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|. Download quotation templates from the NH Digital Knowledge Workplace
ll. Save the templates in your Outlook

lll. Use the template (2 ways)

NH | HOTEL GROUP

e MIN D R




I.DOWNLOAD QUOTATION TEMPLATES FROM THE
NH DIGITAL KNOWEDGE WORKPLACE

QUOTATION G

TEMPLATES NH micoLLecton Mhow
NH | HOTEL GROUP HOTELS HOTELS HOTELS

wiror MINOR FOR 6 BRANDS
HOTELS A N D F O R 1 O ‘A
DIFFERENT EVENT ANANTARA AVAN!I

HOTELS - RESORTS - SPAS Hotels & Resorts.

TYPES

Farewell Large | | eisure | Meetings | Rooms Social SPOrts | Trainings | Weddings
Events Only Events Club

NH DIGITAL KNOWLEDGE WORKPLACE » SECTION BUSINESS PROCESSES

NH
DIGITAL
KNOWLEDGE
WORKPLACE BUSINESS PROCESSES
FIND ALL DOCUMENTS YOU NEED FOR YOUR
DAILY WORK

hd

TITLE FIELD TAG FIELD

BUSINESS PROCESSES

BUSINESS PROCESSES

KNOWLEDGE BROWSER

Area + Sub-Area + Document Type Area + Sub-Area + Document Type

KNOWLEDGE BROWSER

Language Tags Title Language a
A i u :

‘ - ANY - v

Apply Reset | - ANY - v

TIP!

hb d: In the TITLE Field indicate: In the TAGS Field indicate always:
Tag Searc Bran 5 “Quotation Template + Brand” Quotation Template, Booking File, M&E + Brand
Always between quotatio i

marks “...” v

Tag Search by Brand:
Example: Anantara/Avani/

] NH Collection/NH Hotel
Title Group/NHOW/Tivoli

Example:

“Quotation Template Avani”

AWV 4 AW

All Quotation Templates for all Event Types for AVANI All Quotation Templates for AVANI

QUOTATION TEMPLATES IN 7 LANGUAGES Area > Reservations Management Subarea > M&E
Reservations Document Type > Template
SELECT THE ONE YOU NEED

KNOWLEDGE BROWSER

Title Language

Al v

KNOWLEDGE BROWSER

Tags
Title

Area + Sub-Area + Document Type

Area + Sub-Area + Document Type

RESERVATIONS_MANAGEMENT '| M&E RESERVATIONS v | TEMPLATE v

[anr e = \

Apply Reset

All Quotation Templates in the language selected All Quotation Templates

NH | HOTEL GROUP - MINOR



Il: SAVE THE TEMPLATES IN YOUR OUTLOOK

LMt aniES

Hotels & Resorts

Office
Account

Copy the file and paste

STEP 3

itin DOCUMENTS

Copy Itemn to @
Folders:
4 Inbox - oK
» Inbox
ﬁ. Journal
Junk E-Mail
Conversation History [
> 'E,' Deleted Items (17126)
> Dirafts
Motes
Otros correos (539) N
Cutbox
) Problemas de sincronizacion E
Sent Items (1)
v Tasks —
> & MH Inform i

NH_Meetings_avani_ES

Restrict permissions to this item

Move item to a different folder
Maove or copy this item to a different folder.
Current Folder:

3 CopytoFolder.. "

Size: Mot yet saved

ties

ew advanced options and properties for this item.

Properties

(] Set up restrictions for this item. For example, you may be able to restrict recipients
Set From forwarding the email message to ather people.
Permissions ~

Create New Folder

Mame:
Templates|

->OUTLOOK FILES

older contalns:

Mail and Post [tems

(=5

kario2016
5 Calendar
Inbox
i Inbaox
{75 Journal
Junk E-Mail
Conversation History
> 1Z] Deleted tems [17126)
o Drafts
Motes
Otros correos (6391

m

[ OK Cancel

J

]

NH | HOTEL GROUP

MINOR



Select the template you need,

Click twice over-> and write and adjust

Home Send / Receive

=1 New Email

I Favorites

4 Templates GSO
Deleted Items
4 Templates

| Anantara

4 fovani
FB
Large Events
Leisure
Meeting Generic Picture
Meetings
Rooms Only
Social Events
Sport Clubs
Trainings
Weddings

I MH Collection

I NH Group

I NH Hoteles

I NHOW

| Tivali

Search Falders

lll. USE THE TEMPLATE

2 WAYS

if you do not have customer’s email.

=3 New Email

Favorites

None

Socal Events avani EN

4m.samaniego@nh-hotels....

Inbox

Spanish
Spambox
Deafis 7]
Sentltems

Deleted tems 792

Outbox

Search Folders

Groups

Archives

A celebration they will always want to remember

STEP 6

FB - Templates GSO - Ou

Folder View Help Q Tell me what you want to do
N Search FB £ | Current Folder ~
FB By Date~ T
4 Older
SHEILA PUNAL JIMENEZ =
FB_avani_PT.oft 18/07/2019
SHEILA PUNAL JIMENEZ =
FB_avani_NL.oft 18/07/2019
SHEILA PUNAL JIMENEZ =
FB_avani_IT oft 18/07/2019
SHEILA PURIAL JIMENEZ =]
FB_avani_FR.oft 18/07/2019
SHEILA PURIAL JIMENEZ =]
FB_avani_ES.oft 18/07/2019
SHEILA PURIAL JIMENEZ =]
FB_avani_EM.oft 18/07/2019
SHEILA PURIAL JIMENEZ =]
FB_avani_DE.oft 18/07/2019

=)

Opening File

} You should only open files from a trustworthy source,

File: FE_avani_PT (002).oft from FB - Templates GSO - Outlook

Would you like to open the file or save it to your computer?

J

Always ask before opening this type of file

Open Save J Cancel

itto the needs of the customel

FaB 5ok FT - Message HTML)

ket Options  FomatTet  Ravew  Hep  Q Telmewhatyoumanttodo

D 'y p ks P zolow Up- B\ D
Ve 4 &2 2 §
ve i Highlmportance
Address Check  Atach Attach Signatwre  Assign Tsights  View
Book Nomes  Filer Bem~ Polcy ¥ Lowlmpotance Tempiatss
BasicTeit Names Incde Tags MyTenplates

)
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Ill. USE THE TEMPLATES

2 WAYS

Another way is to modify -> select the information in the templates already saved in your Outlook -

copy -> paste in the email which you are going to respond

STEP 9

&

Dear (name of client)

Thank you very much for trusting in us in order to celebrate your (name of meeting / event) next (date of
meeting / event) in (name of hotel)

Below you can find the requested proposal, that we have designed based on your needs

- Accommodation 40 people: €100.00
- F&B Services: €200.00
 Multimedia Services: €200.00
TOTAL BUDGET: €50.00

Sadal ExentsannlEN

STEP 10

A celebration they will always want to remember

Dear (name of client)

‘Thank you very much for trusting in us in order to celebrate your (name of meeting / event) next (date of
meeting / event) in (name of hotel)

Below you can find the requested proposal, that we have designed based on your needs:

~ Accommodation 40 people: €100.00
+ F&B Senvices: £200.00
« Multimedia Services: €200.00
TATAL BIIRRET: £&nnan

STEP 11

Subject | TEST QUOTATION TEMPLATE

A celebration they will always want to remember

Dear (name of client)

Thank you very much for trusting in us in order to celebrate your (name of meeting / event) next (date of meeting /

event) in (name of hotel)

Below you can find the requested proposal, that we have designed based on your needs

* Accommodation 40 people:

* F&B Services:

* Multimedia Services:

TOTAL BUDGET:

€100.00

£€200.00

€200.00

€500.00

Attached, you will find the formal proposal including our general terms and conditions.

Corporate Signature

From: Customer email

Sent:

To:

Subject: Quotation rooms and events
Test
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THANKS!
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