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1 READ ME

1.1 INTRODUCTION

SoftSuitCase Office 2007 was designed specifically for the Travel Industry by
IT professionals with more that 15 years experience in the Travel Business.

SoftSuitCase Office 2007 allows users to process, enhance, expand, distribute
and control all the information that is passed on by the PNR’s produced by

any or all of the 4 CRS (GDS) systems (Amadeus, Galileo, Sabre and
Worldspan).

SoftSuitCase Office 2007 helps the Travel Business user to attend to their
customers needs more efficiently and to offer their customers more services.

1.2 CONVENTIONS

1.2.1 Data Entry

All data entered into the system is masked and may be any of the following:

Type of Entry Format

Alpha Numeric Any valid ASCII character

Numeric Numeric digits 0-9

Numeric with Numeric digits 0-9 and the valid decimal separator character

Decimals (.,) of the Regional Settings

Date Valid date formats depending on your country 20-12-2007,
20/12/2007, 20DEC or 12-20-2007, 12/20/2007, 20DEC

Select Select one of the options in the Combo Box

Check (v) Check for True - Uncheck for False

Check (®) Check for True - Uncheck for False

1.2.2 Buttons

Button | Action

# Next or Continue

F| Stop or Clear

j’% Find or Search or Search Mode
L',-_-‘ Save or Save and Exit

X Exit

= Open Folder or File

il Go to Last

E Calendar
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(7 Help

J New Document (Order, Customer, Supplier etc)

1.2.3 ESC

Pressing the ESC key at any moment will immediately exit the Windows Form
that you are in.
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2 HOW TO

2.1 SOFTSUITCASE OFFICE 2007

2.1.1 HOW TO LOGIN TO SUITCASE

SoftSuitCase Office
2007

Double-click the SoftSuitCase icon located on your Desktop or go to Start,
select All Programs, locate SoftSuitCase in the Programs List and select the
SoftSuitCase Office 2007.

Copyright ® 2007 Soft SuitCas=. All rights
reserved. Use of this software implies your
agreement with the Terms of Use and Online
Privacy Policy (updated 04-07-2007).

UITCAS

Paszward

Soft SuitCase Software 2007, Designed by
Ofe Garde & Donald G. Forbes. Thanks to
Microzoft for their great help.

I 24

Soft SuitCase Office 2007 Databass:
Copynght & Soft SuitCasze
Version 2.0.5.0

Language: Default Language

Once the Login Windows Form has opened you are required to enter the
following:

# | Action Notes

1 | Enter The Username that you have assigned.

2 | Enter The Password that you have been assigned with the above Username.
3 | Select If not visible, the Database you wish to use for this session.

The Default Language is the one you have selected to be your Default
4 | Select Language in your User Settings. However, if you wish to use another
Language for this session, just select another one.
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Then you have 2 options:

# | Action Button or Icon | Notes
1 | Press 3 To start the SoftSuitCase Office 2007 or
2 | Press | To stop and exit the SoftSuitCase Office 2007

If you pressed start, the system will open the SoftSuitCase Office 2007 Main
Windows Form and you are now ready to begin.

B SuitCase 2007
File  Functions View  Administration Modules  Windows  Help

1 | & | English (k) = | oKk |7 | Donald Forbes |TESTSQL | @ X

.
£ Order System Form

General | .(El;l-st;mer-}-:\gd-ress- |

Customer | v |§ﬁ Project
Order N2 Last UID/Dte | I || &5

Departure Invoice,/Filed | |

PNR | | Week/Pax | |

Caier Created [ ]

Destination Cffer Date | _i

Wi Payment | Invoice Il Passengers | Ticket Delivery 1 Remarks | Tickets | mmmm m[ﬁl@

EE8

_ G| Type Hight N2 Cl.  Date From | To Time | To St. | S | Equip | Conf
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2.2 ORDERS

2.2.1 HOW TO CREATE AN ORDER

|2 Amades - myEXTRA) Enterprise
Fie B8 Wew Tosk St Opbors Hel

D@ &)« [0 @[ 5] %] 5[] .|| aiEla] wl

21U

8 [14. 14 51 7] (RXTRIS)

638 |[B amten-ayixr_ 0 widmescoicaon. . | |3 sucass 2007

| 3] arveoice for monaidr. . | 5] st of Products 3.1 Untitied Messags

Once a PNR has been generated by one of the CRS (GDS) and a BT (Back
Office Trailer) command has been issued and has been successful; go to or
return to the SoftSuitCase Office 2007 main Windows Form.

B SuitCase 2007

File Functions View  Administration Modules Windows  Help

i | & | english (k) - | DKK = | Donald Forbes | TESTSQL | @) X
= =

£ Order System Form

AIRTIKI ASP General | Customer Address

Customer v |3 Project [ZJ
Order N2 Last UID/Dte | CRS

Departure Invoice/Filed

PNR w | Week/Pax

Camier Created

Destination Cffer Date EHE

G| Type Hight N2 Cl.  Date From | To Time | To St. | S | Equip | Conf
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Here you have 2 options to get the PNR information:

Open Options

# | Action Notes
Select From the Main Menu Options ‘Functions’ and then ‘Transfer from CRS’,
1 once the TRANSFER FROM CRS Windows Forms opens then...
Press Transfer [F4]" button.
‘F4’. This option automatically opens the TRANSFER FROM CRS Windows
2 | Press

Form and transfers the pending PNR’s

At this moment, the TRANSFER FROM CRS Windows Form will be showing all
the pending PNR’s, if that were the case.

& Transfer from CRS

Amadeus || Galileo | Sabre || Worldspan |
CRS Type Prr First Passenger No Pax Departure Transfer Delete | MoGrid
< 5
o | | EEE (e

If there are pending PNR’s and you wish to convert one of them to an
ORDER, do the following:

# | Action Notes

‘Create New’ button in the Transfer Column and on the row of the PNR

1 | Press that you wish to convert to an ORDER

You will now be taken to the ORDERS Windows Form and all the information
that was transferred by the CRS (GDS) with the PNR is now displayed in the
different tabs where applicable (Itinerary, Payment, Invoice, Passengers,
Ticket Delivery, Remarks and Tickets).

You must now enter the Customer Name, as all Orders are linked to a
Customer.
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Mandatory Fields (Underlined)

General Tab

# | Enter Notes Input

This is name of the Customer that is ordering the Alpha

*
1 | Customer Name ticket(s). Numeric

This is the date of the departure or start of the

services included in the ORDER. bate

2 | Departure Date

This is the IATA (2 Letter) Code of the Carrier that @)
3 | Carrier issues the ticket. If the Carrier is unknown at the Alpha

moment use ‘XX'. Numeric

This is the IATA (3 Letter) Code. If it is O/W then it @)
4 | Destination is the last destination. If it is RTN then it is the Alpha

return to destination. Numeric

This is the date when the Offer expires. Press +1 to
5 | Offer Date give 1 day, + 7 to give 7 days or use the calendar Date
to choose any other date.

The Order must have a project assigned to it. This

f g Select
project refers to the type of Order it is currently. elee

6 | Project

* Notes and Suggestions

The Customer may or not be one of the passengers.

If you enter a partial of the name and hit return the system will display a list
of all the Customer names that start with the text you entered. Double-click
on the left side control box and the Customer Name will be transferred to the
Customer Field and all the Customer Details will be displayed in the Customer
Tab.

If it is new Customer and one of the passengers:

# | Action Button or Icon Notes
The FIND icon button to the right of the Customer
1 | Press 34 Finrd ! Y '9 Y

If there is only one passenger then, the passenger will be automatically
placed as the Customer. If there is more than one passenger, then a
Passenger List will be displayed, from which the appropriate one may be
selected. Double-click on the left side control box and the Passenger Name
will be transferred to the Customer Field.

If the Customer is new but not one of the passengers, then enter the
Customer’s full name.
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Mandatory Fields (Underlined)

Customer Tab

# | Enter Notes Input
1 | Customer Name Entered as part of the General Tab Nﬁlr?ﬁr;?ic

This is the contact phone for the Customer. This
2 | Day Phone field is also important because it is used to create Numeric
the Customer Number.

You may also enter the following:

Optional Fields

# | Enter Notes Input
The address of the Supplier. Use both fields if Alpha
1 | Address required. Numeric
. If enabled, select the corresponding Province or
2 | Province/State st P 9 Select
ate.
3 | Post Code The Post or ZIP Code of the Customer. Nﬁlr?ﬁr;?ic
4 | Mobile The Mobile or Cell phone number of the Customer. Numeric
5 | Fax The Fax number of the Customer. Numeric
The e-mail of the Customer. Must contain one ‘@’
and one ‘.. This e-mail is specific for the Order, that
6 | e-mail means that the Customer may request that for this Alpha
- | Order in particular, another e-mail address is used Numeric
other than the one he has registered in his
Customer Information.
. This is the name of the contact of the Customer; Alpha
7 | Attention usually this case refers to Business Customers. Numeric
This is the Frequent Flyer Card Number of the Alpha
o
8 | Card N Customer. Numeric
9 | VAT N°© The VAT/TAX number of the Customer. Nﬁ'ﬁ]gfic

Final Actions

# | Action Button or Icon | Notes
1 | Save =l Saves the Order to the database.
2 | Exit b Exits the current Order.

If the Customer is a new Customer, the Customer N°© is created when the
Order is created.
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2.2.2 HOW TO EDIT AN ORDER

Once an existing ORDER has been opened, it is ready to be edited. The
following explains how and what may be edited on each of the tabs.

General Tab

B SuitCase 2007

Fle Functions View Administration Modules Windows Help

13 | & | Endlish (uk) - | DKK |- | DonaldForbes | TESTSQL | @) X

-
£ SuitCase order No: 49211 / Testesen

PG Sl | Gereral | Customer Address |

Customer - 3 Poest  [TILBUD v[¥]
49211 Order N2 Last UID/Dte - ; J CRS |AMADEUS v

Departure 1/29/2006 Invoice/Filed ‘ | |

PNR |2aH508 v| Week/Pax | IE

Comer [0 | Cea< Lo |oF

Destinaon [BKK | OfferDate 51172007 |

=
Web Lirtk ayment | Invoice | Passengers || Ticket Delivery | Remarks | Tickets | mmmm m[m@
[TOuicklogn |  [THHE#E ] G| Type| Fight (N2 | Ol |Date | Fom |To |Time |To | S | S | Equp | Conf
 Ctonate

-

[ =R [su [o216|w [290AN [CPH [SvO 0830 [1255 [HK 0 319

A AR [SU 0553w |220AN [svO |BKC 2315 [1230 |HK|0 |19

> A |AIR |SU 0554 |W | 27FEB |BKK |SVO 1400 |2020 |HK |0 L%
File 43211 | o | | | | i

A AR [SU | 0215|W |27FEB [SVO |CPH 2130 |2210 |HK|0 319

HEQ

These are the fields that may be edited or changed.

# | Enter Notes Input

This is the date of the departure or start of the

1 | Departure Date services included in the ORDER. pate
This is the IATA (2 Letter) Code of the Carrier that @)
2 | Carrier issues the ticket. If the Carrier is unknown at the Alpha
moment use ‘XX'. Numeric
This is the IATA (3 Letter) Code. If it is O/W then it @)
3 | Destination is the last destination. If it is RTN then it is the Alpha
Numeric

return to destination.

This is the date when the Offer expires. Press +1 to
4 | Offer Date give 1 day, + 7 to give 7 days or use the calendar Date
to choose any other date.

The Order must have a project assigned to it. This

S | Project project refers to the type of Order it is currently. Select
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Customer Tab

8 SuitCase 2007
Fle Functons View  Administraton Modules  Windows  Help

1 | & | english k) - | DKK |~ | Donald Forbes | TESTSQL | @) X

£ SuitCase order No: 49214 / Ole Garde

Frequent Flyer Information
Atterttion | v|
| City | e Codhe | |
Province VAT Ne | |
i Mot £ Customer N2 [ 15014 |
+45_| | 5] | w5] L
Email |o|e@airtiki.c:om v
tinerary EF‘ayment‘ Invoice | Passengers | Ticket Delivery | Remarks | Tickets | 4 F M = QjH|| @
O | . G Type Fight N2 |1 Date | Fom To |Tme To | St | S| Equip | Conf
[ CustomerNE | » (4R |AF [1251]Y |20JUL |CPH CDG |0705 |1251 |HK|0 |0
hlsn le | vl [ oG joup [ies [ eeln oo
T A AR |AF | 735)Y |25JUL [DUA |CDG (2245 (735 |HK |0 |X0X
A |AIR |AF | 1750|Y |26JUL |CDG CPH (0730 1750 HK|0 |3(X

These are the fields that may be edited or changed.

# | Enter Notes Input

The e-mail of the Customer. Must contain one ‘@’
and one ‘.’. This e-mail is specific for the Order, that
1 il means that the Customer may request that for this Alpha

e-mal Order in particular, another e-mail address is used Numeric
other than the one he has registered in his
Customer Information.

2 | Attention This is the name of the contact of the Customer; Alpha
! usually this case refers to Business Customers. Numeric
This is the Frequent Flyer Card Number of the Alpha
o
S Card N Customer. Numeric
4 | VAT N°e The VAT/TAX number of the Customer. Nﬁ'r':]g’:‘ic

If any other changes are required for the Customer, they must be done using
the Customer Windows Form (See HOW TO EDIT A CUSTOMER).
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Itinerary Tab

B} SuitCase 2007

File Functions View  Administration Modules Windows Help
i ] |4 |english(u) = |DKK - |DonaldForbes |TESTSQL | @ X

-
& SuitCase order No: 49211 / Testesen

LGl | Gereral | Customer Address |

G S 3 Poedt  [TiBUD v[¥]
OnderNe 1579 Last UID/Dte [ 5A10/20 CRS |AMADEUS v

Departure  [1,/29,/2006 Invaice/Fied | [
FNR |2aH508 v| Wesk/Pax \
Cariier 51 Created ‘ |

oo DF v
Destination | BKK Offer Date  [5/11/2007 |

Fayment | Invoice || Fassengers || Ticket Deiivery | Remarks | Tickets|
[HAte | |G Type| Aigtt Ne | Cl. Date  From | To
—5 nmﬁsuozwwzmm CPH __!'é'vo
|A AR | SVO |BKK | |

|cPH 2130 |

Weh Link

Document N2

File 43211

SHE8

If you double-click on the left side control box of a segment, the system will
open the SEGMENTS Windows Form, where the selected segment may be
edited (see HOW TO EDIT A SEGMENT).

Balance Tab

B} SuitCase 2007

File  Functions View  Administraton Modules Windows  Help
i | & | English (k) - | DK& = | Donald Forbes | TESTSQL | @ X

.
8 SuitCase order No: 49211 / Testesen

General | Customer Address |

Customer | Tocioe 44 Pojedt  [TILBUD ~[¥]
Order N2 4521 Last UID/Dte [ 510720 CRS |AMADEUS v|

Departure  |1,/29/2006 Invoice/Filed | |

PNR 2AHSOB | Week/Pax [
Camier sU Created | 007 | F

D b

Destination  |BKK OfferDate  [5/11/2007 |

ey | Fovmert | invoce | Passengers | Tcke Deivey | Remac | Tiskes| (0 =)o )d)e]
Ir

Outpit to |1 Type | Paid Issued Invoice | UID | Pay S | Total Cui
L2 Wit | B Invoics [5r100007 |78046 oG |7/12/2007 4.600.00 | DKK

(%) Printer
Document N2 O P

File 45211 ) Emai

AIRTIKI ASP

Close Currertt Invoice Outstanding | 4.600.00 DK]E|

On this tab there is the option of outputting the Invoice and/or the Deposit
Bill.
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# | Action Icon | Option Notes

Displays the Invoice and/or Deposit to the screen.
1 | Select ® Windows | Aside from the display it is also possible to export
or save the file in different formats.

Prints the Invoice and/or the Deposit to the

2 | Select ® Printer selected printer.

3 | Select O] PDF Creates a PDF file of the Invoice and or Deposit.

4|select | @ |Emai | Serdsnemanie te el oress specied

Then...

# | Action Button or Icon | Notes

1 | Press Selects the Invoice for the above actions or

2 | Press Selects the Deposit for the above actions or

3 | Press Sel_ects the Invoice and the Deposit for the above
actions.

Notes and Suggestions

If there is an outstanding balance, a red line will appear above the tab lip,
indicating that there is something that needs to be looked at.

Invoice Tab

B SuitCase 2007

Flle Functions View Administraton Modules  Windows  Help

G | English (k) - | DKX = | Donald Forbes | TESTSQL | @ X

=
& SuitCase order No: 49211 / Testesen

PG | General | Customer Address |

= M P [mawp (X
4921 1 OuieetE Sa5011 Last UID/Dte . I 7 :| CRS !AMADEUS VI
Departure  |1/29/2006 voce/Fled [0 ||

PNR [2aH90B | Wesk/Pax

Camier |su | feated | ot b
Dosston BRK | OferDate (/a0 |

tinerary F'ayment |{ Invoice || Passengers | 'i'u.‘:k.:et-Déli\rery' Remarks | Tickets | mmm@ m[ﬁ]@

_ P  Invoice = Product Description Document | Units | Unit Price = Discount = Total
[ Customer N® | » Pybilet: Kaberhavr -
78046 |51 Bidrag til skkerhedsfond/ansvar 1 2300 000 23.00

File 49211 [ |78 |50 | Bidrmgti sikkerhedsfond/ansvar | [1 ] 2| om 23.00 |
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This tab just displays the current Invoice Information. If you wish to make
changes to the Invoice then you must open the INVOICE Windows Form.
(See HOW TO EDIT AN INVOICE)

Passengers Tab

B SuitCase 2007
File  Functions View  Administraton Modules Windows  Help
i | & | English (k) - | DK& = | Donald Forbes | TESTSQL | @ X

8 SuitCase order No: 49211 / Testesen

PTGl | Gerersl | Customer Address |

Customer | Tocioe 44 Pojedt  [TILBUD ~[¥]

Order N2 4921 Last UID/Dte [0z |[s/072007 | GRS |AMADEUS v|
Departure 1/29/2006 Invoice/Filed | |

PNR [2aH30B & Week/Pax 1"7

Camier SU Created | | DF

Destinaton  |BKK Cffer Date iﬁﬁu_q;r_I HH.
_— _ — . O O OO O -
| tinerary | Payment | invoice | Passengers | Ticket Delivery | Remarks | Tickets| P Hjaj0jd||e
Card

| No Id Name

» ERE 1] PINHOLT/SOFIE MS

Document N2

File 49211

If you double-click on the left side control box of a passenger, the system will
open the PASSENGER Windows Form, where the selected passenger may be
edited (see HOW TO EDIT A PASSENGER).

Ticket Delivery Tab

B SuitCase 2007
File  Functions View  Administraton Modules Windows  Help

il | Engish (U = [ DKK |7, | Donald Forbes | TESTSQL | @ X

& SuitCase order No: 49211 /

General i Customer Address |

Customer  Tocoes 4 Poiedt  [TILBUD .

Order N2 4571 Last UID/Dte [~ 5/10/20 CRs |AMADEUS
Depart
eparture 1)‘_29_/’211]6 | Invoice/Fled | | TRIAL VERSION
PNR 2AHSOB v | Week/Pax [1
Camier SU Created | | |DF

Destination  [BKK Cffer Date |§1?20_ﬂ?_| HH.
TSRS | tieray | Paymert | Inveice | Passengers | Ticket Deiven | Remarcs | Tickets| [ J)(a][D)E])(e]

Delivery Customer would like a message sert to his mobile phone when the edicket is Customer Enquiries
Remarks sent
Insurance v |
Document N2 — !
File 43211 |Cancelation Policy v |
[\c’lsa “ |
Type of e Tickest —_—
Delivery |Err|a|| B | Issued By IDF by \.

AgeedDate 71100007 | |@:] Ordersd O [7/4/2007 |@.
Delivered Date |7;1u;2m7 |@j Received On |7,»9_r2m7 |.. _ --
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The tab holds the information on the delivery of the tickets. The type of
delivery, the dates, remarks and which user issued the tickets. Additional
information is also included under Customer Enquiries.

These are the fields that may be edited or changed.

# | Enter Notes Input

This defines the way the tickets are to be delivered
1 | Type of Delivery to the Customer. (Usually Mail, e-ticket, Office pick- Select
up etc)

This the date on which the tickets have been agreed
with the Customer that they would be delivered.

This is the actual date that the tickets were

Delivered Date eventually delivered. bate

Date

Agreed Date

Ordered On This is the date the tickets were order. Date

This is the date the tickets were received by the
ticketing office or department.

This is the User ID of the User that issued the

Ticket Issued by tickets. Select

Received On Date

o ||~ |W DN

This field is used to remind the User that they
should enquire from the Customer whether they
wish to take out a Travel Insurance Policy. Select
Insurance (YES) or Insurance (NO) accordingly.

Select

6 | Insurance

This field is used to remind the User that they
should enquire from the Customer if they are aware
of the Cancellation Policy. Select Cancellation Policy
(YES) or Cancellation Policy (NO) accordingly.

Select

6 | Cancellation Policy

This field is used to remind the User that they
should enquire from the Customer if they are aware

of the Visa requirements. Select Visa (YES) or
Visa (NO) accordingly.

6 | Visa

Select

Remarks Tab

& SuitCase 2007

Fle  Functions \View  Administration Modules Windows  Help

1 | & | english (UK) ~ | DKK = |DonaldForbes | TESTSQL | @) X

-
£ SuitCase order No: 49211 / Testesen

AL | General | Customer Address |

Cntomer [T @ e S
Order N2 Last LID/Dte | |[s107 | | =5 |AMADEUS v|
Depature  [1/29/2006 Inveice /Fied | |
PNR |2aH308B v| Wesk/Pax | [[1
Carmier |5_Uj| Created |_—| DF v
Destingtion [BKK | OfferDate  [5/11/2007 |

—

Web Link | Itiﬁemry | F‘ayment | -Iﬁ\foi.c:e | Passengers | 'i'ic-:i;:et-D.éli\rery
I | 07 |PNR | Customer|
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This tab holds the remarks fields, where additional information on the
ORDER, PNR and CUSTOMER may be entered and displayed.

These are the fields that may be edited or changed.

# | Enter Notes Input
1 | Order Enter additional remarks related to the Order. Nﬁ'rf]g’:‘ic
2 | PNR Enter additional remarks related to the PNR. Nﬁ'r’:]g’:‘ic
3 | Customer Enter additional remarks related to the Customer. Nﬁ'rf]g’:‘ic

Notes and Suggestions

If there are any remarks in any of the fields, a red line will appear above the
tab lip, indicating that there is something that needs to be looked at.

Tickets Tab

& SuitCase 2007

Fle  Functions View Administration Modules Windows  Help

1 | & | english (UK) v | DKK |7 | Donald Forbes | TESTSQL | @) X

-
£ SuitCase order No: 49211 / Testesen

FYCUAWCT | Genersl | Customer Add
Customer Tt ) Project E-W
Order N2 Last UID/Dte o |[s107 | | =5 |AMADEUS v
Departure  [1/29/2006 invoice/Fied | [
PNR [22H30B v WeskPax [ I
Camier |S-U | Created | i | DF w
Destination .BKK | Offer Date :_5;"1_1;266:,1'___|
| tinerary | Payment || Inwoice | Passengers || Ticket Delivery | Remarks Ak Hjm]|0)|d) e
[ Quick Logn | TicketN® | Type Cur Fare Tax() | TID Tax2)  TID Tax(3 | TID | TCur  TotFare | Camer A
< >

This tab just displays the current Ticket Information.
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2.3 INVOICES
2.3.1 HOW TO CREATE AN INVOICE

Once an ORDER has been created an INVOICE may be created for that
ORDER.

To do that, you first have to have the ORDER open or you must open the
ORDER.

Then you have 2 options.

# | Action Notes
1 | Press Ctrl 1 or
2 | Select From the Main Menu Options, ‘File’ and then ‘Open Invoice’.

Now the INVOICE Windows Form is open and showing the Invoice
Information of the current active ORDER.

8 Invoice for Londal Industri A/S / Order N° 34588

File Edit Help

Invoice N2
" 63940 st bk [ G00] Dot
User Issue Date 5,-"21]1}5 Due Date ,-"23,-"2“1}5
= Gy ®
(@] wf | | [ ] [o] | | b
L | Product ID Description Document | Units | Unit Pice | V | Discount | Total L

Gross Sale Met Costs Gross Profit % of Sale Total VAT Invoice Total

Optional Fields

# | Enter Notes Input
1 | N° of Pax This is the number of passengers included in this Numeric
Order.
2 | User This is the User to whom this Order initially belongs. Select
3 | currenc This is the currency to be used for the Invoice, Select
Y payments and the deposit.
. Numeric
4 | Deposit This is the deposit amount. with
Decimals
5 | Issue Date The date the Order was issued. Date
6 | Due Date The date the Order expires. Date
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To Add an Invoice Line to the Invoice Table

You have to use the Edit Line, which is located just above of the Invoice
Table.

Set the cursor to the Product ID and enter the following:

Mandatory Fields (Underlined)

# | Enter Notes Input

This is the Product ID of the Product that you wish Alpha
to enter as an Invoice Line into the Invoice. Numeric

1 | Product ID *

Enter the description of the Product. The description

— that appears when a Product is selected may be Alpha
2 | Description changed as this change will only affect the current Numeric
Invoice Line.

* Notes and Suggestions

If the Product ID you enter is known then the system will display all the
information on that Product (Description and Unit Price).

If the Product ID does not correspond to a known Product ID it will ask if you
wish to create a New Product ID.

If you answer ‘YES’ it will open the PRODUCT Windows Form, where you may
add a New Product to the Product database (See HOW TO ADD A PRODUCT).
If you answer ‘NO’ the system will open the PRODUCTS LIST Windows Form
where you may search for the Product you require.

Optional Fields

# | Enter Notes Input
If there is a Document (Ticket N°, Voucher N°, MCO oh
1 | Document etc) that you wish to relate to this product enter the | oo
details in this field.
2 | Units * These are the number of units of this Product that is (0-99)
! to be included in the calculation. Numeric
. A Numeric
3 | Unit Price * This is the Unit Price of the Product. with
Decimals
Is the VAT/TAX Indicator. The number entered
4 |V determines that VAT/TAX percentage that will be Nﬁﬁ?ﬂc
applied to this product.
A Numeric
5 | Discount If a discount applies, enter the amount. with
Decimals

* Notes and Suggestions

The Total field will display the result of multiplying the Units x the Unit Price —
the discount if any.
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Edit Line Final Actions

# | Action Button or Icon | Notes
1 | Press L'i_" Adds the Invoice Line to the Invoice Table and
clears the Invoice Line.

2 | Press r| Clears the Invoice Line.

Final Actions

# | Action Button or Icon | Notes
1 | Press =l Saves the Invoice to the database.
2 | Press b Exits the current INVOICE.

If the Customer is a new Customer, the Customer N°© is created when the
Order is created.
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2.3.2 HOW TO EDIT AN INVOICE

To edit an Invoice, you first have to have the ORDER open or you must open
the ORDER.

Then you have 2 options.

# | Action Notes
1 | Press Ctrl 1 or
2 | Select From the Main Menu Options, ‘File’ and then ‘Open Invoice’.

Now the INVOICE Windows Form is open and showing the Invoice
Information of the current active ORDER.

8 Invoice for Londal Industri A/S / Order N° 34588

File Edit Help

Invoice N2
63940 BEE = e
= Gy ®
(@] wf | [ [ 1] [o] [ | b
L | Product ID Description Document | Units | Unit Pice | V | Discount | Total L
v [ eicrax Danske & udenlandske sfgter 1 68200 0 0.00 68200 |1
N |5l Bidrag til sikkerhedsfond/ansvar 1 2300| 0 0.00 23.00(2
N |BK Fiybillet: Kebenhavn - Bangkok t/ 1 10,500.00 | 0 0.00 10,500.00 | 3

Gross Sale Met Costs Gross Profit % of Sale Total VAT Invoice Total

These are the fields that may be edited or changed.

# | Enter Notes Input
1 | N° of Pax This is the number of passengers included in this Numeric
Order.
2 | User This is the User to whom this Order initially belongs. Select
3 | currenc This is the currency to be used for the Invoice, Select
u Y payments and the deposit.
. Numeric
4 | Deposit This is the deposit amount. with
Decimals
5 | Issue Date The date the Order was issued. Date
6 | Due Date The date the Order expires. Date
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To Add an Invoice Line to the Invoice Table

You have to use the Edit Line, which is located just above of the Invoice
Table.

Set the cursor to the Product ID and enter the following:

Mandatory Fields (Underlined)

# | Enter Notes Input

This is the Product ID of the Product that you wish Alpha
to enter as an Invoice Line into the Invoice. Numeric

1 | Product ID *

Enter the description of the Product. The description

— that appears when a Product is selected may be Alpha
2 | Description changed as this change will only affect the current Numeric
Invoice Line.

* Notes and Suggestions

If the Product ID you enter is known then the system will display all the
information on that Product (Description and Unit Price).

If the Product ID does not correspond to a known Product ID it will ask if you
wish to create a New Product ID.

If you answer ‘YES’ it will open the PRODUCT Windows Form, where you may
add a New Product to the Product database (See HOW TO ADD A PRODUCT).
If you answer ‘NO’ the system will open the PRODUCTS LIST Windows Form
where you may search for the Product you require.

Optional Fields

# | Enter Notes Input
If there is a Document (Ticket N°, Voucher N°, MCO oh
1 | Document etc) that you wish to relate to this product enter the | oo
details in this field.
2 | Units * These are the number of units of this Product that is (0-99)
! to be included in the calculation. Numeric
. A Numeric
3 | Unit Price * This is the Unit Price of the Product. with
Decimals
Is the VAT/TAX Indicator. The number entered
4 |V determines that VAT/TAX percentage that will be Nﬁﬁ?ﬂc
applied to this product.
A Numeric
5 | Discount If a discount applies, enter the amount. with
Decimals

* Notes and Suggestions

The Total field will display the result of multiplying the Units x the Unit Price —
the discount if any.
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Final Actions

# | Action Button or Icon | Notes
1 | pr H Adds the Invoice Line to the Invoice Table and
ess clears the Invoice Line.

2 | Press | Clears the Invoice Line.

To Delete an Invoice Line from the Invoice Table

£ Invoice for Seren Olesen / Order N° 34593

File Edit Help

Invoice N2

63944
Tpe

@ N2 of Pax Last Invoice l:l Deposit
7 Prrt User lssue Date Due Date 9/7/2005
[ Save Cumency (F3)

(@] nf | [ [ ] [o] | | b
L | Product ID Description Document | Units | Unit Pice | V | Discount | Total L
N |BK Flybillet: Kebenhavn - Shanghai t/r 585500 (0 5.855.00 (1

S 6o it —-nm
N |5l Bidrag til sikkerhedsfond/ansvar 2300| 0 23.00(3

Gross Sale Met Costz Gross Profit k Total VAT Invoice Total

Select the Invoice Line row by selecting the left side control box of the row
and then press the ‘Delete’ key. The system will then ask if you wish to
continue with the delete action. If you answer ‘YES’ then the Invoice Line will
be deleted. If you answer ‘NO’ then the delete action will be canceled.

To Order the Invoice Lines in the Invoice Table

£ Invoice for Seren Olesen / Order N° 34593

File Edit Help

Invoice N2

63944 et P s e [ 551] Dowe

User lzsue Date 5,-"21]1}5 Due Date 9/7/2005
Tpe Gy @
(@] nf | [ [ ] [o] | | b
L | Product ID Description Document | Units | Unit Pice | V | Discount | Total L
N |BK Flybillet: Kebenhavn - Shanghai t/r 585500 (0 5.855.00 (1
S 6o it —-nm
N |5l Bidrag til sikkerhedsfond/ansvar 2300| 0 23.00(3

Gross Sale Met Costz Gross Profit k Total VAT Invoice Total
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There might be a case for putting the Invoice Lines in another order, other
than the order in which they were created. To do this select any field in the
row and keeping the left hand mouse button pressed move the row to the
desired location and release the left hand mouse button.

To Edit an Invoice Line

£ Invoice for Seren Olesen / Order N° 34593

File Edit Help

Invoice N2
br04s | @EEE] e =
Tpe Oswe  Gos @
(@] nf | [ [ ] [o] | | b
L | Product ID Description Document | Units | Unit Pice | V | Discount | Total L
N |BK Fybillet: Kebenhavn - Shanghai t/r 1 5.855.00 | 0 0.00 5,855.00 |1
N |BKTAX Danske & udenlandske afgifter 1 1.054.00 | O 0.00 1.054.00 |2
3 N |5l Bidrag til sikkerhedsfond/ansvar 1 2300| 0 0.00 23003

Gross Sale Met Costs Gross Profit % of Sale Total VAT Invoice Total

Here you have 2 options.

Either you edit the Invoice Line in the Invoice Table or you double-click the
row’s control box and the Invoice Line will be sent to the Edit Line, where it
may be edited. Pressing the Save button will return the Edited Invoice Line to
the Invoice Table.

You may not Edit the Product ID, only the other fields.

Final Actions

# | Action Button or Icon | Notes
1 | Press [ Saves the Invoice to the database.
2 | Press F| Exits the Invoice. *

* Important Note

Any changes made directly to the Invoice Table are updated to the database
instantly, therefore exit will not undo any changes, if that were the case.
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2.4 CUSTOMER

2.4.1 HOW TO CREATE A CUSTOMER

Customer Form ZI@[’XI
Name Customer N2
Address Account
VIP Group
Country State Project
ZIP Code l:l City | | Credit Max
Day Phone Cell Phone Fax Credit Days
+45 | | | |
Email Balance
CC Mail Recipiert Orly i
Remarks
Form of
Payment
UzerlD
Date Changed
Mode
e E1ES E

To create a Customer, the current active Order Form must be empty or else
the Customer Form will display the Customer Information of the Customer in
the Order Form and will only allow editing.

Open Options

# | Action Notes
1 | Select From the Main Menu Options: ‘File’ and then ‘Customer’ or
1 | Enter Ctrl + F1

The Customer Windows Form will open in the ‘Search Mode’, to create a New
Customer:

# | Action Button or Icon | Notes

1 | Press ] Puts the Customer Form in ‘New Mode’.
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8 Customer Form

Customer
Name Customer N2
Address Account
VIP Group
Country Denmark State Project
ZIP Code City Credit Max 0.00
Day Phone Cell Phone Fax Credit Days i]
+45
Email = Balance
] cC ma - Pre-Paid
ail ] Recipient Only
Remarks
Form of
Payment Cash R
UzerlD
Date Changed
Mode
NEW =
£ E

Mandatory Fields (Underlined)

# | Enter Notes Input
1 | Name The Customer’s name. tpha.
2 | ZIP / Post Code The Customer’s ZIP or Post Code. Nﬁﬁ';i‘ic
2 | City The Customer’s City. Alpha
The telephone number where the Customer may be
2 | Dav Phone contacted during office hours. This number is also Numeric
y important because it is used to create the Customer
Number.
Optional Fields
# | Enter Notes Input
The address of the Customer. Use both fields if Alpha
1 | Address required. Numeric
5 Province / State / If enabled, select the corresponding Province, Select
County State or County.
3 Mobile The Mobile or Cell phone number of the contact at Numeric
! the Customer.
4 | Fax The Fax number of the Customer. Numeric
. The e-mail of the Customer. Must contain one ‘@’ Alpha
5 | e-mail and one ‘.’ Numeric
. If the Customer wants copies of the e-mails sent to
Check
6 | CC Mail the other e-mail addresses in the Drop-Down Box. ee
. If the Customer only wants the e-mails sent to the
Check
7 | Recipient Only recipient. ec
Any relevant remarks about the Customer. This oh
8 Remarks information is internal only and will not be Nﬁr‘;e?ic

displayed anywhere else but in this form.
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The accounting account number that this
9 | Account 9 Alpha

customer’s accounts are updated. Numeric
10 | VIP Group If this Customer is assigned to any VIP Group. Nﬁ'ﬁ]gfic
11 | Project If this Customer belongs to any Project. Nﬁlr?ﬁr;?ic
. The Credit Amount that this Customer will receive, Numeric
12 | Credit Amount , ! Y s = w W with
if any. Decimals
13 | credit Days ;:;e/ Days of Credit that the Customer will receive if Numeric
14 | Form of Payment The Form of Payment for this Customer. Select
Display Fields (Disabled)
# | Enter Notes Input
1 | Customer Number The Customer Number, generated by the system. Disabled
The current balance of the Customer, generated by )
2 Balance the system. Disabled
. The amount the Customer has prepaid, generated )
3 Prepald by the system. Disabled
The User ID of the User that last changed this )
4 User ID Customer Information. Disabled
The date, that last change to the Customer )
S Last Change Information was made. Disabled
Final Actions
# | Action Button or Icon | Notes
1 | Press L'E" Saves the Customer Information.
2 | Press }'( Exits the Customer Windows Form.
If you wish to create another New Customer:
# | Action Button or Icon | Notes
11p j Clears the Customer Form and puts the Customer
ress Form in ‘New Mode’.
If you wish to search for a Customer and there is no open Order:
# | Action Button or Icon | Notes
11p :ﬁl Clears the Customer Form and puts the Customer
ress Form into ‘Search Mode’.
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2.4.2 HOW TO EDIT A CUSTOMER

If there is an Order Active, then the Customer Form will display the Customer
Information on the Customer that is in the current active Order. If you wish
to edit a Customer that is not in the current active Order, then you must be
on an empty Order. (See How to Search a Customer).

8 Customer Form

Customer
Name Donald Gordon Forbes Customer N2
Address Atalaya del Golf, Portal 2, Piso 15 Accourt 70000
VIP Group
Country Spain w State |Malaga w Project
ZIF Code 29680 City |Marbella Credit Max 0.00
Day Phone Cell Phone Fax Credit Days A1
+34 | 552084309 952884307
Email don @airtili.com L s
CC Mail ] Racpient Onity Pre-Paid
Remarks
Form of
Paymert Cash R
UzerlD
Date Changed
Mode
EDIT =
| 0 [X][a]

Open Options

# | Action Notes
1 | Select From the Main Menu Options: ‘File’ and then ‘Customer’ or
1 | Enter Ctrl + F1

Editable Fields

# | Enter Notes Input
, Alpha
1 | Name The Customer’s name. Numeric
The address of the Customer. Use both fields if Alpha
2 | Address required. Numeric
3 | Countr This is the country where the Customer’s address Select
u y and telephone numbers are located.
Province / State / If th(_ere is information on '_[he country se_lected_,
4 provinces, states or counties, then the field will be Select
County enabled for selection
ZIP / Post Code The Customer’s ZIP or Post Code. Nﬁ'r';g":‘ic
6 | City The Customer’s City. Alpha
The telephone number where the Customer may be
7 Dav Phone contacted during office hours. This number is also Numeric
y important because it is used to create the Customer
Number.
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The Mobile or Cell phone number of the contact at

8 Mobile the Customer. Numeric
9 | Fax The Fax number of the Customer. Numeric
. The e-mail of the Customer. Must contain one ‘@’ Alpha
10 | e-mail and one *.’. Numeric
. If the Customer wants copies of the e-mails sent to
11 | CC Mail the other e-mail addresses in the Drop-Down Box. Check
. If the Customer only wants the e-mails sent to the
heck
12 | Recipient Only recipient. Chec
Any relevant remarks about the Customer. This oh
13 | Remarks information is internal only and will not be —pna
displayed anywhere else but in this form.
The accounting account number that this Alpha
14 | Account customer’s accounts are updated. Numeric
15 | VIP Group If this Customer is assigned to any VIP Group. Nﬁ'ﬁ]gfic
16 | Project If this Customer belongs to any Project. Nﬁ'ﬁ]gfic
. The Credit Amount that this Customer will receive, Numeric
17 | Credit Amount it with
IT any. Decimals
. The Days of Credit that the Customer will receive if
18 | Credit Days any Y Numeric
19 | Form of Payment The Form of Payment for this Customer. Select
Display Fields (Disabled)
# | Enter Notes Input
1 | Customer Number The Customer Number, generated by the system. Disabled
The current balance of the Customer, generated by )
2 Balance the system. Disabled
. The amount the Customer has prepaid, generated )
3 Prepald by the system. Disabled
The User ID of the User that last changed this )
4 User ID Customer Information. Disabled
The date, that last change to the Customer )
Disabled

5 | Last Change

Information was made.

Final Actions

# | Action Button or Icon | Notes
1 | Press =l Saves the Invoice to the database.
2 | Press b Exits the Customer Windows Form.
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2.4.2 HOW TO SEARCH A CUSTOMER

8 Customer Form ZHE”‘S__Q
Name Customer N2
Address Account
VIP Group
Country St/ Prov / Cty Project
ZIP Code l:l City | | Credit Max
Day Phone Cell Phone Fax Credit Days
+45 | | | |
Email Balance
CC Mai Recipiert Oy Pre-Paid
Remarks
Form of
Payment
UzerlD
Date Changed
Mode
SEARCH @) aa@Dxd

If the Order Form was empty then the Customer Form will appear in the
‘Search Mode’.

To Find a Customer you have 2 options, either use the Customer Number or
the Customer Name.

To find a Customer with the Customer Number:

# | Enter Notes Input

The Customer Number of the Customer, which is Alpha

o
1| Customer N usually their Day Phone Telephone Number. Numeric

The system will search for a Customer, with the Customer Number you have
just entered. If a Customer is found, the system will display all the Customer
Information available. If it is not found, then the system will display a
message.

To Find a Customer with the Customer Name:

# | Enter Notes Input

Alpha
Numeric

1 | Name This is the Customer Name.

This will display the Customer List Form.
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& Find Customer

Customer Name

3

Customer

L& Jens Aage Hansen
|jens aarby
. Jens Agnar Christiansen
Jens Agﬁer I'v'iadsen .
.Jens Andersen
.Jens Andersen
lJens Andersen

Jens Andersen

Phone

755181 84
| 38867225
| 36757337

4484021

| 36459272
| 36726998
| 22612987
| 32661742

(@] (x](=]

Address Zip City
.Septembenraenget 26 .B[N]G Kolding
.nyelandsvej 52, 3.tv. .Zﬂﬂﬂ .fnederiksberg
. Kristian Hedesvej 44 . . Bording
| Sandbyve) 42 [2730 | Herlev
.Geneml Bahnsonsvej 3, st.th. .2000 . Frederksberg
| Redovrevej 2242 11v |2610 | Rodove
| Agerbakken 7 [8700 | Horsens
-
| >

Use the vertical slider to locate the Customer. Use the Customer Name field

to do other searches.

Final Actions

# | Action Button or Icon | Notes
Double- The Row Header Control Box on the left of the row
1 . EI where the Customer is located. The Customer
click Information will be returned.
2 | Press H With a row selected. The Customer Information
will be returned.
3 | Press Exits and does not return a selected Customer.
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2.5 INVOICE LINE PRODUCT

2.5.1 HOW TO ADD OR CREATE AN INVOICE PRODUCT

& Invoice Line Products

Product 1D
Description
Sales Account
Cost Account
TAX

Supplier W2
Supplier

Supplier Form

Inactive

Suppliers

Met Price
InvLine Products

Add a Ficed % of

Sales Price
Add to Deposit

Mode
SEARCH

o

Op

en Options

Action

Notes

Select

From the Main Menu Options: ‘Administration’, ‘Maintenance’, ‘Products’.

Select

From the Invoice Windows Form Menu Options, ‘New Product’.

#H
1
2
3

Press

From the Invoice Windows Form, ‘Ctrl N'.

Either option will open the INVOICE LINE PRODUCTS Windows Form. The
Form will open in the ‘Search Mode’. To enter a New Invoice Line Product:

#H

Action

Button or Icon | Notes

1

Press

1_1 Signals the system into the ‘New Mode’

& Invoice Line Products

Supplier Form

Suppliers

Product 1D Inactive []
Description
Sales Account Met Price
LY InvLine Products
Cost Account Add a Ficed % of 0.00
TAX 0 Sales Price 0.00
Supplier N2 Add to Depostt [ ]
Supplier |
Mode
NEW @
El
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Mandatory Fields (Underlined)

# | Enter Notes Input
The Product ID must be unique or the system will

1 | Product ID (Ijl:i)splay the existing product that has that Product Nﬁ',ﬂg?ic

2 | Product Description | The Description of the Product. Nf,",ﬁf;‘;‘ic

. This is the Supplier N° of the Supplier that offers )
o
3 Suppller N that Product. Numerie

Important Notes and Suggestions

If you do not know the Supplier N°; Press the Suppliers Button, which will
display all the Suppliers in the SUPPLIERS LIST. Using the table vertical
slider, locate the Supplier, double-click the left side control box of the row
where the Supplier is located and that will send that information back to the
PRODUCTS Windows Form, which in turn will automatically insert the data
into the corresponding Supplier N© and Supplier fields.

If you wish to see a list of the current Products; Press the Products Button.

The Status Group Box indicates if the Product is ‘NEW’.
Final Actions

# | Action Button or Icon | Notes

1 | Press L‘,—_-‘ Saves the Product to the database.

2 | Press * Exits the PRODUCTS Windows Form and returns to
the previous Windows Form.

Optional Fields

# | Enter Notes Input

This Check Box refers to the action of making the
Product Active or Inactive. If it is Inactive it will not
1 | Inactive be available for any other Form except the Product v
Form. Checked means it is Inactive. Unchecked
means it is Active and therefore available.

2 | Sales Account This is the Sales Account linked to the Product. Numeric
3 | Cost Account This is the Cost Account linked to the Product. Numeric
4 | Net Price This is the Net or Cost Price of the Product. Numeric

The % amount entered here will be added to the

. Net Price to produce the Sales Price. The default is

o)

S | Add a Fixed % of 0.00 (0,00) which does not add anything to the Net
Price and therefore does not produce a Sales Price.

Numeric

If a ‘O’ Fixed % was entered, then the User must
. enter the Sales Price. If a Fixed % other than ‘0’

6 | Sales Price was entered then the Sales Price field is disabled,
as the Sales Price is calculated by the system.

Numeric
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This Check Box refers to the action of adding the
Fixed % to the minimum deposit. Checked means it v
is added to the deposit. Unchecked means it is not
added to the deposit.

7 | Add to Deposit

Other Buttons

# | Action Button or Icon | Notes
1 | Press Opens the Supplier Windows Form.
2 | Press Opens the Suppliers List Windows Form.
3 | Press Opens the Products List Windows Form.
4 | Press 7] Displays the Help Page

----- 000-----
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2.5.2 HOW TO EDIT AN INVOICE LINE PRODUCT

& Invoice Line Products

Description Suppliers
Sales Account Met Price
InvLine Products

Product 1D Inactive

Cost Account Add a Ficed % of
TAX Sales Price
Supplier N2 Add to Deposit
Supplier
Mode

SEARCH (@][®)0)[X] &

Open Options

# | Action Notes

1 | Select From the Main Menu Options: ‘Administration’, ‘Maintenance’, ‘Products’.
2 | Select From the Invoice Windows Form Menu Options, ‘New Product’.

3 | Press From the Invoice Windows Form, ‘Ctrl O’.

Either option will open the INVOICE LINE PRODUCTS Windows Form. The
Form will open in the ‘Search Mode’. Then you have 2 options:

# | Action Notes
1 | Enter Product ID or
2 | Press InvLine Products Button
# | Action Button or Icon | Notes
1 | Enter Invoice Line Product ID or
Opens the Invoice Line Products List Windows
2 | Press Form

If you enter the Product ID and it is valid, the system will display all the
available data on that Product, you may then Edit the Product.

If you press the InvLine Products Button, the Invoice Line Products List
Windows Form will open from where you may select a Product by double-
clicking the left side control box of the row where the Product is located. This
action will send the Invoice Line Product ID to the INVOICE LINE PRODUCTS
Windows Form and it will in turn display all the available information on that
Invoice Line Product.
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8 List of Products EI

=]

Product Code Description Unit Price ~
» Sygeafbestilingsforsikring 0.00
ANDET Samlet pris iflg overslag 0.00
BIL Billeje Holliday Autos 0.00
BK Fiybillet: Kebenhavn - 0.00
BK3 Fiybillet: Kebenhavn - 0.00
BK7 Blybillet: Kebenhavn - 0.00
BKB Flybillet: Billund - 0.00
BKTAX Danske & udenlandske afgifter 0.00
CCFEE CreditCard fee 0.00
DIV diverse 0.00
FOR Rejseforsikring 0.00
fors Rejseforsikring 0.00
FUEL Fuel tillzeg pa grund af forhgiede oliepri... 0.00

GB Distributionsgebyr 0.00 o

Editable Fields

# | Enter Notes Input
1 | Product Description | The Description of the Product. Nf,",ﬁ;';";‘ic

Use this Check Box to make Product active or
inactive. If it is Inactive it will not be available for
2 | Inactive any other Form except the Product Form. Checked v
means it is Inactive. Unchecked means it is Active
and therefore available.

3 | Sales Account This is the Sales Account linked to the Product. Numeric
4 | Cost Account This is the Cost Account linked to the Product. Numeric
5 | Net Price This is the Net or Cost Price of the Product. Numeric

The % amount entered here will be added to the
Net Price to produce the Sales Price. The default is
0.00 (0,00) which does not add anything to the Net
Price and therefore does not produce a Sales Price.

Numeric

6 | Add a Fixed % of

If a ‘O’ Fixed % was entered, then the User must
7 | sales Price enter the Sales Price. If a Fixed % other than ‘0’ Numeric
was entered then the Sales Price field is disabled,

as the Sales Price is calculated by the system.

This Check Box refers to the action of adding the
Fixed % to the minimum deposit. Checked means it v
is added to the deposit. Unchecked means it is not
added to the deposit.

8 | Add to Deposit

Other Buttons

# | Action Button or Icon | Notes

Opens the Supplier Windows Form, to create or
1 | Press edit an Supplier.
2 | Press Opens the Suppliers List Windows Form.
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Opens the Invoice Line Products List Windows
3 | Press F
orm.
4 | Press 7] Displays the Help Page
Final Actions
# | Action Button or Icon | Notes
1 | Save L‘,—_-‘ Saves the Invoice Line Product to the database.
2 | Exit * Exits the INVOICE LINE PRODUCTS Windows Form
and returns to the previous Windows Form.
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2.5.3 HOW TO SEARCH FOR AN INVOICE LINE PRODUCT

& Invoice Line Products

Product 1D Inactive
Description
Sales Account Met Price

InvLine Products

Cost Account Add a Ficed % of

TAX Sales Price
Supplier N2 Add to Deposit

Supplier |

Mode

SEARCH H

Open Options

# | Action Notes

1 | Select From the Main Menu Options: ‘Administration’, ‘Maintenance’, ‘Products’ or
2 | Select From the Invoice Windows Form Menu Options, ‘New Product’ or

3 | Press From the Invoice Windows Form, ‘Ctrl O’.

Once the Products Windows Form is open:

# | Action Button or Icon | Notes
Open the Invoice Line Products List Windows
1 | Press Form.
B List of Products E'

| | )=
Product Code Description Unit Price S

> Sygeafbestlingsforsking 0.00

ANDET Samlet pris iflg overslag 0.00

BIL Billsje Hollidzy Autos 0.00
BK Fiybillet: Kebenhavn - 0.00| =

BK3 Fiybillet: Kebenhavn - 0.00

BK7 Blybillet: Kebenhavn - 0.00

BKB Flybillet: Billund - 0.00

BKTAX Danske & udenlandske afgifter 0.00

CCFEE CreditCard fee 0.00

DIV diverse 0.00

FOR Rejseforsikring 0.00

fors Rejseforsikring 0.00

FUEL Fuel tillzeg pa grund af forhgiede oliepri... 0.00
GB Distributionsgebyr 0.00 o
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As you enter text the text box, the system will display all the Products that
start with the text you have entered. If you hit the return key and there is at
only one Product in the List Table, that Invoice Product Product will be sent
back to the calling Windows Form

or

Use the vertical slider to locate the Product and then double-click the left side
control box on the row where the Product is located. This action will send the
Product to the calling Windows Form.

Final Actions

# | Action Button or Icon | Notes

Exits the PRODUCTS Windows Form and returns to
1 | Press A the previous Windows Form, but does not send
any Product to the calling Windows Form.
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2.5.4 HOW TO ACTIVATE OR DEACTIVATE AN INVOICE LINE
PRODUCT

& Invoice Line Products

Supplier Form
Product ID Inactive

Descrigtion e
Sales Account 10000 Met Price 0.00
. . InvLine Products
Cost Account 20000 Add a Ficed % of 0.00
TAX 0 Sales Price 0.00
Supplier N2 Add to Deposit
Supplier |
Mode

EDIT (o] [&] (0] (X] (4]

Open Options

# | Action Notes

1 | Select From the Main Menu Options: ‘Administration’, ‘Maintenance’, ‘Products’.
2 | Select From the Invoice Windows Form Menu Options, ‘New Product’.

3 | Press From the Invoice Windows Form, ‘Ctrl O’.

Either option will open the PRODUCTS Windows Form. Then you have another
2 options:

# | Action Notes
1 | Enter Product ID or
2 | Press Products Button

If you enter the Product ID and it is valid, the system will display all the
current data on that Product, you may then Edit the Product.

If you press the Product Button, the Products List Windows Form will open.
(See HOW TO SEARCH FOR A PRODUCT)

There is no way to delete a Product per se, because the Product may appear
in the database related to some Order or Invoice, however you may set it as
Inactive, which means that it will not appear as an available Product for all
Windows Forms except in the PRODUCT Windows Form.
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To set a Product to Inactive:

# | Enter Notes Input
Use this Check Box to make Product active or
inactive. If it is Inactive it will not be available for
111 i any other Windows Form except the Product Form. v
nactive Checked means it is Inactive. Unchecked means it

is Active and therefore available for all other
Windows Forms.

SoftSuitCase Office 2007

8/13/2007

Page 42 of 77



2.6 SUPPLIERS

2.6.1 HOW TO ADD OR CREATE A SUPPLIER

B Suppliers (Add, Edit, Search)

Supplier N2
Supplier " Tour Supplier
Address
Country St / Prov / Cty Total Sales
ZIP Code City Sales Year
Day Phone Cell Phone Fax Credit Amount
45 Credit Days
Email
Balance
hTiT Supplier Group
Project
Remarks
Account
Form of Payment
PrePay
User / Date
Voucher Text
SEARCH
© g

Open Options

# | Action Notes

From the Main Menu Options: ‘Administration’, ‘Maintenance’,

1 | Select ‘Suppliers’ or...

2 | Press ‘Supplier Form’ Button from the PRODUCTS Windows Form.

The Supplier Windows Form will open in the ‘Search Mode’. To change to the
‘New Mode’:

# | Action Button or Icon | Notes
1 | New j ’\C/Ir(l)zréges the Supplier Windows Form into ‘New

Once you are in ‘New Mode’ then, enter the following fields:

Mandatory Fields (Underlined)

# | Enter Notes Input
1 | Supplier Name * The name of the Supplier. Nﬁﬁ';i‘ic
2 Country The country where the Supplier is located. Select
3 | City The City where the Supplier is located. Nﬁmﬁc
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4 | Day Phone

located.

A phone number where the Supplier may be

Numeric

* Notes and Suggestions

The Supplier Name Combo Box has a list of all the current Suppliers on the
database. To see if the Supplier you are creating already exists, either open
the Combo Box or enter some text and the Combo Box will open and display
the Suppliers that match the text entered. Selecting a Supplier will display all
the current data there is on the Supplier. Add or Edit the information as

required.

Final Actions

# | Action Button or Icon | Notes
1 | Save L‘,—_-‘ Saves the Supplier to the database.
2 | Exit x Exits the SUPPLIERS Windows Form and returns to
the previous Windows Form.
Optional Fields
# | Enter Notes Input
The address of the Supplier. Use both fields if Alpha
1 | Address required. Numeric
. If enabled, select the corresponding Province or
2 | Province/State Stots ponding Frovi Select
. Alph
3 Post Code The Post or ZIP Code of the Supplier. Nu,ﬂe?ic
. The Mobile or Cell phone number of the contact at )
4 Mobile the Supplier. Numeric
5 | Fax The Fax number of the Supplier. Numeric
. The e-mail of the Supplier. Must contain one ‘@’ Alpha
6 | e-mail and one *.’. Numeric
. . Alpha
7 | Attention The name of the Contact at the Supplier. Numeric
Any relevant remarks about the Supplier. This
8 | Remarks information is internal only and will not be Nﬁ'ﬁ]gfic
displayed anywhere else but in this form.
The text that should accompany any voucher Alpha
9 | Voucher Text emitted for this Supplier. Numeric
. The Credit Amount that this Supplier will give the Numeric
with
10 | Credit Amount company. ith
. The Days of Credit that the Supplier has agreed to )
11 | Credit Days give the company. Numeric
12 | Supplier Group If this Supplier belongs to any Supplier Group. Nﬁﬁgﬁic
13 | Project If this Supplier belongs to any Project. Nﬁlr?ﬁr;?ic
14 | Account The account which is linked to this Supplier. Numeric
15 | Form of Payment The Form of Payment for this Supplier. Select
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If the services rendered by this Supplier have to be
16 | Prepay prepaid. Checked means they have to be prepaid. 4
Unchecked means it does not have to be prepaid.

Display Fields

# | Enter Notes Input

1 | Total Sales Displays the Totals Sales of this Supplier. Disabled

2 | Sales Year Displays this Year’s Sales. Disabled

3 | Balance Displays any amounts outstanding. Disabled
Displays the User and the Date when this Supplier’s )

4 | By User / Date Information was changed. Disabled

Other Buttons

# | Action Button or Icon | Notes

1 | Press Signals that a New Supplier is to be created.

2 | Press

Expands the Voucher Text so that more

3 | Press information may be entered.
4 | Press L 7] Displays the Help Page
----- 000-----
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2.6.2 HOW TO EDIT A SUPPLIER

Open Options

# | Action Notes

From the Main Menu Options: ‘Administration’, ‘Maintenance’,

1 | Select ‘Suppliers’ or...

‘Supplier Form’ Button from the INVOICE LINE PRODUCTS

2 | Press Windows Form.

The Supplier Windows Form will open in the ‘Search Mode’. Select a Supplier
from the Drop-Down List.

B Suppliers (Add, Edit, Search)

Supplier N2
Supplier " Tour Supplier
Address Air Tours AsP ~
Another Tour Company -
Best Tours 3
Billetkontoret
Courtry Bres Guide Turismo Sl Total Sales [ ]
ZIP Code Castelo de Mifforttes Sales Year I:I
Chichicastenango Guatemalan Tours C.A )
G o —
- | . e
hTiT Supplier Group
Project
Remarks
Account
Form of Payment
PrePay
Voucher Text
SEARCH
£

Once a Supplier has been selected, all the information available on that
Supplier will be displayed. Once that has been done then the system will be
in the ‘Edit Mode’ and you may begin to Add or Edit the Supplier Information.
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8 Suppliers (Add, Edit, Search)

Supplier Brasil Guide Turismo Sl w |
Address |A\r du Praia |
Country Brazl v|  st/Povicy
ZIP Code 723344 City |Fio de Janeiro |
Day Phone Cell Phone Fax

+55 5559900 | | [ ]
Email bo@brasilguide .com
Attention Bo Dissing
Remarks
Voucher Text

Supplier N2

l—l Tour Supplier
Total Sales I:I
Sales Year I:I
cot o
Balance I:I
Supplier Group
Project
Account
ot o

D PrePay
User / Date I:":I
EDIT

© (BB

Final Actions

# | Action Button or Icon | Notes

1 | Save lg Saves the Supplier to the database.

> | Exit x Exits the SUPPLIERS (Add, Edit, Search) Windows
X Form and returns to the previous Windows Form.
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2.6.3 HOW TO SEARCH FOR A SUPPLIER

Open Options

# | Action Notes

1 | select From the Main Menu Options: ‘Administration’, ‘Maintenance’,
‘Suppliers’ or...

2 | Press ‘Supplier Form’ Button from the PRODUCTS Windows Form.

The Supplier Windows Form will open in the ‘Search Mode’. Select a Supplier
from the Drop-Down List.

B Suppliers (Add, Edit, Search)

Supplier N2
Supplier " Tour Supplier
Address Air Tours AsP -~
Another Tour Company -
Best Tours 3
Billethcontoret
Courtry Brasi Guide Turismo 51 -
ZIP Code Castelo de Mifforttes Sales Year I:I
Chichicastenango Guatemalan Tours C.A
G o —
- || || Eeerns )
Email
hTiT Supplier Group
Project
Remarks
Account
Form of Payment
PrePay
Voucher Text
SEARCH
£
or
# | Action Button or Icon | Notes
1 | Press Opens the Suppliers List Windows Form.
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uppliers List

Supplier Name Supplier M2 Telephone City Country 5
» O oot

Another Tour Company 1010 6088223070  |Coral Gables United States E

Best Tours 1008 288900900 London GE

Eilletkontoret 1me Denmark

Brasil Guide Turismo Sl 1004 5559500 Rio de Janeiro ER

Castelo de Mifontes 1000 33445566 Azores PT

Chichicastenango Guatemalan Tours ... | 1005 6788501 Chichicastenango Guatemala

Condar 45 1002 HA289900 Santn Dominon Benuhlica Dominicana

This option gives you more information on the Supplier than the Drop-Down

List. To Select the Supplier:

# | Action Button or Icon | Notes
The Row Header Control Box on the left of the row
1 Double- where the Supplier is located. The Supplier
click Information will be returned and displayed in the
Supplier Windows Form.
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2.7 SEGMENTS

2.7.1 HOW TO EDIT AN AIR SEGMENT

Segment Form

SotDate  |08/08/2007 19:450 |

Al Segment ;| Other Segments (HHL/CAR/TUR/SEA/TRF/OTHS) || Voucher Mai |

Carier Flight N2 Class Fight Date  From To Status  Depat  Amive
ke losos || s [josmesen0|[FRA fien [Hk || 1945|1300

N2of Stops ’T| Equipment Miles |—|}
Meal Code | | Gate Time |—| A +/- Day Ij

Teminal Gate Teminal Gate
Dopmtwe 2 || | o .
Confimation
Number | |
Remarks

To Edit a Segment there must be a current active Order open, then...

5 007

File Functions View  Administration Modules Windows Help

13 | & | Endlish (uk) 7| DK |7 | Donald Forbes | TESTSOL | @) X

ase order No: 49211 / Testesen

LGl | Gereral | Customer Address |

Customer 34  Priect  [TILBUD v|X

OnderNe 1579 Last UID/Dte [ 5/10/2007 CRS |AMADEUS v
Departure  [1/29,/2006 Invaice/Fied | [
PNR 28HSOB v| Wesk/Pax |
Carer U | Geaed  [sioo00 ||oF v
Destination | BKK Offer Date (571172007 |
—

|G Type| Aigtt Ne | Cl. Date  From | To

S T

File 43211
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Open Options

# | Action Button or Notes
Icon
In the Itinerary Tab, the Control Box on the left of
1 Double- the row where the Segment is located. The
click Segment Information will be transferred to the

Segment Form.

Editable Fields

# | Enter Notes Input
1 | Carrier This is the Carrier of the Segment. IfT)AA(':pohdi
2 | Flight No This is the Flight Number of the Carrier. Numeric
3 | Class This is the Class for the Segment. (1) Alpha
Flight Date This is the Flight Date of the Segment. Date
From This is the Departure Airport of the Segment. I(A?"?AA(I:pohdae
To This is the Arrival Airport of the Segment. I(A?"?AA(I:pohdae
Status This is the Status of Booking of the Segment. (2) Alpha
ETD This is the Estimated Time of Departure of the Time 24
Segment. Hours
ETA This is the Estimated Time of Arrival of the Time 24
Segment. Hours
Ne Stops This is the Number of Stops in the Segment. Numeric
Meal Code This is the Meal Code on the Segment. Alpha
Equipment I:;ssizsreﬁguipment of Aircraft Type to be used in IA\ITui%r)ige
Gate Time ;I':ristril?stgtégt:'rr;r;en:.he passenger must be at the gate Tﬁﬂiff
Miles This is the distance in miles of the Segment. Numeric
Arr+/-Day | el the ooy piference o e armal Pusdor | o
Departure Terminal | This is the Departure Terminal for the Segment. Nﬁlr?ﬁgfic
Departure Gate This is the Departure Gate for the Segment. Nﬁlr?ﬁgfic
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Arrival Terminal This is the Arrival Terminal for the Segment. Nﬁ',ﬁ;*;‘;‘ic
Arrival Gate This is the Arrival Gate for the Segment. Nﬁ'ﬁ]gfic
ﬁoxg?ratlon This is the Confirmation Number of the Segment. Nﬁ'ff\gfic
u
Alpha
Remarks These are any remarks relevant to the Segment. Numeric
Final Actions
# | Action Button or Icon | Notes
1 | Press L'i" Saves and Exits the Payment Windows Form and
returns to the previous Windows Form.
2 | pPress x Exits the Payment Windows Form and returns to
the previous Windows Form.
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2.8 TOUR PRODUCTS

2.8.1 HOW TO ADD OR CREATE A TOUR PRODUCT

8 Tour Products

Supplier Il :| Image Directory || _i =
Product Name | :| PDF Directory Pl | &
N2 Of Days i-_ | Active Show Active only WEB Dirsctory X | | =
Destination i Country Image Flenames Image Text
Price Type Invoice Type __; x I l
Product Type Main Product : i
) x |
Voucher Text | = X |
5 x| |
Mode
SEARCH -
L invoice Line Product o I
DEDOSﬂ i 4 PEFCEmage CLIITEI'IQ |___- ___._-__-_—I Changed B)l ] 17
From Date To Date Price P/P Sgl Supp Single Double Triple Quadruple
*
\Product Ted | ShowPDF | | WEBLink | (Showlmages | Add Suppiier | | invline Products J (=]

Open Options

# | Action Notes
1 | select From the Main Menu: ‘Administration’, then ‘Maintenance’ and
then Tour Products’.

This action will open the Tour Products Windows Form in the ‘Search Mode’.
To Add or Create a New Tour Product you must have selected a Supplier, as
all Tour Products belong to a Supplier. If the Supplier is New, you must then
Add or Create the New Supplier. Once the Supplier have been selected you

have 2 options:

# | Action Notes

1 | Select ‘Create a New Tour Product’ from the Product Name Drop Down Box
Or

# | Action Button or Icon | Notes

1 | Press ] Changes into the ‘New Mode’.
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Both these options will activate the ‘New Mode’ so that a New Tour Product
can be created.

8 Tour Products

Supplier Ere e Image Directory [
Product Name | :| PDF Directory i
N2 Gf Days !i]__i Active Show Active only WEB Directory |
Destingtion. | Country | | Image Flenames Imape Text
: = = —_— |
Price Type [Total Pice & = Iovoice TvDe | per Produict v| B |
Product Type E_I\"Iain Product :. Main Product [ ;| i | |
Voucher Text | B | |
=) | |
Mode
NEW - § B
| N ! invoice Line Product Geaicd By JOF _ [e/62007 |
Deposit I ﬂ.ﬂﬂ;"{, [] Percentage Cumency m| I_"" I _—I Changed By [ | 'l'—_
From Date To Date Price P/P Sgl Supp Single Double Triple Quadruple
*
g —

Once you are in ‘New Mode’ then, enter the following fields:

Mandatory Fields (Underlined)

H Enter Notes Input
1 Product Name This is the name of the Tour Product to be created. Nﬁ'r‘:]g":‘ic
2 N°© of Days This is the duration of the Tour Product in days. Numeric
3 Destination The IATA Code for the location of the start of the Albha

Tour. (3 Alpha) P
The Country where this Tour Product is to take
4 Country place. Select
. If the price to be given is the
Total Price total price of the Tour Product. Select
Total Price If the price to be given includes Select
Including Flight the price of the flight.
5 | Price Type Price Per Day If the price is a price per day. Select
Manual Pricing If the Tour_ Eroduct requires Select
manual pricing.
No Price If _thls Tour Product has no Select
price.
Main Product If the Tour Product is a Main Select
product.
. If the Tour Product is a Side
Sel
6 | Product Type Side Product Product or Optional Product. elect
. If the Tour Product is part of
Part of Main the Main Product but not Select
Product .
optional.
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If the Tour Product Invoice is
Per Product . Select
issued per Product.

If the Tour Product Invoice is

7 | Product Invoice Together issued together with the Main Select
Product.
Together with If the Tour Product Invoice is Select
flight issued together with the flight.

If the Tour Product Type is a Side Product or Part
8 Main Product of a Main Product, then this Combo Box will list all Select
the Main Products of this Supplier.

Optional Fields

Enter the text for used in the emission of the Alpha
9 Voucher Text Voucher for this particular Tour Product. Numeric
Enter the deposit required for this Tour Product. If
10 | De it you Check the Percentage Check Box, then the NL\‘N”irli”C
posi amount will be used as a percentage of the Total Decimals
price.
Check if you want the amount entered in the
deposit field to be a percentage. Checked means
11 | Percentage the deposit field is a percentage. Unchecked means 4
the deposit field is a fixed amount and_not a
percentage.

Select the currency of the prices indicated in the

. Select
Prices Table.

12 | Currency

The icon on the right opens the Folder Dialog Box.
Select the Folder where the Images used for the
13 | Image Directory PDF and WEB page is located. The icon on the left Select
clears the Image Directory field and clears all the
image filenames.

The icon on the right opens the Folder Dialog Box.
. Select the Folder where the PDF files are to be
14 | PDF Directory W ! Select

stored. The icon on the left clears the PDF
Directory field.

The icon on the right opens the Folder Dialog Box.
Select the Folder where the WEB pages are to be

15 | WEB Directory stored. The icon on the left clears the WEB Select
Directory field.
The icon on the right opens the Filename Dialog
Box. Select the filename of the image that will be
16 | Image Filenames used in the PDF and WEB page. The icon on the Select
left clears the Image field and the Image Text
field.
Enter the text that you wish to appear with each
17 Image Text image. Manually clear the text if you do not wish N’g',ﬂgfic
any text to appear with the Image
Tables (Prices)
Mandatory Fields (Underlined)
# | Enter Notes Input
1 | From Date This is the date the prices come into effect. Date

This is the date the prices are no longer valid. This

Dat
date must be greater than the From Date. ate

2 | To Date

These fields are required before the system will take the Price Line into
account.
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Optional Fields

# | Enter Notes Input
. This is the Price Per Person for the Tour Product is Numeric

ith
1 | Price P/P that is the case. Decimals
This is the Single Supplement for the Tour Product Numeric

h

2 Sgl Supp is that is the case. -

Decimals

3 | Single Room

This is the Price of the Single Room for the Tour
Product is that is the case.

Numeric
with
Decimals

Double Room

This is the Price of the Double Room for the Tour
Product is that is the case.

Numeric
with
Decimals

This is the Price of the Triple Room for the Tour
Product is that is the case.

Numeric
with
Decimals

4
5 | Triple Room
6

Quadruple Room

This is the Price of the Quadruple Room for the Tour
Product is that is the case.

Numeric
with
Decimals

General Notes and Suggestions

To create a new Price Table Line simply start entering the From Date and To
Date information, once this has been achieved, the system will create the

new Price Table Line.

To delete a Price Table Line just select the left side control box and press the
delete key on your keyboard. At that moment you will be asked if you wish to
continue with the delete process (YES/NO).

The Price Table will be automatically sorted by From Date when you enter a
new Price Line or Delete a Price Line.

Final Actions

# | Action Button or Icon | Notes
1 | Save = Saves the Tour Product to the database
Exits the TOUR PRODUCTS (Add, Edit, Search)
2 | Exit > Windows Form and returns to the previous
Windows Form

Other Buttons

# | Action

Button or Icon

Notes

1 | Press

Opens the Tour Product Text Windows Form,
where you enter the text that will be used for PDF
and WEB pages. (See HOW TO CREATE TOUR
PRODUCT TEXT)

2 | Press

Opens the PDF file that is linked to this Tour
Product

3 | Press

Links to the WEB page that is linked to this Tour
Product.

4 | Press

Opens an Image viewer that shows the Images
that have been selected for this Tour Product.

5 | Press

Opens the Supplier Windows Form so that you
can create a New Supplier. (See HOW TO ADD A
NEW SUPPLIER)
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6 | Press 7] Displays the Help Page
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2.8.2 HOW TO EDIT A TOUR PRODUCT

8 Tour Products

Supplier iCondorAS v| Image Directory ||mageg g
Product Name fVista the New Word ~| POF Directory | |
N2 Of Days {14 Active Show Active only WEB Directory | |
Destination IEE)Q Country |Dominican Republic v| Image Filenames Image Text
e P ruoce Troe | =] 1134426072 Wka Oplev den fantastiske natur fra en jee |
fice Type i i
e [ToaPice 9 MH—M: y > IM 2836640545k RFM P4 trods af sin starelse er Sarto Do |
ct Typ i i ct Z
e DRI - | ~| 1134430630KQcH Den Dominkanske Republls fylderh |
‘Voucher Text Rp. Super Sommer Savers - Sandos Caracol Beach Resort & Spa 113442498 Amowz Verdens bedste strande findes pa de |
~ 8 Al-inclusive Days ! - - -
Travel: Now - August 20, 2007 40% OF ~ Al Inclusive ~ Kids 5| |463943428RpJCY Flora og fauna iszerkend for orkade
Stay & Eat Free
Mode
EDIT
Created
: = ' Invoice Line Product By I_"—I
Deposit | 10.00!‘?, Percentage Cumency |DKK v| | | Changed By | (672
[From Date To Date Price P/P Sgl Supp Single Double Triple Quadruple
4 71,2007 8/20/2007 3130.00 1.200.00 4,330.00 0.00 0.00 0.00
8/21/2007 | 11/15/2007 2.700.00 1.100.00 4,800.00 3.800.00 3.500.00 3.400.00
11/16/2007 | 12/15/2007 2,600.00 | 1,000.00 | 2,700.00 0.00| 3.400.00 3,300.00
*
@) ShowPOF | WEBUK | e P

Open Options

# | Action Notes
1 Select From the Main Menu: ‘Administration’, then ‘Maintenance’ and
then Tour Products’.

This action will open the Tour Products Windows Form. Then do the following:

# | Action Notes

From the Supplier Drop-Down Box, the Supplier that offers this
1 | Select Tour Product and then...

From the Product Name Drop-Down Box, the Tour Product you
2 | Select will to Edit.

Once the system has displayed all the current data on the Tour Product, you
are ready to start to Add or Edit the information as required.
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How to Delete a Price Line

8 Tour Products

1,100.00 | 4
1,000.00 |

270000 |

111/16/2007 | 12/15/2007 2600.00 |

800.00|
2.700.00 |

Supplier |Condor}l8 v| Image Directory |1mages
Eroduct Name Vigta the New World | PDF Directory |
N2 Of Days Active Show Active only WEB Directory |
Destination |5[)Q Country |Dominican Republic v| Image Filenames Image Text
s = 113442607X2Wa Oplev den fantastiske naturfra en jee
rice Type yoe
s M r:"mc: p w 283664054k RM P4 trods af sin stemelse er Sarto Dom
ct Typs ct
e il |t 113448063l Den Dominkanske Republls fylderh |
Voucher Text Rp. Super Sommer Savers - Sandos Caracol Beach Resort & Spa 113442498 Acowz erdens bedste strande findes pa de
~ 8 Al-inclusive Days ! - -
Travel: Now - August 20, 2007 40% OFf ~ All Inclusive ™ Kids el ey Hora 0g Feniaiseer kend: for adatdcer.
Stay & Eat Free
Mode
EDIT
Created ; 07
Invoice Line Product By I:
Deposit 'a'. Percentage Cumency [DKK « | Changed By l:l G/22,2007
f [From Date To Date Price P/P Sgl Supp Single Double Triple Quadnuple
| 7172007 | 313000 120000) 433000 0.00 | 0.00 | 0.00 |

3,800.00 |
0.00 |

3.500.00
3.400.00 |

3,400.00
3,300.00 |

Add Supplier InvLine Products

Select the row by using the left side control box or the row and then press
the ‘Delete’ key. You will then be asked if you wish to continue with the

delete action.

How to Edit a Price Line

8 Tour Products

‘YES” will delete the Price Line.

‘NO’ will cancel the action.

Supplier |Condor}l8 v| Image Directory . | mages
Eroduct Name Vigta the New World | PDFDiectoy K] |
N2 Of Days Active Show Active only WEB Directory . |
Destination |5[)Q Country |Dominican Republic v| Image Filenames Image Text
s = 113442607X2Wa Oplev den fantastiske naturfra en jee
nce =3 YDE
s M r:"mc: p w 283664054k RFM P4 trods af sin staelse er Santo Dom
ot Typ ot
e il |t 113448063l Den Dominkanske Republls fylderh |
Voucher Text Rp. Super Sommer Savers - Sandos Caracol Beach Resort & Spa 113442498 Acowz erdens bedste strande findes pa de
~ 8 Al-inclusive Days ! - -
Travel: Now - August 20, 2007 40% OF ~ All Inclusive ~ Kids 463343428RpJCY Flora og fauna iszer kendt for orkideer
Stay & Eat Free
Mode
EDIT
Created : 07
Invoice Line Product By I:
Deposit 'a'. Percentage Cumency [DKK « | Changed By l:l G/22,2007
f [From Date To Date Price P/P Sgl Supp Single Double Triple Quadnuple
77172007 | 313000 120000) 433000 0.00 | 0.00 | 0.00 |
» |s212007 NN | 1.00.00] 4,900.00 | 3.800.00 | 3.500.00 | 3400.00|
11/16/2007 | 12/15/2007 260000 100000 | 2.700.00 | 0.00 | 3.400.00 | 3,300.00 |
* |
InvLine Products
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Move the cursor to the field you wish to edit, double-click and replace with
the new data.

Final Actions

# | Action Button or Icon | Notes

1 | Save [ Saves the Tour Product to the database

Exits the TOUR PRODUCTS (Add, Edit, Search)
2 | Exit > Windows Form and returns to the previous
Windows Form

Use the other buttons on the Tour Products Windows Form to enter the Tour
Product Text, See the PDF and WEB pages, see the Tour Product Images and
to go to the Supplier Windows Form.

Other Buttons

# | Action Button or Icon | Notes

Opens the Tour Product Text Windows Form,
11|p where you enter the text that will be used for PDF

ress and WEB pages. (See HOW TO CREATE TOUR
PRODUCT TEXT)

Opens the PDF file that is linked to this Tour

2 | Press Product

Links to the WEB page that is linked to this Tour

3 | Press Product.

Opens an Image viewer that shows the Images

4 | Press that have been selected for this Tour Product.

Opens the Supplier Windows Form so that you can
5 | Press create a New Supplier. (See HOW TO ADD A NEW
SUPPLIER)

6 | Press 7] Displays the Help Page
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2.9 CARRIERS

2.9.1 HOW TO ADD OR CREATE A CARRIER

X

& Carriers

IATA Camier Mame Camier Country

(3] (&

Mode
SEARCH

Open Options

# | Action Notes

From the Main Menu: ‘Administration’, then ‘Maintenance’, then

1 | Select ‘Globalization’ and then ‘Carrier (Airlines)’.

The CARRIERS Windows Form will open in the Search Mode.

# | Action Button or Icon | Notes
This tells the system that you wish to create a
1| Press —1 New Carrier. *

* Notes

In the ‘Search Mode’, if you enter a IATA Code that is unknown then the
system will also ask you if you wish to create a New Carrier.

Mandatory Fields (Underlined)

# | Enter Notes Input
This is the (2 Letter) IATA Code of the Carrier you

1 | 1IATA wish to ADD to the database. If the IATA Code (@)
exists the system will display all the information on Alpha

that Carrier IATA Code.

Alpha
Numeric

2 | Carrier Name This is the name of the Carrier or Airline. *

This is the country of the Carrier’s Flag. Use the
3 | Carrier Country Drop-Down box or search the Drop-Down Box by Select
entering text.
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* Notes and Suggestions

If the name you are entering already exists, the system will ask you if you
wish to continue. ‘YES” will allow you to continue. ‘NO’ will clear all the fields
and revert to ‘Search Mode’.

Final Actions

# | Action Button or Icon | Notes
Saves the Carrier to the database and the Carrier
1 | Press =
Table
2 | pPress * Exits the Carrier Windows Form and returns to the
previous Windows Form. *

* Notes and Suggestions

It returns to the calling Windows Form if it is relevant, the IATA Code of the
Carrier in the Edit Line.

Other Buttons

# | Action Button or Icon | Notes

1 | Press d Clears the Edit Line

2 | Press 7] Displays the Help Page
----- 000-----
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2.9.2 HOW TO EDIT A CARRIER

£ Carriers (Add, Edit, Search)

IATA Camier Mame

Camier Country

Mode
SEARCH

(%) (0] (%]

Open Options

# | Action Notes
1 | Select From the Main Menu: ‘Administration’, then ‘Maintenance’, then
‘Globalization’ and then ‘Carrier (Airlines)’.

The CARRIERS Windows Form will open in the Search Mode.

Edit Fields

# | Enter

Notes

Input

1| IATA

As you enter the (2) letter IATA code, the system
will display in the Carrier Table all the Carriers
whose IATA Codes match what you have entered.
By the last letter, the table should be displaying the
Carrier you are looking for. If you press ‘Enter’ or
‘Tab, the system will pass the Carrier Information to
the Edit Line * or

@
Alpha

2 | Carrier Name

As you enter a Carrier Name, the system will
display in the Carrier Table all the Carriers whose
Carrier Name matches what you have entered.
Towards the end, the table should be displaying the
Carrier you are looking for. If you double-click the
Carrier row in the Carrier Table, the system will
pass the Carrier Information to the Edit Line * or

Alpha
Numeric

3 | Carrier Country

Select the Country to which the Carrier belongs and
the system will display in the Carrier Table all the
Carriers registered for the country. If you enter a
letter or letters in the text box, the system will
display all the countries that start with the letter or
letters you have entered.

Select

* Notes

If there is no Carrier left in the Carrier Table after the second letter, then that
means there is no Carrier with that IATA Code on the database. If you press
‘Enter’ or ‘Tab’ the system will ask you, if you wish to create a New Carrier.
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‘YES’ the system will go into New Carrier mode. ‘NO’ the system will clear all
fields and go into Edit / Search Carrier mode.

Once you have located the Carrier by whatever method. If the Carrier
Information is not in the Edit Line, then Double-click the left side control box
of the Carrier Table on the row where the Carrier is located, so the system
will take the Carrier information up to the Edit Line.

Once the Carrier Information is in the Edit Line then you may begin to Edit
the Carrier Name or change the Carrier Country.

Edit Line Final Actions

# | Action Button or Icon | Notes

Saves the Carrier to the database and the Carrier
1 | Press =

Table
2 | Press F Clears the Edit Line

Final Actions

# | Action Button or Icon | Notes
1 | Press }{ Exits the Carrier Windows Form and returns to the
previous Windows Form. *

* Notes and Suggestions

It returns to the calling Windows Form, if it is relevant, the IATA Code of the
Carrier in the Edit Line.

Other Buttons

# | Action Button or Icon | Notes

1 | Press d Clears the Edit Line

2 | Press 7] Displays the Help Page
----- 000-----
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2.10 CITIES AND AIRPORTS

2.10.1 HOW TO ADD A NEW IATA CITY / IATA AIRPORT CODE

Cities and Airports

IATA  ICAD Base City / Service Name Base Aiport Name Select Country Name
Select Language Select Country Name
| 3
IATA | ICAD | Base City / Service Nam Base Airport Name
< >

Open Options

# | Action Notes
1 | Select From the Main Menu: ‘Administration’, then ‘Maintenance’ and
then ‘Cities and Airports’.

The CITIES and AIRPORTS Windows Form will open. The form is divided in 2
sections. The top section is to Add a New IATA Code or edit the City and/or
the Airport Information. The bottom section is used to Add City and/or
Airport Names in the Language that has been selected.

Mandatory Fields (Underlined)

# | Enter Notes Input
This is the (3 Letter) IATA Code of the City or
1 | 1IATA Airport you wish to ADD to the database. If the ®3)
IATA Code exists the system will display all the Alpha
information on that IATA Code in the Edit Line.
5 City or Service This is the name of the City or the Service that is Alpha
Name * identified with this IATA Code. Numeric
. If relevant, this is the Airport that is identified with Alpha
*
3 | Airport Name this IATA Code. Numeric
4 | Country Name This is the Country where the IATA Code is located. Select

* Notes and Suggestions

The Cities and Airports database has been set up to give the Customer all the
information possible, therefore in most cases where the IATA Code refers to
an airport, the City it serves is also entered. If the IATA Code is just of a City
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or town because either there is no airport or it is served by multiple airports
then the Airport Name may be omitted. If the IATA Code refers to a service
like rail, then again the Airport Name may be omitted.

Other Fields
# | Enter Notes Input
1 | 1IcAO * This is the (4 Letter) ICAO Code of the City or @)
Airport you wish to ADD to the database. Alpha

* Notes and Suggestions

If the ICAO Code is available, it is a good idea to enter it for future use.

Edit Line Final Actions

# | Action Button or Icon | Notes
1 | Press = Saves the City / Airport to the database
2 | Press d Clears the Edit Line

Final Actions

# | Action Button or Icon | Notes
1 | Press * Exits the Carrier Windows Form and returns to the
previous Windows Form.

Other Buttons

# | Action Button or Icon | Notes
1 | Press 7] Displays the Help Page
----- 000-----
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2.10.2 HOW TO EDIT A IATA CITY /7 AIRPORT CODE

Cities and Airports (Add, Edit, Search)

IATA  ICAD  City / Service Name Airport Name Select Country Name
i EKCH ||Copenhagen Kastrup Denmark v | IH
Select Language Select Country Name
IATA | ICAD | City / Service Airport Name
< ¥

Open Options

# | Action Notes

From the Main Menu: ‘Administration’, then ‘Maintenance’ and

1 | Select then ‘Cities and Airports’.

The CITIES and AIRPORTS Windows Form will open. The form is divided in 2
sections. The top section is to Add a New IATA Code or edit the City and/or
the Airport Information. The bottom section is used to Add City and/or
Airport Names in the Language that has been selected. For the first section:

# | Enter Notes Input
This is the (3 Letter) IATA Code of the City or

1 | IATA Airport you wish to EDIT. If the IATA Code exists ®3)
the system will display all the information on that Alpha
IATA Code in the Edit Line.

Editable Fields

# | Enter Notes Input
This is the (4 Letter) ICAO Code of the City or 4)
*

1| ICAC Airport. Alpha
5 City or Service This is the name of the City or the Service that is Alpha
Name * identified with this IATA Code. Numeric

. If relevant, this is the Airport that is identified with Alpha

*

3 | Airport Name this IATA Code. Numeric
4 Country Name This is the Country where the IATA Code is located. Select
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Edit Line Final Actions

# | Action Button or Icon | Notes
1 | Press = Saves the City / Airport to the database
2 | Press d Clears the Edit Line

Final Actions

# | Action Button or Icon | Notes
1 | Press * Exits the Carrier Windows Form and returns to the
previous Windows Form.

For the second section:

Cities and Airports (Add, Edit, Search)

IATA  ICAD  City / Service Name Airport Name Select Country Name
] = |
Select Language Select Country Name
Espariol (ES) + | United Kingdom w -
IATA | ICAD | Ciy/ Service Lo Aiport Name Airport Name in Esp
LL2 Llaneli
LL3 Uangollen
LL5 Uanwriyd Wells
LOD Lockington
LON London Londres
LGW |EGKK |London Londres Gatwick
LHR |EGLL |London Londres Heathrow
LCY |EGLC |London Londres London Citv b
< ¥
# | Action Notes
1 | Select The Language you wish to Add or Edit Cities and Airports.
2 | Select The Country where the Cities and Airports are located.

* Notes and Suggestions

The information entered for the Cities and Airports is updated immediately to
the database, so there is no need to Save, however this is also means that
any changes made will remain unless you manually reverse any unwanted
change.

When a City or Airport is to be used or displayed, the system will use or
display the City or Airport in the Language that you are currently using,
however if a City or Airport in the Language is blank, the system will use
and/or display the System City Name or Airport Name, whenever that City or
Airport is required.
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Final Actions

# | Action Button or Icon | Notes
1 | Press x Exits the Carrier Windows Form and returns to the
previous Windows Form.

Other Buttons

# | Action Button or Icon | Notes
1 | Press L7 Displays the Help Page
----- 000-----
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2.11 COUNTRIES

2.11.1 HOW TO ADD / EDIT A COUNTRY NAME

Countries (Add, Edit, Search)

Select Language | 3 | @
Basze Country Name Country Name in [Esparicl (ES)] -~
Aland lslands Islas Aland
Albania
Algeria Argelia
American Samoa Samoa Americana
Andoma
Angola
Anauilla
Antartica Antartida
Artigua & Barbuda Artigua y Barbuda
Argentina 3

Open Options

# | Action Notes

1 | select From the Main Menu: ‘Administration’, then ‘Maintenance’ and
then ‘Countries and Cities’ or

2 | Press Ctrl ‘F1’

The COUNTRIES Windows Form will open, then...

# | Action Notes

1 | Select A Language from the Drop-Down List.

The Country Names in the Language Selected will now appear in the
Countries Table. The Country Name on the left is the System Country Name
and on the right the Country Name in the Language you have selected.

* Notes and Suggestions

Only Add those Country Names that are different, because the system will
display the System Country Name if the Country Name in the Language
Selected is blank.
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Final Actions

# | Action Button or Icon | Notes
1 | Press =l Saves the Country changes.
2 | Press - Exits the Country Windows Form.
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2.12 REGIONS

2.12.1 HOW TO ADD / EDIT A REGION NAME

Regions

Select Language | 3 | @
Base Region Name Region Mames in [Espariol (ES)]
Antartic Antartida
Asia Asia
Caribbean H Caribe
Central America Centro America
Europe Europa
Middle East Medio Orente
Morth America Morte America
Oceania Oceania
South America Sur America
Word Wide A nivel mundial

Open Options

# | Action Notes
1 | select From the Main Menu: ‘Administration’, then ‘Maintenance’ and
then ‘Regions’ or

The REGIONS Windows Form will open, then...

# | Action Notes

1 | Select A Language from the Drop-Down List.

The Region Names in the Language Selected will now appear in the Regions
Table. The Region Name on the left is the System Region Name and on the
right the Region Name in the Language you have selected.

* Notes and Suggestions

Only Add those Region Names that are different, because the system wiill
display the System Region Name if the Region Name in the Language
Selected is blank.
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Final Actions

# | Action Button or Icon | Notes
1 | Press =l Saves the Country changes.
2 | Press p Exits the Country Windows Form.
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2.13 PAYMENTS

2.13.1 HOW TO ADD A PAYMENT

Payment for: Donald Forbes |LE'~I'E|: (1] |I:ash MNo: 7008 |Drder:

Type of Payment: Outstanding
L
Todays Payment
Cumency:
DKK w Mew outstanding

© [S)[x])(d]

To make a payment the Order to which this payment is to be assigned must
be open in the Order Windows Form, then...

Open Options

# | Action Notes
1 | Select From the Main Menu Options: ‘File’, then ‘Payment’ or
2 | Press Ctrl ‘P’

The PAYMENTS Windows Form will open.

Mandatory Fields (Underlined)

# | Enter Notes Input

This is the payment method or how this payment
1 | Type of Payment was made. Usually the options will be Cash, Check, Select
Money Wire, Bank Transfer etc

This is the currency in which the payment was Select

2 | Currency

made.
Numeric
3 | Today’s Payment This is the actual payment. with
Decimals
Final Actions
# | Action Button or Icon | Notes
1 | press H Saves and Exits the Payment Windows Form and
returns to the previous Windows Form.
2 | Press }( Exits the Payment Windows Form and returns to
the previous Windows Form.
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2.14 USERS

2.14.1 HOW ADD OR CREATE USERS

B User Form B|
UserlD  User Name Password  level N® Account Email Address
[ 1 .f P <] | o0oooof
Office or Branch _TEEd. TH Direct Default Language Date Changed Admin ID
-. . . Enable
UserlD User Name Password | Level N2 | Account | Active | Emall Address o
» I #soer Jamow | & [ 3 1] 10w x
Bl | BoJensen | B | 3 |4 5000 x
BB | Biynja Birgisdotti | o8B 5 | 3| 5000 x |byria@aitii.com
CS  |Charlotie Sveigaard [ s 4 | 5| 5000 x |
DF | Donald Forbes T 0 | 6| 5000 v |don@aitiicom
EH |k Hansen | EH 3 | 7| 5000 x |
HO  |Hazim Osmann | HO 4 | 8| 50000 x |hazm@aitikicom
W |Josh Wald LW 2 |10]| so00] x|
G |Julius Garde | & 4 | 9| 1004 x |jius@aitiicom
KG | Kisten Garde | 2 | 11| so00] x| v
< >

Open Options

# | Action Notes
1 | select From the Main Menu Options: ‘Administration’, then
‘Maintenance’ and finally ‘Users’.

The form will display a table with all the Users that have been given access to
the system at one time or another. Users may not be deleted only disabled,
because there are historical links to Orders, Invoices etc. Users that have
been disabled appear with a (¥) and enabled Users appear with a (v).

To Add or Create a User enter:

Mandatory Fields (Underlined)

# | Enter Notes Input
This is the Unique Identifier for each User. Usually Alpha
1| UserID the Initials. Numeric

If the UserID exists then the system will display the User Information on that
User. If it does not exist then the system will expect a New User to be
created.

Mandatory Fields (Underlined)

# | Enter Notes Input

Alpha
Numeric

1 | User Name This is the Name of the User.
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2 | Password This is the Password linked to the User ID. Nﬁ'ﬁ]gfic
This is the User Access Level. Depending on the
3 | Level Level, the User has access or not, to certain Numeric
Functions and / or Windows Forms. (See User
Levels below).
4 | Account This is the Accounting Account Number where all Numeric
transactions related to this User will be placed.
This is the E-mail Address of the User. This is used oh
5 | E-mail Address for all e-mail communications between the User and Nﬁrﬂe?ic
the Customers.
This is the Default Language the User will Logon
6 | Default Language with, unless another Language has been selected. Select
The Default Language may be changed at any time.
Optional Fields
# | Enter Notes Input
1 | N° Reserved for future use. Numeric
. In the case there is more than one Office or Branch
2 | Office or Branch Office. Nﬁlr?wr:ic
The telephone extension of this User. This is used
3 | TIf. Ext. primarily to be included in User / Customer Numeric
Communications.
The telephone extension of this User. This is used
4 | TIf. Direct primarily to be included in User / Customer Numeric
Communications.
Display Fields
# | Enter Notes Input
1 | Date Changed The date this User’s Information was last changed. Disabled
. The User ID of the User, usually the Administrator )
2 | Admin ID that made the last change. Disabled
Final Actions
. Button or
# | Action Notes
Icon
1 | Press L'.i" Saves the Edit Line and sends the User Information
to the User List Table.
2 | Press - Exits the User Form.

SoftSuitCase Office 2007

8/13/2007 Page 76 of 77




User Levels

FUNCTION FORM s3s
1[(2]|3|4|5|6|]7]8]|9
Login Login VIivI|ivI|v |V |V |V |V |V
Create or Edit Local Settings Local Settings Vx| % |x | x|%x|x|x|x
Create or Edit Users User Vx| x| x| x| x|x%x|x|x
Create or Edit an Order Order V|V x
Delete an Order Order V|V x
Create or Edit an Invoice Invoice V|V x
Delete an Invoice Invoice V|V x
Delete Invoice Lines Invoice V|V x
Create or Edit Invoice Line Products | Invoice Products V|V x
Create or Edit Customer Customer V|V x
Create or Edit Passenger Passenger VIV x
Create or Edit Segments Segments VIV x
Create or Edit Suppliers Supplier VIV x
Create or Edit Tour Products Tour Products VIV x
v | v x
Create Payments Payments VIV x
Edit or Delete Payments Payments VIV |%|x | x|%x|x|x|x
v | v x
v | v x
Create or Edit a Carrier Carrier V|V x
Edit a Country Name Country v |V x
Edit Region Names Region VIV x
Create or Edit Cities / Airports Cities & Airports v |V x
Send Offer E-mails
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