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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 
Decimals 

Numeric digits 0-9 and the valid decimal separator character 
(.,) 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 ( ) Check for True - Uncheck for False 

Check ( ) Check for True - Uncheck for False 

 
1.2.2 Buttons 
 
Button Action 

 Next or Continue 

 Stop or Clear 

 Find or Search or Search Mode 

 Save or Save and Exit 

 Exit 

 Open Folder or File 

 Go to Last 

 Calendar 
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 Help 

 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. 
 

 
  
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. 

4 Select 
The Default Language is the one you have selected to be your Default 
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  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. 
 

 
 

-----000----- 
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2.2 ORDERS 
 
2.2.1 HOW TO CREATE AN ORDER 
 

 
 
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. 
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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’, 
once the TRANSFER FROM CRS Windows Forms opens then… 

1 
Press Transfer [F4]’ button. 

2 Press ‘F4’. This option automatically opens the TRANSFER FROM CRS Windows 
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. 
 

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

# Action Notes 

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

1 Customer Name * This is name of the Customer that is ordering the 
ticket(s).  

Alpha 
Numeric 

2 Departure Date This is the date of the departure or start of the 
services included in the ORDER. 

Date 

3 Carrier 
This is the IATA (2 Letter) Code of the Carrier that 
issues the ticket. If the Carrier is unknown at the 
moment use ‘XX’. 

(2) 
Alpha 

Numeric 

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

(3) 
Alpha 

Numeric 

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

Date 

6 Project The Order must have a project assigned to it. This 
project refers to the type of Order it is currently. 

Select 

 
* 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 

1 Press  
The FIND icon button to the right of the Customer 
Field 

 
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 Alpha 
Numeric 

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

Numeric 

 
You may also enter the following: 
 
Optional Fields 
 

# Enter Notes Input 

1 Address The address of the Supplier. Use both fields if 
required. 

Alpha 
Numeric 

2 Province/State If enabled, select the corresponding Province or 
State. 

Select 

3 Post Code The Post or ZIP Code of the Customer. Alpha 
Numeric 

4 Mobile The Mobile or Cell phone number of the Customer. Numeric 

5 Fax The Fax number of the Customer. Numeric 

6 e-mail 

The e-mail of the Customer. Must contain one ‘@’ 
and one ‘.’. This e-mail is specific for the Order, that 
means that the Customer may request that for this 
Order in particular, another e-mail address is used 
other than the one he has registered in his 
Customer Information. 

Alpha 
Numeric 

7 Attention This is the name of the contact of the Customer; 
usually this case refers to Business Customers. 

Alpha 
Numeric 

8 Card Nº This is the Frequent Flyer Card Number of the 
Customer. 

Alpha 
Numeric 

9 VAT Nº The VAT/TAX number of the Customer. Alpha 
Numeric 

 
Final Actions 
 

# Action Button or Icon Notes 

1 Save  Saves the Order to the database. 

2 Exit  Exits the current Order. 

 
If the Customer is a new Customer, the Customer Nº is created when the 
Order is created. 
 

-----000----- 
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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 
 

 
 
These are the fields that may be edited or changed. 
 

# Enter Notes Input 

1 Departure Date This is the date of the departure or start of the 
services included in the ORDER. 

Date 

2 Carrier 
This is the IATA (2 Letter) Code of the Carrier that 
issues the ticket. If the Carrier is unknown at the 
moment use ‘XX’. 

(2) 
Alpha 

Numeric 

3 Destination 
This is the IATA (3 Letter) Code. If it is O/W then it 
is the last destination. If it is RTN then it is the 
return to destination. 

(3) 
Alpha 

Numeric 

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

Date 

5 Project The Order must have a project assigned to it. This 
project refers to the type of Order it is currently. 

Select 
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Customer Tab 
 

 
 
These are the fields that may be edited or changed. 
 

# Enter Notes Input 

1 e-mail 

The e-mail of the Customer. Must contain one ‘@’ 
and one ‘.’. This e-mail is specific for the Order, that 
means that the Customer may request that for this 
Order in particular, another e-mail address is used 
other than the one he has registered in his 
Customer Information. 

Alpha 
Numeric 

2 Attention This is the name of the contact of the Customer; 
usually this case refers to Business Customers. 

Alpha 
Numeric 

3 Card Nº This is the Frequent Flyer Card Number of the 
Customer. 

Alpha 
Numeric 

4 VAT Nº The VAT/TAX number of the Customer. Alpha 
Numeric 

 
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 
 

 
 
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 
 

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

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

2 Select  Printer Prints the Invoice and/or the Deposit to the 
selected printer. 

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

4 Select  Email Send an e-mail to the e-mail address specified in 
the Order with the Invoice and/or Deposit. 

 
Then… 
 

# Action Button or Icon Notes 

1 Press Invoice Selects the Invoice for the above actions or 

2 Press Deposit Selects the Deposit for the above actions or 

3 Press Both Selects 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 
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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 
 

 
 
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 
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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 

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

Select 

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

Date 

3 Delivered Date This is the actual date that the tickets were 
eventually delivered. 

Date 

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

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

Date 

6 Ticket Issued by This is the User ID of the User that issued the 
tickets. 

Select 

6 Insurance 

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 Cancellation Policy 

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 Visa 

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. 

Select 

 
Remarks Tab 
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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. Alpha 
Numeric 

2 PNR Enter additional remarks related to the PNR. Alpha 
Numeric 

3 Customer Enter additional remarks related to the Customer. Alpha 
Numeric 

 
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 
 

 
 
This tab just displays the current Ticket Information. 
 

-----000----- 
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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 I 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. 
 

 
 
Optional Fields 
 

# Enter Notes Input 

1 Nº of Pax This is the number of passengers included in this 
Order. 

Numeric 

2 User This is the User to whom this Order initially belongs. Select 

3 Currency This is the currency to be used  for the Invoice, 
payments and the deposit. 

Select 

4 Deposit This is the deposit amount. 
Numeric 

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 

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

Alpha 
Numeric 

2 Description 

Enter the description of the Product. The description 
that appears when a Product is selected may be 
changed as this change will only affect the current 
Invoice Line. 

Alpha 
Numeric 

 
* 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 

1 Document 
If there is a Document (Ticket Nº, Voucher Nº, MCO 
etc) that you wish to relate to this product enter the 
details in this field. 

Alpha 
Numeric 

2 Units * These are the number of units of this Product that is 
to be included in the calculation. 

(0-99) 
Numeric 

3 Unit Price * This is the Unit Price of the Product. 
Numeric 

with 
Decimals 

4 V 
Is the VAT/TAX Indicator. The number entered 
determines that VAT/TAX percentage that will be 
applied to this product. 

(1-5) 
Numeric 

5 Discount If a discount applies, enter the amount. 
Numeric 

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  
Adds the Invoice Line to the Invoice Table and 
clears the Invoice Line. 

2 Press  Clears the Invoice Line. 

 
Final Actions 
 

# Action Button or Icon Notes 

1 Press  Saves the Invoice to the database. 

2 Press  Exits the current INVOICE. 

 
If the Customer is a new Customer, the Customer Nº is created when the 
Order is created. 
 

-----000----- 
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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 I 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. 
 

 
 
These are the fields that may be edited or changed. 
 

# Enter Notes Input 

1 Nº of Pax This is the number of passengers included in this 
Order. 

Numeric 

2 User This is the User to whom this Order initially belongs. Select 

3 Currency This is the currency to be used for the Invoice, 
payments and the deposit. 

Select 

4 Deposit This is the deposit amount. 
Numeric 

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 

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

Alpha 
Numeric 

2 Description 

Enter the description of the Product. The description 
that appears when a Product is selected may be 
changed as this change will only affect the current 
Invoice Line. 

Alpha 
Numeric 

 
* 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 

1 Document 
If there is a Document (Ticket Nº, Voucher Nº, MCO 
etc) that you wish to relate to this product enter the 
details in this field. 

Alpha 
Numeric 

2 Units * These are the number of units of this Product that is 
to be included in the calculation. 

(0-99) 
Numeric 

3 Unit Price * This is the Unit Price of the Product. 
Numeric 

with 
Decimals 

4 V 
Is the VAT/TAX Indicator. The number entered 
determines that VAT/TAX percentage that will be 
applied to this product. 

(1-5) 
Numeric 

5 Discount If a discount applies, enter the amount. 
Numeric 

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 Press  
Adds the Invoice Line to the Invoice Table and 
clears the Invoice Line. 

2 Press  Clears the Invoice Line. 

 
To Delete an Invoice Line from the Invoice Table 
 

 
 
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 
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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 
 

 
 
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  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. 
 

-----000----- 
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2.4 CUSTOMER 
 
2.4.1 HOW TO CREATE A CUSTOMER 
 

 
 
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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Mandatory Fields (Underlined) 
 

# Enter Notes Input 

1 Name The Customer’s name. Alpha 
Numeric 

2 ZIP / Post Code The Customer’s ZIP or Post Code. Alpha 
Numeric 

2 City The Customer’s City. Alpha 

2 Day Phone 

The telephone number where the Customer may be 
contacted during office hours. This number is also 
important because it is used to create the Customer 
Number. 

Numeric 

 
Optional Fields 
 

# Enter Notes Input 

1 Address The address of the Customer. Use both fields if 
required. 

Alpha 
Numeric 

2 Province / State / 
County 

If enabled, select the corresponding Province, 
State or County. 

Select 

3 Mobile The Mobile or Cell phone number of the contact at 
the Customer. 

Numeric 

4 Fax The Fax number of the Customer. Numeric 

5 e-mail The e-mail of the Customer. Must contain one ‘@’ 
and one ‘.’. 

Alpha 
Numeric 

6 CC Mail If the Customer wants copies of the e-mails sent to 
the other e-mail addresses in the Drop-Down Box. 

Check 

7 Recipient Only If the Customer only wants the e-mails sent to the 
recipient. 

Check 

8 Remarks 
Any relevant remarks about the Customer. This 
information is internal only and will not be 
displayed anywhere else but in this form. 

Alpha 
Numeric 
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9 Account The accounting account number that this 
customer’s accounts are updated. 

Alpha 
Numeric 

10 VIP Group If this Customer is assigned to any VIP Group. Alpha 
Numeric 

11 Project If this Customer belongs to any Project. Alpha 
Numeric 

12 Credit Amount The Credit Amount that this Customer will receive, 
if any. 

Numeric 
with 

Decimals 

13 Credit Days The Days of Credit that the Customer will receive if 
any. 

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 

2 Balance The current balance of the Customer, generated by 
the system. 

Disabled 

3 Prepaid The amount the Customer has prepaid, generated 
by the system. 

Disabled 

4 User ID The User ID of the User that last changed this 
Customer Information. 

Disabled 

5 Last Change The date, that last change to the Customer 
Information was made. 

Disabled 

 
Final Actions 
 

# Action Button or Icon Notes 

1 Press  Saves the Customer Information. 

2 Press  Exits the Customer Windows Form. 

 
If you wish to create another New Customer: 
 

# Action Button or Icon Notes 

1 Press  
Clears the Customer Form and puts the Customer 
Form in ‘New Mode’. 

 
If you wish to search for a Customer and there is no open Order: 
 

# Action Button or Icon Notes 

1 Press  
Clears the Customer Form and puts the Customer 
Form into ‘Search Mode’. 

 
-----000----- 
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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). 
 

 
 
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 

1 Name The Customer’s name. Alpha 
Numeric 

2 Address The address of the Customer. Use both fields if 
required. 

Alpha 
Numeric 

3 Country This is the country where the Customer’s address 
and telephone numbers are located. 

Select 

4 Province / State / 
County 

If there is information on the country selected, 
provinces, states or counties, then the field will be 
enabled for selection 

Select 

5 ZIP / Post Code The Customer’s ZIP or Post Code. Alpha 
Numeric 

6 City The Customer’s City. Alpha 

7 Day Phone 

The telephone number where the Customer may be 
contacted during office hours. This number is also 
important because it is used to create the Customer 
Number. 

Numeric 
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8 Mobile The Mobile or Cell phone number of the contact at 
the Customer. 

Numeric 

9 Fax The Fax number of the Customer. Numeric 

10 e-mail The e-mail of the Customer. Must contain one ‘@’ 
and one ‘.’. 

Alpha 
Numeric 

11 CC Mail If the Customer wants copies of the e-mails sent to 
the other e-mail addresses in the Drop-Down Box. 

Check 

12 Recipient Only If the Customer only wants the e-mails sent to the 
recipient. 

Check 

13 Remarks 
Any relevant remarks about the Customer. This 
information is internal only and will not be 
displayed anywhere else but in this form. 

Alpha 
Numeric 

14 Account The accounting account number that this 
customer’s accounts are updated. 

Alpha 
Numeric 

15 VIP Group If this Customer is assigned to any VIP Group. Alpha 
Numeric 

16 Project If this Customer belongs to any Project. Alpha 
Numeric 

17 Credit Amount The Credit Amount that this Customer will receive, 
if any. 

Numeric 
with 

Decimals 

18 Credit Days The Days of Credit that the Customer will receive if 
any. 

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 

2 Balance The current balance of the Customer, generated by 
the system. 

Disabled 

3 Prepaid The amount the Customer has prepaid, generated 
by the system. 

Disabled 

4 User ID The User ID of the User that last changed this 
Customer Information. 

Disabled 

5 Last Change The date, that last change to the Customer 
Information was made. 

Disabled 

 
Final Actions 
 

# Action Button or Icon Notes 

1 Press  Saves the Invoice to the database. 

2 Press  Exits the Customer Windows Form. 

 
-----000----- 
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2.4.2 HOW TO SEARCH A CUSTOMER 
 

 
 
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 

1 Customer Nº The Customer Number of the Customer, which is 
usually their Day Phone Telephone Number. 

Alpha 
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 

1 Name This is the Customer Name. Alpha 
Numeric 

 
This will display the Customer List Form. 
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Use the vertical slider to locate the Customer. Use the Customer Name field 
to do other searches.  
 
Final Actions 
 

# Action Button or Icon Notes 

1 Double-
click 

 The Row Header Control Box on the left of the row 
where the Customer is located. The Customer 
Information will be returned. 

2 Press  
With a row selected. The Customer Information 
will be returned. 

3 Press  Exits and does not return a selected Customer. 

 
-----000----- 
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2.5 INVOICE LINE PRODUCT 
 
2.5.1 HOW TO ADD OR CREATE AN INVOICE PRODUCT 
 

 
 
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 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: 
 

# Action Button or Icon Notes 

1 Press  Signals the system into the ‘New Mode’ 
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Mandatory Fields (Underlined) 
 

# Enter Notes Input 

1 Product ID 
The Product ID must be unique or the system will 
display the existing product that has that Product 
ID. 

Alpha 
Numeric 

2 Product Description The Description of the Product. Alpha 
Numeric 

3 Supplier Nº This is the Supplier Nº of the Supplier that offers 
that Product. 

Numeric 

 
Important Notes and Suggestions 
 
If you do not know the Supplier Nº; 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 Nº 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  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 

1 Inactive 

This Check Box refers to the action of making the 
Product Active or Inactive. If it is Inactive it will not 
be available for any other Form except the Product 
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 

5 Add a Fixed % of 

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 Sales Price 

If a ‘0’ Fixed % was entered, then the User must 
enter the Sales Price. If a Fixed % other than ‘0’ 
was entered then the Sales Price field is disabled, 
as the Sales Price is calculated by the system. 

Numeric 
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7 Add to Deposit 

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

 

 
Other Buttons 
 

# Action Button or Icon Notes 

1 Press Supplier Form Opens the Supplier Windows Form. 

2 Press Suppliers Opens the Suppliers List Windows Form. 

3 Press InvLine 
Products 

Opens the Products List Windows Form. 

4 Press  Displays the Help Page 

 
 

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

 
 
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 

2 Press InvLine 
Products 

Opens the Invoice Line Products List Windows 
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. 
 



SoftSuitCase Office 2007                         8/13/2007                                          Page 37 of 77 

 
 
Editable Fields 
 

# Enter Notes Input 

1 Product Description The Description of the Product. Alpha 
Numeric 

2 Inactive 

Use this Check Box to make Product active or 
inactive. If it is Inactive it will not be available for 
any other Form except the Product Form. Checked 
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 

6 Add a Fixed % of 

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 

7 Sales Price 

If a ‘0’ Fixed % was entered, then the User must 
enter the Sales Price. If a Fixed % other than ‘0’ 
was entered then the Sales Price field is disabled, 
as the Sales Price is calculated by the system. 

Numeric 

8 Add to Deposit 

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

 

 
Other Buttons 
 

# Action Button or Icon Notes 

1 Press Supplier Form Opens the Supplier Windows Form, to create or 
edit an Supplier. 

2 Press Suppliers Opens the Suppliers List Windows Form. 
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3 Press InvLine 
Products 

Opens the Invoice Line Products List Windows 
Form. 

4 Press  Displays the Help Page 

 
Final Actions 
 

# Action Button or Icon Notes 

1 Save  Saves the Invoice Line Product to the database. 

2 Exit  
Exits the INVOICE LINE PRODUCTS Windows Form 
and returns to the previous Windows Form. 

 
-----000----- 
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2.5.3 HOW TO SEARCH FOR AN INVOICE LINE PRODUCT 
 

 
 
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 

1 Press InvLine 
Products 

Open the Invoice Line Products List Windows 
Form. 
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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 

1 Press  
Exits the PRODUCTS Windows Form and returns to 
the previous Windows Form, but does not send 
any Product to the calling Windows Form. 

 
-----000----- 
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2.5.4 HOW TO ACTIVATE OR DEACTIVATE AN INVOICE LINE 
PRODUCT 
 

 
 
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 

1 Inactive 

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

 

 
-----000----- 
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2.6 SUPPLIERS 
 
2.6.1 HOW TO ADD OR CREATE 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’. To change to the 
‘New Mode’: 
 

# Action Button or Icon Notes 

1 New  
Changes the Supplier Windows Form into ‘New 
Mode’. 

 
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. Alpha 
Numeric 

2 Country The country where the Supplier is located. Select 

3 City The City where the Supplier is located. Alpha 
Numeric 
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4 Day Phone A phone number where the Supplier may be 
located. 

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  Saves the Supplier to the database. 

2 Exit  
Exits the SUPPLIERS Windows Form and returns to 
the previous Windows Form. 

 
Optional Fields 
 

# Enter Notes Input 

1 Address The address of the Supplier. Use both fields if 
required. 

Alpha 
Numeric 

2 Province/State If enabled, select the corresponding Province or 
State. 

Select 

3 Post Code The Post or ZIP Code of the Supplier. Alpha 
Numeric 

4 Mobile The Mobile or Cell phone number of the contact at 
the Supplier. 

Numeric 

5 Fax The Fax number of the Supplier. Numeric 

6 e-mail The e-mail of the Supplier. Must contain one ‘@’ 
and one ‘.’. 

Alpha 
Numeric 

7 Attention The name of the Contact at the Supplier. Alpha 
Numeric 

8 Remarks 
Any relevant remarks about the Supplier. This 
information is internal only and will not be 
displayed anywhere else but in this form. 

Alpha 
Numeric 

9 Voucher Text The text that should accompany any voucher 
emitted for this Supplier. 

Alpha 
Numeric 

10 Credit Amount The Credit Amount that this Supplier will give the 
company. 

Numeric 
with 

Decimals 

11 Credit Days The Days of Credit that the Supplier has agreed to 
give the company. 

Numeric 

12 Supplier Group If this Supplier belongs to any Supplier Group. Alpha 
Numeric 

13 Project If this Supplier belongs to any Project. Alpha 
Numeric 

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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16 Prepay 
If the services rendered by this Supplier have to be 
prepaid. Checked means they have to be prepaid. 
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 

4 By User / Date Displays the User and the Date when this Supplier’s 
Information was changed. 

Disabled 

 
Other Buttons 
 

# Action Button or Icon Notes 

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

2 Press Account  

3 Press Expand Expands the Voucher Text so that more 
information may be entered. 

4 Press  Displays the Help Page 

 
 

-----000----- 
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2.6.2 HOW TO EDIT A SUPPLIER 
 
Open Options 
 

# Action Notes 

1 Select From the Main Menu Options: ‘Administration’, ‘Maintenance’, 
‘Suppliers’ or… 

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

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

 
 
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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Final Actions 
 

# Action Button or Icon Notes 

1 Save  Saves the Supplier to the database. 

2 Exit  
Exits the SUPPLIERS (Add, Edit, Search) Windows 
Form and returns to the previous Windows Form. 

 
-----000----- 
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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. 
 

 
 
or 
 

# Action Button or Icon Notes 

1 Press Suppliers Opens the Suppliers List Windows Form. 
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This option gives you more information on the Supplier than the Drop-Down 
List. To Select the Supplier: 
 

# Action Button or Icon Notes 

1 Double-
click 

 The Row Header Control Box on the left of the row 
where the Supplier is located. The Supplier 
Information will be returned and displayed in the 
Supplier Windows Form. 

 
-----000----- 
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2.7 SEGMENTS 
 
2.7.1 HOW TO EDIT AN AIR SEGMENT 
 

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

# Action Button or 
Icon Notes 

1 Double-
click 

 In the Itinerary Tab, the Control Box on the left of 
the row where the Segment is located. The 
Segment Information will be transferred to the 
Segment Form. 

 
Editable Fields 
 

# Enter Notes Input 

1 Carrier This is the Carrier of the Segment. (2) Alpha 
IATA Code 

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. (3) Alpha 
IATA Code 

 To This is the Arrival Airport of the Segment. (3) Alpha 
IATA Code 

 Status This is the Status of Booking of the Segment. (2) Alpha 

 ETD This is the Estimated Time of Departure of the 
Segment. 

Time 24 
Hours 

 ETA This is the Estimated Time of Arrival of the 
Segment. 

Time 24 
Hours 

 Nº Stops This is the Number of Stops in the Segment. Numeric 

 Meal Code This is the Meal Code on the Segment. Alpha 

 Equipment This is the Equipment of Aircraft Type to be used in 
the Segment. 

(3) 
Numeric 

IATA Code 

 Gate Time This is the time the passenger must be at the gate 
for this Segment. 

Time 24 
Hours 

 Miles This is the distance in miles of the Segment.  Numeric 

 Arr +/- Day This is the Day Difference for the arrival. Plus 1 or 
more days, Minus 1 or more days. 

+ or – 
Numeric 

 Departure Terminal This is the Departure Terminal for the Segment. Alpha 
Numeric 

 Departure Gate This is the Departure Gate for the Segment. Alpha 
Numeric 
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 Arrival Terminal This is the Arrival Terminal for the Segment. Alpha 
Numeric 

 Arrival Gate This is the Arrival Gate for the Segment. Alpha 
Numeric 

 Confirmation 
Number 

This is the Confirmation Number of the Segment. Alpha 
Numeric 

 Remarks These are any remarks relevant to the Segment. Alpha 
Numeric 

 
Final Actions 
 

# Action Button or Icon Notes 

1 Press  
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. 

 
-----000----- 
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2.8 TOUR PRODUCTS 
 
2.8.1 HOW TO ADD OR CREATE A TOUR PRODUCT 
 

 
 
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. 
 

 
 
Once you are in ‘New Mode’ then, enter the following fields: 
 
Mandatory Fields (Underlined) 
 

# Enter Notes Input 

1 Product Name This is the name of the Tour Product to be created.  Alpha 
Numeric 

2 Nº 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 
Tour. (3 Alpha) 

Alpha 

4 Country The Country where this Tour Product is to take 
place. 

Select 

Total Price 
If the price to be given is the 
total price of the Tour Product. 

Select 

Total Price 
Including Flight 

If the price to be given includes 
the price of the flight. 

Select 

Price Per Day If the price is a price per day. Select 

Manual Pricing 
If the Tour Product requires 
manual pricing. 

Select 

5 Price Type 

No Price 
If this Tour Product has no 
price. 

Select 

Main Product 
If the Tour Product is a Main 
product. 

Select 

Side Product 
If the Tour Product is a Side 
Product or Optional Product. 

Select 6 Product Type 

Part of Main 
Product 

If the Tour Product is part of 
the Main Product but not 
optional. 

Select 
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Per Product 
If the Tour Product Invoice is 
issued per Product. 

Select 

Together 
If the Tour Product Invoice is 
issued together with the Main 
Product. 

Select 7 Product Invoice 

Together with 
flight 

If the Tour Product Invoice is 
issued together with the flight. 

Select 

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

Select 

 
Optional Fields 
 

9 Voucher Text Enter the text for used in the emission of the 
Voucher for this particular Tour Product. 

Alpha 
Numeric 

10 Deposit 

Enter the deposit required for this Tour Product. If 
you Check the Percentage Check Box, then the 
amount will be used as a percentage of the Total 
price. 

Numeric 
with 

Decimals 

11 Percentage 

Check if you want the amount entered in the 
deposit field to be a percentage. Checked means 
the deposit field is a percentage. Unchecked means 
the deposit field is a fixed amount and not a 
percentage. 

 

12 Currency Select the currency of the prices indicated in the 
Prices Table. 

Select 

13 Image Directory 

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

Select 

14 PDF Directory 

The icon on the right opens the Folder Dialog Box. 
Select the Folder where the PDF files are to be 
stored. The icon on the left clears the PDF 
Directory field. 

Select 

15 WEB Directory 

The icon on the right opens the Folder Dialog Box. 
Select the Folder where the WEB pages are to be 
stored. The icon on the left clears the WEB 
Directory field. 

Select 

16 Image Filenames 

The icon on the right opens the Filename Dialog 
Box. Select the filename of the image that will be 
used in the PDF and WEB page. The icon on the 
left clears the Image field and the Image Text 
field. 

Select 

17 Image Text 
Enter the text that you wish to appear with each 
image. Manually clear the text if you do not wish 
any text to appear with the Image 

Alpha 
Numeric 

 
Tables (Prices) 
 
Mandatory Fields (Underlined) 
 

# Enter Notes Input 

1 From Date This is the date the prices come into effect.  Date 

2 To Date This is the date the prices are no longer valid. This 
date must be greater than the From Date. 

Date 

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

# Enter Notes Input 

1 Price P/P This is the Price Per Person for the Tour Product is 
that is the case. 

Numeric 
with 

Decimals 

2 Sgl Supp This is the Single Supplement for the Tour Product 
is that is the case. 

Numeric 
with 

Decimals 

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

Numeric 
with 

Decimals 

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

Numeric 
with 

Decimals 

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

Numeric 
with 

Decimals 

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 

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

 
Other Buttons 
 

# Action Button or Icon Notes 

1 Press Product Text 

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 Show PDF Opens the PDF file that is linked to this Tour 
Product 

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

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

5 Press Add Supplier 
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  Displays the Help Page 

 
 

-----000----- 
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2.8.2 HOW TO EDIT A TOUR PRODUCT 
 

 
 
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 

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

2 Select From the Product Name Drop-Down Box, the Tour Product you 
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 
 

 
 
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. ‘YES” will delete the Price Line. ‘NO’ will cancel the action. 
 
How to Edit a Price Line 
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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 

2 Exit  
Exits the TOUR PRODUCTS (Add, Edit, Search) 
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 

1 Press Product Text 

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 Show PDF Opens the PDF file that is linked to this Tour 
Product 

3 Press Web Link Links to the WEB page that is linked to this Tour 
Product. 

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

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

6 Press  Displays the Help Page 

 
-----000----- 
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2.9 CARRIERS 
 
2.9.1 HOW TO ADD OR CREATE A CARRIER 
 

 
 
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. 
 

# Action Button or Icon Notes 

1 Press  
This tells the system that you wish to create a 
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 

1 IATA 

This is the (2 Letter) IATA Code of the Carrier you 
wish to ADD to the database. If the IATA Code 
exists the system will display all the information on 
that Carrier IATA Code. 

(2) 
Alpha 

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

3 Carrier Country 
This is the country of the Carrier’s Flag. Use the 
Drop-Down box or search the Drop-Down Box by 
entering text. 

Select 
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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 

1 Press  
Saves the Carrier to the database and the Carrier 
Table 

2 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  Clears the Edit Line 

2 Press  Displays the Help Page 

 
-----000----- 
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2.9.2 HOW TO EDIT A CARRIER 
 

 
 
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 

(2) 
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 

1 Press  
Saves the Carrier to the database and the Carrier 
Table 

2 Press  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  Clears the Edit Line 

2 Press  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 
 

 
 
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 

1 IATA 

This is the (3 Letter) IATA Code of the City or 
Airport you wish to ADD to the database. If the 
IATA Code exists the system will display all the 
information on that IATA Code in the Edit Line. 

(3) 
Alpha 

2 City or Service 
Name * 

This is the name of the City or the Service that is 
identified with this IATA Code. 

Alpha 
Numeric 

3 Airport Name * If relevant, this is the Airport that is identified with 
this IATA Code. 

Alpha 
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 ICAO * This is the (4 Letter) ICAO Code of the City or 
Airport you wish to ADD to the database.   

(4) 
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  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  Displays the Help Page 

 
-----000----- 
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2.10.2 HOW TO EDIT A IATA CITY / AIRPORT CODE 
 

 
 
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. For the first section: 
 

# Enter Notes Input 

1 IATA 

This is the (3 Letter) IATA Code of the City or 
Airport you wish to EDIT. If the IATA Code exists 
the system will display all the information on that 
IATA Code in the Edit Line.  

(3) 
Alpha 

 
Editable Fields 
 

# Enter Notes Input 

1 ICAO * This is the (4 Letter) ICAO Code of the City or 
Airport.   

(4) 
Alpha 

2 City or Service 
Name * 

This is the name of the City or the Service that is 
identified with this IATA Code. 

Alpha 
Numeric 

3 Airport Name * If relevant, this is the Airport that is identified with 
this IATA Code. 

Alpha 
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  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: 
 

 
 

# 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  
Exits the Carrier Windows Form and returns to the 
previous Windows Form. 

 
Other Buttons 
 

# Action Button or Icon Notes 

1 Press  Displays the Help Page 

 
-----000----- 
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2.11 COUNTRIES 
 
2.11.1 HOW TO ADD / EDIT A COUNTRY NAME 
 

 
 
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  Saves the Country changes. 

2 Press  Exits the Country Windows Form. 

 
-----000----- 
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2.12 REGIONS 
 
2.12.1 HOW TO ADD / EDIT A REGION NAME 

 

 
 
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 will 
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  Saves the Country changes. 

2 Press  Exits the Country Windows Form. 

 
-----000----- 
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2.13 PAYMENTS 
 
2.13.1 HOW TO ADD A PAYMENT 
 

 
 
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 

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

Select 

2 Currency This is the currency in which the payment was 
made. 

Select 

3 Today’s Payment This is the actual payment. 
Numeric 

with 
Decimals 

 
Final Actions 
 

# Action Button or Icon Notes 

1 Press  
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. 

 
-----000----- 
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2.14 USERS 
 
2.14.1 HOW ADD OR CREATE USERS 
 

 
 
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 ( ). 
 
To Add or Create a User enter: 
 
Mandatory Fields (Underlined) 
 

# Enter Notes Input 

1 User ID This is the Unique Identifier for each User. Usually 
the Initials. 

Alpha 
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 

1 User Name This is the Name of the User. Alpha 
Numeric 
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2 Password This is the Password linked to the User ID. Alpha 
Numeric 

3 Level 

This is the User Access Level. Depending on the 
Level, the User has access or not, to certain 
Functions and / or Windows Forms. (See User 
Levels below). 

Numeric 

4 Account This is the Accounting Account Number where all 
transactions related to this User will be placed. 

Numeric 

5 E-mail Address 
This is the E-mail Address of the User. This is used 
for all e-mail communications between the User and 
the Customers. 

Alpha 
Numeric 

6 Default Language 
This is the Default Language the User will Logon 
with, unless another Language has been selected. 
The Default Language may be changed at any time. 

Select 

 
Optional Fields 
 

# Enter Notes Input 

1 Nº Reserved for future use. Numeric 

2 Office or Branch In the case there is more than one Office or Branch 
Office.  

Alpha 
Numeric 

3 Tlf. Ext. 
The telephone extension of this User. This is used 
primarily to be included in User / Customer 
Communications. 

Numeric 

4 Tlf. Direct 
The telephone extension of this User. This is used 
primarily to be included in User / Customer 
Communications. 

Numeric 

 
Display Fields 
 

# Enter Notes Input 

1 Date Changed The date this User’s Information was last changed. Disabled 

2 Admin ID The User ID of the User, usually the Administrator 
that made the last change. 

Disabled 

 
Final Actions 
 

# Action Button or 
Icon 

Notes 

1 Press  
Saves the Edit Line and sends the User Information 
to the User List Table. 

2 Press  Exits the User Form. 
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User Levels 
 

LEVEL 
FUNCTION FORM 

1 2 3 4 5 6 7 8 9 

Login Login          

Create or Edit Local Settings Local Settings          
Create  or Edit Users User          
Create or Edit an Order Order          
Delete an Order Order          
Create or Edit an Invoice Invoice          
Delete an Invoice Invoice          
Delete Invoice Lines Invoice          
Create or Edit Invoice Line Products Invoice Products          
Create or Edit Customer Customer          
Create or Edit Passenger Passenger          
Create or Edit Segments Segments          
Create or Edit Suppliers Supplier          
Create or Edit Tour Products Tour Products          
           
Create Payments Payments          
Edit or Delete Payments Payments          
           
           
Create or Edit a Carrier Carrier          
Edit a Country Name Country          
Edit Region Names Region          
Create or Edit Cities / Airports Cities & Airports          
           

Send Offer E-mails           

           

           

           

 
-----000----- 

 


