
TRAMS Back Office Implementation Timeline & Checklists 
 

 
 
Thank you for choosing TRAMS Back Office (TBO) software as your accounting and management system.  
Realistically we know that the implementation of our product will be scheduled in with all the other things you 
have to do each day.  We ask that you devote the maximum time you can for working through this implementation 
process.  The outline described below does require time and commitment, but if followed, pays off tremendously in 
a smooth startup and transition to our industry’s leading Back Office System. 
 
We have laid out a timeline and enclosed checklists to address some transition items starting 6 weeks out from your 
cutover date.  After reviewing this outline, e-mail any questions you may have to implement@trams.com.   

 
Step one is to establish a cutover date by choosing a Monday as close to the beginning of the month 
as possible, and allowing six weeks prior to that date to address the following details.   (Please direct 
any questions to implement@trams.com.)  

Checklist 6 Weeks Prior to Implementation 
 

___1.  Order New Hardware if necessary – for specs, visit our Knowledge Base area at www.trams.com and 
enter 4200 and click GO.  Print out this document.  (Check out a TRAMS Platinum Partner that provides 
hardware loaded with TBO and/or ClientBase Plus software as well. Go to www.trams.com , and click on 
Products|Platinum Partners.)  
  
___2.  Dot Matrix printers may not work with TBO, as dot matrix printer drivers are designed to work with 
DOS applications.  A bubble jet or laser printer is required.  You may need to find windows drivers and Pro-
printer emulation to use the dot matrix printer to print out checks and RENS from TBO.   
 
___3.  Check Printing – If  you use tractor feed checks with a dot matrix printer, print a check to ensure that 
the dot matrix print driver is compatible with TBO. 
 
___4.  Client Statements – TBO client statements can be printed on plain paper,



__7.  Training: 
 

___a.  The TBO Pre-Training Tutorial was included in your startup kit.  Read through this to familiarize 
yourself with the TBO program before you attend classroom training.  You can also utilize numerous short 
Recorded WebEx modules, which cover every aspect of the program.  Go to www.trams.com  and click 
Training|Back Office Training|TBO CBI Modules.  Your PC needs to have a sound card in order to hear the 
audio portion.   

 
___b. Classroom Training:  Attend a two-day training course at the training facility of your choice  (click 
Training|Back Office Training|Classroom Training at www.trams.com.)  Call 800-388-7267 or e-mail 
training@trams.com to sign up for your training.   

 
___c.  Advanced Training:  Utilize Recorded WebEx modules (as listed above) or enroll for hour long 
advanced TBO Live Webex Classes (click Training|Back Office Training|TBO WebEx at www.trams.com.)   
 

  Checklist 4 Weeks Prior to Implementation: 
  

___1.  Load TRAMS Back Office (TBO) software – If you are using TBO in a multi-user environment and 
require assistance, please e-mail implement@trams.com.  TBO can house multiple databases.  Since the TBO 
installation wizard offers an option to load a demo database, we suggest you opt to do this.  Sample data can be 
entered, check printing can be tested, and sample client statements can be generated, etc. 
 
___2.  Analyze Reporting Requirements – TBO is ODBC compliant, which means that other ODBC 
compliant packages (Crystal Reports, MS Access, Excel, etc.) can be directly linked to the TBO database, 
eliminating exporting and importing procedures.   
 
___3.  Hi Mark Reports  are compatible with TBO.  If custom reports have been developed either by you or 
Hi Mark, contact Joshua Roth at 888-644-6275 to see if the custom reports can be converted.   
 
___4.  Access Reports – If custom reports have been built in MS Access or Excel, modify them to link to the 
tables in the TBO database. 
 
___5.  Crystal Reports - There are a number of TRAMS provided reports that are available to download at no 
additional cost.  Located at www.trams.com, click Products|TRAMS Crystal Reports.  Click on the link View 
Downloadable Reports to see the menu and report snap shots or view our recorded WebEx module.  Since our 
Crystal Reports cannot be modified, there are third party Crystal Report writers who can create any agency 
specific reports you may need.  To access a list of Crystal Report writers, click the link, Contact Report Writers 
for Custom Reports. 
 
___6.  Web Reporting – There are a number of companies that provide web reporting using information in the 
TBO database: Cornerstone’s IBank Program -  (888) 778-0897; Hi Mark’s Web Man - (888) 644-6275; 
Management Reporting.com – (208) 947-1002. 
 
___7.  GlobalMax Custom Built Reports cannot be transferred or converted.  For assistance in determining 
whether these can be rebuilt in TBO, attend the Management Reports or Report Generator live WebEx class on 
our website. 
   
___8.  Data Conversion – If you are converting from another back office system, it may be feasible to convert 
your data to TBO.  Agency Management Concepts (a Third Party Vendor) provides this service for a fee.  
Pricing is calculated based on the amount of data you wish to convert (basically $150 per million).  Contact Jim 

10/6/2005   2                               

http://www.trams.com/
mailto:training@trams.com


Sarrano at 703-281-6188 or e-mail jim@agencyconcepts.com.  A back up is created, which once restored, 
builds profiles for Clients, Vendors and Sales agents.  The process also creates receivables.  Accounts payable 
come over as closed transactions.  To open up these payables, you simply void the payment.  Because this is a 
backup, no work should be done in the database prior to restoring as this overwrites the data and any changes 
made are lost. 

___9.  GDS Scripting (All GDS’s) – Scripting ensures accuracy from the front to back office.  We highly 
recommend the use of scripts.  To obtain a list of Script Writers, go to www.trams.com click 
Products|Platinum Partner, then Script Writers.  If you are currently utilizing scripts, they need to be modified 
to work properly with TBO, as there are changes for accounting information, fare savings information, travel 
types, etc.    
 
___10.  Automatic Credit Card Processing - The program takes the payments from TRAMS Back Office, 
double checks them and sends them electronically to Ticketmaster or Payment Resources International 
(Pinnacle Payment Solutions). Your credit card transactions are then processed and sent back to TRAMS Back 
Office, where the system clears the payments, and creates the journal entry to record the activity in the General 
Ledger. 

 

Checklist 3 Weeks Prior to Implementation 
 

___1.  Interface – Read the interface guide sent to you in your startup kit together with the Appendix to this 
document.  Return the interface appointment worksheet.  Request an appointment 1 week prior to 
cutover to walk you through your first live interface session by e-mailing interface@trams.com. 
 
___2.  GDS Formats – The TBO Interface Manual gives all the detailed TBO interface information.  Go to 
Start|Programs|TRAMS Back Office|TFW Interface.  See the GDS Appendices of this document for the most 
important items that need to be attended to for your reservation system. 
 

Checklist 1 Week Prior to Implementation 
 

___1)  Confirm data conversion arrangements with appropriate party (Agency Management Concepts). 
 
___2)  Test Scripts (if applicable). 
 
___3)  Test Reports (if applicable). 
 
___4)  Test Printers. 
 
___5)  Test Checks (if applicable) and modify the check writer setup if necessary. 
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Checklist Week of Cutover  
 
Data Conversion files should either be restored (if from a backup) or processed (if importing a file) prior to 
performing any of the steps below. 
 

___1)  Core Reports clean up:* 
___Client Balances – TBO needs to be updated to reflect the status of accounts receivable as of the 

ending date from the previous accounting system (enter unapplied cash/checks (gift certificates, 
monies on account, etc.).  Write off any erroneous client balances. 

 
___Vendor Balances – Also required to match detail as of the ending date from the previous accounting 

system.  Void payments to open up negative payables. 
 
___ Perform ARC Settlement to close out any tickets prior to cutover date.   

 
___2) Interface from CRS 

 E-mail Interface@trams.com for a step through appointment with a Support Rep.* 
 
___3) Adjust Chart of Accounts – See chapter entitled Setting Up TRAMS Back Office in TBO Manual.* 
 
___4) Load G/L Balances – See chapter entitled Setting Up TRAMS Back Office in TBO Manual.  E-Mail 

accounting@trams.com for a step through appointment with a Support Rep. 
 
___5) ARC/BSP Report or IAR/BSP Link Reconciliation – See chapter entitled Payments/Adjustments or 

Reports in the TBO Manual. * 
 
___6) Enter Receipts, Bank Deposits, Bank Reconciliation.* 
 
___7)  Monthly Procedures.* 
 
___8)  CC Processing Program (Optional)* 
 
*Attend a live WexEx class or view a recording on this topic. 
 
Congratulations!  Once this timeline has been completed, you should be up and running with an operational 
system.  If you encounter any further issues, or have on-going questions, please utilize our general customer 
support desk by either e-mailing support@trams.com or calling 310-641-8726. 
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Appendix:  Worldspan GDS Format Information 
 

 
 

 
___1.  Interface – Read the interface guide sent to you in your startup kit.  Return the interface appointment 
worksheet, and attend the live Webex classes for Front Office Formats (there is one for each GDS). Request 
an appointment 1 week prior to cutover to walk you through your first live interface session by e-mailing 
interface@trams.com. 
 
___2.  GDS Formats – The TBO Interface Manual gives all the detailed TBO interface information.  
Go to Start|Programs|TRAMS Back Office|TFW Interface.  Below, we outline the most important items: 
 

Account Numbers 
Client/Vendor – If you are converting from another back office system, maintain your existing account 
number system.  No changes are necessary in any GDS, i.e., Worldspan 5-CA123456.  If you are going to 
be implementing ClientBase Plus and want to consider moving away from House or Agent generic 
accounts, use the clients’ home phone numbers as their account numbers. The phone number becomes the 
customer account number.   For example:  Worldspan – 5-CA106418726. 
 
The address information in the PNR populates the address fields in the TBO profile 
Worldspan – 5-CB.  A 3 line format should be used to properly map to the TBO profile. 
5-CBJohn Smith 
5-CB123 Anywhere Street/Apt. 310 
5-CBLos Angeles, CA  90045 
 
Note:  The 5-CD entry will not be read by TBO 

 
Commercial Reporting 
Fare Saving/Fare Exception Codes – These codes are placed in the remarks field of the PNR and are 
attached at the invoice level not the booking level, i.e., Full Fare – 5FF1200.00; Low Fare – 5LF600.00  
Each entry must be on a separate line in the Worldspan PNR. 
 
Fare Justification Codes (Reason) 5FJ01 (01=the fare code created in the fare code table in TBO under 
Utilities|Setup|Fare Codes). Add at booking level of hotel segment, in the /SI free flow area 
@$$@*FJEX*FF1000.00 
 
 
UDIDS (User Defined Interface Data) – TBO captures up to 99 UDIDS per booking in the invoice. UD1 
free flow  (1 represents the UDID number 1-99. The space following the UDID number is mandatory). 
Worldspan – 5UD1 free flow.  Add UDIDS at booking level /AC1-UD3 SALES DIVISION 
 
 
Passenger Statement Information – UDID formats differ when used in the Passenger name statement 
information and attaches to air segments only, e.g., Worldspan – statement -
SMITH/JOHN@@FREEFLOW REMARKS 
 

ARC/BSP Transactions – TBO reads automated transactions without any additional entries.  These include 
ARC/BSP Tickets, Automated MCO’s (including service fees), exchange tickets, automated hotel and car 
transactions. 
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Non-ARC/BSP Transactions – TBO reads TVL Segments, however descriptor code entries are required to 
properly populate the TBO invoice. A list of descriptor codes can be found in the Interface Manual or Help 
Files under the descriptor codes valid at the invoice and booking level sections.   
 

NOTE: The IC-field is used on the WORLDSPAN Itinerary Invoice to show the customer their Item 
Cost (IC-) minus the Amount Credited (CRD-) to come up with the net Amount Due (DUE-).  TRAMS will read the 
CRD as if it was the Total Fare to the client If there is no CRD entry in the TVL Segment, a *TF must be present to 
populate the total fare field in the TBO invoice: 

 
TNZZMK1TUR02JUN13JUN/AN-DELTA FLYAWAY/CF-1234567 
/IC-1305.00/CM-159.00/AC1-S*TF1305.00*TT10 
*VCDELTA/FF1-FREE FLOW 
 
TNZZMK1SVC13MAR/AN-AGENCYNAME/IC-10.00 
/AC1-S*TF10.00*FPCCAMEX1234567890123*CP4*XP0403             *TT11/CM-
$9.65/CF-1234567 

 
TNWNMK1AIR04JUL07JUL/AN-SOUTHWEST AIRLINES 
/CF-YHU9P/IC-230.00/CM-15.71/AC1-C*BF214.29*TX15. 
71*SG*TT1/FF1-FREE FLOW REMARKS 
 
***S or C = A Supplier or Comm Track transaction type (see detailed explanation below) 
TF=Total Fare of the transaction 
TT10=Travel Type – each travel type is numbered.  See the Travel Type table under Utilities/Setup/Travel 
Types 
VC=Vendor code or vendor number 
CP4*XP0403=This would close the invoice with a CC Merchant form of payment  
and add the expiration date to the end of the credit card number 
SG=Will pull segment detail into the segment tab of the TBO invoice for non-ARC or manual air 
transactions 

 
*** Submit To Functionality - There is a field in the TBO invoice called “Submit To” with 3 different 
submit to types.  This determines how the invoice is accounted for throughout the system.  Invoices are not 
posted to the general ledger until an End of Period Posting is performed. 

 
Note:  Upon performing the End of Period Posting: 

Submit to “ARC” triggers a sale/cost of sale and a client receivable and ARC payable based  on the issue 
date of the invoice. 

• 

• 

• 

Submit to “Supplier” triggers a sale/cost of sale and a client receivable and Vendor payable based on the 
issue date of the invoice. 
Submit to “Comm Track” creates a sale/cost of sale only based on the date the payment was received.  
This applies to the majority of car and hotel bookings (where your agency is waiting to receive commission), 
but can also be used for cruise and tour bookings. The “Submit To” determines when the sale is recognized 
in the general ledger (at the time of issue or once the commission payment has been received).  Comm Track 
also allows you to modify an invoice in a closed period.  Because these types of transactions are posted based 
on payment date, thought needs to be given as to when your agency wants to recognize the income.  

 
___3.  Sales Agents/Outside Agents - Sales Agents are tagged on the invoice from their Worldspan sines 
automatically.  No Agent DK is required to credit an agent with the transaction.  However, if  you do not wish to 
create separate customer profiles for each leisure customer, continue to use Agent DK’s or House Accounts.  
TBO can capture up to 9 Agents per booking (either Inside or Outside).  5SA14 (14=the Agent Number) adds 
Inside Agents to a booking.  5OA14 will add Outside Agents to a booking. 

 
Commission percentages or amounts can either be shipped with the 5SA or OA entries by adding the percentage 
after the agent number (5SA1440) 40% commission), or, the Agent profile in TBO can store the percentage and 
calculates automatically on each transaction.  The profile accommodates both an Inside rate and an Outside rate 
for each Agent. 

 
Any interface questions can be directed to interface@trams.com. 
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