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EVENT TOOL MANUAL

What is Event Tool?

It is an online tool that allows the event organizer to create a dedicated
website through which the customers can book their rooms online.

It can be used for any kind of events, both business (meetings,
trainings, congresses, etc.) and leisure (weddings, family events, etc.)

The events must be previously created in TMS for Meetings.

The bookings are made with special rates (BGR/LGR) that are exclusive

for the event participants.

Who are the users of Event Tool?

* Hotel staff (General Managers, Commercial Team, Front-Office, etc.)
* Group Sales Offices (GSO)
* Event Managers
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1. How to create an Event

Creating an event only requires two easy actions in two different environments.

Organizer creates
the booking site in
Event Tool

Customer books
online

Organizer manages the event

The process is closed by the customer, who can book their exclusive rate online in a secure environment, available 24/7.
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2.1. Check configuration in TMS Required information 1

Creating an Event Booking Page starts at TMS. Here are some points you must double check before using the Event Tool.

ESSE.ARMAS. Modif. Conv. Group Res. - EUROTOX 2016
o B Droominglst B & B B

1 Eventinformation must be ALWAYS changed in TMS.
ESSE.ARMAS NH Plaza de Arma  Reserv. 12951731 of Client 1100014279 VISITUR MICE
- General info. } *Reception info. | Biling information " Deposits | @ Guarantee | *Additional info. | *Breakdowns | Routing Charges 2 CUT-OFF date
r.ﬂtrr'r'.l'al date: 02.09.2016| Friday 1 () Contract: 1] Rer
Nights: 10 (®)Rate: MLE BERRC | Mo Mapping BGRI 3 3 Rates.
Departura date: 12.09.201&| Monday Allotment: C
Group Mame: EUROTON 2016 (IManual price 4
Registration date 01.03.2016 Voucher: IDEKFILE: 11195751 Cost code: 4 ALWAYS ticked!!
E-Mail; O EMATL | Resenvat. method ¥ | Meal Plan BB
CUT-OFF date 2 Rooming -
5  Cost code.
Day Date TO... ISTDBL |ISTDBLQ |STDDBL |STDDBLQ STDDBLT |STDTPL 6 Rooming Allowed
Friday 02.09.2016 0 o o o o 0 0 g :
Saturday 03.09.2016 0 [1} [1} 1} a i] i]
Sun 04.09.2016 i} a a 1] a a a 7 Grld Of rooms.
Monday 05.09.2016 0 a [i} i} i i] i]
Tuesday 06.09.2016 0 a a 1} ] 0 i]
Wednesday 07.09.2016 0 0 0 0 0 0 0 8 ALWAYS ticked!!
Thursday 08.09.2016 0 1] 1} 1} a i] i]
Friday 09.09.2016 0
Saturday  10.09.2016 0 9  Check guarantee conditions.
Sun 11.09.2016 0
10 Check that the discount is always set as “Commission” and not as
“Deduction”.
» 11 Check the conditions (restrictions) of the event are set properly (min &
. - max length of stay per date).
T
CHECK-OUT DONE Grouped rooms 0Pax 0 Crested E00000022317 01032016 181  Cur [EUR | 12 Save the convention group in TMS and accept to create a Booking File!
Single reservat. 146 Pax 171  Modifi ~ E00000022317 01.09.2016 14:15  [¥|Publsh in TMS4C
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2.1. Check configuration in TMS Required information D > >

Creating an Event Booking Page starts at TMS. Here are some points you must double check before using the Event Tool.

ESSE.ARMAS. Modif. Conv. Group Res. - EUROTOX 2016

Z&E =Z | DrRoominglst T & B &

[ 5SE.ARMAS NH Plaza de Amma  Reserv. 12051731 =8 rient 1100014279 VISITUR MICE * Dates and rate of the event are associated to the convention
General info. | *Reception info. | Biling information | Deposits klieuarantee O idditional info. | *Breakdowns | Routing Charges | group, NOT to the bookin g file.

1  Eventinformation must be ALWAYS changed in TMS

" p— — .
Arrival date: 02.09.2016| Frday 1 contrace: Rer * |f you change the name of the group, the link won’t work.
Nights: 10 @ Rate: |mp_BGRRo 'T Mapping BGR
Departure date: 12.09.201& Monday Allotment: 4 C
Group MName: |EmROTOX 2016 | {0 manual price I [v|Retrieve changes
Registration date 01.03.201& \Voucher: |IDBKFILE: 11195751 I Cost code: | 5 2 CUT_OFF date
— i0.Elal P S A L — _
lororFae [ | 2. ooming 6 * Do not forget to inform the cut-off date.
* This information is on the web and customer must know
foay pate |TO... |35TDBL  |15TDBLQ |STDDBL |STDDBLQ |STDDBLT |STOTPL  / until they can book with this special rate.
Friday 02.09.2016 0 0 0 0 0 0 0
Saturday 03.09.2016 0 a a a a i] i]
Sun 04.09.2016 0 0 0 0 0 0 0
Monday  05.09.2016 0 0 0 0 0 0 0 3 Rates
Tuesday 06.09.2016 0 a a a a i] i]
Wednesday 07.09.2016 0 a a a a i] i] Please see neXt S||de
Thursday ~ 08.09.2016 0 0 0 0 0 0 0 :
Friday 09.09.2016 0
Saturday  10.09.2016 0 .
un 11.09.2016 0 y 4 ALWAYS ticked!!
* Otherwise, every time a user goes to the web page but does
. not finish the reservation process, a room will be deducted from
the event’s allotment and will go over the general allotment.
[Pending v
CONFIEMED Grouped rooms 0Pax 0O Created E0Q0000022317 01.03.2016 18:11 Cur |[EUR 8

Single reservat. 146 Pax 171 Modifi E00000022317 01.09.2016 14:15 l [|Publish in TMS4C 1
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2.1. Check configuration in TMS Required information: ) D)
Tips about Rate

Rates data
3 Rates
E’?’ &y Change documents C@‘Ualidate dates [E|Rate calendar
A i a — b By clicking twice over the rate, you can get
Rate LBGR_MC_M GI: w'r:;r\"leeting Room, Medium I FI:I Description ]Valit:{:ymdiﬂl.o?.zold tD|31.12.2030| Rate group %HRLUQ l the next information.
W General rate C)Per guest (®)Per room Dactive in TM54C
W) Active rate Rate use | Group Reservation -| Rate's charges currency .
KlFcating rate ate type | = [Eoropean Euro = Name and description of the rate
C

g“mndmns V“Guarantee leffers VFixed charges VExtras l/SEnr Options VRout'ng instructions I/‘Slatistics |

Rate group of the rate
~|From date |Date- unil |
01.04.2018 30.04.2018
01.05.2018 30.06.2018
01.07.2018 16.07.2018
17.07.2018 31.08.2018
01.09.2018 31.10.2018
01.11.2018 30.11.2018
01.12.2018 31.12.2018
01.01.2019 31.12.2030

TWTF s

S |Rate % |+,-‘— Amount |% Bo...|+,-‘—Am.board | |Description
BAGR 95,00 0,00 100,00 0,00 [ [ |BAGR Best Avaiable Group Rate =
ELGR 97,00 0,00 100,00 0,00 @BAGR Best Available Group Rate ~
BAGR 35,00 0,00 100,00 0,00 | [ |BAGR Best Avaiable Group Rate Pricing, conditions and guarantee
BAGR 92,00 0,00 100,00 0,00 | [ |BAGR Best Avaiable Group Rate
BLGR 97,00 0,00 100,00 0,00 @BAGR Best Available Group Rate
BAGR 95,00 0,00 100,00 0,00 | [ |BAGR Best Avalable Group Rate
ELGR 92,00 0,00 100,00 0,00 @BAGR Best Available Group Rate
BLGR 100,00 0,00 100,00 a,00 @BAGR Best Available Group Rate

EEEEEEEES

LS SRS REN TN SN
e EEREEQ
e EdREE=
RERERR@E ™
S RC R RCR RS

-

-

@@m [EHE][E] [E][% Modify rate intervals

Split by current date | From date Date until MTWTIFS S Rate Dasc. H +/- Am. % Board +/-Am.board
|

| I NOoooo0 | I I |

Only valid price

If you need any modification or have any question about the rate, you must consult your Revenue Manager.
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2.1. Check configuration in TMS Required information:

Conditions in a rate

Rates data

E'? & Change documents C@Validate dates Rate calendar

ESMD.PRADO MH Collection Paseo del Prado COLLECTION

L

Rate |BGR_HC_H JBGR with Meeting Room, Medium Fl:l Description J\.falid'rty |01.U?.2014| I;D|3l.12.2030 Rate gr
Rate type Remarks

W General rate ()Per guest ()Per room

[#] Active rate Rate use | Group Reservation -

[#]Floating rate Rate type | -

A )

Pricing, CONDITIONS and guarantee

The rate may have some condition informed.

In this example there is a condition:

e Minimum stay of one night.

*Pricin Guarantee l/DI’fers l/Fn{ed charges l/ExIJ'as l/Sizr,r Options l/Roumg instructions I/*Slzrtist
* From 2017 until 2030.
Arrival days L
[ |From Unti [Min. length s... o |Tu |We|Th |Fr |Sa |Su |Earhr bk from |Earhr bk up to | * If customer books 999 days before arriving.
01.02.2017 31.12.2030 1 o 939 -
MINOR 4 : 9
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l. Check configuration in TMS Required information:
Guarantee of the rate

‘ Rates data
69 & Change documents C@\.“alidate dates [ERate calendar
AEEM BB Slsalaation Paseo del Prado COLLECTION
= _—
Rate LBGR_HE.EI Tl6R Meeting Room Only ’-T] Description IVaIid'rty |Ul.07.2014| r.n|31.12.2030 Rate group @] ERLO9
Rate type Remarks

W] General rate (O Per quest (®Per room [DActive in Tl
W] Active rate Rate use |Gr0up Reservation v| Rate's charge
¥ Floating rate Rate type | v| European Eur

*Pricing *Condifions s Fixed charges Extras Stay Options Routing instructions *Statistics
- *Condfjons / *Guarantee | 'd 4 4 'd 4 |

] Guarantee Reserv.

Guarantee [ [a.TotBIGuarantee ]

Rermarks
soJ[D)E BlE @R BE
Start date  End date Guarantee

20.05.2016 22.05.2016 a.Total Guarantee + 100% Frep + NoCLXA1l + 100% ]

4

Dates of stay

EED)

C|
C|

EE

A )

)

Pricing, conditions and GUARANTEE

This rate has “total guarantee” by default,
but we can see that there is a condition of
prepayment in a period.

If you need any modification or have any
question about the rate you must consult
your Revenue Manager.
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2.1. Check configuration in TMS Required information D > >

ESSE.ARMAS. Modif. Conv. Group Res. - EUROTOX 2016
ZFE B DRoomnglst T & B

ESSE.ARMAS NH Plaza de Arma Reserv. 12951731 é Client 1100014279 VISITUR MICE
Generalinfo. | *Reception info. | Biling information | Deposits | @ Guarantee | *Additional info. + *Breakdowns | Routing Charges

5 Cost Code

Arrival date: 07 552076 Fiday O Contract: m— - See next slides, there are different options to choose.
Nights: 10 (®)Rate: MLE_BGRRC | Mo Mapping BGR
Departure date: 12.09.2016| Monday Allotment: C
Group Mame: |ETROTOX 2016 | ()Manual price || Retrieve changes P,
Registration date 01.03.2016 Voucher: |TDBRFILE: 11195751 l Cost code: 5
E-Mail: MO E-MALL | Reservat. method ' ~ " MealPan BB . I d
CUT-OFF date Roorming ' 6 6 Rooming Allowe
ﬁ Date TO... JS5TDBL 1STDBLQ STDDBL STDDBLQ STDDBLT STD'N 7
’ Friday 02.09.2016 0 4] 1] 1] i 1] a
Saturday 03.09.2016 0 [u} a a 1} [i} i] .
Sun 04.00.2016 0 o 0 0 0 o 0 7 Grid of rooms
Monday 05.09.2016 [i] a 1] 1] 1] 4] a
Telm IR L 0 ¢ ¢ o 0 ¢ Configure the allotment using the room types, do not use the
Wednesday 07.09.2016 0 [u} a a 1} [i} i] X X .
Thursday  08.002016 0 0 0 0 0 0 0 room subtypes to avoid issues with allotment management.
Friday 09.00.2016 0 . )
saturday  10.09.206 0 Use the same configuration of number of pax. everyday of the
kSun 11.09.2016 0 event
Rejected rooms are added as the total of breakdown.
LI
i I
ending - 8 ALWAYS ticked!!
CHEC CONFIRMED Grouped rooms 0 Pax 0 Created  E00000022317 01.03.2016 18:11 8 E
Single reservat. 146 Pax 171 Modifi E00Q00022317 01.09.2016 14:15 [¥|Publish in TMS4C
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2.1. Check configuration in TMS Required information: w > )
Cancellation conditions

__l/ *Datos de recepcion VDatos de Facturacién thicipos P/ @ Garantias P/“Datos adicionales P/ Desgloses efectuados V Enrutamiento de Cargos V{)argos fios | Ac

Fecha de llegada: 07.07.2017| Viernes () Contrato: ] Observaciones Dbsenraciones generales sol

Noches: [ 1 (®) Tarifa: MEP LGR_IT|No Mapping LG ITO @J\ Generales v

Fecha de Salida: 08.07.2017| Sdbado Cupo:

Nombre grupo: [VEI_SERIE_C-720_asEAX | ()PrecoManual [ |Recupers cambios > 5 Cost Code (Check cancellation conditions)

Fecha de afta: 05.09.2016 Bono: [ | Cod.gasto:

E-Mall: [ Método Res [ v o . . .

retmdecror [ - There are different options to define the cost of
canceling the reservation.

(v e er? (%) = * |t depends on the Business Unit.

| CXL_100% | Total Estancia
CXL_1STNT 18 Moche

CXL_50% 50% de 3 Estancia
CXL_70% BAR CXL

CXL_7DAYS CXL_7DAYS

CXL_90% 90% total de kb estancia
CXL_BAR BAR CXL

CXL_CAL Callin Allotments CXL

Da Fecha |T0... |[STDDBL s
Viernes 07.07.2017 13 13

Please always review guarantee and conditions to ensure that the reservation confirmation letter has the correct information.
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2.1. Check configuration in TMS Required information: D > >
Tips about Cancellation Cost Code

Cancellation Cost Code
ESMD.PRADC MH Collection Paseo del Prado COLLECTION 01.04.2018
Cancellation Code :rk:}C[._CAL —|: [callin Allotments oL |’F|§| Description Reserva Status | C
Cost amount |Room and board -/
Penalization concept |[ReTx | |Room cancellation fee | . .
. . | | A 5 Cost Code (Check cancellation conditions)
Cancellation policy
Cancel policy (MMNMC)
By double clicking on the cost code, you can see this
l information.
J Start date (stay) |End date (stay) |D\ays notice limit Penaliz time... |TOE|I stay Days to penalize Percentage
| |o1.01.2017 19.04.2018 7 18:00 0O 1 100,00
| [20.04.2018 22.04.2018 365 18:00 0 100,00 *In this example there are different penalties depending
23.04.2018 29.06.2018 7 18:00 O 1 100,00 on the date.
| [30.06.2018 03.07.2018 365 18:00 0 100,00
04.07.2018 06.10.2018 7 18:00 O 1 100,00
07.10.2018 12.10.2018 365 18:00 i 100,00
| 13.10.2018 23.10.2018 7 18:00 0O 1 100,00
| 24.10.2018 27.10.2018 365 18:00 0 100,00
| |28.10.2018 12.11.2018 7 18:00 0O 1 100,00
i)
BEED
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2.1. Check configuration in TMS Required information: ) D)
Room types

ESSE.ARMAS. Modif. Conv. Group Res. - EUROTOX 2016

Configure the allotment using the room types, do not use the room

. 7. o .
Z & B | Droomnglst ¥ B @ subtypes to avoid issues with allotment management.
ESSE.ARMAS NH Plaza de Arma Reserv. 12951731 a4 Client 1100014279 VISITUR MICE X .
General info. l' *Reception info. | Biling information | Deposits | @i Guarantee . *Additional info. | *Breakdowns | Routing Charges ¢ * GueSt W|” have the pOSS|b|I|ty tO Se|eCt the bed

preference during the booking process, but as in all other

Arrival date: [02.09.2016| Friday () Contract: [ o Rer
Nights: 10 ©Rate: MAE_BGRRO | No Mapping BGR web reservation bed type cannot be automatically
Departure date: 12.09.201& Monday Allotment: C
Group MName: |EmROTOX 2016 | Omanual price [v|Retrieve changes gua ra nteed .
Registration date 01.03.201& Voucher: |IoBKFILE: 11195751 | Cost code:
E-Mail: [NO E-MALL | Reservat. method |
. ] i I - i
CUT-OFF date Rooming = 7.2 Use the same configuration of number of pax. everyday of the event.
" ESSE.ARMAS

7.1 | | Room type
Dy futa - _psoe soate sTooa._|stooa.o srova.Tjefbree Sy 02002006 || TR * The reservations number can be different for different
Saturday  03.00.2016 E E g E E days, but always associated to the same number of pax.
sun 04.09.2016 0 0 0 o ] 0  Mumber of pax lReservat»ons number |
Monday 05.09.2016 0 a a a a a 1 0
e B e B s [T B * Example: if you configure this selection:
Tl 08002016 | 0 ° ° ° ° ° ° - Day 1: 50 double single and 10 doubles
Friday 09.09.2016 0 .
satuday  10.092016 0 7.2 2 - Day 2: 40 double single and 10 doubles
R e = = It would not be possible to book 41 single rooms

LI
[Pending v
CHECE-OUT DONE Grouped rooms 0Pax 0O Created E0Q0000022317 01.03.2016 18:11 Cur |EUR
Single reservat. 146 Pax 171 Modifi EO0O000022317 01.09.2016 14:15 [v|Publish in TM54C
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2.1. Check configuration in TMS Required information: )

)

Guarantee conditions

We must review/modify the "Guarantee" tab also in the convention group.

[ &2 | & | =Rooming st T3 iy 2 B

[(i]| ESTF.TENER NH Tenerife ***  Reserv. 37267445 = Client 9  Guarantee (Check guarantee conditions)

Gencelob.JeRacopnon i Kpiobmron.. (Cncont s M Lovicx * There are different options to define the type of
guarantee and the period.

Guarantee Reserv.

Guarantee |12 18 Hours * Please don’t use guarantee starting by “a...”
2. 18 Hours

8. 48 Hours - Guaranteed - CXL&Mod Cost 1st nt
9. Guaranteed - CXL&Mod Cost 100%™

1. Congress Delegates Guarantee

.Guarantee + Mo Show 100% of Stay

.Guarantee+ Mo Show 1st Night

.Total Guarantee + 100% Prep + MoCL{AIl + 100%
.Total Guarantee + 100% Prep + MoCLXAl + 90%
.Contract

6. 18 Hours - Guaranteed - CXL&Mod Cost 100%™

. 24 Hours - Guaranteed - CXL&Mod Cost 100%™
6. 7 Days -  Guaranteed - C¥L&Mod Cost 100%™
9. 72 Hours - Guaranteed - CX{L&Mod Cost 1st nt
0.7 Days - Guaranteed - C¥L&Mod Cost 1st nt
07.04.2018 i

08.04.2018 0

Day
Saturday
sun

Please always review guarantee and conditions to ensure that the reservation confirmation letter has the correct information.
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2.1. Check configuration in TMS Required information:
Conditions and guarantee

As a summary of the definition of conditions, here are a couple of examples of how to select the conditions:

1. Event with payment at the hotel, mandatory credit card guarantee and a 100% penalty for cancellations:
» Cost code = CXL_100%
* Guarantee = Credit Card

The customer will see a discrepancy in the confirmation letter. Please keep this in mind before sharing the URL.

Rate conditions

Payment conditions

You will pay directly at the hotel.

Cancellation and modification conditions
Your reservation cannot be cancelled or modified free of charge.

Cancellation, modification or non-arrival fee is equal to 100.00% of your stay.

Credit card guarantee conditions

r reservation must be guaranteed with credit card

No charge will be made, it will only be used for guarantee purposes.

A ) )

Check configuration in TMS Required information — Conditions and guarantee
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2.1. Check configuration in TMS Required information: i ) )
Conditions and guarantee

As a summary of the definition of conditions, here are a couple of examples of how to select the conditions:
2. Event with payment at the hotel, mandatory credit card guarantee and 1 night of penalty for cancellations:
e Cost code = CXL_1STNT
* Guarantee = Credit Card
The customer will see a discrepancy in the confirmation letter. Please keep this in mind before sharing the URL.

Rate conditions

Payment conditions

You will pay directly at the hotel.

Cancellation and modification conditions

This reservation can be cancelled free of charge until 365 day/s before the arrival.

WE’RE HERE TO HELP

Cancellation after the time limit or non-arrival cost 100.00% of 1 night/s of stay.

Credit card guarantee conditions
Your reservation must be guaranteed with credit card

No charge will be made, it will only be used for guarantee purposes.

Check configuration in TMS Required information — Conditions and guarantee

& © B | 17
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2.1. Check configuration in TMS Required information:
Commissions

ESSE.ARMAS. Modif. Conv. Group Res. - EUROTOX 2016
FE B Droomnglst T gl B W

ESSE.ARMAS MH Plaza de Arma Raserv. 12951731 og Client 1100014279 VISITUR MICE

“Biling information | Deposits | @ Guarantee | *Additional info. | *Breakdowns | Routing Charges | Fixed charges | Actions | Loan Items | Packages | *Statistic | *Commissionable charge | =Conditions ,l/mmm IL

Price Code Percentage by Manual price |
Client %

CRS % (")Dedc (=) Commiss. () Exermnpt

Price details
_ Date |Pnce code |Amount |Manua| price [@ @[@@ lE22] Add dates [@ @[@ [E][@[E]
_02.09.2016 EUROTOX 0,00 Commission [ Deduct. by day Exceptions
| 03.09.2016 [EURCTOX 0,00 | |Date |Concept |C\ient % |% CRS | Price code |Concept |Chent % |% CRS

04.09.2016 EURCTOX a,00 02.09.2016 10,00 -
_05.[]9.2[]16 EUROTOX 0,00 _03.09.2016 10,00 j hd
:06.09.2016 EURCTOX 0,00 | loa.08.2016 10,00 1P s
| 07.09.2016 [EURCTOX 0,00 :05_09_2015 10,00 Percentages by Price code
| 08.09.2016 EUROTOX 0,00 | |06.09.2016 10,00 Price code : |% CRS |
_09.09.2016 EUROTOX 0,00 - _07_09_2015 10,00 =~ |EUROTOX =
_10.09.2016 Yo 0,00 hal _08.09.2016 10,00 ~ llyo I -

PR LR L] | i L

10 Check that the discount is always set as “Commission” and not as “Deduction”

* If an event is created with direct payment and deduction, this
deduction would be applied to the customer during the booking.

In case you have doubts, please review these documents:

* Commissions in MICE Reservations

* General MICE Reservation Management Process

A ) )
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https://nhorganization.nh-hotels.com/content/commissions-mice-reservations
https://nhorganization.nh-hotels.com/content/general-mice-reservation-management-process

2.1. Check configuration in TMS Required information:
Conditions (restrictions)

NLZH.WROTT. Modif. Conv. Group Res. - SOROPTIMIST INTERNATIONAL
FERooming list & B DBRooming st T 6 B #

NLZH.WROTT Mhow Rotterdam * Reserv. 33173472 li Client 2200426715 SILIMITED

“Deposits ], D Guarantee |' *Addiional info. |, *Breakdowns |' Routing Charges )' Fixed charges |, Actions |, Loan Items |' Packages |' *Statistics |, *Commissionable charge iz *Conditions E 3
[¥]Do not apply conditions/restrictions User: 0000001333 Reason: |CCONTC Contract must be applied 30.05.2017 17:06:13
[¥] Mo validate defined overbooking User: oooonnd Reason: |CCCNTO Contract must be applied 30.05.2017 17:06:13

Date Closed To ...AMin Lengt..’ Max Lengt..] Closed I Min Lengt... tlosed if MO roo.l Closed To ...

28.07.2017 O L_] O i 75 (]

29.07.2017 O 0 0 O 2 75 O

30.07.2017 O 0 0 O 0 0 (]

4“0
Day Date TO... PREDBL PREDBLQ PREDBLT PREDBV |PREDBVD PREDBVT STDDBLQ STEDBL STEDBLD SUPDBL SUPDBLQ |SUPDBLT
Friday 28.07.2017 20 20
20

Saturday 29.07.2017 20

A ) )

Check the conditions (restrictions) of the event are set
properly (min & max length of stay per date).

Please, for now we need to check both flags (overbooking and restrictions) when the reservation is in tentative and confirmed status.
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2.1. Check configuration in TMS Required information: ) D)

There are two transactions to see how many rooms are pending breakdown:
1. /CCSHT/RS_06_06: Expected group arrivals
2. /CCSHT/GR_CONT_OCUP: Convention group’s reservations

* [= RESERVATIONS
v [ Individuals
* [ Groups / Events
* [ Mass changes to several reservations
¥ = Information systems
v [ Events
* 3 Reporting Quotation Tool
- 2 JCCSHT/RS_0&_03 - Hotel General occupancy
* @ ZEY_ROOMS_AVAIL - Rate and Rooms Availability
- () ZEY_FROOMS_AVAILABIL - Function Rooms Availability (Multihotel)
- 2 JCCSHT/RS_06_04 - Qccupancy by room type
« (72 ZEY_RS_06_011_ALV_FX - Expected Arrivals Extended
- ) JCCSHT/RS_06_011_AVV - Valued Expected Arrivals ALV
- 2 ZEY_RS5_06_011_ALY - Value expected arrivals and stay option
* @ JCCSHT/RS_06_014 ALY - VIP arrivals
fCESHT}RS&UE - Expected Group Arrivals |

JCCSHT/GR_CONT_QCUP - Convention group's reservations occupancy control
J JCCSHT/R5_06_35_ALY - Pending reservations by status

@ | 20
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2.1. Check configuration in TMS Required information: ) D)
Close the event

If you have followed all the steps mentioned in the previous pages, you only need to do one more thing to get the event ready and create the booking page:

Save the convention group in TMS and
accept to create a Booking File!

If a TMS user is modifying a convention group in the booking file (MB), the web (Event Tool) will not provide availability. It is very important not to block the
reservation. This comment is valid both for the creation of a new event and for the modification of an existing event.

@ | 21
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2.11. Create event booking page in the Event Tool - Log in i :

You can create the booking site for the event in less than 5 minutes, following these instructions:

NH | HOTEL GROUP NH Event Management .
1 Log in

Your event, your website, your guests...

Click here: www.nh-hotels.com/event-tool/organizer/login

everything you need in one placel

* The organizer must be used in a computer, don’t use mobile devices.
* For a better experience we recommend to use Google Chrome or

Log in to start organising Mozilla Firefox

Access

Forgot your password? User: hotel email account
(e.g., nhzurbano@nh-hotels.com)

v
Password: the one you use for other services (e.g., Microsoft Outlook)

Book a selection of rooms at any NH Hotel for your guests

Remember: login with personal accounts is not allowed (e.g.,
j.smith@nh-hotels.com).

| 23
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http://www.nh-hotels.com/event-tool/organizer/login

2.11. Create event booking page in the Event Tool - Search i : B

NH | HOTEL GROUP

2 Search

Search the booking file you have just created in TMS for

Meetings.

* Note: in this page you can also see other events associated
to your account:

* Active (booking or check-in open)

My active events (1)

| | * Past (already checked-out)
I Event Start date End date City Linked hotels I
| |
eurotox 2016 4 9 N6 7/09/2016 seville Hesperia Sevilla
I Go to edit details NH I
R . NH C

| |
| |
I My past events (O) I

- o e e o o o o o e o e o e o o o e e EE EE EE e e = -’

¢ / | 24
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2.11. Create event booking page in the Event Tool - Check

NH | HOTEL GROUP

&
2
el
4

Event name *

EVENT TYPE: Leisure
MUGLER CASTILLE 2016

INH Ciudad de Zaragoza

Booking ID: 0003363530
Reservation name Location

MUGLER CASTILLE 2016

===~ = ===

start date End date cut-off dare Min. length of stay I Max. Rooms to book (per
I reservation) I
D 25/05/2016 ~ G 26/05/2016 ~ D 26/05/2016 ~ 1 I
| L S
- e == - -* -_— e e =
\ Fields marked with (*) are mandatory )

Note: nowadays this option is not available because we use DVSC in Conditions tab.
See slide 19.

i - B

3 Check

All the information you can see in this screen is extracted from
TMS for Meetings:

* Name of the event

* Type of the event

* Hotels participants

* Location

» Start, end and cut-off date

* Minimum Length of Stay

If you see something wrong, close the window, go back to TMS,
correct the information (don’t forget to close the event in TMS)
and go back to step 1 of this section.

Note: this information is not considered. By default, the web
allows up to 5 rooms per reservation. This field will be eliminated.

&
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2.11. Create event booking page in the Event Tool — Add pictures > By )
6 Ademtentpiewres

-

Event images
= - o Em Em e e e e e .

~

v

v

v

Event Logo (it will be shown in the home of the event page).
* Maximum size: 350x134 pixels.

Main picture (it will be shown in the home of the event page).
Upload and click on “Default image”.
* Maximum size: 470x300 pixels.

All other pictures you would like the customer to see rooms,
meeting rooms, city views, other facilities...

* Maximum size: 0.5 MB.

Upload and click on “I'd like an image gallery”.

IMPORTANT: this size limitation is key in order to offer a good
web performance, especially in mobile devices.

Don’t worry. Go to the part 5 of this manual and you will see how
to adapt them very quickly. When you finish go back to this step
to finish the event creation.

M I N O R ANANTARA AVANI lewana (DAKS NH TH COLLECTION
HOTELS - RESORTS - SPAS Hotels & Resorts. ——— COLLECTION ——
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2.11. Create event booking page in the Event Tool — Add text > B )

Do you want the booking tool in multiple languages? Not a problem, check the ones you
want and fill all the information below for each of the languages.

Add as much information as you want to the event, you can use the following categories:
* General description
* Program
* Location details
* Contact details of the organizer

* You can adapt the format as much as you want, and include links to web pages, links to
emails...

Don’t know which one to use?

* | want to save my changes, but | have not finished yet: click on “Save and continue
editing” (white button)
* | want to finish and go to the next step: click on “Save” (blue button).
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2.11. Create event booking page in the Event Tool - Add text > B )

( e o ) 6 Add content: text

This is an example for these fields..:

Welcome to the special event site for (name of the group/event). You can confirm your reservation
I through this web page!
: Special Rates and conditions for (name of the group/event):
- NH /NH Collection/ Nhow(name of the hotel): DUS Rooms: xxxx VAT inc/exc DOUBLE Rooms: xxxx
mrg o ¥ =sFIETS 0] e inc/exc
' Room rate based on (type of room), includes bed and buffet breakfast, tax (not) included (10%).
WiFi connection free of charge throughout the hotel.
Credit card is mandatory to confirm reservations.
The room is available from 15.00. on the day of arrival and till 12.00. on the day of departure
R o Any special request is upon availability and has to be confirmed by the Hotel on arrival.
SRR Deadline to confirm reservations: (date) (Subject to availability).
After deadline, the hotel will release the unsold rooms and any further confirmation will be on request.
Individual Cancellation Policy:
....... . e - No penalty if you notify us about your cancellation (number) days before your scheduled arrival.
— 10% of your total amount will be charged if you do not notify us about your cancellation by (8
days) before your scheduled arrival.
10% of your total amount will be charged....

Twar s s
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2.11. Create event booking page in the Event Tool — Check and share

NH  HOTEL GROUP

MUGLER CASTILLE 2016

MH Ciudad de Faragoza

Deaking I 0001161510 Marne: MUGLETL CASTILLE 2016 Trom; 25,05 /2016 To 26,05/ 2016 City. 2ara oza Statas

NH Ciudad de Zaragoza

WAL inalusien

Your event on your webpage
e in arder to display the associated hotels
"AUrn” sTyle="widih TS hiight 320px" framebardar="0"
- lle-2016 < IFramas

® ©

i - 2

Probably everything is perfect, but if not, you can easily modify the content of the event.

You have finished! Just need to share the event booking tool with the organizer, using
one of these two methods:

Link - We recommend to use always this option.

Code to embed in the customer website.

If you have created a multi-language event, you will have different URLs per language
here. Please be sure to share them properly.

* IMPORTANT: it can take up to 20 minutes to get availability since the event is created
in TMS for Meetings.

So, if you have done all the steps in a row, take the opportunity to do another task or
create a new event before sharing the link with your customer!

In this page you can also see which is the status of the event and how many bookings
have been done, but we recommend to monitor the event in TMS for Meetings.

MINOR ANAI&'ARA AVANI  oldina PAKS
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2.11. Create event booking page in the Event Tool — Photo options

Depending on the event type selected in the booking file you will have the next images in the web of the customer.

FAIRS & RO CONFEREN BANQUET

OTHER & PRODUCT EXHIBITION COCKTAIL
PRESENTATION

€ & | 30
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2.1l. Create event booking page in the Event Tool — Photo options

Depending on the event type selected in the booking file you will have the next images in the web of the customer.

SPORT & LGR WORKS TRAINING & HOUSE
USE

'l»

1l

the event type in order to show a
specific image, otherwise report
would be distorted.

E’ “ﬁ—b '"”":"—-;: -7

Warning: Remember not to modify
—a '

TOUR MEETINGS
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2.11l. How to book a room online - Read

NH HOTEL GROUP

1

Homa | Dascrigtion | Comact

Grupo de Coordinacion de Reconocimiento Mutuo vy
Descentralizado Humana CMD h

Book a Room

NH Madrid Ventes

Book before: 26/10/2023

D -

Read

Customer can easily change the language by clicking in the
language selector at the top right of the page.

All the content created in the Event Tool is displayed in this
section.

If the event takes place in more than one hotel, there will be a
book a room section per each hotel.

The E.T. is responsive, so the customer can see the information in
their smartphones, but the booking process is only available for
desktop and tablet.
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2.11l. How to book a room online - Search »y»

Book a Room 2 Search

, CUT-OFF Date
NH Madrid Ventas

Blarritz, 2, - 28028 Spain | +34 91 3610288 Book before: 26/10/2023 .
Once the customer knows the hotel they want to stay, they just
Min. langth of stay 1 night need to SeIeCt
I B Check-in date || ™ check-ou date : I * Check-in and check-out dates (only the valid options of the
2023 NOVEMBER event are available).
e ' * Number of rooms (up to 5).
known as NH Parque Avenidas, puts you 10 26

Verts e, ormery kw25 M4 Parae Averdas s Yo 10 * Occupancy per room (number of adults and children).

27 28 25 30

* Click on “Book now”.

A © & | 34
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2.111. How to book a room online — Select room and rate -

From

139.00 EUR

zer gt

3 Select room and rate

Only the event valid combinations are displayed.

A real Cem in Ventas
Madrd)

Lovaly, atyisk,
czmanenty lccated hotel

S s The customer can read the cancellation and guarantee conditions
- here. These conditions are defined in TMS for the event. See
' section 2.1. of this manual to see how to modify the event
‘ol |l =g H conditions in TMS.

More about the hotel

ISelect your Room

*If the customer needs help, they can call (humber displayed is
CRO) or chat.

Cnange Currency

€ Euro v

Changs currency

Your search

NH Madreid Ventas

* Tax policy (VAT, City tax, etc.) is explained here.

From 2

el

Total Price 3
139.C0EUR Niahta)

filies, 1 Rcom:
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2.11l. How to book a room online — Check-out »y»

Book| ng detalls 1. Booking getails 2 Guarantee your reservation 3. Confirmation

NH Madrid Ventas 4 Fill details
. Biaritz, 2, 28028 Madrid Fill the information to finish the process:
« From Wednesday 29/11/2023 at 3:00 pm until Thursday 30/11/2023 at N .

12:00 pm (1 Night) * Personal information

« 1 adult, 1 room , Breakfast Included

* Room preferences

And press the “Book now for...” button.

Your search
W] Book for other guests

NH Madrid Ventas Note: For flexible rates credit card guarantee is requested
Guest details for this booking . . .
[T BT . ok o o | depending on the language the customer is browsing:
: ight) - 1 Aduit, 0 Children, iz,
Nams" e B s * Requested for English, Spanish, French and Portuguese.
* Not requested for German, Dutch and Italian.
Surname* . s
PR Customer reaches the thank-you page and receives an email
W with the reservation details.
S WPV — —— As organizer you will see that you have one room less in the
Name® allotment, and all the details have been stored in TMS.

FAQ's (Frequently Asked
Questions)
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2.11l. How to book a room online — Check-out -

Pavment information & 1. Booking details 2. Payrment
Y 4 Fill details

a ) Fill the information of the credit card to finish the process:

The fields marked with an asterisk (*) are mandatory.

* Payment details

Card Number*

And press “pay and confirm”.

1234 5678 1234 5678

Card Holder*
CARD HOLDER

CARD HOLDER

Expiration date*

Month v Year w

CW*

~FTT T T

Cancel and go back I Pay and confirm I
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2.1V. How to manage an event

If During all the time that the event is open, you can manage it.

How to do it? It depends...

« Do you want to manage inventory or Remember to save and close the event in TMS after

7. : o TMS modifying it and wait 20 minutes before checking availability
main information of the event” on the booking tool. See section 2.I. of this manual.
Event Changes are applied automatically. See section 2.1l. of this
* Do you want to change content? Tool manual.

You can change almost anything, but be careful with the following:

* If you change the name of the event, the web link will change. You can do it, please open a JIRA to ask for the redirection of the old page, so the
customer can continue booking without noticing the change.

* TMS creates a “pre-booking” every time a customer is connected to the booking website. If the customer finally does not book, the reservation will be
changed to the status “Rejected” after 30 minutes (this happens for all the bookings made in NH web, not only for events). The room will go back to the

event allotment.
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3. Event COMPULSORY Checklist

1. Before sending the URL to the client check the following points:

Test the Event Page (URL) & make a Test Reservation according to the manual:

Confirm Rate & Price displayed, as well as T&Cs (Step 1 & 2).
Confirm Reservation.

Confirm ALL information in the Confirmation Email is correct.
Confirm that the Room is correctly discounted in TMS.
Cancel Reservation.

Review the room has come back to the Convention Group Availability.

AN N VU N NN

Send the URL to the client B ONLY if the test is successful .
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3. Event COMPULSORY Checklist

2. If Event Tool is not working test the following points:

Make sure “Public” TMSA4C is ticked.

Verify Dates information is correct.

Tick Retrieve changes.

Ensure Rooming is allowed.

Make sure there is not a receptive client in the event (SAP-CRM). If there is, ERASE it.
Don’t edit the event in TMS while somebody else is doing it B The tool won’t work.
Ensure Cancellation Conditions are correct.

Check Guarantee Conditions.

AN N N N N N RN

Ensure the restrictions of the event are correct under the conditions tab and click both conditions of Don’t Verify Sales Close (conditions and
overbooking).

Make sure Availability in Room Numbers & Guests by Room is correct.
Check Commissions.

Generate the Event according to the Manual.

3. If you cannot compete ANY of the steps above = Open a JIRA.

4. Thereis a “Best practice & new standars “ procedure. We strongly recommend you review it by cIicI'(ing this link.

N2 N2
ap'e -8

N &
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4. How to report an issue in JIRA

9 NH Service Desk / NH SUPPORT PORTAL
Customized Group Website

Category Customized Group Website

None v

. . NH HOTEL GROUP Summary
V NH Service Desk

NH SUPPORT PORTAL

r.x Select ‘Event Tool’ under WEB category.

Scope of the Issue

We are Worklng on Welcome to the NH HOTEL GROUP Support Portall None .
Create your support tickets for most hardware and software products
B H B H NH Support Portal is designed to get an intuitive user experience that allows IT service teams to focus on the customer, providing a single entry point | Q
sim p I |fy| ng th IS p rocess. where all employee are able to create support requests, view current or resolved requests _
Public Web & Apps Global Impact
01. SAP Business Sufte D Availability, Rates, Reservations, Promotions,

Collective Impact
02. Other NH Applications

Individual Impact

03. Office 365

Customized Group Website (Event Tool)
EVENT TOOL. Online tool that allows the event organizer to create a dedicated website through which the

04. NH Employee Services customers can book theif rooms online.
— —

Global Impact: An issue affecting the whole web (i.e.. web is down).
Collective Impact: An issue affecting more than one reservation.
Individual Impact: An issue affecting only one reservation.

*  Request Roles: Create, change and delete content, web pages and subpages.
06. Hardware (IT Equipme. Online Employee Reservations
Reservation portal with exclusive rates for you and your family & friends

5 " Employee Portal
05. Software 8 N
PO
Ll

07. Communications

08. Login & Access B
Impacts in Revenue

09. Security — .
10. Web | Q
=]
Please help us prioritize the issue by o
filling these JIRA fields: 1000 -100.000 €
>100.000 €

Account Segmentation

None A

| Q
Companies ™ TO& e
s Wholesalers Global Key Account
Global Key Accounts  >500.000€ >5,000.000€ > 3.000.000€ Local Key Account & Local Account
Local Key Accounts & Local Accounts > 75.000€ >300.000€ >300.000€ _ Telesales VIP
TelesalesVIP > 25,000€ > 75.000€ >75.000€ - ‘
Automanaged < 25.000€ < 75.000€ < 75.000€ e— Only fill the “Account Segmentation” field if you know it.
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5. Tips to configure Event Tool: how to modify the size of a picture

Have you received pictures from the organizer and don’t know how to modify them to fit the requirements of the Event Tool?

Just follow these two steps:

/= NH Collection Porta Ross

Preview

Set as desktop background
Edit

Print

Rotate clockwise
Rotate counterclockwise

Show how to open this file
1ZArc
Open with

Share with

Analizar en busca de amenazas...

Restore previous versions
Send to

Cut
Copy

Create shortcut
Delete

Rename
Open file location

Properties

12/09/2016 18:12

Internet Explorer

Paint

Windows Media Center
Windows Photo Viewer

Choose default program...

Open the file with Paint

Click over the name of the picture with the right button of

the mouse:

Select “Open with”.

Select “Paint”.

MINOR 4

ANANTARA
HOTELS "HOTELS - RESORTS - SPAS.

€ &
lewana (DAKS NH TH COLLECTION

HOTELS HOTELS

nhow
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5. Tips to configure Event Tool: how to modify the size of a picture

@ | | ) O = | NHCollection Porta Rossa - Paint

o v ‘ , B 2 Save the change
D £ cut 1 Crop ZIAll | N\ N'C'IECIE.A [#” Outiine | N . -
Pavs!e {2 Selfﬂ P 2 C %igz%gg : ‘ . “ H ”
e , i - * Click on “Resize

Resize

N 5 R i
By ©Pacentoe S XN e Select “Pixels

LA e \ Sl * Introduce your desired size in horizontal

_J I Vertical: 600

Sl - o ¢ Vertical will be automatically updated
Skew (Degrees) 3 ° CliCk OK

—

/ Horizontal:

u I Vertical:

e Go to the main menu and click on “Save as”

* Select the name you want

Go back to your folder and check that the size has changed
according to your needs (remember only pictures with less
than 0.5MB are accepted)!

-

Name Date medified Type Size
[=| NH Collection Porta Rossa 12/09/201618:12  JPEG image 784 KB
|=| NH Collection Porta Rossa_b  12/09/201618:21  JPEG image 97 KB
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6. Feedback is welcome!

Still have questions? We are more than happy to help!

Do you have comments and would like to include them in the next update of the manual? Thanks for your help!

" ” . . MNH SUPPORT PORTAL / MH Service Desk
Open a JIRA & select category “Other” and we will come back to you as soon as possible. Customized Group Website (Event Tool)
Raise this request on behalf of

B3 MARIO SAMANIEGO NAVARRO

If you have a technical issue with the Event Tool, you can report it using the Service Desk: -
ategory

Group 10 - Web - Customized Group Website (Event Tool) Others

L i L

Please selact

Summary

Scope of the lssue

MNone

Impacts in Revenue

MNone

Account Segmentation

Mone

Hotel Name (aptional)
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6. Inform about big events

In order to avoid any situation with CGW that could compromise the customer booking experience, the following protocol should be followed by all users in
charge of creating the CGW. This protocol will allow us to anticipate any potential issue that may arise and prepare/act accordingly:

e A
WHO SENDS : :
THE EMAIL The user in charge of creating CGW.
\ y
4 N

WHO TO
INFORM

nhpro@nh-hotels.com

/1.

Any group/event with more than:
a. 200 rooms

WHAT TYPE b. 7 days length of stay
OF CGW c. 4hotels
KZ. Any group/event with very high volume of demand concentrated in a specific time/date. /
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/. How to manage it in properties Anantara

In order to have the information on the web according to Anantara brand. Once the link is created and before contacting to the customer, it is necessary to do

a last step.

Please keep in mind we always have to confirm it works properly before doing this action.

e A
WHO SENDS . .
THE EMAIL The user in charge of creating CGW.
. J
e A
WHO TO nhpro@nh-hotels.com

INFORM

-

WHAT TYPE
OF CGW

All type of events

\_

Fron
223.00 EUR
ser righ

ANANTARA R ) e
AT Induded. Asdmicnal Oty Tax appliar
@ eeesr
amo

B P R B

More about the hotel

Select your Room

NEETINGS & EVENTS.
from £22.00 QR

D
Googlely et s

Cnange Currency

Premium Room g g
& D ﬁ) fi Your search

SEMI-FLEXIBLE RATE

EVENT RATE

223.00EUR

.));

A& © &
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THANKS!
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