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INDEX

NIGHT AUDIT
/CCSHT/NA_AUDITORIA - Night audit process

INTRODUCTION — PRE-NIGHT AUDIT

NOTIFICATION MANAGEMENT

The system is running out of the pre-established range of hours.
Still expected departures not checked out

Still expected arrivals not checked in

Existing events not checked in

Error in an event

Existing events not checked out

Still cash points not yet closed in the hotel

Still Invoices not yet billed

Still manual invoices not yet billed

Reservations in check-out not yet billed

Cancelled / NO show bookings with pending charges
Reservations in Treatment

Techniques were found not CHECKED-IN

Techniques were found not CHECKED-OUT

OTHER CASES

Reservations made after 00:00 O’clock {Ej
Problems with Billing

Departure date field is not active

Till in Balancing

Reservation Pending to Check-Out without a Room Number

Booking File not released

In-House Guests: Room Number Missing
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TMS4H — NIGHT AUDIT NOTIFICATIONS MANAGEMENT

INTRODUCTION — PRE-NIGHT AUDIT

* T MIGHT AUDIT
~ O Might audit
- JCCSHTfMA_AUDITORLA - Might audit process
v [ Information systems

The following pop-up will appear showing the notifications blocking the night audit Process and indicating how to localize each error as well as how to
proceed (page 5).

[S ERRCRS MIGHT &UDIT

The following errors could impede night audit:

Program is running out of the pre-established range of hours

dtill Expected Departures NOT CHECEED-0OUT

5till Expected Arriwals NOT CHECEED-IN

5till Cash points NOT CLO3ZED in the hotel

5till Cash points NOT CLO3ZED not wet balanced

5till BILLS NOT YET PAID (Check BREPORTS -> BILLS NOT PATD)

Manual inwoices not yet billed (Check REPORTS -= MANUAL BILLS)
Feserwvations in treatment (Check REPORTS - DEPARTURES MNOT EILLED)

If after checking this manual you could not solve the issue, contact other colleagues in different hotels for advice.
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INTRODUCTION — PRE-NIGHT AUDIT

Shortcuts to locate Notifications in detail (Display Mode only):

When all notifications are managed, this

option is to be clicked.

- [ Reports | SpaReports  Information Actions  System Help

@ B e@@ CHE DDho0 BR @
SAP

_II Expect, Departures | Check-Out  Modify Stay  Expected ferivals  Madify Reservation  Cash points Reports Cancel Invaoices  Charge Inwoices  Manual Inw:uiu:ezll (b Continue M.A. I

DENW.LUNOE NH DUSSELDORF CITY HNORD ##%%
DATE: 06.10.2016

START PHASE 1: FRE-AUDLIT
Launching report (CCIHT/NA 0L5

Process SCCSHT/HA OL5 Concluded W/o errors
Launching report (CCIHT/RI 06 011

Process SCCSHT/R3 06 011 Concluded W/o errors
Launching report (CCIHT/RI 06 02

Process SCC3HT/RI 06 02 Concluded W/o errors
Launching report (CCIHT/E_FC_3I 04

Process SCCSHT/R_FC 31 04 Concluded W/o errors
Launching report (CCSHT/R3S_CANCELA LINEAS GR

Process SCCSHT/R3 _CANCELL LINEAS GR Concluded W/o errors
Launching report /CCSHT/PROC CORFEC CAJas LINFR

Process SCCSHT/PROC_CORFEC CAJAS LINFPE Concluded W/o errors

End of phaze 1
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NOTIFICATION : THE SYSTEM IS RUNNING OUT OF THE PRE-ESTABLISHED RANGE OF HOURS

This notification does not block the Night Audit.

It is the only one that could stay when clicking ‘CONTINUE N/A’ and move to the next day in the system.

SAP

[S ERRCRS MIGHT &UDIT

The following errors could impede night audit:
Program is rumnning out of the pre-established range of hours
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NOTIFICATION : STILL EXPECTED DEPARTURES NOT CHECKED OUT

SAFP

I Expect. Departures ICheck—Out Modify Stay Expected Arrivals

Modify Reservation

ATO2.ATTER NH Collection Wien Zentrum ###%#
DATE: 04.10.2016

START PHASE 1: PRE-AUDIT
Launching report SCC3HTAHA_ 015
Process SCCSHT/MA_O15

Departures expected

Hotel '
Booking Fil= ]
Date from [04.10. 2016
Date unti [ ]
Hotel section [ ]
Main Custamer [ ]
Individual reservation [ ]
RS [ ]

["18how displaced customer info

| Sarting type

Concluded Wso errors

to
to
to

to

(®)Reservation
iGuest
(iCustamer

(Raam Mo

This could be because of 3 different cases:

1. Rooms pending to be cleared without charges = go to the transaction Check Out and
click =

2. Rooms pending to be cleared with charges = bill the charges or change the room into
a Virtual one with the Transaction ‘Room Change’(see page. 20).

3. Virtual VOOX -> invoice or extend the departure from the Transaction ‘In House
Management’

IMPORTANT: remove the contract in order not to generate revenue and don’t forget to
use RO in the MEAL PLAN not to affect the Breakfast forecast.

Deparfures expected
BE &FF ExkE EHEEH T B &g Shiow all Quest

Section | Depart., d Depart, t |Hotel Boaking File Roo” | Type L.se |[E AD|E U ECH E BB Total Pax | Guest or Group name
| 303.01.2016 1Z2:00:00 DESM.DRESD 447 STDDBL BKFS 1 ] ] ] 1 CAMAREMA BELWER, JORDI
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NOTIFICATION: STILL EXPECTED ARRIVALS NOT CHECKED IN

SAP
How to proceed:

l Expect, Departures Iheck—Out Modify Stay  Expected Arrivals  Modify Reservation

Flag Confirmed and Tentative in Booking status: tentative reservations also block the Night

AT09.ATTER NH Collection Wien Zentrum *%#%%

DATE: 04.10.2016 Audit.
START PHASE 1: PRE-AUDIT
Launching report /CCSHT/NA 015 1 1 1 _
B o inged W/ creore The Status of the reservations appearing here shall be changed into No-Show through
B T Reservation = Individuals 2 Modify.
Expected Arrivals
@ Ly vl P it [ E 8 linlsy i TN ST realie 4
Haotel LESN.DEESD E b H EH E:’EHHH’“ s al
Booking File to W . DESA "1 g TR AR Cramttes DTN BAKLEH
From 03.01.2016 B R -
Uil nz.01.2016
Woucher
Main client to ) ) . . .
Room typa ] w [ Charges will be generated. These shall be billed or cancelled in the folios depending on the
CR3 | o | I reservation correspondence.
Cormpany Responsible to
Rooms to
Arrival time Qo:00:00 to ao:0o0:00
Currency EUR
S2ament S o L1 Expected Arrivals
Channel to
| —
Travel Reason 2 EE &% ExREE HEEHT G B Show all guest
| Booking status |
Oicanfirmed &rtival Date | Hotel Foom |2 40 |2 I |E CH £ BB £ Tot, guest | Resery,  Document I | Guest ID Guest or Group's name”
e B} 103.01.2016 | DESM.DRESD 1 0o 0 0 1 20849
(® Confimed and Tentstive | 5 02.01.2016  DESM.DRESD 1 0 0 0 1 20502 99999900R 41002491 NH, Edelweiss
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TMS4H — NIGHT AUDIT NOTIFICATIONS MANAGEMENT

NOTIFICATION : STILL EXPECTED EVENTS NOT CHECKED IN (CHECK REPORTS > EVENTS NOT CHECKED IN)

| = (Rt ] s repons When running this report, a screen will appear showing how to proceed. Keep in mind:

Information  Achicrs  Sgstem  Hedp
{ EoxctDepatues  Shivfl 2@ @ DHP DOOD BR @0 : :
Check Out Shiftsf2 - - Only the red shown events block the night audit process.
Moddfy Stay Shift+F4
meﬂmw x*ﬁ T e S - This Report allows you to navigate in MODIFY modus to perform the check-in by
Regarvation +Fi . .
—  CahpontsRepots  ShiteE? double clicking the event number.
: Cancel Irvcices ShiftsFg B TEEE
Charge [rwoices Shift+F3
ST s nob paid
Maral Irrvorces Concluded Wia erroes ‘ Eventos sin M-in
Missing in reservation =
Departures not biled Concluded W/io errors
Svents mtd"‘:cd::-n Concluded W0 errors I—NH HOTELES ESPAﬁA, S.A. ESZZ.SPORT NH Sport **#*
Evnt: 14 -0t ventos 3in check-in
Eﬂ;::i"lcthﬂ'_lﬁi Conclwded W50 eTLoLd BB £ - check
_LINEAS_GR Evento Descripcidn F. Inicial F. Final Tipoc Ewvento Estado del ewvento Reserva Booking File

Process /CCSHT/RS_CANCELK_LINEAS_GR
Launching report /CCSHT/FROC_CORREC_CAJAS_LINFR
Process /CCSHT/PROC_CORREC_CAJAS_LINPR

End of phase L

Concluded W/io errora

Concluded Wio erroes

@ - qEBjJleee CDHE onoo @ @

EV00003669 TEST GEMMA KEY USER MISMO MENU 29.10.2014 29.10.2014

EV00003718 TEST NO SHARE

| ESZZ.SPORT. Datos de Eventos

B @ o & <d B | ZRevenue deti

2 Event revenue

= Planinng de saks &)

ESZZ.SPORT NH Sport *** Reserva: 165330 IE Cliente: 0000001000 DIRECT GUEST Importes
=
Cddign  EVODODOG794 Wersion 1 [V]Actva Descripcidn I—_
Inicio 05.01.2015 ’m‘@ @O Presupuesto pendte. Tipo evento |CONVE Convencién
Fin ’mm‘ @O Contrato pendiente Estado | Confirmado !
Bono @O Orden serv. pendte. Seguimiento | '\Dimp. incl.
Situacidn — Responsables Observaciones
[Orerdido I [¥|Check-in I Comercial @| Generales
[JRechazado Repr. vtas
[Jcancelado Habitaciones
Dias lim.fact 10 |Dia 15.01.2015

31.10.2014 02.11.2014

Cocktail
Convencidn

Oferta
Oferta

0000152660
0000152727

It is enough to tick in Check-in

box
and save

MBOOOO003478
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NOTIFICATION: ERROR IN AN EVENT (1/3)
Still expected events not checked in or check out (Check REPORTS - EVENTS NOT CHECKED IN/OUT)
i E".Eepms | SpaReports  Informmation  Agtions  System  Help B H H H H
When running this report, a screen will appear showing how to proceed.
€ Eectimatues  SHWFL @@ DHE DDOO PDF @6
Treack-Out Shift+F2 . . . . . .
B e It is enough to tick in Check-in/Check Out Box and save, except if you find some
Bpectedamivels SIS of these errors.
Mgty Rservation SHiG Stay Expected Arivals  Modify Reservation  Cash poits Reports  Cancel Irvoices  Charg
= Cash points Reports shiftsFT . . . .
B i You will have to change the item or delete it to be able to do the check in or
Change Irvokcas shF check out of the event.
BT s ot pand
Maril Irvoices Concluded /e scroca
Mizsng N ressrvabon
Departures not bied Concluded ¥/o sErora
Events rot chestkad-n '
S | [E ESZZ.SPORT. Events data
___r:a-_':dw_m‘.ct‘;wﬁs.__.__ e LIREAS _GR
e ceaise ronee cans_nns. || ENTON MESSAGES L
Frocess /CCSHT/FROC_CORREC CATAS LINFR Descrlptlon of the
End of phase L Type |E~rm-r message o
@ ESZZ.SPORT, EV01686994 09.09.2020 ; FULLDAYSTD , BEMASQ CFBRK_0001 It is marked for not using resource to be changed
@ ESZZ.SPORT, EV01686994 09.09.2020 ; FULLDAYSTD , RESTAU CFBRK_0001 It is marked for not using or deleted in the yellow
@ ESZZ.SPORT, EV01686994 09.09.2020 ; FULLDAYSTD , The package is not active in the hotel ESZZ.SPORT arrow icon “resource”
@ ESZZ.SPORT ; 08.09.2020 ROOM : ASTUN ; 220LCD Disabled resource. < in the event
[ ESZZ.SPDRE@.DQ.ZUEG ROOM ; ASTUN ; Invalid menu CFBEK_UUDl It is marked for not using

Date and name of the Description of the rTI1enu to be changed or deleted in the
meeting room where the yellow arrow icon “menu” in the event.

error happens. | ” . _ :

It needs to be modified.

Ordac  [S..Section  |No.. |Function Rooms No.. |Startdate Ster..Enddate |End... GST |Total cost | Total sale |F..|Tas
Oregano 25.04.2022 19:00 25.04.2022 22:00 31 0,00 0,00 [ &

[] Oreganc 2€.04.2022 19:00 26.04.2022 22:00 £ 0,00 0,00 [ &

[] Oreganc 27.04.2022 19:00 27.04.2022 22:00 33 0,00 0,00 [ =

[ oregano 28.04.2022 19:00 28.04.2022 22:00 3z 0,00 0,00 [ =

[] Oregano 29.04.2022 19:00 29.04.2022 22:00 18 0,00 0,00 [ &

v =

‘Rﬂk |Semce
[}

44 44

ooooo

EEEEE
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NOTIFICATION: ERROR IN AN EVENT (2/3)
Still expected events not checked in or check out (Check REPORTS - EVENTS NOT CHECKED IN/OUT)

It is enough to tick in Check-in/Check Out Box and save, except if you find some of these errors.

You will have to change the item or delete it to be able to do the check in or check out of the event.

[= ESZZ.S5PORT. Events data

Error messages
Type |Error message , , Menu in a DDR to be changed or delete within the DDR. Do
ESZZ.SPORT , EV01686994 02.09.2020 ; FULLDAYSTD , BENASQ CFBRK_0001 It is marked for not using L p .

ESZZ.SPORT , EV01686994 09.09.2020 ; FULLDAYSTD , RESTAU CFBRK_0001 It is marked for not using itin the tab “packages” in the event.

ESZZ.SPORT , EV01686994 09.09.2020 ; FULLDAYSTD , The package is not active in the hotel ESZZ.SPORT

ESZZ.SPORT ; 08.09.2020 ROOM : ASTUN ; 220LCD Disabled resource.
ESZZ.SPORT ; 08.09.2020 ROOM : ASTUN ; Invalid menu CFBRK_0001 It is marked for not using

~ [ RESERVATIONS [
v [ Individuals d EV01921502 Version 1 [¥|Active  Room rsrv. arrival/departure distinct of event dat Description  EY Europe West Technology Risk L
* [ Groups | Events stare_[28.0¢.2023] 080 | ]| MO pening Budget Brentope MESTS | Meetngs * DDR must be activated from transaction
+ [ Booking File End  [04.05.2022[23:38] WO Pending Contract Status [Confimed |
» (3 Quotation tool Voucher JEO Pending BEQ Follow Up ~ AT ”M0d|fy Eve I’]t PaCkage”
» [ Groups /Families :
» [ Convention groups Event's status Managers Remarks
~ [ Events OLost [ICheck in Sales E][Eﬂ Main
- JCCSHT/SB_EVENTO1 - Create Event [ORejected [check out Venue Rep O R
c @ JCCSHT/SB_EVENTO2 - Modify Events [ canceled Hotel rooms
+ () /CCSHT/SB_EVENTO3 - Display Events Lim.bil.day [7 |pay 11.05.2022
- ZEY_EV_ATTENDEES - Asistentes
» [ F&B Menus = = = T = - = ’ = - oy e “ ”
" b oore Function rooms | *Hotel Reser | =Cllents | =Additional Inf | =Statistics | Commissions | Deposits | Actios uting and Charg ° Delete the DDR’ do It N the tab packages
- ) [CCSHT/SB_PACK_01 - Create Event Package [E]E] & [#£]T][& oscount | [E Ppackages applied | in the event
':l@ JCCSHT/SB_PACK_02 - Modify Event Padﬁge[ B | ID Package or Id | Description |Main room | Pax Charge date  Sterttime |End time  |Original P Price per|% Discount Discount a Pri :
- [0 JCCSHT/SB_PACK_03 - Display Event Package w 2 EY12HRS EY 12 Hours Package ATRIUM 550 03.05.2022 0&:00:00 22:00:00 107,47 107,47 0,00 0,00 1
— . . ?o 3 EY 8HRS EY 8 HOURS PACKAGE ATRIUM 550 02.05.2022 08:30:00 18:00:00 66,94 66,94 0,00 0,00 1
b 4 EY 8HRS EY 8 HOURS PACKAGE ATRIUM 550 04.05.2022 08:30:00 18:00:00 66,94 66,94 0,00 0,00 1
b 5 VIP PAKKET VIP PAKKET HARVARD 7 15 01.05.2022 14:00:00 23:00:00 0,00 0,00 0,00 0,00

12
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NOTIFICATION: ERROR IN AN EVENT (3/3)
Still expected events not checked in or check out (Check REPORTS - EVENTS NOT CHECKED IN/OUT)

It is enough to tick in Check-in/Check-Out Box and save, except if you find some of these errors.

You will have to inform the set-up to be able to do the check in or check out of the event
| I I

__/Hotel Reserv V"Cl’ents V*ﬂdd'rljonallnf V*Smtisljcs VCorrrrissions Vﬂepos'rts VAcIjons VPadages VRouthg and Charges VFh{ed charges I/I}iscount |

OrdPac  S.. Secton  No... Function Rooms |No .. Startdate Star.. End date End.. GST  Total cost Total sale F..Tas |Res M.
[] Amsterdam .~ [] 28.04.2022 18:30 28.04.2022 20:00 5 0,00 930,00 (1% & &

L 1
| )
Management Price Calculation by: F. Rooms amounts F. Rooms extras amounts I | Actions |
= OPrice day Cost Amount 0,00 EUR | Cost Amount 0,00 /EUR | ‘
() Price time Sale wo discount 930,00 EUR Sale w/o discount 7 Fugction room data
Order {(®) Price per Period Sale w discount 930,00 EUR Sale w discount
@@] lLEJ Tax indUdEd 1-125:30 EUR Tax included VIL Tivoli Marina Vilamoura ®****
EV0183274.. Version 1
25.04.2022 Start time 09:00
08.05.2022 End time 20:00
Lsar EQOO00022126 Date 28.04.2022 Time 18:01:48 Maodified by E00000022126  Mod Date 28.04.2022 H Mod BEv  18:01:49
acks | Resources | *Menus |
Iﬂ Attention: You must be informed at least a setup for each room I
Paguete |Setup |Descrbtion ‘Pax |
0ooo BRANQU  BANQUET 31

The reservation has been done from call center without informing the set up, and it is a compulsory field.

13
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NOTIFICATION: THERE ARE STILL EVENTS THAT ARE NOT CHECKED OUT (CHECK REPORTS - EVENTS NOT CHECKED OUT)

‘ Eventos sin check-out

i -

NH HOTELES ESPRNR, 5.A. ESZZ.SPORT NH Sport #**=* Hora 22:05:39 Fecha 10.07.2016
MRDRID Eventes 3in check-out SB_EVCHECKOUT/E00000050726 Pag. 1
Eventa Descripcidn F. Inicial F. Final Tipo Evento Estado del evento Reserva Booking File ID
EV00006794 prusba NA 05.01.2015 15.01.2015 Convencidn Confirmado 00001685330 MBEOOO000597S

Information to be kept in mind:
- This Report allows you to navigate in MODIFY modus to perform the check-out by double clicking the event number.

@ | lqajeee SHRE snas @ oy

‘ ESZZ.SPORT. Datos de Eventos
ER @ & [F & = | ZRevenue detal BEEvent revenue =pPlninng de salis &

ESZZ.SPORT MH Sport *** Resarva: 165330 ] Cliente: 0000001000 DIRECT GUEST
=
Codign  EV00006794 Versidn lﬂcti*.-'a Descripcion ’E It is enough tO t|Ck in CheCk'OUt
Inicio 05.01.2015 m@] @O Presupuesto pendte. Tipo evento [co
Fin [05.01.2015]23: 00 @O Contrato pendiente Estado [co BOX
Bono [ | @O Orden serv. pendte. Seguimiento l_ and save
Situacidn | Responsables | Observaciones
Orerdido [FlChack i Comercial General
[JRechazado Repr. vias
Ocancekdo Habitaciones
Dias lim.fact [10 |pia  15.01.2015

14
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NOTIFICATION: THERE ARE STILL CASH POINTS NOT CLOSED IN THE HOTEL

Till statis maintenance

. :
OF| papowss | Gralepo  Dpfomsion  dgiore  Gpie D
i tewllwaen WA A0@ DNBE DODDE @E 8
ATO9.ATTER MWH Caollection wisn Zentrum **+* ik 20 ity
Moty Sl S d
i :‘“M". ::: My Doeched v Moy Mevtn Cehoont Repoti Ceosl oo (e oo Ml voom %ﬂu
Cash Lk ks Mcrfs. WP
= [Ierp—— afecs  WOEEE
Cash identifier JICash status | - m":“ R
SECERTION _Dpen > . S T
RESTALRANT Closed - had —— Comisted Won arroen
[ | Eraiti A il iy Lol adid W08 ACEGEE
Fyare: rox chacied o
- e e g S P Corstalied Win wrrsem
Penrsan OISR CANTELE LSETAT_OF Bomeradd Wow accocm
- Lot AL ST W DORRES, EAIAT SRR
T mraun -r.'r.ll:'_rﬂlr'_rl.'lﬂ_::lll Cowst Srafied Win srismm
- End =f pham |

- Select the Till line and click on “Close”.

This step must be done for all the tills existing in the hotel.

L It might be necessary to scroll down in order to view the ‘Open’
o and ‘Close’ buttons.

E} Open Cloze

15



TMS4H — NIGHT AUDIT NOTIFICATIONS MANAGEMENT

NH HOTEL GROUP
PART OF

HOTELS

MINOR

NOTIFICATION: THERE ARE BILLS NOT YET PAID (CHECK REPORTS -> BILLS NOT PAID)

OO QMK DR LD B oR

T Eopechid Arsvall | Moy Bty Db pord Figeeh

| ot | S *
[] Exmect. Dwparturey Shifi=FL
AT R sF2
= T Shift « 84
Fagesc tn] B St =S
Teigchy’ R v Bt it wFy
= L [ R L chifiafF?
L I T Ghifjafy SRR
. Ll Wreialir L]
M e s
il et
ey i rmamv o
D buren o biled
Py rot dhedesdin
Byt ot checkedh ot
..‘T':H-:.:‘:T v, (LT
Faccaan OCIETRS CANCELE LINELS
PECLLN] 1TpRLE TSN I:"_"’I.I.r'_'l.'l'_:'ll'.
Ticeda ST/ PR _CORRES CAdad LR
End o phasy 1
Unpaid invoices

ATO9.ATTER MH Collection Wien Zentrum ****

Client (Folio, Responsable)

Inwoice Mo,

.....

Ol Ireiiiel  Thipgl el Mol e

It is important to know the Payment method of the invoice.

If the invoice is incorrect, it must be cancelled from the folios before billing = Invoice Correction =

Invoice Cancellation

When running this report, a screen will appear showing how to proceed. By
double clicking on the invoice number, the system will directly navigate to the

cash movements.

Unpaid invoices
=
NH HOTELES DEUTSCHL. GMEH DESN.DRESD NH DRESDEN NEUSTADT %%+
BERLIN Direct paymeht bills report
Inwoice Mo Holder Client Name Het amount Taxesz Total inwvoice Paid out
Charge date 03.01.2016
4237000556 192224 JORDI CAMARENL BELVER 100,00 0,00 100,00 0,00
- . - [ ~| 4O
Till movements (Starting image) 4 e GeCw vnoa
ITnvoice payment moveaments
£k
DESN.DRESD MH DRESDEN NEUSTADT T
. . Uy - Till identifier RECEFTION |Recepcidn
Till Identifier reception| (FRLE n .
L = Ciperation Type Inwoice payment -
. = |
Operation Type a | Payment data
Irrvaoice Id 4237000556 Met Walue
H H ] t
Choose till and click ENTER OEUET, CAE A
Reservation 18615
Faolio =]
Customer 192224 JORDI CAMAREMA BELWER.
Remarks J

‘I:J Payrment method

ateweay  Curr... Amount
hd ETR

100,00

Woucher 1.,
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HOTELS
NOTIFICATION: MANUAL INVOICES NOT YET BILLED (CHECK REPORTS — MANUAL INVOICES)
i oS ORRIGOEE EHISH Manual bills report
&
Sl
e Gty Exected A Mooty Resaramon  Cah pors Reparts ¢
o
B Cliente de Produccidn ATOS,VIEAT NH WIEN ATRPORT *##+*+* Time 14:31:53 Date 05.10.2016
R - Madrid Manual bills with outstanding charges JCCSHT/FC_3I_07C/EQ0000100450 Page 1
M) i vl
_fm:.__.:r.::::, e Reserw. Date Main Client Name Direct paym. Tax included  Curr.
Eywnts not chechach-od
Cywdwithochages 02020202 Comclufed W2 srrocs = 3
ot 022041235  §05.10.2016 2006733517 AUTOMIC SOFTWARE GMEH x X EUR
ey e e S D022339171 05.10.2016 2021539064 SCHEIDT & BACHMANN SLOVENSED 3RO X X EUR
- 0020053260 05.10.2016 1100015784 HNEEDEDE GMEH = X EUR

It is not possible to navigate into the
reservations from this report, so it is
necessary to write the numbers down
and do the following:

* S BILLING
* S Biling
« I JCCSHT/FC_FMOR - General
« [ JCCSHT/FC_FMOR_RS_EY - General (Evants
2 JCCSHT/FC_FMAN - Day-guest billing|

*

ATO9 VIEAL New day-guest invoice

(s &ll [ Modify open account I%Display closed account

ATO9WIEAT MH WIEN AIRPORT **#*

Day-guest invoice

I =t
Client
L |
Branch of main c.
[ Tax included ("' = Yes)
CLIrrency ETTR.

Payment type 1 On-desk payment

Irwoice format

Statistics

ATO9.VIEAL Modify day-guest invoice
@ [ZMew account  [EDisplay dosed account

ATO9WIEAL NH WIEN AIRPORT etk

Day-guest invoice

=
Reservation 123d15|_I I

- Indicate the reservation number and execute
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TH HOTEL GROUP M I N O R

HOTELS

TMS4H — NIGHT AUDIT NOTIFICATIONS MANAGEMENT

NOTIFICATION: MANUAL INVOICES NOT YET BILLED (CHECK REPORTS — MANUAL INVOICES) - continuation -

ESZZ.SPORT. Tratamiento de los folios 1
[ | Foiol Folo2 Folio3 Folio 4 Todos los folios  Dia actual  Cargos hasta hoy | &8 &% & o | & &EE & Produccion anulada

- ) I 1
Reserva 165411 Estade  |Checkin | Uegada 05.01.2015' Salida 05.01.2015 [F I
|

Cliente Com. |DIRECT GUEST-0000001000 Bono

FOLIDS: F1 (1) ' 12,10 |EUR |DIRECT GUEST-0000001000 ' ' 0,00 | ' '

(imp. inc.} | a,00 ' ' ' [ 0,00 | [ |

EFEEED Bl D E )= [ O e
Status Fecha prod Folio | Hab.Qrigen ' O  Concep_ | Descripcién Cantidad | Precio Dtonoi_ | Importe imp.i_ | Fecha servicio Produci | Hora \Usuarios % DTQ Imp. origen sin imp.
. oom  05.01.2015 1 FRNT  Alguiler de salo_ 1 10,00 0,00 10,00 [] 05.01.2015 19:56:35  E00000050726 0,00 0,00

| Crédito sin Imp.  Crédito con Imp. | Contado sin Imp. Contado con Imp. | Total sin Imp. Total con Imp. Observaciones @

Importe facturado | 0,00 0,00 | 0,00 0,00 | 0,00 0,00
Importe pendiente | 0,00 0,00 | 10,00 12,10 | 10,00 12,10 B NHR
Pendiente reserva | 0,00 0,00 | 10,00 12,10 | 10,00 12,10 @ EUR | Tipo cotizacidn M @PAGA...

If it is not yet possible to bill, we extend the departure date to the next day.

*** it is important to inform the responsible person about this extension in order to charge the invoice.
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TMS4H — NIGHT AUDIT NOTIFICATIONS MANAGEMENT

TH HOTEL GROUP M I N O R

HOTELS

NOTIFICATION

(= geporty | 00 hegart

(  Powt Dwtue

i NAGton  AChs Sgiten b

il 100 QMK DOOD @M Of

rosed e In this case we could have different kinds of reservations:
:;':l::; :: Stay  Expected Avivalk Moy Resenation  Cash port: L. i
- Egernbetiwns ooy * Individual Reservations
: Caroel Irwoces wu?
B e * Group Reservations
Uwuah-:(m Continted V0 errone
en-Athendnsd bt W * Events
Everes rk chadkad-n Concinded Vo essnte
Lyerts cet checkued-out °

Lamctang Tepact
Process JCCSET /IR0
=8 of phase 1

Conc et W/6 sxnons
Concluded V/o szzors

C_COMREC_CAIAS_LINMR Comeiudet Vo erzons

Non- Guest Billings

Reservations with modified Billing

>

: RESERVATIONS IN CHECK OUT NOT YET BILLED (CHECK REPORTS - DEPARTURES NOT BILLED)

Usuario: E0OO0O

Salidas pendientes de facturar

Hotel: ESZZ.SPORT NH Sport

050726 - Fecha y hora: 11.07.16 / 09:44

Tipo
i
LGrupo
Grupo
Grupo

Evento
Evento
Evento

No alojado
Grupo

Individual

ST
L

Titular del folio “| Habit_| Tipo de ha
1

=l

0000001000 DIRECT GUEST

0000001000 DIRECT GUEST 4L

1000032086 HALCOM VIAJES

1000032086 HALCON VIAJES &L

2000002369 NUTRECO NEDERLAND B 204  STDDBL
2000002369 NUTRECO MEDERLA - &L

T

Reserva
164140
164140
164140

162015
163016
165330
165411
152024

154117

Evento

EVO00064,
EVO00064. .
EVO00064

EV000062,

EV000062,
EVO00067. .

EV000034

M P P

o e

|F |For1"r'|apago

Pago inmediato
Pago inmediato
Pago inmediato

Pago inmediato
Pago inmediato
Pago inmediato
Pago inmediato

Credito

Credito

"
[ — R — T — R — R — i — R I R — R — 1

" .
oo oo oo oo oo oo

0

0

(=B = = — R = — T = R e R e Y e R R e e

|z apz WE cHE

oo oo oo o000 o@E o oo

BB | F.Llegada | F.Salida
05.01.2
05.01.2,
05.01.2

05.01.2.
05.01.2.
05.01.2.
05.01.2.

03.01.2

01.01.2

05.01.4.
05.01.4.
05.01.4

05.01.4
05.01.4.
05.01.4.
05.01.4
03.01.4.

05.01.28

Cargos dia E
144,55
144,55
144,55
433,65 =«

1.500,00
107,44
140,00

10,00

1.757,44 =«

2.000,00

2.000,00 =

0,00
0,00 =

4.191,09 =
4.191,09 ==

When running this report, a screen will
appear showing how to proceed :

We must check the column ‘DUE DATE’
which appears in colors.

The green lines appear as they are Events
pending to be billed but they DO NOT
block the night Audit process.

The report informs you about the Type of
the Reservation as well as it’s number.

In the first case for example, it is a group
(res. 164140) and NOT the event that it

includes. l@
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TMS4H — NIGHT AUDIT NOTIFICATIONS MANAGEMENT

NH HOTEL GROUP
PART OF

MINOR

HOTELS

NOTIFICATION: RESERVATIONS IN CHECK OUT NOT YET BILLED (CHECK REPORTS = DEPARTURES NOT BILLED)

- continuation -

Individual Reservations
Transaction /CCSHT/RC_CHECK_OUT - Check-out
Folder : Front Office = Check out = Check out

ESZZ SPORT. Tratamiento de los folios 2
@ Folio 1 Folio 2 Folio 3 Folo 4 Todos los folios  Dia actual  Cargos hasta hoy =3 {;_5? 35 =4 7 =) pR 5] @Prnducm’n anulada

(rereec |
Reserva 154117

Estado  |Chack in

| e gada

Cliente Com.

|NUTRECO NEDERLAND BV-2000002369

1
Bono

Huésped Pral

[nuTRECO

| Tipo hab

FOLIOS: F1 (1) [

121,00 |20R |NUTRECO NEDERLAND Bv-200000236.] F2

(imp. inc.) F3 (1

0,00 [EmR IHuespled Principal

EFEEFL ELL B]E @ =) @)

Status Fecha prod Folio Hab.Origen © | Concep_  Descripcidn

. |a@oo  04.01.2015 2 204
. laco m40L2015 2 204

Crédito
Importe facturado
Importe pendiente

Pendiente reserva

sin Imp.

0,00
0,00
0,00

PPWI MO Factura 405,
PPWI 4053001392

Crédito con Imp.

0,00
0,00
0,00

Contado sin Imp.

0,00
0,00
0,00

| 7a (D

Contado con Imp.

0,00
0,00
0,00

Cantidad  Precio | Dtono i
1 90,91 0,00
1- 90,91 0,00

the room
01.01.2015| Salida 05.01.2015 Upg.
] J' Habitadidn
—
STDDBL Standard Double PAX Al

0,00 |EvR |NUTRECO NEDERLAND BV-200000236_

0,00 =) IHuesped Principal

Importe imp. i,
90,91 0
90,91- [
Total sin Imp.

0,00
0,00
0,00

Fecha servicio Produci . Hora Usuarios
04.01.2015 X 02:22:35  E00000050726
04.01.2015 X 02:22:36  EO0000050726

Total con Imp. Observaciones

0,00

0 oo
[ . —
EUR | Tipo cotizacién M

If it is not possible to bill the charges, we can change the room into a Virtual one following the
steps mentioned in the next slide

Bill the folio and then clear
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NH HOTEL GROUP M I N O R
TMS4H — NIGHT AUDIT NOTIFICATIONS MANAGEMENT PART OF

HOTELS

NOTIFICATION: RESERVATIONS IN CHECK OUT NOT YET BILLED (CHECK REPORTS = DEPARTURES NOT BILLED)
- continuation -

1 ~ 3 Front-Office

« [ JOCSHT/RS_RSRY _IN_02 - In-house managernent @ M 0 G CHE shoso =B @
) JCCSHT/RS_CAMBIO_HAE - Room change In-House Guest Room Change
« G JCCSHT/CE_MEMSA - Messages
— Roorns invalved  Rooms by Asset R
ATO9VIEAL MH WIEN AIRPORT  Reservation: 20490206 Cliert: 1000102067 HOTEL RESERWATION SERVICE (HRS) ROB
Arrival date: 04.10. 2016 Tues RoomType: | STODEL v| Meal
In-House Guest Room Change i —_— s — = = — )
Mights: 2 Guest AD |z JU 0  CH |0 | BE D First
Departure dat 06.10. 2016 Thurs Roorm 7530 | & SUPDBELD Mo mave Last
DEMW.DIUMCR WH DUSSELDORF CITY MORD | Main guest | | Remarks

cc onweb  Rechrnungsadresse  Lufthansa Alexan

25426288 GIMPLE, ALEXANDER OSWALD AMEL TED IR DEuiEaing

| L=
Room wool
L =
Changing room l | | Reservation preferences
T
MNew room: | Features Description
2. Room number + ENTER. : e _
2350n
Cleaning status: ] (State which is the current room)
3. We indicate the new room number (virtual), the mandatory
ﬁe | ds an d save. Room type [onda roam.

Euilding 1D ] [walid for minibars

Floor ] Cleaning status: M )

valid far HeK B

* Do not forget to inform the responsible person about
this change and the reason for it.
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NH HOTEL GROUP

MINOR

TMS4H — NIGHT AUDIT NOTIFICATIONS MANAGEMENT PART OF
HOTELS
NOTIFICATION: RESERVATIONS IN CHECK OUT NOT YET BILLED (CHECK REPORTS - DEPARTURES NOT BILLED)
- continuation -
Group Reservations
Transaction /CCSHT/RS02_GR_CONV - Modify Convention Group
Transaction /CCSHT/RS02_GR — Modify Group Reservation
Folder : Reservations = Groups/Events = MODIFY
ATOS.VIEAL Modif. Group Res. - AUA LAYOVER
@3selected items breakdown  ssmRooming list & B DOrRoominglist B &
ATOQWIEAL MH WIEMN AIRPORT Resery, 20192932 =2 06,10.2016 - 07.10,2016 Client 2002800234 AUSTRIAM AIRLIMES AG
General info, } Biling information | *Reception info, " Deposits @ Guarantee | *Additional info.  © *Breakdowns | Fixed charges ¢ *Routing Ct
Artival date: [EIS. 1a. 20161ursda\,r (®) Contract: AUSTRIA LY 2 AUSTRIAMN AIRLIMES A5 - LAYOWER Rermarks
We eXtend the Mights: 1 Rate: LAT NEGOLG LAYOWER Meg 016 Main *
de pa rture date to Departure date: allotrnent: VOUCHER
th e next d ay Group Mame: A4TTA LAYOVER [ |Retrieve changes | |Homogeneous Gr [ | Show Subtypes
’ Registration date 11.08.2016 Woucher: Cost code: | CXL_BAR
E-Mail: MO E-MAIL Rezervat, method v
CUT-0FF date Roorming hd
... Room type aD au H BE Roams Meal plan Ex_ First service  Last service Free  Manual price Tax L., | Arrival ]

1 ]

] v —
’_| (| 1

-

* Do not forget to inform the responsible person about this extension in order to bill the charge.
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TH HOTEL GROUP M I N O R

TMS4H — NIGHT AUDIT NOTIFICATIONS MANAGEMENT
HOTELS

NOTIFICATION: RESERVATIONS IN CHECK OUT NOT YET BILLED (CHECK REPORTS - DEPARTURES NOT BILLED)
- continuation -

Event Reservations
Transaction /CCSHT/SB_EVENTO02 — Modify Events
Folder : Reservations = Groups / Events 2 Modify Events

DENW.DUNOR. Events data
=] 'ﬁﬁ @ o | B | Zrevenue detal %Event revenue = Function Diary @

DEMW DUMNOR MH DUSSELDORF .. Reservat.: 215026599 IE Client: 0000001000 DIRECT GUEST ***Di0 NOT MODIFY *** Amounts
Id EWOO090567 ‘“ersion L [VActve Al reservations are cancelled Diescription ['WIP AMEY - DOUGLAS BL MEETING
[ e | S| — [ |
Start 06.10. 2016 13:19 | || [ |:ﬁ0 Pending Budget Event type THNCEN Incentive
—— I . |

End 07.10.2016 13:29 @O Pending Contract Status Optional - Dz

‘oucher | ' @O Pending BEQ Follow Lip ' "IEITax incl, Foll
We mo d Ify th € | Event's status || Managers | Remarks

. . . . — |l | Il .

Limit Bill Days WLost [Ocheck in Sales & | ® [Main

— — e |

[CIRejected [ICheck out Yenue Rep

[ |

[ancelled Lo
Lirn. bill.day 7 Day 14.10.2016 I

Function rooms / *Hotel Reser I‘ *Clignts | *additional Inf | *Statistics | Comnmissions | Deposits |+ Actions |+ Packages | Routing and Charges 1 Fiked charg

S... Tp... Reservation PMS status |Event status Group Id. Group Description  Roo...  Guests ... | Arrival Departure  Room type  |Meal [:
& 21502607 Cancelled ¥ 21502697 WIP AMEX - DOUG. 0 a 06.10.2016 07.10.2016 EE Tncdiv,
21502593 Canceled ¥ 21502697  WIP AMEX - DOUG .. 20 z0 06.10.2016 07.10.2016 STHDEL EE Group/Cc

Rooms

* Do not forget to inform the responsible person about this extension in order to bill the charge.
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TMS4H — NIGHT AUDIT NOTIFICATIONS MANAGEMENT

TH HOTEL GROUP M I N O R

HOTELS

NOTIFICATION: RESERVATIONS IN CHECK OUT NOT YET BILLED (CHECK REPORTS = DEPARTURES NOT BILLED)

- continuation -

Day-Guest Billing Reservations

Transaction /CCSHT/FC_FMAN - Day-Guest Billing
Folder: Billing = Billing = Day-Guest Billing
(more information on page 16)

ATOS. VIEAL Process folio 1

[ | Foiol Folo2 Folio3  Folio4 Al folins  Current date Charges until today | 28 &% 8| e | S & canceled Reverue

We modify the

" T 1 —————/ T
Resarvation 22118434 |Status Check in Arrival 26.09.2016 Departur d epa rture d ate an d
Main Clisnt |AUTOMIC SOFTWARE GMEH-2006733517 | vaucher 23277552 BANFETT

press ENTER

FOLIOS: FL (L) [ 11.41z,30 |EUR |Main Guest ' [ 0,00 |
(tax incl ) [ 0,00 | [ | [ 0,00 | [

&) ¥ ()5 )| (O] =) (18] (B2 armnganer oo

Status Revenue date Folio | Concept | Description Quantity | Price | Disc.(het) | Amount | Tax in, | Service date
oo@  26.09.2016 1 AUDW  Externe Technik 1 150, 0,00 1500, [7] 26092016
oo@ 26.09.2016 1 AUDY Bearmer 2.000 Ansi Lumen 1 240, . 0,00 240,00 [v] 26.09.2016
oo@ 26.09.2016 1 AUy Bearnet 2,000 Ansi Lumen 1 240, . 0,00 240,00 [v] | 26.09.2016
oo@ 26.09.2016 1 AUy Rednerpult 1 90,00 0,00 20,00 [v] 26092016
co@  26.09.2016 1 AUDY  Highspeed Internet 1 298, 0,00 | 298,50 [ | 26.09.2016
oo@ 26.09.2016 1 AUDY Standard Technik a0 0,00 0,00 0,00 [V 26.08.2016

* Do not forget to inform the responsible person about this extension in order to bill the charge.

Sol | GLiest Mame
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TMS4H — NIGHT AUDIT NOTIFICATIONS MANAGEMENT

NH HOTEL GROUP
PART OF

MINOR

HOTELS

NOTIFICATION: RESERVATIONS IN CHECK OUT NOT YET BILLED (CHECK REPORTS - DEPARTURES NOT BILLED)

- continuation -

Reservations with Modified Billing

Transaction /CCSHT/FC_REFACTURAR Rebill Cancelled Reservations / Invoices.
Folder : Billing = Invoice Correction 2 Modified Reservation Billing

[E3] eszz.sPORT M sport === Reserva 152024 =g

Cliente 1000032086 HALCON VIAJES

Datos Generales ]' *Datos de recepcidn  + Datos de Facturacién |~ Anticipos | Garantfas |~ *Datos adicionales | Desgloses efectuados | Enrutamiel

e = Ee ~ : 1

Fecha de llegada: 03.01.2015| S3bado (O Contrato: 1]
[ e e 1 ’
MNoches: g (&) Tarifa: BER BAR Flexible easy ca..
" - 1

Fecha de Salida: I'03-01-2015' Sdbado l Cupo:
Nombre grupo: 5 (O Precio Manual [¥Recupera cambios

BT 1
Fecha de alta: 26.10.2014 Bono: ' ' Cod.gasto:
E-Mail: 'd|rec0ntratzcmn3@halcon\rla]es....' Método Res ' > Régimen EB

1 -
Fecha de CUT-OFF Rooming ' >
Dia Fecha TO... STDDBL STDDBLD STDDBLQ STDDBLT STDSGL
Sdbado 03.01.2015 0 0 0 a a a

LI

[Pendientes - |:,=_1| |E|

Follow the steps in the next slide to solve the issue:

We know that this is an invoice correction because the
departure date is from the past as well as all fields are
inactive (both in individual and group reservations).
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TMS4H — NIGHT AUDIT NOTIFICATIONS MANAGEMENT

NH HOTEL GROUP
PART OF

MINOR

HOTELS

NOTIFICATION: RESERVATIONS IN CHECK OUT NOT YET BILLED (CHECK REPORTS = DEPARTURES NOT BILLED) ¢

- continuation -
* SUBILLING
1' v [CIBiling 2
v [(JPost charges
v [ Falios

1 Invoice correction
= @ Invoice cancelation
« 2 Post and modify charges
« 2 Change payer and holder Customers
+ B Modified reservations hiling]
« B Lettra Accredito (Ttaly)
+ 12 Irwioice cancelation (Old systerm only IT, YE and AR)

3 Rebill Cancelled Reservations / Invoices 4

DESM.DRESD MH DRESDEM MELISTADT *#**

Fommmamaat ——
Invaice 4237000 548] to
Reservation o

Document type
(&) Invaice

(Proforma

Rebill Cancelled Reservations / Invoices

DESN.DRESD MH DRESDEN NEUSTADT ****

—1I
=

Inwaice

1 Entry found

curnent (1)

Reservation to

ttions
b)[38)(5el] B[S 1.

Document | Resery.
:DESN.DRESD :423?000548 0000020703

Document type

(®)Irvvoice

)Prafarma

Rebill Canceliad Raservations / Invoicas

BEER é‘?

NH HOTELEZ DEUTSCHL. GMEH

DESHN.DRESD NH DREZDEN NEUSTADT #*#¥ Tir

BERLIN Rehill Cancelled Reserwations / Inwoices FC_REFACTURS
%el BReservation Reservation client Inwoice No Eill Payer

=
20703 20093371 SALAH ALDIN BAKLEH 4237000548 20093371 SALAH ALDIN

We ALWAYS have to bill the charge, because a Modified billing has to be closed before the NA.

ﬁ Do not forget to leave a note for the responsible person to cancel the invoice if it is necessary.
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NH HOTEL GROUP M I N O R
TMS4H — NIGHT AUDIT NOTIFICATIONS MANAGEMENT PART OF

HOTELS

NOTIFICATION: CANCEL/NO-SHOW RESERVATIONS WITH PENDING CHARGES (check report — CANCEL WITH CHARGES)

Transaction /CCSHT/RS02_IN - MODIFY

Folder: Reservations = Individuals = Modify (Bill the charges or cancel them depending on the case).

DESMN.DRESD. Process folio 3

IE’ Folo 1 Folo2  Folo2  Folio 4 all folios Current date Charges until today =F Q gﬁ = @E-‘ .QQ" =) B

Resarvation 18615 Status Check in Arrival 02.01.2016 Departur !
Main Client JORDI CAMAREMNA BELWER-DO00D192224 Worcher

Main guest CAMAREMA BELVER, JORDI Type STDDEL Standard Dol
FOLIOS: FL (L) 107,00 |EUR | JORDI CAMAREMA BELVER-OODD1922 . | Fz (1) 100,00 |EUR |cH
(tax incl.) F3 O 100,00 EUR |JORDI CAMAREMA BELWER-OODO192Z2.. | F4 O 0,00 |EUR | JOF

(& F) 8] EF . (&)%) (S . =] (1] 5] srangement code |

Status Revenue date | Folio | Concept | Description QLlantity Price | Disc. (net) Armount | Tax in__ | Service date | I
:;;o- _:03.01.2016 3 ROOM  Room 1 03,02 0,00 03,02 [] 03012016

T 3 TTAX City Tax 1 6,93 0,00 6,92 ] 02.01.2016
Cancel charg,

Move charges 3
Split charges
Apply discount
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TH HOTEL GROUP M I N O R

TMS4H — NIGHT AUDIT NOTIFICATIONS MANAGEMENT

HOTELS
NOTIFICATION: RESERVATIONS IN TREATMENT
Transaction /CCSHT/RS_WALKIN - Walk-in
Folder: Front Office > Check in = Walk-in
SAP
Expect. Departures  Check-Out  Modify Stay Expected Arrivals  Modify Reservation  Cash points Re
ESMD.PRIVE NH Principe de Vergara ****
DATE: 01.07.2018
START PHASE 1: PRE-AUDIT
Launching report /CCSHI/E FC_SI 04
Process fCCSHT/R_FC_S5I_04 Concluded W/o errors
Launching report /CCSHI/RS 06 02
Process /CCSHI/RS_06_02 Concluded W/o errors
Launching report /CCSHI/RS 06 011
Process /CCSHI/R5_06_011 Concluded W/oc errors
Launching report SCCSHT/NA 015
Process fCCSHI/NA 015 Concluded W/o errors
Launching report /CCSHT/RS CRNCELA LINEAS GR
Process fCCSHI/RS CONCELL LINEAS GR Concluded W/o errors
Launching report fCCSHT/PROC_CORREC CLJAS LINER
Process /fCCSHI/FROC_COBEEC CRJAS LINFR Concluded W/o errors
RESERVATIONS LN TREATMENT I Get out of any reservation
-> T E00000050726 SCCSHT/R3_WALKIN . .
= : = : in walk in.

End of phase 1
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TH HOTEL GROUP M I N O R

HOTELS

TMS4H — NIGHT AUDIT NOTIFICATIONS MANAGEMENT

NOTIFICATION: TECHNIQUES WERE

FOUND NOT CHECKED-IN

Transaction /CCSHT/NA_AUDITORIA - Night audit process

Top screen menu — Spa Reports

[E2 Reports Igpa Reports | Information  Actions  System

Help

a | | Techniques without check-n Ctrl+F1

Techniques without check-out Ctr+F2

ONa0 N0 e

Expect. Departures Check-Out  Modify Stay  Expected Amrivals  Modify Reservation  Cash points Reports  Cancel Invoices  Charge Invoices Manual Invoices  Payments on hold @Contlnue N.A.

ESMA.VILPA Anantara Villa Padierna Palace Resort *#*#%#%#%

DATE: 20.09.2022

START PHASE 1: PRE-AUDIT

Launching report /CCSHT/PROC_CORREC_CAJAS_LINER

Process /CCSHT/PROC_CORREC CAJAS_LINER

Launching report /CCSHT/RS_CANCELA L1
Process /CCSHT/RS_CANCELA LINEAS GR

Launching report /CCSHT/NA 015
Process /CCSHT/NA 015

Launching report /CCSHT/RS 06_011
Process /CCSHT/RS_06_011

Launching report /CCSHT/RS_06_02
Process /CCSHT/RS_06_02

Launching report /CCSHT/R _FC_SI 04
Process /CCSHT/R_FC_SI_04

End of phase 1

Concluded W/o errors

[E-ERRORS NIGHT AUDIT X

The following errors could impede night audit:
Still Cash points NOT CLOSED in the hotel
Still BILLS NOT YET PAID (Check REPORTS -> BILLS NOT FPAID)

e - il Sy —> MANUAT, BILLS)
Techniques were found NOT CHECEED-IN
Techniques were found NOT CHECKED-OUT

o e  y  p e

EPARTURES NOT BILLED)
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TMS4H — NIGHT AUDIT NOTIFICATIONS MANAGEMENT

NH HOTEL GROUP
PART OF

MINOR

HOTELS

NOTIFICATION: TECHNIQUES WERE FOUND NOT CHECKED-OUT
- continuation -

These are the results of both reports:

A

“Res Num Date

Health Spas Treatment by Reservation
Ha&TTP Ea% @ DT Tkila AR

ESMA.VILPA Anantara Villa Padierna Palace Resort *****

Employees: *
Reservations: *
Date: 20.09.2022

12]20.09.2022 SPA EXT
17 20.09.2022 SPA EXT
18 20.09.2022 SPA EXT
19 20.09.2022 SPA EXT
21 20.09.2022 ALGAE

Treatment Id Description

SPA CIRCUIT (EXTERNAL CUSTOMER)
SPA CIRCUIT (EXTERNAL CUSTOMER)
SPA CIRCUIT (EXTERNAL CUSTOMER)
SPA CIRCUIT (EXTERNAL CUSTOMER)
HYDRATING ALGAE WRAP

22 20.09.2022 AQUAMASSA AQUA TUB DETOX MASSAGE

23 20.09.2022 ALGAE
25 20.09.2022 ALGAE
27 20.09.2022 ALGAE
28 20.09.2022 PILATES

HYDRATING ALGAE WRAP
HYDRATING ALGAE WRAP
HYDRATING ALGAE WRAP
PILATES

Health Spas Treatment by Reservation
HEFTF E% @ BDTEHTRa EBHm Gl

=Applied Price Treatment Reserv. Statu
75,00 75,00 Confrmed
75,00 75,00 Confrmed
75,00 75,00 Confrmed
75,00 75,00 Confrmed
120,00 120,00 Confrmed
120,00 120,00 Confirmed
120,00 120,00 Confrmed
120,00 120,00 Confirmed
120,00 120,00 Confirmed
100,00 100,00 Confrmed

= 1.000,00

Check in
]

ESMA.VILPA Anantara Villa Padierna Palace Resort ****x*

Employees: *
Reservations: *
Date: 20.09.2022

-
L

Res Num Date
6,20.09.2022 PT
7 20.09.2022 ALGAE

Treatment Description

eApplied Pr Treatment Reserv. Status Check

PERSONAL TRAINING 100,00 100,00 Confrmed ]|
HYDRATING ALGAE WRAP 120,00 120,00 Confirmed 7]
= 220,00

Check out N

Check out No-show Canceled Created by

I-show Canceled Created by

Assigned to
E00000050726 CRISTINA IGLESIAS
E00000050726

E00000050726

E00000050726

E00000023975 ELIANE SANCHES
E00000023975 ELIANE SANCHES
E00000023975 ELIANE SANCHES
E00000050726 JORGE TIRADO
E00000023975 ELIANE SANCHES
E00000023975 FREDERIC MORLAIX

Assigned to

ED0000050726 FREDERIC MORLAIX
ED0000050726 ELIANE SANCHES

Reports are in Display mode, so it is
necessary to go to the Planning SPA to
manage the reservations.
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RESERVATIONS MADE AFTER 00:00 O’CLOCK

If a reservation was made after 00:00 O’clock, the registration date will be the following date, and this will give an error while performing the Check-In.

In order to save any changes in the Reservations, we must change the registration date into today:

RoomType: |standard Double
a1 laul lcrl |

GLests:

= A1 =n1el
Depart.:  |03.0L1. 2018 Monday Room

_/General Data ], *Biling Information  © *Additional data | *Statistics |r

Arrival: 0
Contact person: carla I O Mights: 1
Phone: [og7868555 ' [0a. 01 =016
E-Mail: 'ﬁDtadDrviajes@viajesﬁDtadDr.es I 2spart 2401 20l Monday
Woucher: I |

o
3.01. 2016 Sunday

Roorn Type:
GLests: AD |1

'_I i 1
Room |_| _|

|Standard Double

1 laolo lerlo !

' _/General Data ], *Biling Information  + *additional data - *Statistics

Reservation type

. | P r— | .
“ I Registrat, date: 03.01.2016 language: E3  Spanish
3 ate

| Ol

Contact person; Icarla

Phone: (967666555 '
E-Mail: 'ﬁl:utadurviajez@viajezﬁutadu:ur.ES
Woucher: ' '

Reservation tﬁ,rEne '

@ I Reqgistrat, date: 'I:IS.I:IJ..zl:llE'I Language; E3| Spanish

CUT-CFF date
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PROBLEMS WITH BILLING

If we are trying to bill a charge and the invoicing Icon is not active, we have already seen how to proceed.

If non of them could help, we can use the following transaction:

DEBEWY,STUAL NH STUTTGART AIRPORT ****

I Reservation

1

Folios

Roorm

Client

Artival date
Departure date

—

[ E—

—_—
2|los.10. 2018

Group
Event
ate to bill

| Status

to
to
to
to
to
to

to

to

EEEEEEEEE

[v|Reservations checked-in
[« |Resarvations not yet arrived
|| Canceled resarvations

[ Day-guest reservation

| Invaice type

[VIReservations checked-out

| |Ma-shawe resaryations

[V|Events checked-in

[V|Events checked-aut

[« |Events pending

=

E\-'ents cancel, lost of rejected

(&) Invaice

iguery (Mo blocking reservat,)

| Faolio payment method

[w|Cash payment
|| Credit payment

S BILLING
* SH Eilling
« f2 JOCSHTFC_FMOR - General
% JCCSHTFC_FMNOR_RS_EY - General (Events and reservatiunsﬂ
T [ - .

*

We indicate the reservation number, group or event and
proceed billing the folio by clicking “Execute” or

&

Fd0 @R CHE DO BE

DEBW.STUAL Reservalion and Event Billing. Credits and Cash

Sel Reszerw., Linked Ev. Boom No Client No. Customer name FiiTal
/ Ewent
=
269353039 2006447350 SCHEIDT & BACHMANN GMEH
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DEPARTURE DATE FIELD IS NOT ACTIVE

If we are trying to bill a charge and the invoicing Icon is not active, we have already seen how to proceed.

If non of them could help, we can use the following transaction:

Modify Individual Reservation data

Ck

DEBW.STUAT MH STUTTGART AIRPORT ****
| Current data

Fromn Arrival date [
L to Arrival date
nidividual Resarvation Mo,
Eooking File 1D | = |
Reservation type identifier [ ]
Registration date [ | =
‘Waucher | | =
Maodification date ] } to r
Modified by [ ]
Main Customer =
Room type ] =
[ JInclude related reservations
[ I5elec. booking breakdown
| Data to change |
Arrival date [ ]
IDeparture date ;
frival Time TOut
Departure time a0z 00:00
EE——

Contract identifier

~ I RESERVATIONS
¥ [ Individuals
v (1 Groups f Events
* & Mass changes to several reservations
) JCCSHT/RS_D6_21 - Data change]
+ ) JCCSHT/RS _COMF_MASTY - Confirmation
« [ JCOSHT/RS_OBS_A_ DESG - Export group's header remarks to individual ¢

* Do not forget to inform the responsible person
about this extension in order to bill the charge.

We change the departure
date to the next day.
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TILL IN BALANCING

For some cases, the Till does not appear as OPEN or CLOSE, but as IN BALANCING:

Fill skafirs rmainfenance

ATO2.ATTER MNH Collection wWien Zentrumm #+F+
. Zash
We have tO SeleCt the llne _Cash identifier J'Cash status |
of the till and click on SECEPTION 8 BEdemesgy = =
p ) . RESTAURAMT Closed -
CLOSE". H
N It might be necessary to scroll down in
- order to see the options of CLOSE / OPEN.
| 0
E‘ Cpen I Cloze I
eee———

If this does not solve the error, we continue to bill the invoice asking to change the till status. First, we cancel the invoice, close it, and then continue

closing the Till.
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RESERVATION PENDING TO CHECK-OUT WITHOUT A ROOM NUMBER

In some incidences we get one Pending check-Out without a visible room number which we can introduce in the folios or in the Check-out Transaction:

|| DEBE.WBERL NHOWY BERLIN ***= Reserva 28385959 Cliente: 10089332606 BCD TTC UK
Llegada: |05.02.2017 Domingo Tipo hab: [Nhow Room Double River... w|[]ver subtipos Régimen  Upgr. BB
Moches: 2 PAX: e [0 |c [0 |BB[0 ] Moneda EUR Primer servicio:

la7 02 2017

Salida: 07.02.2017 Martes Hab.: [ONo cambiar ha Ukkimo servicio:

Datos Generales ]' *Datos de Facturacion | *Datos adicionales | *Estadisticas | Anticipos - @ Garantias | Enrutamiento de Cargos | *Cargos fijos

P. contacto: [sAM MATTHEWS | @ | Observaciones
Taléfann: [ % Ganarmlas * '—II | E¥ | oheanmrianas nanarlac

* 3 FROMT-OFFICE
v (3 check-in
v (O Front-Office
~ 3 Check-out
Then we have to use the » [P CCSHT/RC_CHECK _OUT - Check-out
[ JOCSHT/RC_CHECK MASS - Express Check-uut|
» [ JCCSHT/RC 006 - Cancel today's check-outs

following transaction :

and here we can proceed the Check-Out with the Reservation number.
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BOOKING FILE NOT RELEASED

If we need to do any modification in a Booking File (check in, check out, Invoice...) and we get the following message:

s
o LEnl:ik.hIl beiongs to Booking Fie: MBOODOS30473. Not

refeasad

we have to access the MB through the transaction MODIFY and untick the following box

T 2 RESERWATICNS
¥ [ Individuals
~ & Groups f Events
* &3 Booking File
- P jCCSHT/CRS_MEETING - Call Center

| Gestidn de Booking File - MBO0O00556291
& =pPhninng desaks T & (P

Booking File: MBO000556291 Modo [ Cliente: 2000060297 FUNDACION HEFAME

__/Datos diente - Comisiones  Enrutamiento Cargos | Acciones - Datos estadisticos | Informacion adi

« 1§ {CCSHT/EFOZ - Booking File Management - Change
+ [ JCCSHT/BFDS - Booking File Management - Display Inicio 21.02.2017| Martes Resurnen produccidn
Fin 22.02.2017| Midrcoles _ ~/CoN..
Nombre |H:E.FAME | Contrato
Estado BF COMNFIRMADO = JE || Estado BF Tarifa
Estado Res Manual A ¢§ por defecto
Fecha de alta 23.01.2017) Lunes BF no liberado
Fecha Conf m— | Observaciones
Fecha opcién [ 5erie ‘ [é“ Main
Trmn San [+l [MRarurrants Ir
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IN-HOUSE GUESTS: ROOM NUMBER MISSING

In some sporadic cases, a reservation in-house loses the room number:

5| TTSP.SPEZT NH La Spezia *x Reservation 76200007 Client:
Arrival: 24.05.2018 Tuesday RoomType: |Standard Double "'|D Show Subtypes
Nights: 1 Guests: AD JU |0 |CH ’O_\BB /0_\
Depart.: 25.09.201% Wednesday = Room - [INo move
General Data f *Billing Information r *Additional data |' *Statistics |' Deposits |' [0 Guarantees
Contact person: |HR5 HOTEL RESERVATION SERVICE ROBERT | Dﬁ Remarks
Phone: |4922120??3580 \ @IH-
E-Mail: |ofﬁce@hr5.de | Indirizzo fatture
Voucher: [19/4225510 \
Reservation type | "
Registrat. date: 23.09.2019| Language: DE German
CUT-OFF date

When it occurs, the reservation can’t be modified through /CCSHT/RS_RSRV_IN_02 - In-house management and it isn’t possible to complete the check-
out neither.

*The issue will be solved by performing a Pre-Night Audit.

38



THANKS!

TIH | HOTEL GROUP M I N O R

HOTELS
A4 K & \/
ANANTARA AV&AN | ggun?mw_v 2RSS ﬂ!:! NH COLLECTION nhﬁ}}i TIN OLI
HOTELS - RESORTS - SPAS HOTELS

nh-hotels.com



