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MHE&A AND ONYX CENTERSOURCE.
ADDITIONAL FEATURES TO HELP SIMPLIFY AND SPEED UP COMMISSIONS CLAIMS

* Trusted and secure B2B intranet designed specifically for hotels and travel agencies.
* Fasier invoice processing and with an intuitive user-friendly payments platform.
* Increased speed of commissions payments between travel distributors and hotels.

* Commissions Care Center and Onyx Support Service to help you with any query related to commission payments.
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1. How to register

You can register in 2 ways:

1. PREFERABLE -> Via ONYX website. Please click on the link below to be taken to the
registration page: https://www.payments.onyxcentersource.com/peticioncodigos.shtm

2. Contact the ONYX Support Center: https://www.onyxcentersource.com/need-assistance/

QUESTIONS AND ISSUES THAT MAY ARISE DURING REGISTRATION:
* Is an IATA number required?
It is not necessary to have an IATA number to register the company in ONYX.
* Your company is Recoverpro or Surepay agency, do you still need to register in this portal?

Yes, for MHE&A MICE commission claims. But for transient commissions, please follow your
standard operative.
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ONYX Registration Page

* Travel Agent Hotel CRS Hotel Association Travel Agent Group Other
Company Name
Travel Agent Code 1| Please select 3
Address
ZIP Code
City
Country

“

Contact person ;] MRS
Position

E-maid address

WWW address : httpe//
Phone number

Fax number

Are you authorized by your company to recelve this information ? Yes No

™

I'm not a robot

Chck hele 10 request your nccess cooes I

Al folds are requred

Onyx will contact you to provide the login information to
access the www.payments.onyxcentersource.com platform.

Click on Your Profile in order to confirm and complete
all requested legal and banking data

YOUR PROFILE

‘Onyx Your Profile  Payment Tracking  Your Commission Claims ~ D1G.  Other Services
o/
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2. How to claim commissions

*To avoid any delays on payments please make sure the
commission amount has been agreed to before submitting the
claim.

Follow these nine steps :

2.2 |
1. Enter user name and password.
2. Click on your commissions claim.
3. Click on Direct Data.
2.3 |

MINOR HOTELS | MHE&A - ONYX COMMISSIONS PAYMENT PROCESS FOR MICE RESERVATIONS

Dwww Virued Contormes

_jonyx
NH HOTELES
Oryx Services
Commurazmant
Vs i .
N
acr 133 b the re - ‘
. . (oo ree
onyx an . e
=
N HOTELES
Dwect Duta
TR IS - - =
fuus b e s e (ERSREEEE ]
Yoe o, . — =T " — < v -
T T e
[y py— v e ——— —_ fawremey  vA) epey ————



2. How to claim commissions

Follow these steps:
4. Click here to select the hotel.
5. Select the hotel your claim is for

6. Select MICE Claim.
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(ommunications  Your Commission Claims

CirectCata_ Cieims Summary  Glcbal s

NH HOTELES
Direct Dala

Insertycur claims here

e tc select the hotel

fStep 1: Select the hotel from our data base Cli

(No hctel has beer selectec)

ravel Agency Cod Name Address Country Phore Fax
v
Fill In detalls about the reservation
ting Reference Cent Neme Number of rights Numnber of rooms. Rate Comm%  Comm Amous VAT. Amount (1] Currenc  Rete Code

(1) 1ne VAT amoun: (NOI 1HE VA %) can be used wnen dealing arth dcmesac comm ssior's. 12 VAl amount should te inciuded in tha SCtal COmMIssion o pay.

Adinewtole | Addnewtiavel sgency | Addmew gusst

Direct Data_ Claims Summary ~ Glooal search

NH HOTELES

Q) List of hotels - Google Chrome [S@ =%

@ Onyx CenterSource, Inc. [US] | https://www.payments.onyxcentersource.com,
Insert your claims here

Town/City:

fStep 1: Select the hotel from our data base Click here to select the hotel

(No hotel has been selected) o Page[1 v [of37 oy
Hotel Address - Town/City - Country
Jstep 2: Select the travel agency from our data base, or fill in the below field| TR PIAZZATRENTO, 13
‘Travel Agency Cade Name. Address CATANIA ITALY
/AEROPUERTO T2 AV. CAPITAN CARLOS LEON GONZALEZ SIN
fStep 3: Fill In detalls about the reservation DISTRITO FEDERAL MEXICO
BookngReference  ClientName. Checkin ATTON BOGOTA 93 CALLE 33, NP 1241 TAmount(l)  Currency RateCode
vl vl v BOGOTA COLOMBIA - [ox]
BARCELO EMPERATRIZ (CALLE LOPEZ DE HOYOS 4
i e VAT amount should be included in the total comrission to pay.
BERLIN KURFUEF IDAMM GROLMANSTRASSE 41.43

BERLIN GERMANY
CASINO DE MADRID. ALCALA
MADRID SPAIN

CENTRO HISTORICO PALMA, 42 CENTRO
MEXICO DF. MEXICO
CITY HOTEL SACIF (CALLE BOLIVAR 160
BUENOS AIRES ARGENTINA
(COLLECTION TAORMINA VIA CIRCONVALLAZIONE 11
TAORMINAITALY
CORDOBA PANORANA WARCELO T. DE ALVEAR ( LA CARADA), 251
CORDORA ARGFNTINA &

IStep 1: Select the hotel from our data ba: Click here to select the hotel

‘CASING DE MADRID
ALCALA | MICE Caim
MADRID - SPAN
fStep 2: Select the travel agency from our data
Travel Agency Code Name Address Country Phone Fax
GERMANY v

Booking File Number  Client Name. Checkin Numoerof nights  Numberofooms  Rate Comm%  CommAmount  VAT.Amount()  Curency ReteCode

o - EUR ¥ oK.
Eventname

{1) The VAT amount (NOT THE VAT %) can be used when dealing with domestic commissions. The VAT amount should be inciuded in the total commission to pay.

Addnewhotel | | Add new travel agency | [ Add new guest



2. How to claim commissions

Follow this step:

I5tep 1: Select the hotel from our data base Click here to sslsct the hotsl
2. 7 CASING DE MADRID
ALCALA 1/ MICE Claim
MADRID - SPAIN

7. Fill in details about the reservation. Step 2: Select the travel agency from our data base,or il nthe below fields  ECTUPTIESMTSPwpmmrrg

Travel Agency Code Name Address City Country FPhone Fax
KOELN GERMANY A
Step 3: Fill In detalls about the reservation

Boaking File Number Client Name Check-In Number of nights Number of rooms Rate Comm % Comm Amount VAT. Amount (1) Currency Rate Code

Orange fields are mandatory™

Event name

° Booklng ﬁle number: MB + 10 diglts (Old flleS. BF + 8 dlgits) [1) The WAT smaunt (NOT THE VAT %) zan e used when desling with damestic commissions. The VAT smount should be included in the tatsl commission ta pay.

[ Add new hotel | | Add new travel ageney | | Add new guest |

* Event name: Can be different to event name on file

* Client name: Final client or agency name, should relate to booking

* Check-in: Meeting start date

* NP of nights**: Meeting duration

* N° of rooms**: Approximate number of room-nights

* Comm Amount: Total amount of claim (without VAT). This amount must not be "o" otherwise, claim will need to be manually processed and will take longer.
* Currency: As input on the system

* VAT Amount: Never fill in this field as commission should be posted without VAT.

* Do not upload any commission invoice to the Onyx platform.

*NB. To be completed for each booking file number. If an event has 2 different numbers (eg. allocated accommodation and contracted accommodation) then two
different claims need to be submitted. Should you have more than one hotel in your booking file click on “add new hotel” at the bottom of the screen and
complete the information as per above

**Exact figure not necessary. To submit, please enter an amount, do not leave "0".
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2. How to claim commissions

Follow these steps:

8. Review your claim before submitting.

9. Submit claim to ONYX.

2.8 |

[Review your claim before sub

Page1of1
Hote! Travel Agency
Booking Reference/
Booking File Number Client Name Number of rooms Rate Comm % ‘Comm Amount Rate Code
CASINO DE MADRID XXOOHKNHIOK
CALA KIOURHKKIIOK
MADRID - SPAIN KXIOOOXKHXXXK
MBO000000000 LUCIA 17/09/2017 2 30 EUR EUR 150 [ Edit | [ Detete |
Event name: Lucia 2 N
Page1of1
fStep 4: Submit claim to O
— To receive information about your cisims by email, please enter your email address
Your pending ciaims will be available for hote! validation 30 o 60 days after the check out date, depending luSubmiticiain fo Onv |
on the hotels commission processing calendar.
[Review your claim before submitting it to Ol
Page1of1
Hote! Travel Agency
Booking Reference/
Booking File Number Client Name Check-In Number of rooms Rate Comm % ‘Comm Amount Rate Code
CASINO DE MADRID XXXHXOHKNHIK
ALCALA KOOUOKKIINK
MADRID - SPAIN KXIOOOXKHXXXK
MBO000000000 LUCIA 17/09/2017 2 30 EUR EUR 150 [ Edit | [ Detete |
Event name: Lucia 2 N
Page1of1

fStep 4: Submit claim to O

o T receive information about your claims by email, please enter your email address
i st 5 | Submit claim to Onyx

Your pending claims will be available for hotel validation 30 or 60 days after the check out date, depending Bl i 28
on the hotels commission processing calendar.
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3. Galendar payment

Claim submissions normally take 24 hours to reach our systems. Once we can see the claim, the hotel will validate the claim or modify it if the amount differs.
Please check the amount to be claimed with the hotel or your Account Manager before entering it into the system.

This will avoid unnecessary delays and ensure prompt payment.

* MHE&A issues the commissions payment to Onyx once a month, each third Friday (complete week).

* All payments are made within 45 days from the moment the hotel validated the commission claim.
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41 |

ommunications Your Commission Claims:
- OrectData Csims Summary _Global sear
NH HOTELES
| Global search
(Claim Ref. Chient
Starus Booking Reference a t
m *
orel Addre: Hocel

The status of your claim can be tracked via ONYX as follows:

1. Click on "Global Search".

2. Select the claim (in the "Claim Reference" field) and click on "Search". 4.2 |

. . . NH HOTELES
3. Claim status will automatically appear on your screen. Giobal search
There are five different status types:

NOT VALIDATED: Claim has been entered into system by client and awaiting hotel
validation. If status continues after 7 days, please contact the hotel or your Account Manager.

VALIDATED: Hotel has already validated claim and will follow claims process calendar. If

: : Lok . 43|
your claim was entered after the 2nd Friday cut-off date, invoice will be processed in s
following month and may take up to 45 days.

WAITING FOR FUNDS: Claim has been processed by ONYX and awaiting payment from
MHE&A. This is the time period between 3rd Tuesday and 1st Friday of the following month
(when ONYX pays commissions claims).

PAID: ONYX has already made payment to the agency as per agreement with MHE&A.

REFUSED: Hotel has rejected claim and payment process discontinued. If this occurs please
contact the hotel or your Account Manager for an explanation.
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* MHE&A will interface with Onyx to send the commission and avoid the client inputting the claim himself.

* The interface speed up the payment of the commissions because the time to inform Onyx and approve the commission amount is reduced.

Without Interface With Interface
* Agency needs to input the commission in ONYX then the commission * For agencies included in this model, after final invoicing of the
claim gets to the hotel and the hotel validates it. group/event MHE&A sends the commission calculated to Onyx.

* The agency will not need to upload the commission claim into ONYX, as
our system will do so automatically.

Q H < L S

on on —

>om > [l > om >E > om > Bl > om >E

"

The Travel Agency Commissions Payment Automatically Con_1mi§sions Pt
registers/ Sends Validation & to Travel Send Commissions Validation & to Travel

Commissions Claims Payment Issuing Agency Claims Payment J—

Issuing
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* The interface only works for commissions of MICE reservations invoiced after the date of entry.
* Your agency must be registered in Onyx according the MHE&A requirements to be able to receive payments.

* It’s critical you agree with the hotel the final invoice and commission amount to know the exact payment you will receive.

How the interface works:

 This is a free of charge service for MICE agencies claiming Commissions with MHE&A.

* 5 days after the hotel submits the final invoice for the event SAP TMS will send the commission information to Onyx, commencing the process.
 Afterwards, Onyx will send it to the hotel and in most cases, they are automatically accepted so no additional action is required.

* Payment will follow the normal payment calendar.

* In the event the amount is not correct MH Commission Care Centre will manually create another line to compensate the difference. To avoid these situations,
it’s very important to agree with the hotel the total commission amount.

* You can still monitor their payments through ONYX when the status is “PAID” or “REFUSED”.
* Only commissions of MICE reservations will be paid through the interface.
* You should inform your local MHE&A Account Handler of your interest in being included in the interface.

* From the entry date, you should not manually register more commission claims for MICE reservations to avoid duplications.
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Contact information:

For any further doubt about the commission payment process of MHE&A,
please contact the MH COMMISSION CARE CENTER

onyx@minor-hotels.com

MINORHOTELS.COM



	Slide 1: MHE&A- ONYX COMMISSIONS PAYMENT  PROCESS ​ FOR MICE RESERVATIONS
	Slide 2: 0. Introduction
	Slide 3: 1. How to register
	Slide 4: 2. How to claim commissions
	Slide 5: 2. How to claim commissions
	Slide 6: 2. How to claim commissions
	Slide 7: 2. How to claim commissions
	Slide 8: 3. Calendar payment
	Slide 9: 4. Claims summary
	Slide 10: 5. Automatic Interface
	Slide 11: 5. Automatic Interface
	Slide 12

