CLOCKWORK COMPUTHG

Clockwork Computing User Manual

ProCharter Agent Invoices

Agent Invoices

1. Run Procharter Tours

2. Click on reports/Agents/Agents Invoice

' Procharter Tours - Palace Adventures
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3. The Agent Invoice Screen will appear
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To Create an Agent Invoice

a) Type in the agent number here to show agent name here™—
The same applies for package, type in the package number to

view the package name

b) To look for a specific agent or package, click on the binoculars —!

to select the agent/package name

c) Select a “Bookings From” Date and a “Bookings To” Date.
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If this check box is selected the system will select bookings on the run the bookings
were initially created on.

This checkbox will exclude booking on the cancellation resource

Agent Invoice Options

.....

Find

If you click on the Find Button the following screen will appear

— - =10l x|
1D Agent From 1= LCreated [Fackage -
B4 FPalace Hervey Bay 270206 BA3/06 BAIAOR
E43  ABC Travel 1/2/06  28/2/06 B/3706
E44  Palace Central Brisbane 16/2/08 1/3/06  10/3/08
E45  Palace Hervey Bay B/3/06 13/306 1343708
B46 Oz Shap 10005 27/2/06 164306
E47 Oz Experience 277206 1B/3/06 164306
E48  KoalaHervey Bay 10005 31406 164308
E43  Colonial Backpackers  10/10/05 31/1/068 1643706 _I
EBD  ABC Travel 10410058 314068 1643508
E51 Airlie Waterfront Backpa 10/10/05 NA/06  16/3/06
RAZ Aonanu: Backpackers 109005 006 16RA3M5 -
Searching for: | | = - ?
O Us&ﬁuundx LLike'" Searching Open | Cancel|l Help

To use the “Searching For” facility, click on a column heading to select the field that you
want to search on. For example if you want to find an Agent by Name, you would click
on the Agent column heading and start typing in the agent name into the “Searching For”
text box.

=
diew | View

If you click on the View Button the following screen will appear
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% Tax Invoice

—>& Pt | & CY[100 'I|

al”" | 4 Back = Fonward SaveasPDF <

Tax Invoice #2638

Tue 31106
ABC Travel
ABH:
Date  Ref Type Ticket Pooking AgentContact  Pax Aﬁ::lj-n Commission Het Amount GST onHet Amt Dwing

121205
14106

W= No Deposit, 0= Deposit Pald|'F = Pald in Rl

AlfAmounts GET inglusie

a. To scroll through Agent invoices click on the green arrows

b. To save the Agent Invoice as a PDF, click Save as PDF (or ALT +a) —

L c¢. To Print form the View Agent Invoice Screen, click the Print Button

B
Eint_| Print

If you click on the Print Button ALL of the Agent Tax Invoices will be printed.
To print the Agent Tax Invoices separately, click on the VIEW button and scroll through
the Agent Tax Invoices and print each invoice individually.

4
£l | Email

If you click on the Email button the following screen will appear
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B3 Send Email

Dretailz:

To ﬂ]
cc [2)

Subject: | [ProCharter] Agent lnvaice for 1770 Backpackers betwes

Attach: | CADOCUME =14k LOCALS 15T empFrocharterrad e

a. Enter the Email To and From Addresses.
b. Click on the Send button
c. The Agent Tax Invoices will be attached to the email.

=
Espot | Export

When you click on the Export Button you will get a message telling you that the export
will take a few minutes.

Once the export is complete, the system will ask you were you wanted to save the
exported Agent Tax Invoices.
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Save i IﬁEDIDrBar j = ¥ B3~
L svn;
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My Documents
File namme: |alrw20080419 1 = save |
Save az ype: ITe:-ct Files [*.tat] j

by Metwork P...

Cancel |
o

Navigate to the directory where you want to save the CSV file.
The system will ask if you want to send the exported file via email.

If YES then following screen will appear
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24 send Email

Dretailz:

To ﬂ]
CC: [2)

Subject: | [ProCharter] Agent lnvaice for 1770 Backpackers betwes

Attach: | CADOCUME =14k LOCALS 15T empFrocharterrad e

a. Enter the Email To and From Addresses.
b. Click on the Send button
c. The exported Agent Tax Invoices will be attached to the email.

If NO then the exported Agents Tax Invoice File will be saved to the directory that you
selected in the previous step
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