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CREDIT LINE CANCELLATION IN SAP_CRM

BU/HQ Credit Manager or Administration & Finance Department will notify via e-mail to the Hotels in advance, to the

extent possible, all the credit line cancellations (at least 2 days in advance, but occasionally it could be effective

immediately).

We can verify the credit status and the person responsible for it using TMS transaction /CCSHT/MT03_HU

(SAP Menu  CRM FRONT-OFFICE  Display)

CREDIT LINE CANCELLATION

We will have to change the payment method of all reservations already booked in SAP_TMS (from credit to “On-desk

payment”) and inform to all customers that those reservations need to be prepaid or they will be cancelled.

For this, we must follow the next steps.
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ARRIVALS IDENTIFICATION – INDIVIDUAL RESERVATIONS

Identify all the expected arrivals of the customer/s using TMS transaction /CCSHT/RS02_IN

(SAP Menu  RESERVATIONS  Individuals  Modify)

CREDIT LINE CANCELLATION

Search filters:

• Individual bookings tab

• Arrival date (from today to the future)

• Main Customer (companies or travel agencies)

Data shown: double-clicking anywhere in the lines,

we will access to reservations in order to change

their payment method (from credit to “On-desk

payment”).
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ARRIVALS IDENTIFICATION – GROUPS & EVENTS

CREDIT LINE CANCELLATION

Identify all group and events reservations using TMS transaction /CCSHT/BF02

(SAP Menu  RESERVATIONS  Groups / Events  Booking File  Booking File Management - Change)

Search filters:

• Dates

• Main client (it is important that the same client is

informed at event, group and Booking File level).

Data shown: double-clicking anywhere in the lines, we

will access to Booking Files in modification mode.
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ARRIVALS IDENTIFICATION – GROUPS & EVENTS

CREDIT LINE CANCELLATION

If any group has no BF created (!), we can locate it in the following transactions:

• SAP Menu  RESERVATIONS  Groups / Events  Groups / Families  Modify Group Reservation

(/CCSHT/RS02_GR)

• SAP Menu  RESERVATIONS  Groups / Events  Convention groups  Modify conference group

(/CCSHT/RS02_GR_CONV)

We must always 

create a BF!
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PAYMENT METHOD MODIFICATION

CREDIT LINE CANCELLATION

We can change payment method, from the reservation or from the folios header, by clicking on button
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GUARANTEES - MODIFICATION

CREDIT LINE CANCELLATION

We can modify the guarantee of the reservation, indicating that now requires prepayment.
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GUARANTEES - STATUS

CREDIT LINE CANCELLATION

To monitor the status of the reservations, we can check the guarantees from TMS transaction /CCSHT/RS_06_60_ALV

(SAP Menu  RESERVATIONS  Information systems  Guarantees Status)

Search filters:

• Dates

• Main Customer/s

• Guarantee options: we must click “All”

Data shown: we will see a column that indicates the guarantee and we

can filter by the type of guarantee that we want (in this case “Prepaid”).
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DEPOSITS MANAGEMENT - REQUEST

CREDIT LINE CANCELLATION

In the Deposits tab of any reservation we can inform both a deposit request and collection, except in the Booking File

where we can only inform the request.

In this example we have informed a deposit request. Once collected, the rest of the columns will be automatically

completed (Received Date, Document No., etc.).

We recommend to save the reservation every time we request, modify, collect or cancel a deposit.

If we want to do more than one action related to deposits in any type of reservation, it is better to save each

time we finish one.
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DEPOSITS MANAGEMENT - COLLECTION

CREDIT LINE CANCELLATION

When we want to collect the deposit, we click on the coin icon and, according to the country in which the Hotel is

located, we will select with or without invoice.

Remember that, in 

prepayments with invoice, 

we can indicate the 

corresponding VAT of the 

concept (high or low).

Once we select the type of deposit, we will be generating a till movement:
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DEPOSITS MANAGEMENT - MONITORING

CREDIT LINE CANCELLATION

If we have requested deposits in reservations, both individual, as in events and groups, we can locate them in TMS

transaction /CCSHT/RS_DEPOSITOS

(SAP Menu  RESERVATIONS  Information systems  Reservation Prepayments).

Search filters: in this case, we are looking for requested deposits but it is

possible to apply more filters if we want.

Data shown: as we selected to display only requested deposits, columns

“Amount received” and “Received date” are empty and we get information

about amount requested, reservation number, request date, etc.
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IN-HOUSE GUESTS IDENTIFICATION

CREDIT LINE CANCELLATION

When the hotels are informed of the cancellation of the credit line, the customer has already been notified. Therefore,

we should already have a credit card number or a bank transfer to settle the account and should not have any problem

at the time of check-out.

Anyway, it is recommended to check the list of in-house guests as son as we are informed of the credit line

cancellation, in order to avoid any obstacles with the collection of invoices.

We can track them with TMS transaction /CCSHT/RC_SI_001_ALV

(SAP Menu  FRONT-OFFICE  Information systems  In-house guests or occupied rooms ALV).

Search filters: we can select one or more Main Customers.

Data shown: double-clicking anywhere in the lines, we will access to

reservations in order to modify whatever we need.



THANKS!


