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EVENT TOOL MANUAL

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.

What is Event Tool?

• Hotel staff (General Managers, Commercial Team, Front-Office, etc.)

• Group Sales Offices (GSO)

• Event Managers

Who are the users of Event Tool?
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Creating an event only requires two easy actions in two different environments.

1. How to create an Event

Organizer creates 
the Booking File in 

TMS

Organizer creates 
the booking site in 

Event Tool

1 2

Customer books 
online

3

Organizer manages the event4

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

2.I. Check configuration in TMS Required information

Event information must be ALWAYS changed in TMS.1

CUT-OFF date.2

Rates.3

Cost code.5

Rooming Allowed.6

Grid of rooms.7

ALWAYS ticked!!8

ALWAYS ticked!!4

Check guarantee conditions.9

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

10

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

11

Save the convention group in TMS and accept to create a Booking File!12

1

1

2

3

4
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Creating an Event Booking Page starts at TMS. Here are some points you must double check before using the Event Tool.

2.I. Check configuration in TMS Required information

1

2

3

4
5

7

8

6

9

1

* 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.

• Dates and rate of the event are associated to the convention
group, NOT to the booking file.

• If you change the name of the group, the link won’t work.

• Do not forget to inform the cut-off date.
• This information is on the web and customer must know

until they can book with this special rate.

Please see next slide.

Event information must be ALWAYS changed in TMS1

CUT-OFF date2

Rates3

ALWAYS ticked!!4
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If you need any modification or have any question about the rate, you must consult your Revenue Manager.

2.I. Check configuration in TMS Required information:
Tips about Rate

1

a b

c

By clicking twice over the rate, you can get
the next information.

Rates3

Pricing, conditions and guarantee

Name and description of the rate

Rate group of the rate

a

b

c
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2.I. Check configuration in TMS Required information:
Conditions in a rate

1

Pricing, CONDITIONS and guaranteec

The rate may have some condition informed.

In this example there is a condition:

• Minimum stay of one night.

• From 2017 until 2030.

• If customer books 999 days before arriving.
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2.I. Check configuration in TMS Required information:
Guarantee of the rate

1

Pricing, conditions and GUARANTEEc

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.



| 11

2.I. Check configuration in TMS Required information 1

See next slides, there are different options to choose.

Configure the allotment using the room types, do not use the
room subtypes to avoid issues with allotment management.

Use the same configuration of number of pax. everyday of the
event.

Rejected rooms are added as the total of breakdown.

Cost Code5

Rooming Allowed6

Grid of rooms7

ALWAYS ticked!!8

5

6

7

8
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2.I. Check configuration in TMS Required information:
Cancellation conditions

1

• There are different options to define the cost of
canceling the reservation.

• It depends on the Business Unit.

Cost Code (Check cancellation conditions)5

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

1

By double clicking on the cost code, you can see this
information.

*In this example there are different penalties depending
on the date.

Cost Code (Check cancellation conditions)5
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2.I. Check configuration in TMS Required information:
Room types

1

* Guest will have the possibility to select the bed
preference during the booking process, but as in all other
web reservation bed type cannot be automatically
guaranteed.

Configure the allotment using the room types, do not use the room
subtypes to avoid issues with allotment management.

7.1

100

* The reservations number can be different for different
days, but always associated to the same number of pax.

* Example: if you configure this selection:
- Day 1: 50 double single and 10 doubles
- Day 2: 40 double single and 10 doubles

It would not be possible to book 41 single rooms

Use the same configuration of number of pax. everyday of the event.7.2

7.1

7.2
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2.I. Check configuration in TMS Required information:
Guarantee conditions

1

• There are different options to define the type of 
guarantee and the period.

• Please don´t use guarantee starting  by “a…”

Guarantee (Check guarantee conditions)9

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

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

1

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.

Check configuration in TMS Required information – Conditions and guarantee
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2.I. Check configuration in TMS Required information:
Conditions and guarantee

1

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:

• 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.

Check configuration in TMS Required information – Conditions and guarantee
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2.I. Check configuration in TMS Required information:
Commissions

1

* 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

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

https://nhorganization.nh-hotels.com/content/commissions-mice-reservations
https://nhorganization.nh-hotels.com/content/general-mice-reservation-management-process
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2.I. Check configuration in TMS Required information:
Conditions (restrictions)

1

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

11

Please, for now we need to check both flags (overbooking and restrictions) when the reservation is in tentative and confirmed status.



| 20

2.I. Check configuration in TMS Required information: 1

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
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2.I. Check configuration in TMS Required information:
Close the event

1

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!

12

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.
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2.II. Create event booking page in the Event Tool - Log in

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

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

* The organizer must be used in a computer, don’t use mobile devices.

* For a better experience we recommend to use Google Chrome or

Mozilla Firefox.

User: hotel email account

(e.g., nhzurbano@nh-hotels.com)

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

Remember: login with personal accounts is not allowed (e.g.,

j.smith@nh-hotels.com).

2

Log in1

http://www.nh-hotels.com/event-tool/organizer/login
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2.II. Create event booking page in the Event Tool - 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)

• Past (already checked-out)

2

Search2
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2.II. Create event booking page in the Event Tool - 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.

2

Check3

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

See slide 19.
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2.II. Create event booking page in the Event Tool – Add pictures

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.

2

Add content: pictures4

The organizer of the event has sent you images in a format that does not 
meet these specifications

5

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.
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2.II. Create event booking page in the Event Tool – Add text

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?

• I want to save my changes, but I have not finished yet: click on “Save and continue
editing” (white button)

• I want to finish and go to the next step: click on “Save” (blue button).

2

Add content: text6
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2.II. Create event booking page in the Event Tool - Add 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
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
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
Any special request is upon availability and has to be confirmed by the Hotel on arrival.
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:

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….

2

Add content: text6
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2.II. Create event booking page in the Event Tool – Check and share

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

2

Check7

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.

Share8

1

2

1

2

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.

* 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!
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2.II. 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

EXHIBITION

CONFEREN

CE

COCKTAIL

BANQUET

OTHER & PRODUCT 

PRESENTATION
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2.II. 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

MEETINGS

WORKS TRAINING & HOUSE 

USE 

TOUR

Warning: Remember not to modify
the event type in order to show a
specific image, otherwise report
would be distorted.
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2.III. How to book a room online - 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.

Read1

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. 

3

1

2

1

2
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2.III. How to book a room online - Search

CUT-OFF Date

Once the customer knows the hotel they want to stay, they just
need to select:

• Check-in and check-out dates (only the valid options of the

event are available).

• Number of rooms (up to 5).

• Occupancy per room (number of adults and children).

• Click on “Book now”.

Search2

3
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2.III. How to book a room online – Select room and rate

Only the event valid combinations are displayed.

Select room and rate3

3

The customer can read the cancellation and guarantee conditions 
here. These conditions are defined in TMS for the event. See 
section 2.I. of this manual to see how to modify the event 
conditions in TMS.

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

* Tax policy (VAT, City tax, etc.) is explained here.
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2.III. How to book a room online – Check-out

Fill the information to finish the process:

• Personal information

• Room preferences

And press the “Book now for…” button.

Fill details4

3

Customer reaches the thank-you page and receives an email 
with the reservation details.
As organizer you will see that you have one room less in the 
allotment, and all the details have been stored in TMS.

Note: For flexible rates credit card guarantee is requested 
depending on the language the customer is browsing:

• Requested for English, Spanish, French and Portuguese.

• Not requested for German, Dutch and Italian.
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2.III. How to book a room online – Check-out

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

• Payment details

And press “pay and confirm”.

Fill details4

3
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2.IV. 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…

TMS

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.

• Do you want to manage inventory or 

main information of the event?

• Do you want to change content?

Remember to save and close the event in TMS after
modifying it and wait 20 minutes before checking availability
on the booking tool. See section 2.I. of this manual.

Event 
Tool

Changes are applied automatically. See section 2.II. of this
manual.
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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.

✓ Send the URL to the client 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” TMS4C 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 The tool won’t work.

✓ Ensure Cancellation Conditions are correct.

✓ Check Guarantee Conditions.

✓ 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. There is a “Best practice & new standars “ procedure. We strongly recommend you review it by clicking this link.

https://nhorganization.nh-hotels.com/search-page?Title=cgw&Language=All&Tags=&Area=All
https://nhorganization.nh-hotels.com/search-page?Title=cgw&Language=All&Tags=&Area=All
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4. How to report an issue in JIRA

Select ‘Event Tool’ under WEB category.

We are working on 
simplifying this process.

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.

Please help us prioritize the issue by 
filling these JIRA fields:

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:

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

• Select “Open with”.

• Select “Paint”.

Open the file with Paint1
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5. Tips to configure Event Tool: how to modify the size of a picture

• Click on “Resize”

• Select “Pixels”

• Introduce your desired size in horizontal

• Vertical will be automatically updated

• Click OK

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

• Select the name you want

Save the change2

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)!
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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!

Open a JIRA & select category “Other” and we will come back to you as soon as possible.

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

Group 10→Web→ Customized Group Website (Event Tool)
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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:

WHO SENDS 
THE EMAIL

WHAT TYPE 
OF CGW

WHO TO 
INFORM

The user in charge of creating CGW.

1. Any group/event with more than:
a. 200 rooms 
b. 7 days length of stay 
c. 4 hotels

2. Any group/event with very high volume of demand concentrated in a specific time/date.

nhpro@nh-hotels.com

mailto:nhpro@nh-hotels.com
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7. 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.

WHO SENDS 
THE EMAIL

WHAT TYPE 
OF CGW

WHO TO 
INFORM

The user in charge of creating CGW.

All type of events

nhpro@nh-hotels.com

mailto:nhpro@nh-hotels.com


THANKS!
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