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This manual shows you the steps to be followed in case it 

is needed to correct an invoice for Grupo Barceló where 

electronic invoicing system is implemented (Voxel)
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Due to the billing change model with Grupo Barceló, from commission to discount applied in invoices, the
process to correct an invoice issued before the change, should be done following the described steps:

1. Create a new reservation, with the original one as a model, check in / check out date today (when
correcting the invoice) and bearing in mind that it is really important to fulfill the following fields:

• General Data – Mandatory fields and recommendations (slide 4)
• Billing Information – Mandatory fields (slide 5)
• Additional data – Branches must be informed
• Statistics – Channel is mandatory
• Commissionable charges– once the contract is informed, the commissionable charges should be

automatically cascaded; however, check that ROOM, BKFS, NSHO y RCLX concepts are already
registered (if not, we will have to add them manually)

• Prices and Commissions – fill “Price details”, “Percentages by Manual price” and “Commission
type” fields (mandatory) (slide 6)

2. Cancel the original invoice (slide 7)

3. Check-in the new reservation in a virtual room (V0XX)

4. Perform the relevant tasks in order to correct the invoice (slides 8-11)

5. Once all the tasks are already performed, check-out the virtual room (V0XX)
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- General Data -
> Correct main client / customer: 1000064007 VIAJES BARCELO SL
> Voucher: it must always be filled according to its specific format EXX/XXXX/XXXX/X-Y – See TMS4H_Grupo 
Barceló Voucher structure for more details
> Main remarks: it is recommended to inform the invoice number or reservation number that will be corrected
> Guest code:  it must be filled the information related to the guest
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1. Create a new reservation, with the original one as a model

http://nhorganization.nh-hotels.com/content/tms4hgrupo-barcelo-voucher-structure
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- Billing information -
Fill the following fields
> Contract and rate, CRS and Company responsible
The available rate could be different because of restrictions management. This point is not important since all 
the charges will be posted manually instead of automatically.
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- Prices and commissions –
Neither price code nor manual price should be informed, in other words, we do not want the
reservation to generate automatic charges (in this way, the reservation never will generate production).

In “Percentages by Manual price” must be informed the % of commission accordingly with the original 
reservation.

In “Commission type” must be “Dedc.” (Deduction) selected.
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2. Cancel the original invoice
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4. Perform the relevant tasks in order to correct the invoice 

Select transaction “Post and modify charges” and move ALL charges to the new reservation created (in this way, 
the original reservation will remain with no charges at all)
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4. Perform the relevant tasks in order to correct the invoice 

From this moment on, we will only perform the new reservation created.

ALL the charges moved to this reservation will be cancelled – it is really important that the charges cancellation
is made from this reservation in order to keep the tradability between the invoices.
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4. Perform the relevant tasks in order to correct the invoice 

Add the correct postings – please, pay special attention on the concepts used (that must match with the original 
ones) and on the service date (in other words, when the guest stayed in the Hotel)
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4. Perform the relevant tasks in order to correct the invoice 

The system automatically will apply the discount on the invoice as you can check in the folio.

At this point, we will issue the new invoice.



THANKS!


