeds ML P A, Hurnd fChild
: 2
Clear
— Result
4 Code M arne SortPriarity MurmOfBeds P Lm0 FP A, MumdfChild
SGL Singleroom 1 1 1 0
DS D oubleroom for zingle use 2 2 1 ]
|[DEL  Doubleraom 3 2 2 0
TwIM Twinraom 4 2 2 0
TRFL  Tripleroom 3] 3 3 ]
QUAD  Quadioom B 4 4 ]
— Extended
4 Language I arme
| Firriizh Dauble raorn in Finnish |
#*

Picture 13 — Room Type translation

Invoice form:
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Product  1zBSP) Text
[] Rio de Janeiro in FinnishAtstoria Palace Haotel, 150922017 - 2040972011, 1 = Double room in Finnish+CHD - Breakfast in Finnish

Picture 14 - Room Type in local language on Invoice form

Invoice report:

Bem ®rkninger in Finnish Antal in Finn

g Riode laneiro in Finnishd&storia Palaoe Hotel, 3.050,00
15,/09,/2011 - 20,/09/2011,1 x Double roarm in
FinniskeCHD - Breakfast in Finnish

Total in Finnish
15.250,00

Picture 15 - Room Type in local language on Invoice report

Pension translation is taken from 'Tools ->General Data -> Hotels -> General Pensions table' by language.

=10 |
— Filker
4 Code M arne
* 2
Clear
— Result
4 Code M arne
Al Al inclugive
|| EF Breakfast included
C Continental Breakfast included
FB Full board included
HE Half board inchuded
M Mo Breakfast included
*
R ——
— Extended
4 Language I arme
I Finrizh Ereakfast in Finnish |
*

Picture 16 — Pension translation

Note! Pension’s translation is taken from ‘General Pensions’ table if there is a connection between
supplier’s pension and general pension.

62




For example:

=il x
Supplier | Attributes  Related data I Infa I
— Room classes
4 Code Mame Default HZH code General Room Class
O
| < I
A Code Hame Default HZH code | General Room Clags =
DL Dieluxe room O DL
5TD Standard room O 5TD
1BS 1 Bedroom suite O
POV Pool villa O
3BR 3 bedroom zuperior apartment O j
— Penziahs
A Code Mame H2H code General Pension ;I
F Full board inchided
HE Half board included HE
H Hot buffet Breakfast included
ME Meals accarding to tour description . .
M Mo Breakfast inchuded M Lin k w ITh ThE.
B Scandinavian Breakfast included General Pension
B Irizh Breakfast included
CB Full ala carte Breakfast included
SC S cattizh Breakfast included %
EG Breakfast included EF |
* =l

| Mew Contract ||__g] Contracts |

5 e [0 tor [ see |

Picture 17 — Connection between supplier’s and general pensions

In case there is no translation or there is no connection with General Pension, the default value will be

shown.

Room Class translation is taken from 'Tools ->General Data -> Hotels -> General Room Classes’ table by
language.
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=10l

— Filter

4 Code ETE Created CreatedBy b odified b odifiedB)

1| | B

— Reszult

4 Code M ame Created CreatedBy b odified Mu:u:lifie;l
JRS Jurior Suite
sUl Suitel 16122011 Devel
ExE Erecutive 07.022012  tatyana
1BR 1 bedroom 16122011 Devel
CIv City Wiz

[OCY Dcean View | 07.02.2012  tatyana

APT Apartment
HSTD  Mon Refundable Standard -

" ) | _*I_I

— Extended

4 Language Mame

[Firrish Ocean view in finnish |
#*

Picture 18 — Translation of Room Class

Note! Translation of Room Class is taken from ‘General Room Classes’ table if there is a connection
between supplier’s room class and general room class (like it works for pensions).

[® supplier: 1001 Events

Sugplierl Attibutes  Helated data | Infa I

=0l x|

— Foom classes
4 Code MHame Drefault HZ2H code General Boom Class
O
4 B B
Link with the
General Room Class
%
| Code Mame Default HZH code | General Room Clazs
DL Deluse room | DL
|sTD Standard room O STD |
1BS 1 Bedmoom suite [ ]
POV Pool willa O
3BR 3 bedroom superior apartment O
3BA 3 bedroom apartment O
ZBA, 2 bedroom apartment O
#* O

Picture 19 - Connection between supplier’s and general room classes
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In case there is no translation or there is no connection with General Room Class, the default value will be

shown.

Sightseeing name is taken from header of description, which has corresponding language and description

type.

If there is no such description, service name will be empty in invoice line.

Sightseeing: Full Day Corcovado & Sugar Loaf Tour - With BB Lunch (8:00h} - |EI|§|

Sightzeeing | Motes I Drescription I Imagesl

— General information Default sightseeing name — Hiztary i oo
[ ate
MHame ||Fu|| D'ay Corcobeado & Sugar Loaf Tour - With BEG Lunch [S:00h] I Created
Code |FTF|||:IEI2 | Pricrity INDrmaI LI Wadified kai 291020710
Cauntry IBT&ZH ;I " Locked
City IHiU de J angiro ;I Praduct I ...I r— Children infarmation
Mir. age Max. age
Dwration Meal I "I i Book independent Child 1 | | | |
Sightseeing: Full Day Corcovado & Sugar Loaf Tour - With BBQ Lunch (8:00h) -0 x|
Sightseeing | Motes  Desciiption I Images I
4 Language Description type Header
Finnigh General Full Diay Corcovado in Finnish Sightseeing name in local language

Picture 20 - Translation of sightseeing service name

Misc service name is taken from ‘Tools -> General Data -> Misc services’ table by language.

=l0ix|

— Filter
4 Code M ame Created CreatedBy Modified ModifiedBy
; 2
— Result
4 Code M ame Created CreatedBy todified M odifiedBy -
1CEEE 1 child in extra bed incl. breakfast
1CEB 1 child in extra bed excl. breakfast
HTE Mew Year Dinner, excl. dinks, prepaid
INF 1 babycat 08.03.20010  maranec
|[CHAM i1 bottle of champagne | 07.022012  tatpanakri
HhAAS Christrnaz Dinner, excl. drinks, prepaid
1CEX 1 child in existing bed excl. breakfast
10| 1 child in existing bed incl. breakfazt LI
— Extended
4 Language Mame Dezcription
Finnish E 1 pulls zamppanjaa
*

Picture 21 — Translation of Misc service name
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Travel Document (Etickerary)

What can be translated on the local language in the Travel Document?
1) Hotel, Transfer and Sightseeing services’ name and description
2) Misc service’s name
3) Room Type, Room class, Pension, City name
4) Date

What to do to have this data translated:

1) Go to Company Settings -> Report Settings;
Select a translation and a description type and save the changes.
2) Add translation in the General Data forms or service’s form (see details below).

Note! It should be the same language as the selected report translation has.

If there are no translations of corresponding type in corresponding language, default data will be taken.

Misc service, Room Type, Room class, Pension and City name is translated absolutely the same way as for
Invoice report (see details above).

Date is translated automatically according to the Regional Settings predefined in operating system.

Service (i.e. Hotel, Transfer or Sightseeing) description is taken from

‘Hotel /Transfer/ Sightseeing -> Description tab’.
If there is a description with the same 'Description Type' and ‘Language’ as that, which is selected in the

Report settings, it will be placed instead of Service name and description.

Service can contain several descriptions with the same Language and Description type. The first one will be
taken for TravelDoc.
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-i81x

Eenerall F'ru:u:luu:tsl Financel Settingsl Departmentl Brands Heport Settings | Repart Lal:uelsl Histnr_l.JI

J Brand Feport Type Template Code Tranzlation Dezcription Type
Billetkontoret A4S Invoice BkCph Default Tranzlation
Billetkontoret A4S TravelDoc MisHew Firnizh translation I‘-.-"Ducher.fltinerar_l,I InfDI

L e | I Ry Ay R B [ | [P, Ll Y e | TP PR | N (PRRRRIPRY PR PRp

L

Hotel: Astoria Palace

D e=zcription

Huotel | Maotes | Eacilities

A Language __—PrEscription type _ ) Header
Finnizh "-.-"u:uuu:her.-’ltinerarylnfuf ] Astona Palace

— Dezcription bext
SIJAIMTI

Sztona Palace Haotel sijaitzee keskeizela paikalla ja on hyvin 1ahella Harbour ja ostozalueelta. Se on muoz lakella merta ja tie menee Punta B aisin lento ke
S aannolinen julkinen likenne on saatavisza.

REJSEPLAN =

Cyo6oTa 15. cen. Pal emrna

- Astoria Palace
e B S1IATNTI

Astoria Palace Hotel sijaitsee keskeisell paikalla ja
on hywvin I3hell Harbour ja ostosalueelta. Se on myds
lahella merta ja tie menee Punta Raisin
lermokertalle. $355nndllinen julkinen lilkenne on
sagtanissa.

-5

Picture 22 — Translation of name and description of hotel in Travel document

Itinerary

There are two Itinerary reports in TravelWise.

In ‘Bk Cph’ Itinerary report the following data can be translated:

- Hotel, Transfer and Sightseeing services’ name and description;
- Misc service’s name;

- Room Type, Room class, Pension, City name;

- Date.

In ‘Agent’ Itinerary report in addition to the data listed above, description of the destination country can be

translated.
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What to do to have this data translated:
1) Go to Company Settings -> Report Settings;
Select a translation and a description type and save the changes.
2) Add translation in the General Data forms (see details below).
Note! It should be the same language as the selected report translation has.

If there are no translations of corresponding type in corresponding language, default data will be taken.

Hotel, Transfer and Sightseeing services’ name and description, Misc service’s name, Room Type, Room

class, Pension and City name are translated the same way as for Travel Document and Invoice reports (see

details above).

Date is translated automatically according to the Regional Settings predefined in operating system.

Country translation is taken from Tools -> General Data -> Geographical places -> Country table by
language.

— Rezult
4 Reqgion Code Hame . Phane prefiz Hide for H2H Currency CitizenCode Created [
Far East TH I Thailand |E6 0 THE THA
* O
— Extended
— Galleny

4 Language Mame D escrption
[ranish Thailand dan  Thailand iz a fascinating and exatic counl

E| Ficture Mame Size -

=101 x| | Ede || add |
L D escrption
Language || Thailand is a fascinating and exotic country to
IDanish ;I explore. Come and discover Thailland's scenic ‘ — ‘ | Close [Esc) |
)| and cultural treasures with our team of localz =
= Local name and long-time residents. We all ive and wark,
|Thai|anl:| dan | here and share a love of Thaland, itz people,

culture, zcenery, cuizing and overall ifestyle,
Estended info type

IItineral}l info ;I
E stended destination infio
[l =




Picture 23 — Country translation

How translated data is shown in Itinerary:

Rejseoversigt
Translated country

Thailand dan 24 Meatter name and des-::r‘r'p‘rr’on
Landebeskrivelse

Thailand dan

Thailandis afascinating and exotic country to explore. Come and discoverThailand's
scenic and cultural treasures with ourteam oflocals andlong-time residents. We all
live andwork here and share a love of Thailand, its people, culture, scenery, cuisine and
overall lifestle

Translated
city name

Dag til dag program

cpeaa, 11 AuG. Fra: Kebenhavn (CPH) 14:00
Til: BKK in Danish [BEK] 6:30 +1
Terminal: 3 Flwselskab: THAl AlRWYAYS Flw Mr: Ti3951
Klasse: hhh @konomi Max. Baggage: ry 30K Flytype: BOEING 747

PASSEMGER [ALL

Flwwetid: 10:30 raltid: Multiple Meals 2 Sede:; 15), 15K

cyfifoma, 3 wap. Amari Atrium
1880 Mew Petchburi Road 2
Thailand Translated

veerelse: 1« Singleroom QCWL
Maltid: &l inclusive
Info: 1 bottle of champagne in danis

Misc name

sort of the champagne in danis

Picture 24 — Translated ‘Agent’ Itinerary
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