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Overview of Travel Tools XE "Overview of Travel Tools" 
Travel Tools is a corporate and agency management report program. It was designed to save your agency valuable time, while increasing your profits. This program works in conjunction with the back office system GlobalWare. Travel Tools allows you to seamlessly import invoices from GlobalWare into Travel Tools for reporting purposes. Once these invoices are imported, Travel Tools allows you to edit and add to these invoices if needed. Travel Tools also allows you to export data and have corporate on-site reporting capabilities. 

Travel Tools combines a user-friendly design with the ability to capture and professionally package the precise report information corporate clients want. Seventy corporate and agency management reports are available to choose from. Travel Tools allows you to easily batch reports and designate client preferences. This product is dynamic and simple to use.

Getting Started

Welcome to Travel Tools. The Travel Tools User Guide will help you navigate through Travel Tools with ease. It provides step-by-step instruction on how to use this powerful corporate reporting package. You will be able to provide your corporate clients with professional, detailed reports that are simple to produce. You are also given a brief summary of all the reports available in Travel Tools. In the appendix, there are sample reports available for you to view.

Activating Your Account XE "Activating Your Account" 
Once you have installed Travel Tools, you will be fully operational. You will have access to the entire program and reporting capabilities.

Expiration Date XE "Expiration Date" 
Travel Tools has an expiration date. You will be given a 20-day trial period initially to use the system. When the trial period is close to expiring, a notice will appear in Travel Tools informing you that the trial period will expire on a given date.

Once you decide that your agency cannot live without this corporate reporting package, all you need to do is call Scofield Management Systems. SMS will then send you a file by e-mail or diskette to be imported into Travel Tools. This file will update your expiration date. In the future, you will be billed by SMS. Once SMS receives the payment we will call you and send you the updated file. This will enable you to continue using the system without interruption.  

How Travel Tools Works with GlobalWare XE "How Travel Tools Works with GlobalWare" 
Demo Data XE "Demo Data" 
Travel Tools does not come to you with demo data. You will need to import your invoice data into Travel Tools initially to be able to produce reports. This allows you to produce the exact reports you will be sending your clients. 

Your Agency’s Data XE "Your Agency’s Data" 
To import your agency’s data, go to the Transfer Data XE "Transfer Data"  section in this guide for the step-by-step instruction. This program writes all of the Account IDs or Report-To IDs and invoices from GlobalWare into the Travel Tools Microsoft® Access databases. Your agency selects if they want to pull reports on the Account ID or Report-To ID in the Agency Setup XE "Agency Setup"  screen. Step-by-step instruction is found under Agency Setup in this manual. If you select the Report-To ID, those invoices with the Report-To IDs in GlobalWare will be input into the Account IDs in Travel Tools. 

Each time you import data into Travel Tools the program will check each Account ID or Report-To ID and invoice coming from GlobalWare to see if it is already in Travel Tools. Travel Tools will overwrite the data that is currently in Travel Tools. If you do a full import you will rewrite Travel Tools invoices previously imported that are in the date range selected. If you do a selective import, you will overwrite the selected Account IDs or Report-To IDs you imported if the invoices are in the selected date range. New Account IDs or Report-To IDs and invoices will be added to Travel Tools.

 Installation XE "Installation" 
You will want to install Travel Tools on a PC that has GlobalWare on it. This will allow you to import GlobalWare data into Travel Tools.

Once you have received the Travel Tools CD, insert the CD into your disk drive. Then go to Start, Run and search for the setup.exe file in that drive and click OK. Travel Tools will then begin to install. If you do not have Access 2000, Travel Tools will install Access 2000 after it has finished downloading the Travel Tools files. The Travel Tools Setup screen will appear once you have finished installing Travel Tools and Access 2000. It will ask you if you want to save Travel Tools in C:\Program Files\TravelTools file as shown below, then click on the Install button (PC icon). It will then prompt you for the Program Groups: Travel Tools, click OK. Then follow the prompts until you have successfully completed the setup. 
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You will then come to a Product Key Verification XE "Product Key Verification"  screen, shown below. 
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You will then be asked to call Scofield Management Systems at 303-743-8900 to receive and enter the Product Verification Key 2 in the dialog box. The Product Key Two is a number and letter sequence, which you will be given over the phone to enter. The letters are case sensitive and should be capitalized. Then click on the Verify Product Key button. Next you will go to the Setup Screen, the data and local path should be C:\Program Files\TravelTools. Change it if this is not the case. 

Main Page XE "Main Page" 
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After you have installed Travel Tools, you will open up to the main menu page. This page has buttons along the bottom for you to access, as well as a menu bar at the top of the page. You will primarily use the buttons to navigate through Travel Tools. You will be able to access specific menu bar items depending upon which Travel Tools button you are in. The About menu bar item is always available and contains 

information on Travel Tools. In About, you are given the Travel Tools version number, copyright and license information, along with the Scofield Management Systems address and phone number.

In the main page of Travel Tools, you are able to access File on the menu bar. The options available in File deal primarily with Travel Tools upkeep. You can access Import, Condense and Repair System Files, Exit Travel Tools-Go To Access, Exit Travel Tools and Agency Setup. The import option under File is for importing Travel Tools system updates; we will discuss how to import GlobalWare data under Transfer Data. 

Agency Setup XE "Agency Setup" 
You will need to setup your agency information in Travel Tools in order to import invoices from GlobalWare. This process gives Travel Tools your GlobalWare information, so it can properly find and transfer the invoices in GlobalWare.  

To setup your agency on Travel Tools, select File on the menu bar and then double click on Agency Setup. Once inside Agency Setup, click on the Agency Variables tab if you are not already there. Fill in your agency name in the corresponding blank dialog box to the right. 

If you are using the GlobalWare 32-bit version as your back office system, the following four dialog boxes should be as follows. Enter Gblware32 in the ODBC DS Name dialog box, Enter GWsrv in the ODBC Database dialog box if you are using GlobalWare on a network or more than one machine. This is the general rule; the exception is if you are using GlobalWare on a standalone machine. If you are using GlobalWare on a standalone machine enter Gblware in the ODBC Database dialog box. Enter global in the ODBC User Id dialog box and ware in 
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the ODBC Password dialog box

Account-ID XE "Account-ID"  and Report-To-ID XE "Report-To-ID"  Fields

Your agency can choose the Account Number Source Field you wish to pull information from in GlobalWare. You can choose the Account-ID Field or the Report-To-ID Field. You will want to select the Report-To-ID if you used them in GlobalWare. If you choose Report-To-ID, the invoices with Report-To-IDs in GlobalWare will be input into the Account ID field in Travel Tools. 

An example of why you would use the Report-To-ID is if a company has several subsidiaries each responsible for their own travel, but the home office wants to get a consolidated report. In this case, each subsidiary has its own Account-ID, but the Report-To-ID for all of them is that of the parent company. 

Travel Types XE "Travel Types" 
Your agency can choose the travel types you wish to include with air tickets in your reports under the Agency Variables tab in the Agency Setup screen. You are able to select from Air, Rail, Tour or you can choose three other open options. If you chose to include rail with your air tickets, the air reports produced in Travel Tools would include rail and air ticket data.  To select the options that you want, click on the circle directly underneath the option you wish to select. The Air option will already be selected for you. 

Agency Logo XE "Agency Logo" 
Travel Tools has the option to input your agency logo, which will automatically print on your corporate and agency management reports. The option to input your agency logo is under the Agency Variables tab in the Agency Setup screen. To insert your logo, click inside the Agency Logo dialog box. Then, go to Agency on the menu bar at the top of the screen, move your mouse down to the double arrows pointing down, this should bring up Insert Object XE "Insert Object" . Click on Insert Object in the menu bar; this will bring up the Insert Object screen. On the left side of the screen you can choose to either create a new logo or create one from your file by clicking in the circle next to the option you want. 

If you wish to create a new file, select the Create New XE "Create New"  check box and an Object Type list box will be displayed. You will then be able to scroll down and select the option you want to use to create your logo. Once you have chosen the option you want to use, double click on that option. This will allow you to start creating your logo. 

[image: image11.png]ok

 Create iow
Fil: Cancel

& Create from File | C:\WINDOWS|ProfilesiMeqiMy Documer
[ ] Tk

™ Display as Icon

Result
Inserts the cantents of the e a5 an object nta
your document 5o that you may activate  using
the pplication which created .




If you wish to use an existing logo, select the Create from File XE "Create from File"  check box. This will bring up a File dialog box. In this box, you can type in the exact file location of your logo or you can click on the Browse button. If you select the Browse button you will be able to search your files and select the file you desire.
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You can also choose to display your logo as an icon. If you wish to do this, click on the Display as Icon check box. 

Create Generic Savings Code Table XE "Create Generic Savings Code Table" 
Travel Tools allows you to view, edit or add to the savings codes that will appear on certain reports. In the Agency Setup screen, select the Create Generic Savings Code Table tab. This table automatically includes all of the savings codes, which correspond to the savings codes used in GlobalWare. In this screen you may either change the code or its explanation by simply typing over the values you wish to change. You also have the option to add records to the table. To add savings codes, go to the bottom of the table to the open dialog box and enter the new savings code. After you have entered the new savings code press enter on your keyboard. 

Email Reports to Your Clients XE "Email Reports to Your Clients" 
Travel Tools allows you to print your reports to a PDF file, or files, that you may email to your client.  If you want to do this, select the Email Variables tab, in the Agency Setup screen.  
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Since you will be using this directory to send your email, it is recommended that you make it a main folder, i.e. C:\TTEmail.  This will not automatically, create the folder, it simply tells Travel Tools where to put the PDF files. You must create this folder in your Windows Explore.

You have the option to combine all reports into one PDF file or to have each report as a separate file.  If you have many long reports it may be better to have them as separate file.

It is also recommended to include report dates with the file names.

Transfer Data XE "Transfer Data" 
The Transfer Data screen gives you two options you can either import GlobalWare data or you can export Travel Tools data to a client. You must import data into Travel Tools from GlobalWare to produce reports. You are also able to export data. Exporting data may be useful if you wish to manipulate the data in another program, such as Excel, or if your clients want their data on-site to analyze or manipulate. 

At the top of the page, Travel Tools gives you a date range of invoices currently downloaded into the invoice tables. If you are transferring data for the first time these dialog boxes will not show any dates. Travel Tools also provides the date range of the last GlobalWare import. 

Importing GlobalWare Data XE "Importing GlobalWare Data" 
To import GlobalWare data go to the Transfer Data button on the main screen. Once inside this screen, you can choose to import all or select GlobalWare records, including invoices, air, hotel and car data. You have the choice to either import all of the account IDs or only certain account IDs in the selected date range. 

Each time you import data you will overwrite the data that is currently in Travel Tools. If you do a full import you will rewrite Travel Tools invoices previously imported that are in the date range selected. If you do a selective import, you will overwrite the selected account IDs you imported if the invoices are in the selected date range.

Full Import XE "Full Import" 
To import all of the GlobalWare invoices for a particular date range, select the date range of the GlobalWare invoices to import. To input the date range, type in the invoice date range in the dialog box. Then, click on the Full Import button at the bottom of the screen under Import GlobalWare Data. This will import all invoices for the selected date range. 

If you do the full import you will be able to print the Management reports for your agency.  These are internal reports which will help you to better understand your agency’s business.

When importing, the date ranges should not exceed one month.  If you use larger date ranges and an error occurs, you will have to start over and you may have wasted a large amount of time.
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Selective Import XE "Selective Import" 
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If you want to import only certain accounts, designate the invoice date range for the data you want to import, then click on the Selective Import button at the bottom of the screen. An Import GlobalWare Data – Selective screen will come up displayed below. You then enter the account ID(s) from GlobalWare to import into the Account dialog table by clicking inside the 

Account dialog table. Then type in the account ID and press enter on the keyboard. To import the account invoices for the date range you selected re-click on the Selective Import button at the bottom of the page. If you want to clear these accounts, click on the Cancel Selective button at the bottom of the page.

Exporting Travel Tools Data XE "Exporting Travel Tools Data" 
Travel Tools allows you to export data to corporate clients. Corporate clients can also have Travel Tools at their location. They are able to manipulate the data and create the reports they wish. 

To export Travel Tools data, choose a client account. To select an account to export, click on the drop-down arrow at the right-hand side of the Account to Export dialog box. Then scroll down and select the account you wish to export. Next, enter the date range of invoices you wish to export in the Starting Date and Ending Date dialog boxes. 

You then need to enter the type of file you want to export, so that your client will be able to open the data in the desired location. To do this, click on the drop-down arrow in the Type of Export list box and select the type of file you wish to export. Then designate the export path, such as saving it to a disk or file to then e-mail it to the client, by typing in the file location into the Export Path dialog box. To finish you click on the Client Export button at the bottom of the screen. 
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Entering Your Corporate Accounts XE "Corporate Accounts" 
Once you have imported your data from GlobalWare you are ready to setup your corporate accounts in Travel Tools. The corporate account information will be used on the corporate reports. This is where you will setup the client’s preferences and enter their information, including their logo.

To enter your corporate clients, select the Accounts button on the main page. This will bring you into the Account Setup screen. To start you will need to enter new accounts for your corporate clients. Enter the client’s GlobalWare account ID in the Choose an Existing Account or Enter a New Account dialog box, the same account ID you used in GlobalWare.

Travel Tools allows you to choose an existing account once they have been entered into Travel Tools by clicking on the drop-down arrow on the right-hand side of the Choose an Existing Account or Enter a New Account dialog box and scrolling down to select the account you want. Once you have entered the new account, enter the corporate client’s name in the Full Name dialog box. For each account ID fill in the information in each of the tabs listed on the Account Setup screen. 

Basic Information

To enter your corporate clients’ basic information go to the Account Setup screen and select the Basic Information tab, if it is not already selected. In the Fiscal Year Start XE "Fiscal Year Start"  dialog box enter the start of the company’s fiscal year. When you need to update this information each year, click on Accounts on the menu bar and click on Update Fiscal Year Start Date. This will allow you to update all of your accounts’ fiscal year start dates to the current year automatically.

In the Minimum Air Legs XE "Minimum Air Legs"  dialog box, select the minimum number of air legs you want to show on your reports for that client. This is up to you and the corporate client to decide. Then, fill in the Contact Name, Address 1 and 2, City, State and Zip.
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Corporate Client Logo XE "Corporate Client Logo" 
To insert your corporate client’s logo click on the Accounts button in the main screen, which takes you to the Account Setup screen. Then select the Basic Information tab. To insert the corporate logo click inside the Account Logo dialog box. Next click on Accounts in the menu bar, and then click on Insert Object. This will bring up the Insert Object screen. On the left side of the screen you can choose to either create a new logo or create one from a file. For corporate clients you will most likely want to create one from a file.

If you wish to create a new file, select the Create New check box and an Object Type list box will come up that allows you to scroll down to select the option you want to use to create the logo. Once you have decided on the option you want to use double click on that option and you will be able to start creating the logo. 

If you wish to use an existing logo, select Create from File check box. This will bring up a File dialog box. In this box, you can type in the exact file location of their logo or you can click on the Browse button. If you select the Browse button you will be able to browse through your files until you locate the file with their logo.

You can choose to display the logo as an icon. If you wish to do this, click on the Display as Icon check box. 

Departments XE "Departments" 
The departments in Travel Tools are the four sort fields and the first five (Comments) user-defined fields in GlobalWare. Travel Tools will use the information selected in departments on several of the corporate reports. 
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The Account Setup screen allows you to setup the parameters for three categories. Each category may use one of the following fields: Sort 1 through 4, User Defined Comments 1 through 5, Account ID Ticketing Location or Booking Location. 

On the left side you see Department Name 1 and Abbreviation 1, Department Name 2 and Abbreviation 2, and Department Name 3 and Abbreviation 3.  These are your three categories. If you go to the main Travel Tools menu and click on Reports, you will see the Corporate Reports List. Any time the report name contains the word “Department”, it is referring to Category 1. Any time the report name contains the word “Department Sort 2”, it is referring to Category 2.  Any time the report name contains the word “Department Sort 3”, it is referring to Category 3.

On the right side of the screen you define the GlobalWare field that relates to Category 1, 2 and 3.

In the Account Setup displayed above, Category 1 is named Division.  The divisions are contained in Comment 4, beginning in the 4th character for a total length of two characters. Category 2 is named Cost Center.

Complete the Source Field, Start and Length as follows:

For example, if you had the department code (10 ch.) followed by Salesperson (8 ch.) in Sort 1 and you wanted a report sorted and sub-totaled by Salesperson, the Source Field would be Sort 1, Starting in 11, for length 8 characters. Under Start you are able to designate what character number the Source Field begins (11), followed by its length of 8. This is important if you have used one field to hold data for two items.

Savings Codes XE "Savings Codes" 
Savings codes in Travel Tools correspond to the savings codes in GlobalWare. To access the Savings Code table, go to the Account Setup screen, and select the Savings Code tab. This table automatically includes all of the savings codes for your corporate client. In this screen, you may either change the code or the explanation by simply typing over the values you wish to change. You also have the option to add records to the table. To add a savings code, click in the blank dialog box at the bottom of the Savings Code table and enter your codes. After you have entered the new savings code press enter on your keyboard. 

Default Reports XE "Default Reports" 
In the Default Reports tab in the Account Setup screen, you can select the reports that you want to use on a regular basis for each corporate client. This will reduce the amount of time spent selecting reports. 

When you go to print reports for this client, Travel Tools gives you the option to select Apply Setup Choices, which will bring up the reports selected in this tab. To select specific reports, in the Select Default Reports table select the check box next to the report you want. You can click on as many reports as you want. To clear a report, click on the check box again and it will remove the check mark. Travel Tools will automatically show you the number of reports you have selected in the Number of Default Reports Selected box.
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Consolidated Account XE "Consolidated Account" 
In the Consolidated Account tab in the Account Setup screen, you are able to designate if the account is a consolidated account and should include additional accounts. In the Consolidated Account dialog box, enter an N for no or a Y for yes and 
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then press enter on the keyboard. If this account is a consolidated account, enter the account IDs you want to rollup into this consolidated account for reporting purposes in the open Account Code dialog box, then press enter on the keyboard.

Consolidated accounts are fictitious account IDs. They cannot have the same account ID as an existing account or an account that will be merged into the consolidated account. The consolidated account exists only in Travel Tools and not in GlobalWare.

General Account Information
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Update Fiscal Year Start Date – Will update the Fiscal Year Start Date for all accounts.  Use this at the beginning of each year.

Edit Generic Savings Code Table – This menu item will allow you to Add, Change or Delete items in the Generic Savings table.  The tables will be updated for all Accounts that use the generic table.

Default Reports for All Accounts – This will add or delete a default report for all accounts.

List of All Travel Tools Accounts – This will give you a printed list of all Accounts in Travel Tools.

Reports XE "Reports" 
There are 63 corporate reports and 16 agency management reports to choose from in Travel Tools. These reports are already formatted and created for you to make your reporting as simple and easy to use as possible. To select reports click on the Report button in the main page. This will bring you to the Report Selection XE "Report Selection" . In the Report Selection Options area you are able to select the Corporate Reports check box or Management Reports check box. This will bring up either the Corporate Report List or the Management Report List.

To designate the corporate client, click in the Select an Account dialog box. You can type in the account ID or click on the drop-down arrow to select the appropriate account. Next enter the desired report date range in the Enter Current Period Date Range dialog boxes. The yearly start date for your client will automatically come up in the Enter Y-T-D Start dialog box. You also can designate the number of report copies you wish to print by entering the number of copies you want in the # Copies dialog box.
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Select Corporate or Management Report. Then on the Corporate Reports List (or Management for your agency) click on each report you want in the dialog box. You can select more than one report at a time. Travel Tools keeps track of the number of reports you have selected at the bottom of the Corporate or Management Report List in the Number of Reports Selected dialog box. To unselect a report that you selected, click on that. If you select only one report, you will be able to preview it before printing. If two or more are selected, it will automatically go to the printer.

There are four buttons that control the selection and preparation of reports:

Blank All – Select All XE "Blank All - Select All" 
This is a toggle button to select all or deselect all reports for the account displayed in the Select an Account box (top, center).

Apply Setup Choices XE "Apply Setup Choices" 
Click on this button to select the default reports (for the account displayed in the Select an Account box, top, center) that you designated for the client in the Account Setup screen.

Email Mode - Off XE "Email Mode - Off" 
Click on this button to prepare the reports in PDF file format to the directory designated in the Agency Setup screen, Email Variables tab. It may take a few seconds for the button to change to red print saying “ Mode – On”. This is a toggle On/Off button. If this is button is on and you are doing batch reports, they will also go to the Email directory.

Batch Reports XE "Batch Reports" 
If you want to print the reports for a number of clients, select the Batch Reports button. This will bring up the Batch Reporting. In the Batch Type selection box, you can choose Edit Reports or Default Reports:

If you select Edit Reports, it will automatically select the Air Edit Report, Car Edit Report and Hotel Edit Report. These reports are for you to review prior to actually printing the reports for a client.  If you want to review them, but not print them, select each report individually for preview.

If you select Default Reports, the default reports that you designated for each client in the Account Setup screen under Account will be printed.

You can select the corporate client accounts you wish to batch in the Accounts to Batch dialog box. Type in each client’s account and the number of copies you want to print and then press enter on the keyboard. You may have up to three batches. After you have made your selections, click the Start Batch Reports button to print the reports.
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If you are not using Batch Reports and you have manually selected the reports you wish to print, click the Start Reports button. To exit the Report Selection screen select the Close button. You may also access Reports on the menu bar when you are in the Report Selection screen and when you are viewing a report. From Reports on the menu bar, you are able to access Page Setup, Print Setup, Zoom, Save Reports As, Print Report and Close Report. 

Corporate Reports XE "Corporate Reports" 
Air by Month XE "Air by Month" 
Clients are given the airline tickets issued from a designated date by month. It summarizes by month new tickets, refunds, exchanges and the total amount of tickets issued. It also gives clients the grand totals for the entire date range, including the total savings, number of tickets, total and average ticket cost and the bench fare.

Air by Month by Department XE "Air by Month by Department" 
This report lists the airline tickets purchased by the first department sort you designated in the Account Setup Department screen, for example location. It lists the tickets by passenger for each month in the report period. It also gives clients the grand total for the entire department sort.

Air Detail by Department XE "Air Detail by Department" 
Detailed information is given to clients on the airline tickets issued for the report period by the first department sort selected in the Account Setup Department screen. It gives clients the passenger and ticket information along with an itinerary for the department. At the end of each department, it provides the total for that department along with the average ticket price, total fare and savings or loss.

Air Detail by Department Sort 2 XE "Air Detail by Department Sort 2" 
The second department sort selected in the Account Setup Department screen gives clients detailed information on the airline tickets issued for the report period. It gives clients the passenger and ticket information along with itinerary for the department. At the end of each department, it gives clients the total for that area along with the average ticket price, total fare and savings or loss.

Air Detail by Department Sort 3 XE "Air Detail by Department Sort 3" 
This report gives clients detailed information on the airline tickets issued for the report period by the third department sort, which you selected in the Account Setup Department screen. It gives clients the passenger and ticket information along with itinerary for the department sort. At the end of each department sort, it gives clients the total for that area along with the average ticket price, total fare and savings or losses.

Air Detail by Passenger XE "Air Detail by Passenger" 
Detailed air ticket information is given between a designated date by passenger, including exchanges and refunds. It gives clients the passenger and ticket information for each ticket including multiple fare information and the itinerary. At the end of the report, it totals only the new tickets and does not include the refunds and exchanges in the total. It also provides clients with the total average ticket cost and the number of new tickets.

Air Detail by Passenger International XE "Air Detail by Passenger International" 
Detailed information on international airline tickets issued by passenger through the designated date. It gives clients the ticket details by passenger including invoice number, fare information, itinerary and class. It totals up only the new tickets at the end of the report including the average ticket price.

Air Detail by Passenger Lost Savings XE "Air Detail by Passenger Lost Savings" 
This corporate report gives detailed airline ticket information on lost savings issued in the report period by passengers. It displays the passenger and ticket information including the lost savings, reason for lost savings and multiple fare data. At the end of the report it totals only the new tickets and gives the average ticket price.

Air Detail by Passenger No Compare XE "Air Detail by Passenger No Compare" 
Clients are given the airline tickets issued in the report period by the passenger. It gives clients the ticket detail including the advance purchase days, multiple fare information, booking agent and itinerary. At the end of the report, it gives the total for new tickets only, the number of new tickets, the total amount spent and the average ticket price. 

Air Edit Report XE "Air Edit Report" 
Reports with edit in the title include the invoice number along with detailed information. This report gives clients detailed information on airline tickets issued in the report period. The information is provided by passenger and includes invoice number, multiple fare and savings information, ticket information, booking agent, itinerary and if it is a domestic or international flight.

Airline City Pair Report XE "Airline City Pair Report" 
Airline city pairs are given for trips flown in the report period. The report is delineated by the city pair and gives the airline information, including the number of trips, percent of the market, multiple fare information, total miles and the cost per mile. At the end of the report, it gives the grand totals for all city pairs in the date range by the airline.

Airline City Pair Report by Department XE "Airline City Pair Report by Department" 
This report gives the airline city pairs for trips flown in the report period by the first department sort selected in the Account Setup Department screen. Clients are given the city pair information by the department sort. At the end of the report, clients are given the grand total for each department sort area.

Airline City Pair Report International XE "Airline City Pair Report International" 
This report is useful if your agency does a high percentage of international business. The international airline city pair trips flown through the report period is given. It gives clients the trip information by the city pair. It includes the airline, number of trips, percent of the market, fare information, total miles and the cost per mile information.

Airline Validation Report XE "Airline Validation Report" 
This report is great if you want to get a breakdown of each airline’s sales in the report period. It provides the information by airline and gives clients the data from the current period and year-to-date. This report includes all transactions, including refunds and exchanges, during the report period. It also includes the number of tickets, fare and cost information. At the end of the report, it gives clients the transaction and fare total. 

Car by City Report XE "Car by City Report" 
Car rental information by the city the car was picked up from is provided. It summarizes by city the rental car company, number of reservations, total days and cost information. At the end of the report, clients are given the grand total information for all of the cities listed in the report period. 

Car by City Summary XE "Car by City Summary" 
Clients are given the rental car information by the pick up city during the report period. It gives clients the total reservations, days, dollars and the average rate and days in that city. At the end of the report, clients are given a summary of the information for the report period.

Car Detail by Department XE "Car Detail by Department" 
This report gives clients the car rental information by the first department sort selected in the Account Setup Department screen, during the report period. Clients are given detailed information such as the passenger, date, company, pick up city, days, rate and totals. At the end of each department sort, clients are given the totals for that area.  Items included in the report are based on Pickup Date.

Car Detail by Dept-Inv Date XE "Car Detail by Dept-InvDate" 
This report gives clients the car rental information by the first department sort selected in the Account Setup Department screen, during the report period. Clients are given detailed information such as the passenger, date, company, pick up city, days, rate and totals. At the end of each department sort, clients are given the totals for that area.  Items included in the report are based on Invoice Date.

Car Detail by Passenger XE "Car Detail by Passenger" 
Detailed car rental information by passenger for the report period is provided. Clients are given car rental information for each individual rental during the date range. At the end of the report, clients are given the totals for the period. Items included in the report are based on Pickup Date.

Car Detail by Pax-Inv Date XE "Car Detail by Pax-InvDate" 
Detailed car rental information by passenger for the report period is provided. Clients are given car rental information for each individual rental during the date range. At the end of the report, clients are given the totals for the period. Items included in the report are based on Invoice Date.

Car Edit Report XE "Car Edit Report" 
Complete car rental information is given by the passenger for the report period. Clients are given the passenger, date, invoice number, car rental company, booking agent, the city, class, day, rate and total information. It also includes a grand total for the date range at the end of the report.

Credit Card Transaction Report XE "Credit Card Transaction Report" 
This report gives clients the credit card information on airline tickets issued in the report period. Clients are given information by the credit card with a subtotal of each credit card. Clients are given the ticket information, including the passenger and flight. At the end of the report, clients are given the total of all of the credit card airline transactions used during the period.

Department Air Summary XE "Department Air Summary" 
This report gives the airline ticket summary by the first department sort selected in the Account Setup Department screen, issued in the report period. It gives a one line summary for each department for the current period and year-to-date. It gives the number of tickets, total fares, average fare, savings and savings percentages. At the end of the report, clients are given the total for the report period. 

Department Air Summary Sort 2 XE "Department Air Summary Sort 2" 
The airline ticket summary is given by the second department sort selected in the Account Setup Department screen, issued in the report period. It gives a one line summary for each department for the current period and year-to-date. It gives the number of tickets, total fares, average fare, savings and savings percentages. savings and savings percentages. At the end of the report, clients are given the total for the report period. 

Department Air Summary Sort 3 XE "Department Air Summary Sort 3" 
The airline ticket summary is given by the third department sort selected in the Account Setup Department screen, issued in the report period It gives a one line summary for each department for the current period and year-to-date. It gives the number of tickets, total fares, average fare, savings and savings percentages. savings and savings percentages.. At the end of the report, clients are given the total for the report period. 

Executive Summary Air - Single Page XE "Executive Summary Air - Single Page" 
This report is a favorite report of users. It gives clients financial information for the report period, as well as analysis of the trip information such as the top carriers. It provides information for the current report period and the year-to-date. The financial information includes tickets issued, refunded, exchanged and net tickets issued. Clients are given information on the tickets including percent refunded and average ticket cost. Clients are given fare, lost and net savings. It also lists the top carriers, city pairs, class of service and the total trips.

Executive Summary Air - Two Pages XE "Executive Summary Air - Two Pages" 
This report is the same as the Executive Summary Air – Single Page report, but is on two pages instead of one. It also lists more top carriers and city pairs.

Executive Summary Air – No Compare XE "Executive Summary Air – No Compare" 
This report is very similar to the Executive Summary Air – Single Page report. It differs in that it does not include the fare, lost and net savings information. 

Executive Summary Hotel/Car XE "Executive Summary Hotel/Car" 
This is also a popular report with customers. This report displays the hotel and car reservations booked during the report period. Clients are given the current period and year-to-date information. Clients are given the number of hotel and car reservations, nights, average stay/rental length, total rate reserved and the average cost per night/day. Clients are also given the top hotel and car chain information. 

Graph Average Ticket Cost XE "Graph Average Ticket Cost" 
This report gives clients a colorful graph of the average ticket cost for domestic and international flights in the report period. It compares the corporate clients’ ticket cost to the average ticket cost for domestic and international flights.

Graph Dollars Saved by Month XE "Graph Dollars Saved by Month" 
A graph displays the net dollars saved or lost for the corporate client by month. The amount of net dollars saved or lost is for trips flown during the report period.

Graph Tickets Issued by Month XE "Graph Tickets Issued by Month" 
This report graphically shows clients the number of new tickets issued by month during the report period clients selected for the corporate client.

Hotel by City XE "Hotel by City" 
Clients are given the specific hotels booked by the city in the report period. It gives clients the number of reservations, total nights, rate and stay information. At the end of the report, clients are given the grand totals for all of the hotels within the date range.

Hotel by City Summary XE "Hotel by City Summary" 
Hotel summary information is given by the city in the report period. At the end of this report, clients are given the totals for all of the cities. 

Hotel Detail by Department XE "Hotel Detail by Department" 
This report gives clients the detailed hotel arrival information by the first department sort selected in the Account Setup Department screen for the report period. Clients are given the passenger, date of stay, hotel, property, city, nights, rate and total cost. It gives clients the totals by each department sort area. Items included in the report are based on Check In Date.

Hotel Detail by Dept-Inv Date XE "Hotel Detail by Dept-InvDate" 
This report gives clients the detailed hotel arrival information by the first department sort selected in the Account Setup Department screen for the report period. Clients are given the passenger, date of stay, hotel, property, city, nights, rate and total cost. It gives clients the totals by each department sort area. Items included in the report are based on Invoice Date.

Hotel Detail by Passenger XE "Hotel Detail by Passenger" 
Hotel arrival information is provided by the passenger for the report period. It gives clients the passenger, date of stay, hotel, property, city, nights, rate and total cost. At the end of the report, clients are given the grand totals for the date range. Items included in the report are based on Check In Date.

Hotel Detail by Pax-Inv Date XE "Hotel Detail by Passenger" 
Hotel arrival information is provided by the passenger for the report period. It gives clients the passenger, date of stay, hotel, property, city, nights, rate and total cost. At the end of the report, clients are given the grand totals for the date range. Items included in the report are based on Invoice Date.

Hotel Detail Over $100 XE "Hotel Detail Over $100" 
Detailed hotel arrival information for rooms that are over $100 per night is provided during the report period. Clients are given the passenger, hotel and rate information. Clients are given the grand totals for all of the rooms in the report period.

Hotel Detail Under $100 XE "Hotel Detail Under $100" 
This report gives clients the detailed hotel information for rooms that are under $100 per night for the report period. Clients are given the passenger, hotel, and rate information. Clients are also given the grand total for the rooms in this date range.

Hotel Edit Report XE "Hotel Edit Report" 
The hotel edit report gives clients the hotel information by the passenger for the selected report period. Clients are given the passenger, the invoice number, date, the hotel information and the rate information. Clients are also given the hotel totals at the bottom of the report. 

Passenger Air Summary XE "Passenger Air Summary" 
Passenger air travel summary is given for tickets issued during the report period. Clients are given information for the current period and year-to-date. The information is listed by passenger and provides the ticket number, multiple fare data and the total miles. Clients are also given the totals for each of the areas.

Savings Code Summary XE "Savings Code Summary" 
This report gives clients the savings codes for tickets issued for the report period. Clients are given the fare and lost savings, number of tickets, percentage of total, specific fare information and savings information. Clients are then given a total at the end of the report.

Refund Report XE "Refund Report" 
Refunded ticket information in the report period is provided. This report does not include tickets refunded with a partial refund. Clients are given the passenger, ticket number, as well as the initial and refunded ticket information. Clients are given the total refunded tickets at the end of the report.

Service Fees by Credit Card XE "Service Fees by Credit Card" 
If your agency does service fees, this is a great report. This report gives the service fees of tickets issued by credit card for the report period. Clients are given the credit card number, passenger, ticket information, service fee and total amount. Clients are given a total on the invoice number and a grand total at the end of the report. 

Service Fees by Passenger XE "Service Fees by Passenger" 
This report gives the service fees incurred by the passenger for the report period. Clients are given the passenger, ticket information, airline, if it was domestic or international, the breakdown of the cost, including the service fee. Clients are given a total on the invoice number and a grand total of the service fees at the end of the report.

Total Expense by Department XE "Total Expense by Department" 
The total ticket expenses issued in the report periods by the first department sort selected in the Account Setup Department screen. Clients are given the current period and year-to-date information. Clients are given the number of transactions and cost for air, hotel and car in each department. Clients are also given the grand totals for all the expenses.

Total Expense by Department Detail XE "Total Expense by Department Detail" 
Detailed total ticket expenses within the report period by the passenger for the first department sort selected in the Account Setup Department screen. Clients are given current period and year-to-date information. Clients are given the passenger’s air, hotel, car transactions and cost. Clients are given the totals for each of the department sort areas and the company totals.

Total Expense by Department Detail Sort 2 XE "Total Expense by Department Detail Sort 2" 
This report displays the total expenses for the tickets issued within the report period by the passenger for the second department sort selected in the Account Setup Department screen. Clients are given current period and year-to-date information. Clients are given the passenger’s air, hotel, car transactions and cost. Clients are given the totals for each of the department sort 2 areas and the company totals.

Total Expense by Department Detail Sort 3 XE "Total Expense by Department Detail Sort 3" 
Total ticket expense in the report period is given by the passenger for the third department sort selected in the Account Setup Department screen. Clients are given current period and year-to-date information. Clients are given the passenger’s air, hotel, car transactions and cost. Clients are given the totals for each of the department sort 3 areas and the company totals.

Total Expense by Passenger XE "Total Expense by Passenger" 
This report gives the total expenses for tickets issued during the report period by the passenger. Clients are given current period and year-to-date information. Clients are given the passenger’s air, hotel, car transactions and cost. Clients are given the grand totals for all of the expenses incurred.

Air Detail – Passenger Select XE "Air Detail – Passenger Select" 
Individual report information by a selected passenger is available. Enter the passenger name in the dialog box and then click on the OK button. Clients will be given the ticket information for the passenger selected in the report period, including fare and savings information and the itinerary. Clients are given the totals for the passenger in the report period. The totals are for new tickets only and do not include refunds and exchanges. 

Air Detail Loss Savings - Threshold XE "Air Detail Loss Savings - Threshold " 
The title on the report is Air Detail Loss by Passenger for Tickets with Lost Savings Greater than $_.__. Tickets with losses greater than a selected amount are given. This report requires you to enter the loss amount. The report will provide the tickets issued in the report period with lost savings greater than the amount entered. Clients are given ticket information along with the lost savings by the passenger. Clients are given the total loss for new tickets issued, refunds and exchanges are not included. 

City Pair Report - Airline Select XE "City Pair Report - Airline Select" 
This report requires you to enter the two-character airline code. Clients will then receive the city pair report for the selected airline for the trips flown in the report period. Clients are given information for the airline, number of flights, percent of flights for the city by the airline as well as the fare information. Clients are given the totals for all carriers and for the airline selected.

Contract Air Report XE "Contract Air Report" 
Enter the two-character airline code and the destination city you wish to report on. This report gives the client the tickets issued in the report period for flights to the destination you selected. Clients are given the ticket information including number, passenger and fare information. Clients are also given the totals for new tickets only, excluding refunds and exchanges.

Market Share – Airline Select XE "Market Share – Airline Select" 
Market share information is given for the selected airline and domestic or international flights. This report focuses on the markets served by a single carrier. Clients are given the trips flown for the current period selected and year-to-date. This information included the number of trips, the airline market share, the total revenue and the airline revenue.

Market Share – D/I Select XE "Market Share – D/I Select" 
Market share information is provided for either domestic or international flights and the selected airline. Clients are given the domestic or international market share information for the airline selected on trips flown in the report period. Clients are given the city pairs, the number of trips, total amount and market share information for each city pair.

Market Share – Market Select XE "Market Share – Market Select" 
This report is great because you are given the market share information for particular markets. This report requires you to select the city pairs and airline you wish to report on. This report provides the client with market share information for the city pairs by the airline.

Savings Code – Department Select XE "Savings Code – Department Select" 
This report requires you to enter the department sort you wish to report on. This report gives clients the tickets issued in the report period by the savings code summary for the department sort. This gives clients the ticket information, benchmark fare, savings or losses and the percent saved or lost.

Segments Domestic – Airline Select XE "Segments Domestic – Airline Select" 
Domestic segment flight information is given for the selected two-character airline code. Clients are given the domestic segment flights flown in the report period for the airline selected. Clients are given the origin, destination, segment and fare information, including the airline segment fare. Clients are also given the totals for the segment flights flown in the period.

Segments International – Airline Select XE "Segments International – Airline Select" 
International segment flight information is given for the selected two-character airline code for the report period. Clients are given the origin, destination, number of segments, total fare and the airline segment fare information.

Validating Carrier Select XE "Validating Carrier Select" 
This report actually contains two reports: validating carrier detail and summary reports. You can select one or both reports. The reports include a specialized air detail listing for a selected airline and a brief dollar rollup comparing the selected carrier to all others. You must first select the airline before you can view the report. The validating carrier detail report provides information for tickets issued in the report period by the passenger. Clients are given each ticket’s detailed information for that airline and the totals. The validating carrier summary report gives information on the tickets issued in the report period for the airline. Clients are given the domestic and international dollar amount for the airline for the current period and year-to-date compared to all others.  

Management Reports XE "Management Reports" 
Accounts by Preferred Carrier XE "Accounts by Preferred Carrier" 
Accounts for tickets issued within the report period are given by the preferred carrier. You are provided with all of your accounts and the number and percentage of tickets issued on each of your preferred carriers. You are also given the total of all of your accounts for each carrier.

Agent Performance XE "Agent Performance" 
Agent performance is provided for tickets issued in the report period. You are given the agent, number of transactions, exchanges, refunds, and net and average sales. You are also given the totals for each of the categories for all of your agents.

Agents by Preferred Carrier XE "Agents by Preferred Carrier" 
You are given the agent information on which agents are booking your preferred carriers. For each agent you are given the number and percentage of tickets issued for each of your selected preferred carriers. You are given a total for each agent, as well as for all of your agents together.

Air by Month XE "Air by Month" 
This report gives you the agency air tickets issued during the year by month. You are given the new ticket information, refund, exchange and total number of tickets issued and fare amount. You are also given a total for the report period on each of the categories.

Airline City Pair XE "Airline City Pair" 
Airline trips flown, by airline, within the report period for all city pairs with five or more trips are given. You are given the city pair, airline, number of trips, fare information, total miles and cost per mile. 

Car by City Summary XE "Car by City Summary" 
This report provides the car pickup totals that were reserved through the agency in the report period. You are given, by the pick up city, the number of reservations, total days, total rates, plus average days and average rates.. You are also given the totals for the agency within the date range.

Carrier Totals XE "Carrier Totals" 
This report summarizes by carrier the number of refunded trips, net trips, refunded fares, total net fares and average fare. It also gives each carriers percentage of all trips for both number of trips and total net fares. They are segment fare totals from the air table, not the paid amount total from the invoice table.

Graph of Agency Air Sales by Month XE "Graph of Agency Air Sales by Month" 
Two bar charts of agency air sales by month for the year, both number of sales and dollar amount.

Graph of Agency Car Reservations by Month XE "Graph of Agency Car Reservations by Month" 
Two bar charts of agency car reservations by month for the year, both number of reservations and dollar amount.

Graph of Agency Hotel Reservations by Month XE "Graph of Agency Hotel Reservations by Month" 
Two bar charts of agency hotel reservations by month for the year, both number of reservations and dollar amount.

Graph – Sales by Travel Type XE "Graph-Agency Sales by Travel Type" 
Two pie charts of agency sales by travel type for the year, both number of reservations and dollar amount.

Hotel by City Summary XE "Hotel by City Summary" 
Hotels with arrivals within the report period are given by city. You are given the hotel information including the number of nights, reservations, rate and average stay. You are also given the totals for you agency during the selected date range.

O and D by Agent by Preferred Carrier XE "O and D by Agent by Preferred Carrier" 
This report provides your agency with information on the trips flown in the report period for city pairs with ten or more trips. You are given the trip information by the agent and the preferred carrier. You are given the origin and destination locations, the agent, the branch and the number of trips flown by each preferred carrier with those criteria. You are given the subtotals for each of the origin and destination locations. You are also given the grand totals of preferred carrier trips for all locations and agents.

O and D by Preferred Carrier XE "O and D by Preferred Carrier" 
Trips flown in the report period for city pairs with five or more trips is given. This information is given for each city pair flown during the period and for the number of preferred carrier flights. You are given the totals for each city pair and the agency as a whole for the selected dates.

Transactions by Account XE "Transactions by Account" 
This report tabulates the gross air, hotel, and car transactions for all active accounts. You are given the account information for total air, hotel and car transactions and the amounts in the current period and year-to-date, by client. You are also given the totals for all of the accounts during the period.

Validated Sales XE "Validated Sales" 
This report provides the agency with the airline validated sales management information for tickets issued during the report period. Airline transaction and fare information for the current period and year-to-date is given. 

Edit Data XE "Edit Data" 
Travel Tools allows you to edit your records once they are downloaded. To edit a record or a group of records, click on the Edit Data button on the main page and this will bring up the Editing Criteria XE "Editing Criteria"  screen. 

To begin, enter the date range on the invoices you wish to edit in the Editing Date Range XE "Editing Date Range"  dialog boxes. You are able to view the data in a single record form, a full data sheet that displays all of the variables imported on a group of invoices from GlobalWare or an express data sheet that displays a limited amount of data on a group of invoices. To select one of these options, click on the Single Record Form XE "Single Record Form" , Data Sheet-Full XE "Data Sheet-Full"  or Data Sheet-Express XE "Data Sheet-Express"  dialog circle under Data View Options.

You may select your criteria to edit by typing in the Enter Passenger Name, Invoice Number, Ticket Number, Record Locator or Account ID dialog boxes. You may select one or more of these criteria above to narrow your search. If you choose to view your data in the single record form you can enter any of the edit criteria or multiple criteria. If you click on the Full Data Sheet or the Express Data Sheet you can only select the account information criteria.
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Before you can begin your search you must also choose a travel type editing criteria. To choose this click on the Travel Type to Edit list box drop-down arrow to scroll down to select the travel type you wish to edit. You can choose to include or not to include voids by clicking on the Include Voids circle. After you have selected the above information, to view the records click on the Begin Editing button at the bottom of the page.

This will take you to the Editing Invoices screen. Once you are in this screen you can edit the invoices by clicking in the dialog box. You can either retype information or add new information to the invoices this way. If you go to Edit Data on the menu bar, you can Undo, Copy, Paste and Delete a record. 

Reference XE "Reference" 
To edit, view or change airline, car chain, hotel chain, city name codes, or create a preferred carrier XE "preferred carrier"  list for your agency, click on the Reference button on the main page. This will then bring up the Reference Tables XE "Reference Tables"  screen. 

To view a specific table, click beside the table you wish to view under the Reference Tables To Edit area on the left side of the screen. You may select Airline Reference Table, Car Chain Reference Table, Hotel Chain Reference Table, City Name Reference Table and Preferred Carriers List. To bring up the code table you selected, click on the Begin Editing button. 

You can edit the reference table by clicking in the dialog box you wish to edit and retyping the information. To add a new code, scroll down to the blank dialog box at the end of the table and type in your information. Then press enter on the keyboard. 
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Archive and Restore XE "Archive and Restore" 
Travel Tools allows you to archive or totally remove records from the system. If you archive an account, you will be able to restore those records at a future date if you need to. If you purge only records, you will not be able to restore them at a later date. To archive or restore invoices for a particular account or all accounts within a certain date range click on the Archives button on the main page. This will bring you into the Archive and Restore screen. From this screen you can archive and/or purge records and restore records.
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Archive and/or Purge Records

In Travel Tools you are able to archive and/or purge records from the four main data tables, which are invoice, air, true origin and departure and hotel/car. Travel Tools will automatically display the current invoice dates that have been downloaded into the program. 

To archive and/or purge records go to the Archive Account XE "Archive Account"  table. You can either choose to archive all accounts in a certain date range by clicking on the Choose All Accounts dialog circle or choose a specific account by clicking on the Choose this Account dialog circle. If you choose a specific account you can enter its account ID or click on the drop-down arrow at the right of the Choose this Account dialog box. This allows you to scroll down and select the account you want. Then choose either to Archive and Purge the records by clicking in the dialog circle. 

Next you need to fill in the Date Range dialog box for the invoices you want to be archived and/or purged. To archive and/or purge records click on the Begin Archive/Purge button at the bottom of the screen. 

Restore Records XE "Restore Records" 
This process allows you to restore records that have been archived at a previous time. It will restore the records to the four main data tables from the date you entered and forward. Travel Tools will display the current archive date range. This is the range of dates of your last archive.

To restore all of the record accounts from archive click on the circle next to Restore All Accounts from Archive. To restojuse a particular account click next to Restore this Account. You can then type in the account ID or click on the drop-down arrow to scroll and select the account you are looking for. You must next enter the date you want to restore the records from in the Restore Action Date dialog box. To restore the records click on the Begin Restore button at the bottom of the screen. 
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