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TMS4Hotels manual and 
processes

Discover all the options related with the 

management of TMS4Hotels in this manual.

Reservations, check in, check out, links to 

processes, manuals and videos…
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First steps
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First steps
TMS forHotels access:

Only 3 wrong access! (case sensitive)
Your session will expire after 15 minutes of inactivity.

Generic SAP user example: HFRTOUAIREC1

Personal SAP user example: E00000103222

TMS user example: 0000011557

According to the Corporate policy, the passwords is
applied in the system following this criteria:
• Minimum length criteria (8 characters),
• Specific configuration parameters (1 alphanumeric

character, 1 numeric character and a special sign
or punctuation).

• Expiration of 60 days.
• Last 10 passwords remembered.

Logon language: ES (Spanish) or EN (English)Mnemonic (short code):
E.g., PT11.LIBER
PT = Country
11 = Region
LIBER = Hotel name
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First steps

Favourites folder

Create a folder with the most used transactions using 
the icons or dragging and dropping.

General Menu

TMS forHotels transactions.

Command field

Go to a transaction directly writing the code into
the Command field (it is not a search box).

/n → It takes you to the main menu without
saving changes.

Change hotel (only users with rights to more than one center)

Each transaction has a Transaction code:

/CCSHT/→ Product transactions.

Z→ Transactions customized.
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First steps

Floppy disk: save.

Back: return to the previous screen.

New session symbol: Maximum 4 sessions per access.

Cancel changes: return to initial screen without saving.

End: exit current task without saving data.

Binoculars: Search & Search next.

Icon bar

• Control buttons on the top.
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System Messages • Status Bar

• Pop-ups

More information in this link

First steps
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https://nhorganization.nh-hotels.com/sites/default/files/documents/SAP%20basics.pdf
https://nhorganization.nh-hotels.com/sites/default/files/documents/SAP%20basics.pdf


Change layout

Select layout 

Save layout 
Play with the columns as needed! TMS is like an Excel file.

Layout reports
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Change layout

Select layout

Create your own report
by selecting the columns
and after that save

Or select a layout which
has been created by
others

Layout reports
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Save layout 

Save your new created report as user specific. If
you open the report and chooses this layout you
will get your own created report.
“NEVER” must flag, “Default set” option.

Navigable fields: The information underlined is navigable when clicking twice.

Layout reports
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Report results data exportable to Excel

Filters

Show what you need accordingly.

Ascending /

descending order

Select a column and filter the results

Layout reports
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Report results data exportable to Excel

Layout reports
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CDM Database



CRM/Customer ID (Creation)
Customer types:

Generic examples:

* 1000 = Direct Guest

* 1001 = Employee, Family & Friends

* 1003 = NH DISCOVERY

Customer Data Management

2 different environments:

• General database NH (shared).
• Database of the hotel (background).
(Copy customers from another hotel for the first time used)

Internal customers:

* 990000xxxx (last 4 digits are the center) Hotels & Central Services

(91xxxxxxxx are fictitious; finance use only)

Organizations examples:

* 10000XXXXX = Agency ID

* 20000XXXXX = Company ID
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Just new guest nor travel agencies nor companies

Mandatory fields

Client ID

CRM/Customer ID (Creation)

A blue square with a black arrow

Description automatically generated



For creation of a new PID a Fiscal code is mandatory. 

In case you don’t find the branch, you are searching for, it is needed to follow above procedure since 
hotels are not allowed to create branches neither.

All the request must be done by Jira Ticket.
Category: CDM (Customer Data Management)

CRM/Customer ID 
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Search for companies
in the NH General 

Database

Copy the data to our hotel 
and save before leaving. 
CTRL C the SAP ID and use it
in the header of the folio

CRM/Customer ID 
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If we know how to spell a part of a name, 
introduce it in the “name” field, without 
using “ * ” and without abbreviations, use 
whole words 

Hotels can only modify customers. 
Modifications of companies/agencies must 
be by Jira Ticket.

CRM/Customer ID 
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Get all the information about Customer Credit Management by clicking on this link

Touchscreen outline

CRM/Customer ID 
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https://nhorganization.nh-hotels.com/sites/default/files/documents/NH%20Global%20Credit%20Policy%202023.pdf
https://nhorganization.nh-hotels.com/sites/default/files/documents/NH%20Global%20Credit%20Policy%202023.pdf


These are the categories where you can open the Jira Ticket, depending what you need…

CRM/Customer ID (Portal Jira) 
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Revenue structure
Main client
The main client is the requestor of the reservation and collects most of statistics data in TMS. The combination of Main Client or Main 
Client + company determine the contract, rate and conditions to be applied. This main client could be a Company, Agency or 
individual client (regular guests).

Main client

Agency

Company

Self-Employee Worker

Generic

Regular Guest

1000 Direct Guest

1001 Employee & Family & Friends

1003 NH Discovery

1000097172 Viagens Abreu SA

1000211361 Booking.com

2000073787 Accenture SL

2000002157 Siemens AG

200000XXXXX Natural Person

Main Client / Customer  ≠ Main 
Guest

Have a look into the following guide!

User Guide for creating or modifying self-employee worker IMPORTANTE! Tratamiento de los autónomos en CRM - envío información SII.msg

Regular Guest with special price (contract)
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Exercise! 

1st CASE:

“Viagens Abreu” ask you for a reservation under the name of Mr. Smith.

Who will be the main client and the main guest of the reservation? 

2ND CASE:

“Viajes El Corte Inglés” ask you for a reservation to Ernst & Young GL under the name of Ms. 
Williams.

Who will be the main client, the company and the main guest of the reservation? 

3rd CASE:

Ms. Taylor needs a personal booking in your hotel for tomorrow.

Who will be the main client and the main guest of the reservation? 

Main client: Viagens Abreu

Company: No company known

Main Guest: Mr. Smith

Main client: Viajes El Corte Inglés

Company: Ernst & Young

Main Guest: Ms. Williams

Main client: 1000 Direct Guest

Company: No company known

Main Guest: Ms. Taylor

Revenue structure

A blue square with a black arrow

Description automatically generated



Commission information is charged in the contract (General Data & Concept Discounts tabs)

Contract

Conditions & rates established for the different Main Clients (Travel Agencies, Direct Guest, Companies, etc…).

Revenue structure
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Rates associated with the contract.Minimum length of stay.

Revenue structure
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Travel agency (Main client) + Company

Revenue structure
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Direct Guest Contract (Public)

These rates are associated with the Public contract.

Revenue structure
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Regular Guest Contract

This contract will be created with the
Guest ID as exception (special price).

Revenue structure
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Rate

Calendar with different prices codes.

Revenue structure
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All selected lines are floating 
rates (referenced  to the BAR).

Revenue structure
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Meal
supplement
per person

BAR80_1: 80€ for the lowest room category with
the lowest meal plan (RO) and Tax included.

Price code

Amount of money (€, USD, etc.) according to the different room types and meal plan).

Automatic price code 
created by Duetto.

Revenue structure
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Cancellation code: Cost generated automatically when a reservation is cancelled or modified under a NOT allowed conditions.

These expenses must be billed or cancelled
accordingly.

Revenue structure
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Rate structure

From the contract is possible to navigate directly until the rates or price codes, going through cancellation codes, offers and/or allotments.

Contract

Rate

Price code

Cancellation code

Allotment
Offer

Revenue structure
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Availability

Occupancy by room type

Room types Room Subtypes

A blue square with a black arrow

Description automatically generated



Don’t forget to review these options

Occupancy & Availability
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-1 = Sales have 
been forced 

manually.

General occupancy

1. 
Inventory

2. Blocked 
rooms

3. Rooms for 
sale (after 

blocks)

4. Confirmed 
rooms (status 3)

5. Available 
rooms (after 
confirmed)

6. Tentative 
rooms (status 2)

7. Availability with 
confirmed & tentative 

rooms + without 
overbooking strategy

8. Availability with confirmed 
& tentative rooms + 

overbooking strategy

1 3 4 5 76 82

Click on the number underlined to navigate to the reservation.

Occupancy & Availability
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Click on the calendar to add days or weeks in the search

Occupancy & Availability
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If you inform “*” after the nemotecnic, the 
availability of the country or city will be displayed

Occupancy & Availability
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Overbooking management

INVENTORY STRATEGY TMS

148 Sale 100% 148

148 Sale 110% 163

148 Sale 50% 74

148 Force Hotel Close -1

Hotel Overbooking Management
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Revenue is responsible for overbooking 
management:

• -1 means that the hotel is closed for sale, if it 
is informed in the field  “Daily”.

• -1 in the line room type means, the selling of 
this type of room is closed. 

This means which room types are open or closed for sale 

Overbooking management
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Individual reservations
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Creation of individual reservations from any sales channel and actions to be carried out
throughout the confirmation, modification and cancellation of the reservation.

Review of room reservations (individual and groups) in TMSforHotels several days before
the guest’s arrival, to ensure the quality of the information contained in each one.

Tasks to be performed daily prior to the guest’s arrival to the hotel to ensure that the check in is
more efficient, quicker and minimizes the waiting time of the guest and resolves any possible errors.

Tasks to be performed during the guest’s arrival to the hotel and until the
moment in which the key to the room is delivered to them.

Factors and the attitude to adopt to ensure the guest a pleasant stay. Steps and guidelines for
questions, requests and most common demands requested by guests at Reception of the
hotels.

Tasks to be carried out when the guest checks out of the hotel, by issuing an invoice and
checking out the room.

Review billing information, creating invoices and issuing them to customers.

Hotel customer collection claim process (customers type C).

Reservation execution

Reservation review

Pre-stay handling

Check-in

In-house management

Check-out

Billing

Collection

Have a look into the following process!

General Reservation Management Process
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https://nhorganization.nh-hotels.com/content/general-reservation-management-process


Requests of less than 10 rooms are considered as individual
reservations. From 15 pax they are considered Group only for
FIT Rates. Individual Reservations are managed by CRO/Hotels.

Create an individual reservation

TMS4H offers two options to create a Reservation:

• Call Center (CRS): availability, prices, meal plan and different
rates are displayed at the same time to choose the
corresponding one.

• Create: if the contract, rate and price is known, this option
could be faster.

Let’s see the first one!

Individual reservations (call center)

A blue square with a black arrow

Description automatically generated



Click on “Incoming Call”
button to start (the process
simulates a call in the CRO
department).

The Main Customer / Main
Client is NOT the guest ID
(except regular guests).

Inform the Main Client,
arrival and departure date,
number of rooms and meal
plan (the rest of fields aren’t
mandatory) and use the
“Availability” button.

Individual reservations (call center)
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Room type Contract + Rate Price

Meal plan

Guarantee

Individual reservations (call center)
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Fill in the mandatory
fields and any other
information and
click on ”save”:

Gather all the relevant information within the reservation process in Remarks field. The information could be managed internally (Main
remarks, internal remarks) or externally when we want that this information to be shown to the client.

For invoicing purposes use billing remarks.

According to the conditions of the reservation, a prepayment can be requested. Prepayments must always be registered and
invoiced in TMS forHotels (and collected by the hotel if applicable). The payment methods accepted are bank transfer, cash and
credit card charge (Pay by link if it is available in your hotel).

Individual reservations (call center)
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Finish the call

Have a look into the following guides!

Modifications of reservations with restrictions and prepayments 
Clients in a reservation
Clients in a reservation Examples

In case of long stay (more than 14 days) a long
stay contract must be signed.

Long stay contract

Contratto long stay

1 reservation = 1 room = 1 booking number

Individual reservations (call center)
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https://nhorganization.nh-hotels.com/content/modifications-reservations-restrictions-and-prepayments
https://nhorganization.nh-hotels.com/content/clients-reservation
https://nhorganization.nh-hotels.com/content/clients-reservation-examples
https://nhorganization.nh-hotels.com/content/long-stay-contract
https://nhorganization.nh-hotels.com/content/contratto-long-stay


Change the reservation status

- Offer: (01)
- Tentative (02)
- Confirmed (03)
- Rejected (04)
- No Show (05)
- Cancelled (06):
- Option (09) →Waiting List

Individual reservations (call center)
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Be in mind that two users can
display the same process (individual
reservation, group, etc.) at the same
time but only one can modify it.

Have a look into the following guide!

Review reservation process. 

Reservation Search Direct search with reference

Future reservations in any status or past 
reservations with different status except confirmed

Present or past 
check-in bookings

Check-out completed 
bookings

Highly recommended to make any modification before the guest arrival, to avoid
wrong productions and invoices.

Individual reservations (call center)
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https://nhorganization.nh-hotels.com/content/reservation-review-procedure


The reservation is formed by header, body and folios:

Header

Body (Press Enter)

Individual reservations (call center)
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The reservation is formed by header, body and folios:

Folios (F9)

Individual reservations (call center)
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Pre – allocate rooms



Pre – allocate rooms

It is possible to
filter the search by
reservation
number, market
segment, room
type, etc.

This transaction allows us to allocate reservations 
before their arrival.

Compare the information registered in TMS4H with 
the support documentation to confirm any data.

• Review that there are no duplicated reservations 
for the day in order to not alter the occupancy.

• Ensure that the OUT-IN reservations are identified 
to have a better control over the in-house guests.

Room assignment

The room type allocated will be deducted of the
availability according to the assignment.
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Room assignment manually by typing the number in the “Room” field, selecting the corresponding one with the match code or using 
the “Room assignment”:

Please remind to
save changes!

Pre – allocate rooms
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Check-in & Walk-in



Check in  
Customer 
Welcome

• CRM Front 
Office

Customer 
Identification - Registration Form

- Police Records

(Signature & Store or 
File Transmission)

Local Forms

• Document 
Readers 

CUSTOMER DATA 
CAPTURE

• No signature
• No archive
Key holder

WELCOME 
FOLDER • Customer data pre-printed.

• Private Data Consents (TMS)
• Mandatory Customer Signature
• Store Evidence

REGISTRATION FORM

- Check the TMS 
- NH DISCOVERY Consents

NH DISCOVERY

Registration Form: Personal Data + Booking data + Commercial communications consent clauses
(voluntary fields) + Basic information on Data Protection. MANDATORY SIGNATURE as acceptance
reservation conditions. STORE as evidence of the consents.

Welcome Folder: Key Holder. NO SIGNATURE. NO ARCHIVE.

Police Records (Only local laws): No changes.  SIGNATURE. STORE 

Intro Video!
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https://nhorganization.nh-hotels.com/content/kp-gdpr-front-office-impact-video


Display all guests (1 row by guest according to the booking).

Check in  
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Click twice on the reservation to continue the process.

Once the reservation is located, verify data with the guest (departure date, meal plan, pax number, etc.).

Check in  
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Please request official identification document, following the legal guidelines of each country, as well as the guarantee (credit card,
voucher, etc.). Don´t use Pay by link during the check in process. The customer must inform the pin in the pin pad to avoid chargebacks.

Use criteria of search in CRM and/or documents readers, to verify that customer is registered in our database; once located,
update data if necessary. If there is no customer file, register according to data quality standards. DON’T duplicate the IDs!

Check in  
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TMS Process: Registration Form Printing
Depending on the country regulations the new RF form can be generated as follows:

Hotels without tablets: Both buttons can be used for RF manual printing. With these buttons we can select the RF
of the guest we want to print.

It will no longer be necessary to complete and/or modify manually, the consents will be updated automatically through
the scanning process.

Hotels without tablets: When saving booking RF will be printed directly. Will print as many RFs as people have
in the room.

Hotels with tablets: when saving booking this pop up will be showed, with
the option tablet selected by default.
You can print the RF by clicking on “Print all RF”.
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GDPR Consents

Have a look into the following guides!
GDPR Frequently Questions
GDPR FO Impact
Fast Pass: Online Check-in 
“No show” reservations

Check in  
• RF includes all the customer

information in CRM.

• If the customer registers a new Email
address or any personal data update
(different than the registered in
CRM), it has to be updated in CRM
file.

• RF shows Booking information and
Commercial communications consent
clauses.

• It is voluntary to fill out these fields.

• The Registration Form Signature is
mandatory regarding the acceptance
of booking conditions.
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https://nhorganization.nh-hotels.com/content/gdpr-frequently-asked-questions
https://nhorganization.nh-hotels.com/content/gdprfront-desk-impact-registration-form-user-guide
https://nhorganization.nh-hotels.com/search-page?Title=&Language=All&Tags=oci&Area=All&=Apply
https://nhorganization.nh-hotels.com/search-page?Title=%22no+show%22&Language=All&Tags=&Area=All


Check in (tablets)

After check in has been saved in TMS, customer(s) can accept/decline their consents and enrolment to NH Discovery program and
sign the Registration Form (Police file if applies) on the tablet.

These documents are storage TMS and the consents are updated automatically in CRM.

  Accept or decline consents Option to sign the RF
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CANCEL: to cancel
the procedure

SAVE: to continue
the process

https://nhorganization.nh-hotels.com/search-page?Title=tablets&Language=All&Tags=&Area=All


Check-in in waiting list: If the room is dirty, the
system can save the changes and inform about
the reservations in queue (wait time).

Save changes without check-in called “Pre check-in”.

Other options for checking-in.

Check in  
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If the room is dirty, you can inform the phone
number of the customer and they will receive a
SMS message when the room is cleaned.

Waiting list option and SMS

Check in  
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Check-in in waiting list: If the room is dirty, the
system can save the changes and inform about
the reservations in queue (wait time).

Save changes without check-in called “Pre check-in”.

Other options for checking-in.

Check in  
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If check-in has been done successfully, the green status is shown; if not, the transaction displays a red notice with the error message:

Express Check-in

Check in  
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The system will ask the
new cleaning status for the
room.

Cancel check-in

The check-in can be cancelled as long as there is no
invoice and / or manual charge in the reservation.

Check in  
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Room change

Check in  
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Walk in



Walk in
It is the same process as creating a reservation, with two options: Call Center and Walk-in.
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As the reservation is for the current
day, walk-In button appears
automatically



The same check-in
mask is displayed:

Confirm with the customer the payment method of the reservation: A credit card number and deposit are needed to
guarantee the reservation.
Don´t use Pay by link during the check in process. The customer must inform the pin in the pin pad to avoid chargebacks.
You can block POS charges, telephone (depend on the switchboard), include a limit of charge…

Walk in
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Check-out & Billing



Check out

Match code (F4) + press 
Enter to open a list

Expected Departures
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Charges already billed

Charged pending to assign 
(prepayments,…)

Charges pending to be invoiced

Go to Folios maintenance (F9)

NO COIN: Credit folio

COIN: On-desk payment folio

Check out
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During check-out. the process tab will offer
several actions regarding folios and charges.

Folio Header

Check out
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Change payment method Leave comments to colleagues

Change the folio holder

Modify folio’s header (F7)

To change:
• METHOD OF PAYMENT: Select POA or DUE
• FORMAT: Invoice format
• HOLDER: Select the invoice/folio holder
• FIS. CLASS: Invoice exemption of VAT

Not available in all countries.

Check out
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Fill in the fields accordingly (concept, Tax included or not, quantity, Price,
folio, service date, etc.) and press “Insert Item”.
If everything is correct, press “Save”.

Add charges

Check out
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Click on the icon “+” or “-” to add or delete the items of minibar
If everything is correct, press “Save”.

Add Minibar charge

Check out
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Apply commercial discount

Select the row / rows and
apply the discount
properly. Inform:
• Employee number
• Password
• Discount reason
• Use “remarks” option

to add any comment to
inform GM and/or FOM

Check out
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Apply commercial discount

Click twice on the line to display the discounts details.

Keep in mind, this discount is not showing on the invoice.

Check out
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Click twice to display 
the discounts details



The charges must NOT be moved if the revenue date is today’s date and / or future’s date:

• If the production is moved in the future, the charges could be duplicated and if the
reservation is finally cancelled, the charges will remain “alive”, forcing to be cancelled
manually

If needed, use the option “Routing” tab from the reservation (see slide 124).

Move charges

Check out
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Arrangement code

We must keep the next rules to
avoid fines of the Taxes
Authorities
• Same % VAT
• Same Family concept
• According to the service

Check out
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CREDIT
ON DESK PAYMENT 

Confirm charges (minibar, breakfast, parking, etc.), ask about hotel consumptions and billing information (folio header).

Check out
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It is highly recommended show on the tablet or pre-print the proforma/invoice for the client before proceeding with the
billing (especially if the payment method will be by credit card).
Ask if the invoice is correct and continue if the guest approves the charges.

Print or e-mail the invoice to the client (confirm valid e-mail address) and proceed with the charge accordingly.

Check out
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Select the correct till Identifier…

…and then payment method

If needed, it is possible to split the total
amount into different payment methods.

Have a look into the following guides!

TMS forPay Manual
TMS forPay 3C Portal Manual

Check out
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https://nhorganization.nh-hotels.com/content/tms4p-payment-gateway-manual
https://nhorganization.nh-hotels.com/content/tms4p-3c-portal-user-manual


Client ID must be informed in the reservation, not only in the folios header.

Display and 
Pay D$

Confirm if the guest belongs
to NH DISCOVERY program
and inform about D$
balance to pay the invoice (if
applicable) or offer to join
the program explaining
benefits).

NH DISCOVERY Redemption

Check out
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Clear the room in TMS forHotels.
Check-out completed

Appropriate review of the reservations is essential to guarantee that the billing
information is correct (Main Client, Voucher, Remarks, Client Code, Contract, Manual
price, folios management -payment method, responsible- Commissions/Deductions).

Have a look into the following guides!

Online Check-out (OCO) Manual
Online Check-out (OCO) Guide

The “flag” button
won’t become
active until all the
charges has been
billed.

Check out

A blue square with a black arrow
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https://nhorganization.nh-hotels.com/content/online-check-out-en-oco
https://nhorganization.nh-hotels.com/content/online-check-out-oco-front-office-guide


Billing & Revenue concepts

Scenario  
4

1

2

3

4

Check out

A blue square with a black arrow
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Billing & Revenue concepts

Billing concepts (displayed in folios): 

RO: Only Room
BB: Bed & Breakfast

Billing concepts

Billing concepts

Check out

A blue square with a black arrow

Description automatically generated



Billing & Revenue concepts

Revenue concepts: displayed in the revenue report:

BKFS: Breakfast
ROOM : Room

Check out

A blue square with a black arrow

Description automatically generated



Billing & Revenue concepts

Revenue concepts

Billing concepts (displayed in folios): 
RO: Only Room
BB: Bed & Breakfast

Revenue concepts (displayed in the revenue report):
BKFS: Breakfast
ROOM : Room

Check out

A blue square with a black arrow

Description automatically generated



Virtual Rooms

If the guests are left but there is an issue
related to billing, the hotel can use the virtual
rooms (remind that the limitation for billing is
7 days from the departure).

Room change process (see slide 72)

Check out

A blue square with a black arrow
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Unexpected Departures

Match code (F4) + press 
Enter to open a list

In case of an unexpected departure, check the possible restrictions that may exist and
apply the room cancellation fees if necessary.

Check out

A blue square with a black arrow

Description automatically generated



The system will confirm if it is necessary invoice the charges until
today or otherwise the whole stay.

Delete the charges if needed.

The rest of the process is the same as expected
departures.

Check out

A blue square with a black arrow

Description automatically generated



Cancel Check out



TMS forHotels offers the possibility to cancel today´s check out:
• The folios billed will keep the same status.
• The source room should be empty.

Cancel today’s Check-out

Cancel Check out

A blue square with a black arrow

Description automatically generated



Invoice correction



Invoice correction

To ask for an invoice correction, it is mandatory that the client requests
it directly in writing (it is not enough with phone call).

Ask for a copy of the ID or passport of the client to verify the request.
The main reasons to carry out an invoice correction could be:

• Incorrect Fiscal Data

• incorrect Rate, incorrect Charges

• incorrect Commission (type and/or %)

• Complaints (approved by GM).

Any deduction must always be exceptional and justified, since it implies
a modification in the production of the hotel.

After an invoice correction it is advisable to do a pre-night audit in TMS to verify that there is no error that could block the
night audit process as bills not paid, manual invoices not yet billed, etc. (see slide 185 for further information).

Invoice correction
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STEP 1: Invoice cancellation

Fill in the invoice, the issue date and the 
payment method in order to cancel the bill. 

Invoice correction

A blue square with a black arrow

Description automatically generated



This step will automatically create a credit note and debit note to correct what’s necessary.

STEP 1: Invoice cancellation

Inform the cancellation reason
(e.g. error in fiscal data, error in
amount or error in
commission).

Invoice correction

A blue square with a black arrow

Description automatically generated



In this step is possible to:

• Add, modify or cancel charges.
• Change folios header (fiscal data).
• Rebill the charges accordingly.

STEP 2: Post and modify charges (if applicable)

Search the invoice or directly execute 
the transaction to display all the 

corrections pending. (F8) 

Invoice correction

A blue square with a black arrow
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STEP 3: Modified reservations billing (if needed) Search the invoice or directly execute the transaction to 
display all the corrections pending. (F8) 

Invoice correction

A blue square with a black arrow

Description automatically generated



Have a look into the following guides!

Invoice Correction procedure
Invoice correction for individual reservation
Invoice correction for M&E reservation

STEP 3: Modified reservations billing (if needed)

*If it is not possible to rebill the corrected invoices, use one of the following transactions: 
/CCSHT/FC_FNOR – General
/CCSHT/FC_FNOR_RS_EV - General Events and reservations

Invoice correction

A blue square with a black arrow
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https://nhorganization.nh-hotels.com/content/invoice-correction-procedure
https://nhorganization.nh-hotels.com/content/invoice-correction-individual-reservations
https://nhorganization.nh-hotels.com/content/invoice-correction-me-reservations


In-house Management



Open the list and click twice on the reservation to start managing it:

In-House Management

A blue square with a black arrow

Description automatically generated



The reservation is formed by header, body and folios:

Header

Body (Press Enter)

In-House Management

A blue square with a black arrow

Description automatically generated



The reservation is formed by header, body and folios:

Folios (F9)

In-House Management

A blue square with a black arrow

Description automatically generated



If you want to modify the reservation “body”, press “ENTER” button in your keyboard:

In case of a stay extension, check that the conditions of the reservation may change for the new dates 
(price, payment method, commissions, etc.) and inform the guest accordingly.

In-House Management

A blue square with a black arrow

Description automatically generated



Once the “body” is active, the toolbar appears

UPDATE HEADER

MODIFY FOLIOS HEADER

FOLIOS MAINTENANCE

DOCUMENT READER

USE RF ICON

STAY OPTIONS

DOCUMENT DELIVERY

MAIL CONFIRMATION LETTER

In-House Management

A blue square with a black arrow

Description automatically generated



Use Internal Remarks to hide them in guest confirmation.General Data

In-House Management

A blue square with a black arrow

Description automatically generated



DO NOT USE

All the credit cards must be stored in 
PCI, any other text field is not allowed.

Billing information

Have a look into the following guide!

PCI Bubble

In-House Management

A blue square with a black arrow
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https://nhorganization.nh-hotels.com/content/pci-bubble


To inform a Free
upgrade.

Reservation number of some external channels /
PMS.

Branch
offices.

Possibility to inform arrival & departure time, flight number…

Additional Data

In-House Management

A blue square with a black arrow

Description automatically generated



This information will be loaded automatically from rate and contract.

This is the reason why RATE & CONTRACT, always must be INFORMED
PROPERLY in the reservation.

Statistics

SEGMENTATION is CRUCIAL for setting the most optimal SELLING STRATEGY in order to MAXIMIZE REVENUES AND PROFIT.

Source of business and Travel Reason must be informed properly for Intercompany & Intercenter reservations

In-House Management

A blue square with a black arrow

Description automatically generated

https://nhorganization.nh-hotels.com/sites/default/files/documents/TMS4H_InterCompany%20%26%20InterCenter%20Front%20Office_0.pdf
https://nhorganization.nh-hotels.com/content/provision-services-nh-hotel-group-request


Deposits

First step: Inform the deposit.

In-House Management

A blue square with a black arrow

Description automatically generated



Deposits

If you get wrong, correct the amount or select the row to delete the informed deposit

In-House Management

A blue square with a black arrow
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Second step: Bill the deposit

Deposits

Select the correct option 
according to the country 
legal requirements.

In-House Management

A blue square with a black arrow

Description automatically generated



It is informed the VAT of every country. Spanish hotel in the example:
10% - PPWI – Room & breakfast.
21% - PPHI – Meeting Rooms, Audiovisuals…

Deposits
In-House Management
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Deposits cancellation

Inform the cancellation reason
(e.g. error in fiscal data, error in
amount or error in
commission).

1st step: Select the row
2nd step: Click on “cancellation button”
3rd step: Add a reason for cancellation
4th step: Save the changes

In-House Management

A blue square with a black arrow

Description automatically generated



Guarantees, Don´t use the guarantees starting by “a”.

In-House Management

A blue square with a black arrow
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The charges can be routed before the production date to another 
folio of the same reservation or to other external one, using the 
billing concepts. 

Routing charges

In-House Management

A blue square with a black arrow

Description automatically generated



You can route group of charges using the option “Concept group”, too.
Very useful to route several concepts at the same time and save time avoiding to add every charge in every line.

Routing charges

In-House Management

A blue square with a black arrow

Description automatically generated



Fixed charges

Services programmed as
“fixed charges” for the
future, depending on the
needs of the guest.

Have a look into the following guide!

Fixed charges

In-House Management

A blue square with a black arrow

Description automatically generated

https://nhorganization.nh-hotels.com/content/fixed-charges


The actions do not appear as a Pop up, but they can be listed by department and marked as completed in the 
report /CCSHT/LISTADO_COMP - Actions list  

Actions

In-House Management

A blue square with a black arrow

Description automatically generated



Owner: need to add an owner to be able to filter in the task report. Please make sure this 
information is filled in.

To find the created actions/tasks, use the ‘Tasks to complete’ report:

Actions

In-House Management

A blue square with a black arrow

Description automatically generated



1. Select one option.
2. Please add department, dates…

If ‘complete’ is ticked in the BF, you need to select:
‘Completion task’. Otherwise, select the option
‘Non completion task’.
Select both option if you are not sure.

Completion tasks Status: select the ones you want to see.

Actions

In-House Management

A blue square with a black arrow
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Loaned items

In case of adaptor, charger, towel,
umbrella or another item required,
ask for the corresponding
charge/deposit (if apply) and
register it in the system in order to
keep always the loaned items
inventory updated.

If the loan item requires a deposit,

TMS will open the corresponding till

movement.

In-House Management

FOM can update and create loaned 
items in this transaction.

Resultado de imagen de click
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https://nhorganization.nh-hotels.com/content/loan-items-stock-management
https://nhorganization.nh-hotels.com/content/loan-items-stock-management
https://nhorganization.nh-hotels.com/sites/default/files/documents/TMS4H_Articulos_de_prestamo_Inventario.pdf


Notices for Reception:

It will appear as a Pop Up at the selected
moment.

Notices for Reception

Messages for the client:

• “Notices for Reception" tab: a pop up reminds to notify the guest 
any important information

• “Messages” tab: to communicate to the guests any message that 
they have received in their absence and send it up to the room or 
deliver it in hand.

Have a look into the following guides!

Visits, calls and messages
Quick Guide Collage

In-House Management

A blue square with a black arrow
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https://nhorganization.nh-hotels.com/content/visits-calls-and-messages
https://nhorganization.nh-hotels.com/content/fo-quick-guides-collage


Special meal plans

In this example, the Guest has “Room only” the
first day (supplied and billed), and “Bed and
Breakfast the second night (supplied and billed).

This tab allows to inform a different meal plan by guest and by day, differentiating also by supplied meal plan and billed meal
plan:

In-House Management

A blue square with a black arrow

Description automatically generated



Price code vs. Manual Price
15% Discount over the rate = 85% of the Price code “DU21”

Prices & Commissions

Commission type:
- Deduction (deducted in the 

invoice)
- Commission (accrued)
- Exempt (non-commissionable)

% by Price Code 
% by Manual Price
% by Day

In-House Management

A blue square with a black arrow

Description automatically generated



In-House Management
We can find in “Preferences” tab three type of preferences. You will know where they are coming from thanks to the column
called “origin”:

1) Guest→ preferences coming from CRM

2) CRS→ preference coming from the call center.

3) Reservation→ preference informed directly in the reservation

For example:
• Customer has king size bed in

CRM but during the reservation
process with the CRO has
requested a twin bed.

• Customer has requested “close
to the lift” too.

A blue square with a black arrow

Description automatically generated



In-House Management
If it is not a preference, hobby or a loyalty program, this is the place to add customer information related to the stay:

✓There is a tab called “Guest notifications” in all individual reservations.

✓You can use the options “Priority” and/or “Status” depending on your needs, or you can leave them empty.

✓Write your comment in “Description” and “Remarks”.

✓Add the actions which you need from here too.

If you don´t have enough 
space in “Description” you can 

add more comments in this 
option.

You can create actions 
with this option. They will 
be added automatically in 

the “Actions” tab.

Select the “Notif.Type” CRM REMARK and in 
“Order” field, choose the customer to which you 

will add the remarks in their profile
(Guest ID must be informed in the reservation)

(Don´t use the other two “Alert” options)

Add the information 
here.

(Maximum 40 
characters)

A blue square with a black arrow

Description automatically generated



How much do you know about in-house management? 

Resultado de imagen de click

In-House Management (check list and chargebacks)

A blue square with a black arrow

Description automatically generated

https://nhorganization.nh-hotels.com/search-page?Title=chargeback&Language=All&Tags=&Area=All
https://nhorganization.nh-hotels.com/search-page?Title=chargeback&Language=All&Tags=&Area=All
https://nhorganization.nh-hotels.com/content/front-office-shifts-check-list
https://nhorganization.nh-hotels.com/content/front-office-manager-check-list
https://nhorganization.nh-hotels.com/content/guest-relation-manager-check-list


In-House Management (vip)
You can see the different VIP and/or navigate from this report and add the category depending the type of VIP

Find all the details in this link.

Wake Call Service
Suggestions, complaints and claims

A blue square with a black arrow

Description automatically generated

https://nhorganization.nh-hotels.com/search-page?Title=vip&Language=All&Tags=&Area=All
https://nhorganization.nh-hotels.com/content/wake-call-service
https://nhorganization.nh-hotels.com/content/suggestions-complaints-and-claims
https://nhorganization.nh-hotels.com/search-page?Title=vip&Language=All&Tags=&Area=All


Onboarding for Front Office team members

Business Processes Training for Front Office Managers

Business Processes Training for Hotel General Managers

Business Processes Online Courses in Talent:

In-House Management

• Audience: Front office team members, front office managers, and General Managers.

• Content:

o These courses introduce key operational positions at the hotel.

o Cover processes and procedures necessary for excellent job performance.

o Help new recruits understand critical tasks with accuracy and efficiency.

o Benefit both experienced professionals and beginners.

o Provide up-to-date information relevant to each position.

• Access: Available on Talent. Also accessible in the Key Documents Center of our Digital Knowledge Workplace.

A blue square with a black arrow
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https://nhorganization.nh-hotels.com/content/onboarding-front-office-team-members
https://nhorganization.nh-hotels.com/content/business-processes-training-front-office-managers
https://nhorganization.nh-hotels.com/content/business-processes-training-hotel-general-managers
http://nhtalent.nh-hotels.com/
https://nhorganization.nh-hotels.com/key_documents_center


Upsellling & Stay Options



Upselling & Stay Options

Upselling applied correctly

Upselling pending time (not blocking) 

Upselling can not be applied (dates missing) 

Select the stay option

Check-In & In-House 
Stay Options

According to the 
availability, offer the 
services included in 
the upselling strategy 
of the hotel.

A blue square with a black arrow

Description automatically generated



Stay options contracted will appear in the “Fixed charges” tab and in the folios of the reservation and in the folios.

Upselling & Stay Options

A blue square with a black arrow

Description automatically generated



Quick upselling guide

Have a look into the following guides!

Upselling procedure
Upselling Quick Guide
Upselling management
Stay Options report

Upselling & Stay Options

A blue square with a black arrow
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https://nhorganization.nh-hotels.com/content/upselling-procedure
https://nhorganization.nh-hotels.com/content/quick-upselling-guide
https://nhorganization.nh-hotels.com/content/upselling-management
https://nhorganization.nh-hotels.com/content/stay-options-reports


Day Guest Billing



Day guest billing

This functionality is used to create invoices in special scenarios 
(parking non-residents, invoices correction, etc.).

Day-Guest Invoice: mandatory fields

Statistics:
Very important to fulfill, specially for 
groups, crews, M&E, intercompany 
reservations, etc.

Client information: only if it is 
needed.

Day Guest Billing

A blue square with a black arrow

Description automatically generated



• Similar options that a 
reservation.

• Only one folio to manage.
• Automatic Check-Out.

Day guest billing

A blue square with a black arrow

Description automatically generated



Tills



Tills

Miscellaneous charge & Miscellaneous payment

Paid out: cash outflow generated 
by a charge on a reservation. 
Extra payments for special guests 
(taxi, flowers…)

Intro Video!
Paid Out Example

Change invoice payment method

Advance Payment (deposits) 
depending on the legal 
requirements by country.

Have a look into the 
following guides!

NHALL_Tips

Cash Handling

Till movements

A blue square with a black arrow
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https://nhorganization.nh-hotels.com/content/02-kp-cash-handling-paid-out-0
https://nhorganization.nh-hotels.com/content/tips-process-and-procedures
https://nhorganization.nh-hotels.com/sites/default/files/documents/Cash%20Handling_Cash%20payments%20from%20Reception%20till_0.pdf


Display tills

Tills

A blue square with a black arrow
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Cash Count Template

Download the template! Cash Count Template

Tills

A blue square with a black arrow

Description automatically generated

https://nhorganization.nh-hotels.com/content/cash-count


Change Tills Status

It is necessary to complete this step before balancing
and before completing the night audit process.

Tills

A blue square with a black arrow

Description automatically generated



Balance is not automatic, and it must be done before night audit.

It is necessary to balance the cash and the foreign currency, at least three times every day.

Tills Balance

Have a look into the following guide to
find information related to Transfer
between cash!
Cash handling FO Cash Reconciliation |
Minor - Organization Portal (nh-
hotels.com)

Tills

A blue square with a black arrow
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https://nhorganization.nh-hotels.com/content/cash-handling-fo-cash-reconciliation
https://nhorganization.nh-hotels.com/content/cash-handling-fo-cash-reconciliation
https://nhorganization.nh-hotels.com/content/cash-handling-fo-cash-reconciliation


Currency exchange



Currency exchange
Currency Converter

The system offers a
simulation of the operation
before performing the final
currency purchase

The hotel can perform currency 
purchases, but NOT currency sales!

A blue square with a black arrow
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º

TMS will print 2 receipts.

One of them should be signed by the
guest.

Currency Purchase

Currency exchange

A blue square with a black arrow
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Currency Purchase Receipt

Currency exchange

A blue square with a black arrow
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https://nhorganization.nh-hotels.com/content/currency-exchange-service-hotel-list-limits
https://nhorganization.nh-hotels.com/content/cash-handling-foreign-currency


Convention group



Search convention group

You can also enter the
Convention Group directly from
the Booking file

A blue square with a black arrow
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Screen body

When ticked, all changes in rooms in breakdown will be retrieved in the
convention group. E.g. when a room in breakdown is cancelled the room will
return in the pending rooms block

Manual price will never be used

A blue square with a black arrow

Description automatically generated



Status bar in the grid of convention group

Free pending block

Block / Unblock

Order Room type

Standard pax

Historic modification of the grid

A blue square with a black arrow
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Screen body

Estimated arrival and departure time

Cost code and two blocks of remarks

A blue square with a black arrow

Description automatically generated



Shortcuts

Modify folio’s header (F7)

Go to folios maintenance (F9)

Check of the applied rates, total group value & commission (F8)

Print groups rooming list

Generate documents

Show total reservations grid

Billing  / production details

Document delivery

Overview of all localizer  linked 
to the convention group

Service order

A blue square with a black arrow
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Rooming list

Different ways to perform breakdowns:

Rooming list→ Use this option to breakdown rooms one by one

Breakdowns→ Here you can see the breakdowns already made

Conferences → Use this option to break down all the group at the
same time.

Manual Entry → Use this option to break down several rooms
with different dates or room types at once.

1. Select status pending
2. Open “Rooming list”

A blue square with a black arrow

Description automatically generated



When you have to do the breakdown for 1 room, this option can also be used:
1. Select the arrival and departure date
2. Select the meal plan
3. Select the number of pax
4. Select the room type with the “*” at beginner of the description. Don´t

use other type of room if it is not informed in the grid of the group.
5. Fill in the name of the guest
6. Press

1
2 3

4

5

6

Rooming list

A blue square with a black arrow
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Rooming list – Use this option to breakdown rooms one by one

Rooming List - Breakdown

Rooming list

A blue square with a black arrow
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1. Go to Manual entry for assigning multiple reservations with the same arrival & departure date and 
amount of pax. You can repeat this action multiple times for one convention group. 

2. Select the arrival and departure dates. 
3. Select the room type you wish to assign. 

The Room type with a * (star) are the booked room types for this convention group, use only 
this/these line(s) to create your rooming list.

4. Enter the number of pax and by rows, enter the number of reservations with the same data. 1 row 
equals 1 room reservation. Press the button “Add”. 

Rooming list

A blue square with a black arrow
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6. Fill in the names of the guests
7. Select all
8. Flag off 

6

8

7

Rooming list

A blue square with a black arrow
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Convention group

Before breaking down
the reservations

After breaking down
the reservations

Routing charges

Inform the
billing concepts:

A blue square with a black arrow
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Breakdown - Special Requests

1. Select all, or make a selection
2. Press the button special request
3. Select the Room, stay and/or reservations

features
4. Double click to add them to the column
5. Press

A blue square with a black arrow
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Breakdowns - Routing

Select the break down reservations you need to route and press the routing button

A blue square with a black arrow
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Breakdowns - Modify reservation

The ‘Modify reservation’ can be used to make all changes for broken down reservations

A blue square with a black arrow

Description automatically generated



Family group



Family group

The header and the management is similar to the Convention Group booking.
The main difference with the Convention Group is that these type of group is not managed by CRO.

Fill in group details to get
the correct contract and
rate to apply.

If we inform a reservation row with the homogeneous group flag clicked, all the bookings will take the booking header date. 

Group Header

A blue square with a black arrow
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Once the rooms are blocked, we proceed to breakdown accordingly

There are 2 options to break down the reservations:

1- Select reservation row and click on
In the next step, it is possible to choose the number of the
rooms to break down.

2- Select reservation line and click on
It will breakdown every room blocked

It is possible to add as many group lines as needed 
depending on the arrival and departure dates (non-
homogeneous group).

Rooming List - Breakdown

Family group

A blue square with a black arrow
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Individual reservations generated

The “Breakdowns” tab,
the family groups have
the same options as
convention groups.

“Selected items 
breakdown” option

“Rooming List” option

Rooming List - Breakdown

Family group

A blue square with a black arrow
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Special meal plans

In this example, the booking has “Room only” the
first day (supplied and billed), and “Bed and
Breakfast the second night (supplied and billed).

This tab allows to inform a different meal plan by day in the group, differentiating also by supplied meal plan and billed meal plan:

Family group

A blue square with a black arrow
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Housekeeping



Housekeeping 

2. Select new status

1. Select the room / 
rooms

3. Change status

Change room status

A blue square with a black arrow
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Lost & Found Creation

Housekeeping 

A blue square with a black arrow
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Lost & Found modification

Housekeeping 

A blue square with a black arrow
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Lost & Found Report

Check the following report to keep updated! /CCSHT/HK_OBJ_PERDIL - Lost property search 

Housekeeping 

Resultado de imagen de clickResultado de imagen de click
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https://nhorganization.nh-hotels.com/content/handling-lost-and-found-items
https://nhorganization.nh-hotels.com/content/quick-guide-lost-and-found-items-all-countries
https://nhorganization.nh-hotels.com/content/quick-guide-lost-and-found-items-all-countries
https://nhorganization.nh-hotels.com/content/handling-lost-and-found-items


There is the option to change the cleanliness status, inform maintenance incidence, charge minibar… in Housekeeping devices.
You can see some of the options in this print screen and get more information, manual, trainings… by clicking on the below image. 

Housekeeping  mobility

Resultado de imagen de click
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https://nhorganization.nh-hotels.com/search-page?Title=mobility&Language=All&Tags=&Area=All
https://nhorganization.nh-hotels.com/search-page?Title=mobility&Language=All&Tags=&Area=All


Maintenance



Maintenance

Room removed of the hotel sales.

Room out of service (check-in
not allowed) but remains in
the hotel sales.

Open case

A blue square with a black arrow
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Modify / Close case

When closing a case, pay attention
to the Availability Start date in
order to avoid inconsistencies.

Maintenance
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Night Audit Process 



Night Audit process

MANDATORY: Perform a pre-night audit at least once during the afternoon.

Only informative

What should you do if you don’t find the solution?

A blue square with a black arrow
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https://nhorganization.nh-hotels.com/content/night-audit-notifications-management
https://nhorganization.nh-hotels.com/content/night-audit-notifications-management


Night Audit Process

3) Parameters tab

4) Parameter ID → /CCSHT/XHOTEL_ID  

5) Parameter Value → Hotel code (for example, ESMD.CIBEL) 

Don’t modify the rest of the parameters!

Perform the pre-night audit (only users with rights to more than one center)

To keep the same hotel by default or check the pre-night audit process, you should follow the next steps:

1) Only one session open.

2) Go to System → User profile → Own data (SU3)

What should you do if you don’t find the solution?

A blue square with a black arrow
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https://nhorganization.nh-hotels.com/content/incidences-management-procedure
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Information systems

Every folder has a subfolder called “Information systems” (reports).

At the end of TMS menu, there is a general folder called “information
systems” with all of them.

The information systems in TMS forHotels contain all the available reports of the
tool.
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Reservations created, cancelled and modified in a given date.

Reservations Pick-Up

Information systems
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Information systems

A blue square with a black arrow
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We recommend to use the different 
layouts defined for each department.

Reservations → Information systems →
ZET_RS_06_11_ALV_EX Expected Arrivals Extended



Hotel Status:

Past – Present – Future 

House Status

Information systems
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Checkbox activate by default.
Please deactivate it you want to display
past or future dates in the report.

In-House Guests or Occupied Rooms

Information systems
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In-House Guests or Occupied Rooms

Information systems
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Have a look into the three different “Room Racks” available in the system.

Room Rack

Information systems
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“Balance date” correspond to the system date 
(taking into account the night audit date).

“Operation date” is the real date.

Till Operations

Information systems
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Till Operations

Information systems
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Housekeeping Status

Information systems
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Information systems

Deposits/prepayments
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Information systems

Task/Action Reports

A blue square with a black arrow

Description automatically generated



Have a look into the following guide!

TMS4H_Emergency Reports

✓ This procedure itemizes the various lists that should be
stored electronically as back-up in the event of an
unanticipated system failure.

✓ They are generated automatically three times a day.

✓ If you need generate them out of these schedules, click
the first transaction “Emergency Report Execution”
and all of them will be download automatically.

Emergency Reports

Information systems
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https://nhorganization.nh-hotels.com/content/emergency-reports


Revenue Report

Information systems
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More reports by categories in Power BI

Other reports, Power BI
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https://bi.nh-hotels.com/lincebi/Home/#/home
https://bi.nh-hotels.com/lincebi/Home/#/home
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Processes & Procedures

Intro Video!

Where can you find all the processes and procedures of our Company?
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https://nhorganization.nh-hotels.com/content/you-dont-know-what-nh-digital-knowledge-workplace-well-show-you


For any specific topic you can write it on “title” or “tags” field.

Processes & Procedures
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o Quick access to essential documents,

o New section for handling critical incidents and system outages.

Processes & Procedures
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Support Portal (Jira)

NH Support Portal access

• Through following URL:

Log in - Service Desk (nh-hotels.com)

• Minor Europe & Americas Intranet

Login & Access and manuals

Depend on jira category there is a process:

• Through following URL:

Minor - Organization Portal (nh-hotels.com)
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https://nhservicedesk.nh-hotels.com/servicedesk/customer/user/login?destination=portals&logout=true
https://nhorganization.nh-hotels.com/search-page?Title=jira&Language=All&Tags=&Area=All


Raise a request

IMPORTANT → Please, before you create a new request, take
your time and review the whole category tree. This category
chosen will define the department which attend your ticket.

NH Support Portal main page shows the links to all customer
portals whom you have access rights, the most recent categories
that you used and the search help bar (see below):

Support Portal (Jira)
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Raise a request

Support Portal (Jira)
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• Share with other users.
• Add new comments.
• Add attachments (screenshots,

documents, etc.)

Manage your request

Support Portal (Jira)
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If the NH analyst needs more information to manage the request, this one will change the ticket to WITH CUSTOMER status.

You should add the information or do the action required by the IT Analyst. Once you execute the action Back to Analyst, the request
will change to status IN PROGRESS and the NH analyst will continue to manage the request

Back to analyst

CANCEL ISSUE It serves to cancel the ticket if the issue is already fixed
or the assistance is not necessary anymore. Click Cancel Issue and the
cancel screen appears in the workspace. Type the reason for the
cancellation of the request and Click Cancel Issue button.

If you cancel the ticket jira it can´t be reopened. You will have to open a
new one.

Cancel Issue

Support Portal (Jira)
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If you are not satisfied with the solution provided by the NH 
analyst, click Reject Solution. 

Type the reason why you are not satisfied with the solution 
provided and click Reject Solution button. 

If you are satisfied with the solution provided by the NH analyst,
execute Confirm Solution action, type a comment (not mandatory) and
click Confirm Solution button. The request will change to status CLOSED

IMPORTANT → The requests in status RESOLVED will be
automatically closed after 5 days if you do not confirm or
reject the solution provided.

IMPORTANT → The requests in status CLOSED can’t be reopened and
you must create a new request if the issue persists, or it reproduces
again after the request has been closed.

Resolved ticket

Support Portal (Jira)
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THANKS!
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