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1. TMS for CRO

SAP USER MANUAL

Enter your user and password

SAP Options
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1. TMS for CRO

SAP USER MANUAL

“Incoming Call” has to be pressed after we answer the call, in order to 
activate the system and start to work

Save

Back

Exit

Cancel

Modify

Create new session

Find

TMS Buttons
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1. TMS for CRO

SAP USER MANUAL

This is the first 
screen the system
shows us when we
click on “Incoming 
Call” or F6
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2. Client Identification

SAP USER MANUAL

TPW

Direct Guest

NH DISCOVERY 

Employee and 
Friends & Family 

Agency

Company

Agency

Main 
Customer

TPW

TTOO

Travel agent rates for 
Airline employees

Rates

Travel agent rates for 
TA employees

Search for a private client, company or travel agency with the 

option to search per branch, or by address, postal code, IATA, 
birthday, e-mail address, etc…

1000

1001

1002*

1003

1010*

Individual

Main customer: Defines the rates.

Branch customer: Office number of the company 
or travel agency.

Company: Defines the price when a travel agency 
books for a company.

CRS: *1002/1010 in combination with Main
Customer Travel Agency or Airline for leisure
trips only.

Promotions 1006
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3. Search parameters

SAP USER MANUAL

Possibility to search for 
different room types,     

meal plans and room 
capacities

Return to 
today’s date

Baby: 0-2 years old
Child: 3-11 years old
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4. Additional buttons

SAP USER MANUAL

Access CRM – Create New Clients Access the Occupancy Report 

Create new guests and 
check the occupancy
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5. Meta-searcher

SAP USER MANUAL

Select the maximum number of 
hotels to search for

Select the maximum distance to a 

point of interest, zone, tag…

Possibility to search for hotels by: Hotel name, Zone, Point of Interest 
(POI), tags… And combine them: tag+POI, POI+zone, etc…

Possibility to search for hotels by
Hotel hierarchy, selecting them 

manually
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6. Hotel information Access. Hotel Master Data and Points of Interest tabs

SAP USER MANUAL

Check the key selling 
points of each hotel.  

Access the Hotel 
information by 

pressing .
You can have the 

window open and 
still work on the 

request. 

Check the distance to the main POI’s
in the city where the hotel is located.
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6. Hotel information Access. Alerts and Where we are tabs

SAP USER MANUAL

Check the events taking place in 
the city selected. 

Integration of 
Google Maps in 

the Hotel 
information

window
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6. Hotel information Access. Room Type and Destination & City Information tabs

SAP USER MANUAL

At the top, check bed
measures, extra pax. 

possibilities, 
connecting rooms & 

disabled rooms.
At the bottom, check
the specific features
for each room type.

Here we find
general 

information
about the city 

where the hotel 
is located, how 
to arrive to the 
hotel, and what

can be found
nearby.   
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6. Hotel information Access. Hotel Services & Characteristics and Hotel Policies tabs

SAP USER MANUAL

Check special hotel 
services and parking

information. 

Check the child, 
smoking and 

pet policy
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6. Hotel information Access. F&B Outlets and Opening Hours and Gym, Spa & Internet tabs

SAP USER MANUAL

Information about
breakfast (opening

hours, photos, 
types); and about

the hotel’s
restaurants and bars.  

Check the 
Leisure and Spa
facilities offered 

by the hotel. 
Press to see more photos



15

6. Hotel information Access. Vat & City and External Links tabs

SAP USER MANUAL

VAT, city tax and 
hotel deposit 
information. 

Easy access to 
external 

websites to 
check the 

weather, the 
local currency 

or public 
transport. 
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6. Hotel information Access. Collection &VIP Level and Cross Selling tabs

SAP USER MANUAL

At the top, check 
the specific 
Collection 

Characteristics.
At the bottom, 

check the Special 
Services of the 

hotel, in this case, 
of the VIP Level. 

. 

Check the 
distance to the 
hotels nearest 
to the one we 

initially 
searched for. 
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7. Room preferences

SAP USER MANUAL

Add room preferences and check in the 
search results if they are possible.

If the customer is in CRM, preferences will 
be automatically added.
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8. Sales parameters

SAP USER MANUAL

Use the Contract and Rate boxes to search for specific rates.
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9. Check hotel availability

SAP USER MANUAL

Once you have 
introduced the 

search parameters in 
the system, press 

“Availability” or F8.
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9. Check hotel availability

SAP USER MANUAL

Possibility to modify
the search panel: 
search by rate, by 

generic room type or 
by room subtype.   

All rooms and rates
are shown even 

those not available 
(in red).

Summary of your search

*

*

*Show by generic room type: Here you can see the room types available at the hotel.

*Show by room subtype: Here you can see the room subtype (bed types) available at the hotel.
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9. Check hotel availability. Search panel. Main buttons.

SAP USER MANUAL

Possibility to sort results by price, room type, hotel.

Possibility to change the layout (DO NOT USE) 

Additional bed (left) and cot (right) – always first check the Extra Pax possibilities (        ) to know max. 
occupancy possible per room type

Summary of the different tabs of the line selected. 
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9. Check hotel availability. Search panel. Warnings

SAP USER MANUAL

Click on       to obtain information about events taking place in the city for the dates selected. 
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9. Check hotel availability. Search panel. Availability + Overbooking

SAP USER MANUAL

Total amount of rooms available including the Overbooking number.
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9. Check hotel availability. Search panel. Room type

SAP USER MANUAL

Press      for detailed room information. 
Check bed measures, different room capacities and 

specific features of the room type selected.
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9. Check hotel availability. Search panel. Columns

SAP USER MANUAL

Room type

: The extra bed or baby cot is available
The extra bed or baby cot is not available  

Number of rooms requested previously. 
Here you can modify the number of rooms.

Click on the rate name for more 
information about the rate.

Check the discount (5%) and the application period
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9. Check hotel availability. Search panel. Columns

SAP USER MANUAL

Click on the contract to obtain 
more information about the rates, 
conditions, guarantees, 
commissions and discounts.
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9. Check hotel availability. Search panel. Columns

SAP USER MANUAL

Meal plan 

The Retail price includes the agency’s 
commission, VAT and city tax.

The Price with tax includes VAT and city 
tax, but not the agency’s commission. 

City tax

Average daily rate

Guarantee policy

Currency

Cancellation 
cost
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9. Check hotel availability. Search panel. Columns

SAP USER MANUAL

Commission amount for agencies with net invoicing contract

Commission amount for agencies with commission-
after-payment contractAdd-ons: add Stay Options 

Check if the rate includes 
any Stay Options.

% Occupancy
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9. Check hotel availability. Search panel. Modify header

SAP USER MANUAL

Possibility to perform a 
new search without losing

the results of a previous 
search.

= Modify header



SAP USER MANUAL

RESERVATION

CREATION
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10. Reservation creation.

SAP USER MANUAL

Click on the line to 
select the rate and 
room you want to 
book. 
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10. Reservation creation.

SAP USER MANUAL

Add different 
rooms to the 

shopping cart; 
first choose the 

line and then 
select “add to 

shopping cart”. 

Here you see the number of rooms in the shopping 
cart. Click on it to go to the shopping cart.

Click on “Create 
Reserv.” on this 
screen or on the 

Shopping Cart 
screen to create 
the reservation.
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11. Reservation data. Number of rooms.

SAP USER MANUAL

Create one reservation, or more than one at the same time with different rates 
and occupation; in these tabs you can check the details for each room.
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11. Reservation data. Reconfirmation panel.

SAP USER MANUAL

Room assignation (Connecting and disabled)

Click on Modify Folios Header to 
change both the payer of the 

invoice and the payment method.
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11. Reservation data. Multi-reservation.

SAP USER MANUAL

Click “Copy” to copy the
information from one
reservation to all the
other reservations.

Multi-booking: 1 Booking 
file number and different 

localizers per room
booked.

Add or delete rooms 
in the last step of the 

reservation. 

This button allows you to copy 
the information from one tab 

to all other tabs.



36

11. Reservation data. Guest information + Guarantee

SAP USER MANUAL

Add contact details 
(name, telephone 

number and e-mail 
address), guest 

names, modify the 
language of the 

confirmation e-mail, 
add remarks & room 
preferences, modify 
payer information, 

etc…
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11. Reservation data. Guest information

SAP USER MANUAL

Add the information
of all the guests

to the reservation.

Check the guest profile.

Always ask for 
complete contact 
details (contact 

person, telephone 
number and e-mail 

address).
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11. Reservation data. Statistics & Branch and Credit Card info

SAP USER MANUAL

Complete the 
Statistics, add the 

Branches and fill out 
the credit card details. 

Add the necessary 
branches.

Add the credit 
card details.
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11. Reservation data. Remarks

SAP USER MANUAL

Leave a remark in the 
reservation.

The most frequently used 
remarks are: 

Main: Can be seen by the 
hotel and CRO.

External: Can be seen by the 
guest, hotel and CRO.

Internal: Can be seen by the 
hotel and CRO.
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11. Reservation data. Features, Items summary & Charges

SAP USER MANUAL

Summary of items requested 
in the reservation.

Payer and amount of the different charges.

Change the payment 
method and the payer of the

invoice in “Modify Folios 
Header”. 

Folio 1 → City tax
Folio 2 → Room & Breakfast

Add specific guest 
preferences in 

“Features”.
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11. Reservation data. Save, Cancel or Reject reservation

SAP USER MANUAL

Save the reservation and 
continue to work on it.

Accept the reservation 
and close the 
reservation window.  

Reject the reservation 
without saving.

Check that every tab has been saved         before accepting the reservations.  
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11. Reservation data. Reservation confirmation

SAP USER MANUAL

1. E-mail 
confirmation: 2. Reservations

summary: 

3. Reservations 
created: 

After accepting the reservation        , you see the following:  
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11. Reservation data. Reservation confirmation

SAP USER MANUAL

Double-check the reservations
created during the call to 

reconfirm that everything is 
correct or open the reservations 

to make modifications.
Send the reservation 

confirmation by e-mail.

Add or delete the 
Booking File.

Send the Secure 
Link (for credit card 
details) by e-mail.



SAP USER MANUAL

RESERVATION

MODIFICATION
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12.1. Reservation modification. Find reservation

SAP USER MANUAL

Search by hotel name, 
arrival and departure date, 

guest name, e-mail 
address…

Reservation Nº: search for 
reservations made through 
NH channels (telephone, e-

mail, website)

Voucher: search for 
reservations made through 

external sources 
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12.2. Reservation modification. Modification panel

SAP USER MANUAL

Always check the 
Cancellation Policy 

before proceeding with a 
modification or 

cancellation 
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12.2. Reservation modification. Modification panel. Payer modification and Folios access

SAP USER MANUAL

Check who is paying and modify the Folios 
Folio 1 = City tax

Folio 2 = Room & Breakfast

Detailed overview of charges by folio
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12.2. Reservation modification. Modification panel. Stay options and Document Delivery

SAP USER MANUAL

Add Stay Options

Check when (date and time) and by whom 
the confirmation e-mail was sent. 
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12.3. Reservation modification. Search parameters modification

SAP USER MANUAL

Press      or F5 (Update 
header) to modify:

- Date & number of nights
- Room type

- Number of guests
- Meal planAssign (Connecting 

and disabled) rooms 

Total price
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12.4. Reservation modification. Modification panel tabs. General Data

SAP USER MANUAL

Reservation 
Status Group 

number

Guest status Day and time of creation 
and last modification

Credit pending to bill
Cash pending to bill

The most frequently used remarks are: 
Main: Can be seen by the hotel and CRO.

External: Can be seen by the guest, hotel and CRO.
Internal: Can be seen by the hotel and CRO.

Modify guest name and 
contact person details.

Add remarks.
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12.4. Reservation modification. Modification panel tabs. Billing information

SAP USER MANUAL

Log in to PCI to add  the 
Credit Card details

Modify:
• Contract
• Rate
• Price

Add a company



52

12.4. Reservation modification. Modification panel tabs. Additional data and Statistics

SAP USER MANUAL

Add Branches

Check how 
the e-mail 
was sent

Check and complete the 
reservation statistics
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12.4. Reservation modification. Modification panel tabs. Deposits and Guarantees

SAP USER MANUAL

See if the reservation 
has any deposit 

requested

Check the guarantee 
deadline and time limit, 

or modify the 
guarantee policy.
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12.4. Reservation modification. Modification panel tabs. Fixed charges and Tasks

SAP USER MANUAL

Add additional charges 
to the reservation.

Add, modify or cancel 
Tasks (traces) for other 

departments.
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12.4. Reservation modification. Modification panel tabs. Loaned items and Notices for reception

SAP USER MANUAL

Add different items to 
the reservation.

Click to add a note 
for reception.

The pop-up will 
automatically 
show in the 
reservation.

Check real-time 
availability of loaned 

items.
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12.4. Reservation modification. Modification panel tabs. Special meal plans and Preferences

SAP USER MANUAL

Modify the meal plan 
per day and/or person.

Add, modify or 
cancel room 
preferences.
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12.4. Reservation modification. Modification panel tabs. Conditions, Prices & Commissions and Discount

SAP USER MANUAL

Don’t verify sales 
closing (DVSC) to 

overbook room or rate.

Check or modify the Price 
code, add a Manual Price 

and check the agency 
commission.Price code

Agency commission

Apply a manual discount 
on the price.
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12.5. Reservation modification. Menu. Edit - Change reservation status

SAP USER MANUAL

Change the 
reservation from 
Confirmed (3) to 

Cancelled (6).

Choose the 
Cancellation 
reason, and 

enter your user
and password.
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12.5. Reservation modification. Menu. Edit - Change main client

SAP USER MANUAL

Change the 
main client of 

the 
reservation.

After changing the main 
client, you must select 

the correct contract and 
rate for the new main 

client in the Billing 
information tab.
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12.5. Reservation modification. Menu. Edit - Duplicate, Created linked reservation and Link reservation
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Create linked reservation: make a copy of a reservation. The new reservation will be linked to the original reservation.

Link reservation: link two reservations that were created separately.

Duplicate: make a copy of a reservation. The new reservation is not linked to the original reservation. If 
the original reservation is part of a Booking File, the new reservation will be added to the Booking File.
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12.5. Reservation modification. Menu. Miscellaneous – Proforma invoice (one payer)

SAP USER MANUAL

Display proforma: View, save to desktop and attach to e-mail Send proforma by e-mail: Send by e-mail from SAP
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12.5. Reservation modification. Menu. Edit – Folios maintenance. Proforma invoice (more than one payer)
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Create a separate invoice for each payer:
- Go to Folios maintenance (F9)
- Select the Folio you want to print the proforma invoice for.
- Go to Documents to Create the proforma invoice for the Folio selected
- Go to the next Folio and repeat the process to create the proforma invoice for a different payer
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12.5. Reservation modification. Menu. Miscellaneous – Confirmation Letter and Mail Confirmation Letter

SAP USER MANUAL

Preview the 
confirmation letter

Send the confirmation letter by e-mail to the client
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12.5. Reservation modification. Menu. Miscellaneous – Modification History and Clients Display
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Detailed overview of the 
modifications made in the 
reservation (user, date & 

time, old & new value and 
short description).

Access the Main Client profile and check the credit line.

Check the Assignment level (hotel, country, chain) / Credit limit / Status (Approved, Pending, Cancelled)
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12.5. Reservation modification. Menu. Save –Accept modifications

SAP USER MANUAL

When you save the changes, 
check the errors found in the 

reservation: 

Your changes are confirmed.

Your changes are confirmed, 
but there are important alerts. 

Your changes are NOT 
confirmed. The modifications 
HAVE NOT been saved. 



SAP USER MANUAL

RESERVATION

CANCELLATION
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13. Reservation cancellation

SAP USER MANUAL

1

2
3

Always check the 
Cancellation Policy 
before proceeding 

with a modification 
or cancellation 



SAP USER MANUAL

CONVENTION
RESERVATION
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14. Convention reservation

SAP USER MANUAL

Search for group 
reservations by 

hotel, name, 
reservation 

number or dates.

Press the space bar 
inside the Arrival date 
box to access multiple 

date selection      .

Refine your 
date search 
parameters.
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14. Convention reservation

SAP USER MANUAL

Enter the Group reservation and fill out the Reservation data.

If there are no rooms available in the Group or if CRO is 
not allowed to book, an error message will show:
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14. Convention reservation

SAP USER MANUAL

Double-click on the 
Grp.Rsrv number to 
access the details of 

the Group.

If CRO is not allowed to 
book/modify/cancel, 

Rooming will be set on 
“Not allowed from 

CRS”

Total amount 
of rooms 
available

Amount of rooms 
available per night 

and room type
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15. Finish call

SAP USER MANUAL

If you have made a new booking, press “Finish 
call”.

If no reservation was made, select the reason why 
you finish the call.





THANKS!


