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Access to the system 
 
In order to access the system you will need your own user name and password. Your name and password will be issued to you. 
You should keep these secure and not disclose them to another member of staff of person. 

 

Getting around the system 
 
As a general rule the pages you navigate through appear at the top of the page. The Log Off' button appears at the top  
right on all pages. As you move into different areas from the front screen these areas will appear next to Log Off button, 
from right to left. So you are able to go back or move to a different page just by clicking on the tabs at the top of the  
page.  
 

 
Welcome screen 
When you log on to the system you will reach the welcome screen (as below). 
 

 
 

Log Off button  
 
Important point– this system is an online system. All information is stored remotely. So think of it like a web site.  
You need to log in and log off. You pay for use on the basis of the number of people using the system at the same time.  
There are a limited number of people who can use the system at any one time. So when you are not using the system  
log off. Logging off also ensures security for sensitive client information. You should log off whenever you are away  
from your desk. You should also log off when you are not using the system so that other users can do so. If you are  
logged on and not using the system for a period, the system will close your session, but this will not log you off the 
system automatically. You should log back in and then log off using the Log Off button. 
 
Important point – when you make a change or enter new information the system does not automatically update.  
In order to update you need to press the add or update button on each page. 
 
The system has three areas 
Front office- Go to page 3 
For all customer facing functions. This is the area you will use when making bookings, issuing receipts to clients and  
administering travel booking files. 
Back office– Go to page 15 
This area is where you go when you want to pay suppliers, obtain reports or undertake marketing and database  
activities. 
System admin– Go to page 21 
This area is used by head office to control system parameters. Access to this area is limited to authorised administrators. 
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Front Office Area 
 

 
 
The Front Office Area is accessed through three buttons on the left of the welcome screen page as shown above. 
 

 
 
 

  
 
 
 
 

 
 
 

  
 
 
 

 
 
 

  
 

Use to check 
1. If a customer is already on the database. 
Always do this first to avoid duplication of 
entries. 
2. If a company is on the database. 
3. To find an enquiry on the database. 

When you click the customer button it 
takes you to this screen. See page 4. 

Use to find a holiday file 
1. By file number. 
2. By departure date. 
3. By traveller surname and initial. NB does 

not need to be the lead traveller. 

When you click the holidays button it 
takes you to this screen. See page xx. 

Use to find supplier information 
To find information on suppliers (airlines, tour 
operators and more) – addresses, phone 
numbers, bonding, commission rates and so 
on. 

When you click the suppliers view 
button it takes you to this screen. See 
page xx. 



Page | 4  

 

Customer Screen 
 

 
 
When a client wants to book the first thing you need to do is check whether they are on the database of not. You should 
enter the surname and or post code in to the correct field on screen and click the Find Customer button. 
The % sign is the wild card character, you can use it on its own to find all customers, at the beginning %smith, in the middle sm%th, 
or at the end smith% of a name to help capture a wider spelling of name. If you enter a post code as well this will further narrow 
down the list of matching customers, Or you could enter just a postcode with a % in the name to return all customers in a specific 
postcode. 
 
A list of customers with that surname will be produced as shown below. Find the one that is the one that you Want by 
matching their surname with the post code that they have given you. 
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If their name is on the list hover your cursor over the 'Select file' tick box and left click to access their files. 
 
This will bring up their details on screen (see below) showing their address details. If you need to change these do so. 

Important note - For any changes to be saved you need to hit the update customer button.  
 

 
 

Add a new holiday 
When to click the button to add a new holiday for aclient on the database you will see this screen. 
 

 
 
Notes on completing the add holiday screen 
Date - choose from drop down lists or calendar. 
Passengers – number of passengers enter as a figure- 2, 3, 4 … 
Destination - enter a country, city, or holiday destination. 
Duration - enter holiday length in nights for foreign and days for UK, or to suite. 
Holiday type - select from drop down list 
Source - select from drop down list. 
Bonding - select from drop down list. 

Click this button to start 
creating a holiday 

Click this button to start 
creating an enquiry 

Click this button to 
view existing an 
enquiries 

Profile can be used for 
frequent flyer numbers, 
dietary requirements 
and other customer 
info.  

Click on a tick box to 
view an existing 
booking.  
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Order number - for use by Business Accounts if required. 
 
Holiday type is used to categorize holidays for marketing, mailshots etc. 
Source is optional and is used to monitor where business has come from i.e. website, recommendation, advertising. 
 
Bonding – Important This is how YOU are bonding the booking. If you are an ABTA agent and you have bought a package from a 
supplier like Funway, then YOU are bonding it using your ABTA bonding, so leave the bonding on ABTA. The same applies for 
accommodation and flight only through a bonded supplier. If you have your own ATOL license and are creating your own package 
bonding it with YOUR ATOL license, then choose package or flight-plus. Flight-only is if you buy a flight only and you are bonding it 
using YOUR ATOL license. 
 
Once you have completed the information above click the Add Holiday button. 
Note – you can change the information that you have entered later if you need to. 
 

When you click  the screen below will appear. The details you have just entered will be  
shown at the top of the screen. The remaining details of the holiday still need to be entered. 
 

 

 
 
Note Total Holiday Cost is entered automatically only once you have entered costs AND PRESSED THE ADD  
BUTTON.  
Important note – you can only enter information one line at a time. If you try to enter more the first time you press the  
Add button on one line all other lines will be lost.  

Do not forget to 
update any 
details you 
change in this 
area by pressing 
this button.  

Select supplier from 
list, enter other 
information and click 
Add.  

Enter flight 
information if required 
and click Add.  

Enter accommodation 
information if required 

and click Add.  

Enter additional 
travellers information 
if required and click 
Add.  

If you enter or amend 
other details click 
update. 
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You can add as many lines as you like for multiple suppliers - for example for insurance, car hire, attractions and so on.  
If you make a mistake you can change a line but make sure you hit the Update button.  
If required you can delete a whole line after it has been added using the delete button at the end of the line. 
 
Flight, Accommodation and Traveller information 
Enter in boxes provided as shown 
Note you can enter as many lines under each category as you require as long as you press Add button at the end of every 
line. 
Confirmed and ticketed default to 'No'. When you receive a confirmation and tickets you should change the drop down  
list entries to 'Yes' (otherwise the booking will appear on awaiting confirmation and awaiting ticket lists that can be  
accessed in Daily Reports area. 
 

 

 
  

Click More to enter or 
amend additional 
traveller information 

Click to view 
API information. 
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When you press the More button you reach the screen below. 
 
Important Note – if the client has travelled before and their API information has been provided you should press the 

 button. This will give you a list of clients with the same surname. If the traveller you want is 
shown you can use the information already stored in the database to populate the traveller information on this new booking and 
save time and mistakes by retyping it. 
IMPORTANT - remember to check with the clients that no information has changed since they last travelled. If  
information has changed ensure that you update the information held with any changes, for example, passport number or medical 
requirements. 

 
 `

 
 
API Information 

 
 

You do not enter API information in this form. You can use it to view the information and can select/highlight with your mouse then 
copy (Ctrl + C) and paste (Ctrl + V) into another document or email to send to the suppliers. 
  

If the traveller is 
listed click Update 
to load stored 
information in the 
current booking. 

Click this button to 
return the the 
holiday screen. 
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Additional booking functionality 
Via the buttons at the top of the screen. 
 

 
 
The flow of the buttons is from right to left, so once the booking is created you might want to print an ATOL certificate (if the 
supplier has not provided you with one), then you might create a new receipt, then print other documents…. 
 

 Gives you access so you can print an ATOL certificate. 
If you have sold a package using your ABTA license and the supplier has not sent you a certificate you will be presented with the 
page below. 
 

 
 
Leave the Bonding on ABTA, select the supplier you wish to create the certificate on behalf of, select the certificate type, either 
Package or Flight-only, and click the ATOL Certificate button. 
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If you have sold a package using your ATOL license you will be presented with the page below. 
 

 

 
 
 

 

 
  

Select 
Package, 
Flight-Plus, or 
Flight-only. 

Select which elements 
are bonded under your 

ATOL and which are not. 

Select which supplier 
is supplying which 
element for Flight-
plus and Flight-only. 

Then click update before 
clicking Atol Certificate. 
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 If you are taking money from the customer use this button. 
 

 
 
 
 
 
 

 Access previously issued receipts, and view the financial history of a file. 
 

 
  

Select the supplier, enter the 
amount, then select the 
payment type, and analysis. 
Then click Add. 
You can add as many lines 
as you need to for different 
suppliers and or payment 
types. 

Click to generate an 
ATOL or Non ATOL 
receipt. 

Shows how much is 
outstanding for each supplier. 
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 From the existing receipts page. View a snapshot of booking values, receipts and supplier payments. 
 

 
 

 Generate letters and forms to send to your customer or supplier. 
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 enter notes on the booking to keep track of what is happening. 
 

 
 

 Add or amend car hire details on the booking. 
 

 
  

Click to view/amend full 
details of existing car hire. 

Click to delete car hire entry. 

Complete details for new car 
hire entry, then click Add Car 
Hire button. 
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 Update commission and VAT values for the booking, and print a self billing invoice if required.

 

 Update the checklist for insurance, passports, visas, and tickets collected/posted. 
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Back Office Area 

There are nine areas of back office functions that can be accessed by buttons from the Welcome page. 

 

 For when you want to pay a supplier. 
 

 
 

 
 
  

Select Date, Payment Type, 
Supplier & Analysis then click 
Continue. 

Amend Gross, Commission & 
VAT if required and tick the 
rows you want to pay. Then 
click Calculate. 

Displays total 
receipts and total 
Gross paid on this 
file so far 



Page | 16  

 

 
 
 
 
 
 
 
 

 
 
You can use the Supplier Payment (discount) button to pay off the discounts on the file in the same way. 
 

 Takes you to a screen to create data for mail shots. 
 

 
 
 
 
 
  

Review payment info, 
including total net to supplier. 
Click remittance if you want to 
print one. Must be done 
before you pay. Pay Now 
pays the payments out on the 
system. 

If you want to go back to 
amend a payment use the 
Back button provided. This 
will preserve the information. 
 The back button built in to the 
browser will not.  

Opens a new tab allowing you 
to amend the commission on 
the holiday file. 

Select 
1. PDF for Labels 
2. XLS for spreadsheet with 

names addresses, and 
emails. 

3. TXT for email addresses 
formatted for Eshot. 

Enter relevant dates, holiday type or 
supplier (if required), then click the 
appropriate button. 
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 Takes you to a screen to enter your IATA tickets which can be used to reconcile. 
 

 
 
 
 

 Takes you to a screen to help handle refunds. To be updated. 
 

 
 

 The diary provides a list of outstanding tasks to be completed, as well as showing those that have 
already been completed. 
 

 
 
 

 Gives you access to reports for front office staff like Balances due, ticket reports, diary report. 
 

 
 

  

Enter all fields down to but not 
including Comm.value and Net 
Payable, Click Calculate which will 
complete these 2 values and then 
click the submit button. 

Add a new task. 

View completed 
tasks 

Select report type. 
PDF to print or XLS to 
download a spreadsheet. 

Enter date range if 
required. 

Click on relevant 
button and open 
report. 
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 Gives you access to a screen where you can amend receipts and supplier payments. You can also view 
a history for a chosen file. 
 

 
 
Customer receipts page. 
 

 
 
Customer Receipts Edit Page. 
 

 

Enter file number then click 
relevant button. 

Click to edit. 

Edit info and click 
appropriate update 
button. 

Reprint receipt. 

See page 12. 
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Supplier Payments page. 
 

 
 
Supplier Payments edit page. 
 

 
 

 Allows you to print a balance list or statement for business customers. 
 

 
  

Click to edit. 

Edit details, then 
click continue. 

Submit to save. 
Click to delete 
record. 
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 Allows you to access reports for the branch you are currently logged in to. 
 

 
 
 
  

Select report type. 
PDF to print or XLS to 
download a spreadsheet. 

Enter date range if 

required. 

Click on relevant 
button to open 
report. 

Enter additional 
information if 
required. 
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System Admin 

System admin and multi-branch (group) reports 

 

 

 For all branch, user, analysis types and more. 

 

For adding and editing agency information. 

 

 

Click to edit agency 
info. 
 

Click to add a new 
agency. 
 



Page | 22  

 

 

 

 For adding and editing user information. 

 

 

 For adding and editing levels which decide what people can access when they log in. 

 

 

  

Update information 
and click update. 
 

Click to edit user 
information. 
 

Click to add user 
information. 
 

Click to change a 
user’s password. 
 

Click to edit level 
information. 
 

Click to add a new 
level. 
 



Page | 23  

 

 For viewing who logged in, when, and for logging users off the system. 

 

 

 

 For adding and editing receipt analysis categories. 

 

 

 For adding and editing supplier payment analysis categories. 

 

 

 For adding and editing holiday source categories. 

 

 

View users currently logged 
in and log them off. 
 

View the user log. 
 

Click to add a new 
category. 
 

Click to edit a 
category. 
 

Click to add a new 
category. 
 

Click to edit a 
category. 
 

Click to add a new 
category. 
 

Click to edit a 
category. 
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 For adding and editing titles (i.e. Mr, Mrs). 

 

 For adding and editing letters on the holiday documents page. 

 

 

 For adding and editing airline names and codes. 

 

Click to add new. 
 

Click to edit. 
 

Click to add new. 
 

Click to edit. 
 

Enter a title, select 
who it goes to, and 
enter text. 
 

Select letterhead as standard, 
logo (if you have had a logo 
image upladed). Or none if you 
wish to use your own 
letterhead in your printer. 
 

Set top margin if you 
use None as 
letterhead. 
 

Click to add new. 
 

Click to edit. 
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For adding and editing airport names and codes. 

 

 For adding and editing BSP categories. 

 

For adding and editing car hire offer information. 

 

 For adding and editing car hire types. 

 

  

Click to add new. 
 

Click to edit. 
 

Click to add new. 
 

Click to edit. 
 

Click to add new. 
 

Click to edit. 
 

Click to add new. 
 

Click to edit. 
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 For editing global settings. 

 

 For adding and editing holiday types. 

 

For viewing the transaction log for a specific file. Data is automatically recorded for each receipt, and supplier 

transaction. You can view the information to prove exactly what was done and when if the need arises.On the first page enter the 

file number and click Find. 

 

  

Edit fields as 
required and click 
update. 
 

Click to add new. 
 

Click to edit. 
 

Date and time of 
transaction. 
 

Either add, 
update or delete. 
 

User 
 

Either receipts or 
Payments. 
 

Transaction 
information 
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For editing letterhead information for documents not on the holiday documents page. I.e. Receipts, 

remittance. 

 

For editing which agency a customer is assigned to. If you have entered customer details, even if you have 

bookings for that customer you can assign them to a different agency. 

 

 

 

From the Main Menu 

 For adding and editing supplier information. 

 

 

Edit and update line by 
line. 
 

Enter customer 
number (available on 
customer page), the 
click continue. 
 

Select the agency you 
want the customer 
assigned to and click 
update. 
 

Add a new supplier. 
 

Edit supplier 
information. 
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 Allows you to access reports for the whole group or a particular branch. 
 

 
 
 

 Takes you to a screen to create data for mail shots for the whole group. 
 

 
  

Edit supplier information 
then click update. 
 

Add and edit contact 
information for personal 
contacts within the 
company. 
 

Select report type. 
PDF to print or XLS to 
download a spreadsheet. 

Enter date range if 
required. 

Enter additional 
information if 
required. 

Click on relevant 
button to open 
report. 

Select 
4. PDF for Labels 
5. XLS for spreadsheet with 

names addresses, and 
emails. 

6. TXT for email addresses 
formatted for Eshot. 

Enter relevant dates, holiday type or 
supplier (if required), then click the 
appropriate button. 
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Making Tax Digital  
With the introduction of Making Tax Digital we have been working to produce file downloads to match 
the template requirements of the leading accounts packages. We have started with Sage. Before you 
can use this facility you must complete additional fields required by Sage for this process to work. The 
first thing you must do is Go from the Main Menu to Company Admin, and then in to Agency Setup. 
Here you must edit each agency and add the required information.  
 

 
 
Use your own references and codes as required. Once these are complete you need to go from the 
Main Menu to Suppliers (in the right hand column) and edit each supplier. Here you need to add the 
Account Ref you want to use when the data is exported. You also need to change the Travel Insurance 
Co from No to Yes where applicable.  
Once this is complete and you have entered your receipts and payments for the period you are dealing 

with, from the Main Menu goto Branch Reports and then MTD Downloads. Enter your required date 

range and click on the required button for either Sage Receipts or Sage Payments, save the output as 

required and you should then be able to use that to import to Sage. If you need assistance with the 

import please contact Sage for help as I am not able to help with this. 


