
 

  

 

 

      

 

Accounting Tools 



  

 

Log-in Screen: 
 

 
 
 

  



 
 
Submit a Sale:  Report all bookings in 8 simple steps 
 
Reports:  View Activity, Statement and Finance Reports 
 
Unpaid Commissions:  Query all submitted sales that are unpaid 
 
Lookup Ticket:  Displays the status of a booking via invoice or confirmation number 
 
Profile:  Updates your personal information (i.e. address, phone, etc.) 
 
Commission Alerts:  Receive a notification via email or text based on alert criteria selected 
 
 
 
 
 
 
 
 
 
 
 
 



When you open Submit a Sale, your name will automatically prepopulate in the Client Name. 

 
All fields must be completed: 
Passenger Name:  LAST/FIRST 
 Lead passenger name or group name for example: 
  Harmon/Krissi 
  Blackmon Group 
 
Travel Type:  Click the drop down arrow and select the travel type 
 
Vendor:  Click the drop down arrow and select the vendor 
 Hint:  Type in the first few letters or the entire vendor’s name to narrow down the results 
 
Confirmation:  The booking number provided by the vendor 
 
Depart Date:  The client’s beginning date of travel 
 
Return Date:  The client’s return date of travel 
 
Total Fare:  Total gross cost 
Commission Amount:  Total commission 
 Hint:  Refer to the confirmation from the vendor to obtain this information 
  



Note for Fare and Commission:  If you are unsure of the exact amount, it is more important to report the 
sale than for these numbers to be 100% accurate.  
 
 
 
Example: 

 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
Confirmation the sale was submitted properly: 
 
 

 
 
You will receive an email advising you the report has been submitted.  In case the email may possibly go 
to spam you could print screen the generated response above for your records and place in your client’s 
file.   



 
 

 



 
 

 
 

 



Look Up Ticket/Confirmation #: 

 
 
Result when commission has been received: 

 
 
Result when commission has not been received: 

 


