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1.Monthly correction

2.Daily modification of the reservations (only if the hotel has the
possibility and resources)
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1. Monthly correction
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Free Half Board Corrections – 1. Monthly correction

The first step is to go to:  

TMSforHOTELS / Information Systems / Revenue/ 

Detailed Revenue Report by Contracts - /CCSHT/ZFOR0019 
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Example: Affected dates of April 2021 – Hotel Tivoli Carvoeiro Algarve Resort 

Hotel: PT08.CARVO

Date: Full month dates (in the example, only affected dates of April 2021 -> 14.04.2021 – 30.04.2021

Rate: PRO_HB_FRE, NHR_PRO_HB, MIN_PBF_HB, WS_PRBF_HB, PRBF_C20HB (Select Single Values)

Price Code: BLANK. For this promotion, Manual Prices are also included

Select         for add or exclude any code:

List of Half 

Board Rates:

Promo Free HB Rates

Public PRO_HB_FRE Promotion Free HB

Rewards NHR_PRO_HB NHR Promotion Free HB

Discovery MIN_PBF_HB Discovery Minor Promotion Free HB

WS WS_PRBF_HB WS Promotion Free Breakfast HB

PRBF_C20HB Promotion Free Breakfast COM 20 HB

Free Half Board Corrections – 1. Monthly correction
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Click on “contract, rate & price code” (“Break-down by” subdivision)

Free Half Board Corrections – 1. Monthly correction
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Total Guests 14.04.2021 – 30.04.2021 = 8

Total Meal Plan revenue = 332,40

Choose “/HB 

PROMO- /HB 

PROMO SPLIT” 

layout. Use the button         

to select it 

Free Half Board Corrections – 1. Monthly correction
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Half Board Split per hotel WITHOUT VAT

To calculate the monthly adjustment, you can use the tab Monthly correction calculation of the excel template

You only need to select the hotel, the corresponding month, fill out the Total Guests and the Total Meal Plan Revenue obtained

in the previous report and the correction and the data for the creation of the adjustment in TMS is automatically calculated:

Click on the link to access to the template

Important:

Since Manual Prices are included

in the calculation of the correction,

it may be a negative adjustment.

This means a negative amount for

BKFS and DINF and a positive

amount for ROOM

Free Half Board Corrections – 1. Monthly correction

https://nhorganization.nh-hotels.com/content/free-half-board-summer-2021-resorst-buse-correction-calculation-template
https://nhorganization.nh-hotels.com/content/free-half-board-summer-2021-resorst-buse-correction-calculation-template
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Open a new day guest billing:

TMSforHOTELS / Biling / Billing / 

Day-guest billing - /CCSHT/FC_FMAN

Free Half Board Corrections – 1. Monthly correction
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How to fill in a new day guest billing:

Fill ill in main client (by default 990000XXXX).

The last 4 numbers at your hotel code.

Because we have calculated the adjustment

without VAT, the check-box Tax included must

be deselected

Payment type: 2 Credit

Invoice Format = IND Individual

Market Segment = TNCD Transient Discounted

Market Subsegment = NHC2 NH Campaigns (11-

20%)

Source of Business = 01 IC – Front Office

Travel Reason = HF HouseUseFree

When creating the day guest invoice to make the

breakfast adjustment, you must indicate the

TNCD segmentation to avoid segmentation to

NO MAP.

So segment and subsegment are important to fill

in, otherwise the correction will be charged in a

different rate.

Free Half Board Corrections – 1. Monthly correction
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Go to process / Add charges

Free Half Board Corrections – 1. Monthly correction
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Following the example, make the corresponding charges in order to make the adjustment:

• The room charge will be generated with the concept “ROOM”, quantity 1 or -1 (positive or negative based on the

result of the correction) and the price will be the total amount calculated before (always without taxes) and with

service date the last day of the month.

• The breakfast charge will be generated with the concept “BKFS”, quantity 1 or -1 (positive or negative based on the

result of the correction) and the price will be the BKFS amount calculated before (with taxes in Portugal or without

taxes in Spain) and with service date the last day of the month.

Free Half Board Corrections – 1. Monthly correction

This adjustment is always calculated WITHOUT VAT
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• The dinner charge will be generated with the concept “DINF”, quantity 1 or -1 (positive or negative based on the

result of the correction) and the price will be the DINF amount calculated before (with taxes in Portugal or without

taxes in Spain) and with service date the last day of the month.

Don't forget to click save to finish

Close the invoice to 0.

Bear in mind that there will never be a total amount different to 0€ 

Free Half Board Corrections – 1. Monthly correction



2. Daily modification of the reservations
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Review daily the arrivals of reservations affected by the promotion. Pay attention to the reservations received in the

same day.

Reservations/Information systems/Valued Expected Arrivals ALV (select dates) 

Use the layout /HB PROMO-HB Promo to select only the reservations with rates codes included in the HB

promotion!!!

If you double click on the reservations, you can access to modify each reservation following the next steps

Free Half Board Corrections – 2. Daily modification of the reservations
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Register in the REMARKS field the total price per day, the pax number and the person who is doing the

changes.

To do this, you must go to the folios, select the layout /HB PROMO-HB Promo and see the total amount

per day (in green)

Free Half Board Corrections – 2. Daily modification of the reservations

1
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To calculate the new daily prices of the reservation, you can use the tab Daily amounts in

reservation of the excel template

Free Half Board Corrections – 2. Daily modification of the reservations

Select your hotel,

indicate total pax and

copy the original prices

by day (step 1)
And copy in the Price

and commissions tab

the new manual prices

per day calculated

(step 5)

Detail of F&B services price is available in this excel sheet, both for Adults and Children (also in slide 19)

Prices are VAT INCLUDED for hotels in Portugal and WITHOUT VAT for hotels in Spain.

1

5

https://nhorganization.nh-hotels.com/content/free-half-board-summer-2021-resorst-buse-correction-calculation-template
https://nhorganization.nh-hotels.com/content/free-half-board-summer-2021-resorst-buse-correction-calculation-template
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Change to RO the meal plan in the header of the reservation.

Free Half Board Corrections – 2. Daily modification of the reservations

2

3 Go to ADDITIONAL DATA tab of the reservation and add HB meal plan in UPGRADING section. The first

and last F&B services will be distributed according.

This step is also very important because it affects the reporting for F&B outlets (forecast, purchases…).
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In the FIXED CHARGES tab of the reservation, fill in the values for the F&B services.

If there are children in the reservation, we need to add 2 more lines of the F&B concepts with the specific values

and mark the option CH.

Free Half Board Corrections – 2. Daily modification of the reservations

4

Always use the correct split based on pax type

(Adult or Child) and select the option Tax included

in Portugal hotels and leave the option in blank

(without VAT) in Spain.

Pay attention if it is an agency reservation and ROUTE the charges to the folio 2 because they always are

charged by default in the folio 1.
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Fill in the manual total price per day in the tab PRICES and COMMISSIONS following this calculation:

Total day price (it may be different per day, obtained in stetp 1). Subtract per night the amount that was

placed in fixed charges by the number of people in the reservation. Use the tab Daily amounts in

reservation of the excel to obtain correct prices per day

For example, Rv 88251631 PT08.CARVO

5.07.2021 → 370,91€ - 60 (30x2) – 18,70 (9.78x2) = 292.21€

6.07.2021 → 394,91 – 60 (30x2) – 18,70 (9,78x2) = 316,21€

Free Half Board Corrections – 2. Daily modification of the reservations

5

Prices are VAT INCLUDED for hotels in Portugal and WITHOUT VAT for hotels in Spain.
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Do not use the MANUAL PRICE option in the BILLING INFORMATION tab because rate and contract of the reservation

will be deleted, and it cannot be checked as part of the HB promo reservations.

Free Half Board Corrections – 2. Daily modification of the reservations

We need to go to CONDITIONS and marck the option DO

NOT APPLY CONDITIONS/RESTRICTIONS

After this step, the reservations with the changes can be save; now with the correct split revenue

The customer may have doubts because the total value of the reservation is shown divided by concepts. But keep in mind 

the total value of the invoice matchs with the value of the reservtion confirmation

After all the changes, we can find some errors saving the reservation:
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Check daily that all reservations are updated

Free Half Board Corrections – 2. Daily modification of the reservations

And use the new layout to filetered by affected rates: /HB PROMO-HB Promo

All in-house reservations must be in RO with HB upgrade



THANKS!


