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— see also separate ‘Set Up Manual

Creating & Amending Travel Suppliers
Adding/Deleting Document Stock
Adding/Amending Insurance Rates
Operator & Analysis Codes

Zero Rated VAT Codes

Default Credit Card Charges

Balance Reminders
Tickets Due
Confirmations Due
Control Report
Unallocated Credits
VAT Reports

Adjusting Costs & Commissions
Amending Documents —canx & void
Refund Documents

Amending Receipts & Payments
Cancellation Procedure

Document Returns - Insurance
BSP
Ferry
Coach
Rail
Paying other Travel Suppliers
Reprinting Remittance Advices
Over-ride Commission

Till Report

Record Banking

Bank Reconciliation
List of Issued Cheques
List of Posted Banking
Void Cheques

All Companies Report (Turnover Report)
List by Code/Cost

List by Departure/Arrival
Full List Alphabetical

Full List From File Number
Late Bookings

Insurance Reports
Marketing Report

Flash Sales

Gross Margin Report
Remote Reports

)



Office Diary

List Suspended Files
Locked/Missing Files
Tidy Files

Saving to Disk
Retrieving and Sorting Disk Data

Setting Up Accounts

Entering Invoices

Paying Suppliers

Receiving a Credit From Suppliers
Reports & Other Options

Petty Cash

Salaries

Paid Supplier Incorrectly
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s+ TARSC32s

Company Control Files Branch |—|
Short Hame .}SUNQUEST Group FIRST Currency Code |
[Consort | |
1.|ALDINE HOUSE ATOL No. |2305 v/c | |
2./9/15 ALDINE STREET Agentho |
3.|LONDON Insurance Co....N|| Sort Code |
4, W12 8AW | Name on Recp....Y|| Account i
Tele.Sales. 0208 749 0011 Confirmed Seat.,N || Administration Adj | 0.00
[ .. | |clUent Due |Ei Admin Co Hame |— ml
Document Comp |N| Stop/Disc |N| |[Client 0'due __2'_(1| Post Auto Deposit Y/N |Y
Accepts Abta Booking Form |Y/| |Company 0'due | 56|| Deposit Per Pax | 0.00
Statement Co [N| Self bill i:‘E VAT Inclusive !:[1 Code This Company_|_ﬂ_| B
Commission Rates and Seasonal Rates—————Low Deposit Date-l__ i {__|
Standard rate & Default commission |—1§._§6 Prepayments
Booked Departing % Staff _| Branch |—
From to From To Amount | .00
Y /7 Y Y Over-ride Commissions—
L . & ok £ R Total This Year |
/

/ / / / 7 7 =

Last Posted....
Fixed Commission | 0.00| Last Posted Vat |

YERSIOMNE TRAINING 8.10 MEWT [Compiler 1.601]
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TARSC TRAVEL 1
List selected records by CONTROL  As At 14/ 2/02 CLERK = All STAFF Report by Date Code
For Files Departing Between 14/2/02 and 31/3 102 Page
R TOTALS- e >
File No :Client Costs Recpts Paid Comm VAT Net/docs Ctrl Cfmd Booked Depa rts  Cnslt
1001245 JASON  :1546.00 1240.00 2711.98 293.2 0 54.81 0.00 306.00Y 13/2/02 14/2 102 DEB
1001223 SMITH  :1376.00 0.00 0.00 128.6 0 0.00 0.00 1376.00N 1/2/02 15/2 /02 DEB
1001166 MILLS  :1451.25 1551.25 1375.00 -25.0 0 0.00 101.25 -100.00Y 25/7/01 18/2 /02 TAV
1001226 DENNIS : 935.00 0.00 0.00 71.0 0 0.00 0.00 935.00N 1/2/02 22/2 /02 DEB
1001227 SUPPS ppp: 370.99 0.00 0.00 37.1 0 0.00 0.00 370.99N 1/2/02 2/3 102 JAC
1001144 GOLDBERG :1090.00 240.00 0.00 119.0 4 18.38 25.96 850.00N 15/6/01 20/3 102 DEB
1001027 MELLOR  :2384.00 0.00 264.00 324.6 0 61.01 39.00 2384.00N 28/2/01 29/3 /02 JC
1001203 LOCK : 275.00 150.00 0.00 12.0 0 0.00 263.00 125.00N 9/1/02 31/3 102 DDL
1001217 VALE ~ : 650.00 0.00 0.00 0.0 0 0.00 0.00 650.00N 24/1/02 31/3 /02 DDL
Total Costs 10078.24
Total Receipts ~ 3181.25
Total Payments ~ 4350.98
Total Commision  960.54
Total Vat 134.20
Total Control 6896.99
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UNALLOCATED CREDITS LIST
Date of Print: 12/ 405 At 11:11 For Branch 1212
File Mumber Client Name Lead Company Booked Iv Depart Dt Amount
1313000182 RRA ITHORSOW 25711704 17 3/03 60.00
1212000201 118 THOBSONW 23711704 17 &/03 io0.oo
12120002086 EIERCE oS0 s 25711704 117 5¢03 1289.80
1313000207 Koo cOSka s 26711704 13y 57035 112.88
1212000353 Sl TH XEY 13713704 157 5703 o.10
12120003298 SeRREI THORSOW 137 1703 20712703 2a0.00
12130002032 SR Y ITHOSOW 107 2705 a0¢12505 169.73
12120003329 SedRRE DEEEYS ERAMNCH 8¢ 3703 207132703 1334.40
1212000349 ODOREEH CO2ed0 3 107 3703 15 5703 i00.00
13130003277 S AT IHORSOW 177 2703 20712705 415.130
1212000471 SedRE THORSONW 8 4/03 207132403 300.00

TOTAL UHALLOCATED £ 3548.34
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TARSC HELPLIME BRLOS8S
Statement of COMMISSIDNS As At 13/ 4/85 Company Page 1
Movements Between: 1/ 4765 to 137 4785 Branch 4985
Date : File Ho. Company Details Typ|Init| Departs Rate UAT
37 4785 4985883015 THOWSOH Auto Commi SSU KEL 157 5/85 2 14.20
37 4705 4985003015 DISCAT DISCOUNT DIS KEL 157 5785 1 g.88
37 4/05 4985003015 THOMSOM Conf Adjus REF KEL 157 5/85 2 -7.18
87 4705 4985083621 FEE Fee HAH DEM 28/ 5705 2 2.23
Total Month &4 9.33
9.33
Rate1 Rate2 Rate3 Ratel Ratet Total Comm.
-26.08 53.33 A.08 a.88 B6.88 27.33
Y$*( -IC S A" I* -
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Combined Sales Ledger Input/Output Vat report

Page.
Date File No Type Invoide./Supplier Input/Purch. In.Vat Outpulésa Out.Vat Vcode
14/ 2/02 121200026  COST BEST 451.06 78.94  0.00 0.00 2
14/ 2/02 121200026 INV. 10050 0.00 0.00 451.06 78.94 2
14/ 2/02 121200026 COST HERTZ 427.23 7477  0.00 0.00 2
14/ 2/02 121200026 INV. 10060 0.00 0.00 427.23 74.77 2
878.29 153.71 878.29 153.71
A B C D
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Type Nom Alc Supp Alc  Our Ref Narrative Batch Date  Amount VAT
1 1E340 SEVE 161 Severn Water 175 15/02/02 100.00 0.00
1 SEVE 161 Severn Water 175 15/02/02 0.00 17.50
1 1E340 ACHU 162 Church Accounts 175 15/02/02 200.00 0.00
1 ACHU 162 Church Accounts 175 15/02/02  0.00 35.00
Totals 300.00 52.50
Nominal Summary Report for Items Dated 15/02/02 to 15/02/02
at 16/02/02
Office Analysis Code Nominal description Amount
0 0E340 RENT 300.00
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Branch Total > 300.00
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