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The End of Day Reports Digitalization process are implemented in all hotels with the purpose of reducing manual tasks with no value added, sharping 
reduction of paper consumption and ensuring and storing reports and its approval track, without the need to occupy physical space in the hotel  (all this 
according to legal and audit deadlines).

End of Day reports are automatically generated (after Night Audit) according to the frequency defined in the table below.

Each approver has access in TMSforHotels to the EOD Dashboard transaction (ZEY_EOD) for reviewing, signing and monitoring the generated reports.

• Hotel General Manager must guarantee that the EOD are duly signed by all the signers and to maintain “up to date” the signature roles definition 
with the real hotel staff structure.

• In addition, F&B Manager/Maître is also responsible for ensuring adequate documentation of incidents detected in their respective areas. 

• All the reports must be signed in a prudential time, up to 10 days after its generation.

• Delays in the signatures will be considered as a serious breach of MHE&A Corporate Processes (special situations such as vacations, short leave of 
maximum 3 weeks or similar, must be explained in the signature "Remarks" field of the report).
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REQUIRED ROLE SIGNATURES

OBJECTIVE & SCOPE



Each employee has a personal code, which must be entered each time he/she works at a table.

They will have a level assigned, according to their position, or the F&B Manager/General Manager’s criteria.

This level indicates which operations can or cannot be carried out in the system. 

The system saves and registers ALL the operations and movements, and which employee has carried them out. 
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PERMISIONS FOR POS UX USERS 



• Report: POS_FREE.

• TMS Transaction: /CCSHT/POS_ALV_SALES.

• Frequency: Daily.

• Approver: F&B Manager & Hotel General Manager.

• Definition: Free articles are all those materials that do not have a price on the invoice.

• Objective: Verify that any free article in POS are justified and have been signed by the F&B Manager and Hotel General Manager. 
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POS_FREE ARTICLES /CCSHT/POS_ALV_SALES)  



• Report: POS_DISCOUNTS.

• TMS Transaction: /CCSHT/POS_ALV_SALES.

• Frequency: Daily.

• Approver: F&B Manager & Hotel General Manager.

• Definition: A discount is a partial or total decrease on the amount of a service provided.

• Objective: Verify that any discount in POS are justified and have been signed by the guest, the F&B Manager or Hotel General Manager when applicable. All of 
tickets 100% discount/invitation must be kept by the F&B department as proof of approval for 18 months
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POS_DISCOUNTS (/CCSHT/POS_ALV_SALES) 



• Report: POS_MANUAL PRICES.

• TMS Transaction: /CCSHT/POS_ALV_SALES.

• Frequency: Weekly.

• Approver: F&B Manager & Hotel General Manager.

• Definition: Materials without a price informed in the system, to which we put a price and a description.

• Objective: Verify that any manual price in POS are justified. It is states that these "open price buttons" should only be used for exceptions and special requests. The 
hotel must have all its gastronomic offer with fixed prices for better cost control, sales... these buttons cannot be used for a daily offer. 
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POS_MANUAL PRICES (/CCSHT/POS_ALV_SALES) 
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• Report: POS_TICKETS CANCELED.

• TMS Transaction: /CCSHT/POS_ALV_SANU.

• Frequency: Daily.

• Approver: F&B Manager & Hotel General Manager.

• Definition: There are two types of tickets in this report:

• Canceled ticket: Complete cancelation of a ticket (previously closed). There is no ticket number in column “Ticket recovered”. 

• Recovered ticket: A ticket previously closed is canceled, but there is another ticket modifying the quantities/amounts or the payment method. There is a 
ticket number in column “Ticket recovered”.

• Objective: Verify that all canceled/recovered tickets in POS are justified. Each time a ticket is canceled/recovered, the system prints a receipt which must be 
signed, accounted for and kept for 18 months. (Only waiter with level 4,5 and 6 can cancel/recover tickets, and only waiter with level 6 can cancel or recover 
history tickets). 
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POS_TICKETS CANCELED (/CCSHT/POS_ALV_SANU) 



• Report: POS_POSITIONS DELETED.

• TMS Transaction: /CCSHT/POS_ALV_SANU.

• Frequency: Weekly.

• Objective: Verify that any position deleted in POS are justified.

• Definition: There are 4 types of deleted positions that you can identify according to how they are displayed in the report:

POS_POSITIONS DELETED (/CCSHT/POS_ALV_SANU) 

1. Lines without ticket number and without deleted reason.

2. Lines without ticket number and with deleted reason.

3. Lines with number ticket and without deleted reason.

4. Lines with number ticket and with deleted reason.
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M I N O R H O T E L S . C O M

Thank You
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