INVOICES NH | HOTEL GROUP
DIGITALIZATION

This new functionality in TMS forHotels allows the user to choose between sending the invoice by email,
printing it or canceling the operation, without any additional action.

Scope

* Individual reservations.
*  Group's reservations.

e Events.

* Day Guest Billing.

Billing type

* On-desk payment invoices.

* On-desk payment credit notes & invoice corrections.

*  Prepayments.

* Credit invoices with electronic invoicing > No changes applied.

Process
When billing the invoice and return to the main screen, TMS displays the following pop-up message:

2. ..return to folios and select one option.

© “«ufehe enn conn DR oW
ESMD.BALBO. Process folic 2
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MADRID ESMD.BALBO. Process folio 2
Created invoices list
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The e-mail by default
will be the one
informed in the guest :
ID in CRM. ——p E-mal tesd@nh—hutels.mm
If there is no guest, it
will display the e-mail
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The guest will receive the 4—'

invoice in her/his inbox.
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Invoices digitalization monitor

* Path in TMS Menu - Billing > Information Systems > ZEY_INV_MAILSENT - Invoices digitalization monitor

This monitor can control the invoices managed through this new functionality and recover all the details using the
corresponding filters available:

Sending mail Invoice
>3

ESMD.BALBONH Balboa

Reservation i to i m
Invoice number I to I @
Arrival Date ] to I ‘?
Departure Date to i ] &‘
E-mail Date [ to [ ‘ =
Invoice issue date 0 [ ‘ =

[¥|Invoice Mal Sent

Check which invoices were printed, sent by e-mail or

[ Invoice Printed <}
[ | Tnvoice no Sent and no Printed neither (the guest didn’t require the bill).
Sending mail invoices

Just in case that the bill wasn’t delivered,
the original invoice can be sent again.

@Reﬁ'ash ﬁResend Mai | Send Original Invoice
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OCE ESMD.BALBO 74325615 4042086989 06.02.2 i Send an invoice copy if needed. accounting@expedia.com Mai successfuly sent
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DR Bt e e e e e e e eeeer | memrea rrere e diNN-hotels. com Mail successfully sent

Invoice copy

After issuing the invoice, if the guest ask for another copy or sending to another e-mail address, you can do it through TMS
using one of these three options:
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FAQ @

Q If the e-mail address was wrong, could | send the original invoice again to the guest?

Just in case the guest didn’t receive the bill in her/his inbox, a new original invoice could be sent through the monitor
using the button “send original invoice”.

For the rest of the cases, a copy invoice could be sent using the available options described on page 2.

O In the case of the payment gateway, how will | know that the operation charged to the guest is
“signature required”?

If the operation is manual (without the presence of the guest) or the credit card needs the sign, the printing will be

automatic, and the pop-up message won’t be displayed.

Please consider that only the original invoice will be printed out, so the copy (for guest’s handwritten signature) must be

executed manually).

O Could I change the e-mail address in the pop-up?
Of course, you can write another e-mail address if needed.

O And the language of the e-mail?
The language of the e-mail will be sent according to the language of the reservation.

O Could I check the invoices sent by e-mail in the modification history of the booking?
No, it’s not possible. For now, all the movements only will be displayed on the monitor.

Q If the invoice is not delivered due to a wrong e-mail address, how could | detect it from TMS?
TMS won’t display any error if the e-mail is not delivered because <nh.noreply@nh-hotels.com; invoicing-noreply@nh-
hotels.com and nhworlflowsap@nh-hotels.com are shared mailboxes.

Only if the structure is wrong, TMS will notify it as follows:

Invoice number 4042807985
E-mail [test@nh

“ Invalid emai address

@

O Doubts, issues or suggestions?
Please open a JIRA using the following category:
SAP TMS > Front office > Billing > Invoices Digitalization (drop list).



