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FIRST STEPS NH | HOTEL GROUP

Conditions need to be fulfilled in the reservation in order to comply with OCI requisites (Online
Check in)

- Individual reservations done through the corporate NH website and other direct channels (Commercial
client 1000,1001,1003, 1006, 4001, 4002, 4003,4004)

- Guests who access the OCI process through the pre-arrival (48h) email, from the NHR email, or from
the option “my reservations”.

When does the guest receive the “invitation” for the OCI?

- A pre-arrival E-mail will be sent to those guests who fulfill the conditions previously stated 2 days
before the arrival date.

- Reservations made less than two days before arrival - up till 11:00 on arrival date, the client will get
two emails directly. The confirmation and the invitation to the OCI emails.

- The OCI process can be performed in the time period between 10 a.m. two days before arrival until
12:00 p.m. on the arrival date.

Mandatory task once the OCI has been activated :
- Revise the daily arrivals at least 3 days in advance in order to preassign the rooms according .
to all factors (repeat guests, groups, special requests, VIPs...) .

- Revise with other departments if it is needed to block or set rooms as out-of-service, due to
operative reasons, maintenance tasks, or operative saving...

Important! Check the TMS4H OCI Front Office Guide for all the details.




NEW TRANSACTION OCI: ZEY _ONLINE_CHECK_IN — Online check in NH | HOTEL GROUP

Position in the TMS menu

* [= FRONT-OFFICE
* [= Check-in
« () JCCSHT/RS_CHECKIN_HU - Blsqueda por huesped
d @ JCCSHT/RS WALKIN - Walk-in
d @ JCCSHT/RS_CI RAPIDO - Check-in rdpido
« ) JCCSHT/RS_PREASIG_HB - Preasignacidn de habitaciones
« () JCCSHT/PLIEGO - Welcome card

= - i Arnbr charlkin
* @ ZEY_OMNLINE_CHECK_IN - Online Check in|

Filters / Parameters

ONLINE CHECK-IN

&
Hotel "EsBI.zuBIR [T
Booking File | to ]
From 01.01.2017
Until 31.12.2017
Voucher ' '@
Main client [ ] to [ ] E’I
Room type to ]
CRS [ ] o ||
Company Responsible [ ] to [ ] =
Rooms [ ] to [ ] E
Arrival time [00:00:00] to [a0:00:00]
Currency [ ]
Section Code [ ] to [ ] ?

=

Channel w | ] g
Travel Reason [ to ] 4



NEW TRANSACTION OCI: ZEY ONLINE_CHECK_IN - Online check in NH | HOTEL GROUP

Icons & Upper menu

Reservations proceeded with the OCI will show the icon @& and are followed by the PID of the guest.

If we double click on the line, we enter to /CCSHT/RS02_IN - MODIFY . Only in case the reservation is
in status Checked in / or checked out, we will be entering CCSHT/RS03_IN — DISPLY.

Important. Clients who did not fill out the registrations online, have to do this as usual at the reception.



OCI PERFORMED BY GUEST- VISUALIZATION ON TMS

/CCSHT/RS_CHECKIN _HU - Guest search

NH | HOTEL GROUP

With the new option at the top menu, we can display the reservations arriving today that have

made the OCI:
 ——
ESBA.CONST. Check In.
E =T VYV B o 4 TE Tk B 2 -g £ Dby checkn onlne
ESBA.CONST NH Collection Constanza COLLECTION
Amrivals axpeacted : 129
“Reservation Room Type |Room [Room Stat, Voucher  Loyafty [Guest Name |Pax: Reservation group name Departure | Nights Allr_ Main Rem.
E 5132353] SUPDBL C353471272 LUANME ARLEME PENEG . AD 26.07.2019 3 @ A CTA BB/ TASA PD,
SUPDBL C353471272 RICHARD LUREGIO SOR_ AD 26.07.2019 3 @ ACTABB/ TASA PD,
61828574 SUPDBL C353471272 MICHAEL LEE MEAD AD 26.07.2019 3 @ acta bb / TASAPD E
SUPDBL C353471272 TANYA LYNN MEAD AD 26.07.2019 3 @ acta bb [ TASAPD E
63986855 SUPDBL 653 o a PLATINUM FERNAMDEZ GARCIA, D AD 26.07.2019 3 @ EXTERIOR ENTRADA
64380366 SUPDBL 628 v E PLATIMUM ALCALDE SERRAMO, ISR . AD 26.07.2019 3 PAGO DIRECTO / DUI
64425176 SUPDBL 527 x a PLATINUM GALMES DIAGO, GUILLE = AD 25.07.2019 2 FECHAS DK**AKI AUT
64425221 SUPDBL 524 % E BARBA SILVELA, JUAN AD 24.07.2019 ¥ ok fechas™*HAY AUTL
68267612 PREDBL 433 3% LUFTHAMSA JULIO AD  LUFTHANSA JULIO 2019 24.07.2019 Ei
06B267613 PREDBL 435 ® LUFTHANSA JULIO AD LUFTHANSA JULIO 2019 24.07.2019 1




OCI PERFORMED BY GUEST- VISUALIZATION ON TMS TH | HOTEL GROUP
General Data Tab

If a guest succesfully finishes the OCI process, the following icon @ wil apear next to the room
selection field:

@ .| ESMD.EUROB. Individual Res. - GEORGE KERRIGAM

@ ESMD.EURDE MH Collection Eurobuildi Resenvation 38907492 Client: 1000 GUEST, DIRECT Armount
Arrival: 118.01.2018 Thursday RoomType: [_E‘;E;_)__en_f_:—[_g}_qui__tl!_e__ _:]I:I Show Subtypes Meal Plan BB !
Nights: L1 Guestsp ADI1|3U[0 (CH0 | g curency  [EUR || First service: | —

" 1 i .
Depart.: [19.01.2018 Friday Room @ o f1?9 No move Last service: |BKFS

| *Biling Information - =Offers |~ =Additional data | *Statistics | Deposits | @i Guarantees | Routing charges | Fied charges |~ Actions | Loa

Contact person: | - & | Remarks

Phaone: | | @I_Main * v! [@l Main fermarks only 250 characters
E-Mail: !'nh.hoteb@nh—hoteb.com ] || Guest selected room number (OCI - CYR)

Voucher: [ | T

Additionally the flag “no move” will be selected and the message “Guest selected room number...”
will appear in the Main Remark field:

Reminder: When the room has been preassigned automatically through the website due to extra bed
or baby cot, the following message will appear on the TMS for Connectivity remarks field:

_-/ *Biling Information | *Offers | *Additional data - *Statistics | Deposits | @ Guarantees | Routing charges | Fixed charges | Actions

Contact person: |“

| |
| Rermarks 1
Phone: [ | @| TMS forConnectivity * «| | Bl | Mmain remarks only 250 characters

E-Mail: |nh.h0te ls@nh-hotels.com | PREASSUGNED ROOM AUTOMATICALLY
Voucher: | |

Reservation type | v|
Registrat. date: [18.01.2018| Language: @ Spanish
CUT-OFF date 7




OCI performed by the guest— Visualization in TMS NH | HOTEL GROUP

Additional Data Tab

By default the arrival time of a reservation will be 15:00 on the tab “Additional Data”. The guest will be
able to select the time in a drop-down menu on the website:

Selecciona la hora de llegada aproximada.

If your are going to arrive before 15:00
please contact with the hotel.

Cancel Done
Ugradng . B : . - | Chackmionine = ;
R =% e} 5 by iyl TR Entre las 16h y las 1k
e plire | | Rsscon: T chechon coiirsa D1200:00 Entre las 1Bh y las 22h
Entre las 22h y las 24h
Despuds do las 24h

After selecting the arrival time in the drop-down menus on the website, the selected time will appear in the
TMS showing the lowest hour.
Additionally the time when the guest finished the OCI process will appear to the right side.

If the guest wants to select an arrival time before 15h (UPS or other reasons), he/she will get a message to
contact the hotel.

This means that the guest will not be able to select a Check-in time before 15:00 in the OCI tool and he/she
will not be able to see a Check-in time before 15:00, even though it might have been indicated in TMS

If we have an arrival time already informed in TMS and the guest chooses another time, this will be modified

automatically.
8



OCI performed by the guest— Visualization in TMS NH | HOTEL GROUP

Preferences Tab

The selected prefrences by the guest will be shown in the PREFRENCES tab in TMS.

Depart.: |23.06.2018 Saturday H Room (@ 165 [v|No move “ Last service: | |‘E GDPR
/ Ficed charges I/Acljons l/Loaned tems l/Notices for Reception l/Messages I/Spec'al meal plans l/Panges and stay option l/Cormissionable charges g

* [JRoom Features
v [ Stay features (guest) e |\J’al.|e
» [ Reservation's features _BED TYPE 1 KING SIZE a
" |sMoKmG RoOM NO >
_[BATH / SHOWER DESIGN BATH U =]
_BATH | SHOWER. DESIGN BATH & SHOWER n
E _RDDM FACING EXTERMAL u
_\I'IE'W ROOM OUTSIDE E

This information is helpful when a change is needed in the selected room.



Historical Data TNH  HOTEL GROUP

Search in history— Performed Online Check Ins

(i

Hekd EEEAD =]
| - S—

Backing Flk o = |

== — - The desired time period will have to
e CHTAIY ~ be entered as search parameter:
i -Past
— -Current

-Upcoming (e.g. 2 days)

giggigies &

RS

Carmpanty Ramoonelik

Rams

dimival i £ 10000
Curmancy

S icthan Coadic

Eh:m_d

Trawid Riccrn a1]

a0re10

B

B

Coolicoooog

ONLINE CHECK-IN

(S [S[EIIEP) (&) (S i 5 (G (1] [show o uest

T Reservation Armal date ;Depamre date Mights Room ,Room"rype £ AD/Z)U =CH =BB =Total gues Rooms Qty. Meal plan id Onine Chedein -~ Guest 1D Guest Na
38946006 21.06.2018  22.06.2018 11559  SUPDBLK 2 0 0 0 2 1 BB @ 27630005 YOM ISP
38946030 21.06.2018  22.06.2018 1179 SUPDBL 2 0 0 0 2 1 RO @ 51821921 PABLO P¥
38046048 21.06.2018  22.06.2018 11577  SUPDBLK 2 0 0 0 2 1 BB @& 51821875 Jhony wa
38046101 21.06.2018  22.06.2018 11578  SUPDBLK 2.0 0 0 2 1 RO @& 40415236 PEDRO P
: 38046112 21.06.2018  22.06.2018 1165  SUPDBL 2 0 0 0 2 1 RO 26682328  MARINA
i) 38046115 21.06.2018  22.06.2018 1162  SUPDBL 2 0 0 0 2 1 RO test test
- 38946138 21.06.2018  22.06.2018 1656  SUPDBLK 2 0 0 0 2 1 RO James th
38946199 21.06.2018  22.06.2018 1457  SUPDBL 10 0 0 1 i BB @ 124422 NURIA Bl
38046210 21.06.2018  23.06.2018 2 1173 SUPDBV 10 0 0 1 1 RO @ 51821899 YA ME H
38946228 21.06.2018  22.06.2018 1170  SUPDBL 200 A 2 1 BB & 51821890 TEST MA
""" 38946334 21.06.2018  22.06.2018 1174  SUPDBL 2 0 U 2 1 RO test test
38946336 21.06.2018  22.06.2018 1173 SUPDBL 2 0 0 0 2 1 RO Nuria Fer
38946401 21.06.2018  22.06.2018 1180  SUPDBL 1 0 0 0 1 1 BB @ 51821917 MARINA
38946432 21.06.2018  24.06.2018 31553  PREDBV 1 0 0 0 1 1 BB @ 51821918 MARINA

| ] +24:0¢ 0 0= 24 4
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CRM Specifications NH | HOTEL GROUP

Clients’ creation in CRM:

When the client completes his data in the OCI process, the system will execute a search process
depending on ID number and the email address. If no data are matching, the system will create a
new Party ID which will be reflected automatically in TMS when finalizing the OCI process.

Localization & modification of data in CRM:

when the client completes his date in the OCI process, the system will
execute a search process depending on ID number and the E-mail
if the system finds a matching with only one parameter, including a
percentage of coincidence in the first and last name, this will be also
selected and reflected in TMS.

The guest will be able to change the data except: first and last name,
document ID number and E-mail field.

He will be able to modify the document ID number field only if the field is TR
empty or NO VAT informed. :

The active fields to be filled out are variable between the countries
depending on the special legislations.
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REPORTING

NH | HOTEL GROUP

Reservations

Front office:

Eacman® J.nmt[ﬁu - Hatal

L amzml ESBA.CORTS 150000
: ESHALCORTS 1500
ESRA.CORTS 0. 15:00:00
ESRA.CORTS 104 BT 35:00:00
E5BA,DORTS. 102 150000
EZHA.CORTS 17 FER O
ESBA.CORTS 412 15:0000
ESHA CORTS 507 1500

Information Systems:
/CCSHT/RS_06_011_AVV — Valued expected Arrivals ALV
ZEY RS 06_011_ALV - Value expected arrivals and stay option

Check in:

/CCSHT/RS_CHECKIN_HU - Guest search

/CCSHT/RS_PREASIG_HB - Room assignment

ZEY ONLINE_CHECK IN - Online Check-in (OCI special transaction)

/CCSHT/RC_SI_001_ALV -

Information Systems:
/CCSHT/RC_HS - House status
In-house guests or occupied rooms ALV

/CCSHT/RC_004_ ALV - Arrivals book ALV
Bpected Amivale

20 BB &9F HHE" EGIH‘.‘E'E EEIE I! - Ehow ol quast

kR R OB RS R RS R

- a D= Do O

7 AW
R BT ST
7 IE4smE
7 3EHATS

ERET. LT

1 3E5A1L
2 3pawHaa

1 3EM015E

Aodm e Time  § ADTLI TCHIBEITOL qua_  asin. Backing I Auocfece Reser. Ty RS

IS I

[T

H1019-1
PO 09 |

01015

MMGI103% |
2001115 1

D01

& also in any report where we see the Main Remark (Guest selected room number (OCI - CYR)

example: ZTMS _COM_CHECK - Reservations check report
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FAQs and best practices
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FAQ’s & Best practices NH | HOTEL GROUP

To which type of reservations does the OCI apply?
Clients who access the service through the pre-arrival email, from the Menu MANAGE MY RESERVATION.

What happens if the client is performing the OCI process and somebody is blocking the reservation in TMS?
It will not be possible and the client will get a message to try later.

What happens if the client and the hotel chooses the same room at the same time for different reservations?
In the moment the guest chooses a room in the OCI, this will be blocked for usage in TMS.

If a client has a reservation of a room with a subtype category like double twin, and he chooses a double
queen bed in the preference, would he/she be able to continue choosing this preference? ?

When the client make a reservation with a subtype category, he/she will see the floor plan with all the subtypes
related to the generic room type being able to chose any of them.

Would the client see any text mentioning the possibility that the room chosen might be changed for any
reason?

Yes, the client will see this message. In any case when we need to change the assigned room we have to keep in
mind the preferences of the guest, as well as the possibility for an upgrade. This is all depending on the special day to
day situations.

What happens if the reservation has more than one guest?

Only the first guest accessing the OCI process will see that whole process. The remaining guests will bot be able to
select the room, select the arrival time, or add the CC number. It will be only possible for them to complete the
registration forms.

14



FAQ’s & Best practices NH | HOTEL GROUP

Which rooms will not appear for selection in the OCI process?
- Room blocked centrally (by jira for the OCI process)

- Assigned rooms

- Blocked rooms in the maintenance module.

- Rooms set as Out of Service in the Maintenance Module.

How do we know the rooms which are not already selected for the OCI?

When we open the room assignment screen in the reservation, in the Room rack by floor the icon of the OCI will not be
visible.

[E Habitacidn (2} 79 Entradas encontradas

Tipo halfl | Habitacién NCE NCU/NEBCU C.0.L.[Estado|llitimo Uso Hab.salida Id.hab Habitacién tranquila| Localizacién Espacio exterior Parquet Room facing| Animales |
STDDBLT| 302 @& | 04022018 BALCONY s NO
STDDBLT| 303 @ | 04022018 BALCONY s NO
STDDBLT| 304 @ | 04022018 BALCONY st NO
STDDBLTL30Z ¥ 21.04.2018 X BALCONY sl NO
CTRMRDIT And W @ wdl nA 0% N0 DAL SR (=4 [Aal

A Prownis date bt dey  (DSekedtdite  HRetah & hedel  Chedeout |80 Sham % Connected B | kRoanm oy C.0L

ESMDLTUREA NH Turhiano ="
Sewday A0 - Aagest - JE
Beyr Fo»Provssncly bosked & o Coafrmed (e Chekad i) Chadi-et petding & ires | Dhackiiu pirding Abeodieg. IHESNGRE (SufalSamis Fw

a.caLl olcalld O CaLE o calbE €l
-0 xR -0 M R MIND e R S0- o R B M o i
Bl e G EEA e G WAl W G EEEN . Gk os0z- M Gk MRED M &
M3 o R M- B d03-_ X B mE- M R - W ¥ &

Can the guest see the connecting rooms?
No, it has been decided like this at Company level.

15



FAQ’s & Best practices

Minors & and OCI?

NH | HOTEL GROUP

If a reservation contains any children, they will not appear since they wont have to fill in the Registration.

Superior Room

deben ir acompafados de un aduito

How would the client see that his reservation has already an assigned room?

Guest 01 Checkin >
Guest 02 Checkin >
Los menores no necesitan hacer checkin onlineg y

If during the registration process
a Date of Birth is added for a
minor, the system will not allow
to proceed

Menor de edad

Lo inenores de edad no
necesdan reslizar el checkin
onling

Cancelar

If the room is assigned by the hotel or because there is an Extra bed / Baby bed, the client will see the room number

and will not be able to modify it.

16



FAQ’s & Best practices

What happens if the room characteristics are incorrectly configured?

NH | HOTEL GROUP

If we have for example a room configured as Superior double queen and in the characteristics it is mentioned to be as

Twin, this room will be selected as a TWIN preference for the client, but in the final step of the OCI the guest will see the
real room type which will be then incorrect to his needs.

ESBA.NUMAM MH Sants Barcelona *%**

Habitacidn

l203 | [standard Double Queen

E

| Caracteristicas | | Hi
Tipo habitacisn | Standard Double Queen - + [ TIPO DE CAMA Caracteristica | Valor
Edificio 'BUILDING 1 - L4 D HABITACION FUMADOR VISTA DUTSE}E -
Planta [FLOOR 2 ~ » EvIsTA TPODECA  TWIN -
icacian técni | | LB EIELL ROOM FACIN  EXTERNAL
Ubicacidn técnica v [ PARQUET |
Descr.Corta.Habt. v [ ROOM FACING . PARQUET SI
How are the modifications done by the client visible in TMS?
User ADMIN appears in Modification History.
Change Documents for Object Class /CCSHT/RS_RSRVA
H =FTF & B TE Ty B HEAg | 4
Change Documents
Object value |User First name Last name Date 7 Time v|Short Description Old value
ESBA.HUMAN-0053624302 ADMIN ADMIN 01.08.2018 01:05:50 Date checkin online 00.00.0000
ESBA.HUMAN-0053624302 ADMIN ADMIN Time checkin online 00:00:00
ESBA.HUMAN-0053624302 ADMIN ADMIN Checkin online
ESBA.MUMAN-0053624302 HESMUMANREC2 MH MUMAMCIA RECEPCIONMIST 30.07.2018 13:47:34 Do not change room assigned
ESBA.MUMAN-0053624302 HESMUMANREC2 MH MUMAMCIA RECEPCIONIST 13:47:13  Card holder

X | =
5 15 [=AT
New value
01.08.2018
01:05:50

X

|
|
X |
|
Detalles de fa tarfjeta de crédito en PCI |

How do we manage leaving a range of rooms as dirty for operational reasons or for energy reduction?

We have to use the option OUT OF SERVICE in the maintenance module.

How can we manage a LCO or a room extension for a room already assigned for the OCI?
Every case has to be revised individually, taking into consideration the availability and the preferences.

17



New Subgategory in JIRA NH | HOTEL GROUP

Raise a req uest URL for customers: hitps:iinhservicedesk. nh-hotels. com/servicedesk/customer/portal/l /create/ds ".l &

NH | HOTEL GROUP \

MH SUPPORT PORTAL / NH SERWVICE DESK /

Any doubts or issues?

)t) SAP TMS (Tourism Management Suite)

Raize this reguest on behalf of

MH EUROBUILDING FROMNT OFFICE *

Category SAPTMS

Frontoffice ¥

Subcategory Frontoffice

Online Check In - Choose your room ¥

Summary
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THANK YOU!

NH | HOTEL GROUP
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