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— Getting Started with Reports

The Reports User Manual details a description for the use of each report, and the field descriptions for
filter selections available within each report. The information generated from each report will depend
on the filter selections chosen. Not all reports may need to be generated depending on company
requirements.

In this chapter ...

About the User Manuals
Getting Started With Tourplan NX ... .
Aboutthe Landing Page ... ... . 8
About the Tourplan-NX Menu

CHAPTER
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CHAPTER 1 | Getting Started with Reports

About the User Manuals

6| I

The user manuals for Tourplan NX are a set of manuals, available both online and in print, that assist users

to use the system.

They are designed to supplement training; not replace it. The guides can be used as reference material for
queries and assistance after training has been completed.

NOTE: If reading a PDF version of our user manuals, be aware that regular, underlined links (such as
those in the following table) may go to online destinations outside the user manual. Bold, blue links are
cross-references to places inside the user manual (for example, those under Quick Steps).

User Manuals are available when logged into MyTourplan.

User Manual Conventions: used in the user manuals to highlight different types of information.

icon /Style

Any field, button or  [talics in this font
screen area

Menu selection, Bold in this font
screen or form

name

Note NOTE:
(simple) .

Note
(more important)

Drop-down text

»
v
Previous / Next
pages
-, -
Expand/ Collapse
procedures = =
Procedure Enter rate details
Breadcrumb Trail Menu > Sub-menu >
Selection

Depending on context, relates to any of the following:
on-screen label, field to select, button to click or text
to enter.

Indicates expandable text, where clicking the bold
text expands into more detailed text or an image. The
effect is available only for online pages - printed
pages show the expanded text/images under the
bold text (except for obvious menu selections, which
are not expanded).

Highlights a relevant comment or point about the sec-
tion or procedure.

Specific information to be aware of about the pre-
ceding paragraph(s). Might include further important
detail in italics.

(Online only) Right-arrow: expand more detail about
the textimmediately to the right.
Down-arrow: collapse detail.

(Online only) Links that go to either the immediately
previous or next pages in the navigation Table of
Contents. These are different from the browser Back
/ Forward buttons, which go to the last page visited in
either direction.

Expand procedure providing more detail and
example images.

Collapse detail.

Heading label for procedures, which are specific
tasks or sets of steps to be carried out.

Indicates a menu selection path to follow, to arrive at
a particular screen. For example, Home > Bookings
and Quotes > FITs.

©Tourplan, 2023
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Getting Started With Tourplan NX

Tourplan NX is a software solution for tour operators and destination management companies. It is
designed for multiple devices and is touch-screen capable. The user interface is fully browser based with a
device and an internet connection, all users (including consultants, sales teams and managers on the
move) can check or update any information in the system.

The Enterprise Edition allows users to open multiple tabs of the same application, providing the ability to
have multiple bookings open at any given time. Small Business and Professional subscriptions allow single
tab functionality where the user can have one tab of the same application open at a time. If the user tries to
open a second tab of the same application on these subscriptions a message will display asking the user if
they would like to open the application in enquiry mode which is read only.

Tourplan NX Application Conventions

Tourplan NX Application Conventions: used in Tourplan NX to describe different parts of the screen.

icon | Style

Hamburger Menu Menu icon used throughout Tourplan
" PROMPT FOR PICKUP/DROPOFF

NX. Can represent different menus,
depending on the application.

Check-box Box that can be clicked (checked) to
indicate true (i.e. include), or unchecked

to indicate false (i.e. do not include).
Radio Button

FIRST RATE Choice made by clicking the label or but-

@ AVERAGE RATE ton.

Drop-down List
Field

List of predefined codes/choices
accessed by clicking the down arrow.
Often found next to a Search button.

Tab Overlapping area of the screen, whereby
ANALYSIS OTHER only the highlighted tab's real estate is
displayed.
Search An on-screen button with a magnifying

Multi-Select List
Box

Required Field

Q

« SHOW COST

SHOW TAX

BASEDATE  (_ )

glass icon indicates that a search for text
entered into the adjacent field can be per-
formed by clicking it.

List of check-boxes of which all, some or
none can be selected.

An area outlined in red on a form or
screen indicates a field where data must
be entered.

Side Panel Col- —— The side panel on some screens can be

lapse > collapsed to increase the main panel
width. Select the blue right arrow to col-
lapse and the blue left arrow to expand.

Edit An on-screen button with an editicon

©Tourplan, 2023
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CHAPTER 1 | Getting Started with Reports

About the Landing Page

The Landing Page, also known as the Dashboard, is the very first page presented after logging-in to Tour-
plan-NX. It comprises four main sections, each of which contains a list of different transaction types:

» Recently Worked On - Bookings or PCMs.

»  Travelling Soon - Bookings.

» My Messages - Internal Messages or reminders sent between consultants.
»  Useful Links - Internal or external URLs.

There are two additional sections; the Tourplan-NX Menu at the left-hand side, which is covered in the land-
ing page header at the top, which indicates the current menu (always Home for the landing page) and the
currently logged-in user.

Landing Page Sections

R Home Header

Recently Worked On Travelling Soon

QUICK LINKS

PO QUOTES
Y PCMS

USFI104678

USFI104684

Richardson Mr & Mrs A USFI104685

Shepard Mr & Mrs B NZFI104680

Dance NZ NZGP104682

Cycling NZ NZGP104681 39

Harness Racing Victoria Nz~ NZGP104679 02-Aug- 4

> ]
Body (4 Sections)
REPORTS
My Messages Useful Links
SYSTEM
aomi, Can you reply to thi... PA-GEOFFBEAVER =

ceived and retur... PA-GEOFFBEAVER

t queue messag... NZF1104640 PA-GEOFFBEAVER

@© TOURPLAN 2021

About the Landing Page Sections
Recently Worked On

Provides consultants with a list of the last 15 bookings or PCMs that they have recently been working on. A
scroll bar allows users to see extra data when hidden.

Travelling Soon

A list of bookings travelling soon for the consultant logged in. Two weeks is the default travel period the sys-
tem will return bookings for. However user companies may have altered system settings to display an
alternative travel period.

My Messages

If internal messages have been sent to users, a list of those messages displays on their dashboard when
they first log in.

Messages can be sent to colleagues from the dashboard or from within the applications.

8 | i ©Tourplan, 2023
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NOTE: Queued Message functions are covered in more detail within the applicable user manuals.

Respond to a Message in My Messages

Messages can be responded to and the message status updated.

1. Click on a message under My Messages to open the Queue Message screen to read a message in

full.
o
SENT BY PA-GEOFFBEAVER

QUEUE DEFAULTS

QUEUETQ

ASSIGNED TO Naomi Johns
BOOKING NAME Halstead Mr & Mrs/Armstrong Mr & Mr: = Q,
SERVICE LINE v
PCM NAME Q
PCM SERVICE LINE v
AGENT -
SUPPLIER -
DUE DATE TIME 23-jan-2025 B2 15:00
MESSAGE Another test queue message - this time from a booking?!
MESSAGE STATUS
QUEUED PENDING ACTIONED ARCHIVED

2. Modify any fields that might need updating and click Save.

3. Tosend a new message, click the blue Drop-Down Icon at the top right of the My Messages section
and then click Send.

v followed by

4. Onthe new Queue Message screen, assign an internal queue message to one or more colleagues.
The message can identify a specific booking/PCM, Agent or Supplier for reference.

Queue Message ﬂ

SENT BY Naomi fohns

QUEUE DEFAULTS v
QUEUETO v
ASSIGNED TO ( ¥)
BOOKING NAME Q
SERVICE LINE v
PCM NAME Q
PCM SERVICE LINE v
AGENT v
SUPPLIER v

DUE DATE TIME 01-jul-2024 2 00:00

MESSAGE

©Tourplan, 2023 i | 9
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5. Click save to send the message.

6. To filter messages, click the blue Drop-Down Icon at the top right of the My Messages section and
then click Filter.

v followed by

7. On the Filter Queue Items screen, enter filter criteria and click OK.

Lo Y o Y o)

SHOW MESSAGES THAT HAVE BEEN:

@ SENTTO SENT FROM

SENT BY v
QUEUE DEFAULTS v
DUE FROM 17-Jun-2024 2 00:00

DUETO 31-Dec-2049 2 00:00

AGENT v
SUPPLIER v
NAME Q
PCM NAME Q
MESSAGE STATUS

¥ QUEUED + PENDING ACTIONED ARCHIVED

8. From the filtered list of messages returned, choose a message to view and/or respond to.
Useful Links

Useful links allows the insertion or amendment of useful URL links.

These are URLs that might be used on a regular basis and provide quick access from the dashboard. Tour-
plan allows company wide Useful Links to be created in Code Setup. Individual users can also nominate
'private’ links, in other words URLs which might be unique to their requirement. This is done by either
adding a link to their dashboard using the procedure below, or through Code Setup selecting a Private User
type.

A number sequence provides the order the URL Name will display on the Dashboard.

The URLs on a user's desktop may differ from those of another user.

If the user no longer wants the URL to display a Useful Link can be removed from the Code Setup applic-
ation. A System Administrator with access to Code Setup can change or remove a URL.

Add a Useful Link from the Dashboard

1. Click the blue + symbol to add useful URLs to this section:

Sy Useful Links +

R myTourplan

©Tourplan, 2023
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2. Insertthe Name of the URL, the full URL link, and insert a Sequence number.

Useful Links a
NAME (1 )
URL ( )

©Tourplan, 2023 i | 11



CHAPTER 1 | Getting Started with Reports

About the Tourplan-NX Menu

The Hamburger Menu

The Tourplan NX menu is the hamburger icon at the top, left of the browser window:

Selections available from the hamburger menu can change, depending on context within the system; i.e.
which application is currently running (examples of applications are Financials, FITs, Code Setup etc.).

When first logging-in to Tourplan NX, the Home menu displays, identified by the word "Home" up by the
hamburger icon. Making a selection from any menu might go to another menu, or it might go into an applic-
ation screen. For example, the task Create a Default Currency, requires two menu selections to arrive at
the Currency screen:

1. aselection from the Home menu (Home > System > Code Setup), followed by

2. aselection from the Code Setup menu (Code Setup > System > Currency).
NOTE: In the user manuals, a series of menu selections such as the above is frequently referred to as
Home > System > Code Setup > System > Currency.
In Tourplan-NX the full list of selections available from the Home menu is:

»  Bookings and Quotes.
»  QOperations.

»  Financials.

»  Products.

»  Reports.

»  System.

Menu Changes with Selections

The menu can change when an item, such as a supplier or a product, is chosen in the screen. The following
examples illustrate the differences.

Menu Breadcrumb Trails

NOTE: Menu breadcrumb trails are used throughout our user manuals when referring to selections made
from the left-hand menu. In printable versions (e.g. PDF), only the breadcrumb trails are included - small
screenshots are not shown. However, in online versions, the menu breadcrumb trails are expandable,
showing both the screenshot and text for each step.

About Quick Links

12| )

Quick links are places recently visited. The more frequently a place is visited (i.e. an application), the more
often a link appears to that place in the Quick Links list.

©Tourplan, 2023
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Operations Reports

Operations Reports provide users with detailed information based on the operation of bookings.
Reports available include the Service Status report which allows information to be generated based
on selected service statuses.

Other Reports available in this menu include the Tour Summary report providing profit calculations for
each tour or booking, and a Product Analysis report showing statistical data per service.

The remaining Operational Reports available are the Voucher List report which will generate voucher
based data and the Arrival Departure report which provides an accurate detail of arrival and/or depar-
ture information per service.

In this chapter ...

Tour Summary Report . 14
Service Status Report ... ... 19
Product Analysis Report ... . . 25
Voucher List Report ... . . 31
Arrival / Departure Report ... . 38
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CHAPTER 2 | Operations Reports

Tour Summary Report

The Tour Summary Report displays profit calculations for each tour or booking loaded as per the criteria
selected and includes a financial summary of each tour.

Tour Summary Report results are dependant on the selections available and can be used as a control
report to produce a list of:

» Non Invoiced bookings.

»  Under Invoiced bookings.

»  Bookings with outstanding Invoices.

When the report is run to View or PDF, the information available within the generated report is the:

»  (Booking) Status.

»  Agent (Code).

»  (Booking) Reference.

»  Booking Name.

»  (Booking) Consultant.

»  Date Entered.

»  Travel Date.

»  Pax (Count).

»  Escorts, Drivers and Guides (Counts).

»  Currency.

»  Cost (Amount).

» Agent (Amount).

» Commission (Amount).

» Profit Value.

» Profit PC (%).

» Invoiced (Amount).

»  Receipted (Amount).
When running the report to a CSV file the Booking Analysis 1-6 fields are also available.
The report can be generated with the following parameters:

»  Order By.

» Balances Currency (Base, or Booking Currency).

» Invoice Status.

»  Show Cost (Yes or No).

» Show Tax (Yes or No).

» Output IATA Code (Yes or No).

» Tax Inclusive (Yes or No).

» Show Sell as Cost (Yes or No).

14 | i ©Tourplan, 2023
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r N
Example Report:

Tour Summary Report by Status

Status KK Confirmed

Status Agent Reference Booking Name Consult Date Entered Travel Date Pax EDG Currency Cost Agent Commission  Profit Value ProfitP C Inveiced Receipted

KK AGALAX NZFI104636 Campbell PNJ 13-Nov-2024 16-Now-2024 2 O NZD 367.50 466.54 43.54 59.44 27.06 486.54 456.94

KK KOLBAS NZFI104861 Derby Family GVE 18-Feb-2025 01-Jul-2025 4 0 NZD 1,125.00 1.350.00 0.00 225.00 20.00 0.00 0.00

KK AGALAX NZFI104635 Galloway/Herton Party GR8 0&-Nov-2024 12-Dec-2024 4 0 NZD 46,852.24 54,199.00 0.00 7.346.76 15.68 54,199.00 54,199.00

KK OUSCHI NZFIID4SS2  Hancock Mr/Mrs H 3 11Sep2024  0Bul-2025 4 onzD 034384 1234128 0.00 195734 1831 000 000

KK ANZYVR NZFIIG4S21  Petersen Mr PjMrsT GRE  25Mar2024  22-May2025 2 onzD 034354 1234128 0.00 199734 1931 000 .00

KK AGALAX NZFI104641 Quiggley PNJ 28-Jan-2025 30-Mar-2025 2 0 NZD 187.04 15277 1657 -3427 -1832 0.00 0.00

KK ANZYVR NZFI104616 Robertson Mr & Mrs M GRB. 14-May-2025 30-Jun-2025 2 0 NZD 29232 29232 0.00 0.00 0.00 0.00 0.00

KK AGALAX NZFI104680 Shepard Mr & Mrs B PNJ 01-Aug-2022 01-Aug-2025 3 0 NZD 407.64 52472 5830 17.08 2872 0.00 0.00

KK ALWSAR NZFI104638  Tomlinson GR8 26-Nov-2024 18-Dec-2024 2z 0 NZD 1,958.13 2,059.36 0.00 101.23 5.17 0.00 0.00
Total for Status 24 0 NZD 71.877.75 83,727.67 125.21 11,849.52 1643 54,665.94 54,665.94

Report Total 24 0 NZD 7187775 8372767 12521 11,839.52 1649 5366554 5466594

Report Parameters

Order 8y Booking Status

Booking Status KK

Travel Date From  01-Now-2024

Travel Date To 31-Aug-2025

Branch NZ

Department. FI

Show Cost. Yes

Show Tax No

Output IATA Code. No

Tax Inclusive Yes

Show Sell As Cost  No

Ealances Currency Base

Invoice Status All

Report generated from Tourplan 31 Oct 2024 22:00:18 by PA-DAN MARTIN

\ J

Generating a Tour Summary Report

From the Home menu, select Home > Reports > Operations Reports > Tour Summary.

2. On the blank Tour Summary Parameters screen, the Booking Tab will open. Select the required
parameters for the Tour Summary Report.

NOTE: There are 2 tabs available to select parameters from. They are: Booking Tab and Ana-
lysis Tab (Booking & Agent).

3. Check the Completed Screens.

Click on the Other Tab. Select how the results are to be ordered and filtered in the report from the
dropdown selections or checkboxes available.

5. Select how you want the report to display.
a. Toview the report, click View.
b. To Download the report to a PDF file, click Download PDF.

c. To Download the report to a CSV file, click Download CSV.

©Tourplan, 2023 i | 15
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About Tour Summary Parameter Fields

16 | )

Booking Tab

Tour Summary Parameters

DOWNLOAD €SV DOWNLOAD PDF m

BOOKING ANALYSTS OTHER

PERIOD FROM
PERIOD TO

TRAVEL DATE FROM
TRAVEL DATE TO
DATE ENTERED FROM
DATE ENTERED TO
AGENT FROM
AGENT TO

MASTER AGENT FROM

MASTER AGENT TO

BOOKING STATUS

¥ AL

' CANCELLED

# CANCELLED WITH COST
+ CONFIRMED

' DEPOSIT INVOICE

' FINALISED

' INVOICED

' QUOTATION

v LAST WORKED BY
v BOOKING TYPE All hooking types v
=) LAST SERVICE DATE FROM =
=) LAST SERVICE DATE TO =
=) LAST WORKED DATE FROM i)
=) LAST WORKED DATE TO i)
v BOOKING REF FROM
v BOOKING REF TO
v CURRENCY v
v CONSULTANT -
BRANCH DEPARTMENT
¥ ALL ¥ ALL
+ ADMINISTRATION + ADMINISTRATION
+ AUSTRALIAN OFFICE # COASTAL EXCURSIONS
+ BALANCE SHEET « FIT
+ NZ OFFICE + GROUPS
+ ONLINE SALES + INCENTIVES

" UNASSIGNED ' INTERNET FIT

' USA OFFICE + SERIES TOURS
+ SHORE EXCURSIONS
+ SPECIAL GROUPS

# UNASSIGNED

-

Period From/To

Travel date within financial accounting period (or range of).

Travel Date From/To

Booking header travel date (or range of).

Date Entered From/To

Booking date entered date (or range of).

Agent From/To

Booking agent range available from the dropdown selection.
Master Agent From/To

(Debtor) Master agent range available from the dropdown selection.

Last Worked By

Service last worked by - type the full name (correctly spelt) of the Tourplan user.

Booking Type
Dropdown selection available for:

»  All booking types (default).
» FITS.
»  Groups.

Last Service Date From/To

Booking header last service date (or range of).
Last Worked Date From/To

Booking header last worked date (or range of).
Booking Ref From/To

Booking reference (or range of).

©Tourplan, 2023
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Currency

Dropdown selection of available booking currencies.
Consultant

Dropdown selection for booking consultants name and initials.
Booking Status

Multi select options for available booking header statuses.
Branch

Multi select options for available (booking reference) branches.
Department

Multi select options for available (booking reference) departments.

NOTE: Service Status, Branch and Departments showing in the screen captures above are for training pur-
poses. User company systems will reflect users organisational requirements.

( )

Analysis Tab (Booking and Agent Analysis)
T € €

Tour Summary Parameters

BOOKING m OTHER

+

-+

+

-_— BOOKING TYPE

¥ ALL

' CONFERENCE

+ FAM TRIP

+ INCENTIVE

' PACKAGE

' SERIES

' SPECIAL INTEREST

' TAILOR MADE/BESPOKE

MARKUP M/A

AGENT TYPE

CONSORTIUM

s

v

PAX NATIONALITY
« ALL
+ ARGENTINA
+ AUSTRALIA
+ CANADA
+ CHINA
+ COSTARICA
¥ CZECHIA
+ FRANCE

DOC'S STATUS

REGION

RATE GROUP

W

SOURCE
¥ ALL
' ADVERTISEMENT
+ BROCHURE
+ DIRECT
' INTERNET
' TRAVEL AGENT
« TRAVELLED BEFORE
' UNASSIGNED

REASON REFUSED

PAYMENT TERMS

SALES REP

©Tourplan, 2023
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Booking Analysis Codes 1-6

The top 6 Analysis fields are the Booking Analysis Codes.
Agent Analysis Codes 1-6

The bottom 6 Analysis fields are the Agent Analysis Codes.

Multi select list of Analysis codes can be used to refine the report if necessary. To expand the fields use the
+, and to minimise the analysis list use the -.

NOTE: Analysis codes in the above screen capture are used for training purposes. Users company sys-
tems will have analysis fields and codes unique to their organisational requirements.

IR
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-

Other Tab

BOOKING ANALYSIS ':i i‘

ORDER BY Booking Status v
BALANCES CURRENCY Base v
INVOICE STATUS All v
' SHOW COST
SHOW TAX
OUTPUT IATA CODE
' TAXINCLUSIVE

SHOW SELL AS COST

(&

Order By
Report data can be selected by using the dropdown to order data by:

»  Booking Status (system defaults to this setting).
» Travel Date.
»  Agent, Travel Date.
»  Agent, Date Entered.
» Agent, Booking Status.
»  Agent, Booking Name.
»  Booking Status, Travel Date.
»  Date Entered.
»  Booking Name.
»  Booking Reference.
»  Branch, Department, Booking Status.
»  Branch, Department, Booking Name.
Balances Currency
Selection of base currency or booking currency is available (Base is defaulted).
Invoice Status
Dropdown selection where results can be returned for:
» All (default setting).
”  Not Invoiced.
»  Under Invoiced.
» Over Invoiced.
»  Qutstanding.
Show Cost
Checkbox to show service cost.
Show Tax
Checkbox to show service tax.
Output IATA Code
Checkbox to include IATA Code attached to the agent.
Tax Inclusive
Checkbox to show tax inclusive.

Show Sell as Cost

Checkbox to show the service sell amount as the cost amount.

©Tourplan, 2023
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Service Status Report

The Service Status report provides detailed information of individual services used over a given service
date range or travel date range. The report can be used as a control to list which suppliers have not respon-
ded to requests, or to identify which services are still wait listed etc.

This report includes the following information:

»  (Service) Status.

»  Supplier (Code).

»  Service Date.

»  Date Entered.

»  Service (Type).

»  Location (Code).

»  (Product) Code.

»  Booking Name.

»  (Booking) Reference Number.

»  (Booking) Status.

»  Pax (Count).

» Second Charge Unit (Quantities).
»  Escort, Driver and Guide (Counts)
»  Agent (Code).

»  Consultant (Name).

»  Room Configuration.

Data can be set to order by one of the following:

»  Service Status.

»  Supplier.

»  Date Entered.

»  Booking Reference.
»  Consultant.

»  Service Date.

NOTE: If user companys are using services within packages, selection to exclude package services is also
available.

In the generated Service Status Report example below, the report has been ordered by Service Status,
and date filters of Travel Date From 01 April 2024, and Travel Date To 15 April 2024. The service date
has the same dates defined as the Travel Date From and To. The report has been selected for Accom-
modation Services, and will include Package Services.

©Tourplan, 2023 i | 19
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( )\
Service Status Report by Service Status
Status KA Conf from Allacstion
Status Supplier Service Date  DateEntered  Service Loc  Code  Booking Name Reference  Status Pax  SCU Escort Driver Guide Agent Consultant Room Configuration
KA HMERAD] 14-Apr2024  OSApr2024  AC  AKL  ROH  HemsieyMr/MrsA USSEI08531 K 2 o o 0 OVSCHI Geert 1 Deusie
KA MILRDI 15Apr2024  O5Apr2024  AC ROT  ROH  HemsleyMrlMrsA USSEI08521 K z z o 0 0 OVSCHI Geaff 1 Double
Status nE Not Booked
Status Supplier Service Date  DateEntered  Service Loc  Code  Booking Name Reference  Status Pax  SCU Escort Driver Guide Agent Comsultant Reom Configuration
NS HERADT 10-Apr2024  OBApr2024  AC AKL  ACH  Moere Mr/Mirs G NZSE10S52E KK z 0 0 0 ANZYVR Geoff 1 Double
NB HERAD! 10-Apr2024  05-Apr2024  AC AKL  ROH zf:j”' NewZealand -1082Y \7cpioasy Kk 2 ) 0 SUNEKG Gaoff 1 Double. 1 Single
NS MILROT 11Apr2024  O5Apr2024  AC  ROT  ROH  Moore Mr/Mirs G NZSEID452E KK 2 z o ] 0 ANZYVR Geoff 1 Double
NB MILROT 11-Apr-2024  05-Apr2024  AC ROT  ROH :::: of NewZealand 1003y \eripaszy kK 2 2 1 0 SUNBKG GaoF 1 Deuble, 2 Singles
N2 QHECDI 13-Apr2024  OSApr2024  AC  CHC  ROH  Mocrs MrfMrsG NISE104528 KK 2 2 o o 0 ANZVUR Gaort 1Doubie
NE QMECOl 1:AprI0zé  OSApr2zé AT CHC  ROW oo NEWESHnS OB woopigiy 2 2 o 0 SUMEKS Geort 1 Doubie, 1 Single
NS HERADT 14Apr2024  O5Apr2024  AC AKL  ROH  WellsMr&MrsG USSE104525 IN z 0 0 0 OVSCHI Geoff 1 Double
NE HERAD! 15-Apr2024  05-Dec:2024  AC AKL  ROH zf::“' NewZealand -1002Y \7ceinasas ki 0 1 ) 0 SUNEKG Geof 15ingle
NE  KGHGOT 13Apr2024  OBApr2024  AC GMN  ACH  Moere Mr/Mirs G NZSE10S52E KK z 0 0 0 ANZYVR Geoff 1 Double
PBest of New Zesland - 10 Day
NB KGHGO! 15-Apr-2024  05-Apr2024  AC GMN  ROH Cu:::“ e peslan: Y NZSE104527 KK 2 1 1 0 SUNEKG Gaoff 1 Double. 2 Singles
NE MILROT 15Apr2028  OSApr2024  AC ROT  ROM  WelMrE MG UssEI0as2s I z z o o 0 OVSCHI Geo't 1 Double
Report Parameters
Orsaray Sarvice Status
Travel Date From Q1-4pr2024
Travel Date To 152pr-2024
Seruica Dane From 01-apr-2024
Servica Date To 15-Apr-2024
Service Status AK. AR AW, IS, IT. KA, KF. KK, NE. OF. PA_FS, Q0. RQ, UC. WL XC. X
Service A
Exciuds Packags Services No
Report generated from Tourplan 15 Mar 2024 21:07:32 by PA-DIAN MARTIN
(¥ J

Setting Service Status Report Parameters

From the Home menu, select Home > Reports > Operations Reports > Service Status.

On the blank Service Status Parameters screen, the Service Tab will open. Select the required
parameters for the Service Status Report.

NOTE: There are 4 tabs available to select parameters from. They are: Booking Tab, Analysis
Tab (Booking & Agent), Service Tab and Analysis Tab (Product & Supplier).

Check the completed screens.
Click on the Other Tab. Select how the services are to be ordered in the report from the dropdown

selection.

Select how the report is to be displayed.

a. Toview the report, click View.

b. To Download the report to a PDF file, click Download PDF.

c. To Download the reportto a CSV file, click Download CSV.
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About Service Status Parameter Fields

( B
Booking Tab
Service Status Parameters m
ANALYSIS SERVICE ANALYSIS OTHER
PERIOD FROM v LAST WORKED BY
PERIOD TO v BOOKING TYPE All booking types v
TRAVEL DATE FROM ) LAST SERVICE DATE FROM =)
TRAVEL DATE TO % LAST SERVICE DATE TO g
DATE ENTERED FROM % LAST WORKED DATE FROM g
DATE ENTERED TO B LAST WORKED DATE TO =)
AGENT FROM v BOOKING REF FROM
AGENTTO v BOOKING REF TO
MASTER AGENT FROM v CURRENCY v
MASTER AGENT TO v CONSULTANT v
BOOKING STATUS BRANCH DEPARTMENT
¥ AL ¥ Al ¥ AL
' CANCELLED + ADMINISTRATION ' ADMINISTRATION
# CANCELLED WITH COST + AUSTRALIAN OFFICE + COASTAL EXCURSIONS
+ CONFIRMED ' BALANCE SHEET « FIT
+ DEPOSIT INVOICE ' NZOFFICE ' GROUPS
' FINALISED ' ONLINE SALES ' INCENTIVES
+ INVOICED ' UNASSIGNED ' INTERNET FIT
+ QUOTATION ' USA OFFICE ' SERIES TOURS
' SHORE EXCURSIONS
+ SPECIAL GROUPS
+ UNASSIGNED
(& J

Period From/To

Travel date within financial accounting period (or range of).

Travel Date From/To

Booking travel date (or range of).
Date Entered From/To
Booking header date entered.

Agent From/To

Booking agent range available from the dropdown selection.

Master Agent From/To

(Debtor) Master Agent range available from the dropdown selection.

Last Worked By

Service last worked by - type the full name (correctly spelt) of the Tourplan user.

Booking Type
Dropdown selection available for:

»  All booking types (default).
» FITS.
»  Groups.

Last Service Date From/To

Booking header last service date (or range of).

Last Worked Date From/To

Booking header last worked date (or range of).

Booking Ref From/To

Full booking reference (or range of).
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Currency

Dropdown selection of available currencies.

Consultant

Dropdown selection for booking consultants name and initials.
Booking Status

Multi select options for available booking header statuses.
Branch

Multi select options for available (booking reference) branches.
Department

Multi select options for available (booking reference) departments.

NOTE: Booking Status, Branch and Departments showing in the screen captures above are for training pur-
poses, users company systems will reflect users organisational requirements.

( )
Analysis Tab (Booking and Agent Analysis)
BOOKING m SERVICE ANALYSIS OTHER
—_ BOOKING TYPE PAX NATIONALITY SOURCE
¥ AL T T =
+ CONFERENCE ' ARGENTINA + ADVERTISEMENT
' FAM TRIP ' AUSTRALIA + BROCHURE
+ INCENTIVE + CANADA + DIRECT
+ PACKAGE ' CHINA + INTERNET
+ SERIES ' COSTARICA  TRAVEL AGENT
" SPECIAL INTEREST ' CZECHIA « TRAVELLED BEFORE
+ TAILOR MADE/BESPOKE ¥ o FRANCE * & UNASSIGNED <
+ MARKUP M/A v DOC'S STATUS v REASON REFUSED v
+ AGENT TYPE v REGION v PAYMENT TERMS v
+ CONSORTIUM v RATE GROUP v SALES REP v
\ J

Booking Analysis Codes 1-6

The top 6 Analysis fields are the Booking Analysis codes.
Agent Analysis Codes 1-6

The bottom 6 Analysis fields are the Agent Analysis codes.

Multi select list of Analysis codes can be used to refine the report if necessary. To expand the fields use the
+, and to minimise the analysis list use the -.

NOTE: Analysis codes in the above screen capture are used for training purposes. Users company sys-
tems will have analysis fields and codes unique to their organisational requirements.
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‘ BOOKING H ANALYSIS

SUPPLIER FROM SERVICE DATE FROM

SUPPLIER TO SERVICE DATE TO

MASTER SUPPLIER FROM DATE ENTERED FROM

MASTER SUPPLIER TO DATE ENTERED TO

CODE FROM VOUCHER FROM 0
CODETO VOUCHER TO 99,999,999

LOCATION

SERVICE STATUS SERVICE

¥ ALL « AL

' AMENDED FROM KK ' ACCOMMODATION
+ AMENDED FROM RQ + ACTIVITY

+ AMENDED FROM WL ' CANCELLATION FEE
' CANCELLED ' CRUISE

' CANCELLED - CHARGE  ENTRANCE FEE

' CONF FROM ALLOCATION ' FLGHT

' CONFIRMED + GUIDE

+ CONFIRMED FREESALE + ITINERARY TEXT
' INITIAL STATUS + MEAL

' ITNERARY ONLY ' PACKAGE

+ NOT BOOKED  RENTAL VEHICLE
+ ON REQUEST ' SIGHTSEEING/DAY TOUR
+ OPTIONAL SERVICE ' SUNDRY

' PACKAGE SERVICE ' SURCHARGE FEE

' PARTIAL ALLOCATION + TRANSFER

Supplier From/To

Supplier range available from the dropdown selection.
Master Supplier From/To

Master Supplier range available from the dropdown selection.
Code From/To

(Product) Code.

Location

Location code, selectable options are available in the dropdown.
Service Date From/To

The service line date (or range of).

Date Entered From/To

Service date entered (or range of).

Voucher From/To

The voucher number from and to. This will default to: From = 0 and To = 99,999,999 which will out put all
vouchers that meet the selection criteria. Selection of specific voucher numbers (or range of) can be made.

Service Status

Multi select options for available service statuses.
Service (Type)

Multi select options for available service types.

NOTE: Service Statuses and Services showing in the screen captures above are for training purposes.
User company's systems will reflect users organisational requirements.
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servic status Parameters T D €

‘ BOOKING H ANALYSIS H SERVICE m OTHER |

—_ SUPPLIER TYPE REGION ELECTRONIC PAY FLAG

¥ AL AL = v

' ACCOMMODATION + AUCKLAND ¥ ELECTRONIC FUNDS TRANSFER
# SIGHTS/MEALS/ACTIVITY/ENTRY « BANKS PENINSULA ' UNASSIGNED
« TRANSPORT « BAY OF PLENTY
" UNASSIGNED " CANTERBURY
+ CENTRAL OTAGO
+ COROMANDEL
 EAST COAST NORTH ISLAND

SUPPLIER CHAIN v BRAND WITHIN CHAIN INTERNAL RATING

SERVICE CATEGORY v PASS TYPE ANALYSIS 3

ANALYSIS 4 s ANALYSIS 5 ANALYSIS 6

Supplier Analysis Codes 1-6
The top 6 Analysis fields are the Supplier/Creditor Analysis codes.
Product Analysis Codes 1-6

The bottom 6 Analysis fields are the Product/Service Analysis codes.

Multi select list of Analysis codes can be used to refine the report if necessary. To expand the fields use the
+, and to minimise the analysis list use the -.

NOTE: Analysis codes in the above screen capture are used for training purposes. Users company sys-
tems will have analysis fields and codes unique to their organisational requirements.

seric status Parameter D D €

‘ BOOKING H ANALYSIS H SERVICE H ANALYSIS ‘m

ORDER BY Service Status hd

EXCLUDE PACKAGE SERVICES

Order By
Dropdown selection to order the results of the service status report. Selection includes:

»  Service Status.

»  Supplier.

»  Date Entered.

»  Booking Reference.
»  Consultant.

»  Service Date.

Exclude Package Services

Checkbox to exclude services included in packages.
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Product Analysis Report
This report shows the details of service usage, such as the number of pax per service and the number of
rooms and night. The report includes the product cost, agent and retail prices per service.
The Product Analysis Report is commonly used for rate negotiations and bed/night statistics.

This report includes the following information:

»  Agent (Code).

»  Supplier (Code).

»  Location (Code).

»  Service (Type).

»  (Product) Code.

»  (Product) Description.

»  Service Date.

»  Pax (Adult - Count).

»  Child (Count).

»  Quantity (of Product - SCU).
» Total (Count - Pax x SCU).
»  Number (of Rooms - Accommodation).
»  Nights (Count).

»  Currency.

»  (Service) Cost.

»  (Service) Agent Amount.
»  (Service) Retail Amount.
»  (Booking) Reference.

»  Booking Name.

»  (Booking) Status.

» Travel Date.

» Voucher (Number).

Report Parameters can be selected to:

»  Consolidate Pro-Rated Packages (Yes or No).

> Include Child Share in Child Counts (Yes or No).
»  Show Tax Exclusive Values (Yes or No).

»  Show Costs (Yes or No).

v

Example Report:

Product Analysis Report by Supplier

Supplier  CAHCOT  Commeders Airpe)
Agent SupplierLoc  Srv  Code
AGALAX CAHCD! CHC AT mOH
AGAVC CAHCD! CHC AT ROH
AGALAX CAMCD1 CHC  AC  ROH S
AGAMNC CAHCDI CHC AT ROH S

Qy Total  Rms Nights Currency Cost Agent Retail Reference  Booking Name Status Travel Date
1 z 1 1hzD 24375 1089 24521 NZFTI0 s n = 03754
1hz0 24875 ELEY 24520 NZFTI0%681 M T 8 Mrs K W esee20s 1076

1hzD 24975 080 24521 NIFIIOSS0 Manson Mr & Mrs W ieSep2024 10378

1Nz 24575 3088 34521 NZFII04E91

w 1652024 103756

B = 4 4 nzD s95.04 124276 138084

3 = 3 4 NZD 53504 124276 135084

Report Parameters

Order 2y Suppier
caren
casicon
01-5epr2024
30-5ep2024

FEFEEER

esailed

Report generated from Tourplan 1 Aug 2024 0D:40:12 by FA-DAN MARTIN
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Generating a Product Analysis Report

1. From the Home menu, select Home > Reports > Operations Reports > Product Analysis.

2. On the blank Product Analysis Parameters screen, the Service Tab will open. Select the required
parameters for the Product Analysis Report.

NOTE: There are 4 tabs available to select parameters from. They are: Booking Tab, Analysis
Tab (Booking & Agent), Service Tab and Analysis Tabs (Product & Supplier).

3. Check the Completed Screens.

Click on the Other Tab. Select how the results are to be ordered and filtered in the report from the
dropdown selections or checkboxes available.

5. Select how the report is to be displayed.
a. Toview the report, click View.
b. To Download the report to a PDF file, click Download PDF.

c. To Download the report to a CSV file, click Download CSV.

About Product Analysis Parameter Fields

( )

Booking Tab

DOWNLOAD CSV DOWNLOAD PDF m

Product Analysis Parameters

BOOKING ANALYSTS SERVICE

ANALYSIS OTHER

PERIOD TO

TRAVEL DATE FROM
TRAVEL DATE TO
DATE ENTERED FROM
DATE ENTERED TO
AGENT FROM
AGENT TO

MASTER AGENT FROM

MASTER AGENT TO

BOOKING STATUS

¥ ALL

' CANCELLED

' CANCELLED WITH COST
' CONFIRMED

+ DEPOSIT INVOICE

' FINALISED

+ INVOICED

PERIOD FROM v

LAST WORKED BY

v BOOKING TYPE

LAST SERVICE DATE FROM

LAST SERVICE DATE TO

LAST WORKED DATE FROM

LAST WORKED DATE TO

BOOKING REF FROM

BOOKING REF TO

CURRENCY

LSRR SEE SRE §

CONSULTANT

BRANCH

+ ALL

+ ADMINISTRATION
' AUSTRALIAN OFFICE
+ BALANCE SHEET

' NZOFFICE

' ONLINE SALES

' UNASSIGNED

All booking types

DEPARTMENT

¥ ALL

+ ADMINISTRATION
' COASTAL EXCURSIONS
« FIT

' GROUPS

' INCENTIVES
' INTERNET FIT

i I e e

' USA OFFICE

' SERIES TOURS

+ QUOTATION
' SHORE EXCURSIONS
' SPECIAL GROUPS

+ UNASSIGNED

(¥ J

Period From/To

Travel date within financial accounting period (or range of).
Travel Date From/To

Booking travel date (or range of).

Date Entered From/To

Booking date entered.

Agent From/To

Booking agent range available from the dropdown selection.
Master Agent From/To

(Debtor) Master Agent range available from the dropdown selection.
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Last Worked By

Service last worked by - type the full name (correctly spelt) of the Tourplan user.
Booking Type

Dropdown selection available for:

»  All booking types (default).
» FITS.
»  Groups.

Last Service Date From/To

Booking header last service date (or range of).

Last Worked Date From/To

Booking header last worked date (or range of).

Booking Ref From/To

Booking reference (or range of).

Currency

Dropdown selection of available currencies.

Consultant

Dropdown selection for booking consultants name and initials.
Booking Status

Multi select options for available booking header statuses.
Branch

Multi select options for available (booking reference) branches.
Department

Multi select options for available (booking reference) departments.

NOTE: Service Status, Branch and Departments showing in the screen captures above are for training pur-
poses. Users company systems will reflect users organisational requirements.

e N
Analysis Tab (Booking and Agent Analysis)
BOOKING m SERVICE ANALYSIS OTHER
- BOOKING TYPE PAX NATIONALITY SOURCE
¥ AL T S v 2
' CONFERENCE ' ARGENTINA ' ADVERTISEMENT
+ FAM TRIP ' AUSTRALIA + BROCHURE
+ INCENTIVE ' CANADA + DIRECT
' PACKAGE ' CHINA + INTERNET
+ SERIES ' COSTARICA + TRAVEL AGENT
' SPECIAL INTEREST ' CZECHIA + TRAVELLED BEFORE
' TAILOR MADE/BESPOKE ~ o FRANCE T & UNASSIGNED -
+ MARKUP M/A v DOC'S STATUS v REASON REFUSED v
+ AGENT TYPE v REGION v PAYMENT TERMS v
+ CONSORTIUM v RATE GROUP v SALES REP v
(& J

Booking Analysis Codes 1-6

The top 6 Analysis fields are the Booking Analysis codes.
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Agent Analysis Codes 1-6

The bottom 6 Analysis fields are the Agent Analysis codes.

Multi select list of Analysis codes can be used to refine the report if necessary. To expand the fields use the
+, and to minimise the analysis list use the -.

NOTE: Analysis codes in the above screen capture are used for training purposes. Users company sys-
tems will have analysis fields and codes unique to their organisational requirements.

4 1\

BOOKING ANALYSIS IH I E Hi ANALYSIS OTHER

SUPPLIER FROM v SERVICE DATE FROM g

SUPPLIERTO v SERVICE DATE TO i)

MASTER SUPPLIER FROM v DATE ENTERED FROM i)

MASTER SUPPLIER TO v DATE ENTERED TO g

CODE FROM VOUCHER FROM [

CODETO VOUCHER TO 99,999,999

LOCATION hd

SERVICE STATUS SERVICE

+ AL - ¥ ALL -

+ AMENDED FROM KK + ACCOMMODATION

" AMENDED FROM RQ ' ACTIVITY

+ AMENDED FROM WL + CANCELLATION FEE

+ CANCELLED ' CRUISE

" CANCELLED - CHARGE ' ENTRANCE FEE

+ CONF FROM ALLOCATION ' FLIGHT

+ CONFIRMED ' GUIDE

" CONFIRMED FREESALE ' ITINERARY TEXT

+ INITIAL STATUS + MEAL

+ ITNERARY ONLY ' PACKAGE

+ NOT BOOKED ' RENTAL VEHICLE

+ ON REQUEST ' SIGHTSEEING/DAY TOUR

+ OPTIONAL SERVICE ' SUNDRY

" PACKAGE SERVICE ' SURCHARGE FEE

+ PARTIAL ALLOCATION - + TRANSFER -
- J
Supplier From/To

Supplier range available from the dropdown selection.
Master Supplier From/To

Master Supplier range available from the dropdown selection.
Code From/To

(Product) Code.

Location

Location code, selectable options are available in the dropdown.
Service Date From/To

The service line date (or range of).

Date Entered From/To

Booking service date entered (or range of).

Voucher From/To

The voucher number from and to. This will default to: From = 0 and To = 99,999,999 which will out put all
vouchers that meet the selection criteria. Selection of specific voucher numbers (or range of) can be made.

Service Status

Multi select options for available service statuses.
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Service (Type)
Multi select options for available services.

NOTE: Service Status, and Services showing in the screen captures above are for training purposes.
Users company systems will reflect users organisational requirements.

‘ BOOKING H ANALYSIS H SERVICE M QTHER ‘

-_— SUPPLIER TYPE REGION ELECTRONIC PAY FLAG

+ ACCOMMODATION ' AUCKLAND ' ELECTRONIC FUNDS TRANSFER

¥ AL ¥ AL i ¥ AL

' SIGHTS/MEALS/ACTIVITY/ENTRY ' BANKS PENINSULA ' UNASSIGNED
+ TRANSPORT + BAY OF PLENTY
+ UNASSIGNED ' CANTERBURY

' CENTRAL OTAGO

+ COROMANDEL

' EAST COAST NORTH ISLAND

SUPPLIER CHAIN BRAND WITHIN CHAIN INTERNAL RATING

SERVICE CATEGORY PASS TYPE ANALYSIS 3

ANALYSIS 4 ANALYSIS 5 ANALYSIS 6

Supplier Analysis Codes 1-6
The top 6 Analysis fields are the Supplier/Creditor Analysis codes.
Product Analysis Codes 1-6

The bottom 6 Analysis fields are the Product/Service Analysis codes.

Multi select list of Analysis codes can be used to refine the report if necessary. To expand the fields use the
+, and to minimise the analysis list use the -.

NOTE: Analysis codes in the above screen capture are used for training purposes. Users company sys-
tems will have analysis fields and codes unique to their organisational requirements.

BOOKING H ANALYSIS H SERVICE H ANALYSIS |m

ORDER BY Supplier s

BALANCES CURRENCY Base ~

OUTPUT STYLE Detailed ~

CONSOLIDATE PRO-RATED PACKAGES
CHILD SHARES IN CHILD COUNTS
TAX EXCLUSIVE VALUES

+ SHOW cosT

Order By
Drop-down selection to order data in the report by one of the following:
»  Supplier (Default).
»  Supplier, Agent.
»  Agent, Supplier.
»  Supplier, Branch, Department.
»  Location, Supplier.
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»  Agent, Branch, Department.
»  Location, Agent.

Balances Currency
Dropdown selection to output the services in:

»  Base Currency (Default).
»  Service Cost Currency.

A

> Service Sell Currency.

v

> Foreign Currency.

Output Style

There are 4 output style selections available from the dropdown:
> Detailed (Default).

»  Product (Option) Summary.

»  Daily Totals.
» Totals.

A

Consolidate Pro-Rated Packages

If a product is configured to pro-rated within packages, this checkbox allows the Product Analysis Report to

consolidate pro-rated packages.

Child Shares in Child Counts

Checkbox to include Child Share children in the child count.
Tax Exclusive Values

Checkbox to display pricing excluding Tax.

Show Costs

Checkbox to suppress or display Cost Prices on the report.
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Voucher List Report

The Voucher List Report lists the vouchers for services that are recognised as liabilities by the system
based on their service status and the status of the booking. The report can run a variety of selected date
ranges. Reports can be produced for 'All' vouchers, or specifically for either 'Open' or 'Closed' vouchers.
Selection can be made to output the voucher list by currency.

This report is used as a control report to show what has been invoiced by Suppliers and whether there is
anything outstanding for each voucher.

Used as part of the month end procedures to determine the amount to accrue for outstanding cost of sales.

It is also commonly run historically to determine if any outstanding amounts are never going to be invoiced
for and can therefore be taken up as additional profit.

e )
Example Voucher List Report:
Voucher List Report by Currency
Report Parameters

| J

The Voucher List Report includes the following information:

»  Currency.

»  Supplier (Code).

»  Booking (Reference).

»  (Booking) Status.

»  Service Date.

»  Booking Name.

»  Travel Date.

» Voucher (Number).

»  Voucher (Status).

»  Service (Type).

» Voucher:
»  Nett (Amount).
» Tax (Amount).
»  Gross (Amount).

» Invoice:
»  Nett (Amount).
» Tax (Amount).
»  Gross (Amount).
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»  Qutstanding:
»  Nett (Amount).
» Tax (Amount).
»  Gross (Amount).

Report Parameters can include:
»  Order By (Report data order can be selected e.g. Branch, Department and Reference).
> Qutput Style (Detailed or by Totals).

» Report Currency by (Base or Voucher Currency).
»  Show Vouchers (All, Open, or Closed).

v

Generating a Voucher List Report

From the Home menu, select Home > Reports > Operations Reports > Voucher List.

2. Onthe blank Voucher List Parameters screen, the Service Tab will open, select the required para-
meters for the Voucher List report.

NOTE: There are 4 tabs available to select parameters from. They are: Booking Tab, Analysis
Tab (Booking & Agent), Service Tab and Analysis Tab (Product & Supplier).

3. Check the completed screens.

Click on the Other Tab. Select how the results are to be ordered and filtered in the report from the
dropdown selections or checkboxes available.

5. Select how the report is to display.
a. Toview the report, click View.
b. To Download the report to a PDF file, click Download PDF.

c. To Download the report to a CSV file, click Download CSV.
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About Voucher List Parameter Fields

(.

-
Booking Tab
Voucher List Parameters Cme ) (e @R
m ANALYSIS SERVICE ANALYSIS OTHER
PERIOD FROM v LAST WORKED BY
PERIOD TO v BOOKING TYPE All booking types
TRAVEL DATE FROM =) LAST SERVICE DATE FROM =)
TRAVEL DATE TO =) LAST SERVICE DATE TO =)
DATE ENTERED FROM ) LAST WORKED DATE FROM i)
DATE ENTERED TO ) LAST WORKED DATE TO i)
AGENT FROM v BOOKING REF FROM
AGENTTO v BOOKING REF TO
MASTER AGENT FROM v CURRENCY
MASTER AGENT TO v CONSULTANT
BOOKING STATUS BRANCH DEPARTMENT
¥ ALL ¥ AL + ALL
' CANCELLED /' ADMINISTRATION + ADMINISTRATION
+ CANCELLED WITH COST ' AUSTRALIAN OFFICE + COASTAL EXCURSIONS
+ CONFIRMED ' BALANCE SHEET  FT
' DEPOSIT INVOICE ' NZ OFFICE ' GROUPS
' FINALISED /' ONLINE SALES + INCENTIVES
' INVOICED ¥ UNASSIGNED + INTERNET FIT
' QUOTATION + USAOFFICE + SERIES TOURS
+ SHORE EXCURSIONS
' SPECIAL GROUPS
+ UNASSIGNED

Period From/To

Travel date within financial accounting period (or range of).

Travel Date From/To

Booking travel date (or range of).
Date Entered From/To

Booking date entered (or range of).

Agent From/To

Booking agent range available from the dropdown selection.

Master Agent From/To

(Debtor) Master Agent range available from the dropdown selection.

Last Worked By

Service last worked by - type the full name (correctly spelt) of the Tourplan user.

Booking Type
Dropdown selection available for:

» Al booking types (default).
» FITS.
»  Groups.

Last Service Date From/To

Booking header last service date (or range of).
Last Worked Date From/To

Booking header last worked date (or range of).
Booking Ref From/To

Booking Reference (or range of).
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Currency

Dropdown selection of available currencies.

Consultant

Dropdown selection for booking consultants name and initials.

Booking Status

Multi select options for available booking header statuses.

Branch

Multi select options for available (booking reference) branches.

Department

CHAPTER 2 | Operations Reports

Multi select options for available (booking reference) departments.

NOTE: Service Status, and Branch and Departments showing in the screen captures above are for training
purposes. User company systems will reflect users organisational requirements.

~

Voucher List Parameters

Analysis Tab (Booking and Agent Analysis)

DOWNLOAD €SV DOWNLOAD PDF m

BOOKING m SERVICE

ANALYSTS

OTHER

- BOOKING TYPE
¥ ALL
« CONFERENCE
' FAMTRIP
+ INCENTIVE
+ PACKAGE
' SERIES
+ SPECIAL INTEREST
+ TAILOR MADE/BESPOKE

4+ MARKUP M/A
4+ AGENTTYPE

+ CONSORTIUM

|\

v

PAX NATIONALITY
¥ ALL
« ARGENTINA
' AUSTRALIA
+ CANADA
+ CHINA
+ COSTARICA
+ CZECHIA
+ FRANCE

DOC'S STATUS

REGION

RATE GROUP

v

SOURCE
¥ ALL
« ADVERTISEMENT
« BROCHURE
+ DIRECT
' INTERNET
' TRAVEL AGENT
' TRAVELLED BEFORE
' UNASSIGNED

REASON REFUSED

PAYMENT TERMS

SALES REP

Booking Analysis Codes 1-6

The top 6 Analysis fields are the Booking Analysis codes.

Agent Analysis Codes 1-6

The bottom 6 Analysis fields are the Agent Analysis codes.

Multi select list of Analysis codes can be used to refine the report if necessary. To expand the fields use the
+, and to minimise the analysis list use the -.

NOTE: Analysis codes in the above screen capture are used for training purposes. User company systems
will have analysis fields and codes unique to their organisational requirements.

©Tourplan, 2023



Reports User Manual

‘ BOOKING H ANALYSIS

SUPPLIER FROM SERVICE DATE FROM

SUPPLIER TO SERVICE DATE TO

MASTER SUPPLIER FROM DATE ENTERED FROM

MASTER SUPPLIER TO DATE ENTERED TO

CODE FROM VOUCHER FROM 0
CODETO VOUCHER TO 99,999,999

LOCATION

SERVICE STATUS SERVICE

¥ ALL « ALL

" AMENDED FROM KK ' ACCOMMODATION
+ AMENDED FROM RQ ' ACTIVITY

+ AMENDED FROM WL + CANCELLATION FEE
' CANCELLED ' CRUISE

" CANCELLED - CHARGE ' ENTRANCE FEE

+ CONF FROM ALLOCATION ' FLIGHT

+ CONFIRMED ' GUIDE

" CONFIRMED FREESALE ' ITINERARY TEXT
+ INITIAL STATUS ' MEAL

+ ITNERARY ONLY ' PACKAGE

+ NOT BOOKED ' RENTAL VEHICLE
+ ON REQUEST ' SIGHTSEEING/DAY TOUR
+ OPTIONAL SERVICE + SUNDRY
 PACKAGE SERVICE ' SURCHARGE FEE
' PARTIAL ALLOCATION + TRANSFER

Supplier From/To

Supplier range available from the dropdown selection.
Master Supplier From/To

Master Supplier range available from the dropdown selection.
Code From/To

(Product Option) Code.

Location

Location code, selectable options are available in the dropdown.
Service Date From/To

The service line date (or range of).

Date Entered From/To

Booking service date entered (or range of).

Voucher From/To

The voucher number from and to. This will default to: From = 0 and To = 99,999,999 which will out put all
vouchers that meet the selection criteria. Selection of specific voucher numbers (or range of) can be made.

Service Status

Multi select options for available service statuses.
Service (Type)

Multi select options for available services.

NOTE: Service Status, and Services showing in the screen captures above are for training purposes. User
company systems will reflect users organisational requirements.
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Voucher List Parameters

DOWNLOAD CSV DOWNLOAD PDF

‘ BOOKING H ANALYSIS H SERVICE ‘m

OTHER ‘

-_— SUPPLIER TYPE REGION

VAL =
+ AUCKLAND I

" BANKS PENINSULA

+ AL

+ ACCOMMODATION

' SIGHTS/MEALS/ACTIVITY/ENTRY
+ TRANSPORT + BAY OF PLENTY
' UNASSIGNED ' CANTERBURY

+ CENTRAL OTAGO

+ COROMANDEL

' EAST COAST NORTH ISLAND

SUPPLIER CHAIN s BRAND WITHIN CHAIN

SERVICE CATEGORY v PASS TYPE v

ANALYSIS 4 v ANALYSIS 5 v

Supplier Analysis Codes 1-6
The top 6 Analysis fields are the Supplier/Creditor Analysis codes.
Product Analysis Codes 1-6

The bottom 6 Analysis fields are the Product/Service Analysis codes.

ELECTRONIC PAY FLAG
¥ AL
+ ELECTRONIC FUNDS TRANSFER

' UNASSIGNED

INTERNAL RATING

ANALYSIS 3

ANALYSIS 6

Multi select list of Analysis codes can be used to refine the report if necessary. To expand the fields use the

+, and to minimise the analysis list use the -.

NOTE: Analysis codes in the above screen capture are used for training purposes. Users company sys-
tems will have analysis fields and codes unique to their organisational requirements.

Voucher List Parameters

DOWNLOAD CSV DOWNLOAD PDF

BOOKING H ANALYSIS H SERVICE H ANALYSIS ‘m

ORDER BY Currency

OUTPUT STYLE Detailed

REPORT CURRENCY Base

SHOW VOUCHERS Open

Order By
Dropdown selection to order data in the report by one of the following:
»  Currency (System Default).
»  Currency, Service Date.
»  Branch, Department, Reference.
»  Branch, Department, Service Date.
»  Branch, Department, Supplier.
»  Supplier.
»  Supplier, Service Date.
Output Style
There are 2 output style selections available from the dropdown:
»  Detailed (Default).
» Totals.
Report Currency

There are two options available from the dropdown:
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»  Base (Default).
» Voucher.

Show Vouchers
Selection from this dropdown can include:

» Al (Vouchers).
»  Open (Vouchers) (Default).
» Closed (Vouchers).
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Arrival / Departure Report

38| )

NOTE: The Arrival/Departure Report is designed to be used with the Resource Assignment module. If the
Resource Assignment function is not being used then this report can be used to output basic Pick up/Arrive
- Drop off/Depart information.

It can be used to produce a list of all arrivals/departures for transfer or flight services and can show pax
arrival and/or departure dates for bookings of a certain status, or for a particular agent the booking is for.

Pick up and drop off details as well as any remarks are displayed. If the Resource Assignment module is
being used, then Driver, Guide and Vehicle assignments for the services will also be output.

,

Example Report:

ival Report

orsersy

Report Parameters

Droport Guide

The Arrival/Departure Report includes the following information:

»
»
»
»
»
»
»
»
»
»
»
»
»
»
»

Service Date.

Service Details.

Additional Details.

Pick up/Flight Information.

Arrival (Time).

Agent (Code).

Booking Details.

Names.

Total Pax (Adults + Children/Children Share + Infants).
Drop off/Flight Information.

Drop off (Time).

Resource Assignment Guide (Code).
Resource Assignment Vehicle (Code).
Resource Assignment Driver (Code).
Service Remarks.

Report Parameters can include:

Order By.

Report Type (Arrival or Departure).
Consolidate Bookings.

Show Driver, Vehicle, Guide.

Generating an Arrival or Departure Report

1.
2.

From the Home menu, select Home > Reports > Operations Reports > Arrival/Departure.

On the blank Arrival/Departure Parameters screen, the Service Tab will open. Select the required
parameters for the Arrival/Departure Report.

NOTE: There are 4 tabs available to select parameters from. They are: Booking Tab, Analysis
Tab (Booking & Agent), Service Tab and Analysis Tab (Product & Supplier).
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3. Check the Completed Screens.

Click on the Other Tab. Select how the results are to be ordered and filtered in the report from the
dropdown selections or checkboxes available.

5. Select how the report is to display.
a. Toview the report, click View.
b. To Download the report to a PDF file, click Download PDF.

c. ToDownload the reportto a CSV file, click Download CSV.

About Arrival and Departure Parameter Fields

-
Booking Tab
Arrival / Departure Parameters m
ANALYSIS SERVICE ANALYSIS OTHER
PERIOD FROM v LAST WORKED BY
PERIOD TO v BOOKING TYPE All booking types v
TRAVEL DATE FROM % LAST SERVICE DATE FROM g
TRAVEL DATE TO B LAST SERVICE DATE TO i)
DATE ENTERED FROM ) LAST WORKED DATE FROM =)
DATE ENTERED TO % LAST WORKED DATE TO g
AGENT FROM v BOOKING REF FROM
AGENTTO v BOOKING REF TO
MASTER AGENT FROM v CURRENCY v
MASTER AGENT TO v CONSULTANT v
BOOKING STATUS BRANCH DEPARTMENT
¥ ALL « AL ¥ ALL
" CANCELLED ' ADMINISTRATION « ADMINISTRATION
+ CANCELLED WITH COST  AUSTRALIAN OFFICE + COASTAL EXCURSIONS
+ CONFIRMED + BALANCE SHEET « FIT
« DEPOSITINVOICE ' NZ OFFICE ' GROUPS
+ FINALISED + ONLINE SALES ' INCENTIVES
« INVOICED ' UNASSIGNED ' INTERNET FIT
+ QUOTATION ¥ USA OFFICE ' SERIES TOURS
+ SHORE EXCURSIONS
' SPECIAL GROUPS
' UNASSIGNED
<

Period From/To

Travel date within financial accounting period (or range of).

Travel Date From/To

Booking travel date (or range of).
Date Entered From/To
Booking date entered.

Agent From/To

Booking agent range available from the dropdown selection.

Master Agent From/To

(Debtor) Master Agent range available from the dropdown selection.

Last Worked By

Service last worked by - type the full name (correctly spelt) of the Tourplan user.

Booking Type

Dropdown selection available for:

©Tourplan, 2023

R |3




40 | )

CHAPTER 2 | Operations Reports

»  All booking types (default).
» FITS.
»  Groups.

Last Service Date From/To

Booking header last service date.

Last Worked Date From/To

Booking header last worked date.

Booking Ref From/To

Full booking reference.

Currency

Dropdown selection of available currencies.

Consultant

Dropdown selection for booking consultants name and initials.
Booking Status

Multi select options for available booking header statuses.
Branch

Multi select options for available (booking reference) branches.
Department

Multi select options for available (booking reference) departments.

NOTE: Service Status, and Branch and Departments showing in the screen captures above are for training
purposes. User company systems will reflect users organisational requirements.

|\

~
Analysis Tab (Booking and Agent Analysis)
Arrival | Departure Parameters I -
BOOKING m SERVICE ANALYSIS OTHER
- BOOKING TYPE PAX NATIONALITY SOURCE
¥ AL = = =
' CONFERENCE + ARGENTINA ' ADVERTISEMENT
 FAMTRIP + AUSTRALIA « BROCHURE
' INCENTIVE + CANADA ' DIRECT
' PACKAGE + CHINA ' INTERNET
' SERIES + COSTARICA ' TRAVEL AGENT
' SPECIAL INTEREST ¥ CZECHIA « TRAVELLED BEFORE
' TAILOR MADE/BESPOKE ~  # FRANCE ~ & UNASSIGNED <
+ MARKUP M/A v DOC'S STATUS v REASON REFUSED v
+ AGENT TYPE v REGION v PAYMENT TERMS v
+ CONSORTIUM v RATE GROUP v SALES REP v

Booking Analysis Codes 1-6
The top 6 Analysis fields are the Booking Analysis codes.
Agent Analysis Codes 1-6

The bottom 6 Analysis fields are the Agent Analysis codes.

Multi select list of Analysis codes can be used to refine the report if necessary. To expand the fields use the

+, and to minimise the analysis list use the -.

©Tourplan, 2023



Reports User Manual

NOTE: Analysis codes in the above screen capture are used for training purposes. User company systems
will have analysis fields and codes unique to their organisational requirements.

Arrival / Departure Parameters

DOWNLOAD CSV DOWNLOAD PDF m

ANALYSIS H OTHER ‘

‘ BOOKING H ANALYSIS |

SUPPLIER FROM
SUPPLIER TO

MASTER SUPPLIER FROM
MASTER SUPPLIER TO
CODE FROM

CODETO

LOCATION

SERVICE STATUS

¥ ALL

" AMENDED FROM KK
+ AMENDED FROM RQ
+ AMENDED FROM WL
' CANCELLED

+ CANCELLED - CHARGE
+ CONF FROM ALLOCATION
+ CONFIRMED

" CONFIRMED FREESALE
+ INITIAL STATUS

+ ITNERARY ONLY

+ NOT BOOKED

+ ON REQUEST

+ OPTIONAL SERVICE
" PACKAGE SERVICE

+ PARTIAL ALLOCATION

SERVICE DATE FROM
SERVICE DATE TO
DATE ENTERED FROM
DATE ENTERED TO
VOUCHER FROM

VOUCHER TO

SERVICE

« ALL

' ACCOMMODATION
¥ ACTIVITY

+ CANCELLATION FEE
' CRUISE

' ENTRANCE FEE

¥ FLIGHT

' GUIDE

' ITINERARY TEXT
' MEAL

' PACKAGE

' RENTAL VEHICLE
' SIGHTSEEING/DAY TOUR
' SUNDRY

' SURCHARGE FEE

' TRANSFER

a
99,999,999

Supplier From/To

Supplier range available from the dropdown selection.
Master Supplier From/To

Master Supplier range available from the dropdown selection.
Code From/To

(Product) Code.

Location

Location code, selectable options are available in the dropdown.
Service Date From/To

The service line date (or range of).

Date Entered From/To

Service date entered (or range of).

Voucher From/To

The voucher number from and to. This will default to: From = 0 and To = 99,999,999 which will out put all
vouchers that meet the selection criteria. Selection of specific voucher numbers (or range of) can be made.

Service Status
Multi select options for available service statuses.
Service (Type)

Multi select options for available services.
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NOTE: Service Status, and Services showing in the screen captures above are for training purposes.
Users company systems will reflect users organisational requirements.

‘ BOOKING H ANALYSIS H SERVICE ‘m OTHER ‘

-_— SUPPLIER TYPE REGION ELECTRONIC PAY FLAG

¥ AL ¥ AL =

+ ACCOMMODATION + AUCKLAND I ' ELECTRONIC FUNDS TRANSFER

o SIGHTS/MEALS/ACTIVITY/ENTRY ' BANKS PENINSULA ' UNASSIGNED
" TRANSPORT + BAY OF PLENTY
' UNASSIGNED ' CANTERBURY

+ CENTRAL OTAGO

+ COROMANDEL

' EAST COAST NORTH ISLAND

SUPPLIER CHAIN v BRAND WITHIN CHAIN INTERNAL RATING

SERVICE CATEGORY s PASS TYPE ANALYSIS 3

ANALYSIS 4 v ANALYSIS 5 ANALYSIS 6

Supplier Analysis Codes 1-6
The top 6 Analysis fields are the Supplier/Creditor Analysis codes.
Product Analysis Codes 1-6

The bottom 6 Analysis fields are the Product/Service Analysis codes.

Multi select list of Analysis codes can be used to refine the report if necessary. To expand the fields use the
+, and to minimise the analysis list use the -.

NOTE: Analysis codes in the above screen capture are used for training purposes. User company systems
will have analysis fields and codes unique to their organisational requirements.

| BOOKING H ANALYSIS H SERVICE H ANALYSIS ‘m

ORDER BY General ~

REPORT TYPE Arrival v
CONSOLIDATE BOOKINGS

SHOW DRIVER, VEHICLE, GUIDE

Order By
Dropdown selection to order data in the report by one of the following:
»  General (System Defaulted).
»  Pickup.
»  Dropoff.
»  Agent.
»  Supplier.
»  Driver.
» Vehicle.
» Guide.
Report Type

Dropdown selection to report on Arrival or Departure fields.

©Tourplan, 2023



Reports User Manual

Consolidate Bookings
Checkbox to consolidate bookings.
Show Driver, Vehicle, Guide

Checkbox to output driver, vehicle and/or guide.
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CHAPTER 3

Financial Reports

The Financial Reports menu presents users with a selection of reports that provide information based
on the business's financial activities.

The report output is fixed - that is standard columns of data are displayed. Output to CSV is available
for all reports and that format will allow column manipulation.

There are Trial Balance and Transaction List reports for debtors, creditors and general ledger and
some specialist reports in each of those Ledgers. For debtors there is the Unallocated Cash report, for
creditors the Voucher Audit Trail and for the G.L. the Suspense Account report and the Future Trans-
actions report.

The Tour Financial Summary report provides an overview of the financial performance of individual
bookings.

All reports have multiple selection criteria allowing reports to be prepared for given date ranges or
accounting periods and check boxes allow some flexibility in what is output.

In this chapter ...

Debtors Trial Balance Report ... ... ... 46
Debtor Transaction List ... .. ... .. 49
Unallocated Cash RepoOrt ... . 53
Creditors Trial Balance Report ... ... ... o 56
Creditor Transaction List ... 60
Voucher Audit Trail ... ... 64
Tour Financial Summary Report ... 67
Package Financial Summary Report ... .. 72
G.L. Trial Balance Report ... .. 77
G.L. Transaction Ledger Report ... .. . 80
Suspense ACCOUNt REPOI ... 83
Future Transactions Report ... .. 86
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Debtors Trial Balance Report

The Debtor Trial Balance Report shows an aged summary of amounts owed by a selection of agents for the
current accounting period and the 4 previous accounting periods. The option exists to display Future bal-
ances.

Current period or outstanding transactions can optionally be output.
NOTE: Listing outstanding transactions can be very resource intensive.
When the report is run to View or PDF the information available in the report is:

»  Agent Code.

»  Agent Name.

»  Currency.

» Overdue (Amount Current Period) - 4+.
» Overdue (Amount Current Period) - 3.
» Overdue (Amount Current Period) - 2.
»  Overdue (Amount Current Period) - 1.
»  Current (Period).

» Total (Amount).

»  Future (Amount Current Period) + 1

»  Future (Amount Current Period) + 2
»  Future (Amount Current Period) + 3.
»  Future (Amount Current Period) + 4

»  F(uture) Entered (Amount).

When running the report to a CSV file the Debtor Analysis 1-6 fields are also output.

The report can be generated with the following parameters:

»  Show Future balances - Yes (Default) or No.
» Report Currency - Base (Default), Branch or Foreign Currency.
»  Skip Nil Balances - Yes (Default), No or Include Future.

»  Show transactions - No Transactions (Default), Outstanding Transactions or Current Period Trans-
actions.

The report will always order by Agent Code when selecting PDF or View, there is no option in the
report parameters to order differently. To re-order the data, the report will need to be downloaded

to CSV and any data re-ordering done from within Excel.

Example Debtor Trail Balance Report:

AR Agent Trial Balance Report for Period 202411

Code Currenc; y Overdued+ Overdue3d  Overdue2  Overdue1l Curren it Total Future 1 Future 2 Future 3 Future 4+ F Entered
AGALAX A Good Agent NZD 0.00 0.00 0.00 0.00 451767 451767 0.00 0.00 0.00 0.00 0.00
AMZYVR Aussie & Kiwi Travel NZD 0.00 0.00 5.758.00 0.00 0.00 5.758.00 0.00 0.00 0.00 0.00 0.00
QVSTHO Overseas Travel Ltd - H.O. NZD 7.47 0.00 0.00 0.00 0.00 7.47 0.00 0.00 0.00 0.00 0.00

Report Total 7.47 0.00 5.758.00 0.00 451767 1032314 0.00 0.00 0.00 0.00 0.00

Report Parameters

Periods in Year 202411
ReportByBranch  No

Show Future Balances Yas

Repar: Currency Baze

Skip Nil Balances Ve

Show Transactions  No Transactions

BalanceReportledger R

Repert generated from Tourplan 14 Nov 2024 20:21:10 by PA-DAN MARTIN
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Generating a Debtor Trial Balance Report

1. From the Home menu, select Home > Reports > Financial Reports > Debtors Trial Balance.

2. On the blank Debtors Trial Balance Parameters screen, the Balance Tab will open. Select the
required parameters for the Debtors Trial Balance Report.

NOTE: There are 2 tabs available to select parameters from. They are: Balance Tab, and Ana-
lysis Tab (Agent).

3. Check the completed screens.

Click on the Other Tab. Select how the results are to be ordered and filtered in the report from the
dropdown selections or checkboxes available.

5. Select how the report is to display.
a. Toview the report, click View.
b. To Download the report to a PDF file, click Download PDF.

c. ToDownload the reportto a CSV file, click Download CSV.

DOWNLOAD CSV

Debtor Trial Balance Parameter Fields

s N

Balance Tab

Debtors Trial Balance Parameters

DOWNLOAD CSV DOWNLOAD PDF m

m S

OTHER

PERIODS IN YEAR

CURRENCY

BRANCH

+ ALL

+ ADMINISTRATION
« AUSTRALIAN OFFICE
" BALANCE SHEET

+ NZOFFICE

+ ONLINE SALES

" UNASSIGNED

' USA OFFICE

(.

202503 - 01-Sep-2024 - 30-Sep-2024

-

AGENT FROM

AGENT TO

DEPARTMENT

V¥ ALL

+ ADMINISTRATION
« COASTAL EXCURSIONS
T

+ GROUPS

' INCENTIVES

« INTERNET FIT

' SERIES TOURS

+ SHORE EXCURSIONS
+ SPECIAL GROUPS
' UNASSIGNED

Periods In Year

This will default to the Debtors Ledger current accounting period. The dropdown selection provides a list of
available financial periods.

Currency

Selection of available currencies can be made by using the dropdown selection.

Agent From/To

The report can be based on a specific Agent or for a range of Agents using the dropdown selections.
Branch

Multi select options for available (transaction) branches.

Department

Multi select options for available (transaction) departments.
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s \m —

-_— AGENT TYPE REGION PAYMENT TERMS

+ AL ¥ AL ¥ ALL
' DIRECT ' AFRICAN CONTINENT I + ON ACCOUNT

" INTER-COMPANY ' CARIBBEAN ' PRE-PAYMENT

+ ONLINE TRAVEL AGENT ' EASTASIA + UNASSIGNED
' TRAVEL AGENT ' EASTERN EUROPE
' UNASSIGNED ' EUROPE
+ WHOLESALER + INDIAN OCEAN
' LATIN AMERICA i

+ CONSORTIUM v RATE GROUP v SALES REP

Analysis Codes 1-6

Multi select list of Debtor Analysis codes can be used to refine the report if necessary. To expand the fields
use the +, and to minimise the analysis list use the -.

NOTE: Analysis codes in the above screen capture are used for training purposes. User company systems
will have analysis fields and codes unique to their organisational requirements.

‘ BALANCE H ANALYSIS

REPORT CURRENCY Base

SKIP NIL BALANCES Yes

SHOW TRANSACTIONS No Transactions

' SHOW FUTURE BALANCES

Report Currency

Selection of Base (Default), Branch or Foreign.

Skip Nil Balances

Selection of Yes (Default), No or Include Future.

Show Transactions

Selection of No Transactions (Default), Current Period Transactions or Outstanding Transactions.
Show Future Balances

Show Future Balances checkbox. Default is checked.
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Debtor Transaction List

The De

btor Transaction List reports transactions raised in selected period(s).

By default the transactions are totalled by Period, and by Debtor.

The report includes:

»
»

The booking reference and values in both the transaction and base currencies.
The Transaction Periods - the period of the transaction, the age period and the posting period.

When the report is output to View, PDF or CSV the information available within the report is:

»
»
»
»

»
»

»
»
»
»
»
»

»
»

Data ca

Agent (Code).
Agent Name.
Tran(saction) Date.

Item - This is the Booking Reference (for Booking related transactions), or the original invoice num-
ber (for non booking transactions).

(Transaction) Reference.
Apply (Reference).
»  For Invoices this will be the same as the Transaction Reference.

”  For Receipts and Credit Notes it will be the reference that the receipt or credit note has been
applied against.

Tran Type - The type of transaction (Invoice, Credit Note Receipt).

Currency.

Value - The transaction amount in the currency of the previous column.

Rate - The exchange rate between the transaction currency and base currency.
Base Value - The amount in base currency.

Tran Period - The transaction period, i.e. the period in which the transaction was created (depend-
ant on system settings).

Age Period - The period into which the transaction will age (dependant on system settings).
Posting Period - The period in the General Ledger to which the transaction will post (dependant on
system settings).

n be ordered by specific options, and order by settings are selected within the 'Other' Tab.

-

Example Debtor Transaction List Report:

AR Transaction List Report by Currency, Agent and Period

Currency

Agent

QVSTHO Over
OVSTHO Over

Currency

Agent  Age

Transaction Fariod

Agent  Age

QUSTHO Overseas Travel Ltd
QVSTHO Overseas Travel Lta
OVSTHO Overseas Travel Ltd -

OVSTHO Overseas Travel

Report Paramete

Report generat

nNZD
ovsTHO.
202508

Age
Period

Posting
Period

Tran
Base Value
Period

nt Name

Apply Currency Value Rate
-HO.
HO.

HO.

ALLOCATED
20752

NzD
NZD
) NZD
NZD
NzD

5140
25140
1800

550000

5416

1.0000
1.0000
10000
10000
1.0000

6140 203508 202507 202507
NZFI1D4554
NZFI1D4554

20776

26140 202508 202507 202508

20758 §12.00 202508 202505 202508

Ho.
Ho.

20778 650000 202508 202508 202502

27-Fen2025 NZFIIDASSA 20738 646 202508 202505 202605

Total for Period 581784

Total for Agent sEIEd

Total for Currency 581784
usp
ovsTHO.

202508

Unied States
Owe
o

Age
Period

Posting
Period

nt Name Tran Date Rate  BaseValue 1"
Pericd

Item

Reference Apply

Tran Type.

Currency Value

g HO. 11-Fen2025 NZEIIDaBeE 20774 20774 Inwoice use 444000 15767 700033 202308 202308 202804

Total for Period 700033

Total for Agen 7.00032

Total for Currency 7.00032

ReportTotal  12,818.17

ted from Tourplan 14 Now 2024 20:06:57 by PADAN MARTIN
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Generating a Debtor Transaction List Report

1. From the Home menu, select Home > Reports > Financial Reports > Debtor Transaction List.

2. On the blank Debtor Transaction List Parameters screen, the Accounting Tab will open. Select the
required parameters for the Debtor Transaction List Report.

NOTE: There are 2 tabs available to select parameters from. These are the Accounting Tab and
the Analysis Tab (Agent).

3. Check the completed screens.

Click on the Other Tab. Select how the results are to be ordered and filtered in the report from the
dropdown selections or checkboxes available.

5. Select how the report is to display.
a. Toview the report, click View.
b. To Download the report to a PDF file, click Download PDF.

c. To Download the report to a CSV file, click Download CSV.

About Debtor Transaction List Parameter Fields

( )
Accounting Tab
Debtor Transaction List Parameters m
w ANALYSIS OTHER
TRANSACTION PERIOD FROM v ENTERED PERIOD FROM v
TRANSACTION PERIOD TO v ENTERED PERIOD TO v
TRANSACTION DATE FROM [ DATE ENTERED FROM o
TRANSACTION DATE TO E DATE ENTERED TO g
TRAVEL PERIOD FROM v POST PERIOD FROM v
TRAVEL PERIOD TO v POST PERIOD TO v
TRAVEL DATE FROM E PAYMENT DUE DATE FROM g
TRAVEL DATE TO E PAYMENT DUE DATE TO E
AGENT FROM v
AGENTTO v
BRANCH DEPARTMENT
+ ALL V¥ ALL
+ ADMINISTRATION + ADMINISTRATION
+ AUSTRALIAN OFFICE + COASTAL EXCURSIONS
+ BALANCE SHEET « FIT
+ NZ OFFICE ' GROUPS
+ ONLINE SALES ' INCENTIVES
+ UNASSIGNED ' INTERNET FIT
+ USA OFFICE ' SERIES TOURS
' SHORE EXCURSIONS
+ SPECIAL GROUPS
' UNASSIGNED
- J

Transaction Period From/To

A specific transaction period or range of transaction periods can be selected.
Transaction Date From/To

The transaction date (or range of).

Travel Period From/To

Travel date within a financial accounting period (or range of).

Travel Date From/To

The travel date (or range of).

Agent From/To

The report can be based on a specific agent (or range of) using the dropdown selection.
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Entered Period From/To

Transactions entered within a financial period (or range of).
Date Entered From/To

Booking header date entered (or range of).

Post Period From/To

Transactions posting within a financial accounting period (or range of).
Payment Due Date From/To

Debtor payment due date (or range of).

Branch

Multi select options for available (transaction) branches.
Department

Multi select options for available (transaction) departments.

| ACCOUNTING m OTHER ‘

-_— AGENT TYPE REGION PAYMENT TERMS

¥ ALL ¥ ALL « AL

« DIRECT ' AFRICAN CONTINENT + ON ACCOUNT
+ INTER-COMPANY ' CARIBBEAN ' PRE-PAYMENT
" ONLINE TRAVEL AGENT ' EASTASIA ' UNASSIGNED
+ TRAVEL AGENT + EASTERN EUROPE
" UNASSIGNED ' EUROPE
+ WHOLESALER + INDIAN OCEAN

' LATIN AMERICA

+ CONSORTIUM RATE GROUP SALES REP

Analysis Codes 1-6

Multi select list of Debtor analysis codes can be used to refine the report if necessary. To expand the fields
use the +, and to minimise the analysis list use the -.

NOTE: Analysis codes in the above screen capture are used for training purposes. User company systems
will have analysis fields and codes unique to their organisational requirements.

‘ ACCOUNTING H ANALYSIS ‘

ORDER BY Currency, Agent, Period
REPORT CURRENCY Base
CONSOLIDATE TRANSACTIONS
SHOW TAX
TRANS REF FROM

TRANS REF TO

TRANSACTION TYPE INPUT CURRENCY

¥ AL ¥ AL
+ CREDIT NOTE ' AUSTRALIAN DOLLARS

+ INVOICE ' CHINESE RENMINBI
+ RECEIPT ' NEW ZEALAND DOLLARS
' UNITED STATES DOLLARS
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Order By

Reports can be ordered by:

»
»
»
»
»
»
»

Currency, Agent, Period (Default).
Currency, Period, Agent.

Agent, Period.

Period, Agent.

(Transaction) Reference.

Booking Reference.

Transaction Type.

Report Currency

Selection of Base, Branch or Foreign can be used to produce report in a particular currency (base is the
default).

Consolidate Transactions

Checkbox. When selected, this will consolidate the transactions to a total for each, rather than show the
constituent components. An example is a receipt applied to multiple invoices will consolidate to the receipt
total in one line rather than each component of the receipt displaying. The Transaction, Age and Post peri-
ods do not display in a consolidated report since they could be different for the individual transaction com-
ponents.

Show Tax

Checkbox. When selected, an additional Tax column displays (between the Value and Rate columns)
which displays the tax amount of each transaction.

Transaction Ref From/To

To report a range of specific transactions, enter the transaction reference numbers from/to.

Transaction Type

Multi select options for available transaction type.

Input Currency

Multi select options for available (transaction line) input currency.
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Unallocated Cash Report

The unallocated cash report enables users to report on:

»  Fully allocated receipts or
»  The allocated values only or

»

The display of unallocated values only.

NOTE: An 'Allocated' amount is an amount that has been allocated against the unallocated receipt while it
is still in an open period. An 'Applied' amount is an amount applied to the unallocated receipt when the ori-
ginal unallocated receipt s in a closed period.

The report provides the following detail:

»  Agent (Code).
»  Tran(saction) Date.
»  Receipt Type.
»  Transaction ltem.
» (Transaction) Reference.
» Apply Reference.
»  Currency.
»  Allocated (Amount).
»  Unallocated (Amount).
» Applied (Amount).
» Exchange Rate.
» Base Allocated.
» Base Unallocated (Amount).
» Base Applied (Amount).
s ~
Example Unallocated Cash Report:
Unallocated Cash Report By Agent By Transaction Date
Agent CVSTHO Owerseas Travel Ltd - H.O
Reference 5683
Ret Transaction Apply Exchange Base Base
Agent Tran Date Type  Ttem Reference PP currency Allocated  Unallocated Applied — Allocaten Unaliocanes Base Applied
OVSTHO 31-Jan-2025 01_RCQ 5683 ;NAL?DC"‘T: NZD 0.00 15.834.00 0.00 1.00 0.00 15,834.00 0.00
OVSTHO 21-Jan-2025 01_RCQ NZIFI104558 5BB3 20731 NZD 226.01 0.00 0.00 1.00 226.00 0.00 0.00
QVSTHO 31-Jan-2025 01_RCQ NIFI1043528 5883 20731 NZID 1,427.42 0.00 Q.00 1.00 142743 0.00 0.00
QVSTHO 31-Jan-2025 01_RCQ NZFI1045528 58683 20751 NZD gs59.11 0.00 Q.00 1.00 85911 0.00 0.00
QVSTHO 31-Jan-2025 01_RCQ NZFI104552 5683 20751 NZID 606.66 0.00 Q.00 1.00 606.66 0.00 0.00
OVSTHO 31-Jan-2025 01_RCQ NZFI104558 5683 20751 NZD 380.65 0.00 0.00 1.00 38065 0.00 0.00
OVSTHO 31-Jan-2025 01_RCQ NZIFI104558 56E83 20731 NZD 45731 0.00 0.00 1.00 45731 0.00 0.00
QVSTHO 31-Jan-2025 01_RCQ NIFI1043528 5883 20731 NZID 21.55 0.00 Q.00 1.00 2155 0.00 0.00
QVSTHO 31-Jan-2025 01_RCQ NZFI1045528 58683 20751 NZD 126.28 0.00 Q.00 1.00 126.88 0.00 0.00
QVETHO 01-Feb-2025 NZFI104554 5883 20752 NZID 0.00 0.00 46.73 1.00 0.00 0.00 46.73
OV5THO 01-Feb-2025 MNZFI104554 5683 20752 NZD 0.00 0.00 295.15 1.00 0.00 0.00 25515
OVSTHO 01-Feb-2025 NZFI104554 5883 20752 NZD 0.00 0.00 177.64 1.00 0.00 0.00 17764
OVSTHO 01-Feb-2025 NZFI104554 5882 20732 NZD 0.00 0.00 125.44 1.00 0.00 0.00 125.44
OVSTHO 01-Feb-2025 NIFI104554 5EE2 20752 NZID 0.00 0.00 787 1.00 0.00 0.00 7B
QVETHO 01-Feb-2025 NZFI104554 5883 20752 NZID 0.00 0.00 94.56 1.00 0.00 0.00 54.56
QVSTHO 01-Feb-2025 NZFI104554 5883 20752 NZID 0.00 0.00 16.94 1.00 0.00 0.00 16.94
OVSTHO 01-Feb-2025 NZFI104554 5883 20752 NZD 0.00 0.00 26.24 1.00 0.00 0.00 2624
Total for Reference 4,166.00 15,834.00 261.40 4,166.00 15,834.00 B61.40
Total for Agent 4,166.00 15.834.00 86140 4,166.00 15,834.00 B51.40
Report Total 4,166.00 15.834.00 261.40 4,186.00 15.834.00 £61.40
Report Parameters
Ordar By Agent, TransactionDatz
Transaction Period From 202507
Report Sy Sranch o
Show Fully Allocsted Recaipts No
Only Show Unallocated Values No
Report Currancy Sase
Report genersted from Tourplsn 1 Jan 2025 23:15:40 by PA-DAN MARTIN
| J
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Generating Unallocated Cash Reports

1. From the Home menu, select Home > Reports > Financial Reports

> Unallocated Cash.

2. Onthe blank Unallocated Cash List Parameters screen, the Accounting Tab will open. Select the

required parameters for the Unallocated Cash Report.
3. Check the completed screen.

Click on the Other Tab. Select how the results are to be ordered and filtered in the report from the

dropdown selections or checkboxes available.
5. Select how the report is to display.

a. Toview the report, click View.
b. To Download the report to a PDF file, click Download PDF.

c. To Download the report to a CSV file, click Download CSV.

About Unallocated Cash Parameter Fields

54 | )

(

Accounting Tab

Unallocated Cash Parameters

@ omer

TRANSACTION PERIOD FROM v ENTERED PERIOD FROM
TRANSACTION PERIOD TO v ENTERED PERIOD TO
TRANSACTION DATE FROM DATE ENTERED FROM

TRANSACTION DATE TO DATE ENTERED TO

AGENT FROM v

AGENTTO v

INPUT CURRENCY

¥ AL

' AUSTRALIAN DOLLARS
' CHINESE RENMINGI

' NEW ZEALAND DOLLARS

+ UNITED STATES DOLLARS

|

Transaction Period From/To

A specific transaction period or range of transaction periods can be used.

Transaction Date From/To
Transaction date (or range of).

Agent From/To

View transactions for a range of agents.

Entered Period From/To

The financial accounting period the transaction was entered (or range of).

Date Entered From/To
Booking date entered (or range of).
Input Currency

Multi select options for available (transaction) input currency.
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‘ ACCOUNTING

ORDER BY Agent, TransactionDate

REPORT CURRENCY Base
SHOW FULLY ALLOCATED RECEIPTS

ONLY SHOW UNALLOCATED VALUES

BRANCH DEPARTMENT

¥ ALL v ALL

' ADMINISTRATION + ADMINISTRATION

+ AUSTRALIAN OFFICE % COASTAL EXCURSIONS
' BALANCE SHEET + AT

' NZOFFICE + GROUPS

+ ONLINE SALES ' INCENTIVES

' UNASSIGNED ' INTERNET FIT

' USA OFFICE ' SERIES TOURS

Transaction Order By
Report data can be selected by using the dropdown to order by:

»  Agent Transaction Date (Default).
»  Currency, Agent, Transaction Date.

Report Currency

Selection of Base, Branch or Foreign can be used to produce report in a particular currency (base is the
default).

Show Fully Allocated Receipts

Checkbox for the report to show receipts fully allocated.

Only Show Unallocated Values

Checkbox for the report to generate data for unallocated transactions.
Branch

Multi select options for available (booking) branches.

Department

Multi select options for available (booking) departments.
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Creditors Trial Balance Report

56 | )

The Creditors Trial Balance report shows a summary of the amounts owed to a selection of Suppliers for
the current accounting period and the 4 previous accounting periods. The option exists to display Future
balances.

Current period or Outstanding transactions can optionally be output.

NOTE: Listing outstanding transactions can be very resource intensive.

When the report is run in View or PDF, the information available in the generated report is:

»
»
»
»
»
»
»
»
»
»
»
»
»
»

(Supplier) Code.

(Supplier) Name.

Currency.

Overdue (Amount Current Period) - 4+.
Overdue (Amount Current Period) - 3.
Overdue (Amount Current Period) - 2.
Overdue (Amount Current Period) - 1.
Current (Period).

Total (Amount).

Future (Amount Current Period) + 1
Future (Amount Current Period) + 2
Future (Amount Current Period) + 3.
Future (Amount Current Period) + 4
F(uture) Entered (Amount).

When running the report to a CSV file the Creditor Analysis 1-6 fields are also available.

The report can be generated with the following parameters:

»
»
»

»

Report Currency - Base (Default), Branch or Foreign Currency.
Skip Nil Balances - Yes (Default) or No.

Show Transactions - No Transactions (Default), Outstanding Transactions or Current Period Trans-
actions.

Show Future Balances - Yes (Default) or No.

The report will always order by Supplier Code when selecting PDF or View, there is no option in
the report parameters to order differently. To re-order the data the report needs to be down-

loaded to CSV and any data re-ordering done from within Excel.
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s 2!
Example Creditor Trial Balance Report:

Creditors Aged Trial Balance Report by Period

Code Currency Overdued+  Overdue3  Overdue2  Overduel Current Total Future 1 Future 2 Future3  Futured+  FEntered

BHHHO1 Beachfront Hokitika Hotel NZID 0.00 21210 0.00 0.00 0.00 21210 0.00 000 0.00 0.00 000

CAHCO1  Commodore Airpert Hotsl NzZD oo 0245 0.00 oo 000 30345 0.00 000 0.00 0.00 000

CLAADY  Citylife Auckland NZD 0o 0.00 .00 1.256.00 0.00 125500 000 0.00 0.00 .00 43000

CTHWO1  Chateau Tongariro Hotel NZID 0.00 13440 0.00 0.00 0.00 13440 0.00 000 0.00 0.00 000

DFGFO1  Distinction Fox GlacierHotel  NZD oo 31080 0.00 oo 000 31080 0.00 000 0.00 0.00 000

FULACT Fullers Group Ltd NZID 0.00 7770 0.00 0.00 0.00 7190 0.00 000 0.00 0.00 000

HOIWO1  Hotal Intercontinental NZD wo 551.25 .00 oo 000 551.25 .00 oo .00 .00 oo

NOVRO1  Movetl Rotorua Lakeside Hotel  NZD oo 47870 0.00 oo 000 47670 0.00 000 0.00 0.00 000

000C01  Our Own Office - Christchurch NZID 0.00 0.00 0.00 o.o0 41.054.20 41,054.20 0.00 000 0.00 0.00 000

QQOMZL Our Qwn Office NzZD oo 7240 0.00 oo 000 75.90 0.00 000 0.00 0.00 000

POSRD1  Folynesian Spa NZD 000 151.20 .00 0o 0.00 151.20 .00 0.00 0.00 .00 0.00

REJTOY Real journeys H.O. NZID 445410 0.00 0.00 0.00 0.00 445410 0.00 000 0.00 0.00 000

RMURDT  Rotcrus Mussum NzZD oo =70 0.00 oo 000 35.70 0.00 000 0.00 0.00 000

SKCADT Skycity Hotel NZID 0.00 57120 0.00 0.00 0.00 571.20 0.00 000 0.00 0.00 000

STMZD1  Hetal 5t Meritz NZD wo 123480 .00 oo 000 123480 .00 oo .00 .00 oo

TEPRO1  Te Puis Rotorua NzZD oo 5050 0.00 oo 000 0.50 0.00 000 0.00 0.00 000

WAKKO1 ::Z’;::” Apartments NZD 0.00 38325 0.00 0.00 000 38325 0.00 000 0.00 0.00 000

WGCWO! Waitomo Glow Worm Caves  NZD oo 152.00 0.00 oo 000 182.00 0.00 000 0.00 0.00 000

‘WRHTD1 Wairakei Resort Hotel NZID 478485 0.00 0.00 0.00 0.00 478485 0.00 000 0.00 0.00 000

WWKKD1 Whale Watch Kaikoura Lid NzZD oo 23400 0.00 oo 000 23400 0.00 000 0.00 0.00 000

IMEAD!  Mercury Energy NzZD 000 0.00 0.00 000 52321 52321 .00 0.00 0.00 .00 0.00
Report Tozal 5.232.55 504485 .00 125600 4157747 57.117.21 0.00 000 .00 0.00 430.00

Report Parameters

Periods in Yaar 202504

ReportByBranch Mo

Show Future Balances Yes

Repor:Currancy  Base

Skip Nil Balances Yes

Show Transactions Mo Transactins

BalanceReportLedger P

Report generated from Tourplan 2 Sep 2024 01:08:55 by PA-DAN MARTIN

_ J

Generating a Creditor Trial Balance Report

1. From the Home menu, select Home > Reports > Financial Reports > Creditor Trial Balance.

2. On the blank Creditor Trial Balance Parameters screen, the Balance Tab will open, select the
required parameters for the Creditor Trial Balance Report.

NOTE: There are 2 tabs available to select parameters from. They are the Balance Tab and the

Analysis Tab (Supplier).

3. Check the completed screens.

Click on the Other Tab. Select how the results are to be ordered and filtered in the report from the
dropdown selections or checkboxes available.

5. Select how the report is to display.
a. Toview the report, click View.
b. To Download the report to a PDF file, click Download PDF.

c. To Download the report to a CSV file, click Download CSV.
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About Creditors Trial Balance Parameter Fields

BALANCE ANALYSIS H QTHER ‘

PERIODS IN YEAR 202504 - 01-Oct-2024 - 31-0ct-2024 v SUPPLIER FROM

CURRENCY v SUPPLIER TO

BRANCH DEPARTMENT

¥ ALL « ALL

' ADMINISTRATION « ADMINISTRATION

' AUSTRALIAN OFFICE ' COASTAL EXCURSIONS

' BALANCE SHEET ¥ FIT

' NZOFFICE ' GROUPS

' ONLINE SALES ' INCENTIVES

' UNASSIGNED ' INTERNET FIT

' USA OFFICE ' SERIES TOURS
+ SHORE EXCURSIONS
' SPECIAL GROUPS
' UNASSIGNED

Periods In Year

This will default to the Creditors Ledger current accounting period. The dropdown selection provides a list
of available financial periods.

Currency
Selection of available currencies can be made by using the dropdown selection Supplier.
Supplier From/To

The report can be based on a specific Supplier or for a range of Suppliers by using the dropdown selec-
tions.

Branch
Multi select options for available (transaction) branches.
Department

Multi select options for available (transaction) departments.

s m —

-_— SUPPLIER TYPE REGION ELECTRONIC PAY FLAG

¥ AL ¥ AL S AL
' ACCOMMODATION ' AUCKLAND ' ELECTRONIC FUNDS TRANSFER
o SIGHTS/MEALS/ACTIVITY/ENTRY + BANKS PENINSULA ¥ UNASSIGNED
+ TRANSPORT | BAY OF PLENTY
' UNASSIGNED ' CANTERBURY
' CENTRAL OTAGO
' COROMANDEL

' EAST COAST NORTH ISLAND

+ SUPPLIER CHAIN BRAND WITHIN CHAIN INTERNAL RATING

Analysis Codes 1-6

Multi select list of Supplier Analysis codes can be used to refine the report if necessary. To expand the
fields use the +, and to minimise the analysis list use the -.

NOTE: Analysis codes in the above screen capture are used for training purposes. User company systems
will have analysis fields and codes unique to their organisational requirements.
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‘ BALANCE H ANALYSIS ‘

REPORT CURRENCY Base
SKIP NIL BALANCES Yes
SHOW TRANSACTIONS No Transactions

+ SHOW FUTURE BALANCES

Report Currency

Selection of Base (Default), Branch or Foreign.

Skip Nil Balances

Selection of Yes (Default), No or Include Future.

Show Transactions

Selection of No Transactions (Default), Current Period Transactions, Outstanding Transactions.
Show Future Balances

Show Future Balances checkbox (by default this is checked).
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Creditor Transaction List

60 | )

The Creditor Transaction List reports transactions raised in selected period(s).

By default the transactions are totalled by Period, by Creditor.

This reportincludes:

»
»

The booking reference and values in both the transaction and base currencies.
The Transaction Periods - the period of the transaction, the age period and the posting period.

When the report is output to View, PDF or CSV the information available within the report is:

»
»
»
»

»
»

»
»
»
»
»
»
»

»
»

NOTE:

Supplier (Code).
Supplier Name.
Tran(saction) Date.

Item - This is the Booking Reference (for Booking related transactions), or the original invoice num-
ber (for non booking transactions).

(Transaction) Reference.

Apply (Reference) - For Invoices this will be the same as the Transaction Reference, for Payments
and Credit Notes it will be the reference that the payment or credit note has been applied against.

Tran(saction) Type - The type of transaction: Invoice, Credit Note Payment.
Due Date.

Currency.

Value - The transaction amount in the currency of the previous column.

Rate - The exchange rate between the transaction currency and base currency.
Base Value - The amount in base currency.

Tran(saction) Period - The transaction period, i.e. the period in which the transaction was created
(dependant on system settings).

Age Period - The period into which the transaction will age (dependant on system settings).
Posting Period - The period in the General Ledger to which the transaction will post (dependant on
system settings).

Data can be ordered by specific options, and order by settings are selected within the 'Other' Tab.

~

Example Creditor Transaction Report:

AP Transaction List Report by Currency, Supplier and Period

(¥

Supplier Supplier Name TranD

PTLCOT  Pacific Tourways

PTLCOT  Pacific Tourways

Report Parameters

NZD New Zealand Gollars
PTLCOT P
20208 ©

e-2025
Tran ostin
BaseValle poriod  Pariod  Period
19.800.00 202508 202508 202606
1231500 202508 202508 202606

Irem Reference Apply Tran Type Due Date Currency Value Rate

01-Fen-2025
01-Fen-2025

NZGPIDssE 7858250 7es6230 Invoice
NZGPID453E 7856230 7856230 Invoice.

0Fee2025  NZD
0Feb2025  NZD

12200.00 1.0000
1231500 1.0000

eriod 32.115.00

3271500

3271500

32.115.00

Generating a Creditor Transaction List Report

From the Home menu, select Home > Reports > Financial Reports > Creditor Transaction List.

On the blank Creditor Transaction List Parameters screen, the Accounting Tab will open. Select
the required parameters for the Creditor Transaction List Report.

NOTE: There are 2 tabs available to select parameters from. They are the Accounting Tab and
the Analysis Tab (Supplier).

Check the completed screens.

©Tourplan, 2023



Reports User Manual

4. Click on the Other Tab. Select how the results are to be ordered and filtered in the report from the
dropdown selections or checkboxes available.

5. Select how the report is to display.
a. Toview the report, click View.
b. To Download the report to a PDF file, click Download PDF.
c. ToDownload the reportto a CSV file, click Download CSV.

About Creditor Transaction List Parameter Fields

(

Accounting Tab

Creditor Transaction List Parameters

m ANALYSIS OTHER

TRANSACTION PERIOD FROM v

TRANSACTION PERIOD TO v

SUPPLIER TO v

BRANCH

¥ ALL

' ADMINISTRATION
+ AUSTRALIAN OFFICE
" BALANCE SHEET

+ NZOFFICE

+ ONLINE SALES

+ UNASSIGNED

+ USA OFFICE

|

ENTERED PERIOD FROM

ENTERED PERIOD TO

DEPARTMENT

¥ ALL

' ADMINISTRATION

' COASTAL EXCURSIONS
« T

+ GROUPS

' INCENTIVES

+ INTERNET FIT

' SERIES TOURS

' SHORE EXCURSIONS
' SPECIAL GROUPS

+ UNASSIGNED

TRANSACTION DATE FROM =) DATE ENTERED FROM =)

TRANSACTION DATE TO i DATE ENTERED TO i

TRAVEL PERIOD FROM v POST PERIOD FROM v
TRAVEL PERIOD TO v POST PERIOD TO v
TRAVEL DATE FROM =) PAYMENT DUE DATE FROM =)

TRAVEL DATE TO =) PAYMENT DUE DATE TO =)

SUPPLIER FROM v

Transaction Period From/To

A specific transaction period or range of transaction periods can be selected.

Transaction Date From/To
The transaction date (or range of).

Travel Period From/To

Travel date within a financial accounting period (or range of).

Travel Date From/To
The travel date (or range of).

Supplier From/To

The report can be based on a specific supplier (or range of) using the dropdown selection.

Entered Period From/To

Transactions entered within a financial period (or range of).

Date Entered From/To
Booking header date entered (or range of).

Post Period From/To

Transactions posting within a financial accounting period (or range of).
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Payment Due Date From/To

Creditor payment due date (or range of).

Branch

Multi select options for available (transaction) branches.
Department

Multi select options for available (transaction) departments.

| ACCOUNTING OTHER ‘

-_— SUPPLIER TYPE REGION ELECTRONIC PAY FLAG

¥ AL ¥ AL i ¥ AL

' ACCOMMODATION ' AUCKLAND + ELECTRONIC FUNDS TRANSFER
' SIGHTS/MEALS/ACTIVITY/ENTRY ' BANKS PENINSULA " UNASSIGNED
' TRANSPORT ' BAY OF PLENTY
' UNASSIGNED ' CANTERBURY
' CENTRAL OTAGO
' COROMANDEL
+ EAST COAST NORTH ISLAND

+ SUPPLIER CHAIN BRAND WITHIN CHAIN INTERNAL RATING

Analysis Codes 1-6

Multi select list of Creditor analysis codes can be used to refine the report if necessary. To expand the fields
use the +, and to minimise the analysis list use the -.

NOTE: Analysis codes in the above screen capture are used for training purposes. User company systems
will have analysis fields and codes unique to their organisational requirements.

‘ ACCOUNTING H ANALYSIS

ORDER BY Currency, supplier, Period
REPORT CURRENCY Base
CONSOLIDATE TRANSACTIONS
SHOW TAX
TRANS REF FROM

TRANS REF TO

TRANSACTION TYPE INPUT CURRENCY

« ALL ¥ ALL
' CREDIT NOTE ' AUSTRALIAN DOLLARS

+ INVOICE + CHINESE RENMINBI
' PAYMENT + NEW ZEALAND DOLLARS
+ UNITED STATES DOLLARS

Order By

Selection to order the report by one of the following:

v

> Currency, Supplier Period (Default).
> Currency, Period, Supplier.

> Supplier, Period.

Period, Supplier.

A A
v
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» (Transaction) Reference.
»  Booking Reference.
»  Supplier, Payment Due Date.

Report Currency

Selection of Base, Branch or Foreign can be used to produce report in a particular currency (base is the
default).

Consolidate Transactions

Checkbox. When selected, this will consolidate the transactions to a total for each, rather than show the
individual components. An example is a payment applied to multiple invoices will consolidate to the pay-
ment total in one line rather than each component of the payment displaying. The Transaction, Age and
Post periods do not display in a consolidated report since they could be different for the individual trans-
action components.

Show Tax

Checkbox. When selected, an additional Tax column displays (between the Value and Rate columns)
which displays the tax amount of each transaction.

Trans Ref From/To

To report a range of specific transactions, enter the transaction reference numbers from/to.
Transaction Type

Multi select options for transaction type.

Input Currency

Multi select options for Transaction line input currency.
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Voucher Audit Trail
The Voucher Audit Trail report displays a list of vouchers recognised by the system as liabilities based on a
range of selections.

This reports shows voucher values and invoice values that have been applied to the vouchers and any un-
invoiced (outstanding) value for each voucher.

NOTE: Data is only output if both the service line status and the booking status allow accounting trans-
actions.

When the report is output to CSV, View, or PDF the information available in the generated report is:

» (Voucher) Status. The status can be:
»  Blank - Not yet created/printed.
» L - Liability Only. The liability is created but no voucher will be created.
» C - Closed. The voucher has gone through the payment process and is closed.
» G- Generated. The voucher has been generated.

» R -Reprint required. Subsequent to printing, a change has been made to the service in the
booking which means the voucher needs to be re-printed/generated.

»  (Voucher) Number.

» (Service) Date.

»  Booking Name.

»  (Booking) Reference.

» (Voucher) Supplier (Code).
»  (Voucher) Value.

»  (Invoice) Supplier (Code).
»  (Invoice) Reference.

» (Invoice) Date.

»  (Invoice) Amount.

»  Qutstanding (Amount) - The difference between the voucher value and the invoice value.

s ~
Example Voucher Audit Trail Report:
Voucher Audit Trail Report
. Voucher Details  Inveice Details -
Status MNumber Date Booking Name Reference  Supplier Value  Supplisr Reference  Date Amount Outstanding
R 102,803 16-New2025  Henderson/nderson Party  MZFI04554  HMLADY 19152 30-Now2022 0.00 191.52
& 102,805 17-New2025  Henderson/éndersen Party ~ NZFI104554  BUDNDI 728.00 30-Now2022 0.00 728.00
G 102,806 18-Now-2025  Henderson/Anderson Party  NZFI04554  GRSADT 76832 30-Now-2022 .00 768 32
G 102,807 21-Now-2025  Henderson/Anderson Party  NZFIT04554  HMSMOT 45552 30-Now-2022 .00 45597
G 102,808 21-Now-2025  Henderson/Anderson Pty MIFI04554  MILRDT w752 30-Now-2022 .00 5752
R 102,809 23-Now-2025  Henderson/Anderson Pary  MIFII04554  AGPRO1 &5.44 30-Now-2022 .00 5544
G 10ZE10 23-New-2025  Henderson/Andersen Party  MIFII04554  POSROT 161.28 30-Now-2022 .00 161.28
103218 77-Oce-q025 oHemess BrouderRadng  ocrinasz0 ETLCDY 11.255.00 30-New-2022 0.00 11.255.00
Tour 2018
102,221 27-Qera0zs  NoHamessBrouderRacing o coneen copen 4301.00 30-Nov-2022 0.00 4.301.00
Tour 2018
c 103,735 28-0c-2025  Harness Racing Victoria N7 NZGPI04523 FTLCDY 1185500  PTLCOT 7836291 01-Dct-2025 11.855.00 0.00
c 103,736 28-0c-2025  Harness Racing Vicoria N7 NIGPI04525 COPCOT 1144000  COPCOl 34976085  01-Nov-2025 11.440.00 .00
c 103,237 28-0c-2025  Harness Racing Vicoria N2, MIGPI04E2S KTCKODT 111320 KTCKDT 544 28-0ct-2025 111220 .00
c 103,238 30-0c-2025  Harness Racing Vicoria N2, MWIGPI04E2S MOVIO! 1745200 NOVZD! 38733 01-Now-2025 17.492.00 .00
c 103,242 01-Now-2025  Harness Racing VictoriaNZ.  NIGPI0S529 HERMDT 1259400 HERMO! HWWETSES  01-Now2025 12,594.00 .00
c 103,243 02-Now2025  Harness Racing VictoriaNZ.  MZIGPI0S629 METCO1 132000 METCO1 3377 20-Now-2025 1,320.00 .00
c 103,248 04-Now2025  Harness Racing VictoriaNZ.  MZIGPI04529 APHIDI 1245000 APHIDT 769599-BE  26-Now-2025 12.450.00 0.00
c 103,249 05-New2025  Harness Racing Victoria N2, MZGPI04629 REISON ESI400  REISD1  B9SSISS  26-Now2025 £,594.00 0.00
c 103250 05-Nov-2025  HarnessRacing VictoriaN.Z.  NZGPI04625 RESO1 394800  RE/SO1 8955355  26-Nov-2025 3,948.00 0.00
c 103257 06-Now2025  Harnsss Racing Victoria N.Z.  NZIGPI04625 SCHDOT 2283500 SCHOOT 225455 16-Nov-2025 22.832.00 0.00
c 103,253 09-Now-2025  Harness Racing Victoria N7, NZGPI04525 COPEDT 3440500  COPCO1 34976085  O7-Now-2025 34.408.00 0.00
103,369 08-Oc-2025  Menzie NZFI04642  DODCOT 428400 30-Nov-2022 .00 428400
103,379 08-Oct-2025  Richardson NTFII04643  DOOCDT 428400 30-Nov-2022 .00 428400
103,431 08-0c-2025  Tait Family NIFII04644  DOOCOT 256200 30-Now-2022 .00 2,562.00
Repﬂrt Parameters
Service Date From 01-0ct-2025
Service DateTo  30-Now-2025
Report Currency  Base
Report generated from Tourplan 25 Sep 3025 21°38:12 by PA-DAN MARTIN
L J
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Generating a Voucher Audit Trail Report

1. From the Home menu, select Home > Reports > Financial Reports > Voucher Audit Trial.

2. On the blank Voucher Audit Trial Parameters screen, the Service Tab will open. Select the
required parameters for the Voucher Audit Trial Report.

3. Check the completed screen.

Click on the Other Tab. Select how the results are to be ordered and filtered in the report from the
dropdown selections or checkboxes available.

5. Select how the report is to display.
a. Toview the report, click View.
b. To Download the report to a PDF file, click Download PDF.

c. To Download the report to a CSV file, click Download CSV.

About Voucher Audit Trail Parameter Fields

e N
ﬂ o

SUPPLIER FROM ~ SERVICE DATE FROM =)

SUPPLIERTO v SERVICE DATETO =)

MASTER SUPPLIER FROM v DATE ENTERED FROM =)

MASTER SUPPLIER TO v DATE ENTERED TO =)

CODE FROM VOUCHER FROM 0

CODETO VOUCHER TO 99,999,999

LOCATION v

SERVICE STATUS SERVICE

v AL = ¥ ALL =

' AMENDED FROM KK ' ACCOMMODATION

+ AMENDED FROM RQ ' ACTIVITY

+ AMENDED FROM WL + CANCELLATION FEE

+ CANCELLED ' CRUISE

' CANCELLED - CHARGE ' ENTRANCE FEE

' CONF FROM ALLOCATION ' FLIGHT

¥ CONFIRMED + GUIDE

' CONFIRMED FREESALE + ITINERARY TEXT

' INITIAL STATUS ' MEAL

' ITNERARY ONLY ' PACKAGE

¥ NOT BOOKED ' RENTAL VEHICLE

+ ON REQUEST ' SIGHTSEEING/DAY TOUR

+ OPTIONAL SERVICE ' SUNDRY

' PACKAGE SERVICE + SURCHARGE FEE

' PARTIAL ALLOCATION - + TRANSFER -
- J
Supplier From/To

Supplier range available from the dropdown selection.
Master Supplier From/To

Master Supplier range available from the dropdown selection.
Code From/To

(Product) Code selection.

Location

Location code. Select a specific location from the dropdown.
Service Date From/To

The service line date (or range of).
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Date Entered From/To
Booking date entered.
Voucher From/To

The voucher number from and to. This will default to: From = 0 and To = 99,999,999 which will out put all
vouchers that meet the selection criteria. Selection of specific voucher numbers (or range of) can be made.

Service Status

Multi select options for available service statuses.
Service (Type)

Multi select options for available services.

NOTE: Service Status, and Services showing in the screen captures above are for training purposes.
Users company systems will reflect users organisational requirements.

| sERvce ‘ m

REPORT CURRENCY Base

Report Currency

Selection to report voucher currency or base currency is available (base is the default).
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Tour Financial Summary Report

The Tour Financial Summary (TFS) reports key financial parameters, one line per booking, for a variety of
purposes, but particularly detection of problems with tours or groups of tours (e.g. by department by con-
sultant etc.) in the areas of:

e o oo

e.

NOTE:

Under or Non-Invoiced bookings.
Cost overruns.

Margins outside acceptable range.
Cash collection.

Outstanding liabilities.

The Tour Financial Summary report is often used in conjunction with the Tour Window. The Tour

Financial Summary report summarises one booking per report line. The Tour Window provides an in depth
look at the booking giving more than the summary detail of the Tour Financial Summary report. Information
on the Tour Window is available in the Accounts User Manual.

NOTE:
»
»
»
»
»
»
»
»
»
»
»
»
»
»
»
»
»
»
»
»

NOTE:

When the report is output to View, PDF or CSV file the information available within the report is:

(Booking) Travel Date.

Booking Name.

(Booking) Reference.

Agent (Code).

Con(sultant) (Initials).

(Booking) Status.

Booking Value (Agent value - i.e. nett of any agent commission).
Total Sales (Invoices less credits).

Costs (Service value).

Vouchered (Value).

Actual (Sum of invoices for a booking).

Expected (Booking Profit, Booking Value less Vouchered Value).
Expected PC (Expected Profit %).

Current (Profit) Total Sales less Actual Paid, plus Outstanding Vouchers).
Current PC (Current Profit %).

(Number of) Adult Pax.

Profit PP (Per Person = Current Profit/Adult Pax).

Received (Cash Received).

Paid (Cash Paid).

Balance (Cash Balance).

Data can be ordered by specific options, and order by settings are selected within the Other Tab.

The report can be generated with the following parameters:

»
»
»
»

»
»

©Tourplan, 2023

Order By - Dropdown (Period, Travel Date default).
Show Detailed or Totals - Dropdown (Detailed default).
Expected Profit Calculation - Based on Booking Value or Based on Invoice Value.

Show Outstanding Vouchers - Checkbox. Unchecked default. When selected, the 'Out Vouch'
column replaces the Vouchered column.

Tax Exclusive Value - Checkbox (Checked default).
Rounded Values - Checkbox (Unchecked default).

NIE%
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Tour Financial Report by Period

Period Perisd

Booking e

Travel Date v

Booking Name: Reference  Agent  Con

TNev-2024 S Family
Actwood Mr/Mrs H
White Mr and Mrs

NZFIIOME34  AGALAX PNJ T 56190
NZFIIHEE  ANTYVR GRS a3 339900
NZFII04637  AGALAX PN) 150128 50128
NZFII4636  AGALAX PN Pty 46694
NZFHIOASST  ANZWR GRS EE N )
NISEI0454T ANTVVR GRS G4ss00 645400
USFIIONSS  AGALAX GRS 192640 102640

12-Nov-2024
15-Nov-2024
16Nev-2024  Campbel

Achaiszan Me/MrzH
Alison Mr/Mrs B
AndrensMr &Mrs B

20-Nov-2024
Zer2024
23Nz

Acual  Expes urrent - Received
2600 z w120
251480 % EEERS
114700 . 152032
L o554
178878 y X ) 2177e0
0o X 0o
77 X . X 3 2 192640

TotslforPariod 1708347 1682737

677500 X 1027678

ReportTens  1omRaT 188733

577500 1003871 X 585233 1027675 481675

Report Parameters
Period, Travel Date
OieNow2024
s0Nov2024

Desailed
n Bazad on Bocking Value

planzs

Generating a Tour Financial Summary Report

From the Home menu, select Home > Reports > Financial Reports > Tour Financial Summary.

2. On the blank Tour Financial Summary Parameters screen, the Booking Tab will open, select the
required parameters for the Tour Financial Summary Report.

NOTE: There are 2 tabs available to select parameters from. They are the Booking Tab and the

Analysis Tab (Booking & Agent).

3. Check the completed screens.

4. Click on the Other Tab. Select how the results are to be ordered and filtered in the report from the
dropdown selections or checkboxes available.

5. Select how the report is to display.

a. Toview the report, click View.

b. To Download the report to a PDF file, click Download PDF.

c. ToDownload the report to a CSV file, click Download CSV.

About Tour Financial Summary Parameters Fields

Tour Financial Summary Parameters

DOWNLOAD €SV DOWNLOAD PDF m

BOOKING ‘ ANALYSIS H OTHER |

PERIOD FROM
PERIOD TO

TRAVEL DATE FROM
TRAVEL DATE TO
DATE ENTERED FROM
DATE ENTERED TO
AGENT FROM
AGENTTO

MASTER AGENT FROM
MASTER AGENT TO

BOOKING STATUS BRANCH

¥ ALL « ALL
" CANCELLED ' ADMINISTRATION
+ CANCELLED WITH COST ' AUSTRALIAN OFFICE
+ CONFIRMED ' BALANCE SHEET
+ DEPOSIT INVOICE ' NZ OFFICE

' ONLINE SALES
« UNASSIGNED

' USA OFFICE

+ FINALISED
« INVOICED
+ QUOTATION

LAST WORKED BY
BOOKING TYPE All booking types
LAST SERVICE DATE FROM

LAST SERVICE DATE TO

LAST WORKED DATE FROM

LAST WORKED DATE TO

BOOKING REF FROM

BOOKING REF TO

CURRENCY

CONSULTANT

DEPARTMENT

+ AL

' ADMINISTRATION

# COASTAL EXCURSIONS
+ FIT

+ GROUPS

+ INCENTIVES

' INTERNET FIT

' SERIES TOURS

' SHORE EXCURSIONS
 SPECIAL GROUPS.

+ UNASSIGNED
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Period From/To

Travel date within financial accounting period (or range of).

Travel Date From/To

Booking header travel date (or range of).

Date Entered From/To

Booking date entered date (or range of).

Agent From/To

Booking agent range, available from the dropdown selection.
Master Agent From/To

(Debtor) Master agent range, available from the dropdown selection.
Last Worked By

Service last worked by - type the full name (correctly spelt) of the Tourplan user.
Booking Type

Dropdown selection available for:

» All booking types (default).
» FITS.
»  Groups.

Last Service Date From/To

Booking header last service date (or range of).
Last Worked Date From/To

Booking header last worked date (or range of).
Booking Ref From/To

Booking Reference (or range of).

NOTE: If booking reference is selected as a filter the branch and department selection checkboxes will
need to reflect the booking reference branch and department or have 'All' selected.

Currency

Dropdown selection of available currencies.

Consultant

Dropdown selection for booking consultants name and initials.
Booking Status

Multi select options for available booking header statuses.
Branch

Multi select options for available (booking reference) branches.
Department

Multi select options for available (booking reference) departments.

NOTE: Service Status, Branch and Departments showing in the screen captures above are for training pur-
poses. Users company systems will reflect users organisational requirements.
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= \M\ omen |

-_— BOOKING TYPE PAX NATIONALITY SOURCE

+ AL « ALL + AL

+ CONFERENCE ' ARGENTINA + ADVERTISEMENT

+ FAMTRIP ' AUSTRALIA + BROCHURE

' INCENTIVE ' CANADA ' DIRECT

' PACKAGE ' CHINA ' INTERNET

' SERIES ' COSTARICA ' TRAVEL AGENT

' SPECIAL INTEREST ' CZECHIA ' TRAVELLED BEFORE
' TAILOR MADE/BESPOKE ' FRANCE ' UNASSIGNED

MARKUP M/A DOC'S STATUS REASON REFUSED

AGENT TYPE REGION PAYMENT TERMS

CONSORTIUM RATE GROUP SALES REP

Booking Analysis Codes 1-6
The top 6 Analysis fields are the Booking Analysis codes.
Agent Analysis Codes 1-6

The bottom 6 Analysis fields are the Agent Analysis codes.

Multi select list of Analysis codes can be used to refine the report if necessary. To expand the fields use the
+, and to minimise the analysis list use the -.

NOTE: Analysis codes in the above screen capture are used for training purposes. Users company sys-
tems will have analysis fields and codes unique to their organisational requirements.

‘ BOOKING H ANALYSIS |

ORDER BY Period, Travel Date

DETAILED OR TOTALS Detailed

EXPECTED PROFIT Based on Booking Value
CALCULATION

SHOW OUTSTANDING VOUCHERS
' TAX EXCLUSIVE VALUES

ROUND VALUES

Order By
Report data can be selected by using the dropdown to order by:

»  Period, Travel Date (Default).

»  Branch, Department, Period, Travel Date.
»  Consultant, Period, Travel Date.

»  Agent, Period, Travel Date.

Detailed or Totals

Dropdown selection of Detailed or Totals.
Expected Profit Calculation

Report data can be selected to show:

»  Based on Booking Value.
» Based on Invoice Value.
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Show Outstanding Vouchers

Checkbox to show outstanding vouchers.

Tax Exclusive Values

Checkbox to show values as tax exclusive (checked by default).
Round Values

Checkbox to round all report values.
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Package Financial Summary Report

72|

The Package Financial Summary (PFS) reports key financial parameters, one line per booking, for a vari-
ety of purposes, but particularly detection of problems with book on tours or master group tours of package
tours (e.g. by department by consultant etc.) in the areas of:

»
»
»
»
»

NOTE:

Under or Non-Invoiced bookings.
Cost overruns.

Margins outside acceptable range.
Cash collection.

Outstanding liabilities.

The Package Financial Summary report is a special financial summary which reports the revenue

from the participating FIT Bookings and the Expenses from the Component Group Bookings. If the book on
feature is used the Package Financial Summary is used to report the revenue from the booked-on booking
and expenses from the rolled up group booking.

NOTE:

»
»
»
»
»
»
»
»
»
»
»
»
»
»
»
»
»
»
»
»

When the report is output to View, PDF or CSV file the information available within the report is:

(Booking) Travel Date (Book on booking travel date).

(Booking) Name (Book on booking name).

(Booking) Reference (Book on group booking reference).

Agent (Code) (Book on booking agent code).

Con(sultant) (Book on booking consultant initials).

(Book on booking) Status.

Booking Value (Book on Agent Value - i.e. nett of any agent commission).
Total Sales (From the booked on booking).

Costs (From the Master booking).

Vouchered (Value from the Master booking).

Actual (Paid to Suppliers date).

Expected (Booking Profit, Booking Value less Vouchered Value).
Expected PC (Expected Profit %).

Current (Profit -Total Sales less Actual Paid plus Outstanding Vouchers).
Current PC (Current Profit %).

(Number of) Adult Pax.

Profit PP (Per Person = Current Profit/Adult Pax).

Received (Cash Received).

Paid (Cash Paid).

Balance (Cash Balance).

This report offers flexibility for organisations to output data specific to individual business needs. Variations
such as where your organisation records revenue can be reported on by selecting report parameters from
within the 'Other’ tab.

NOTE:

Users can select to report on booking values from either the rolled up group booking or from indi-

vidual booked-on bookings.

-

Example Package Financial Report:

Package Financial Report by Period

Bo:

Trave Do Booking Name Reference. Agent Con Swts GookingValue Tt Saos | Costs  Vouchersd  Actiel  Expected ExpectedPC  Curont  CumentPC AS  ProfiPP  Feceived [

Total for Period 202410 Period Start 01-Apr-2024  Period End 30-Apr-2024 BE6ds 2401983 787904 234783 034783 531565 7200 257200 e 35 50160 2520870 034783

Report Parameters

Expected Profit Calculation  Based on Booking Value

Report generated from Tourplan 14 Dec 2022 024618 by PA-NAOMIJGHNS

Report Total 566345 2491353 767304 234783 234783 631565 7290 2257200 5058 45 50160 2520870 234783

Period, Travel Date
202410

202410

uchers No.
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Generating a Package Financial Summary Report

From the Home menu, select Home > Reports > Financial Reports > Package Financial Summary.

2. On the blank Package Financial Summary Parameters screen, the Booking Tab will open, select
the required parameters for the Package Financial Summary Report.

NOTE: There are 2 tabs available to select parameters from. They are the Booking Tab and the
Analysis Tab (Booking & Agent).

3. Check the completed screens.

Click on the Other Tab. Select how the results are to be ordered and filtered in the report from the
dropdown selections or checkboxes available.

5. Select how the report is to display.
a. Toview the report, click View.
b. To Download the report to a PDF file, click Download PDF.

c. To Download the report to a CSV file, click Download CSV.
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About Package Financial Summary Parameter Fields

74| )

(

Booking Tab

Package Financial Summary Parameters

DOWNLOAD CSV DOWNLOAD PDF m

BOOKING ANALYSIS OTHER

PERIOD FROM v LAST WORKED BY
PERIOD TO v BOOKING TYPE
TRAVEL DATE FROM =) LAST SERVICE DATE FROM
TRAVEL DATE TO =) LAST SERVICE DATE TO
DATE ENTERED FROM B LAST WORKED DATE FROM
DATE ENTERED TO ) LAST WORKED DATE TO
AGENT FROM v BOOKING REF FROM
AGENTTO v BOOKING REF TO
MASTER AGENT FROM v CURRENCY
MASTER AGENT TO v CONSULTANT
BOOKING STATUS BRANCH

+ ALL # ALL

+ CANCELLED ' ADMINISTRATION

' CANCELLED WITH COST ' AUSTRALIAN OFFICE

+ CONFIRMED ' BALANCE SHEET

' DEPOSIT INVOICE ' NZ OFFICE

+ FINALISED ' ONLINE SALES

+ INVOICED ' UNASSIGNED

+ QUOTATION ' USA OFFICE

|

All booking types v

A

DEPARTMENT

+ ALL

+ ADMINISTRATION

' COASTAL EXCURSIONS
T

+ GROUPS

' INCENTIVES

' INTERNET FIT

' SERIES TOURS

' SHORE EXCURSIONS
' SPECIAL GROUPS

' UNASSIGNED

Period From/To

Travel date within financial accounting period (or range of).
Travel Date From/To

Booking header travel date (or range of).

Date Entered From/To

Booking date entered date (or range of).

Agent From/To

Booking agent range, available from the dropdown selection.

Master Agent From/To

(Debtor) Master Agent range, available from the dropdown selection.

Last worked by

Service last worked by - type the full name (correctly spelt) of the Tourplan user.

Booking Type
Dropdown selection available for:

»  All booking types (default).
» FITS.
»  Groups.

Last Service Date From/To

Booking header last service date (or range of).
Last Worked Date From/To

Booking header last worked date (or range of).
Booking Ref From/To

Booking Reference (or range of).
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NOTE: If booking reference is selected as a filter the branch and department selection checkboxes will
need to reflect the booking reference branch and department or have 'All' selected.

Currency

Dropdown selection of available currencies.

Consultant

Dropdown selection for booking consultants name and initials.

Booki

ng Status

Multi select options for available booking header statuses.

Branc

Multi select options for available (booking reference) branches.

h

Department

Multi select options for available (booking reference) departments.

NOTE: Service Status, and Branch and Departments showing in the screen captures above are for training
purposes. Users company systems will reflect users organisational requirements.

-

-
Analysis Tab (Booking and Agent Analysis)
Package Financial Summary Parameters e ) e ) QD
BOOKING m OTHER
- BOOKING TYPE PAX NATIONALITY SOURCE
AL ¥ ALL AL =
+ CONFERENCE ' ARGENTINA ' ADVERTISEMENT
+ FAMTRIP ' AUSTRALIA ' BROCHURE
 INCENTIVE + CANADA + DIRECT
+ PACKAGE ' CHINA + INTERNET
' SERIES ' COSTARICA ' TRAVEL AGENT
¥ SPECIAL INTEREST ' CZECHIA ¥ TRAVELLED BEFORE
' TAILOR MADE/BESPOKE ' FRANCE ' UNASSIGNED 2
+ MARKUP M/A v DOC'S STATUS v REASON REFUSED v
+ AGENT TYPE v REGION v PAYMENT TERMS v
+ CONSORTIUM v RATE GROUP v SALES REP v

Booking Analysis Codes 1-6

The top 6 Analysis fields are the Booking Analysis codes.

Agent Analysis Codes 1-6

The bottom 6 Analysis fields are the Agent Analysis codes.

Multi select list of Analysis codes can be used to refine the report if necessary. To expand the fields use the
+, and to minimise the analysis list use the -.

NOTE: Analysis codes in the above screen capture are used for training purposes. Users company sys-
tems will have analysis fields and codes unique to their organisational requirements.
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-

Other Tab

Package Financial Summary Parameters

DOWNLOAD CSV DOWNLOAD PDF m

BOOKING ANALYSIS m

ORDER BY Period, Travel Date e
DETAILED OR TOTALS Detailed v
REVENUE FROM Booking Invoice hd
BOOKING VALUE Operational Booking e
EXPECTED PROFIT Based on Booking Value v
CALCULATION SHOW OUTSTANDING VOUCHERS
' TAX EXCLUSIVE VALUES
ROUND VALUES
|
Order By

Report data can be selected by using the dropdown to order by:

»  Period, Travel Date (Default).

»  Branch, Department, Period, Travel Date.
»  Consultant, Period, Travel Date.

»  Agent, Period, Travel Date.

Detailed or Totals
Selection of detailed or totals.
Revenue From

Revenue from either:

»  Booking Invoice - this selection will provide a report with the total value from the individual (FITS)
invoiced bookings (including added pre-post service lines which may have been entered).

»  Booking Agent - this selection will provide a report on the revenue from the individual FIT Agent val-
ues as total sales (including added pre-post service lines which may have been entered).

»  Package Agent - this selection will provide a report on the revenue from the individual FIT Agent val-

ues as total sales for the package only.

»  Package Invoice - this selection will provide a report with the total value from the individual (FITS)

invoiced bookings for the package only.
Booking Value

Select the value for the report to show either:

»  Operational Booking value (the value from the rolled up booking).

»  Booked on Bookings value (the value from the individual bookings).

Expected Profit Calculation
Report data can be selected to show:

» Based on Booking value.
» Based on Invoice value.

Show Outstanding Vouchers

Checkbox to show outstanding vouchers.

Tax Exclusive Values

Checkbox to show values as tax exclusive (checked default).
Round Values

Checkbox to round all report values.
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G.L. Trial Balance Report

The General Ledger Trial Balance report lists debit, credit and balance totals for specified General Ledger
accounts for a final period.

This report includes totals for selected periods, year to date and future periods. Or it can be run as a
detailed Trial Balance.

Users can report in base currency or foreign currency.

When the report is output to View, PDF or CSV file the information available within the generated report is

the:
»
»
»
»
»
»
»
»
»
»
»
»
»
»
»

NOTE:

Period.
Currency.
Branch.
Department.
Account.
Description.
Debit.

Credit.
Balance.
YTD Debit.
YTD Credit.
YTD Balance.
Future Debit.
Future Credit.
Future Balance.

Data can be ordered by specific options, and order by settings are selected within the Other Tab.

The report can be generated with the following parameters:

»
»
»
»
»
»

Order By - Dropdown (Branch, Department and Account).

Show Detailed or Totals - Dropdown (Detailed default).

Report Currency - Dropdown (Base, Branch or Foreign Currency).
Skip Nil Balances (Yes or No).

Show Future Balances (Yes or No).

Consolidate Currencies in Base Currency (Yes or No).

Generating a General Ledger Trial Balance

© Tourplan, 2023

From the Home menu, select Home > Reports > Financial Reports > GL Trial Balance.

On the blank GL Trial Balance Parameters screen, the Balance Tab will open. Select the required
parameters for the GL Trial Balance Report.

Check the completed screens.

Click on the Other Tab. Select how the results are to be ordered and filtered in the report from the
dropdown selections or checkboxes available.

Select how the report is to be displayed.
a. Toview the report, click View.
b. To Download the report to a PDF file, click Download PDF.

c. ToDownload the reportto a CSV file, click Download CSV.
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About GL Trail Balance Parameters

BALANCE ‘ OTHER ‘

PERIOD FROM 202501 - 01-Jul-2024 - 31-Jul-2024 ACCOUNT CODE FROM

PERIOD TO 202501 - 01-Jul-2024 - 31-Jul-2024 ACCOUNT CODE TO

BRANCH DEPARTMENT CURRENCY

« ALL ¥ ALL ¥ ALL
' ADMINISTRATION ' ADMINISTRATION ' AUSTRALIAN DOLLARS
' AUSTRALIAN OFFICE + COASTAL EXCURSIONS ' CHINESE RENMINBI
' BALANCE SHEET « FIT ' NEW ZEALAND DOLLARS
' NZOFFICE ' GROUPS ' UNITED STATES DOLLARS
+ ONLINE SALES + INCENTIVES
' UNASSIGNED ' INTERNET FIT
' USA OFFICE ' SERIES TOURS

' SHORE EXCURSIONS

' SPECIAL GROUPS

' UNASSIGNED

Period From/To

General Ledger Financial Period Range.

Account Code From/To

Transaction General Ledger Account (or range of) - Type the full and correct account code(s).
Branch

Multi select options for available (Transaction GL) branches.

Department

Multi select options for available (Transaction GL) departments.

Currency

Multi select options for available (GL Transaction) currency.

| BALANCE | m

ORDER BY Branch, Department

DETAILED OR TOTALS Detailed
REPORT CURRENCY Base
' SKIP NIL BALANCES
' SHOW FUTURE BALANCES

(CONSOLIDATE CURRENCIES IN BASE

Order By
GL Trial Balance Parameters allow the two order by options:

» Branch, Department (system default).
» Account.

Detailed or Totals
Selection of detailed or totals only.
Report Currency

Selection of Base, Branch or Foreign currencies can be selected (Defaults to Base).
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Skip Nil Balances

Checkbox to skip GL Accounts with nil balances (default is checked).

Show Future Balances

Checkbox to show future balances (debit, credit, balance) (default is checked).
Consolidate Currencies in Base

Checkbox to consolidate currencies in base currency. (Default un-checked).
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G.L. Transaction Ledger Report

The Transaction Ledger Report lists transactions by General Ledger account code including debit and
credit amounts in the transaction and base currencies.

This report lists General Ledger transactions for specified accounts and periods.

When the report is output to View or PDF, the information available in the generated report is:

»  Ledger (Code: P=Payables, R=Receivables, G=General Ledger).

»  Code (For Receivables a 6 Character Debtor Code, For Payables a 6 Character Creditor Code).
»  (Debtor or Creditor) Name.

»  Tran(saction) Date.

» (Transaction) Reference.

»

Transaction ltem (Booking reference for bookings related transactions; the original invoice ref-
erence for non booking transactions).

» (Transaction) Currency.

»  Debit (Amount).

»  Credit (Amount).

»  Base Debit (Amount).

»  Base Credit (Amount).

»  Details (Transaction Reference).
» (Transaction) Description (Line) 1.
» (Transaction) Description (Line) 2.
»  Debit Posting (Account).

»  Credit Posting (Account).

When running the report to a CSV file the following fields are also available:

» Account (Number).

»  Account Name.

»  Posting Period.

»  Opening Balance.

NOTE: Data can be ordered by specific options, and order by settings selected within the Other Tab.

The report can be generated with the following parameters:

»  Order By.
» Consolidate Transactions.
»  Show.

»  Descriptions (Yes or No).
»  Future Entered Transactions (Yes or No).
» Al Ledger Accounts (Yes or No).

A

Example Transaction Ledger Report:

Transaction Ledger By Account Period

une 540050030 Trasing Bank No 1 Acct

e Code  Name Tran Date Reference. Currency Debic Credic  BasaDebit  Base Credit Details  Dascription | Description 2 Debic Posting Credit Posting

202510 Period Start 01 Ar 2025 Reriog Enci30 Apr 2025

STIMZO1 Horel StMoriz ToeAprans N3 NZUGER NID 000 107374 a0 107374 24627338 Handisices
STMZO1 Hore! ToApr22s  2szS2se223 NZFUIGARZZ NZD 0% 8196 i 167,06 24627338 Handi
WWKKDT Wi Mouraled  10Apr025 <25 NZFTIOAS22  NZD 000 2565 a0 25565 22078
WWKKOT Winale Watch Kaikoura Lt 10-Apr2025

254D050000 £540050030

2540050000 =sAD050030

25AD0S000D 85ADOSI030

nNzFIIOssT NZD 000 835 0% 3835 27278
RETO!  Resl journeys HO. A5 226286220 USSGIONNIS NZD ooy sEmaz ase 37313 sese
RETO! RealjourneysH O ToeAprans TN USSGIONIE NID X 52057 564
558250

354D050000 5540050030
25AD050000 8540050030
254D050000 £540050030

* 598250

J

Transaction Ledger Reports can display the opening and closing balance in transaction currency (if one is
selected).
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Generating a Transaction Ledger Report

1. From the Home menu, select Home > Reports > Financial Reports > Transaction Ledger.

2. Onthe blank Transaction Ledger Parameters screen, the Balance Tab will open. Select the
required parameters for the Transaction Ledger Report

NOTE: There are 2 tabs available to select parameters from. These are the Balance Tab and the
Analysis Tab (Agent and Supplier).

3. Check the completed screens.

Click on the Other Tab. Select how the results are to be ordered and filtered in the report from the
dropdown selections or checkboxes available.

5. Select how the report is to display.
a. Toview the report, click View.
b. To Download the report to a PDF file, click Download PDF.

c. To Download the report to a CSV file, click Download CSV.

About Transaction Ledger Parameter Fields

( )
Balance Tab
m ANALYSIS OTHER
PERIOD FROM 202510 - 01-Apr-2025 - 30-Apr-2025  ~ TRANSACTION PERIOD FROM v
PERIOD TO 202510 - 01-Apr-2025 - 30-Apr-2025  ~ TRANSACTION PERIOD TO v
ACCOUNT CODE FROM
ACCOUNT CODE TO
BRANCH DEPARTMENT CURRENCY ALL LEDGER VALUES
« AL ¥ ALL « AL « ALL
' ADMINISTRATION + ADMINISTRATION ' AUSTRALIAN DOLLARS ¥ (cieL
' AUSTRALTAN OFFICE ' COASTAL EXCURSIONS ' CHINESE RENMINBI ¥ {P}CREDITORS
¥ BALANCE SHEET L4y ¥ NEW ZEALAND DOLLARS # (R} DEBTORS
+ NZ OFFICE ' GROUPS ' UNITED STATES DOLLARS
' ONLINE SALES « INCENTIVES
¥ UNASSIGNED  INTERNET FIT
+ USAOFFICE ' SERIES TOURS
+ SHORE EXCURSIONS
« SPECIAL GROUPS
' UNASSIGNED
- J

Period From/To

General Ledger Posting Period range.

Account Code From/To

Transaction General Ledger Account (or range of) - Type the full and correct account code(s).
Transaction Period From/To

Transaction Period (or range of).

Branch

Multi select options for available (Transaction G.L.) branches.

Department

Multi select options for available (Transaction G.L.) departments.

Currency

Multi select options for available (GL Transaction) currency.

All Ledger Values

Multi select Ledger options for All, (G) General Ledger, (P) Creditors and (R)Debtors.
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e \M\ omer

-_— AGENT TYPE REGION PAYMENT TERMS

¥ AL ¥ AL —_—

' DIRECT ' AFRICAN CONTINENT « ON ACCOUNT
+ INTER-COMPANY + CARIBBEAN ' PRE-PAYMENT
" ONLINE TRAVEL AGENT + EAST ASIA ' UNASSIGNED
" TRAVEL AGENT ' EASTERN EUROPE
+ UNASSIGNED + EUROPE
+ WHOLESALER + INDIAN OCEAN

' LATIN AMERICA

CONSORTIUM s RATE GROUP v SALES REP

SUPPLIER TYPE v REGION v ELECTRONIC PAY FLAG

SUPPLIER CHAIN v BRAND WITHIN CHAIN v INTERNAL RATING

Analysis Codes 1-6

Multi select list of Debtor Analysis codes and/or Creditor Analysis codes can be used to refine the report if
necessary. To expand the fields use the +, and to minimise the list use the -.

NOTE: Analysis codes in the above screen capture are used for training purposes. Users company sys-
tems will have analysis fields and codes unique to their organisational requirements.

‘ BALANCE H ANALYSIS ‘

ORDER BY Account, Period

CONSOLIDATE TRANSACTIONS  No Consolidation
' SHOW DESCRIPTIONS
SHOW FUTURE ENTERED TRANSACTIONS

SHOW ALL LEDGER ACCOUNTS

Order By
GL Transaction Ledger Parameters allow the selection of one of three order by options:

» Account, Period (Default).
» Account.
»  Account, Ledger, Tran(saction) Type, (Transaction) Reference.

Consolidate
Dropdown selection available to consolidate by:

»  No Consolidation (Default).
» By Transaction.
» By Transaction Line.

Show Description

Checkbox to show transaction descriptions (Default checked).
Show Future Entered Transactions

Checkbox to include Future Entered Transactions.

Show All Ledger Accounts

Checkbox to include All Ledger Accounts.
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Suspense Account Report

The Suspense Account Report lists any transactions that have been posted to the system suspense
account. This report shows which side of the transaction has posted to the suspense account as well as the
account it tried to post to.

The results of the Suspense Account Report should be clear after completing your month-end process.

NOTE: The Tourplan NX system suspense account must not be used for any manual postings - it is solely

for the system to post entries to where the attempted G.L. Account cannot be found.

You can use this report as a check to establish weather your chart of accounts and GL accounts created
correspond. If not - You will have suspense entries.

This report includes the following information:

»
»
»
»
»
»
»
»

»

¥ ¥yvy

>

A
v

©Tourplan, 2023

Ledger (Code: P=Payables, R=Receivables, G=General Ledger).

Code (Debtor or Creditor Code).

Tran(saction) Date.

(Transaction) Reference.

Side (Either the Debit posting or Credit posting).

Account (The account the posting has been made to - the System Suspense Account).
Suspense (The account the posting was supposed to be made to).

Item (Booking reference for bookings related transactions; the original invoice reference for non
booking transactions).

Category (The type of posting. Possible entries could be):

»
»
»
»
»
»
»
»
»
»
»
»
»
»
»
»

ALA = Allocated Cash Applied.

ALB = Cash allocated from an Unallocated cash receipt when the receipt is in a closed period.

COM = Commission.

FCH = Future Cash.

FCM = Future Commission.
FCT = Future Commission Tax.
FET = Future Expense Tax.
FEX = Future Expense.
FRT = Future Revenue Tax.
FRV = Future Revenue.
FXV = Forex Variation.

JCR = Journal Credit.

JDR = Journal Debit.

TAX = Tax.

TOC = Tax on Commission.
VAL = Value.

(Transaction) Currency.

(Transaction) Value.

Base Value (Transaction value in Base Currency).

(Transaction) Description (Line) 1.
(Transaction) Description (Line) 2.

NIE
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Example Suspense Account Report:

Suspense Report

Ledger Code  Tran Date Reference  Side  Account  Suspense Item Category Currency Value  Base Value Description 1 Description 2

R OVSCHI 01-Dec2024 20781 CREDIT BSAD0S5353 USSED1D000 USSEI04533 7RV NZD 14870 148.70 Hallmark Limousines Ltd f:'l:;’;:"a("’“m‘rwr' toCity
R OVSCHI 01-Dec2024 20751 CREDIT BSADDS5353 USSED10000 USSEI04533  FRV NZD 504174 5,041.74 Our Own Office - Christchurch  Best of New Zealand 10 Day
R OVSHOU 01-Dec2024 20789 CREDIT BSAD093593 USSED10000 USSE104517  FRY NZD 12696 126.96 Istay Residences Apsriments ?;':.‘E:dd"“ Apantment -

Report Parameters

Period From 202501
Period To 202501

Show Descriptions Yes

Report generated from Tourplan 2 Nov 2024 23:53:34 by PA-DAN MARTIN

-

Generating a Suspense Account Report

1. From the Home menu, select Home > Reports > Financial Reports > Suspense Account.

2. Onthe blank Suspense Account Parameters screen, the Balance Tab will open. Select the
required parameters for the Suspense Account Report.

3. Check the completed screens.

Click on the Other Tab and select Show Descriptions if the Transaction Description fields 1 & 2 are
to appear on the report.

5. Select how the report is to display.
a. Toview the report, click View.
b. To Download the report to a PDF file, click Download PDF.
c. To Download the report to a CSV file, click Download CSV.

About Suspense Account Parameter Fields

Balance Tab

m o

PERIOD FROM 202501 - 01-Jul-2024 - 31-Jul-2024 v TRANSACTION PERIOD FROM v

PERIOD TO 202501 - 01Jul-2024 - 31-jul-2024 v TRANSACTION PERIOD TO v

ALL LEDGER VALUES

VAL
+ {G}6L
| {P} CREDITORS

+ {R}DEBTORS

-

Period From/To

Posting Period range.

Transaction Period From/To

Transaction Period range.

All Ledger Values

Multi select Ledger options for All, (G) General Ledger, (P) Creditors and (R)Debtors.
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‘ BALANCE | m

+ SHOW DESCRIPTIONS

Show Descriptions

Users can select if they want the descriptions for the Suspense Account to generate. (Default is checked).
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Future Transactions Report

86 | )

The Future Transactions report reports transactions that will affect account balances in future periods.
Accounts that are able to be reported are:

A

>

Future Revenue.
Future Expense.
AP Future Cash.
AR Future Cash.

NOTE: The balance for the last period should always be ZERO for each of these accounts.

NOTE: Future Revenue Tax and Future Expense Tax Accounts will also output if used.

When the report is run to View, PDF or CSV file the information available within the report is the:

»
»
»
»
»
»
»
»
»
»
»
»
»

Ledger Code (P=Payables, R=Receivables, G=General Ledger).

Code (Debtor or Creditor Code).
Tran(saction) Date.
(Transaction) Reference.
Transaction Item.

Travel Date.

(Transaction) Currency.

Debit (Amount).

Credit (Amount).

Base Debit (Amount).

Base Credit (Amount).

Period In (To futures account).
Period Out (of futures account).

Report Parameters allow users to select to show:

»
»
»
»
»
»

Order By - Account or Account Period In.

Balance As At Period - Financial Period Selection.

Future Revenue (Yes or No).
Future Expense (Yes or No).
AP Future Cash (Yes or No).
AR Future Cash (Yes or No).
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( A
Example Future Transactions Report:
Future Transactions By GL Account
GL Account  USADOG0030 Future Revenue
Ledger Code Tran Date Reference Transaction Travel Date Currency Debit Credit Base Debit Base Credit Period  Period
Item In Qut
R OVECHI 28-Jan-2024 20731 USEG104518  22-Apr-2024 NZD 0.00 606.55 0.00 606.55 202407 202410
R OVSCHI 28-Jan-2024 20731 US5G104518  23-Apr-2024 NZD 0.00 227205 0.00 2,272.05 202407 202410
R OVECHI 28-Jan-2024 20731 USEG104518  22-Apr-2024 NZD 0.00 216.19 0.00 216.19 202407 202410
R OVSCHI 28-Jan-2024 20731 US5G104518  23-Apr-2024 NZD 0.00 2134 0.00 81.34 202407 202410
R OVECHI 28-Jan-2024 20731 USEG104518  22-Apr-2024 NZD 0.00 509.50 0.00 508.80 202407 202410
R OVSCHI 22-Jan-2024 20731 US5G104518  23-Apr-2024 NZD 0.00 30330 0.00 303.30 202407 202410
R OVECHI 28-Jan-2024 20731 USEG104518  22-Apr-2024 NZD 0.00 B0B.53 0.00 BOE.52 202407 202410
R OVSCHI 28-Jan-2024 20731 USSG104518  23-Apr-2024 NZD 0.00 75085 0.00 790.85 202407 202410
R OVSCHI 28-Jan-2024 20731 USSG104518  23-Apr-2024 NZD 0.00 87426 0.00 87426 202407 202410
R OVSCHI 28-Jan-2024 20731 USSG104518  23-Apr-2024 NZD 0.00 1,228.52 0.00 1,228.52 202407 202410
R OVSCHI 28-Jan-2024 20731 USSG104518  23-Apr-2024 NZD 0.00 106 62 0.00 106.62 202407 202410
R OVSCHI 28-Jan-2024 20731 USSG104518  23-Apr-2024 NZD 0.00 523.86 0.00 523.86 202407 202410
R OVSCHI 28-Jan-2024 20731 USSG104518  23-Apr-2024 NZD 0.00 0.00 0.00 0.00 202407 202410
R OWSCHI 28-Jan-2024 20731 US5G104518  23-Apr-2024 NZD 0.00 B4B.ES 0.00 B4B.68 202407 202410
R OVSCHI 28-Jan-2024 20731 USSG104518  23-Apr-2024 NZD 0.00 17274 0.00 172.74 202407 202410
R OWSCHI 28-Jan-2024 20731 US5G104518  23-Apr-2024 NZD 0.00 853.81 0.00 893.81 202407 202410
R OVSCHI 28-Jan-2024 20731 USSG104518  28-Apr-2024 NZD 0.00 280368 0.00 2.B03.68 202407 202410
R OWSCHI 28-Jan-2024 20731 US5G104518  23-Apr-2024 NZD 0.00 189.79 0.00 169.79 202407 202410
R OVSCHI 28-Jan-2024 20731 US3G104518  28-Apr-2024 NZD 0.00 11576 0.00 115.76 202407 202410
R OVECHI 28-Jan-2024 20731 USEG104518  22-Apr-2024 NZD 0.00 164376 0.00 1,643.76 202407 202410
R OVSCHI 28-Jan-2024 20731 US3G104518  28-Apr-2024 NZD 0.00 208805 0.00 2.088.05 202407 202410
R OVECHI 28-Jan-2024 20731 USEG104518  22-Apr-2024 NZD 0.00 1,345.85 0.00 1,345.85 202407 202410
R OVSCHI 28-Jan-2024 20731 US3G104518  28-Apr-2024 NZD 0.00 11576 0.00 115.76 202407 202410
R OVECHI 28-Jan-2024 20731 USEG104518  22-Apr-2024 NZD 0.00 32,180.85 0.00 3,180.585 202407 202410
R OVSCHI 28-Jan-2024 20731 US5G104518  23-Apr-2024 NZD 0.00 11576 0.00 115.76 202407 202410
R OVECHI 28-Jan-2024 20731 USEG104518  22-Apr-2024 NZD 0.00 110457 0.00 1,104.57 202407 202410
R OVSCHI 28-Jan-2024 20731 US5G104518  23-Apr-2024 NZD 0.00 653.75 0.00 653.75 202407 202410
R OVECHI 28-Jan-2024 20731 USEG104518  22-Apr-2024 NZD 0.00 805.01 0.00 805.01 202407 202410
R OVSCHI 22-Jan-2024 20731 US5G104518  23-Apr-2024 NZD 0.00 111426 0.00 1,114.26 202407 202410
R OVECHI 28-Jan-2024 20731 USEG104518  22-Apr-2024 NZD 0.00 28539 0.00 965.39 202407 202410
R OVSCHI 28-Jan-2024 20731 USSG104518  23-Apr-2024 NZD 0.00 2,803.68 0.00 2,803.68 202407 202410
R OVECHI 28-Jan-2024 20731 USEG104518  22-Apr-2024 NZD 0.00 40278 0.00 402.78 202407 202410
Toral for GL Account 0.00 23,866.80
Report Total 0.00 23,866.20
Report Parameters
Order By Account
Show Future Revenue Yes
Show Future Expense Yes
Show AP Future Cash Yes
Show AR Future Cash Yes
Balance As At Period 202407 - 01-)an-2024 - 31-Jan-2024
Report generated from Tourplan 3 Now 2023 00:50:22 by PA-DAMN MARTIN
\ J

Generating a Future Transactions Report

1. From the Home menu, select Home > Reports > Financial Reports > Future Transactions.

2. On the blank Future Transactions Parameters screen, the Other Tab will open. Select the required
parameters for the Future Transactions Report.

3. Check the completed screen.
4. Select how the report is to display.

a. Toview the report, click View.
b. To Download the report to a PDF file, click Download PDF.

c. To Download the report to a CSV file, click Download CSV.
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About Future Transaction Parameter Fields
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Future Transactions Parameters DOWNLOAD €SV

DOWNLOAD PDF

ORDER BY Account

BALANCE AS AT PERIOD C

' SHOW FUTURE REVENUE
« SHOW FUTURE EXPENSE
« SHOW AP FUTURE CASH

' SHOW AR FUTURE CASH

Order By
The available output order selections are:

» Account (Default Setting).
»  Account, Period In.

Balance As At Period

A dropdown selection to choose the required financial period.
Show Future Revenue

Checkbox. (Default is checked).

Show Future Expense

Checkbox. (Default is checked).

Show AP Future Cash

Checkbox. (Default is checked).

Show AR Future Cash

Checkbox. (Default is checked).

©Tourplan, 2023



ﬂ- Product Reports

There is a Product List Report available to report on products/services loaded in the Product Data-
base. This report can be used to list Products used in bookings for a range of service dates. A free sell
report can also be generated providing the number of used allocations per allotment.

In this chapter ...

Product List Report
Free Sell Report ... .. 94
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Product List Report

The Product List Report produces a list of all products/services loaded in the Product Database. This report
can be used to list Product options used or unused in bookings for a range of service dates.

NOTE: For Tourplan users that use Webconnect, it can show products that have been Internet Enabled.

This report includes the following information:

»  Loc(ation) (Code).

»  Serv(ice) (Code).

»  Supplier (Code).

»  Supplier Name.

»  (Product) Code.

»  (Product) Description.

»  (Product) Comment.

»  Booking Type.

»  Booking Name.

»  Travel Date.

»  (Booking) Day (Number).

»  (Booking day) Seq(uence) Number.
»  (Booking) Service Date.

»  (Booking) Reference (Number).

»  Deleted (Flag) If the product has been flagged 'Deleted' in the product database.

Report Parameters can include:

»  Order By - Location, Supplier or Product Code.

»  List Product - All, Used or Unused Options.

»  Products - All, Deleted, or Not Deleted Service Options.
»  Show Internet Products Only (Yes or No).

»  Currency and Price Code selections.

s ™
Product List Report
Loc  Serv  Supplier Supplier Name Code  Description Comment 2;‘::"‘9 Booking Name TravelDate  Day  Seq  ServiceDate  Reference Deleted
Halstead br & Mrsfarmstron
AKL  AC AMOADT Amora Horel Auckland DELUXE Deluse Room e S orenam2s s 30 12en026 NI N
AKL  AC  SKGADT SkyctyGrand Hotel ROHBUY City View Luxury Room (ROH)  CostUSD, Sell NZD o ESSRAMIE MRS s 40 12Jan2026  NZTIONH N
AKL  AC  SKGADT SkyciyGrand Hotsl ROHCTY ity View Lusury Room (ROH]  Special Weekday Mesl Rates AT [ooend WIS MIIAMISUONG g g5 4 0 07Jan2026  NZTIOHM N
Auckdand M Ciny Sighes = Halstead Mr & Mrsfarmstron
U GRSACT Great Sights New Zealand a5 v Siehe AT iy TS grganzs 2 0 0BJan2026  NIFIG4E4D N
Kelly Terizans Mr & Mrs
CHC  AC  RVLCDT RydgesLatimerChriscrurch  RMOS  Superior Room Group rates on request GROUP IndependentTradersGroup  19-Dec2025 17 10 04Jan2026  NZGPIO3548 N
DUD  AC  SCHDO! ScenicHotel Dunedin City SUFER  Superior Room GROUF Independem:Traders Grows  13°Deci2025 15 10 02Jan2026  NZGFIO44E N
MAT  EF HMSMOT Hobbiton Movie Set& Farm Tours FITTOU Movie Set & Farm Tour & Shires Restor Matamamabsite. o Halsiead Mr& MrsfAmstrong o7 0002 4 10 10Jan2026  NZTIONA0 N
2neurs Mr & Mrs
MFN  CR  RETOT  Real journeys HO CRI400 RJ100 1400 Miford Scenic Cruise  2.00pm 01 Now-30 Apr GROUP IndependentTradersGroup  19-Dec2025 14 10 01Jan2026  NZGPIO3548 N
oMA  AC HGHOD1 Heritage Gateway Hetel ROH Standard Room (Group) Group Rate Only -min5reems ~ GROUF  Independen: Traders Group 19-Dec-2025 16 0 03+Jan-2026 NZGF10454% N
ROT  AC  MILRDT Millennium Rotorua Hetel ROH  Superior Room o PESERA MR MRS nams 4 0 10Jan2026  NZTIONA0 N
TEU  AC  KGHTD! Kingsgate Hotel Te Anau ROH  Runof House Room GROUP IndependentTradersGroup  19-Dec2025 14 20 01Jan2026  NZGPIO3548 N
Report Parameters
Order By Location
Service Date From 01an-2026
Service Date To 31-Mar-2026
Suppiier Type ac
Show Internet Froducts Orly No
List Freducts Usad
Products n
Report generated from Tourpian 1 Jan 2026 21:31.04 by FADAN MARTIN
(& J

90 | i ©Tourplan, 2023



Reports User Manual

Generating a Product List Report

1. From the Home menu, select Home > Reports > Product Reports > Product List.

2. Onthe blank Product List Parameters screen, the Service Tab will open. Select the required para-
meters for the Product List Report.

NOTE: There are 2 tabs available to select parameters from. They are the Service Tab and the
Analysis Tab (Supplier and Service).

3. Check the completed screens.

Click on the Other Tab. Select how the results are to be ordered and filtered in the report from the
dropdown selections or checkboxes available.

5. Select how the report is to display.
a. Toview the report, click View.
b. To Download the report to a PDF file, click Download PDF.

c. ToDownload the reportto a CSV file, click Download CSV.

DOWNLOAD CSV

About Product List Parameter Fields

s N

Service Tab

DOWNLOAD CSV DOWNLOAD PDF m

Product List Parameters

ﬂ ANALYSIS OTHER

SUPPLIER FROM v SERVICE DATE FROM o
SUPPLIERTO v SERVICE DATE TO o
MASTER SUPPLIER FROM -
MASTER SUPPLIER TO v
CODE FROM
CODE TO
LOCATION v
SERVICE STATUS SERVICE
¥ ALL = ¥ ALL =
+ AMENDED FROM KK + ACCOMMODATION
' AMENDED FROM RQ « ACTIVITY
' AMENDED FROM WL + CANCELLATION FEE
' CANCELLED + CRUISE
+ CANCELLED - CHARGE + ENTRANCE FEE
' CONF FROM ALLOCATION  FLIGHT
+ CONFIRMED + GUIDE
+ CONFIRMED FREESALE + ITINERARY TEXT
' INITIAL STATUS + MEAL
+ ITNERARY ONLY + PACKAGE

' NOT BOOKED
' ON REQUEST
+ OPTIONAL SERVICE
' PACKAGE SERVICE

' PARTIAL ALLOCATION

-

+ RENTAL VEHICLE

« SIGHTSEEING/DAY TOUR
+ SUNDRY

+ SURCHARGE FEE

+ TRANSFER

Supplier From/To

Supplier range available from the dropdown selection.

Master Supplier From/To

Master Supplier range available from the dropdown selection.

Code From/To
(Product) Code range.

©Tourplan, 2023
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Location

Location code. Selectable codes are available in the dropdown to generate a report for a specific location.

Service Date From/To

The service line date (or range of).

Service Status

Multi select options for available service statuses.

Service (Type)

Multi select options for available service types.

NOTE: Service Status, and Services showing in the screen captures above are for training purposes.
Users company systems will reflect users organisational requirements.

Product List Parameters

Analysis Tab (Supplier and Product Analysis)

DOWNLOAD CSV

DOWNLOAD PDF m

SERVICE m OTHER

—_— SUPPLIER TYPE
¥ ALL
' ACCOMMODATION
' SIGHTS/MEALS/ACTIVITY/ENTRY
' TRANSPORT

' UNASSIGNED

+ SUPPLIER CHAIN

-+ SERVICE CATEGORY

+ ANALYSIS 4

v

REGION
+ AL
' AUCKLAND
+ BANKS PENINSULA
' BAY OF PLENTY
' CANTERBURY
' CENTRAL OTAGO
' COROMANDEL
' EAST COAST NORTH ISLAND

BRAND WITHIN CHAIN

PASS TYPE

ANALYSIS 5

ELECTRONIC PAY FLAG
+ ALL
+ ELECTRONIC FUNDS TRANSFER

' UNASSIGNED

INTERNAL RATING

ANALYSIS 3

ANALYSIS 6

- J

Supplier Analysis Codes 1-6
The top 6 Analysis fields are the Supplier/Creditor Analysis codes.
Product Analysis Codes 1-6

The bottom 6 Analysis fields are the Product/Service Analysis codes.

Multi select list of Analysis codes can be used to refine the report if necessary. To expand the fields use the
+, and to minimise the analysis list use the -.

NOTE: Analysis codes in the above screen capture are used for training purposes. Users company sys-
tems will have analysis fields and codes unique to their organisational requirements.
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‘ SERVICE H ANALYSIS ‘

ORDER BY Location
LIST PRODUCTS Used
PRODUCTS All

SHOW INTERNET PRODUCTS ONLY

COST CURRENCY SELL CURRENCY

¥ ALL ¥ ALL

' AUSTRALIAN DOLLARS + AUSTRALIAN DOLLARS
' CHINESE RENMINBI ' CHINESE RENMINBI

' NEW ZEALAND DOLLARS " NEW ZEALAND DOLLARS
' UNITED STATES DOLLARS " UNITED STATES DOLLARS

PRICE CODE USED PRICE CODE

¥ AL ¥ ALL
 NETT RATES + NETT RATES.
+ PROMO + PROMO

+ STANDARD + STANDARD
' TARIFF1  TARIFF 1
' TARIFF 2 + TARIFF2
' TARIFF 3 + TARIFF3

Order By
Dropdown selection to order data in the report by one of the following:

»  Location (Default).
»  Supplier.
»  Product Code.

List Products
Dropdown selection for:

»  Used (Default).
»  Unused.
» Al

Products
Dropdown selection to display Deleted Flag Status:

»  Not Deleted.
» Deleted.
» Al (Default).

Show Internet Products Only

Checkbox to list only internet enabled products.

Cost Currency

Multi select options to report All or Specific product Cost Currencies.
Sell Currency

Multi select options to report All or Specific product Sell Currencies.
Price Code

Multi select options to report All or Specific date range Price Codes.
Used Price Code

Multi select options to report All or Specific service line Used Price Codes.
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Free Sell Report

The Free Sell Report produces a list of all used and available allocations per allotment. The header line of
the report provides the month / year and days of the month the allocation is available for. The first line
details the total number of allocations inserted into the system for each day of the month. The second line
provides the number of allocations booked per day, and the last line details the number of allocations still
available.

This report includes the following information:
»  Supplier (Code).
» Allocation (Type).
»  Unit Type.
»  Split Code.
»  Option (Full Code - Location, Service, Supplier and Product).
Report Parameters can include:
»  Remove from future reports - this will remove all results from future reports.
» Show Allocation Values.

Example Free Sell Report:

Free Sell

Supplier ‘o00co! Our Own Office - Christchurch
8 Day Best of South Island
(Coach)

Unit Type ST Sest

Split Code GENERAL General Allocaticn

8 Day Best of South Island
(Group)

Allscation BOYESI Coach

CHCPKOOOCD18DYSI

1 H H & H

0 0 [ o B
Available ES ES ES ES 2

Report Parameters

Supplier From 0oo
00c
sovas!

Show Alloc

Reper: generated from Tourplan 14 Aug 2025 22:19:43 by FA-DAN MARTIN

(& J

Generating a Free Sell Report

From the Home menu, select Home > Reports > Product Reports > Free Sell.

2. Onthe blank Free Sell Parameters screen, the Free Sell Tab will open. Select the required para-
meters for the Free Sell Report.

3. Check the completed screen.

Click on the Other Tab. Select what is to be displayed in the results and if those results will be dis-
played in future from the checkboxes available.

5. Select how the report is to display.
a. Toview the report, click View.
b. To Download the report to a PDF file, click Download PDF.

c. To Download the report to a CSV file, click Download CSV.
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About Free Sell Parameter Fields

@‘ oTHER ‘

ALLOCATION DATE FROM CODE FROM

ALLOCATION DATE TO CODETO
SUPPLIER FROM AVAILABLE UNITS FROM
SUPPLIER TO AVAILABLE UNITS TO

LOCATION

SERVICE ALLOCATION SPLIT

 ALL « ALL

+ ACCOMMODATION + GENERAL ALLOCATION

' ACTIVITY ' TARIFF 1 SUB ALLOCATION
' CANCELLATION FEE ' TARIFF 2 5UB ALLOCATION
+ CRUISE ' TARIFF 3 SUB ALLOCATION
' ENTRANCE FEE

' FLIGHT

' GUIDE

' ITINERARY TEXT

' MEAL

' PACKAGE

' RENTAL VEHICLE

' SIGHTSEEING/DAY TOUR

' SUNDRY

' SURCHARGE FEE

' TRANSFER

Allocation Date From/To

Allocation availability date (or range of).

Supplier From/To

Supplier range available from the dropdown selection.

Location

Location code. Selectable codes are available in the dropdown to generate a report for a specific location.
Code From/To

(Product) Code range.

Available Units From/To

The number of available units (or range of). This will default to: From -9,999 and To 0 which will output all
allocations that meet the selection criteria. Select the specific range of available units required, for
example: If looking for an available allocation of up to 50 units update the 'To' Value to 50.

Service (Type)

Multi select options for available service types.
Allocation Split

Multi select options for allocation split types.

NOTE: Services and Allocation Splits showing in the screen captures above are for training purposes.
Users company systems will reflect their unique organisational requirements.

‘ FREE SELL | m

REMOVE FROM FUTURE REPORTS

SHOW ALLOCATION VALUES
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Remove From Future Reports

Checkbox to remove all results from future generated reports.

Caution: If selected, the results returned for this report will be removed from ALL Free Sell

reports generated in the future.

Show Allocation Values

Checkbox to include all current allocation data. Used and available allocations will be reported on.
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