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InterGompany & InterGenter from a TMS reservation Process

SAP - TMS SAP - ERP
TMS TMS > Doc. FI
Reservation Invoice AR l
l 4
4 ™ |
TMS validations A Clearing process IDOC

0 “Source of Business” and “Travel Reason” mandatory fields validation. J
O Validation of accepted values for each field.
L CeCo destination validation.
O Payment method validation, only credit invoices. Doc. FI

L No application of InterCenter VAT. AP

0 Voucher field validation, filed manually.
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MH}EI QR Creation of a Reservationin TMS



ﬂl'eallﬂll ﬂf the RBSGW&IIIOII for Internal Glients

Most of the reasons included in this policy require the previous approval with the template.
This template provides all necessary information to create the TMS reservation correctly.

reject it and ask the requester to change it !!!

If the template is not correctly completed, please n

If necessary, in those cases where the template InterCompany Reservations Request is not
mandatory, the hotel can use it to know the corresponding Main Client, Statistical data
(Source of Business and Travel Reason) & Voucher.
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MINOR HOTELS

Greation of the Reservation for Internal Glients

Main Customer of the

reservation

Voucher information

Contract & Rate to be applied

Statistics: Source or Business

and Travel Reason

2. INFORMATION FOR THE HOTEL - TMS RESERVATION & INVOICING

*If necessary, in those cases when is not mandatory to send this re

Mandatory templare? Yes
TMS Customer Reservation and  |9900009039
holder of the invoice E301 CS CORPORATE
TMS Voucher Data HOUSEUSE
Conract person Pilar Jarillo Caro
FPhone 670096517
E-mail p.jarillo@minor-horels.com

Guest name

Pilar Jarillo Caro

Information

needed to create

and invoice the

Teservabion m

Booking Code (PID) 16005791
Arrival dare 30/10/2025
Deaproure date 31/10/2025
Nr. of rooms 1
Nr. of persons 1

TMS

Meal Plan (F&B services):

BBE-BedE&Breakfast

Reason detail

Reunion BP en RO

Remarks

- Include dinner in RO credit invoice

TMS Conrract

NH_HOTELS / NH_HOUSE

TMS Rarte Code

NH_HOUSE 2

TMS Price Code

Dynamic price

Approved Rate & Price Code

Source of Business TMS

IC- ORGANIZATION

OR

Travel Reason TMS

IC- HOUSEUSE

HU

quest, the hotel can use it to know the correct information for TMS

If necessary, in those cases when is not mandatory to send this request, the hotel can

use it to know the corresponding Main Client, Voucher & Statistical data (Source of

Bussiness and Travel Reason)

TMS Main Customer of the reservation and holder of the invoice/folio

Information to be included by the hotel in Invoice Voucher field!!!

Contact person in TMS Reservarion

Contact phone in TMS reservation

Contact email in TMS reservartion

Guest's name/s of the reservation

PID of the guest of the reservation.

When applies, search and always select the already available Team Member PID !

Check-in darte

Check-our dare

Remarks in TMS reservation

TMS Contract to be applied in reservarion

TMS Rate Code to be applied in reservarion

TMS Price Code to be applied in reservanon

Price approved in case of OTHER INVITATIONS

Information to be included by the hotel in Statistics tab of TMS reservation!!!!

| InterCompany & InterCenter TMS Front Office




Greation of the Reservation for Internal Glients
4 )

e Internal customer starting with 99* is
ESMD.EMBAJ Avani Alonso Martinez *** 19.03.2025 alvvays the Maln Cllent Of the reservatlon.

Main client 9900009039 Branch Client Main CllStom.er Of the * The Main Client alld the HOlder Of the
reservation folio to be invoiced must be the same in

CRS Branch of CRS

Company Resp. Reser. Branch company the TMS reservation because validations
of statistic fields (Source of Business and
Travel Reason) are based on the Main
Client.

1 * *
(=) Contract NH_HOTELS |1  NH HOTEL GROUP - INTERNAL RATES * Chent IDs o1 and 2* IDs must not be used

E?te NH_HOUSE_2 | NH House Use CS/HQ/BU Euro 50 B&B Contract & Rate to be apphed (although 1D 91* VV]]]. be automaﬁca]ly

Expense code CXL BAR | From 01.04.2025 18:00h - 1d - 100,00% dlsplayed and pr'lnted on the iIlVOice, it is
OK).

 The fields ocorresponding to the CRS,
Company, Receiver, Holder and Payer clients
must not be informed in these internal
reservations.

*  When applicable, search in CRM for the
Client ID of the team member and always

k add them as the guest of the reservation. /

Create Reservation

«f [ Reservation models
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Greation of the Reservation for Internal Glients

If we save the reservation, an error message is displayed by TMS in order to fil in the new statistical fields.

Type Message Text

@ Source Bus. not vald. Select existing Departament

@ Cost Center not valid. Check Source of Business anb Travel Reason Combination
@ Travel Reason not valid Select existing Departament

A (et (S 2 P [ - )| [ 262 ) L (Ko @3] A o] [ o)

And we have to fil the fields Source of Business

(destination department or ceco) and Travel Reason . :
. eographic area pain -
(reason of the reservation request). Region 28 Madrd
Market segment COMP -
Market sugseqment HOUS | HOUSE USE StatistiCSZ SOLl]."CG (0)8 BLISiI‘leSS
If the selected values are not correct, the system s ot ICORGANIZATION all and Travel Reason
. Channel ID HOTEL A
displays an error message to correct them. In SubChannel 1D EE—
. . Travel Reason IC-HOUSEUSE -
case of doubt, please contact with the reservation I |
requester.

on the Main Client of the
reservation.

@ Statistic data are validated based

If vou modify the Rate, statistical fields change automatically, so yvou have to ensure they are correct!!!!
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The system changes folio 2 to Credit payment method for the indicated internal client. The responsible for the rest of folios is the Guest, with
on-desk payment. ~ ...

ESMD.EMBAJ Avani Alonso Martinez #**

R... Folio | Payment method Payt Terms  Tax incl. Responsible Folio Format identif. Holder Name Branch Fis.c
| 1 On-desk payment > ] Main Clect > IND 1E005791  JARTIO CARO _MARIA DE PILAR

(2  creait ~ €030 [  Main client = DATLY 9900009039 FS01CS CORPORATE

|i; TS ey e = M-t e = AR e CAREPAREASEL FILAR

|_‘4 On-desk payment - O Main Guest * IND 16005791  JARILLO CARO, MARIA DEL PILAR

We can only issue invoices to other centers of MHE&A using Credit payment method. If we try to invoice a folio with on-desk payment, TMS
displays a message in order to change it again in the header of the folios. Payment method for Internal Clients is GO30.

III Internal Biling. Direct payment not allowed

|1| Voucher missing, is a mandatory for

Intercompany/Intercenter invoices.
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MH}EI QR Invoicingin TMS



Only allowed concepts based on the Travel Policy and the InterCompany Reservations Policy will be included in the credit invoice.
Other services, must be invoiced to the team member or guest with on desk-payment.

—
=
EY S i)

B Status
2@
ocm
oCE
ocm
oCE

MINOR HOTELS

Revenue date

02.04.2025
02.04.2025
01.04.2025
01.04.2025
19.03.2025

.

| InterCompany & InterCenter TMS Front Office

ESMD.EMBAJ. Process folio 2
@ Folio 1 Folio 2 Folio3 Folo4 Al folios Current date  Charges until today ; o % @
( \ Reservation 137435937 | Status Confirmed Arrival 01.04.2025| Departur 03.04.2025 Upgrade
Main Client ES01CS CORPORATE Voucher HOUSEUSE-ES019039CR Room
3 3 Main guest JARILLO CARO, MARIA DEL PILAR Type STDDBL Avani Room GST AD |1 |Ju
ITY T as to be mcluded n
th cre d]' . : th IVH'IE&A FOLIOS:  F1 (i) 0,00 [EUR JARILLO CARO, MARIA DEL PILAR-00160.. F2 115,50 |EUR | |ES01CS CORPORATE-9900009039 i
S t mvoice to S {taxind.) F3 (i 0,00 |[EUR JARILLO CARO, MARIA DEL PILAR-00160 F4 (i) 0,00 |EUR | |JARILLO CARO, MARIA DEL PILAR-00160.. [
o
center, whenever possible
’ : (&) ) (] [ ) o [l I ) [ [ [S]][# Avramgement code]
EL Status Revenue date ~ Folio Concept ID Description Quantity Price| Disc. (net) Amount = Biling amount LC Service date Sourc... Guest Name Client %
COE 02.04.2025 2 BB Alojamiento y desayuno 1 5,45 0,00 5,45 6,00 02.04.2025 JARILLO CARQ, MARIA DEL P.. 0,00
\ ) ocE 02.04.2025 2 ROOM Habitacién 1 44,55 0,00 44,55 49,01 02.04.2025 JARILLO CARO, MARIA DEL P. 0,00
SCE 01.04.2025 2 BB Alojamiento y desayuno 1 5,45 0,00 5,45 6,00 01.04.2025 JARILLO CARQ, MARIA DEL P.. 0,00
ocE 01.04.2025 2 ROOM Habitacién 1 44,55 0,00 44,55 49,01 01.04.2025 JARILLO CARO, MARIA DEL P. 0,00
I_ EDCE' 19.03.2025 2 TTAX Turistic Tax 1 5,00 0,00 5,00 5,50 01.04.2025 JARILLO CARO, MARIA DEL P. 0,00
115,52
[P [ Pl (=) ] J=H]) (&) (i) #F Arangement code] [ \ (
Folio Concept 1D Description Quantity Price| Disc. {(net)  Amount = Biling amount
2 BB Alojamiento y desayuno 1 5,45 0,00 5,45 6, TIPS arld PAID OUTS Carlnot ]x . .
2 ROOM  Habitacidn 1 4455 0,00 4455 19, i h h 1 lf_
2 BB Alojamiento y desayuno 1 5,45 0,00 5,45 - . T e Ote ca'rant Se 1nVOlce any
2-REQH—Habitacion 1 4455 0,00 4455 invoiced to the MHE&A center. .
2es  tes] | 1 . amount (folios can only be closed
They only can be invoiced in the . . ;
m Internal biling, some concepts not alowed to be th h h 1 lf al
L desk t folio t with the hotel itselt as an intern
on-aesK pdayment 1oiio to the . .
client if they have a zero amount).
ge) ) 9

11




7

\

Please, bear in mind that the Party ID of the Internal Customer that appears in the printed copy of the invoice (or the Internal Charge
document) is not the same as the reservation shows in TIVS. In the invoice the number of the internal customer starts with 91*.

N

Datos fiscales
“ESA28027944

NH HOTEL GROUP, S.A

CL SANTA ENGRACIA, 120
28003

MADRID - Espaiia
Par*,v 9100038784
Reserva 0067203082 Bono HOUSEUSE-ES0190390P
Prog. Fidelizacion: 160729040300 NH_EMPLOYEE

MINOR HOTELS | InterCompany & InterCenter TMS Front Office

Folio: 184, Hoja: M-589881, Inscripcidn: 2

Datos postales
ES01CS CORPORATE

CL SANTA ENGRACIA,

28003
MADRID - Espafia

DUPLICRDO

Datos fiscales
ESALBL11862

NH HOTELES ESPANA, SA.

CL ALFONSD GOMEZ, 32
28037
MADRID - Espafia

Party 910007013

Reserva 0067189329

Cargo Intemo

120

Bone GUESTSSV-ES109103SA

Datos postales

ES10CS SPAIN MADRID

CL ALFONSO GOMEZ, 30-32
28037

MADRID - Espafia

DUPLICRADO



InterGenter - Internal GCharges

Awvani Alonso Martinez *=

SANTA ENGRACIA S

28010 - MADRID

Espafia

TIf: +815840213 Fax: +814473312

alonsomartinezavani-hotels.com

™
[
Datos fiscales Datos postales
ESASES11882 ESIDCT SPAIN MADRID
MH HOTELES ESPARA, S.A CL ALFONSO GOMEZ, 30-32
CL ALFONSO GOMEZ, 32 28037
23037 MADRID - Espafia
MADRID - Espafia DUPLICADD
Party 9100070137
Resanda 0137435337 Bono HOUSEUSE-ESIME103AD

Prog. Fldelizacion: 3346320674 MINCR_DISCOVERY

Cargo Interno

gl Registe Marcandl da rMadrd, Tema: 22,272 Faliar 124, Hopar W-S85981, Insoripe s

Fecha PAX Nombre Fecha IN Fecha OUT
INTO188135 10.03.2025 1 MARIA DEL PILAR JARILLO CARD 01.04.2025 03.04.2025

Fecha Cant.  Servicio Base Cuota
01.04. 2025 1 Alojamiento y desayuno 540,00 0,00
02_04. 2025 1 Alojamiento y desayuno 540,00 0,00

g Base Cuoia Total

o

H VA 100,00 0.00 100,00

w

=

_;Z Total 100,00 0.00 100,00 EUR

5

L)

=

o

P“ Forma de pago

Wi _—

£ CREDITO

ki

MINOR HOTELS | InterCompany & InterCenter TMS Front Office

AVAN|

Hotels & Resorts

Total

50,00
50,00

Pagina

"

Saldo
50,00
100,00

In case of the same legal entity (or centers belonging to
the same VAT group in The Netherlands or Belgium,)
TMS will not issue any invoice. There is a new type of
document “Internal Charge” with a new range starting
with INT and without any fiscal value.

f

\_

TMS removes automatically the calculated VAT,
both for a Price code or for a manual Price.

\

The tax classification of the folio to be
invoiced should never be changed manually.

S

Nevertheless, Internal Charges can be managed as
invoices at the Front Offte and we can access, modify,
reprint, etc.

In Argentina these Internal Charges will not be

printed at the fiscal printer because it’s only an

internal document.

13



MH}ET QR Invoice Delivery



Invoice Delivery A

N

Important!!!

All invoices and internal charges should not be sent because the AP posting of the expense in the destination center is automatic based
on the information registered in the original TMS reservation (customer, travel reason and source of business).

\ J

MINOR HOTELS | InterCompany & InterCenter TMS Front Office 15



MH}EI QR Other cases: DGB & MICE



Day Guest Billing

For Bar or Restaurant charges that we invoice on a regular basis, we
will use the day-guest billing (/CCSHT/FC_FMAN- Day-Guest Billing)
option. We have to inform the same data and TMS applies the same
validations so we have always to complete statistical information:
Source of Business and Travel Reason when we create the reservation.

ESMD.ABASC. New day-guest invoice
@ Ei @Mod'rfy open account %Dlsplay closed account

ESMD.ABASC NH Collection Abascal COLLECTION

Day-guest invoice

Client 9900008033] ESO1CS CORPORATE

Branch of main c.
[ Tax included ("¥' = Yes)

Currency EUR
Payment type 2 Credit
Invoice format DJAT]
Statistics
Country Spain -
Region 28

Market Segment
——lilarket cubsegment

Source of business

Channel

Travel Reason

Client inform.

Receiver

®

f

\_

The Main Customer
and the Holder of the
folio to be invoiced
must be the same in the
TMS reservation.

.

4 )
Reminder! We only can

issue credit invoices to
other MHE&A centers,
never on-desk

payments.

MINOR HOTELS | InterCompany & InterCenter TMS Front Office

We can also use the option Process > Statistics setup

Miscellanepus  System  Help

Folios | Process | Documents
Trfrtreater

STITCT E g Lm Lm 25
Add charges
ESMD., Cancel charges
Move charges
[%7 Fol L Current date
Split charges Shift+F12

Reservd  Apply discount
Main Cli Collect invoice

FOLIO ] sl
(tax in Statistics set up

Clients

[ Mod.Arrangement Code

Check in
1900009039

'|ES01CS CORPORAT

E

A2 &R =L

[= ESMD.ABASC. Statistic data setup

Statistical data
Geographic area
Region
Market segment
Market subsegment

Spain
e

28

Source of business

~CiraT

Travel reason

<
¥

17



Group & Events Reservations

4 )
For TINGS applies the same, the rules and validation already explained for individual
reservations.

The Main Client and the Holder of the folio to be invoice have to be the same because validations of statistic

fields are based on the Main Client.
The Voucher and Statistic fields Source of Business and Travel Reason have to be always informed.
\ /
4 )

In case of M&E, it is very likely that we have to issue different invoices to different centers:

* If the reservation includes rooms, we can inform in each individual reservation the different A
and proper Main Client, Holder,; Voucher, Source of business and Travel reason to ensure the
correct billing

e If the reservation only includes meeting rooms and F&B services, we have to move the
charges to be billed to different centers to Day Guest Billing reservations with the correct Main
Client, Holder Source of business and Travel reason.

- /
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MH}EI QR Invoice Gorrection



Any error detected with InterCompany invoices must be informed by the Head of Department/Hotel to the hotel sender requesting its
rectification. The administration department is not responsible of Interco invoices correction.

As a general rule, any service provided by a hotel will be invoiced to the department which has requested the reservation. The requestor must send
the updated request template to the hotel, with all the information needed for billing. ﬂ

4 )

After the check-out and invoicing, the only way to modify the Holder of the invoice and/or statistical relevant fields
of the reservation (Source of business and Travel reason) is moving the charges to a Day Guest Billing with the new
correct information.

If only the Statistical Information are changed in the original reservation, no valid change will be made.

- S
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MH}EI QR Related Documents
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Intercompany TMS Key Rules

Travel Policy

InterCompany Reservations Policy

InterCompany Reservations Request

FAM TRIP Reservation Process

Hotels with a Heart protocol summary

Influencers Creators Hosting Policy

Media Hosting Policy

University Rate



https://organization.minor-hotels.com/content/intercompany-tms-key-rules
https://organization.minor-hotels.com/content/intercompany-tms-key-rules
https://organization.minor-hotels.com/content/travel-policy
https://organization.minor-hotels.com/content/travel-policy
https://organization.minor-hotels.com/content/intercompany-reservations-policy
https://organization.minor-hotels.com/content/intercompany-reservations-policy
https://organization.minor-hotels.com/content/intercompany-reservations-request
https://organization.minor-hotels.com/content/intercompany-reservations-request
https://organization.minor-hotels.com/content/fam-trip-reservation-process
https://organization.minor-hotels.com/content/fam-trip-reservation-process
https://organization.minor-hotels.com/content/hotels-heart-protocol-summary
https://organization.minor-hotels.com/content/hotels-heart-protocol-summary
https://organization.minor-hotels.com/content/influencers-creators-hosting-policy
https://organization.minor-hotels.com/content/influencers-creators-hosting-policy
https://organization.minor-hotels.com/content/media-hosting-policy
https://organization.minor-hotels.com/content/media-hosting-policy
https://organization.minor-hotels.com/content/university-rate
https://organization.minor-hotels.com/content/university-rate
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