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Overview of Up Front

General Description

Up Front is a program designed to aid in the management of your travel agency and in the marketing of its products.  The original purpose was to provide front office agents with information to better assist their clients.  It works in conjunction with the back office system "GlobalWareSM".  Functionality has been added for other purposes which help the agency to either reduce expenses or increase profits.  As time goes on and our users start asking for enhancements, more will be added to Up Front.

SMS is currently working on an import and export with TravCom.  This version should be available late summer of 2001.

BOS, as used in this User Guide, means Back Office System, either GlobalWare or TravCom.

Up Front is a multi-function travel agency management system.  It has the advantage over competitive system, because it will work for branch offices and remote sales agents.

Standard features in Up Front are:
Client and Invoice Query

Marketing & Mailing Options

Agency Specials Query

Tour and Cruise Offerings

Invoice To Do Tracking

Word Processor

Spreadsheet (Excel 5.0 compatible)

Optional Features for GlobalWare users are:
Automated Credit Card Processing for Agency Plastic

Multi-Office:

Bank Deposits

Comparative Branch Financial Statement

Demo Data
Up Front comes to you with demo data so you can see what the system looks like with data in it.  After you get familiar with Up Front, you will want to bring in your data from your BOS.

Your Agency's Data
When you are ready to work with your agency's data, run Extract Info from GlobalWare or Extract Info from TravCom,  These programs write  the Account IDs, Invoices and Interests from your BOS into temporary files by branch.  You will then move these temporary files to the appropriate office where you will run Read Info into Up Front.

The first time you run Read Info into Up Front your data will over-write the Account ID, Invoices and Interests that were in the demo data.

Important  -  Before you do your first Extract and Read, you should read about Interests, below in this section.

Account IDs XE "Account IDs" 

xe "Account IDs: Add in Up Front"

xe "Account IDs: Add in GlobalWare through CRS"

xe "Interests"

xe "Interests: from GlobalWare"

xe "Invoices"

xe "Invoices:from GlobalWare"
The first time you run Read Info into Up Front all the Account IDs in your BOS for Customers, Providers and Vendors will be brought into Up Front.

Every time, after the first time, you run Read Info into Up Front, the read program will check each Account ID coming from your BOS to see if it is already in Up Front, and if it is, it will not over-write it.  Only Account IDs that are new to Up Front will be added to Up Front.

Your agents, using Up Front have a choice on how to get new accounts into Up Front.

1.  They may add the new Account ID directly into Up Front.  Whatever they enter will not be over-written by future Reads from your BOS.  Any Account IDs added to Up Front, will be extracted and imported into your BOS, if they are not already in your BOS.

2.  They may use the CRS interface (via the PNR) to add the Account into your BOS   and then wait for the next Extract and Read to bring the new accounts into Up Front.  

Interests
TravCom has no equivalent for interests.

The Interest field in GlobalWare is 10 characters long.  Interests in Up Front have been expanded to allow for up to 18 characters, so you may have more meaningful descriptions.

During the Read Info into Up Front, the program looks at each Interest coming in from GlobalWare and looks to see if it is an authorized Interest in Up Front.  If it is not authorized in Up Front, the Interest will not be brought into Up Front.  See System Menu, User Defined Preferences to see how to authorize Interests for Up Front.  Because of this it is important to establish your interest preferences before doing your first Extract and Read.

The Interests in Up Front will not be sent to GlobalWare.

Invoices
The invoices extracted from your BOS and brought into Up Front are for read only by your agents.  Each extract overwrites all the invoices that were in Up Front.  If the first time you extracted and imported invoices between the dates January, 1999 and October, 1999 and the second time you extracted and imported invoices between the dates June, 1999 and November, 1999, the January through May invoices would be gone.

Installing Up Front

Read and follow “Installing Up Front“ that came with your CD for detailed instructions. 

Primary PC
Install the Up Front programs and data file on a PC that is on the GlobalWare network.  If GlobalWare is on a standalone PC, install Up Front and the data files on it.  This will be called the Primary PC.  You will do the extract from GlobalWare on this PC.  You will also perform all Up Front programs that connect to the GlobalWare database on this PC.

Front Office PCs
Pick a PC to install the Up Front database on.  It is best if the Up Front program not be installed on this PC.  If you want (or need) all PCs in the front office network to have access to Up Front, select a PC that will have the least amount of usage to install the database on.  This PC will be called the Up Front Server.

Install the Up Front programs on each PC that you want to have access to Up Front.

Add Email and Fax Features

This user's guide assumes your front office PCs are on a network that has communications capability through a shared modem or other means to send faxes and e-mail.  If it doesn't you will have to add these services to your network or individual PCs.

Up Front connects to your Windows fax and e-mail services.  Most agencies have e-mail services setup on their front office PCs through Microsoft Outlook or other provider.  You may also have a fax service setup through Microsoft or other provider for your agents.  If you do not have this setup, you may use the features of Windows 95 or 98.

Fax through Windows 95
Go to Start, Settings, Control Panel, Add/Remove Programs.

Click on the Windows Setup tab, check the Microsoft Fax box and click OK.  

It will ask you for your Windows 95 disks or CD.  Follow the instructions.

Fax through Windows 98
Put your Windows 98 CD in your PC.  Go to Windows Explorer and click on your CD drive.

Click on tools folder, then on oldwin95 folder, then on message folder, then on us folder.

Double click on awfax.exe and follow the instructions.

File Menu

File Menu Items

This chapter will discuss the following File Menu Items:

Extract Info from GWare

By Branch

Use this menu item and option (by Branch) to extract information from GlobalWare and write the extracted data into separate files by branch.  Then use the Read Info into Up Front to bring the data into Up Front on each of the front office networks).

Primary

Use this menu item and option (Primary) to extract all information from GlobalWare for all offices into one file.  Then use the Read Info into Up Front to bring the data into Up Front on the Primary PC only).

Extract Info from TravCom

To be added in the future.

Read Info into Up Front
Use this menu item to input the extracted data from your BOS into your Primary PC and into your front office networks.

Extract Inv/Acct IDs for GWare

Use this menu item to extract invoices and account IDs (and account ID changes) that have been added directly into Up Front.  Use the Up Front menu item File, Acct IDs into GWare to import Account IDs and Account ID changes into GWare.  Then use the GlobalWare Import Invoices to import the invoices into GlobalWare.

Acct IDs into GWare

Use this menu item to import Account IDs and Account ID changes into GWare.

Extract Inv/Acct IDs for TravCom

To be added in the future.

Read Receipts into GWare
Use this menu item to read the bank deposit files created in your branch offices into GlobalWare.  This must be done on the Primary PC.

Printer Setup
Use this menu item to select the printer you want to use (this is done at each workstation).

Backup Files
This is a very important item that should be done on a regular basis.

Extract Info from GWare XE "Extract from GWare" 
General
The Extract will be done on the Primary PC (the PC on the GlobalWare network).

The program asks if you want to extract Account IDs and/or Invoices.  If you say Account IDs, it will export Customers, Providers and Vendors.  It does not extract employees.  It will also extract the Form of Payment table, the Customer Type table, the Travel Type table, and the Revenue Type table, and the Processing table.  

After it completes the extract from GlobalWare and before it finishes writing the files for input into Read Info into Up Front, it copies the following tables from the Up Front database (on the Primary PC) into each of the files it writes:

Agency Specials Table.

Tour and Cruise table.

Single and Multi-Selection Name and Items table.

Invoice Titles table.

The purpose in doing this is that all the master information for these tables should be added, edited and deleted to the Up Front database on the Primary PC only.  Then each time you do the Extract and subsequent Read, these tables will be passed on to all offices, assuring that all offices are in conformity.

Extract Selection Screen - By Branch
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Office Selection
For Multi-Office agencies, click on Select All, to get all offices extracted.  If you only want to select certain offices, do a Ctrl left click on each office you want to extract.

If you are a single office agency, you may use either the By Branch option or the Primary option.  You will only see one office listed under Branches on the selection screen above.  If you have multiple offices, and only one is listed, you have not selected to pay for the multi-office option.

The branch the extract writes the record to is based on the branch code in the Account ID record (in GlobalWare) for each account.

Account ID and Invoice Options
Click on Account IDs and/or Invoices to Import this information into Up Front.  If you select Invoices you must enter the From and Through Dates for invoices to be included.

Extract Selection Screen - Primary
Use this option if:

1.  You are a multi-office agency and want all Account IDs and Invoices selected to be on the Primary PC.

2.  You are a multi-office agency and want to use Address Verification for Automated Credit Card processing.  See Query, Account IDs for more detail on how to setup for this process.

Location of Extracted Files XE "Extract from GWare:Location of Extracted Files" 
By Branch Option
For purposes of discussion we will assume you installed Up Front in the C:\upfront directory.  The extract will put the office 0000 file in C:\upfront\gwtouf\0000\0000GWUF.ZIP, office 0001 file in C:\upfront\gwtouf\0001\0001GWUF.ZIP, etc.

Primary Option
The extract will put the combined file in C:\upfront\gwtouf\primary\PRIMGWUF.ZIP.
Delivery of Extracted Files

You may deliver the extracted files to the appropriate network in the front office or remote offices by e-mail or you may put them on a diskette, which would be delivered some way to the appropriate offices.

Extract Info from TravCom

To be added in the future.

Read Info into Up Front

xe "Read Info into Up Front"

xe "Read Info into Up Front: Location of File to Read"

xe ""
Use this program for extracted files from either GlobalWare or TravCom.

Location of File to Read

The extracted file for the home office should be placed on the PC having the Up Front database.  It should go in the C:\UPFRONT directory.  The Read Info into Up Front should be run on that PC.

The extracted files for the branch or remote front offices should be placed in the C:\UPFRONT directory of the Up Front server.

Backup the Up Front Database

It is very important to backup your Up Front files before the next step.  If the Read program gets interrupted for any reason before it completes the import, your Up Front file will be corrupted.  Another good reason is you may have been sent the wrong office's file and when you import it, it will over-write your office's data. 

Go to File, Backup to do this.

Read Info into Up Front 
This should be run on the Up Front Server (or on the Primary server if updating the primary database).  It will be much faster if all users are out of Up Front.

When you click on this menu item, it will begin processing the file and when it is done it will display the following message.
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Extract Inv/Acct IDs for GWare XE "Extract Inv/Acct IDs-GWare" 
Use this menu item to extract invoices and account IDs (and account ID changes) that have been added directly into Up Front.  

Use this option only if your back office system is GlobalWare.

When you select this menu item, you will get the following:
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Location for Output Files. XE "Extract Inv/Acct IDs-GWare:Output Files" 
If your PC is in the GlobalWare network, the files should go in the c:\gblware\db directory.  If there is no db subdirectory, create one.

If your PC is not in the GlobalWare network, you may put them in the c:\upfront directory or somewhere else you may desire.  Upon completion of the program, you would email them to the person who will be importing them into GlobalWare.

The files that will be written will be EdtAcct.dat and ImpInv.dat.

Location of Files for Import into GlobalWare .

The files should be placed in the c:\gblware\db directory on the Primary PC.  There should be two files: EdtAcct.dat and ImpInv.dat.

Acct IDs into GWare XE "Acct IDs into GWare" \t "" 
The Import Should Be Run on the Primary PC.

1. From Up Front, select the menu item, File, Acct IDs into GWare.  This should be run prior to going into GlobalWare to run the Import Invoices.  If this menu item is not run first many of the invoices being imported may not be imported into GlobalWare if the Account IDs are not there for them.

2. From GlobalWare, select the menu item, Import/Export, Invoices. XE "Invoice Import to GWare" \t ""   Always leave the check boxes for Mark all invoices posted to GL and Mark all invoices paid in full unchecked.  You have 3 options:

a. Validate – This option will tell you which invoice items do not meet GlobalWares requirements.  One reason would be there is no Account ID for the invoice.  Make sure you ran the menu item in 1., above.

b. List Source Data – This will give you a listing of the invoice items to be imported.

c. Import – This wiil actually import the invoice items into GlobalWare.  The steps in a. and b., above are for information only, they do not actually import the data.

Extract Inv/Acct IDs for TravCom

Use this menu item to extract, for TravCom, invoices and account IDs (and account ID changes) that have been added directly into Up Front.  

Use this option only if your back office system is TravCom.

This option will be available in the near future.
Read Receipts into GWare

xe "Read Receipts into GlobalWare"

xe "Read Receipts into GlobalWare: Location of Receipt Files"

xe "Read Receipts into GlobalWare: View Receipts.UFR File"

xe ""
Location of Receipt Files
Read Receipts into GlobalWare can only be done on the Primary PC, because it must connect with GlobalWare.  We suggest you create a folder on the Primary PC, under your Up Front folder called Receipts.  Then create sub-folders for each office, using their 4 digit branch number.  It is also be a good idea to rename each receipts file, when it is received, from each office.  If you do not rename the Receipts.ufr file it would be easy to get them confused  with another office's file.  Determine a naming convention for renaming these branch files.  A suggestion might be REC-xxxx-mmddyy.ufr, where xxxx is the office number and mmddyy is the date of that office's deposit.  By putting the date as part of the name it will help you later to determine if you received that day's file from that office.

After you have interfaced for yesterday's business and have received  the receipts files from each office, go to File, Read Receipts into GlobalWare and you will see the following form:
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Select the proper path for each office's receipts and click OK.  It will then process that office's receipts into GlobalWare and print a Batch Receipts Report, which tells you how it processed each receipt.

Batch Receipts Report
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This is a report that displays at the end of the Read Receipts into Gware.  The heading displays the Batch # from Up Front and the GL Control # in GlobalWare.

 GlobalWare GL Listing of Batch Receipt from Up Front
You may then go into GlobalWare, the Old Man (GL Edit & Query) and view or print the GL control for that deposit.  It will automatically post each receipt to the appropriate invoice item, gift certificate, lay away, on account or GL account. 
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In the browse list, above, the Branches are all 0000, because the SMS data only had one office.  Also, the Home Ofc. in Ref1 of the first entry would show the actual office the deposit came from.

View Receipts.UFR File
If you want to see the data in the receipts file, click on the file name in the window displayed above.  Then tap Ctrl, F8.  This will write a file with this file name, with the extension of .txt.  You may then go read that file in Notepad, Wordpad or your favorite word processor, including the one in Up Front.
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This is how the receipts file will look when opened with Microsoft Notepad or Wordpad.  It cannot be edited, because it is a text file copy of the actual receipts.ufr.

Printer Setup

Use this menu item to select the printer Up Front is to use for each workstation.
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Backup Files

xe "Backup to Diskettes"

xe "Backup to a Hard Drive"
This is usually the most neglected menu item by users.  It only takes a few times of losing your hard drive to be convinced that you must do backup and do it regularly.

DO BACKUP, DO BACKUP, DO BACKUP!!!!
It is just as important to backup your Up Front database on the front office networks as it is on the Primary PC.

Backup to Diskettes (floppies)
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If you want to do backup to floppy diskettes, the backup is set to the a: drive (the upper drop down box is the drive selected).  Put a blank diskette in the a: drive and click OK.  If it takes over three diskettes to do the backup, you probably need another device or means (a zip drive) to do your backup.  Experience says  that being able to restore backup from more than three diskettes is not very reliable.

Backup to a Hard Drive
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In the screen above, C:\ drive is selected.  It is not recommended that you backup to this drive, because if your hard drive goes bad you will lose both your live files and your backup.  Click on the upper drop down box to select another drive for your backup.
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Then select the folder to write the backup to on the PC you have selected.

It is a good idea to write to a different PC (if there are that many on the network) each day.  In the example above, on Monday backup to f:\upfront\backup\, Tuesday to h:\upfront\backup\, Wednesday to i:\upfront\backup\, Thursday to j:\upfront\backup\, Friday to m:\upfront\backup\ and also to L: (the zipdrive).

At least once a week do the backup to a Zip drive (if available) or to diskettes on the A drive.  Take this backup off site.
Query Menu

Query Menu Items XE "Query Menu Items" 

 XE "Query Menu Items:Clients" 
Clients

Providers

Vendors

Contact Lists

Invoices

Invoice To Do’s

Agency Specials

Tours & Cruises

Marketing Selections

Clients XE "Clients" 

 XE "Clients:Find an Account" 
Find an Account

When you click on the Clients icon (or the Clients menu item, you will get the following form.
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You may search for an account by the Account ID, Sort Name, CT (Customer Type), Name (first line of N & A), Home Phone or Work Phone.  To select the field you want to sort on you may click on the drop down box titled 'Sort On:' (to the left of the OK button) or you may click on the column heading for either of these fields.  You see the Account ID heading is bold - this means that this field was selected for sorting.

Look For
Once you have selected the field you want to select from you may:

Go up or down by manipulating the slide bar on the right side of the form with your mouse, or

Type the first few characters of the account you are searching for in the "Look for" entry box and then tap Enter.  In the example above, BRO7 was typed and then the OK button clicked.  You can also double click on the line containing Ed Brody, to display his information.

Show Tagged records only
Check this box to limit the Account IDs in the browse list to just the records you have tagged in the Marketing Selections process.

Interest __________  (Show Specific Interest Only)

This selection has several uses:

1.  Your front office agents may only want to see their customer's Account IDs.  They may do this by going to the Marketing Selection process, selecting their agent sine and creating an interest for those accounts.  They will still have access to the entire account list by selecting the blank interest.

2.  Your marketing person may have done a mailing to Account IDs that she created an interest for called "MKT Mexico 3-25-00".  A week after the mailing was made she could make this selection in the Account ID Find and start calling them on the phone, making her notes on each Account ID as she makes her calls.  

Client Info XE "Clients:Client Info" 
When the pointer in the left column is on the account you want, you may double click on that account line or click on the OK button.  When you do this, you will see the following screen:
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The main customer information (from your BOS , unless it was added in Up Front) is on the left side of the form.  The other information was entered in Up Front.  The Ages are computed based on their Birthday.  The Marital Status is user defined. The person having password security to Add or Delete the User Defined Preferences may Add or Clear a Marital Status item.

Send E-mail XE "E-mail" 

 XE "Clients:Send e-mail" 
Click on the Send e-mail button to send an e-mail to the client.  It uses the e-mail address on the main Customer Info tab.  If the client has several e-mail addresses, these should be stored in the Travelers records where you could copy (Ctrl C) one of them  and paste (Ctrl V) it into the e-mail address on the main Customer Info tab before clicking on the Send e-mail button.

The Send e-mail button will not be active if there is no "@" in the e-mail address.

When you click on the Send e-mail button, you will get a window like this (this is from Microsoft Outlook):
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You may use this message as a cover sheet for an attached document that you want to send the client.  To attach a document, click on the paper clip to find the document and then double click on the document and it will be attached.

Send FAX XE "FAX" 

 XE "Clients:Send Fax" 
Click on the Send FAX button to send a FAX to the client.  It uses the FAX phone number on the main Customer Info tab.  If the client has several FAX numbers, these should be stored in the Travelers records where you could copy (Ctrl C) one of them and paste (Ctrl V) it into the FAX number on the main Customer Info tab before clicking on the Send FAX button.

The Send FAX button will not be active if there is no FAX number or if it is not in the correct format. The correct format is 123-123-1234.

When you click on the Send FAX button, you will get a window like this (this is from Microsoft AWFAX):
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You may use this message as a cover sheet for an attached document that you want to send the client.  To attach a document, click on the paper clip to find the document and then double click on the document and it will be attached.

Account Activity XE "Clients:Account Activity" 
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Recent Conversations
Click on the blank field in Date/Time and then tap the down arrow key.  Today's date and time will appear and your initials will be in the By box.  Type into the Subject field the reason the person called.  The purpose of Recent Conversations is to have a quick log of each time the client called for something.  More extensive notes from their conversation may be stored in the Notes tab of this form.

Recent Mailings
The Recent Mailings part of the above form may be automatically updated from the Print option on the Query, Marketing Selections process.  You may also click in the Date (down arrow) and enter what the mailing was For.  This will be a log of promotional mailings to this client.  Both of these sections should contain useful information when talking to a client.

Delete Recent Conversation/Mailing
If you want to delete a Recent Conversation or a Recent Mailing, click on the item you want to delete and then Ctrl Delete.  It will display, "Delete Record?".  Click OK to delete. 

Notes XE "Clients:Notes" 
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This opens a continuous log of notes on your client.  It is a mini-word processor for you to make notes.

We suggest when the form comes up, to put your cursor in the upper left hand corner of the note area. Then tap Enter a couple of times, up arrow once and then click on the clock icon.  This puts your new entry at the top of the form so the recent notes are at the top.

Then Type your initials and make them bold.  This will help others to know who made the note.

You may change fonts, font size, bold, etc. to emphasize your comments. 

Preferences XE "Clients:Preferences" 
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These contain User Defined Preferences for your agency to use in marketing your products to your clients.  The top seven areas allow for multiple answers and the bottom twelve areas may have only a single answer.

Multiple Answer Areas
To Add a preference to an area that is blank, click in the blank space just to the left of the arrow for the drop down box.  This should create a new drop down box from which you may select the appropriate answer.  To Add a preference to an area that already has an answer, click on the last answer and then tap the down arrow (on your keyboard) until a blank preference is shown.  Then select the answer you want.

You may not type in an answer, you may only Add or Clear an answer. To delete or Clear an answer, click on the item you want to eliminate and then click the Clear button at the bottom of the form.  Also, see System, Delete Preferences.
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The Add... line you see above is only for the Administrator to add a new master selection without going to the User Defined Preferences in the System menu.

Single Answer Areas
To Add a preference to an area that is blank, click on the drop down box in that area.  A list will then be displayed from which you may select one answer.  To change an answer click on the same drop down box and make a new selection.

To Clear (delete) an answer and to leave no answers in that area, click on the answer you want to eliminate and then click on the Clear button.  Also, see System, Delete Preferences.

2nd Address XE "2nd Address" 

 XE "Clients:2nd Address" 
Click on the 2nd Address tab:
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This is the second address for the client. The From and Thru dates tell when the client will be at this address.  If the Yearly box is checked, this will be his address every year; if unchecked it is just a one time address between these two dates.

Contacts XE "Clients:Contacts"  
Click on the Contacts button to leave yourself a note to contact the client at a future date.
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When this form comes up, click on the arrow in the Date box, select the date from the calendar displayed and then tap the enter key.  Your sign in will be placed in the By field and entry will be on the Who you are to contact field.  Enter the name of the person to contact and the reason you are going to contact them. 

Each time you sign in to Up Front a message box will be displayed if you have contact messages for that day (or prior days if they were not answered).
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To Delete a contact, click on the contact item and then click on the Delete button.  It will no longer appear when you sign in to Up Front.

Invoices XE "Clients:Invoices" 
To view the invoices for an account ID click on the Invoices button.  The Extract Info from GlobalWare gives the Administrator the option to extract invoices from GlobalWare between any two dates.
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You may select a specific Invoice, a specific Traveler, a specific Revenue type, between any two invoice or Travel Dates.  You may select combinations of these.  You may also just click on the Find button without making any selection.

[image: image24.png]Invoice # Traveler RevType @ g

[ ——
[ voice Dores |

& Clear
From o From o

[ = il = | %t

imoice [ Date [fom [Travelor [Cost _[Depart_[Return
000000181 | 05/05720! FARP LIZHEN 1151 08125201 083020
000000182 [BRoDvED | 260081 2120{ 01 312
000000182 | 08/05120{RTHP | BRODYIED 145, 08112201081 3120
000000185 | 05/05/20{ RARP | EPSONGHARLIE 699 081071201 0810320
000000187 | o5/061201 RARP PRICEIDAVE 260 08287201 06120120
000000187 | 08/0/201 RTCP PRICE/DAVE 75 08/281201 Dmaﬁl;‘
)

RN





A browse list will be attached at the bottom of the form with all the selected invoices displayed.  To see more detail about a specific invoice item, click on the item and Tap F4 (you may also double click on the item to view it).
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Traveler XE "Clients:Traveler" 
This button will display a list of travelers for a corporation.  It also may have other meanings - see below.
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You may enter into the browse list, the credit card information for the traveler (Company, number and expiration date), the telephone and fax numbers, and the e-mail address for contacting the traveler.

The ID in the left column also may have several meanings.  In the example above, the ID "BRO7578987" is the Account ID for Ed's personal information for his personal travel.  If you double click on his name, or any field to the right of his name, his personal account ID will be displayed.
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If you click on his Traveler button:
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If you double click on the line item that has the ID for NEXT Corporation it will take you back to the account ID for Next Corporation.  This gives you a Circular Reference to the personal account IDs of your corporate travelers, making it easy for your agents to solicit personal travel from your corporate clients.

Another use of the Traveler list is to store other credit card information for the account ID.  If you look on the Customer Info for Brody, you will see he has a Visa credit card beginning with 4306.  In his Traveler list he also has a Visa credit card beginning with 4628.  Mellisa also has a Master Card.

Automated Credit Card XE "Automated Credit Card" 

 XE "Automated Credit Card:Address Verification"  Option, with Address Verification
The Automated Credit Card option, with Address Verification, uses the Up Front Account IDs to find the address to use in the verification process.  GlobalWare does not have the flexible structure that has been built into Up Front.  The verification process looks for the credit card number in the Up Front Account ID table for the customer being charged.  It first checks to see if the credit card number is in the main Account ID record.  If it is not there, it then looks for the number in the traveler records for that Account ID.  If it finds the credit card number in a traveler record, it looks at the ID field in that record.  If the ID field is blank (or is the same as the Account ID that the traveler record is attached to), it uses the address from the Account ID record it is attached to.  If the ID is different from the Account ID it is in, it goes to the different Account ID and uses that address.

 An example would be if the Brody's buy a travel item from your agency using Agency Plastic, for any of their three credit cards, and you use the Automated Credit Card option, with Address Verification, the verification will be made using the address on the Account ID for BRODY/ED.

If a travel item is purchased by Ed Brody, as an employee of Next Corporation, using his corporate credit card, and the form of payment is Agency Plastic and the card is AX 3738 578234 58472 the address verified will be the address on the NEXT account ID.  However, if the card is AX 3879 546321 14253, the address will be the address on the BRODY/ED account ID, because that Traveler references his personal Account ID.  See the Traveler List for Next, below.
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If you are a multi-office agency, you must use the option to have all Account IDs on the Primary PC, regardless of what branch the account is for.  This option is File, Extract Info from GWare, Primary.  This would then be followed by File, Read Info from GWare (on the Primary PC only).  The Travelers, the appropriate addresses and credit card information would have to be maintained at the home office on the Primary PC.

Providers XE "Providers" 
When you click on the menu item Query, Providers, you will see the following:
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This will display the first provider in the file.  Click on Find to locate the provider you want or on Add to add a new provider.

Find will bring up the following:
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This works just like the Find for Clients.  The CT column, is the Type of Travel (A = Air).

Vendors XE "Vendors" 
When you click on the menu item Query, Vendors, you will see the following:
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Contact Lists XE "Contact Lists" 
Contact Selection
The contact lists menu option gives the agent, or the manager, the ability to see what contacts haven't been completed.  Each day when the agent signs into Up Front, the agent will get a message saying they have messages.  If you want to look at both old and new messages go to this menu item and do the query.
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Enter the criteria you want to select, between what dates and how you want it sorted.  Then click Find.

[image: image34.png][Account ID

PURDYFRED|LS

Vip-cA

s

he is inferested in Mexica vacation

Cane]

e

Delste | Print Exit

Fio

opy from Col above:





  Print or Delete

Click Print to see a Preview or to Print the list.

To Delete a contact, click on the contact item you want to delete and then click on Delete.  You may also do this in the contacts that pop up each time the person signs in.

Invoices XE "Invoices" 
System Relationships XE "Invoices:System Relationships" 


                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                   Your agents may enter invoices directly into Up Front.  It is not necessary for them to learn all the CRS formats in order to get invoices into your BOS.  By entering them directly into Up Front, they may use the custom invoice templates for printing easily understood invoices for their clients.  They can make changes to the invoices in Up Front, up to the time they have been sent to the BOS.

Once an invoice has been exported to a back office system, it can no longer be changed in Up Front.  Up Front cannot export invoice changes to the back office system, only new invoice items.  The invoice will have to be changed in the back office system and then exported from that system back into Up Front.






Enter new invoices into your CRS and then interface them into your back office system.




You may manually enter new invoices and invoice changes into your back office system.






Periodically export all invoices between two dates from your BOS to Up Front.  This process will replace all invoices in Up Front, except those new invoices which have not yet been sent to your BOS.

Note:  SMS is currently working with internet companies who have booking engines exclusively for travel agencies. Up Front will connect to these sites for your agents to do the booking of a cruise or a tour.  When the booking has been completed, Up Front will interface the invoice item into Up Front.  Then the agent may use the Up Front custom invoice template to print the invoice for the client.

Invoice Query XE "Invoices:Invoice Query" 
When you click on the Invoices icon or on the menu item Query, Invoices, you will see the following:
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To find an invoice or invoices, enter the appropriate selection criteria and click on Find.

If you had asked for all cruises, with invoice dates between March 1 and August 31, 2000, it would bring up a browse list:
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You have four options

1. Click on Exit.  This will take you back to the selection screen. 

2. Click on Tag IDs.  This will tag all the Account IDs contained in the browse list.  You could then go to Query, Marketing Selections and ask for all tagged account IDs.  This would allow you to send marketing materials to all the clients who had taken cruises between the dates selected.  Note: Before tagging IDs, it is recommended that you go to Query, Marketing Selections and clear all tags.  This will prevent getting unwanted tagged items.
3. Click on Print.  This would bring up a preview of the items in the browse list, which you could view or print.  It will ask how you want it sorted and sub-totaled.
4. Highlight the invoice item you want to view and tap Enter.  You can also double click the browse line you want to view.
Invoice Add XE "Invoices:Invoice Add" 
Click on the Invoices icon, or on the menu item Query, Invoices,  Then click on the Add button at the bottom of the Invoice Query selection form.  You will see the following form:
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The GL BR. (General Ledger Branch) and Tkt. Loc. (Ticket Location) are automatically inserted from the Agency/Branch Info (under System menu) and cannot be changed.  The Invoice Number is derived by adding one to the Last Invoice on the Agency/Branch Info.  This can be changed.  The dates are taken from the System Date.

Important Note re Invoice Numbers:  The invoice number will be retained when it is imported into your back office system (invoice numbers work the same as they do in the CRS system – the BOS accepts the invoice numbers coming from the CRS and Up Front).  The series of invoice numbers should be unique from any other Up Front networks or standalone users in the system, as well as the invoice number tables in the CRS.  It is suggested that each branch use its branch number as the high order digits of the invoice number, i.e., branch 08 would use a series of numbers starting with 08000000, branch 15 with 15000000, etc.

Invoice Field Definitions XE "Invoices:Field Definitions" 
Account ID

The Account ID is the client identification.  It should be who is responsible for paying.  See Account ID, Client.

Customer Type (Cust.)

These are user defined. Click on the drop down arrow to select.

Book, Tkt, Sell

These are the agents sine for who booked, who ticketed and who is the primary sales agent for the item.

Sale

Type of Sale – R for Retail or G for Group.

Settle

Settlement Type is how the agency settles the payment with the provider:

1. A – ARC

2. D – Direct Settlement similar to ARC report but for only one provider.

3. I – Invoice settlement. The agency pays the provider for each invoice.

4. T – Tracking settlement is for Cars and Hotels to be settled directly with the provider at their site.  The commission and total sale are only estimates, subject to change.

Revenue Type (Rev)

The Revenue type usually equates to the Travel Type:

1. Air

2. Bus

3. Car

4. Fee (Service Fee)

5. Hotel

6. Insurance

7. Mail (FedEx charges, etc.)

8. Rail

9. Ship (Cruise)

10. Tour

Form of Payment (FOP)

1. Cash or Check

2. Receivable

3. Agency Plastic (credit card where the agency is the merchant)

4. Plastic (credit card where the provider is the merchant)

Co., Card Number, Expire & CC Apprvl #

If form of payment is Agency Plastic or Plastic this is the credit card information.

AR Date

Accounts Receivable Date – the date payment is due from the client.

D/I

Domestic or International.

Destination (Destin)

The three (or four) character city or airport code.

Provider

The code for the provider or supplier.

Sale #

This id for tours or cruises.  If it is a two or more payment cruise or tour, all the invoice items for the provider would have the same number, usually 001.

Tour/Hotel ID

If the Revenue Type is Hotel, the hotel ID would be the ten digit telephone number of the property.  There would also be an Account ID setup for this ID, giving the hotel name and property address.

If the Revenue Type is S (cruise) or Tour, this identifies the Tour ID in Up Front (see the Leisure icon).

Units

This can be the number of hotel rooms, number of passengers, etc.

Comm % and Comm $

Commission % or $ amount.  If the % = 0.00 the $ amount was hand enterd (not calculated).

AP Date

Accounts Payable Date – the date payment is to be made to the provider.

Discount

The Discount is for consolidators (not if you are buying from a consolidator.  It should always be 0.00 if the FOP=P.

Group Info (Group ID & Party ID)

Call SMS if you are doing groups.

Pen/PTA

This is the Penalty on a refund or exchange or the Prepaid Ticket Advice fee through ARC.

Exchange

This is a minus figure for the amount allowed for the old ticket.

A/L

This is the airline code, which precedes the ticket number for ARC.

Conjunct (Conj)

This is the number of conjunct sets, not the last digits of the final set.

Ticket Type (Tkt Typ)
A regular ticket is blank, use E for electronic ticket.

Document Type (Doc Type)

EXC – Exchange

HND – Hand Ticket

MCO – Miscellaneous Charge Order

PTA – Prepaid Ticket

REF - Refund

Report to ID

The Account ID to which corporate reports will be sent.

Max Fare & Code

Max Fare is the regular coach fare and the code is the normal savings code assigned by the agency.

Low Fare & Code

Low Fare is the lowest fare available and the code is the low fare code assigned by the agency.  This is only filled in when the client refused the lowest fare.

Sample Cruise Deposit XE "Sample Cruise Deposit"  Invoice

The following is a sample cruise deposit.  This sample also has an invoice item for the final payment and one for the air travel.
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Click on the More Info button to enter additional information about the cruise, for the purpose of printing on the cruise invoice template.
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The four fields on the left (there are seven available) are actually the user defined fields in GlobalWare and are 60 characters each.  The four fields on the right are the Sort 1 through Sort 4 fields (30 characters each).  There can be a More Info form defined for each Travel Type.  Go to System, Edit Invoice Titles to establish these formats.

The More Info should be placed on the first invoice item for the invoice.

Sample Cruise Final Payment Invoice XE "Invoices:Final Payment" 
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The final payment invoice item will have the commission due for the total of the deposit and final payment.  Notice the invoice number is 300 for both the deposit and final payment; however, the AR and AP Dates are different for both items.  The invoice date is also the same for both items.

Sample Air Invoice XE "Air Invoice" 

 XE "Invoices:Air Invoice" 

 XE "Sample Air Invoice" 
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The above example is if the air is in addition to the cost of the cruise.  If the air is included in the cost of the cruise, the fare and taxes would be 0.00 and the Settle type would be I (Invoice, not A = ARC).  The precise itinerary would be printed from the segments attached to the air invoice item.

If the client also selected trip cancellation insurance, another invoice item would be added for that.

Any given invoice number should contain all the invoice items related to that trip, including any refunds or additional packages for pre or post-cruise items.

If you asked for a specific invoice number in the query screen, you may move from one item to the next by tapping Page Up or Down on your keyboard.

Invoice Status XE "Invoices:Status" 
Click on the Status button on the bottom of the invoice form:
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This tells you the Due Date and Amount due from the client, the gross amount due the provider and the commission due from the provider.  To the right of these figures, you will see the amount received or paid and the date of the payment.

The bottom section of the form gives you information regarding the invoice item.

1. Status = “O” means the invoice has had no refunds or exchanges to it.  An “E” means it was exchanged for a newer ticket.  A “R” means this ticket has been refunded.

2. Source “I” says it was entered in the invoice program of Up Front.  It will also tell you which CRS it was interfaced from.

3. Sent to Gware – This is the date this invoice item was sent to GlobalWare or another BOS.  Once this field has a date in it, no changes can be made to the invoice item in Up Front.  Changes would have to be made directly in the BOS.

4. Received from Gware - This is the date this invoice item was received from GlobalWare or another BOS.  Once this field has a date in it, no changes can be made to the invoice item in Up Front.  Changes would have to be made directly in the BOS.

Invoice Add XE "Invoices:Add Invoice"  (from Invoice Item screen)

From an invoice item screen, click on the Add button and you will see:
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The first question is, “Do I want to create a new invoice number?”  If the answer is yes, leave the Invoice # field blank.  If you want to add an new item to the invoice you are on enter that invoice number.

The second question is, “Do I want to clone the invoice item I am on, with all fields duplicated,  or do I want to Add New Item, with all invoice fields to be blank.  The cloning will save you a lot of data entry, particularly if it is for the same invoice number.

Invoice Refund XE "Invoices:Refund"  
Click on the Refund button and it will create a new invoice item identical to the invoice item you are on.  However the payment amount fields will be negative and the Doc Type will be “REF”.  If the original invoice item was ARC and you are getting the refund directly from the airline, you should change the Settle type to “I” (Invoice).  If it is a partial refund reduce the amounts.

Invoice Void/Delete XE "Invoices:Void/Delete" 
Click on the Void/Delete button 
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If you void an item in error you may un-void it.

Invoice More Info XE "Invoices:More Info" 
See Sample Cruise Deposit for an explanation.

Invoice To Do’s XE "Invoices:To Do’s"  (from Invoice Item screen)
Click on the To Do’s button:
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When selling a cruise or a tour, there are a number of things that need to be tracked to make sure all goes smoothly for the traveler.  There are a number of user defined functions that will have to be tracked.  The best time to set these up is when you are booking the cruise or tour.  See System, Invoice To Do Items for entering your agency function that you want to track.

Invoice Segments XE "Invoices:Segments" 
Click on the Segments button:
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Segment information will be brought into Up Front from your BOS.  You may add them or correct them in Up Front; however, they will only go back into your BOS if the Status has blank dates for Sent to Gware and Received from Gware.  Segments will only be available for Type of Travel equal Air.

Print XE "Invoices:Print" 
Click on the Print button:
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A list of available invoice printing templates will be displayed.  Select the template best suited for printing the invoice you are working on.  

Invoice templates are Excel 5.0 compatible spreadsheets that capture the invoice data for printing custom invoices.  You may have as many templates as you need.  Up Front comes with four templates and these are easily modified with the Up Front spreadsheet program (menu item Tools, Spread Sheet) for you to create your own. The templates are stored in the C:\upfront\template directory.  Once a template is selected and saved, it will be placed in the C:\upfront\invoice directory.

See the following template for a cruise:


This template would be printed on your agency letterhead.  You could also put your logo at the top of the spreadsheet and then print them on blank paper stock.

Agency Specials

xe "Agency Specials"

xe "Specials"
The purpose of this function is to enter, into Up Front, the provider specials you want your agents to be especially aware of.  You probably will not want to enter all the specials that come in over the fax or e-mail, just the ones that are most important to your clients or your agency.

Selection Screen XE "Agency Specials:Selection Screen" 
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Enter your selection or simply click on Find.  The Where drop down box will give a list of all the Where's for the Agency Specials that have been entered.
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This is the browse list that will be displayed.  Start and Expiration Date columns are to the right of Description.  There is a Memo field for each item where you can enter more specific info regarding the special.  If you get e-mail it is real easy to do a Ctrl C (to copy) from the e-mail and then do a Ctrl V to paste it into the memo field.

Add, Edit and Delete XE "Agency Specials:Add, Edit and Delete"  

The agency would Add, Edit and Delete the agency special items on the Primary Set only.  When the Extract Info from GlobalWare is performed on the primary set and the Import Info from GlobalWare is run on each of the remote networks this data will be updated on those networks.  See File, Extract Info from GWare.

Tours & Cruises XE "Tours & Cruises" 
This is where the agency would enter the tours and cruises it wants its agents to promote on a continuing basis.  

Selection Screen
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Trav Type and Provider drop down boxes will display all items for the agency, not just those who have items in this query.  The Where and Tour ID contain only information on tours and cruises that have been entered for this purpose.  Select your choices or just click on Find.
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Each line item has three lines for the itinerary plus its own memo field with all the particulars of the tour or cruise.  You may see the itinerary by clicking on the slide bar at the bottom of the form or by clicking on the Itinerary button for the line item you want.    If you get e-mail it is real easy to do a Ctrl C (to copy) from the e-mail and then do a Ctrl V to paste it into the memo field.

Add, Edit and Delete XE "Tours & Cruises:Add, Edit and Delete"  

The agency would Add, Edit and Delete tour and cruise items on the Primary Set only.  When the Extract Info from GlobalWare is performed on the primary set and the Import Info from GlobalWare is run on each of the remote networks this data will be updated on those networks.  See File, Extract Info from GWare.

Invoice To Do’s XE "To Do’s" 

 XE "Invoice To Do’s" 
The purpose of Invoice To Do’s is to give the agency a way to keep track of the various things that need to be done by agency staff to get a traveler on his cruise or tour.  GlobalWare will tell you if a customer has made his payments if they are cash or A/R, but it will not tell you when to charge his credit card for the final payment.  The functions agencies may need to track are:

1.  Has the customer decided to accept or deny trip insurance.

2.  Has the final credit card payment been made to the provider.

3.  Have the docs been received from the provider.

4.  Have the docs been mailed to the traveler.

5.  Have we sent the traveler a thank you after his return.

These are some of the items you may want to track, there may be others.  Some agencies have manual check sheets to control these items.  Other agencies rely entirely on the agents and their queues in the CRS system to perform these functions.

Invoice To Do’s Definition

Go to System, Invoice To Do Items to define the functions you want to track.

[image: image52.png]: a0

wake Cr Cd Pt o gae

Provider Dacs Recd

Send Thank You @cane
i Delete

Xext





Invoice To Do Selection
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Enter your selection or simply click on Find.
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This is the browse list of items queried.  From this list you may perform different functions

Add or Clone an Item:

Click on Add to add an item or on Clone to add a new item the same as the one you are on.  It is not necessary to have each of the fields "ID, Invoice and Traveler" filled in for an item, but it does help to properly identify it.

Close an Item

Once a function has been completed, click on the Closed column for that item and a calendar will appear. Tap Enter to accept the date and this will automatically place the initials of the agent in the By column.  There is no need to delete an item if it has been closed.

Marketing Selections XE "Marketing Selection" 
This is the powerful query to perform your marketing functions utilizing all the data gathered by your agents from their clients.  Query, Marketing Selections.

Selection Screen
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There are several functions that need further explanation before going into the General and Other Selections.

Clear All Tags XE "Tags" 

 XE "Clear All Tags" 

 XE "Marketing Selection:Clear All Tags" 
Check this box if you want to clear all tagged IDs before starting your selection.  After you make your Selection(s), you will want to tag all IDs prior to printing.  Normally after tagging the IDs you want, you will exit the Marketing Selection process and go to the Account ID icon to edit all the tagged records for correct addresses, salutations, fax phone numbers or e-mail addresses.  After editing the customer information you will come back here, checking Return Tagged Records and unchecking Clear All Tags. 

When in the browse list you may tag or untag specific line items by tapping the space bar or by double clicking on the item.  You may toggle from tag to untag to tag using the space bar or by double clicking on the item.

Return Tagged Items
See Clear All Tags above.

Sort By:
You have the option to sort the items before they are displayed in the browse list.  You may sort by the Account ID, the Sort Name, the Name in line 1 of the name and address or by the Zip code.

General and Other Selections
You have many selection options available from over thirty different fields of information in the account ID file.  The important thing to remember is that all items selected are "and" statements (not "or" statements).  For instance, if you select the Interest "Skiing" and the Interest "Scuba", you will only find those account IDs that have both the Interest Skiing and the Interest Scuba.

In the example above, the Multi-Selection Name "When to Travel" was selected and then you would select the Data Value "Spring".  You must then continue on by clicking the button "Add to Selection".  You may then select "Destinations", "Mexico" again clicking the button "Add to Selection", followed by "Cost of Trip", "Luxury/Deluxe", again clicking the button "Add to Selection".  The selection screen would now look like this:
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You may then add any general selections, followed by clicking on the Find button.  If this is your initial selection you would probably want to have the Clear All Tags box checked.  You would then see all Account IDs that have Spring and Mexico and Luxury/Deluxe, along with any general selections you may have made.

Many Selections May Be Made
Information in the General Selection area of the form above, come from the Customer Info tab of the Account ID form (below).
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1. Dates Opened, from and through, for mailing a Welcome Letter to new accounts.

2. Specific Occupations or Marital Status.

3. Between any two Annual Income Amounts.

4. Between any two dates to find out who is having a birthday or wedding anniversary.

5. Other selection criteria include specific City, State, Zip code, Country, Branch, Sales Agent, and Type of Customer.

Browse List
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Tag All

The first thing you would do is click on the Tag All button.  Then you may browse through the list to see if there are clients you do not want included.  Tap the space bar or double click on the individual items you do not want.

Create Interest XE "Interests" 

 XE "Interests:Create Interest" 

 XE "Create Interest" 
The next thing you should do is Create an Interest for your final selection.  This will insure that you will be able to find these specific IDs again if they get untagged (which more than likely will happen).
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You have the choice of creating a new interest or adding to an existing interest.

Edit Selected IDs

Prior to the next step it is important to make sure you have the right data in each Account ID. You will exit the Marketing Selection process and go to the Account ID icon to edit all the tagged records for correct addresses, salutations, fax phone numbers or e-mail addresses.  After editing the customer information you will come back here, checking Return Tagged Records and unchecking Clear All Tags. 

Export XE "Export:Client N & A" 

 XE "Export" 
If you have selected a very large number of accounts you may want to Export them to a file and give this file to a mailing service to handle for you.  Or you may want to write it to a file and import it into an Excel Spreadsheet for monitoring the responses from your mailing.
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Mail Merge XE "Marketing:Mail Merge" 

 XE "Mail Merge" 
The first thing you will want to do is create a document for the merge operation.  Go to Tools, Word Processing.  Create the new letter you want to mail, broadcast email or broadcast fax.

If you are going to email or fax, you will want to check the Return Email Only or the Return Fax Only on the bottom right corner of the Marketeing Selection screen.  This feature will only find clients that have an email address or a fax number, respectively.
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The words in the document, such as, [[Name]], were placed in the document by Insert, Data Fields and then selecting the appropriate field.  In the merge operation, these fields will be replaced with the information from each Account ID.   The letter may be created in the Up Front Word Processor or in your favorite word processor.  You may put the [[  ]] in by using the keyboard characters.  After creating the document, be sure to save it as an RTF (rich text) file.  It is a good idea to test the merge with a couple of account IDs to your printer, fax number or e-mail address.

Click on the Mail Merge button at the bottom of the Marketing Selection form.  Click on the "..." drop down box to find the file you want to use and then type in the Subject.  Also select Fax Merge.  Then click on OK.
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Mail Merge will go to your printer.  E-mail Merge will go directly to your modem for e-mailing.  Up Front does separate e-mails for each Account ID to prevent the e-mail showing all the addresses it went to.  Fax Merge will also go to your modem and will look the same as the e-mail, but it will really be going to each fax phone number.  This assumes you have e-mail and Fax capabilities setup in Windows.

Labels XE "Labels" 

 XE "Marketing:Labels" 
If you click on the Labels button on the bottom of the Marketing Selection form:
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Select the Label Style from the drop down list at the top of the form.  The Avery #5160 is the standard 3 up pressure sensitive label form.  Then click on OK.

Print XE "Marketing:Control List" 
It is always a good idea to print a control list of the items being mailed.  have made.  (SMS uses it to print out a list of phone numbers of our clients for our help desk employees.)

This may also be used for listing any number of selections you may Report Heading
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How many times have you printed a list and forgot to write on the list what it was for?
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Mailing re Mexico on 3-25-2000, Luxury will be printed at the top of each page of the listing.  You may also select Single, Double or Triple spacing.  Remember you previously selected how you wanted the list sorted.  When you click on Continue, it will ask you if you want to Preview or Print the listing.

Update "Recent Mailings" XE "Marketing:Recent Mailings, Update" 
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This will add this wording to the Recent Mailings list, on the Account Activity tab, of each Account ID that is on the browse list to be printed.

Accounting Menu

Accounting Menu Items

Automated Credit Card

Bank Deposits

Branch Financial Statement

General

All Accounting menu programs, with the exception of Bank Deposits, must be run on the Primary PC, because all these programs must be able to connect to GlobalWare.  The Bank Deposit program will be done in the branch offices, with the Receipts.ufr being e-mailed to the Primary PC, which will then connect to GlobalWare (see File, Read Receipts into GlobalWare). 

Automated Credit Card XE "Credit Card" 

 XE "Automated Credit Card" 
This function is a three step process:

1.  Connect with GlobalWare to find Agency Plastic invoice items between two dates.  It will check for valid credit card information and expiration dates.  It will give you a list of possible problems, which you will have to fix before proceeding to the next step.

2.  You must load your IC Verify program.  This phase will dial, via your modem, the network processor to obtain approvals and denials.

3.  Once the network processor returns the approvals to your agency, you can begin this phase.  It will again connect with GlobalWare and create a bank deposit for all approved items, posting to the actual invoice items that they have been received.  It will change the form of payment 
on items that have been denied to Receivable from Agency Plastic and give you a list of the denials.

The program will display which phase it is in.

Selection Screen
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This is the initial selection screen and it will let you know which phase of the process it is in.

Date Selection
Select the From and Through dates to find invoice items in GlobalWare.

Branch Selection

This would only be used for a branch that has its own bank account and related network processor.

CC Co Selection
American Express and Discover (Novus) make separate bank deposits for their cards.  It is recommended that you do these two first before the final run to get MasterCard and Visa.

Address Verification
Some agencies send addresses to the network processor to further verify the validity of the approval.  You should ask your merchant bank what their requirements are.  If they want address verification, check this box

In order for the program to find the addresses to verify in Up Front, you should follow the instructions in the chapter Query, Clients, Automated Credit Card option, with Address Verification.  

Print Agency Plastic Validation Report XE "Credit Card:Validation Report" 
When you have completed your selection, click on this button to begin the processing.
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The list will include all agency plastic items that matched your selection criteria.  Messages saying missing credit card company, number or expiration date (or card already expired) must be corrected prior to proceeding.  Once the corrections have been made, you will go through the selection process again, until no errors are found.  

The message Verifying Address: will be followed by the address that will be verified.  If it says No Address Verification Will Be Made, it means it could not find an address for this credit card number.

Obtain Approvals XE "Credit Card:Obtain Approvals"  from IC Verify
This is the phase which will dial the network processor for approvals.  Click on the Button when you are ready.
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You will get this message to remind you that the IC Verify program is running.

You will then get a message saying it is Waiting for results from IC Verify.  When it is done you will get this message.
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You may the proceed with the third phase.

Update GlobalWare XE "Credit Card:Update GlobalWare"  with Results
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This is the report you will receive from this phase.  The "Code from IC Verify" is the approval code if preceded by a Y.  

Then go into GlobalWare and from the Old Man (GL Query) enter the control number for the deposit.

[image: image73.png]G/L Edit & Query 8 ]|

sfcul [Date [Acet]Bmeh[Comment [Reft [Rei2 [Check# [Amount_[Pay \D\Rej
MR 100047 03/28/2000 | 1121|0000 | Agency Plasic ICVerity Receip ICVerlly | DEPOSIT 295000
[|R | 100047 03282000 [2131/0000 | Adamstohn 000000102 | ADAMSAION AX oE000 3wl
[ |R | 100047 03282000 |2131/0000 | NICE,D&S 000000133 | NICE/DAVIC AX 00000 53TO!
R 100047 |03/28/2000 | 21310000 | Mille,Jim/Mar 0000001E6 | MILLERJIM | AX 00000 171/RE

#ltems 4 Ok ‘ ‘ & Print ‘ X Exit ‘I ﬂat:h‘ Total§ 0.00





This completes the process.

Bank Deposits XE "Bank Deposits" 
General
The bank deposit program is intended for use by a cashier in branch offices.  As each deposit item is entered a receipt may be printed for the customer.  You may have more than one cashier, each creating their own bank deposit.  A deposit once started may be closed for lunch breaks, etc. and reentered until it is completed.  At the end of the day a deposit slip should be printed for each deposit created that day and then all deposits should be closed.  The deposit file created should then be e-mailed to the Primary PC at the home office for automatic entry into GlobalWare after that day's invoices have been interfaced into GlobalWare from the CRS.  The cash and checks, along with a copy of the deposit slip should be taken by the office personnel to the bank.

The deposit may contain payments for invoices, money for gift certificates, lay away or for general ledger transactions.  The office may pay for miscellaneous office expenses or give cash to a customer for a refund of lay away funds, so long as the payments do not exceed the cash received from customers during the day.

Initial Setup XE "Bank Deposits:Initial Setup" 
Before entering a deposit the office manager should go into System, Agency/Branch Info and enter the appropriate information for that office (on the PC where the deposits will be entered).  See System Menu, Agency/Branch Info in this User Guide.
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Entering a Deposit XE "Bank Deposits:Entering a Deposit" 
From the Menu bar select Accounting, Bank Deposits or click on the Bank Bag Icon.  You will see the following form:
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Enter the date of the deposit, change the Cash Account if not the correct one and tap Enter until the Account ID box is highlighted.

Account ID  -  Enter the Account ID (or just the first part of it) or the first part of their last name and tap Enter.  Either the correct Account ID will be entered and displayed or you will get the Account ID search screen for looking up the correct Account ID.  If the wrong Account ID is displayed click on the x in the right upper corner of the form and try again.  If you still cannot find it you may have to go to the Account ID icon and do a more thorough search, or add the Account ID.

If you are entering an Account ID for a new customer and you have not entered that new customer's information in Up Front, you may enter the new Account ID preceded by an *.  The program will accept it even if it is not in the Account ID table.  If the new customer's Account ID is 3034557890, enter it as *3034557890.  Read the help topic "How Up Front works with GlobalWare", "Account IDs" under Installation & File Organization for when to enter an Account ID.

Amount Received  -  Enter the amount of the check from the customer.  If you are paying out cash, enter the amount preceded by "-", i.e. -25.00.

Check Number  -  Enter the check number received from the customer.  If cash is received, type "C" and the word CASH will be put in this box.

Receipt Type  -  The default is Invoice.  You may type G for G/L Account, L for Lay away, or O for On Account.  If you want Gift Certificate you must select it by clicking on the drop down box.

Invoice #  -  You may enter the invoice number being paid, or G/L Account number being referenced.  It is desirable, but not necessary to put in a Gift Certificate number or a Layaway number.

Comment  -  It is only necessary to enter a comment on G/L transactions.

When the check or cash entry is completed, tap Enter until the entry is moved to the left side of the deposit form.  You will now be ready to enter another check or cash item.  Repeat this process until all deposit items have been entered.

When all items have been entered you should run a tape on your checks and cash items to make sure the deposit agrees with the tape.  If in agreement and you are through for the day, click on End Deposit to print the deposit slip.  If you are not in balance find out why and make the necessary corrections.

One Check for Several Invoice Items
If one check is paying three invoice items, enter it as three separate checks, using the same check number.

Printing Receipts
Use continuous form stock paper 3 2/3" x 9 1/2" on a dot matrix printer (2 part paper, so you may keep a copy of the receipt).

Correcting Errors
You may correct items in the bank deposit, even if you have printed the bank deposit, as long as you have not clicked on End All.  If you have messed up the bank deposit so bad that it cannot be fixed, simply tap End All and re-enter your entire deposit(s).  The Receipts.ufr is not a file that can be edited.

If you have entered an item twice, click on the item on the left side of the form and tap Ctrl Delete.  It will ask if you want to delete the item.

If you made an error on an item and you want to correct it, double click on the item on the left side of the deposit display form.  It will then be placed on the right side of the display form for you to correct whatever is wrong.

Even if you have Ended a Deposit and printed the deposit slip, you may reenter that deposit and continue to add items.

End All closes all deposits and places them in the data directory to be e-mailed to the home office for entry into GlobalWare.  You must End Deposit in order to print the deposit slip and then you may End All.  The file to e-mail to the home office is in the Up Front directory on the PC that did the deposit.  The file is called Receipts.UFR.

Printing the Deposit XE "Bank Deposits:Printing the Deposit" 
The printed deposit will look like this:
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It is printed in two parts. Cut the form on the vertical line.  Scotch tape the right side to your actual deposit slip you will take to the bank (banks really like it because they can read it).  Scotch tape the left side to your copy of the receipt and file it.  It is also a good idea to fax the form to your home office (before cutting it).

Go to the section of this User's Guide titled File, Read Receipts Into GWare to see the printouts for entry into GlobalWare.

Branch Financial Statements XE "Branch Financial Statements" 
When you click on Accounting, Branch Financial Statement this screen will come up.
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This is the legend of where you will find your GL and Budget balances in the spreadsheet.  Bank account 1121-0000 will be in row 1121 C & D, 1121-003, will be in Row 1121 O & P, etc.  The program loads your Chart of Accounts for all your offices in these cells in the Up Front Spreadsheet called UFBranch.ufs.  Row number = General Ledger account number.

Enter the correct Month and Year in the upper left corner and then click OK

This will then place you in cell 95 AA where you will see your comparative statements for the month you selected.  Page Down to 170 AA and you will see your Year to Date Summary Income Statements for each Branch.
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The legend for the statements are in Cells beginning A1.  You may use this data to create your own Detailed Income and Expense Statements or whatever else you would like to compare.

Tools Menu

Word Processing XE "Word Processing" 
This is a basic word processor for use by  your agents.  Most people are familiar with word processors, so we have not included a "how to" use it in this guide.  If you have any questions please call the SMS help desk at 303-743-8900 or send e-mail to support@smsglobal.com.

Mail Merge Documents XE "Word Processing:Mail Merge Documents" 
If you use it to write letters for the mail merge, be sure to:

1.  Use the Insert, Data Fields menu item for names, addresses, salutation, etc.
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2.  Be sure to save the document as a *.RTF file (rich text file).

Spreadsheet XE "Spreadsheet" 

 XE "Spreadsheet:Invoice Templates" 
The spreadsheet in Up Front is file compatible with Excel 5.0.  Because of copyrights there are differences in some of the functions.

"View" is where you set the options for how you look at the spreadsheet when you are working on it.  It will also affect printing of grid lines.
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View, Tool bars, Standard, gives you the menu bar, icon bar (called Standard) and formatting bar as you see above.

View, Tool bars, Formatting, gives you the menu bar, and formatting bar, without the icon bar 

Customize allows you to design your own Formatting bar and Standard bar, similar to the way you can customize your Up Front icon bar.

To Print a selected part of the spreadsheet go to Format, Printing, Set Print Area.  Later if you want to print this same area, click View, Current Print Area, then Print or Preview.

Invoice Templates

You may create new or modify Invoice Templates with this Spreadsheet program.  To do so, you should be knowlegable about Excel techniques.  The legend for the templates is in A1 of each template.  You may want to have SMS do these for you.
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These are some of the differences.  Before using familiarize yourself with the menu items and you should have no trouble getting used to this spreadsheet.

SMS suggest you use this spreadsheet to make changes to your GlobalWare financial statements.
System Menu

System Menu Items

Agency/Branch Info

Configure Tool Bar

User Defined Preferences

Edit Invoice Titles

Up Front Preferences

Rename Account ID

Invoice To Do Items

Delete Preferences

User Security

Data Definitions

Authorization Codes
Agency/Branch Info XE "Agency/Branch Info" 
The information in this form will be used by the Bank Deposit program at each branch.  The information will be entered into this form at each branch. 
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Agency Profile XE "Agency Profile" 
The Agency Profile should contain the agency name and address information to be printed on each receipt issued by this office.

The Comments tab contains a three line message which you may want to print on the Receipts.  Enter into the three comment lines whatever you would like print on the receipt for each customer at this office.

Accounting Profile XE "Accounting Profile" 
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The Accounting Profile should contain the general ledger bank account numbers that may be entered by this office.

The Begin Receipt # and Begin Deposit # should only be entered in the initial setup, they will be incremented automatically by the bank deposit program.  The setup above identifies branch 49 in the Begin Receipt# and Begin Deposit#.  The invoice number will be retained when it is imported into your back office system (invoice numbers work the same as they do in the CRS system – the BOS accepts the invoice numbers coming from the CRS and Up Front).  The series of invoice numbers should be unique from any other Up Front networks or standalone users in the system, as well as the invoice number tables in the CRS.  It is suggested that each branch use its branch number as the high order digits of the invoice number, i.e., branch 08 would use a series of numbers starting with 08000000, branch 15 with 15000000, etc.

Configure Tool Bar XE "Configure Tool Bar" 
You may move the tool bar to either side or to the top or to the bottom of your screen.  Click (left button) on the tool bar and hold it down while dragging it to the location you want.
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You may customize the Tool Bar to fit your needs.  

Go to System, Configure Tool Bar. 
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When you are in this program, you may rearrange the icons on the Tool Bar.  Hold the left mouse button down on the icon and drag it to the location you desire.  To remove it from the Tool Bar, drag it off the Tool Bar.  To add an icon, find the icon you want in the forms selection screen and drag it up to the desired location on the tool bar.

Each agent may customize his own tool bar.

User Defined Preferences XE "System:User Master Preferences" 

 XE "User Defined Preferences" 
Up Front gives each agency the capability of defining their own Preference categories, and in addition, you may define the fields allowed for each preference type.  This is done under password security.

Once defined by the owner or manager, the agents may select the fields they want, but they will not be able to enter their own field description.  This ensures spelling and name compatability between agents and offices.  GlobalWare only has the Interest field and it accepts anything a person enters, permitting duplicate items with different spelling.

Important Note - When you are doing 'Extract Info from GlobalWare', all interests in GlobalWare will be extracted.  The program 'Read Info into Up Front' will only bring into Up Front those Interests that match the interests in the Up Front Interest fields.  This is a good way to keep all the interests in GlobalWare from entering Up Front.  Another consideration is that you may want to do a mailing from Up Front based on invoice selection in GlobalWare.  Do your selection in GlobalWare from the invoice icon,  tag the Account IDs selected, and create an interest in GlobalWare for the accounts selected.  In Up Front, Add the interest in this table and then do the Extract Info from GlobalWare and Read Info into Up Front.  This is the way to work the two systems together.
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Selection Preferences

There are two types of selection fields in Preferences: Single Selection and Multiple Selection.  Each preference field has a user defined name and may have as many user defined items for that field as you need.  The difference between Single and Multiple is you may select only one item for the Single Selection field and may select more than one item in a Multiple Selection field.  'When to Travel' may have 'Spring' and 'Short Notice' selected, while the Single Selection field 'Primary Interest' may have only one right answer, for instance, 'Golf'.

Single Selection Preferences

There are twelve fields available for single selection items.

Multiple Selection Preferences
There are seven fields available for multiple selection items.

Adding and Editing Selection Names

The Multiple Selection Name fields have been pre-named for you.  You may change them by typing over the name previously assigned.  You may delete a name by typing a blank over the name.

Adding, Editing and Selection Items

To Add an item, click on the drop down box for that item and arrow down past the last item and a blank field will appear - enter the name of the item you want to add.  See the example below which shows a dark field available for entering a name (Spring Break)
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To Edit or change a name of an item it is best to go to the Query, Marketing Selection menu and see if there are any Account IDs that have the item you want to change.  If there are Account IDs that have that name and you want to change the name to a more meaningful name, it is best to tag the items in the Marketing Selection form.  Then go to System, Delete a Preference and delete that item from the Account IDs.  Then go to Query, Account IDs, Find and click on 'Show Tagged records only'.  You will then have to manually add the item to each of these Account IDs.

To Delete an item, click on the item and then click on the Delete button.  If you know that the item has been used on Account IDs, it is best to go to System, Delete Preferences and select the item to be deleted.

Edit Invoice Titles XE "More Info:Edit Invoice Titles" 

 XE "Edit Invoice Titles" 

 XE "System:Edit Invoice Titles" 
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For GlobalWare 

This is the setup screen for establishing the headings for the seven comment fields (and their assigned line number).  You may also enter the headings for the four sort fields.  When you click on the More Info button on the invoice form it will then be displayed as follows:
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In this example only four Comment fields were defined.  All seven may be used.  The Comment fields are 60 characters each and the Sort fields are 30 characters each.

For TravCom

TravCom does not have the equivalent of the Sort fields.  You may use them for Up Front, but they will not be imported into TravCom.

Up Front Preferences XE "Up Front Preferences" 
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This is where the agents may select their color preference.  It is also where you tell the Primary PC where IC Verify is located.  More may be added later.

Rename Account ID XE "Rename Account ID" 
GlobalWare has Account Edit to rename an account ID, therefore, Up Front needs the ability to perform the same functions.
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]

Enter the Account ID that you want to change and then enter the new name you want it to be.  The new name must not be an existing Account ID.

Invoice To Do Items XE "Invoice To Do Items:Master Items" 

 XE "Invoice To Do Items" 
The purpose of Invoice Tracking is to provide management control over events and things that need to be done regarding invoice items, especially your tours and cruises.  Most agencies rely on the agents (and their cues in the CRS) to control these events.

Some of the events you may want to control with Up Front are: have the travelers returned their insurance form (request or denial of trip insurance), has the final credit card payment been made to the provider, have the docs been received from the provider, have the docs been sent to the traveler and has a thank you been sent to the traveler after his return.

The owner or manager should establish the events that need to be tracked.
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You may add, edit and delete these items (under password security).

Delete Preferences XE "Interests:Delete Interests" 

 XE "Delete Preferences" 
The purpose of this program is to delete a preference for all Account IDs at one time.  If you are active in marketing you will be creating interests for different marketing campaigns and these interests will no longer be needed after their conclusion.
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First select the Preference type and then select the specific Preference field you want to delete. Then click the Delete button.  This will delete the master field as well as that field for all account IDs that have it.

User Security XE "User Security" 
There is complete password security over each menu item.  The Administrator needs to set the security for the users at each site.  A site is defined as each network on which Up Front is installed.  The Primary PC (the one having access to both GlobalWare and Up Front at the home office) will have its own list of users, with their security.  The front office networks at the home office and at each branch will each have their own list of users, with their individualized security. 

Entering and Editing Security for Users

The entry screen appears below:
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Add, Clone, Delete and Edit Users

The home office Administrator should add the office manager at each office with 'Full Access' for the User Security item, all other employees should have the Full Access unchecked.  The first employee should be setup with the options you want for agents and then that employee could be cloned for the other employees, greatly reducing your setup time.

To Add a user click on Add.  You will give the employee a sign in name, usually their two or three digit code they have for their CRS sign in.  The defaults that come up for the employee are that they have no security.

To Clone, click on Clone.
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Enter a two or three character code for the 'clone to' employee, followed by their password.  The 'clone from' employee should be the employee highlighted on the left side of the form (see UP in the form above).

To Delete a user, click on their sign in on the left side of the form and then click on the Delete button.  It will ask you if you want to delete that specific user.

To Edit, click on the user sign in you want to edit and you will then be able to edit any of the menu items for his security.

Data Definitions XE "Data Definitions" 

 XE "Table Definitions" \b   

If you need to have a definition of all the tables and their content in Up Front, select this menu item
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Authorization Code XE "Authorization Code" \b 
Your Up Front system has an Expiration Date.  If you let it expire, you will no longer be able to use it.  SMS will bill you for your next use fee.  Once that is received by SMS, they will call you to update your expiration date, so you may continue to use the product without interruption.

This is also used to update your database for any optional modules you may want to add or delete.
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