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Qantas $8.80 Online Booking Fee Acquittal  
 
The following topic demonstrates how to acquit the Qantas $8.80 Online Booking Fee. 
 

Step Action 
1.   The transaction for the Qantas $8.80 Online Booking Fee should then be linked to the related Approved 

Travel Requisition. Our next step is to Acquit the transaction. 

  

Step Action 
2.   Click the Description Required link. The below Expense Types Options screen is displayed. 

 
3.   Click the Domestic Travel link. 
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4.   Click in the GST AUD Amount field., enter the GST component into the GST AUD Amount field. 

e.g. 0.80.  GST on the Qantas $8.80 Online Booking Fee can be claimed as the Tax Invoice is provided 
directly to Financial Services. 

 
 

 
 

5.   Next to the Amount field for the Qantas Booking Fee, click on the Transfer the balance to this amount 
link. The remaining exclusive transaction balance is transferred to the Qantas Booking Fee. 

 
6.  Click on Save. 

 
 



 
Training Guide 

Qantas $8.80 Online Booking Fee Acquittal  
 

 
 

Page 3

 
 

7.   The below Account Code Screen is displayed. 
8.   NOTE: You are not required to make any changes to the assigned Cost Centre Coding. 

 
The $8.80 Qantas Online booking Fee is centrally funded and all coding is automated.  

 

 
 

9.   Click the Yes link to confirm a Tax Invoice has been obtained. Financial Services will be obtaining the 
Tax Invoices relating to the charges for the Qantas $8.80 booking fee. 

 
10.   Click in the Reason for Expense (Mandatory) field. 
11.   Enter the below comment into the Reason for Expense (Mandatory) field.  

Qantas Booking Fee 
12.   Click the Save link. 

 
13.   The Transaction Acquittal is now complete. 

 
 

 
Please contact Corporate Credit Card & Travel Services  on ext. 33330 should you require any 
assistance. 

 


