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NIGHT AUDIT
/CCSHT/NA_AUDITORÍA - Night audit process



TMS4H – NIGHT AUDIT NOTIFICATIONS MANAGEMENT

PRE-NIGHT AUDIT
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INTRODUCTION – PRE-NIGHT AUDIT

TMS4H – NIGHT AUDIT NOTIFICATIONS MANAGEMENT

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).

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

TMS4H – NIGHT AUDIT NOTIFICATIONS MANAGEMENT

Shortcuts to locate Notifications in detail (Display Mode only):
When all notifications are managed, this 

option is to be clicked.



TMS4H – NIGHT AUDIT NOTIFICATIONS MANAGEMENT

NOTIFICATIONS
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NOTIFICATION : THE SYSTEM IS RUNNING OUT OF THE PRE-ESTABLISHED RANGE OF HOURS

TMS4H – NIGHT AUDIT NOTIFICATIONS MANAGEMENT

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.
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NOTIFICATION : STILL EXPECTED DEPARTURES  NOT CHECKED OUT

TMS4H – NIGHT AUDIT NOTIFICATIONS MANAGEMENT

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 V00X → 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.
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NOTIFICATION: STILL EXPECTED ARRIVALS NOT CHECKED IN

TMS4H – NIGHT AUDIT NOTIFICATIONS MANAGEMENT

How to proceed:

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

The Status of the reservations appearing here shall be changed into No-Show through
Reservation→ Individuals →Modify.

Charges will be generated. These shall be billed or cancelled in the folios depending on the
reservation correspondence.
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NOTIFICATION : STILL EXPECTED EVENTS NOT CHECKED IN (CHECK REPORTS → EVENTS NOT CHECKED IN)

TMS4H – NIGHT AUDIT NOTIFICATIONS MANAGEMENT

When running this report, a screen will appear showing how to proceed. Keep in mind:

- Only the red shown events block the night audit process.

- This Report allows you to navigate in MODIFY modus to perform the check-in by
double clicking the event number.

It is enough to tick in Check-in 
box 

and save
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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)

TMS4H – NIGHT AUDIT NOTIFICATIONS MANAGEMENT

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

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.

Date and name of the
meeting room where the
error happens.
It needs to be modified.

Description of the menu to be changed or deleted in the
yellow arrow icon “menu” in the event.

Description of the
resource to be changed
or deleted in the yellow
arrow icon “resource”
in the event.
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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)

TMS4H – NIGHT AUDIT NOTIFICATIONS MANAGEMENT

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.

• DDR must be activated from transaction
“Modify Event Package”.

OR

• Delete the DDR, do it in the tab “packages”
in the event.

Menu in a DDR to be changed or delete within the DDR. Do
it in the tab “packages” in the event.
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TMS4H – NIGHT AUDIT NOTIFICATIONS MANAGEMENT

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

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

NOTIFICATION: ERROR IN AN EVENT (3/3)
Still expected events not checked in or check out (Check REPORTS - EVENTS NOT CHECKED IN/OUT)
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NOTIFICATION: THERE ARE STILL EVENTS THAT ARE NOT CHECKED OUT (CHECK REPORTS → EVENTS NOT CHECKED OUT)

TMS4H – NIGHT AUDIT NOTIFICATIONS MANAGEMENT

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.

It is enough to tick in Check-Out 
Box 

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

TMS4H – NIGHT AUDIT NOTIFICATIONS MANAGEMENT

Select the Till line and click on “Close”.

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

It might be necessary to scroll down in order to view the ‘Open’

and ‘Close’ buttons.
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NOTIFICATION: THERE ARE BILLS NOT YET PAID (CHECK REPORTS → BILLS NOT PAID)

TMS4H – NIGHT AUDIT NOTIFICATIONS MANAGEMENT

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.

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

Choose till and click ENTER
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NOTIFICATION: MANUAL INVOICES NOT YET BILLED (CHECK REPORTS – MANUAL INVOICES)

TMS4H – NIGHT AUDIT NOTIFICATIONS MANAGEMENT

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:

Indicate the reservation number and execute
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NOTIFICATION: MANUAL INVOICES NOT YET BILLED (CHECK REPORTS – MANUAL INVOICES) – continuation -

TMS4H – NIGHT AUDIT NOTIFICATIONS MANAGEMENT

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

TMS4H – NIGHT AUDIT NOTIFICATIONS MANAGEMENT

In this case we could have different kinds of reservations:

• Individual Reservations

• Group Reservations

• Events

• Non- Guest Billings

• Reservations with modified Billing

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

TMS4H – NIGHT AUDIT NOTIFICATIONS MANAGEMENT

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

Bill the folio and then clear
the room

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

TMS4H – NIGHT AUDIT NOTIFICATIONS MANAGEMENT

3. We indicate the new room number (virtual), the mandatory

fields and save.

Do not forget to inform the responsible person about

this change and the reason for it.

2. Room number + ENTER.

1. 
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NOTIFICATION: RESERVATIONS IN CHECK OUT NOT YET BILLED (CHECK REPORTS → DEPARTURES NOT BILLED)
- continuation -

TMS4H – NIGHT AUDIT NOTIFICATIONS MANAGEMENT

Group Reservations
Transaction /CCSHT/RS02_GR_CONV – Modify Convention Group
Transaction /CCSHT/RS02_GR – Modify Group Reservation
Folder : Reservations→ Groups/Events→MODIFY

We extend the
departure date to
the next day.

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



23

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

TMS4H – NIGHT AUDIT NOTIFICATIONS MANAGEMENT

Event Reservations
Transaction /CCSHT/SB_EVENT02 – Modify Events
Folder : Reservations→ Groups / Events→Modify Events

We modify the
Limit Bill Days

Do not forget to inform the responsible person about this extension in order to bill the charge.
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NOTIFICATION: RESERVATIONS IN CHECK OUT NOT YET BILLED (CHECK REPORTS → DEPARTURES NOT BILLED)
- continuation -

TMS4H – NIGHT AUDIT NOTIFICATIONS MANAGEMENT

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

We modify the 
departure date and 

press ENTER

Do not forget to inform the responsible person about this extension in order to bill the charge.
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NOTIFICATION: RESERVATIONS IN CHECK OUT NOT YET BILLED (CHECK REPORTS → DEPARTURES NOT BILLED)
- continuation -

TMS4H – NIGHT AUDIT NOTIFICATIONS MANAGEMENT

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

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

TMS4H – NIGHT AUDIT NOTIFICATIONS MANAGEMENT

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

1. 2. 

4. 3. 

Do not forget to leave a note for the responsible person to cancel the invoice if it is necessary.
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NOTIFICATION: CANCEL/NO-SHOW RESERVATIONS WITH PENDING CHARGES (check report – CANCEL WITH CHARGES) 

TMS4H – NIGHT AUDIT NOTIFICATIONS MANAGEMENT

Transaction /CCSHT/RS02_IN - MODIFY

Folder: Reservations→ Individuals→Modify (Bill the charges or cancel them depending on the case).
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NOTIFICATION: RESERVATIONS IN TREATMENT

TMS4H – NIGHT AUDIT NOTIFICATIONS MANAGEMENT

Transaction /CCSHT/RS_WALKIN - Walk-in

Folder: Front Office→ Check in→Walk-in

Get out of any reservation 

in walk in.
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NOTIFICATION: TECHNIQUES WERE FOUND NOT CHECKED-IN

TMS4H – NIGHT AUDIT NOTIFICATIONS MANAGEMENT

Transaction /CCSHT/NA_AUDITORIA - Night audit process

Top screen menu – Spa Reports
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NOTIFICATION: TECHNIQUES WERE FOUND NOT CHECKED-OUT
- continuation -

TMS4H – NIGHT AUDIT NOTIFICATIONS MANAGEMENT

These are the results of both reports:

Reports are in Display mode, so it is 
necessary to go to the Planning SPA to 

manage the reservations.



TMS4H – NIGHT AUDIT NOTIFICATIONS MANAGEMENT

OTHER CASES
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RESERVATIONS MADE AFTER 00:00 O’CLOCK

TMS4H – NIGHT AUDIT NOTIFICATIONS MANAGEMENT

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:
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PROBLEMS WITH BILLING

TMS4H – NIGHT AUDIT NOTIFICATIONS MANAGEMENT

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:

We indicate the reservation number, group or event and

proceed billing the folio by clicking “Execute” or



34

DEPARTURE DATE FIELD IS NOT ACTIVE

TMS4H – NIGHT AUDIT NOTIFICATIONS MANAGEMENT

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:

We change the departure 

date to the next day.

Do not forget to inform the responsible person

about this extension in order to bill the charge.
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TILL IN BALANCING

TMS4H – NIGHT AUDIT NOTIFICATIONS MANAGEMENT

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

We have to select the line

of the till and click on

“CLOSE”.

It might be necessary to scroll down in

order to see the options of CLOSE / OPEN.

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

TMS4H – NIGHT AUDIT NOTIFICATIONS MANAGEMENT

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:

Then we have to use the

following transaction :

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

TMS4H – NIGHT AUDIT NOTIFICATIONS MANAGEMENT

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

we have to access the MB through the transaction MODIFY and untick the following box
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IN-HOUSE GUESTS: ROOM NUMBER MISSING

TMS4H – NIGHT AUDIT NOTIFICATIONS MANAGEMENT

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

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.



THANKS!


