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SUMMARY

▪ Commissions generated as a result of upselling

▪ Control: Lunch and dinner not hired

▪ Control: Room upgrade

▪ Control: Upselling stay options descriptions have been modified

▪ Control: Upselling Cancelled charges
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ZFC_UP_COM_E_H – Upselling commissions by hotel

The purpose of this report is to review the commissions generated as a result of upselling and verify if it corresponds to pay them to the Front Office employees.
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ZFC_UP_COM_E_H – Upselling commissions by hotel

STAY OPTIONS REPORTS

Always filter by the Revenue date!

The report shows all charges of upselling produced and canceled. 

In every line you can check the employee who made the sell, concept ID, revenue 

date and stay option, among others, and for the canceled charges, the reason for 

cancellation. 

Double click on the Reservation No. to display.

Remember! Stay options cannot be invoiced in a group header. They are only 

allowed to be charged in individual direct payment reservations. Individual 

reservations containing charges originated in 10 or more rooms, are also 

considered a group within the framework of this policy.



5

ZFC_UP_COM_E_H – Upselling commissions by hotel

STAY OPTIONS REPORTS

It is also important to check column “Upselling Contract Date” to make sure that no Upselling has been contracted before the arrival date or at check 

out, except those allowed by the policy.

Remember! Prices agreed and defined for supplements in commercial contracts can never be considered upselling. If the guest requests one of these 

services, the reservation must be updated accordingly or charges have to be added manually to the invoice using the corresponding service code (for example, 

BKFSN – Breakfast not included).



6

ZFC_UP_COM_E_H – Upselling commissions by hotel

CONTROL DETAIL BY CONCEPT: LUNCH/DINNER NOT HIRED

By double-clicking on the POS ticket number, the corresponding ticket will be displayed and you will be able to see if the Promotional Menu has been charged.
Charge date and Time are also available to verify that the time of charge is later than the Upselling registered by Reception (must be a minimum difference of 10
minutes).
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1. Introduce the Revenue date to be audited and the Concept ID UPSR. 

2. Choose layout “Daily UPC Report”.

3. You can see all the reservations where there are room upgrade 

concept. Select all reservations by clicking on the Reservation No. 

header and press “ctrl+C” keycode.

CONTROL DETAIL BY CONCEPT: ROOM UPGRADE

1

2 3
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ZFC_UP_COM_E_H – Upselling commissions by hotel 

4. Access transaction /CCSHT/RMS_REPORTING - Revenue report by daily segmentation

5. Insert the Hotel and the Revenue date. 

6. Click on “Upload from clipboard” button and all the reservation numbers will be pasted. Then click on Execute.

CONTROL DETAIL BY CONCEPT: ROOM UPGRADE

5

6
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ZFC_UP_COM_E_H – Upselling commissions by hotel 

7. Choose layout “”Upselling room Origin-Destiny” (/ROOMORI/DES)

8. Daily room: room type confirmed in the reservation.

9. Reservation: room type assigned.

CONTROL DETAIL BY CONCEPT: ROOM UPGRADE

7
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ZFC_UP_COM_E_H – Upselling commissions by hotel 

Choose layout “”Description have been modified” (/DESCRIPTION)

CONTROL OF DESCRIPTIONS THAT HAVE BEEN MODIFIED
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ZFC_UP_COM_E_H – Upselling commissions by hotel 

Access transaction /CCSHT/R_FC_SI_07 - Cancelled charges 

1.    Insert the Production date. 

2. Click on the arrow “Concept”

3. Write all the upselling codes related to upselling. Then click on Execute and identify those cancellations that shouldn't be done.

CONTROL DETAIL BY CONCEPT: CANCELLED CHARGES

1

2

3



THANKS!


