
 

 

 

GBT Travel Services UK Limited (GBT UK) and its authorized sublicensees (including Ovation Travel Group and Egencia) use certain 

trademarks and service marks of American Express Company or its subsidiaries (American Express) in the “American Express Global 

Business Travel” and “American Express GBT Meetings & Events” brands and in connection with its business for permitted uses only under 

a limited license from American Express (Licensed Marks). The Licensed Marks are trademarks or service marks of, and the property of, 

American Express. GBT UK is a subsidiary of Global Business Travel Group, Inc. (NYSE: GBTG). American Express holds a minority 

interest in GBTG, which operates as a separate company from American Express.  

 

 

; 

 

  

Settlement 
Invoice 
Site 
Navigational Guide 



 

This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel  

(Amex GBT). No disclosure or use of any portion of these materials may be made without the express written consent of  

Amex GBT. © 2023 GBT Travel Services UK Limited. 

P.1 

 

 

Table of Contents  

Invoices & Additional Support .......................................................................... 1 

Filter and View Customer Files ............................................................................................................ 3 

The Invoice Summary (SETSUM) ...................................................................... 4 

Summary Pane - Detail View ................................................................................................................ 4 

Navigate Using the Organizational Hierarchy..................................................................................... 4 

Export Information ............................................................................................................................... 4 

Case Management ............................................................................................. 6 

Initiate a Case ....................................................................................................................................... 6 

Trace Cases .......................................................................................................................................... 8 

  

 

 

Invoices & Additional Support 

Open 

Inquiry to 

Billing Team Click to view PDF 

invoices and 

Transaction Detail 

Reports (TDR) 

SETSUM 

report 



 

This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel  

(Amex GBT). No disclosure or use of any portion of these materials may be made without the express written consent of  

Amex GBT. © 2023 GBT Travel Services UK Limited. 

P.2 

 

 

Overview 

Under the Invoices & Additional Support link, you can find your global statements, transaction detail reports and legal 
invoices. 

For US only, users can make credit card payments against open invoices. 
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FILTER AND VIEW CUSTOMER FILES 

Download your statements to your desktop to view by clicking the Download link. It’s broken out by open invoices on top 
and below is a list of all Invoices and Credit Notes. 

You can also filter your statements by period and organization. 

To filter by period, select a Period and click Apply Filters. 

To filter by organization, click the desired organization on the hierarchical menu on the left. 
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The Invoice Summary (SETSUM) 
Overview 

In the Summary pane you can view the aggregated totals of your Aged Accounts Receivable, Total Cost of Program, 
Traveler Point of Sale Charges and Invoice Summary for the period you select. 

The name of the top-level organization you have permission to view appears just above the Summary pane. The 
aggregated totals shown reflect the combined total of all sub-levels organizations below this top-level organization 

Totals are represented in the currency of the top-level organization, as displayed at the bottom of the screen. 

SUMMARY PANE - DETAIL VIEW 

Click on a line item in the Summary pane to drill down on each of the aggregated totals. You can see up to three 
additional levels of detail, giving you a more granular view of the components that make up the total. 

Line options in bold can be clicked to display additional underlying detail. Line options in regular text represent the lowest 
level of detail available. 

NAVIGATE USING THE ORGANIZATIONAL HIERARCHY 

Use the hierarchical structure on the left to view information by a selected organizational level. Folders with a PLUS sign 
indicate additional levels below.  

Totals are reflected in the currency of the selected organization.  

Access to the information in the organization structure is controlled through permissions. You will not be able to view 
information in levels for which you do not have permission. 

EXPORT INFORMATION 

At any time, you can export information in PDF or Excel formats. The exported information will display a complete 
breakout of cost categories and details for the organization selected.  
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Case Management 

Overview 

You can initiate and track queries through the Case Management Interface. This will direct the inquiry directly to the billing 
analyst that manages your account and can address any billing question specifically related to your account. 

INITIATE A CASE 

Cases are associated to the organization at the settlement level; that is, at any level where billing has taken place. Use 
the Invoice summary link and the organizational hierarchy to locate the organization and level where you would like to 
create a case. 
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On the case query form, fill in the appropriate information. When you are finished, click the Submit button. 

Once submitted, a notification is sent to Billing Operations, and a Billing Analyst is assigned to the case. 
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TRACE CASES 

Keep track of submitted cases through the Case Management interface. 

 

On the Support Cases page, you can see a list of the cases you have submitted as well as their status. Click on the case 
number of the case you would like to review. 
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On the case review page, review case details, read messages and add your replies. 

 


