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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

= TMS:EHOTELS

ERP

Organizational Structure and Integration with SAP

Financials ERP Web Services
S
Sales Policy and Inventory - Revenue % %
Controlling ) =
Hotel 8 5 XML Translatin
PMS Croups & - 555 yx Systems % 2 0
Events . e £
Integration b

Procurement

TRAUEI. Information Systems

Connectivity Policies and

ONNECTIVITY

MANAGEMENT | SP&l Integ
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Sales Reservation : :
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Office O
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First steps

TMS forHotels access:

) —

Mnemonic (short code):

E.g., PT11.LIBER

PT = Country

11 = Region
LIBER = Hotel name

MINOR

HOTELS

[E SAP Logon 770

~ [= Workspaces

‘Log On Variable Logon|D fﬁ‘EE [ = Q

According to the Corporate policy, the passwords is

+l\|ame - System Descripti
It

+ [Local

[TINH ECC PRO...

[E user System

e, SEB2

? . . . . . .
£ 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.

e Last 10 passwords remembered.

Help

@ |

B IC@@ L

SAP
Mew password

Client

User

Password

Logon Language

VAN lodana

r’|—|‘|

L

E00OOO020422

0000002042
E0000002042

EHEOUTO00073

E00000025086

@ ,
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Logon language: ES (Spanish) or EN (English)

Generic SAP user example: HFRTOUAIREC1

Personal SAP user example: E00000103222

TMS user example: 0000011557

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




First steps

9 | v « Qo e HhLHH HE8 0=

| SAP Easy Access Menu for Hotel Employees ESBA.PODIU
BE & Yk v - Create a folder with the most used transactions using
M rovories . the icons or dragging and dropping.

Favourites folder

* 5% [RIP - Travel manager -
» [ Employee
» COsapP

+ B3 Reporting General Menu

L[ TMs forMeetings
[== SAP Menu

s BB Cidmeme TMS forHotels transactions.

» [ MM
* [= TMSforHotels
- P JCCSHT/EMTRA_HOTEL - Change hotel

4

» [ CRM FRONT-OFFICE Command field

v (D LoYALTY

» QAT | Go to a transaction directly writing the code into

» DI TwLs 5 the Command field (it is not a search box).

» [0 CURRENCY EXCHANGE

~ [(= BILLING . .

~ = Biling /n = It takes you to the main menu without

+ ) JCCSHT/FC_FNOR - General .
» ) [CCSHT/FC_FMOR_RS_EV - General (Events and reser\rationl} savi ng Cha nges'

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

Each transaction has a Transaction code:
/CCSHT/ = Product transactions.

Z = Transactions customized.

& o & )
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First steps

Icon bar

e Control buttons on the top.

(S Menu Edit Favorites Extras System  Help

o ‘«H eqe Sik NN PH 0w

\_'J

Binoculars: Search & Search next.

Floppy disk: save.

New session symbol: Maximum 4 sessions per access.

Back: return to the previous screen.

Cancel changes: return to initial screen without saving.

@@Gm%@

End: exit current task without saving data.
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First steps

System Messages * Status Bar

* Pop-ups

=
‘ o I_This is an information message

| @) This is an error message l

| [¥ This is a status message !|

& .
MINOR ANANTARA AVANI clormna
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HOTELS

[E Errors found in this reservation

e1fa1]@o]

T},rpel Message Text
M~ 0000000000 Main guest is not informed

[6’«’ Technical Information ][ﬁ Help ]

[E Errors found in this reservation

(] (&) FIEA)G2I[F L (= P [B]E J@ &) @o)Ei]s1]@o]

T},rpel Message Text
0000000000 Main guest is not informed
i@ 0000000000 Impossible to save in check-in without informing a room

[6’«’ Technical Information ][ﬁ Help ]

CRANCELLED Guest: TEST DVSC
Gr: 0

Booking 0000865712 has been successfully saved.

More information in this link

& /
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Attached File: [4] 5P basics.pdf
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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

Layout reports

~ By RESERVATIONS Expected arrivals extended
+ [T Individuals _
v [T Groups / Events HmEEETFE %D ETE T ‘ S ell g

+ [[71Mass changes to several reservations

* = Information systems Reserv. Arrival Date Nights Depart Stay Optio Last stay Checkin da Last room Room type Room C/D Loan items VIP Guest ID Guest o... Date of bi Loyalty

126836021 24.06.2024 7 01.07.2024 SUPDBL 1321 CL Mr Jos..
» [ Events 126836021
# [ Reporting Quotation Tool 127562896 24.06.2024 6 30.06.2024 STDDBL 0810 CL 006627... TUBAL,... 21.04.1975 & SILVER
= £] /CCSHT/RS_06_03 - Hotel General occupancy 127562896
+r@ JCCSHT/RS_06_04 - Occupancy by room type } 127562977 24.06.2024 6 30.06.2024 STDDBL 0609 'CL 006627... TUBAL,... 21.04.1975 & SILVER
+L@ ZEY_RS_06_011_ALV_EX - Expected Arivals Extended, Eﬁ:::i::é 24.06.2024 6 30.06.2024 STDDBL 0607 CL 006627... TUBAL,... 21.04.1975 & SILVER
. @ J/CCSHT/RS_06_011_AVV - Valued Expected Arrivals ALV N127562978 — — —
« f£) ZEY_RS_06_011_ALV - Value expected arrivals and stay option 128592682 24.06.2024 1 25.06.2024 STDDBL 1112 CL STROH...
. @ JCCSHT/RS_06 014 ALV - VIP arrivals [1,128592682
» {7 JCCSHT/RS_06 06 - Expected Group Arrivals 128592683 24.06.2024 1 25.06.2024 STDDBL 1109 CL STROH...
= () /CCSHT/RS_06_45 - Groups Rooming List 1128592653 !
129130588 24.06.2024 9 03.07.2024 STDDBL 2206 CL Julika B...
11129130588
129876545 24.06.2024 4 28.06.2024 STXDBL 1122 CL Alexand...
11125876545
129876587 24.06.2024 4 28.06.2024 STXDBL 1124 CL 007455... PHILIP... 01.01.1990 & SILVER
11125876587
129976847 24.06.2024 4 28.06.2024 STXDBL 0072 CL EX_BED Florian ...
1129976847
130690604 24.06.2024 2 26.06.2024 STDDBL 1108 /CL Ana dl..
1130690604
130691079 24.06.2024 2 26.06.2024 STDDBL 1103 CL Marina .
1130691079
131090719 24.06.2024 6 30.06.2024 SUPDBL 1326 /CL Luis C§...
1131090719
131382372 24.06.2024 3 27.06.2024 STDDBL 1105 CL Yasmin ...
1131382372
131383050 24.06.2024 3 27.06.2024 FAMDLV 0301 'CL rahim c..
== Change layout e
\ 4
I -
=) Select layout I -
1 1 |I 3
Eﬁ Save layout : . .
Play with the columns as needed! TMS is like an Excel file.
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Layout reports

[ Change Layout

i Sort Crder l/FiIter l/\iiew I/Dis la ]
E Change layout =

N EAEVED
Displayed Columns Column Set
Calurnn Mame |E Column Name
Section - Stay options -
Artival Date - /D -
Raarm ] Book, Date

Create your own report Room type H E Docurment 1D

. Time Guest ID

by selecting the columns & Ve
) Respons, Company

and after that save cH Resp. Company Name
BE Travel Reason
Tot. guests Folio 1
Resery, - Folio 2 a
Eooking ID - Folio 3 -

. [E Choose Layout

Layout setting ﬁ '|

Layout A| Layout description | Default setting
Select Iavo ut [ARR REMARKS ARR REMARKS
[ARRIVALS CH  JOLIMNE ARRIWVALS CHECK
"1- [ [GISELLE Giselle
T8
{LLEGADAS
OVERVIEW E =~ OWERWIEW RACK

Or select a layout which < O
has been created by
others

& e &
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Layout reports

i

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.

Save As... }* Save with |

Layout - Layout description

{ARP. REMARKS ARP REMARKS
fARRIVALS CH  JOLIME ARRIVALS CHECK
[GISELLE Giselle

ML

[LLEGADAS

OVERWIEW E — OWERWIEW RACK

Default setting

[ imRTval cHE|
Save Layout FARRIVAL CHE

IARRI\:"AL (CHECK CAPELLE
[v|User-specific

Mame:
[ |Default setting

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

ESMA.MALAG. Outgoing invoices repori

B Rmae BEa

| status Invoice No
4045104813
4045104814
4045104815
4045104816
4045104817
4045104818
4045104819
4045104820

Date
16.11.2018

MINOR

HOTELS
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Bill Time

02:33:41
02:33:57
02:34:11
02:34:27
02:35:51
02:36:04
02:36:16
02:36:28

Cancels in

AVANI

Hotels & Rescrts

Reserv. Payment Holder
61214933 Credit 1000061542
61227479 Credit 1000061542
61227493 Credit 1000061542

8842050 Credit 1000061542
605074288 Crom 1000061542

61265830 Credit 1542

61217701 Credit 1000061
61175570 Credit 1000061542
L5 oOAKS NH
elewana I e HormLs

BDITE TR HEE

NH COLLECTION

[i]

Client Name

VIAJES EL CORTE INGLES SA
WIAJES EL CORTE IMGLES SA
WIAJES EL CORTE IMGLES SA
WIAJES EL CORTE IMGLES 5A
VIAJES EL CORTE INGLES SA
WIAJES EL CORTE IMGLES SA
EL CORTE IMGLES SA

nhow

ETaxable ba T
110,47 1
115,07 1
115,07 1

75,20

72,16

98,87

98,87

91,95

TIVOLI

T|ZPaid EPrepay ETips E Total to

1,05 0,00 0,00 0,00 121,52
1,2 |:‘ ESMA.MALAG NH Mglaga =**= Resenvation 61217701 Client: 10000
1,5
?’5 Arrival: 15.11.201%| Thursday RoomType: Standard Double ~|[JShow Subtypes
75 Nights: I Guests: an[1 |aufo |cafo |safo | cur
e Depart.: [16.11.2018| Friday Room % [119 | Mo move
9,
ng General Data *Biling Information *Additional data *Statistics Deposits ® Guarantees
=l
Contact person: | JUAN ZAMBRANA | & | Remarks
Phone: @ Main
E-Mail: [ |
Voucher: 0019518000990
Reservation type v
Registrat. date: 14.11.2018) Language: |ES| Spanish
CUT-OFF date




Layout reports

Report results data exportable to Excel

Filters

Show what you need accordingly.

Select a column and filter the results

Eventos -> Listado g

Ascending/ «—S&FF & BEATI E =
H Cddigo evento | Descripcidn Version | Tipo ev | Importa | Comercial

descendlng Order EVO0013774 HALCON - C 1 CONGS
EVO0013779 COMGRESO 5 1 CONGS
EVO0013787  ANGULAS AG 1 CONGS
EVO0013788 PESCAPUERT 1 CONGS
EVO0013800 IBERIA 1 OTHEV
EVO0013829 SUFLEMORSA 1 CONGS
EVO0013832 EVENTO MODA 1 EXHIB
EVO0013833 MNESTLE 1 BANQT
EVO0013864 WORK SHOP CUBA 1 PROPR
EVOO015017 AUSTRIACOS 1 LEISU 0000000688
EVO0049344 HERBALIFE 1 MEETS
EVO0049345 HERBALIFE 1 MEETS
EVO0049346 HERBALIFE 1 MEETS
EVOO051783 JOHMSON 1 MEETS
EVO0062555 HOTUSA_GPO_01081990_40PAX 1 LEISU

MINOR aantans  AVAND - loun  cRewsm TH mcouzcnov  mhow  TIVOLY

Cliente Com. Mombre 1

1000032086  HALCOM VIAJES

1000091602  ORZAM COMGRES SL

1000085848  EROSKI BIDAIAK SA

2000025177  PESCAPUERTA SA

2018862772  IBERIA LINEAS AEREAS DE ESPARA
2006564722  SUFLEMNORSA ADUAMAS SL
45784852 MARIA RIVERA GONZALEZ
2000077380 MESTLE ESPAMA SA

2010147407 ADVAMNCEMEDIA ADVERTISIMNG SL
1022213784 CITUR TRAVEL 5A

2000028671 HERBALIFE

2000028671 HERBALIFE

2000028671 HERBALIFE

1012285404 GLOBAL BUSIMESS TRAVEL SPAIN S
1016660768 HOTUSA HOTELS SA

Fe
2¢

0
11
0i
1
24
2k
0t
0:
2f
2t
2t

1=

g AFY @ BZETIh HEE H
Fichero
| = I=
Inicio Insertar Disefio de pagina Férmulas Datos Revisar Vista &
= - = A ’] == m, e = -
B :. aral Sl - AN ¥ | Siaustartero General - fj% ﬁ:ﬂ gﬂ = o @ & i 4
Pegar N ¥ § - - i= 5= - - 9 <0 o Formato Darformato Estilos de  Insertar Eliminar Formato Ordenar  Buscary
- J - = chmbmary“"tm E e o0 condicional ~ como tabla = celda - - - - ~ yfiltrar * seleccionar
Portapapeles Fuente Alineacidon Nimero Estilos Celdas Modificar
A B C D E F G H | J K L M N
1
2 EV00020116 |GUSTAVO Y SILVIA 1 BANQT 1000 |DIRECT GUEST ***DO NOT MODIFY  25/09/2015|CONFI 02/10/2015| 14/05/2016
3 EV00020119 |MARIA Y FERNANDO 1 |congs 1000 |DIRECT GUEST **DO NOT MODIFY _ 28/09/2015|CONFI 05/10/2015| 14/05/2016
4 EV00067304 |CENA PROOCION NOTARIOS | 1 [BANGT 0000000715 [1000 [DIRECT GUEST ***DO NOT MODIFY  27/07/2016|CONFI 03/08/2016] 04/08/2016
5



Layout reports

Report results data exportable to Excel

<D o R B aE

Microsoft Excel (Ctrl+Shift+F7)

LTI THOTTILT = il T T

1000 DIRECT GUEST ***C

el
&
....

TN&FTF &

i <% [ T In B 4

MINOR

AiA E
ANANTARA AVANI e
HOTELS SO T ot mcrs cloana

DAKS

&
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HOTE

Fichefo
LA
Inicio Insertar Disefio de pagina Farmulas Datos Revisar Vista &
=8 == ® = i jﬂ ' ) ?-Ef‘ E==: E'W
= = P =1 Ajustar texto General - = ™
P_j B %] : : o oo F gJ‘E D Eﬂt E;l;yﬂd IDr‘t Elimi F’:\t IE' O; B[ﬁ
egar = = = | £F i= Combi trar = * B L ormato ar formato Estilos de | Insertar Eliminar Formato rdenar uscary
- 7 T S— E ombinary centrar % R i condicional = como tabla~  celda~ - - - 27 yfiltrar ~ seleccionar
Portapapeles & Fuente = Alineacion ] MNidmero = Estilos Celdas Muodificar
A B C B E F G H | J K L M N
| Cddigo evento |Descripcin ____ |Versidn|Tipo de eimportanc|Comercial |Cliente]Nombre1  |Fechaalta |Cddigo dFecha Tope |Fecha de la |SAC DesdCheck
2 EV00020116 |GUSTAVO Y SILVIA 1 BANQT 1000 [DIRECT GUEST **D0O NOT MODIFY  25/09/2015|CONF| 02/10/2015] 14/05/2016
3 EVO0020119 |MARIA Y FERNANDO 1 COMNGS 1000 [DIRECT GUEST **D0O NOT MODIFY  28/09/2015|CONF| 05/10/2015] 14/05/2016
4 EWV00067904 |CEMNA PROOQCION NOTARIOS | 1 BANQT 0000000715 (1000 [DIRECT GUEST **D0O NOT MODIFY  27/07/2016|CONFI 03/08/2016] 04/08/2016
5
6
I
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MINOR | CDM Database
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CRM/Customer ID (Creation)

Customer types:

‘ SAP Easy Access Menu for Hotel Employees
RE & |jowm s | v «

v [T Favorites
~ [= SAP Menu
v [ Click&Hire
v MM
* [= TMSforHotels
- ) JCCSHT/ENTRA_HOTEL - Change hotel
* @ JCCSHT/MTO1_HU_PRIM - Create
« ) CCSHT/MTO02_HU - Modify
- @ JCCSHT/MTO3_HU - Display
+ [ /CCSHT/MTO2_HUZ - Copy customers from anoth

L JUF N ) gl (0} oS — g
« ) ZEY_GDPR_RESPONSE_02 - GDPR consents — Disp
+ 1) VDH2N - Display customer hierarchy
. @ ZCRM_COMPANIES_HOTEL - Companies and Agen
+ () ZCRM_HUESPED_HOTEL - Customers created by d
. @ Z_CE_DOC_READER - Document reader

Customer Data Management

2 different environments:

* General database NH (shared).
* Database of the hotel (background).

Generic examples:

* 1000 = Direct Guest

* 1001 = Employee, Family & Friends

* 1003 = NH DISCOVERY

Internal customers:

Organizations examples:
* 10000XXXXX = Agency ID
* 20000XXXXX = Company ID

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

(91xxxxxxxx are fictitious; finance use only)

v

Rl = =19

Cliente  “|N® ident.fis.1 Nombre 1

9000000020 A58511882
9000000021 A58B511882
9900000022 ASB511882
9900000023 A5SB511882
9000000024 A58511882
9000000025 ASB511882
9900000027 ASB511882
9900000028 ASB511882
9800000029 A58511882
9000000030 A5B511882
9000000035 AS8B511882

(Copy customers from another hotel for the first time used)

MINOR

HOTELS
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aaaaaa

ES10NH ATLANTICO
ES10NH TURCOSA

ES10NH ALBERTO AGUILERA

ES10NH VIAPOL
ES10NH VILLA DE COSLADA

ES10NH BARCELOMA CENTRO

ES10NH LAS ARTES
ES10NH LAS CIENCIAS

ES10NH SAMTANDER PARAYAS

ES10NH CORMELLA

ES10NH COLLECTION SEVILLA

Nombre 2 Teléfono 1 1
0981226500
964283600
914460900
954645254
916748800
932703410
963351310
963356062
942352266
934750895
954548500

~ [F= CRM FROMNT-OFFICE
* @ JCCSHT/MTO1_HU_PRIM - Create
« ) JCCSHT/MTO02_HU - Modify
'r@ JCCSHT/MTO3_HU - Display -
'L@ JCCSHT/MT02_HUZ - Copy customers from another thE-L

—




CRM/Customer ID (Creation)

Just new guest nor travel agencies nor companies

~ [ CRM FRONT-OFFICE ESMA.MALAG Guests - New
- [ JCCSHT/MTO1_HU_PRIN - Create|
« 2 JCCSHT/MTO2_HU - Modify & Gr Delete | s

- @ JCCSHT/MTO3_HU - Display

« ) JCCSHT/MT02_HU2 - Copy customers from another hotel
- P ZEY_GDPR_RESPONSE_01 - GDPR consents — Modify

* @ ZEY_GDPR_RESPONSE_02 - GDPR consents — Display

« 2 VDH2N - Display customer hierarchy

| Debtor identffier
| Debtor type
(®) Guests

() Travel Agencies
) Companies
(' Hotels

) () Ficticious

—
Tax Number 1 [ J
Identffication document type [ v
PTO08.LAGOS Guests - New
G Brsddes D Client ID
PTOB.LAGOS Tivoli Lagos Algarve Res Client @ e I LOYALTY
‘General data | Additional data | Special ) PP r—
Client |19974353 | TEST, TEST

Salutation - Date of birth Search term .
s o ore / Mandatory fields
Surname 1 Company 1ID/Name
Street T N° [ Emai No [ || =

Loy 7 e
ZIP code =1 Country [~ You heard of us... -
Region
Language & (=] International V.
Nationality ~

Gender unknown -

Official document ID Additional document
Tax no® Country Document type - Country
Issue Date Expiry Date Number
Expeditor place Issue Date Expiry Date
Support No Expeditor place

HOTELS HOTELS - RESORTS -STAS owhbRets oo — HOTELS

A " &
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08.LAGOS Tivoli Lagos Algarve Res = 00011241 Djﬁ NIPER BENELUX NV Ext. Client number 112410 E CREDIT E GDPR :
S r—— W I

st | agents

Client's sales
_ Sales No active Admin Main Name Surname Phone Email Remarks

“«h

A (EF R EIF

Branch sales

Branch Branch Name Sales  No active M:\h M:ln m Surname Phone no |E-m|n Assistant e Remarks m P m:ﬂ't DQEY ;V“Dl

DML Con S RS DY ozt @ | (] | [ e poweow| OGS 100w BUNE (o [Bpee

0000764069 EON BENELUX GENERATION AFD. FS 102994 W ] | Julia 1. ls.com COR_SALES 102994 BUNE DE Eﬂpbyﬂ

0001069626 NRE ENERGIE BY - FINANCIAL SER 102994 v 0 1 dulia ! -hotels.com COR_SALES 102994 BUNE DE Employee

0001131612 EON ENGINEERING BV 102994 17l ] T dulia -hotels.com COR_SALES 102994 BUNE DE  Employee

0001153319 E.ON D-GAS 102994 = ] | Julia 1 -hotels COR_SALES 102994 BUNE DE E’ﬂﬂﬂyﬂ

0001238815 E.ON BENELUX NV EINDHOVEN 102994 v [m} 1 dulia ! com COR_SALES 102994 BUNE DE Employee

0001306628 UNIPER BENELUX NV 102994 17} O T dulia j. -hotels.com COR_SALES 102994 BUNE DE  Employee

0001339149 NRE HOLDING BV 102994 o | Julia ! -hotels.com COR_SALES 102994 BUNE DE Enployn
All the request must be done by lJira Ticket. @ NH SUPPORT PORTAL /- NH SERVICE DESK
Category: CDM (Customer Data Management) CDM (Customer Data Management)

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.

IBranch salesl
me Sales No active Admin Main Guest  Surname Phone n® E-mail Assistant Remarks Segment Bus, Unit Cty Type

0000275058 EON BENELUX NV - FINANCIAL SER 102994 v Julia Boergermann j.boergermann@nh-hotels.com COR_SALES 102994 BUNE DE Employee
0000335661 E.ON IS NETHERLANDS BV 102994 v h Julia Boergermann j.boergermann@nh-hotels.com COR_SALES 102994 BUNE DE Employee

HOTELS | fotes-esomssms  wewaSRsem  —couscron— o HOTELS s

& . ®
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CRM/Customer ID

| @ The Customer has not been created For this hotel, Display only

El 3 CRM FRONT-OFFICE

2 /CCSHT/MTO1_HU_PRIN - Create
2 JCCSHT/MTOZ_HU - Modify
12 /CCSHT/MTO3_HU - Display

% JCCSHT/MT02_HUZ - Copy customers from another hotel
3 ZEY_GDPR_RESPONSE_01 - GDPR consents — Modify

L3 ZEY_GDPR_RESPONSE_02 - GDPR consents — Display

2 VDH2N - Display customer hierarchy

[ ZCRM_COM

PANIES_HOTEL - Companies and Agencies created by date

[EC

_Guests | Tas {companes | vorss

Custarmer

Tax Numnber 1
Name

MName 2

Telephone 1
Identifier

Show branches only

Mark removed

] - CEe DHE Dha D m

Maximum Mo. of Hits

er Mumber (1)
Guests Ths Hatels f External hotels fOthers | LR

[ ]
L ]

1| *FerrErO*

|
]
| N
]
Bl ]

500

Search for companies

in the NH General

 NLGR.GRON Companies - New \
E
MLGR.GROM MH Groningen *#4+ I Cient 2004102767 FERRERD B\f’l Ext. Client number 4102767
__/Statlstlcs Vsales and Agerts |
Hame |FERRERO BY ‘ Guarantee type v
[ | Phonene 31356254300
Street |KONINGSSTRA»’-\T ‘
] 53 Tax Mumber 1 32060405 [ INatural person
ity [HILvERSUM | Saarch term FERRERD BV
ZIP code 1211 WK Ermal MO E-MALL |
Country L Metherlands LRL \www.ferrero.ml |
Region Industry CO1l6| F&B Industry
Language L Dutch
Statistics

Global Potential Market segrnent [ |
Annual Revenue Market subsegrment
Emplovess Source of business id, [ |

Channe! identifier | |
[ &lows mailing Reason for traveling [ |

M | N O R i £ NH ® J—
anantara  AVANL o g@arxs  TH micowecion mhow  TIVOLI
e HOTELS

HOTELS

HOTELS -RESORTS -SPAS Hotela & Rescrts HOTELS

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

[EEnd of process

fes " n]

The client is dready registered in another hotel
9 Do you wish to copy data to current hotel?




CRM/Customer ID

= =1 CRM FRONT-OFFICE
i JCCSHT/MTO1_HU_PRIM - Create
@ JCCSHT/MTO3_HU - Display
2 JCCSHT/MTO2_HUZ - Copy customers from another hotel
i ZEY_GDPR_RESPOMSE_01 - GDPR consents — Modify
) ZEY_GDPR_RESPONSE_02 - GDPR consents — Display
2 VDH2N - Display customer hierarchy
2 ZCRM_COMPAMIES_HOTEL - Companies and Agencies created by date
i ZCRM_HUESPED_HOTEL - Customers created by date
% Z_CE_DOC_READER - Docurnent reader

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

G Delete [ &m

il Direct search

ESCO.AMICO Client - Modify

B &

ESCO, AMICO MH Collection Amistad Cardoba COLLECTION

Guesks Agencies Companies Others I

Tax Mumber
Mame
Phone
Email
Search term

Courkry

Branch

Main Eranch

TCORTE|

I Restrict Mumber To

M |
L‘,—ISCO.F\MICO MH Collection Amistad Cordoba COLLECTION 4
E Search filters
& [ &) 5[] P R ERER R
Custamer Mame Tax Mumber 1 Ctr Street and n® ity Postal Code  Phaone
1002998027 WIAJES EL CORTE INGLES 5A PORTUGAL 950099323 FT  CAPITAO RAMIRES 5 A LISBOA 1000-034 35121780391
1003230842  WIAJES EL CORTE INGLES 54 DE CV WCI000404 1RO My BOULEVARD MANLEL AYILA CAMACHD 191 MEXIZO 11510 525521222780
1007179043 VIAJES EL CORTE INGLES ARGEMNTING 54 30709255633 AR CL CARLOS PELLEGRINI 971 CAPITAL FEDERAL C10098EL 541141300100
Hotels can only modify customers. <> NH SUPPORT PORTAL / NH SERVICE DESK
Modifications of companies/agencies must & CDM (Customer Data Management)

be by lJira Ticket.

MINOR
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CRM/Customer ID

# | au | [L]Notices and alerts &

ESTF.CALET Travel Agencies - Display

ESTF.CALET Tivoli La Caleta Tenerif Ext. Client number 61542
General data ], Hotel parameters .
Tl
Name IVI.AJES EL CORTE INGLES SA | Guarantee type TOTAL .. =
oTeEpTTEIOTs
[ || Phoneno +34912038000
corsEsEs
Street |AVENIDA DE CANTABRIA | Tax Number 1 A25229313 [natural person
s 1 B 1
No 51 Search term ECI_
City |MADRID | Email No D‘accounts—rece'rvable.co@nh-hotels.corn |
Gacas 1
ZIP code 28042 URL ‘www.\rlajeselcortelngles.es |
Country ES Spain Industry CO057  Travel
Region 28 Madrid
Language ES Spanish
International V.
| Statistics
Global Potential [o | Market sagment: |TRAVEL RGENCTES |
Annual Revenue [142.051 | Market subsegment STRAT
Employees 2100 Source of business [ |

Channel identifier

Reason for traveling

for client 10
a

Customer: 1000061542  VIAJES EL CORTE INGLES SA Rating: L2 . Customer Type 1
Credit Manager 004 RAQUEL VILLALBA RCDRIGUEZ - r.vilaba@nh-hotels.com
Collector Manager 002 BU scuthern europe
Assignment level  Assignment  Descrip. Credit limit Curr... | Status Pa... Review Date Remarks
Chain - 500.000 EUR Approved ¥ CO60 31.12.2021 CREDIT POLICY UPDATE -
Hotel ¥ CLSC.ESANT NH Collection Plaza..10.000 USD Pending ¥ C0E0 27.04.2021 SOLO PARA FACTURAR CARGOS IN HOUSE ANT ~
Chain v 6.000.000 EUR Cancelled ¥ C030 31.01.2018 CRC

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

AL
HOTELS o

NH Global C

ait Policy 2023.p

A
eeana

nhow  TIVOLI



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

CRM/Customer ID (Portal Jira)

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

CUSTOMER DATA MAMAGEMENT

When raising a ticket related to CDM, please remind to choose the corresponding category & subcategory

This category will define the department and support group responsible to help you.
If the category is wrong, the ticket could be cancelled or deleted.

CDM (Customer Data Management)

Customer Data Management: organizations data guality: rate
loading. party creation, modification. inacWvation, booking tool
AOCEEE...

@ SAP CRM (Customer Relationship Management)
Custormer management. marketing
cam paigns and managing the final
CUStBMEr.

7 SAP TMS (Tourism Management Suite)
, Integrated management solution for hotel: TRSforHOTELS.
ThiSforMeetings. TMSforPOS, Interfaces, etc

M I N O R A ﬁﬂﬁ,ﬁﬁ,ﬁ AVANI E;&AJE:IM% (PAKsS Dﬂ

HOTELS

Honel & Rescrts

NH COLLECTION
HOTELS

Category SAP Business Suite > CDM (Customer Data Management)

Le. New agency_company 1D changes.
Managed by Adecco team.

Category SAP Business Suite > SAP CRM
i.e. Duplicated guests IDs and changes in NHR customers 1Ds.
Managed by Loyalty + Adecco team.

Catagory SAP Business Suite > SAP TMS > CRM
Issues or doubts related to TMS CRM front office.

(for example, one search is not displaying the correct results)
Managed by S&T + IT team.

nhow  TIVOLI

[




MINOR | Revenue structure
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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).

1000097172 Viagens Abreu SA
1000211361 Booking.com

2000073787 Accenture SL
2000002157 Siemens AG
200000XXXXX Natural Person

Company

Self-Employee Worker

1000 Direct Guest
1001 Employee & Family & Friends
1003 NH Discovery

Main Client / Customer # Main
Guest

Regular Guest Regular Guest with special price (contract)

Have a look into the following guide!

N

User GUide for Creating or mOdIfylng Self_employee Worker IMPORTANTE! Tratamiento de los autbnomos en CRM - envio informacion Sll.msg

s,

7
MINOR %

&
s E .
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Revenue structure

\ l,'(ﬁ)'
SAOON - T .
, Exercise!
1t CASE:

. , _ Main client: Viagens Abreu
“Viagens Abreu” ask you for a reservation under the name of Mr. Smith. i

. L _ _ Company: No company known
Who will be the main client and the main guest of the reservation?

Main Guest: Mr. Smith

2ND CASE: L o )
Main client: Viajes El Corte Inglés

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

Williams. Company: Ernst & Young ﬁ
Who will be the main client, the company and the main guest of the reservation? Main Guest: Ms. Williams
3rd CASE:

Main client: 1000 Direct Guest

Ms. Taylor needs a personal booking in your hotel for tomorrow.
Company: No company known

Who will be the main client and the main guest of the reservation? . 0
Main Guest: Ms. Taylor '

HOTELS

& o &
MINOR anantara  AVANI a_&..;'tmﬁ c@axs TH  nicouecron mhow  TIVOLI .




Revenue structure

Contract

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

| View Contracts: Basic screen

S Modified documn, | o5
ESZZ.SPORT MH Sport **=* 04.01.2015
Contract Id. |ING ||1_|| ING NATIONALE NEDERLANDEN ESPAfIA ||E Descriptions mActhre Fictitious client:
Validity period Pctivation data Level TMSforConnectivity
Start date 01.01.2014 Activation date 01.01.2014 Contract's level [JActive in TMS4C
End date 31.03.2016 Auto. apply date l01.01.2014] |ES | Spain
[ &
__/ Conditions V*Rates I/*Best available rate VRemarks VSEW Options V[)ﬁers V“‘Guarantee V"Siatistics }/Rout'ng hstmctionl I/Conce-p-t Discounts | ]
f Client information N General data Biling data
Main client 2004531228 ING NATIONALE NEDERLANDEN ESPARA [CJCRS contract [ Direct payment
Bil-to part Contr.use | Individual & Group Reserva.. «| [JFolios to guest
Holder Pay Cond. Charges group DAILY
Payer Ref. TA
CRS [Owithout special taxes
Company
\ Commission information Guest age
Contact data [¥INot apply comission and deduction AD>= [0 | cH== [0 |
Contact person | | (@ Cormmission W= o | Bes= [0 |
Contact Telephone No | | O Biling deduction [J5how as error

Created by: E00000088107 08.09.2014  15:24:30  Modified by: XADDECOOOO.  14.10.2014 § 16:53:32
Commission information is charged in the contract (General Data & Concept Discounts tabs)
MINOR ol AVANI LS. coass TH meoliooo mhow  TIVOLI




Revenue structure

View Contracts: Basic screen

& Modified docum. =

ESZZ.SPORT MH Spaort **=* 04.01.2015

Contract Id. |MIE.K_J&J | i |JDHNSDN & JOHNSON 5A - AMEX |@ Descriptions m Active  Fictitious client:

Validity period Activation data Level TMSforConnectivity
Start date 01.01.2014 Activation date 01.01.2014 Contract's level [ Active in TM54C
End date 31.03.2015 Auto. apply date [01.01.2014] Es ' Spain

Conditions *Rates *Best available rate YRemarks I/SEW Options Yfoers V*Guarantee Y“Slatisljcs VRout'ng instructions I/Concept Discounts |

Client information \\ General data Biling data
Main client IEEBMMT AMERICAY EXPRESS GLOBAL [)CRS contract [(Direct payment
Bil-to part l_ Contr.use |1ndi1.ridua| & Group Reserva.. v| [JFolios to guest
Holder r Pay Cond. Charges group DRILY
Payer | | Ref. TA
CRS | | [Jwithout special taxes
Company [Fo00022602]  10HNSON & J0HNSON

\ Commission information Guest age

Contact data \ [¥]Mot apply comission and deduction AD »= lﬂ CH == lﬂ
Contact person | | {s) Commission == lﬂ BB == lﬂ
Contact TelephonefNo | (O Biling deduction [JShow as error

N\
Minimum length of stay. Rates associated with the contract.

HOTELS HOTELS -RESORTS-SPAS Hotels & R HOTELS

& 3 % )
MINOR aantara  AVAND il c@axs  TH micouccron  mhow  TIVOLI .‘




Revenue structure

Travel agency (Main client) + Company

View Contracts: Basic screen

&y Modified docum. [ra

ESZZ.SPORT MNH Sport *+* 04.01.2015
[ TP | == Bl a s S . 1
Contract Id. RMEYX JzJd |1 [JOHNSOM & JOHNSON SA - AMEX Descriptions X|Active Fictitious client:
_—
| Validity period | | Activation data | | Level | | TMSforConnectivity
[P — =5 e , P
Start date 01.01.2014 Activation date 01.01.2014 Contract's level [JActive in TM54C
[ — .
End date 31.03.2015 Auto. apply date [o1.01.2014] |E3 ' Spain

_,/*Gener.ilhia ], Conditions | *Rates | *Best available rate | Remmarks - Stay Options | Offers | *Guarantee - *Statistics | Routing instructions +~ Concept Discounts |

Client information ] | | General data | | Biling data |
Main client 1022836047 AMERICAN EXPRESS GLDBALJ [CJCRS contract [)Direct payment
BT — Contr.use IIndividual & Group Reserva.. = | [JFolios to guest
Holder Pay Cond. Charges group DRILY
Payer Ref. TA
=& [Jwithout specil taxes
[ Company 2000082602 JOHMSON & JOHNSON SA]
| Commission information | | Guest age
| Contact data | [#] Mot apply comission and deduction AD>= [0 | @Hs= [0 |
Contact person ' ' (&) Commission U == 'CI_I BB == 'D_'
Contact Telephone Mo ' ' (O Biling deduction [ Show as error

MINOR ; AVANI & NH
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Revenue structure

Direct Guest Contract (Public)

View Contracts: Basic screen

&y Modified docum. =2
ESZZ.SPORT MH Sport *** 04.01.2015
T T | — | e [ N N 1
Contract Id. FUBLIC 1 DIRECT GUEST - PUBLIC RATES Descriptions X Active  Fictitious client:
| Validity period | | Activation data | | Level | | TMSforConnectivity [
Start date 01.01.2014 Activation date 01.01.2014 Contract’s level [¥] Active in TMS4C
M2 = onacl )
End date 31.03.2015 Auto. apply date [01.01.2014] |conIn | chain

*General data ~ Conditions f *Rates mBest avalable ate - Remarks | Stay Options . Offers | Guarantee . *Statistics | Routing instructions | Concept Discounts |

Ordfr Rate
1BAR

2 FLEXED
3FLEXBBE 1LC
4 AP15-29D
5AE30D
6BARTER 001
7 AP15DMLOS

MINOR

HOTELS

AiA
ANANTARA

HOTELS - RESORTS -5PAS

Description
BAR Flexible easy cancelation

Flexible with Breakfast 15d lead..
Flexible premiun BB & Late Che..
Adv Purchase =15-29 d.leadtim..
Adv Purchase =30 d.leadtime n .

Barter rate 001

Adv Purchase =15dleadtime no..
83501 7-140 Special Deal =7-14 d.leadtime ..
—

g &
elewrnna

AVANI

Hotel & Rearts

m—

1

lotment

4

HoTELS HOTELS

Description Cost Description Rate group Prepaid conditions Push N
CHL BEZR  BAR XL O
CHL BZR  BAR ML O
CHL BZR  BAR L O
. . . 1
These rates are associated with the Public contract. i
O
CXL_100% Total Stay ] -
CXL_100%  Total Stay ajl -
{0
NH H CO“L:\:IEGCT\ON nhow Tl \.( LI




Revenue structure

Regular Guest Contract

View Contracts: Basic screen

&rModfied docum. |

ESMD.ABASC NH Collection Abascal COLLECTION 26.01.2016
Contract Id. pmrtIn |2 [VICTOR MARTIN ORTEGA - REGULAR GUEST B Descriptions | [x| Active  Fictitious client:
Valdity period Activation data Level TMSforConnectivity
Start date 01.01.2016 Activation date 15.12.2015 Contract's level [JActive in TMS4C
End date 31.03.2017 Auto. apply date 01.01.2016 HOTEL Hotel

_/ *Generaldata | Condtions | *Rates . *Best avaiable rate ~ Remarks | Stay Options . Offers | *Guarantee - *Statistics .~ Roufing instructions | Concept Discounts

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

Pay Cond.

|

|

Charges group DAILY
Ref, TA

[Jwithout special taxes

ission inf -

Main client 892006 VICTOR MARTIM ORTEGA
Bilto part e,
Holder
Payer
s I
Company 2003499025 CD NUMANCIA DE SORIA SAD
Contact data
Contact person I ]
Contact Telephone Mo I

[¥]Mot apply comission and deduction
(®) Commission
(O Biling deduction

Guest age
ap>= o | cis= [o |
ws= lo | BB>= lo

[)show as error

MINOR
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Revenue structure

Rate

Calendar with different prices codes.

'®.  Rates data
7 Gy Change documents  (3'Validate dates  [{|Rate calendar il Restriction Management % Extra Options

PTO08.LAGOS Tivoli Lagos Algarve Resort ****
r

Rate J BAR :@ 3AR Flexible easy cancellation = Description
Raiaahing
[#1General rate (O Per guest (® Per room ) Tax. inc
[W) Active rate Rate use Individual Reservation
[[JFicating rate Rate type 13 Regular/rack

Validity
Remarks

24.05.2019| to0/31.12.2030

Rates data
%) @pChange documents  (3'Validate dates (i Rate calendar i Restriction Management & Extra Options

PTO08.LAGOS Tivoli Lagos Algarve Resort ****
T

Rate |BAR

[73AR Fiexible easy cancellation

[+ General rate
[+ Active rate

[JFicating rate

(O Per guest

Rate use
Rate type

() Per room

| Individual Reservation

Description

[ Tax. inc.

13 Regular/rack

Validity
Remarks

24.05.2019] to/31.12.2030]

loMMons | *Guarantee | Offers | Fixed charges | Extras = Stay Options
ﬁ

| Routing instructions | *Detail by day | *Statistics

From date Date until Mo Tu We Th Fr Sa Su Price Amount Description

0124.06.2024 24.06.2024 & O 0O O 1 ] DU69464 0,00 DUE9464-Price generated automaticly
25.06.2024 25.06.2024 [ M [0 0O 0O 0O [ DU69465 0,00 DU69465-Price generated automaticly
26.06.2024  26.06.2024 0O 7 DUB6114 0,00 DUS6114-Price generated automaticly
27.06.2024  27.06.2024 7 ® | 0O O 0O puss293 0,00 DU86293-Price generated automaticly
28.06.2024 28.06.2024 [ [ 00 OO0/ ® 0O O pusoil4s 0,00 DUS0149-Price generated automaticly
29.06.2024  29.06.2024 v DU78482 0,00 DU78482-Price generated automaticly
30.06.2024  30.06.2024 | W DUB0150 0,00 DUS0150-Price generated automaticly
01.07.2024 ©01.07.2024 ® [O|/0 O/ 0! 0O 0O pusoisi 0,00 DUS0151-Price generated automaticly
02.07.2024  02.07.2024 v DU80152 0,00 DUS0152-Price generated automaticly
03.07.2024  03.07.2024 olaloll | [ puso153 0,00 DUS0153-Price generated automaticly
04.07.2024  04.07.2024 [1 [ ¥ | 0| O 0O pusoisa 0,00 DUS0154-Price generated automaticly
05.07.2024  05.07.2024 v DUB0155 0,00 DUSO155-Price generated automaticly
06.07.2024  06.07.2024 0 ™ DUB0156 0,00 DUS0156-Price generated automaticly

EVAERE

by current

| Only valid price

MINOR

HOTELS

AVANI

Hotel & Reacrts

A.A
ANANTARA

HOTELS - RESORTS -5PAS

3
lerna

Sa Su Price Amount
LPAKS NH NH COLLECTION
FoTELS

HaTELS

nhqw

*Pricing | Conditions | *Guarantee | Offers | Fixed charges ' Extras | Stay Options [Mmimi

Date Price Amount
110.06.2019 BAR293 1
11.06.2019 DU102
12.06.2019 DU103
13.06.2019 DU102
14.06.2019 DU102
15.06.2019 DU102
16.06.2019 DU104
17.06.2019 DU102
18.06.2019 DU102
19.06.2019 DU102
20.06.2019 DU102
21.06.2019 DU102
22.06.2019 DU102
23.06.2019 DU102
24.06.2019 DU102
25.06.2019 DU102

B[E EEROE[F

TIVOLL

m
0,00 =
0,00
0,00
0,00

Price for selection

0,00

&

Position......

0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00

Jowesss



Revenue structure

Rate Description Valid from End date |P.X.Guest Active § Floating
AP15-29D Adv Purchase=15-29d. leadtime non ref 01.07.2014 31.12.2020 ] []
AP15DMLOS  Adv Purchase=15dleadtime non ref MLOS 3 01.07.2014 31.12.2020 ] [v] [v]
AP30D Adv Purchase=30d. leadtime non ref 01.07.2014 31.12.2020 ] [+] [+]
BAR BAR Flexible easy cancelation 01.07.2014 31.12.2020 ] []
BARTER_0D0O1 Barter rate 001 01.07.2014 31.12.2020 [ ] [¥] ]
BARTER_0OD2 Barter rate 002 01.01.2014 31.12.2020 ] [] ]
BGR_GOV_1 BGR. Government 1 01.01.2014 31.12.2016 [1] [+] ]
BGR_GOWV_2 BGR Government 2 01.01.2014 31.12.2016 [1] [] ]
BGR_GOV_3 BGR Government 3 01.01.2014 31.12.2014 ] [] []
BGR_MEET BGR Meeting Room Only 01.07.2014 31.12.2020 ] [+] [+]
BGR_MICE BGR Rooms & Meeting Room 01.07.2014 31.12.2020 ] [] [+]
BGR_MUSETH BGR Music & Theatre 01.07.2014 31.12.2020 ] [] [+/]
BGR_RO BGR Rooms Onby 01.07.2014 31.12.2020 [ ] [¥] [+]
BGR_SP_001 BGR Sport 001 01.07.2014 30.06.2015 [] []
BGR_SP_002 BGR Sport 002 01.07.2014 320.06.2015 [+] [+] ]
BGR_SP_1A BGR_SP_1A 01.07.2015 31.12.2016 [w] [] ]
BGR_SP_2A BGR_SP_2A 01.07.2015 31.12.2016 [] [] ]
BGR_SP_ACE BGR_SP_ACE 01.07.2015 31.12.2016 [+] [+] [ ]
BGR_SPORT BGR Sport 01.07.2014 31.12.2020 ] [] []
COMPLIMENT  Complimentary Rate 01.07.2014 31.12.2020 ] [] []
COR_BAB10% Corporate 10% discount on BAR - BB 01.01.2015 31.12.2020 ] [¥] [+
COR_BAR10% Corporate 10% discount on BAR 01.07.2014 31.12.2020 ] [] [+]
COR_BAR12% Corporate 12% discount on BAR 01.01.2014 31.12.2020 ] [+] [+]
COR_BAR15% Corporate 15% discount on BAR 01.07.2014 31.12.2020 ] [] [v]
COR_BAR18% Corporate 18% discount on BAR 01.01.2014 31.12.2020 ] [] [+]
COR_BAR20% Corporate 20% discount on BAR 01.01.2014 31.12.2020 ] [+] [+]
COR_BAR23% Corporate 23% discount on BAR 01.07.2014 31.12.2020 ] [] [+]
COR_BAR30% Corporate 30% discount on BAR 01.01.2014 31.12.2020 ] [] [+/]
COR_BARS%: Corporate 5% discount on BAR 01.07.2014 31.12.2020 [ ] [¥] [+]
MINOR AVANI e comrcs  TH nhow  TIVOLI
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All selected lines are floating
rates (referenced to the BAR).



Revenue structure

Price code

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

([T View Price codes BAR8O_1: 80€ for the lowest room category with
sm.price Sy Modfied doaum. B spediicPrice ©od the |owest meal plan (RO) and Tax included.

FR31.TOUAI MH Toulouse Airport **+* P ~
= =2RE0_1 HBAR 80 euro / | Description ] Expires [31.12.2096 | Price  N§
Currency |Eurapean Euro | [ Tax incuded [Special Tax included Creation date 01.10.2018 by person O @by room

Related rate
< “Pices perroom | “Price exceptions | *Meaks |

Room type |N# [ |Amount | Pax type Meal plan Armount |

_Family Room Sui.. ¥ 1 120,00 — RAdult ¥ Bed & Breakfast e 15,40 Meal

:Family Room Sui. ¥ 2 120,00 LI:Adult ~ Room Only - 0,00 su pplement
Family Room Sui.. ¥ 3 140,00 Child ¥ Bed & Breakfast e 7,595

:Jr. Suite Double ¥ 1 120,00 :Ch:i.ld * Room Only - 0,00 per person
Jr. Suite Double ¥ 2 120,00

_Jr. Suite Double ¥ 3 140,00 B

| |stendard Double ~ 1 80,00 ]

_S‘r.a.ndar{i Double 2 0,00 B

_Sup-erior Double ¥ 1 45,00 N

FR31.TOUAI MH Toulouse Airport ****

Code l |DU133 |DU133—Price generated automatichy % Description Expiras 17.12.201% | Price
Currency uropean Euro v ax included Special Tax included Creation date 0i.12.2018 by person O ® by room
Related rate [ Automatic price code

*Price exceptions V“Meab ]

Room type |N# a... |Amount | Automatic pr‘ice Code Pax type Meal plan Amount
Family Boom Sui. 1 168,00 -~ Ldult * Bed & Breakfast e 149,80
Family Boom Sui. * 2 1&&,00 Created by Duetto' i Ldult * Boom Only e 0,00
A ¢ &
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Revenue structure

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

View Contracts: Basic screen

& Modified docum. s

ESZZ.SPORT MH Sport *** 04.01.2
Contract Id. ‘eusrzc || | DIRECT GUEST - PUBLIC RATES
Validity period Activation data
Start date {o1.01.2014 Activation date {o1.01.2014
End date [31.03.2015| Auto. apply date f01.01.2014|

*General data - -Cnnd'rtions y *Rates |— -E.est available rate 1 -Remarks 1 -‘

Order Rate Description Allotrment | Description

1EBZR BAR Flexible easy cancellation

2 FLEXEB Flexible with Breakfast 15d lead ..

3FLEXBB LC Flexible premiun BB & Late Che..

4RP15-29D  Adv Purchase =15-29 d.leadtim..

SAE30D Adv Purchase =30 d.leadtime n..

GBLRTER 001 Barter rate 001

JRP1SDMLOS  Adv Purchase =15dleadtime no..

85D1_7-14D Special Deal =7-14 d.leadtime ..

i

These expenses must be billed or cancelled
accordingly.

M L(ﬁ{? R ANANTARA AVANI «t"(.f}um DAKS

Cancellation Cost Code

ESMD.ABASC NH Collection Abascal COLLECTION

Cancelation Code

Cost amount

Penalization concept
Cancelation policy
Cancel policy (MMMC)

Start date (stay)

25.11.2014
13.05.2015
14.05.2015
29.05.2015
31.05.2015
12.10.2015
17.10.201%

NH COLLECTION
HaTELS

nhow

27.01.2016

|CXIL_BRR 'BAR CXL I@ Description Estado

|Room -/

|RCLX | |Room cancellation fee

| 1 F
End date (stay) Days notice limit Penaliz time... | Total stay Days to penalize Percent...
12.05.2015 i 18:00 M 1 0,00
12.05.2015 9499 00:0a0 [¥] 0 140,00
30.05.2015 a 18:00 | 1 0,00
30.05.2015 9499 00:00 [¥] 0 100,00
11.10.2015 a 18:00 | 1 1,00
16.10.2015 9495 00:0a0 [¥] 0 100,00
31.12.2089 a 18:00 | 1 0,00

TIVOLI

HOTELS




Revenue structure

Rate structure

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

/“ ” S
| I'—

Allotment

& 1Y @ TV
anantara  AVANL coanarxs TH  nicouscron nhow ITVOLI .
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MINOR | Availability

HOTELS
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Availability

* [= RESERVATIONS
v [ Individuals
v+ 3 Groups / Events
v [ Mass changes to several reservations

ESZZ.SPORT. Hotel occupancy forecast by room type
Occupancy by room type

* == Information systerms @
v [3 Events
v [ Reporting Quotation Tool
. T/pc 05 03 ESZZ.SPORT NH Sport *** 04.01.2015

5%, JCCSHT/RS_06_04 - Occupancy by room type

’ " From '04.01.2015)
Until 17.01.2016
Room type to
Rate EJ—':R—

ESZZ.SPORT. Hotel occupancy forecast by room type

EFTF e HET B E &?Add Overb.  Show overb. ¥R]Refresh Occupied Conf. Occupied Tent.  Occup. Conf. and Tent.
Avalaible: Res.Confirmed Room types Room Subtypes o
Dates:04. January 2015 - 17. January 2016 B
In red weekends and negative valses A A (o)
# -»Base price and amount/foating rates { \ { \

Day Date 7| Alerts | Rate group Rate Price Code | STDDBL STDSGL TOTAL STDDBLD STDDBLQ STDDBLT 1

Sunday _ RLOD BAR BAR1S9 1 30 11 41 2 g 19

Monday 05.01.2015 RLOG BAR BAR1SO 1 39 12 51 3 14 23

Tuesday 06.01.2015 RLOO BAR BAR159 1 41 12 a3 3 16 23

Wednesday 07.01.2015 RLOO BAR BAR159 1 42 12 24 3 16 23

Thursday 08.01.2015 RLOO BAR BAR159 1 42 12 24 2 16 23

Friday 09.01.2015 RLOO BAR BAR159 1 43 12 29 2 16 24

‘Saturday  10.01.2015 RLOD BAR BAR1S9 1 41 12 53 3 16 24 te
‘Sunday  11.01.2015 RLOO BAR BAR150 1 43 12 55 a 16 24
Monday 12.01.2015 RLOO BAR BAR159 1 43 12 55 E] 16 24

HOTELS

&
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Occupancy & Availability

~ = RESERVATIONS Ocupacion general
» [ Individuals
v [ Groups / Events
v [ Mass changes to several reservations
¥ = Information systems

(% | Sel. Hoteles por jerarguia

» (3 Events Hotel |ESzz.CIUZR| to | '
v [ Repndting Ountation Tool Date E725.03.2025 to 1
I 3% JCCSHT/RS_06_03 - Hotel General occupancy I T T
0 CCSHT/RS_06_04 - Occupancy by room type
« () ZEY_RS_06_011_ALV_EX - Expected Arrivals Extended Comparative
e [ |Compared to previous period
~ = RESERVATIONS Period | | to

v [ Individuals Date Forecast 26.03.2023

+ [ Groups / Events

v [ Mass changes to several reservations Rooms calendar restrictions

* [= Inforrmation systems (*)Don't Check restrictions
* [= Events (")Check check-in condition

JCheck stay condition
{(®) Rate group '
() Rate

JCCSHT/RS_BOOKING_GR - Room event booking
* @ ZEY_FROOM_QCCUPANCY - Function room Qccupancy

[ g T - - T . A

Additional information

é [ Display column Offer
— [ Display column Option

(®)Mo col. allotm. control share

Donrt forget to reVieW these options () Colurnn allotment control share

(" allot. control share affec.oc.

HOTELS HOTELS

®
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Occupancy & Availability

General occupancy

1. 4. Confirmed 6. Tentative 7. Availability with -1 =Sales have
Inventory rooms (status 3) rooms (status 2) confirmed & tentative been forced
rooms + without manually.
overbooking strategy

Ocupacion general
Room Rack Blocked Room Rack  Occupancy per room type| | 5 02 } Update data View Overb. House Status  Restrictions

Date: 25.02.2019 - 04.03.2019

5 6 7 8

QI EEREEL

Hotel | Date = Tot. Rooms ZBlocked |= Rooms = Confimed = Available = Tentative EMin availa| TotMaxSel [ MaxOccup % EMinOccugs% =Room in|=Room out = Reserv. |2 Avai.Allot | ZPickup PIA | Guests In |2 Guests Out
[ESBU.MERCE @-]]25.02.2019 110 0 110 % T 54 54 50,91 £51 46 25 81 o o 52 a7
26.02.2019 110 0 110 67 43 [ 43 43 60,91 60,91 a5 24 91 [ o 39 29
27.02.2019 110 i 110 110 i o i _ 100,00 100,00 77 34 144 o o 120 40
28.02.2019 110 0 110 26 24 [ 24 24 78,18 78,18 34 58 144 [ o 55 87
01.03.2019 110 0 110 a1 29 [ 29 29 73,64 73,64 64 68 150 [ [ 129 a5
02.03.2019 110 0 110 108 2 [ : s 28,18 98,18 62 35 143 o [ 118 67
_ 110 i 110 31 79 0 79 79 28,18 28,18 15 92 123 0 0 22 179
04.03.2019 110 0 110 39 i [ T T 3545 35,45 21 13 52 [ o 3 26
ESBU.MERCE [, . 880 « 0 .- 880 - 578 - 302 - 0 302 . 65,68 « 6568 = 354 = 350 = 928 0 - 0 -« 566 = 560
o, s 880 == 0 22880 =2 578 == 302 == 0 == 302 s: 6568 =x 6568 == 354 == 350 == 928 0 - 0 == 566 == 560

2. Blocked 3. Rooms for 5. Available 8. Availability with confirmed
rooms sale (after rooms (after & tentative rooms +
blocks) confirmed) overbooking strategy

Click on the number underlined to navigate to the reservation.

HOTELS | Gotes-esomssms  Wewhshess  —conscnon— o HOTELS O ges hoTELS

A . &
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Occupancy & Availability

Click on the calendar to add days or weeks in the search

Ganeral Occupancy

Room Rack  Blocked Room Rack  Occupancy per room type = 3 kIUpdate data Wiew Cwerb,  House Status  Restrictions

Dates: 19.05.2015 - 06.06.2015
(=) (&) 0] L) (&=L (8] .

Drate ETot, Rooms EBlocked £ Rooms B Confirmned |E Avalable ) E Tentative E Option | E Min availa | TotMaxSel |E MaxOcoup % | MinOcoup % £ Room in |2 Roomn out B Resery,
19,05,2015 276 33 243 i - ;_ 101,65 101,65 161 153 411
20.05.2015 276 33 243 0 o E s 100,41 100,41 116 119 375
21.09.2015 276 33 243 0 o 3 3 08,77 08,77 159 163 407
22.05.2015 276 49 227 0 o 41 41 81,94 81,94 139 193 383
23.052015 276 34 242 0 0 2 1 99,17 99,17 166 112 348
_ 276 34 24z 0 o 145 148 38,54 38,54 58 204 275
25.05.2015 276 34 242 a 18 160 160 33,88 33,88 67 79 111
26.05.2015 276 34 242 0 0 70 70 71,07 71,07 125 il 119
27.09.2015 276 34 242 0 0 20 30 87,60 87,60 104 64 171
2B.09.2015 276 34 242 0 . 100,83 100,83 134 102 234
20,05.2015 276 43 228 0 o e 107,89 107,89 oz = 234
30.05.2015 276 33 243 0 o e 103,29 103,29 12 7 224
_ 276 33 243 0 o 24 24 a0, 12 a0, 12 g1 113 260
01.06.2015 276 33 243 4 18 == 63 71,60 63,96 110 159 248
(B =t ) = 7O =3 G = T % T s gL 56,79 55,14 == 95 151
02.06,2015 276 33 243 130 113 4 55 109 109 55,14 53,50 62 65 154
04.06,2015 276 33 243 170 73 0o 58 73 73 59,95 59,95 111 7l 198
05.06.2015 276 43 228 145 g3 25 15 58 53 74,56 53,60 ==h 113 214
08.06.2015 276 32 244 200 44 1 19 43 43 g2,38 81,97 120 65 247

= 5244 - 678 = 4566 = 3626 = O40 . 38 - 224 - 902 80,31 - 79,45 - 1964 - 2.003 - 4.773
M LEEE) R ANANTARA AXMI elodina oaxs TH CQ.ﬁFI\ON nhow TIVOLI



Occupancy & Availability

» 71 CRM FRONT-OFFICE =
» TTILOYALTY Chain Status
~ [ RESERVATIONS

» [T Individuals & [ Eéul Sel. Hotels by hierarchy

» [ Groups / Events

» [7) Mass changes to several reservations Pantalla de selgccidn

~ [ Information systems ) W A

» B Events Hierarchy Visflalization Hotels

+ [ Reporting Quotation Tool Hotel / ESMD* to
+ ) JCCSHT/RS_06_03 - Hotel General occupancy
Date 25.03.2025 to

« (7 JCCSHT/RS_06_04 - Occupancy by room type
« () ZEY_RS_06_011_ALV_EX - Expected Arrivals Extended

il [

+ €2) JCCSHT/RS_06_011_AVV - Valued Expected Arrivals ALV cu "eﬁ,

« (1) ZEY_RS_06_011_ALV - Value expected arrivals and stay option /

+ ) /CCSHT/RS_06_014_ALV - VIP arrivals /

« () JCCSHT/RS_06_06 - Expected Group Arrivals | ocfupancy

« £ JCCSHT/RS_06_45 - Groups Rooming List

« (7 JCCSHT/GR_CONT_OCUP - Convention group's reservations occupancy control 4
+ 2 JCCSHT/RS_06_35_ALV - Pending reservations by status #)Rooms Available .
« () JCCSHT/RS_06_60_ALV - Guarantees Status @ s T

- g ;CCSCCSHT"%::S:SJ: ETBOSl R'mh:paymm ["1Block.rooms modify occupation
« £7) ZEY_RS_06_70 - Booked stay options (Live Local) ["1Day Use modify occupation
* (2 /CCSHT/FOR1S - Reservations activities report [JInclude Res. Tentative
+ £ /CCSHT/RS_06_013 - Reservations in Walting list
« (7) JCCSHT/RS_06_42 - Occupancy Annual statistic
+ ) [CCSHT/RS_06_34 - Reservations pick-up
[+ 1) JCCSHT/RS_CD_RESERVA - Read Reservation modification doc.
« ) ZRS_OCCUPA - Availability Hotels Chain

g e o o i If you inform after the nemotecnic, the
* fJ /CCSHT/RS_06_099 - Booking Position i . . . .
2 oS R, 0627 - Fnd etk y Hame availability of the country or city will be displayed

+ ) ZTMS_COM_CHECK - Reservations check report

« () ZTMS_COMMISSIONS - Commissions Control

« £) ZEY_TMS_COMCRS - Contracts CRS Commissions
« ) JCCSHT/CR_PETIC_ALV - Request report

usn

[= Chain Status

Hierarchy Incl... | Excl... |
v (J0UT OF MH O O

[ o3 vercaion O O

y y & /
MINOR & AVANL 8. TH  mcouteron  mhow  TIVOLI
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MINOR | Overbooking management

HOTELS
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Overbooking management

Hotel Overbooking Management

N ,/-(TT)- INVENTORY

\

o

148

148

148

148

®
MINOR anantara  AVANL b oaxs TH  nicouccron mhow

HOTELS

HOTELS

STRATEGY

Sale 100%

Sale 110%

Sale 50%

Force Hotel Close

TIVOLI

TMS

148

163

74



Overbooking management

¥ [ HEALTH 5PA - . -
e Revenue is responsible for overbooking
» [ Availabilty Management management:

= Overbooking

« i) [CCSHT/RS_OV_03 - Overbooking management

* -1 means that the hotel is closed for sale, if it

» [0 Rates is informed in the field “Daily”.
» [ Cancelation Penalties

v [ Stay options
» £ Quotation Tool * -lintheline room type means, the selling of

* [ Information Systems . .
» 3 SALES this type of room is closed.

v [ CUSTOMIZING

& 4 General Occupancy  Occupancy by room type  House Status  Show occupancy  Blocked rooms

| Default values

Hotel ESTF.CALET Hotel rooms 284 (®) Value % Value Include blocked rooms [v| % Min.Over 100,00 By Room type
T ——1 E— )
Dates 01.01.2024 to 15.01.2024 (% Include rooms Tentative [ 9% Max.Over 100,00

R RE [Ele J& JE=L) G 5]

Rooms Mo 01.01.24 Tu 02.01.24 Ee 03.01.24 I1 04.01.24 Fr05.01.24 53 06.01.24 Su 07.01.24 Mo 08.01.24 Tu 09.01.24 We 10.01.24 Th 11.01.24

B

_rDailv T 28+ A 284 284 284 284 284 284 284 284 284 284 284
" "Room type Description

| DLGDBL Grand Deluxe Garden View z A 1- 1- 1- 1- 1- 1- 1- 1- 1- 1- 1-
. DLUDBL Deluxe Garden view 118 H 120 120 120 120 120 120 120 120 120 120 120
| PREDBL Premium Partial Ocean View 82 8 a3 83 83 83 a3 83 83 83 a3 83 83
| PREDBV Premium Ocean View 47 0 47 47 47 47 47 47 47 47 47 47 47
' | PREDBW Premiurn Ocean View with Terrac 14 0O 14 14 14 14 14 14 14 14 14 14 14
| PSTDBW La Caleta Suite Ocean View wit 1 0 1 1 1 1 1 1 1 1 1 1 1
| STEDBE Suite with Jacuzzi Ocean View 2 g 2 2 2 2 2 2 2 2 2 2 2
| STEDBL Suite Garden View I 1 | 9 ] 9 ] 9 ] 9 ] ] 9
| STEDBW  Suite Ocean View with Terrace 0 ! | 1- 1 8 8 8 8 8 8 8 8 8

This means which room types are open or closed for sale

MINOR A & @ .
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MINOR | |ndividual reservation (call center)
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Individual reservations

WLMmO Q=X

Ssm—-—<=3ImM<O

Creation of individual reservations from any sales channel and actions to be carried out

S . .
Reservation execution . . . . . .
throughout the confirmation, modification and cancellation of the reservation.
E@\ Reservation review , . . . . . .
the guest’s arrival, to ensure the quality of the information contained in each one.

pre-stay handling 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.

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

Review of room reservations (individual and groups) in TMSforHotels several days before

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).

. ° Have a look into the following process! @
anantara  AVANL il e@as TH micouccron mhow  TIVOLI
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General Reservation Management Process



https://nhorganization.nh-hotels.com/content/general-reservation-management-process

Individual reservations (call center)

Create an individual reservation

SAP Easy Access Menu for Hotel Employees ESZZ.SPORT . e
4 plo Requests of less than 10 rooms are considered as individual

HE S #HE 2 v 4 reservations. From 15 pax they are considered Group only for
T —— FIT Rates. Individual Reservations are managed by CRO/Hotels.
~ 3 SAP Menu
v [T Click&Hire
» (I MM . .
- &7 TMSforHatels TMS4H offers two options to create a Reservation:
« [ JCCSHT/ENTRA_HOTEL - Ch hotel . .- . .
b [:,ICRM FR:;NT_DF,;ICE e * Call Center (CRS): availability, prices, meal plan and different
~ |1 RESERVATIONS rates are displayed at the same time to choose the
~ 3 Indviduals corresponding one.
+ 1) JCCSHT/CRS - Call Canter
- & JCCSHT/RSOL IN - Create * Create: if the contract, rate and price is known, this option
- B JCCSHT/RS02_IN - Modify Id be fast
J @;"CCSHT}RSUB_IN—DELJIH? cou € Taster.

v [J Groups / Events

¥ [J Mass changes to several reservations , .

v (7 Information systems Let’s see the first one!
* (I FRONT-OFFICE

HOTELS

s : & -
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Individual reservations (call center)

Call Center

= Incoming call | & Go to reservation

|H

Click on “Incoming Cal

[E| Client's identification | Search parameters | button to start (the rocess
Main Customer 0000001000 (O Guest (OTIE O Company & Al Arrival date Nights [d] . . P
Main client's name | I|E| Branch cust. Departure date |@| SImU|ateS d Ca” In the CRO
Guest Id - Rooms 0 o depa rtment).
Contact name ' | QueueCRO | || Guests anfo |aufo lcufo | BB'D_||E|
Company Branch comp. Room type ' ' | 5 |
CRS Branch CRS Meal Plan ' NER

Call Center

Inform  the Main Client,

[Z Avaiabiity | [EFinish call & #” Go to reservation = Convention reservation  3€ Cancel reservations )
arrival and departure date,

k5 | Client's identification Search parameters [ number Of rooms and meal
Main Customer | 1000087126/(7( )Guest  (&)T2 () Company () Al Arrival date 27.01.2020 M0 nNights | 1] | h £ field ,
Main client’s name | CARLSON WAGONLIT U.. '@] Branch cust. 0000533230 CWT NORAM M.. | Departure date 28.01.2020| Tu plan (t eresto lelds aren't
Guest 1d ' ' - EE— mandatory) and use the
Contact name ' Queue CRO | || Guests w1 |w[ e[ e ’_I “Availabil ity" button.
Company Branch comp. Room type ' ' [ rEP l
CR3 Branch CRS Meal Plan ' ' =

} The Main Customer / Main

Hotels R . H
i ooms_| Client is NOT the guest ID
(] Selected Hotels (1 hote) (a5 (except regular guests).

|NJESMUD.EUROB-NH Collection Eurcbullding ™ Hotels |C. | PAR | PET | RST | SHU | TRA | ouT | A |@. Exp

= 100£°
. o il .. ¢ & v v ?\U‘N“

w
S

[@Hrﬂ'plﬁﬂ'pr' Mg krpe 10 Max botol 40

HOTELS = | oo momas eeksmt o @i

HOTELS

&
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Individual reservations (call center)

Call Center

[E Avaibiity  [EFinish call & #” Go to reservation .+ Convention reservation

@ Client: 1000087126-CARLSON WAGONLIT USA || 27.01.20-28.01.20 Rooms: 1 PAX: 01AD || Meal plan
@ [N]ESMD.EUROB-MH Collection Eurobuilding
"5 27.01.20 - 28.01.20 with 01AD | % Shopping cart | k=lReserv. created | Room type Contract + Rate Pricee = Guarantee
A BEEEEIED @ EAERARELD B Jed ' o]
Hotels Aval | Amo... | C... | D. W | Cond. |Av_ Hotel ok |Rate Contract || Retail Price | “Price w/_ |Sped| Guarantee
v [ ESMD.EUROB-NH Collectit[¢] 309 132.17 EUR 0.0C 6 (2 ESMD.EURON(E Ir Suite Double View [T 1 (@ COR_BARS% @ cwr |@ BB] 556,60 500,92 | 0,000 E 12.18HFRE| =
6 (2 ESMD.EURD T T 19 COR_BABST. T CWrE @ HE 504,33 538,76 0,00 . -
6 [ ESMD.EUROE @ Ir Suite Double View T, 1 [@ COR_BARS9% @ cowr @ HBE 597,36 541,60 0,00 [@ 12.18HFRE
D 1 [@ ESMD.EUROL [ Presidential Suite Doubl | 1 [ COR_BARS% @ cwr (@ RC 092,75 803,48 0,00 (@ 12.18HFRE
1 [@ ESMD.EUROE @ Presidential Suite Doubl_ 1 [E COR_BABS% @ cwrF @ RC 992,75 893,48 0,00 (@ 12.18HFRE
1 (@ ESMD.EUROI [ Presidential Suite Doubl | 1 [@ COR_BAB3% @ cwr (@ BB 1.011,806 910,50 0,00 [E 12.18HFRE
1 [@ ESMD.EURO! [ Presidential Suite Doubl 1 @ COR_BAR5% @ cwrF @ BB 1.012,65 911,32 0,00 (@ 12.18HFRE
1 [@ ESMD.EUROE @ Presidential Suite Doubl_ 1 2l COR_BAB5% ]@ cwF @ HB 1.050,32 949,16 0,00 (@ 12.18HFRE
1 (@ ESMD.EUROI @ Presidential Suite Doubl | 1 COR_BARS% @ cwrF (@ HB 1.053,35 952,09 0,00 [ 12.18HFRE
123 (@ ESMD.EUROE @ Superior Double 1 @ sp1_7-14D @ rRC 153,00 137,70 0,00 [@ 30.PREPA
123 (@ ESMD.EUROE @ Superior Double 1 [ BAR B RC 165,00 148,50 0,00 [ 17.24H1D
123 ([ ESMD.EURDE B Superior Double 1 [@ sp1_7-14D B BB 172,090 155,61 0,00 [@ 30.PREPA]
123 (@ ESMD.EUROE @ Superior Double 1 @ FLExBB @ BB 184,30 166,41 0,00 @ 17.24H1D
118 [F ESMD.EUROE [F Superior Double View 1 @ sp1_7-14D @ rRC 193,01 173,71 0,00 [@ 30.PREPAI
118 (2 ESMD.EURDE E Superior Double View 1 @ BAR B RC 205,00 184,50 0,00 [@ 17.24H1D
2 (2 ESMD.EURDE @ Superior Mood Room 1 @ sp1_7-14D @ rRC 208,00 187,20 0,00 [@ 30.PREPAI
P PR 118 (@ ESMD.EUROI @ Superior Double View 1 @ sp1_7-14D Eee 212,01 191,62 0,00 [@ 30.PREPAI
2 [@ ESMD.EUROE @ Superior Mood Room 1 [@ BAR B rRC 220,00 198,00 0,00 (@ 17.24H1D
e - 118 @ ESMD.EUROE B Superior Double View 1 @ FLExBB @ BB 22490 202,41 0,00 @ 17.24H1D *
* FAMILY ROOM ] - 2 (3 Ecmn FLRAEEl Sunarine Mand Banm 1 [El gami1 7.14n Fl pR 777 an 20511 | nonn (8 20 oREDAT
+ [2] JUNIOR SUITE ] = i|» i

HOTELS e ot ForeL
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Individual reservations (call center)

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.

[ . S

[= Reservation data

Selection data Multi-reservation =
NH Milaga Arrival 13.12.2018 Room Typ | Standard M. = DSubtypes Guests AD|_| .]Ulja{l_|BB|_| |"|Booking File i]
Ul Reserv. [o Departure [14.12.2018 MealPlan | BB Room O & ] 1/ Murmber of rooms
I client 1003 REWARDS, NH Cancel P. 1st stv Reserv.amou | 138, 61 |ﬁ| Booking num. |s|price D
l|| cntracc @ weREwaRDS Rate @ NER_FLEXBB Alotment Last.sv  |BKES Total price (138, 61 [£vr|[ & | | NHR_FLEXBB-STNDBR .. (v 138.61 [}
Reserv. Stetus | Confirmed ~|cut-offD. | | | Statistics Data I/ Remarks
Contact person |REWARDS, MH | Source.bus |LEISURE INDIVIDUAL = Int. Rermark Internal -
c = - | ] 1 1
Phone: | | pax: | e ' [ Fill in the mandatory
E-Mail Ino Emal N subchannel '™ - i
| ———— =1
vuher [ ] e . BT — [ fields and any other
Language ’E‘ Spanish . .
Guarantee [10. 16 Hours ~/| | Branch & Agents management Features [ ] [ InfO rm atIOI"I d nd
Prepay.Cond. Branch CC (3 gep TveE C I iC k on ”Save” .
External Ref. | | Branch CRS L 3 » [ sMoKING ROOM [ :
] + [ vIEW ROOM
Branch Com v [ EXTERNAL SPACE !
Ttem |Q...|Amount |A v [ WOODEN FLOOR
O.Code  Guest Name | | ||| card nformation v [ ROOM FACING [
(il Number: [0 Hilmco v CIPETS
Holder: | | = » [ ROOM DESIGN
. v 3 DISABLE =
- | Bpmtond | Cass | | ~ v [ ALERGY ROOM
= — — =1 PR ~
“» “»

—) x|

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).

HOTELS HOTELS -RESORTS-SPAS Hotels & R — couLscTion — HOTRLS  owms
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Individual reservations (call center)

Finish the call Call Center
@S avairbiity = 'Finish call 42 47 Go to reservation &% Convention reservation

| ¥ | client: 1002082860-CARLSON WAGONLIT ITA || 27.01.16-28.01.16 Rooms: 1 PAX: 01AD ||
| 73 | [NJESZZ.SPORT-NH Sport

5| 27.0116-28.01.16 weh 014D | rshopping cart | FelReserv. crested |

-II:-'CarI Center
Hote§ Booking ID: 154928 e
4 Status | Reserv. creation Messages )

©o@  Hotel NH Sport ESZZ.SPORT Booking: 0000154928 Msg:01W E R:STDDBL B:BB |
oD resenvation guaranteed unti arrival date 18:00:00 :
B
R
. . B
1 reservation = 1 room = 1 booking number R
B
[Q Reply document]ﬁ Mail [? Mod'rﬁr] [V’ Close ]
Have a look into the following guides! In case of long stay (more than 14 days) a long

e , _ o stay contract must be signed.
Modifications of reservations with restrictions and prepayments

Clients in a reservation NI Long stay contract
Clients in a reservation Examples ’b

s,
Contratto long stay 7%

HOTELS

A . _ e
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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

Individual reservations (call center)

Change the reservation status

[ Ind. reservation Miscellaneous  Availbiity  Information systems  System  Help
0 I Change Reservation status lﬁ E @ E|
Change Main Client
ESMD.l  Transfered management  Ctrisshift+Fs  FRA, JOSE DAVID
Duplicate Ctrl+F8
L= F o = _ .
Unchain reservation
[i]| esmp.EUROB HH | Cycle copy 41900 = Clent: 101
Cancel Check-in
Arrival: 27.02  Modify folios header F7  luble View Terr..¥ [ ]Show Subtypes
Nights: Folios maintenance F@ o |cufo |BB[0 | a
Depart.: |06.03 Transfer resenvation [ INo move
Create linked reservation

Link reservation l/Depuﬁits l/ . Guarantees

COBO.ANDIN. Individual Res. - juan sanz

S z2d B & W R =
COBOLANDIMN MH Collection Royal Andi Reservation 62143488 Client
RoomType: Family Room Double *|[JShow Su

Reservation status

.II:-'CDE-D.ANDTN. Individual Res. - juan sanz

COBO.LAMDIN MNH Collection Royal Anding COLLECTION

&

II:' Reservation status (1) 7 Entries found L

[ TET I

7T

| B b5

Y

Status” Description

E=0IEY

Contact person: | [J= | Remarks
- Offer: (01)
- Tentative (02) >
- Confirmed (03)
- Rejected (04)
- No Show (05)
- Cancelled (06):
- Option (09) = Waiting List

MINOR ool AVAN  if.  cPass TH moolioo
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01 Offer —
0z Tentative
n3 Confirmed
04 Rejected ign
ns No show
06 Cancelled
09 Option

7 Entries found
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Individual reservations (call center)

Reservation Search Direct search with reference Present or past
- check-in bookings
~ = TMsforHotels ESMD.EUROB. Modify ations
+ (1) /CCSHT/ENTRA_HOTEL - Change hotel
» [ CRM FRONT-OFFICE T
v [JLovaLTY _ o
= = RESERVATIONS ESMD.EUROB NH Collection Eurcbuilding COLLECTION 25.02.2019
v = Individuals [ ™ Direct search /lmhnlllmgs lf Check-in bookings P Check-out bookings | > Check-out Completed
» ) /CCSHT/CRS - Call Center ~ bookings
J Ga' JCCSHT/RSO1_IM - Create Room type Rate
» () JCCSHT/RS02_IN - M_Udrﬁ" Arrival date to Contract ' '
: B () JCCSHT/RS03_INM - Display R — | T 1
il sz Reservation Ma. M% guest JU [
Booking File ID M® pax CH ]
_ . Room Ne pax BB []
Be in mind that two users can T ] Main Customer
display the same process (individual Departure date to Created by
reservation, group, etc.) at the same Creation date to Voucher |
time but only one can modify it. Future reservations in any status or past

Restrict Mumber To 100

reservations with different status except confirmed
@ EFREFD ELFL (S )& JEL) )G

© Reservation Rel.reserv|Room Type |Room |Guest Mame |Voucher |Reservation group narme |Remarks

Have a look into the following guide! Highly recommended to make any modification before the guest arrival, to avoid

Review reservation process. wrong productions and invoices.

%
MINOR

HOTELS
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https://nhorganization.nh-hotels.com/content/reservation-review-procedure

Individual reservations (call center)

The reservation is formed by header, body and folios:

& ZdE NLHE [ Svwdomecrd & W B B
— _ Header
T3] PT08.cARVO Tivoli Carvoeiro EY -NO Reservation 109240257 Client: 1000211361  BOOKING.COM B.V. Amount
B _r |
Mme am ~rnna] | Pe— |
Arrival: 05.12.2022 Monday RoomType: Superior Double » |[[]Show Subtypes Meal Plan BB
Nights: 3 Guests: ap(2 |Jufo |calo |sB/0 | Currency EUR First service: | |@ onLNE
Depart:  |08.12.2022 Thursday Room « [202 SUPDBRT [ INo move Last service: |BKFs ' @ GDPR | [[¥ HKSTAT |
® woto
4 General Data | *Billing Information | *Additional data | *Prices and Commissions | *Conditions | Deposits | Routing charges | Fixed charges | Loaned items | Preferences | Actions | Notices for Reception | [l Guarantees | Guest notifications |[»| 2]
Contact person: [ /&  Observaciones
Phone: J | L fidh | GENERAL E] | Only 250 characters Billing ~| E&
E-Mail: Revise cbservaciones en categoria TMS4C. [ Please review comments on TMS4C '
Voucher: 2333018741 category.
ervaton type , - Body (Press Enter)
Registrat. date: [09.11.2022 Language: ES  Spanish .
CUT-OFF date
Guests
o.. Code Guest Na... Program Fidelizacién Type Loyaltycard  Meal Plan  PAXType Mealplan.. Gender vIP Voucher Armival date  Departure date  Remarks |
1 fatima zah. ()| & BB Adult v Unknown ¥ ~ 2333018741 05.12.2022 08.12.2022 -
2 i # BB Adult = Unknown = ~ 2333018741 05.12.2022 08.12.2022 -
=
4 b 4 b
ws CHECKIN Guest: fatima zahra lajaj [Jwalk-in [ Check in 05.12.2022 12:22  Created RFC_TMS4C 09.11.2022 18:58:07 Credit pending to Bill 0,00
Gr: @ [ Transfered [ Check out 00:00  Modif.: E00000050726  05.12.2022 11:22:37 Cash pending to Blll 360,00
& € I
M LL\T]EQ R anantara  AVANIL v g@axs  TH micouecron mhow  TIVOLI .




Individual reservations (call center

The reservation is formed by header, body and folios:

PTO8.CARVO. Process folio 2 F | . F
[# Folol Folio2 Folio3 Folio4 Allfolios Currentdate Chargesuntiltoday 0 8702 o0 . W) k=| 43} & Cancelled Revenue olios ( 9)
Reservation 109240257 |Status Check in Arrival 05.12.2022| Departur 08.12.2022] Upgrade
Main Client BOOKING.COM B.V. - Voucher 2333018741 Room 202
Main guest Type SUPDBL Superior Double GST AD 2 |JUu/0 |CH O |BB'O
FOLIOS: F1 @ [ 0,00 EUR | Main Guest ] F2 (@ 360,00 |EUR | Main Guest Num. pre-autoriz.
(tax incl.) F3 @ 0,00 EUR Main Guest F4 (D 0,00  EUR Main Guest Importe pendiente 0,0¢
(&[5 2T (L s [SleE.)EE. &) [5][# Arangement code
=l Status Revenue date Folio Concept ID b Description Quantity Price  Disc. (net) Amount Tax incl. Service date Sourc... Client % Commi.Am. Arrangem.Code.Desc. Arran... Original reserv Invoice num
<Cm 05.12.2022 2 ROOM Quarto / Room 1 9582 0,00 95,82 ¥ 05.12.2022 202 15,90 14,37
Com 06.12.2022 2 ROOM Quarto / Room 1 9582 0,00 95,82 v 06.12.2022 202 15,90 14,37
ocE 07.12.2022 2 ROOM Quarto / Room 1 9582 0,00 95,82 v 07.12.2022 202 15,90 14,37
©CE 05.12.2022 288 Quarto Pequeno-Aimogo / Bed & Breakfast 1 12,09 0,00 12,09 vl 05.12.2022 202 15,90 1,81
<Cm 05.12.2022 288 Quarto Pequenc-Almogo / Bed & Breakfast 1 12,09 0,00 12,09 vl 05.12.2022 202 15,90 1,81
OCE 06.12.2022 28B Quarto Pequeno-Almogo / Bed & Breakfast 1 12,09 0,00 12,09 ¥  06.12.2022 202 15,90 1,81
oCm 06.12.2022 288 Quarto Pequeno-Almogo / Bed & Breakfast 1 12,09 0,00 12,09 ¥ 06.12.2022 202 15,90 1,81
oom 07.12.2022 288 Quarto Pequenc-Almoco / Bed & Breakfast 1 12,09 0,00 12,09 v 07.12.2022 202 15,90 1,81
ocm 07.12.2022 2BB Quarto Pequenc-Almogo / Bed & Breakfast 1 12,09 0,00 12,09 ¥  07.12.2022 202 15,90 1,81
| Credit no tax. Credit with tax | Cash no tax. Cash with tax | Total no tax. Total with tax 1;@ |Remarks Q,
Amount Billed F2 | 0,00 0,00 | 0,00 0,00 | 0,00 0,00 Revise observaciones en categc
Amount Pending F2 | 0,00 0,00 | 339,66 360,00 | 339,66 360,00
Pending Reservati | 0,00 0,00 | 339,62 360,00 | 339,62 360,00 @ EUR  Exch. Rate Type

ry e & /
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HOTELS

A © | &
ANANTARA  AVANI  lonna dais NH  micoucenon mhow  TIVOLI
Hotels & Resorts —— COLLECTION — HOTELS

HOTELS - RESORTS - SPAS HOTELS oras

uuuuuuuuuuuuuu



Pre — allocate rooms

Room assignment

~ [*= FRONT-OFFICE

¥ == Check-in
« () JCCSHT/RS_CHE_HU_NEW - Check-in
« () JCCSHT/RS_WALKIN - Walk-in
+ ) /CCSHT/RS_CI_RAPIDO - Express check-in
« ) JCCSHT/RS_CI_QUEUE - Check-ins in queue
+ (77 JCCSHT/RS_PREASIG_HB - Room assignment
» () JCCSHT/CE_KERC - Record key
« [ JCCSHT/CE_PCHK - Record key (Massive)
« £) JCCSHT/CE_KEVF - Check Key
» ) /CCSHT/PLIEGO - Welcome Card / Registration Form
« ) JCCSHT/RS_ANULA_CI - Cancel check-in
» £) ZEY_ONLINE_CHECK_IN - Online Check-in
» ) ZEY_SMS_MONITOR - SMS Monitor

» 77 Front-Office

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.

& .
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ESZZ.SPORT. Assign rooms to bookings.
@ @&

ESZZ.SPORT MH Sport *==

Arrival date
Min. nights
Remark type

Restrictions

Reservation to

Booking File ID to

04.01.2015

—

——

L
Room type I to

|

[ 1]

[ 1]

[ 1

[ ]

[ ]

O

Group name |to
Clients to
Contract

Rate

Market Segment
Reservations type
Show PVP 1st night

to
to
to
to

1 Assign rooms individually
Only Res.Confirmed

The room type allocated will be deducted of the
availability according to the assignment.

& /
m THCOLLECTION nhow  TIVOLI
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It is possible to
filter the search by
reservation
number, market
segment, room
type, etc.



Pre — allocate rooms

Room assignment manually by typing the number in the “Room” field, selecting the corresponding one with the match code or using
the “Room assignment”:

ESMD.CIBEL. Assign rooms to bookings.

[T Delete assignments ~ ®Room assignment  %$RIRefresh  Room rack

Arrival from Friday 12.02.2016 EQ0000052930 01.02.2016

Key: P -= Provisionally booked R -> Confirmed C -= Checked-in O -> Free, pending check-out M -= Reserved, pending check-out B -> Blocked F -> Out of Service

(&[5 08) G5/ [B1% . (B .[@ JE=L) i

Client Room Guest Mo move Status Key Room type Room Assig AD JU CH BB Departure Loaned Ite Meal plan Voucher Reserv.
BOOKING.COM B.V. HEERFRA MINGORANCE JULIO JOSE O DLUDBY 2|0 0 0 14.02.2016 BB 11431924
NH REWARDS [3241 ]JES 6 Si DLUDBV 2 0 0 0 14.02.2016 RO FHO3AWSWO 11565064
GLOBAL BUSINESS TRAVEL SPAIN eV C1S DLUDBLQ 1 0 0|0 14.02.2016 BB 94172685 11607461

g -'qlga@e CHE 8000 BR @B

ESMD.CIBEL. Assign rooms to bookings.
T Delete assignmefz 5 Room assignment] HiRefresh Room rack

Arrival from Friday 12.02.2016 E00000052930 01.02.2016

Key: P - Provisionally booked R -> Confirmed C -> Checked-in O -> Free, pending check-out M -> Reserved, pending check-out B -> Blocked F -> Out of Service

Please remind to (@) (&]6008¥L) (B ) (B@

Client Room Guest Mo move Status K |Room type Room As_|AD JU|CH BB Departure Loaned Ite Meal plan Voucher Resarv.
save changes! i e
8 NH REWARDS 324 |, 0 DLUDBV = : = =
|| GLOBAL BUSINESS TRAVEL SPAIN . 0 DLUDBLQ (s7) (&) F)EFL [B)E J@E JE) @)@z
ES10CS SPAIN MADRID . 0O DLUDBL T
- — | Type Item Message Text
§0OKING.COM B.V. ' O DLUDBLT | @ 000 Booking 0000154507 saved correctly
H REWARDS O JSTDBV @ 000 Booking 0000154509 saved correctly
| jookmG.com B.v. ] DLUDBLT |
OOKING.COM B.V. 0 DLUDBLT |
DOKING.COM B.V. 0 DLUDBLT |
[+#][@)[$x>_Technical information |l Help |[3]

AiA e ﬁ%
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MINOR | Check-in & Walk-in
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Check in

7% Welcome
@ @

® Customer ®

Identification
* CRM Front
Office

CUSTOMER DATA WELCOME

CAPTURE

* Document

Readers

FOLDER

Key holder

* No signhature
® . No archive

Local Forms @® NH DISCOVERY
- Registration Form - Check the TMS
- Police Records - NH DISCOVERY Consents

(Signature & Store or
File Transmission)

REGISTRATION FORM
* Customer data pre-printed.
* Private Data Consents (TMS)
* Mandatory Customer Signature
* Store Evidence

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

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

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.

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

Check in

~ [*= TMSforHotels

- /CCSHT/ENTRA_HOTEL - Change hotel

» [ICRM FRONT-OFFICE
* [TILOYALTY
» [TIRESERVATIONS

= [*= Check-in

« () JCCSHT/RS_CHE_HU_NEW - Check-in

» [ /CCSHT/RS_CI_RAPIDO - Express check-in

- 2 /CCSHT/RS_CI_QUEUE - Check-ins in queue
- 2 /CCSHT/RS_PREASIG_HB - Room assignment
+ ) JCCSHT/CE_KERC - Record key
» () JCCSHT/CE_PCHK - Record key (Massive)
» (2] /CCSHT/CE_KEVF - Check Key
* (‘a /CCSHT/PLIEGO - Welcome Card / Registration Form

» ) /CCSHT/RS_ANULA_CI - Cancel check-in

+ £ ZEY_ONLINE_CHECK_IN - Online Check-in
» () ZEY_SMS_MONITOR - SMS Monitor

MINOR

HOTELS
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Guest name:

Resarvation number to

Group's name

External Ref,

Voucher:

Main Client to
Booking File ID to

Remark type: Main v

Display all guests:
Display stay options:

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

&
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Check in

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

Check In

& % F I il <5 [T e e |

ESZZ.CIUZA NH Ciudad de Zaragoza ***

Arrivals expected @ 54

Click twice on the reservation to continue the process.

HOTELS

anantara  AVANL oarxs  TH

NH COLLECTION
HaTELS

nhow  TIVOLI

HOTELS

Reserv. * Rel.reserv Rel 'Room Type Room Roo | Sta | Voucher Loyalty Guest Mame Pa_ | Reservation group name | Departure Mights
1 2[]5393 STDDBWVT F7O01511 PILAR GIMEMEZ AD 21.09.2014 1
STDDEVT F7901511 PILAR GIMEMEZ AD 21.09.2014 1
20646 20646 m@ STDDBVT 319 o 214040391 MONTIS AD 22.09.2014 2
mE STDDBVT 319 o 214049391 MARGARITA PALOS NA_ AD 22.00.2014 2
20647 IE STDDEVT 218 o 216547991 URRA AD 22.09.2014 2
mE STDDBVT 218 o 216547991 MONTIS AD 22.09.2014 2
20648 é STDDBVT 220 w 216548001 CLARA URRA AD 22.00.2014 2
mE STDDBVT 220 »¥ 216548001 CATALINA NADAL BUE.  AD 22.09.2014 2
20649 é STDDBVT 315 w 216548011 MARGARITA PALOS MA_ AD 22.00.2014 2
mE@ STDDBVT 315 «¥ 216548011 AD 22.09.2014 2
20630 mE STDDBVT 316 w 216548021 MARGARITA PALOS NA_ AD 22.00.2014 2
mE STDDBVT 316 o 216548021 AD 22.09.2014 2
20657 STDDBWT 214208611 PALOMA LAZARO ORD..  AD 21.09.2014 1
STDDBVT 214208611 PALOMA LAZARO ORD. AD 21.09.2014 1

MINOR




Check in

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.

£ [Fdd #) B Z=welcome Card & T8 k=lAssign room  [d Check-in @ |Save without check-in  “LCheck-in in waiting list 52 B

(3] ESMD.NACIO NH Nacional **** Reservation 109354872 Client: 1000 GUEST, DIRECT Amount 350,00 EUR
B re ]
Arrival: 20.01.2024] Saturday RoomType: Standard Double ~ |Jshow Subtypes Meal Plan [rRe |
Nights: 1 Guests: ap/2 lgulo lcelo BBO | Currency [EUR || First service: ' | |& onune
Depart:  |21.01.2024]Sunday Raom v 215 3] sTooaL [ INo move Last service: [ |E eopr | [ HksTaT |
® wmoto
__/ General Data | *Billing Information | *Additional data | *Prices and Commissions | *Conditions | Deposits | Routing charges  Fixed charges | Loaned items | *Preferences | Actions | Notices for Reception () Guarantees | Guest notifications
Contact person: [ 1@  Observaciones
Phone: [ | ih | GENERAL | EX | only 250 characters ik | Biling ~| B |
E-Mail: NO E-MAIL
Voucher:
pe L —
Registrat. date: |20.01.2024] Language: ES | Spanish
CUT-OFF date [ ]
Guests
o.. Code Guest Name Fidelizacién Type Loyaltycard  MealPlan  PAX Type Meal plan .. Gender viP Voucher Arival date  Departure date  Remarks
1 190.. samanieco. ()| & [vi_ffrscovery  Gowp RO Adult ¥ Male - - 20.01.2024 21.01.2024
2 239,. SIMON LOB..|[{) E:T{_ SCOVERY  SILVER RO Adult = Female = - 20.01.2024 21.01.2024

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!

Y o &
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TMS Process: Registration Form Printing

Depending on the country regulations the new RF form can be generated as follows:

o | €<H one = TF 0

ESZZ.CIUZA. Individual Res. - FERNANDEZ SANCHEZ, CARLOS GERMAN

S [Zred +) @ EZSwelcome Card & Th  k=|Assign room [ Check-in @ |Save without check-in  Z&Check-in in waiting list =3 B

[il] szz.cluzA NH Ciudad de Zaragoza ** Reservation 131267024 Cient: 1008558699 CWT GLOBAL ESPAfIA SL Amount_ 280,50 EUR
[¥ RF S
Arrival: 15.04.2024| Monday RoomType: |S1:c|ndard Double v||:| Show Subtypes Meal Plan |BB |
Mights: 3 [uests: M}|1_| JUIﬂCHIU_|BB|U_| Currency EUR First service: | ’|
Depart.: |18.04.2024 Thursday | Room ¥ 121 STDDBLD [ INo move Last service: mrrs  ((E eprr
® mMoTO
|-J Hotels without tablets: When saving booking RF will be printed directly. Will print as many RFs as people have
= in the room.

S=welcome Card 15+ \ithout tablets: Both buttons can be used for RF manual printing. With these buttons we can select the RF

_|[|Eﬂ’ RE | of the guest we want to print.
.

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

Hotels with tablets: when saving booking this pop up will be showed, with

[2 TABLET |190406 SAMANIEGO NAVARRO, MARIO the option tablet selected by default.
L2 TABLET |
[ print alRF |[X cose]  You can print the RF by clicking on “Print all RF”.

\ N - — y !
£€O FRIENDLY
-t
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Check in

GDPR Consents

| FR31.TOUAL Check In. - test

g8 [Fdl +) ZWelomeCard & "3 k=JAssignroom [ Check-in [ ]Save without check-in  “&Check-in in waiting list T @
FR31.TOUAI NH Toulouse Airport **=* Reservation 55722407 Client: 1000 GUEST, DIRECT GUEST Amount 148,32 EUR
¥ RF
Arrival: 01.10.2018 Monday RoomType: | standard Double v|D5h0w Subtypes Meal Plan BB
Nights: ’_l| Guests: m:|1_| JU’0_|(H’0_|BB’0_| Currency EUR First service: }
Depart.: [02.10.2018| Tuesday Room \f[- J ["INo move Last service: | GDPR
__/*Bhg Information VAdd'rtionaI data l/“Slatistcs VDepos’rts l/ [@ Guarantees YRout'ng charges VFixed charges VActions VLoaned iterms Vr'.lotices for Reception m
Contact person: | GUEST, DIRECT GUEST | )& | Remarks Il
Phone: | @| Main v| Main remarks only 250 characters I
E-Mail [NO E-maALL |
Voucher: |
Reservation type |
Registrat. date: 01.10.2018  Language: |E| Spanish
CUT-OFF date
/
Guests
D.| |Code |Guest MName | | |Program Fidelizacidn |Type|Loyalty card |Mea| Plan |PAX T |I'~I'Iea| pla... Gender VIP |\."o cher Arrival date L
1 test BB Rdult ¥ Unknown ¥ - 01.10.2018 0
o [m |
CONFIRMED Guest: test Owalk-in W check T T D - B
Gr: 0 [ Transfered [JCheck GDPR

Have a look into the following guides!
GDPR Frequently Questions

GDPR FO Impact

Fast Pass: Online Check-in

“No show” reservations

MINOR

HOTELS

s\,

S

A‘A
ANANTARA

AVANI

r 1
LChango DocurnentJ Modify GDPR 1,2 & 6

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.

Client: 0000190406 Guest

..... y - e
Consent Type Question Yes No
Marketing Consents ~ 1.I consent to receive personalised marketing communications by any means, including electronic, from NH HOTEL GROUP, S.A. and Y | v
Marketing Consents  2.I consent to receive personalised marketing communications about services from NH Group Partners, on behalf of NH Hotel Group, k) v
Marketing Consents  6.I would like to receive personalized promotions and special offers via email from Minor Hotel Group Limited and NH Hotel Group 0y = =
Marketing Consents  7.I would like to receive special offers and promotions from Minor Group*as joint data controller by electronic means, of its Y v
Marketing Consents 8.1 would like to receive special offers and promotions from Minor Group*as joint data controller and its partners by electronic Y v
Loyalty Consents 3.NH DISCOVERY: I agree to you informing me by different channels, including electronic means, of my points balance and 0 v
Loyalty Consents 4.NH DISCOVERY: I agree to you informing me by different channels, including electronic means, services offered by our NH k) v
Loyalty Consents 5.By enrolling as GHA DISCOVERY Member, I agree to the GHA DISCOVERY Programme Terms & Conditions. For more information about ) ] )

9 @
evana  eBowcs  TH - nicouecron  mhow  TIVOLI .‘
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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

‘ I- ‘Terms of personal data management I

rom 1a controller by sectranic maans,of s activites and entiles
m 'om M‘M’ .:e'a,:tl'grdlv‘neyagllg l&ﬁun unsubscribe at any time as

up Urhn;d. Minor Hotels Europe & Amaricas 5 A and OAKS Hotels and Resort Limited

uld like to receive lp.elll offers and n ‘omotions from Minor Group*as joint data controller by electronic mnr\i, of partners activities
0! ttnerships | accept privacy policy and | can unsubscribe at any time as pe
& on/privacy-policy.

no!
r Group: Minor Hotels Group Limited, Minor Hotels Europe & Americas 5 A and OAKS Hotels and Resort Limited

©) @)

Decline

CANCEL: to cancel % SAVE: to continue
Tablets in Reception procedure the procedure the process

s\,

S

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

Check in

Other options for checking-in.
Save changes without check-in called “Pre check-in”.

[E Ind.reservation Edt Miscelanepus  Avajebiity  Information systems  System  Help
@ | «H eqg® = HE @
FR31.TOUAL Check In. - GUEST, DIRECT GUEST

S & #)B EwelkcomeCard & T k=lAssignroom [ Check-in [@Smwrumtchu:k-in L Check-in in waiting list| 2 &2

FR31.TOUAI NH Toulouse Airport ***= Reservation 55722408 Client: 1000 mm'uvﬂ\ CheCk_in in Waltlng lISt If the room iS d|rty, the

system can save the changes and inform about

er ot omma

Arrival: 01.10.2018 Monday RoomType: | standard Double "ljSIm-.x- Subtypes Meal Plan the reservatlons |n ueue (Walt tlme)

Mights: 1 Guests: ap(1 |aufo |cufo |eelo ] Currency EUR First service: q :
e I—'__Ii—|

Depart.: [02.10.2018 Tuesday Room L _| ] -

" ESZZ.SPORT. Check In.
General Data | *Biling Information | *Additional data | *Statistics - Deposits AFE B O EIHTh EaEE 8

Contact person: ' = | R
Phone: ' -
o e ESZZ.SPORT NH Sport
her: T ]
Voue er, i | Checkins in queus
Reservation type hd
Registrat. date: 01.10.2018 Language: [5] Spanish Armvals expec‘ted: i
CUT-OFF date
R - — Checkin wa || Reserv. “ Relreserv Rel |'Room Type Room Roo  Sta_ | Voucher Guest Mame Pa_| Ret
Q. Code Guest Mame Program Fidelizacig T .
L GUEST, DIRECT GUEST @ Li00:07 154947 STDDBL 405 3 22475018 SUSAMA PARDO AD
B00:07 STDDBL 405 ¥ 22475018 AD
b

HOTELS = | Tomrcomams wwesmn et Wi

HOTELS

AiA 3 ﬁ%
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Check in

Waiting list option and SMS

ESZZ.CIUZA. Check In. - David Martinez Brihuega

& [ 2} =wWelomeCard £ U k=lAssignroom [ Check-in [ ]Save without check-in | S Check-in in waiting list | &3 &2

(1| ESZZ.CIUZA NH Ciudad de Zaragoza ** Reservation 135133408 Client; BOOKING.C

If the room is dirty, you can inform the phone
number of the customer and they will receive a

Arrival: 27.06.2024 | Th

Standard Sing

w |[]show Subtypes

[E Contact Information

Currency EUR :
o move SMS message when the room is cleaned.
Country i | Routing charges ' Fixed charges | Loai
Contact persq | mobile Phone | Emn
Phone: | fidh | GENERAL 123K
M SMS Sending
Voucher: |
meﬂonf:'
CUT-OFF da
Guests
MINOR

HaTELS

A © & )
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Check in

Other options for checking-in.

[ Ind. reservation

@ |

Edit  Miscelaneous  Availability

“l«Hd eae®

Information systems

=
=

System

|

Help

L]

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

FR31.TOUAL Check In. - GUEST, DIRECT GUEST K

& | [ <& | B | SEwelcome Card & | % | k=lAssign room | E]Save without check-n Eﬂﬂcheck—'n in waiting st | 52 | &
FR31.TOUAI MH Toulouse Arport *%%* Reservation 55722408 Client: 1000 EST,
\
Arrival: 01.10.2018 Monday RoomType: ISGndard Double ']DShUw Subtypes Meal Plan
Nights: 1 Guests: a(1 |aufo|cafo |B8lo | Curency  |EUR First service:
Iy - - - - .
Depart.: |02.10.2013| Tuesday Room L _.@ [ Mo move Last service:

_ GeneralData | *Biing Information - *Addtional data ~ *Statistics - Deposts [0 Guarantees | Routing charges | Fixed charges

Contact person: | | [1® | Remarks
Phone: | | | Main *| | E& | main rem
E-Mail [NO E-mATL |
Voucher: | |
Reservation type | '|
Registrat. date: [01.10.2018] Language: @ Spanish
CUT-OFF date
| Guests
D.l |Code |Guest Narme | | |Program Fidelzacidn |Type|LwaIty card |Mea| Plan |PA}( T |Mea| pla..
1 GUEST, DIRECT GUEST ] = BB Adult ¥
«r
& < ﬁ% i
MINOR ity AVANL lfe cBasss TH meousoon mhow  TIVOL

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).
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Check in

Express Check-in

= [== TMSforHotels
» () JCCSHT/ENTRA_HOTEL - Change hotel
» (71 CRM FRONT-OFFICE
» [T LOYALTY
» (71 RESERVATIONS

~ [£= FRONT-OFFICE ESZZ.SPORT. Template for group check-in

~ [ Check-in
& FE " Continue with the selected  ¥RIRefrescar
NH HOTELES ESPARAZ, S.R. ESZZ.SPORT NH Sport *#** Time 18:41:31 Date 28.01
MRDRID Template for express CHECKE IN (Groups) RS_CHECKIN RAFIDO/E00000035655 Page
@/ / h k Main Client Guest Room N Sta. Group Name Reserv. No Booking File IL Departure Room type Meal Plan Rate
. CCSHT/RS_CI_QUEUE - Check-ins in queue
YRR < [¥/|JUEST (DON'T TOUCH/NG TOC PARDO MARTTN, SUSANA 310 Y4 154557 05.01.15 STODBL RO BAR
* @ /CCSHT/RS_PREASIG_HB - Room assignment [¥|JIAJES EL CORTE INGLES SA SUSANA FARDO FLER 4 154847 06.01.15 STDDBL RO B2R

« 1) J/CCSHT/CE_KERC - Record key > 4
» ) JCCSHT/CE_PCHK - Record key (Massive)

« (7 J[CCSHT/CE_KEVF - Check Key

- 2 /CCSHT/PLIEGO - Welcome Card / Registration Form

» ) JCCSHT/RS_ANULA_CI - Cancel check-in

« ) ZEY_ONLINE_CHECK_IN - Online Check-in

» ) ZEY_SMS_MONITOR - SMS Monitor

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

Main Client Guest Boom N Group Name Beserv. No Bemarks
OO@Direct Guest CONVENCION AGUSTIN 218 CONWENCION AGUSTIN 0000001723 Main guest is not informed
CO@Direct Guest CONVENCION AGUSTIN 414 CONVENCION AGUSTIN 0000001724 The assigned room type differs from the infod

Main guest is not informed

@CChirect Guest CONVENCION 316 CONVENCION AGUSTIN 0000001704 The room is not clean

HOTELS —— | Hmwmaa P LN

& e e
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Check in

Cancel check-in

~ [== TMSforHotels
» ) /JCCSHT/ENTRA_HOTEL - Change hotel
» 71 CRM FRONT-OFFICE
» [T LOYALTY
* [[7IRESERVATIONS
= [== FRONT-OFFICE
* [== Check-in
+ £7J JCCSHT/RS_CHE_HU_NEW - Check-in
« () /CCSHT/RS_WALKIN - Walk-in
. @ /CCSHT/RS_CI_RAPIDO - Express check-in
- (2 /CCSHT/RS_CI_QUEUE - Check-ins in queue
-2 /CCSHT/RS_PREASIG_HB - Room assignment

ESZZ.SPORT. Cancel Check-in.

= T E % Continue cancelation process

NH HOTELES ESPANA, 5.A.

ESZZ.5PORT

HH Sport #*#*#

Time 18:29:35

28.01.2016

+ i) JCCSHT/CE_KERC - Record key
+ [ JCCSHT/CE_PCHK - Record key (Massive)
» () /CCSHT/CE_KEVF - Check Key

= : i
) /CCSHT/RS_ANULA_CI - Cancel check-in

=0
® ON V- e SCR-IT

« ) ZEY_SMS_MONITOR - SMS Monitor

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

2=

e

A
iL

MINOR

[ ESMD.NACIO. Cancel Check-in.

ESMD.NACIO NH Nacional ****

New status for the processed rooms

A‘A , B
ANANTARA AVANI eledana oAKS
HOTELS o s

"n Process
Pending to check
Clean

Dirty

Do not disturb
Uncover

&
TH COLLECTION ‘nhow

HOTELS.

TIVOLI

MADRID Cancel Check In R5_ANULAR CHECKIN/E00000035655 Page
Client Guest Roomllo Group Name Reserv. Booking File Depart.D Room ty Meal Plan Rate
[ |guEsT {DON"T TOUCH/NO TOC FRUEBA SEM 415 154520 05.01.2015 STDDBL BAR
tion Form [l guEsT {DON"T TOUCH/NO TOC FRUEBA SEM 414 154541 05.01.2015 STOCBL BAR
EST (DON'T TOUCH/NO TOC PRUEBA WRALK IN 215 154554 06.01.2015 STDDBL BAR
@ 5T (DON"T TQUCH/NO TOC PARDO MRRTIN, SUSANA 310 154557 05.01.2015 STODCBL BAR

The check-in can be cancelled as long as there is no

invoice and / or manual charge in the reservation.



Check in

Room change

* = TMSforHotels
= @ JCCSHT/EMTRA_HOTEL - Change hotel
v [ CRM FROMT-OFFICE

In-House Guest Room Change

Rooms invohved

Rooms by Asset B

v O3 LOYALTY ARCC.TANGO NH Tango ****  Reservation: 11534 Client: 1011328529 ACERCAR VIAJES SRL
v [71 RESERVATIONS
~ = FRONT-OFFICE Arrival date: 16.02.2016| Tues RoomType: | Standard Double King hd Meal plan  Upg. BB
" I:I Check-n Nights: 2 Guest AD (2 | JU |0 | CH [0 | BB |1 First service
Departure dat 12.02.2016 Thurs Room 511 ¥  STDDBLK Mo move Last service BEFS
* [= Front-Office
& |<:’] el T/RS RpCRY TR 07 T koo ranan
’ = - = ment Main guest Remarks
- JCCSHT/RS_CAMBIO_HAB - Room change
ﬁ.'i:’l Pl Tl I e ol O ) el 0 el 0 LA
L e ke~ e 181792 GARCIA DIAZ, MARIA JOSE
« ) [CCSHT/RC_DESP - Express transfer
- P JCCSHT/RS_AVIREC_MAS - Mofices for reception
. D JCCSHT/RS_PREST_ART - Loan items delvery Changing room Reservation preferences
. I T
- 2 JCCSHT/CE_DESP - Alarm call service New room: |_| g Features Description
T : Reason - -
Cleaning status: (Styte which is the current room) h
In-House Guest Room Change
ARCC.TANGO MH Tango ****
Room type LIC
Building ID [Ovalid fo =
= = Floor B Cleaning status: < <1
Room I__~:111| s, Vald for HSK
Res.Status Confirmed Created by E00000072013 16.02.2016 16:11 Us.Modif. EQ0000052930 16.02.2016
&
MINOR aanmara AVANL e c@ascs TH micouccron mhow  TIVOL
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Walk in

It is the same process as creating a reservation, with two options: Call Center and Walk-in.

¥ [= TM5forHotels
» ) /CCSHT/ENTRA_HOTEL - Change hotel
v [ CRM FRONT-OFFICE
v [ LOYALTY
* [= RESERVATIONS

- i i = e
i () [CCSHT/CRS - Call centerl

¢ L JULSH TRSUL_IN - Create
- 2 JCCSHT/RS02_IM - Modify
» ) /CCSHT/RSO3_IN - Display

¥ 71 Granne | Buvante

Call Center

I3 Avaibiity | & Finish Cal & 2 Go to reservation

B5 || Client's identification

= [*= TMSforHotels
« (1) JCCSHT/ENTRA_HOTEL - Change hotel
* [71CRM FRONT-OFFICE
» [T LOYALTY
» [TIRESERVATIONS
~ [©= FRONT-OFFICE

x> Check-in
CCSHT/RS CHE HU NEW - Check-in
. JCCSHT/RS_WALKIN - Walk-in

-« 2 J/CCSHT/RS_CI_RAPIDO - Express check-in

» () [CCSHT/RS_CI_QUEUE - Check-ins in queue
« 2 /CCSHT/RS_PREASIG_HB - Room assignment
« () /CCQHTICF KFRC - Rerard kev

% Convention reservation

| Search parameters |

|
0000001000

Main Customer (O Guest (TR () Company (=) Al Arrival date [28.01.2016|Th mights | 1]

Main client's name |GUEST (DOM™T TOUCH .. ' Branch cust. Departure date [29.01.2016 Fr

Guest Id Rooms 1

Contact name Queue CRO || Guests a1 | JU'_'CH’_'BB'_'

S]] — Snchcomp. | | DTG e | [ 2 ] As the reservation is for the current
CR3 Branch CRS Meal Plan \ij

day, walk-In button

automatically

appears

| ¥ | [N]ESZZ.SPORT-NH Sport
E 04.01.15 - 05.01.15 with 01AD | &rShopping cart | BReserv. created |

e )= ) BE ==&

Hotels Avail
v [JESZZ.SPORT-NH Sport | (] 2160
MINOR | &

HOTELS

| | | M I@ M Iﬁla]l E=fl Create Resarv. H‘éﬁ.dd to shopping Grt]l Iffﬁ Chg Currl]l[:%Walk—inJ
Amo... | C... | D.. W Avail. | Hotel Targ room R Rate = Meal P_| Guarantee Price w/T | Specalt  ComnWgg] s gCont Curr._
0.00 EUR 0.00 12 [2) ESZZ.SPORT Standard Single 1 [ BAR 2 RO 144,00 0,00 0,00 0,00 @ PUB EUR
32 [3 ESZZ.5PORT Standard Double 1 [@ BAR @ ro 159,01 0,00 0,00 0,00 [ PUB EUR
12 [@ ESZZ.SPORT Standard Single 1 [ BARTER_001 @ BB (@ 18H 0,00 0,00 0,00 0,00 (@ PUB EUR
AVANI il e@ars  TH  mcouccion  mhow  TIVOLI
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Walk in

ESMD.NACIO. Reservations management (Walk-in)

8 [F #) B ==welcomeCard & % k=lAssignroom [ |Save without check-in  HliCheck-in in walting list 5 B2

E ESMD.NACIO NH Nacional **** Reservation 0 Client: 1000 GUEST, DIRECT Amount 350,00 EUR
& RF
Arrival: 20.01.2024  Saturday RoomType: Standard Double w» [C]Show Subtypes Meal Plan RO
Nights: [ 1] Guests: ap/1 |oulo |calo |BB[O | Currency 'EUR First service: [ | /@ onune
Depart.: [21.01.2024] sunday Room ¥ (218 SUPDEVD No move Last service: || eopr | [[# HKsTAT |
|® moto
mlmmmﬂ | *Prices and Commissions | *Conditions | Deposits | Routing charges  Fixed charges | Loaned items | *Preferences ~ Actions | Notices for Reception  [I] Guarantees | Guest notifications
Unexpected mmg_l Central Reservation Office
(*)Reservation dates CRSNO | (*) Contract PUBLIC 1 DIRECT GUEST - PUBLIC RATES
The Same Check_ln Actual dates CRS: " Rate BAR BAR Flexible easy cancellation
Allotment
mask is displayed;  Client information  Payment cond Expense code CXL_PUBLIC Applies - Total Stay - 100,00%
Receiver:
Holder: ) Manual price 0,00 5 Recalculate dally price |
Payer: | |Tax included (Only manual price)
Company Resp.: | |FREE reservation
 Card information | Extra credit | Phone credit | Pre-authorization
Credit card No () | 20 i || umt 300,00 7 Unlimited Date ' Num. pre-author. 0 WO
Holder: ~|Full credit Amount 0,00 | Pending amount 0,00
Expiry date [ ] Class | | [ |Canceled Credit limit P.G. Ref. ]
cvv _' Type | |POS canc. Al Level 0,00
CONFIRMED Guest | @ walk-in Wicheckin | 20.01.2024 10:50 Created  E00000022126  20.01.2024 10:50:03 Credit pending to Bill
Gr: 0 [ Transfered [[JCheck out 00:00 Modif.: 00:00:00 Cash pending to Bill

Confirm with the customer the payment method of the reservation: A
guarantee the reservation.

credit card number and deposit are needed to

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...

MINOR
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Check out

Expected Departures

~ [*= FRONT-OFFICE
» 7 Check-in
» 77 Front-Office

-

() /CCSHT/RC_CHECK_OUT - Check-out
oL & §l - heck-out
« () ZEY_CHECKOUT _EXP - Online Check-out
+ () JCCSHT/RC_006 - Cancel today's check-outs
» [T Information systems

ESAIALICA. Select Rooms for check-out Ekesewaﬁons i = g |

Room number

Reservation Mo.

Guest ID
ESALALICA NH Alicante *==*

Guest Name

Arrival date

. = Match code (F4) + press Departure date
: (" Enter to open a list ‘ NO pax type 1
MO pax type 2

N d pax type 3

g

MO de pax type 4 .

Guest order @

N2 of occupied rooms

il

Mo. departure

HOTELS

A . e
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Check out

Go to Folios maintenance (F9)

ESMD.PRIVE. Process folio 2

[# | Foliol Folo2 Folo3 Folio 4 Al folos  Current date  Charges until today | 25 BF = k=l | &) & Cancelled Revenue
Reservation 54461273 Status ITentatr\'e ' Arrival 17.09.2018
Main Client [VIAJES EL CORTE INGLES SA | Voucher ;'_TO SHOW ON SERVICE ORDER| ]
Event |VECI_BIODERMA |
FOLIOS: F1 (i ' 0,00 |EUR |VIAJES EL CORTE INGLES SA-10000.. | ' 1.314,50 | [EUR |VIAJES EL CORTE INGLES SA-100006.. |
(tax incl) F3 (1) ' 0,00 |EUR ||VIAJES EL CORTE INGLES SA-10000.. | | 0,00 | |EUR |[VIAJES EL CORTE INGLES SA-100006.. |
EFEEEL Bl =)@ J5 =L 0§ (G Arangement code |

B Status Invoice nu Revenue date  Folio Concept  Description Quantity  Price Disc. (net) £ Amount Cur. Excha.date Exchange LC amount Loc.Curre.  RC amount Res.curr. | Tax incl.
CE 18.09.2018 2 PKNG  Parking 10 25,00 0,00 250,00 EUR  27.07.2018 1,00000 275,00 EUR 275,00 EUR O
CE 19.09.2018 2 PKNG  Parking 10 25,00 0,00 250,00 EUR  27.07.2018 1,00000 275,00 EUR 275,00 EUR 0O
oCE 20.09.2018 2 AUDV  Porterage 1 10,00 0,00 10,00 EUR  27.07.2018 1,00000 12,10 EUR 12,10 EUR 0O
oCE 20.09.2018 2 FRNT  Master 1 500,00 50,00 450,00 EUR  27.07.2018 1,00000 544,50 EUR 544,50 EUR 0
oCE 20.09.2018 2 GASTR_ Coffee Break 2 20 10,50 21,00 180,00 EUR  27.07.2018 1,00000 207,90 EUR 207,50 EUR 0
~CE 20.09.2018 2 SETUP  CLASSROQM 1 0,00 0,00 0,00 EUR  27.07.2018 1,00000 0,00 EUR 0,00 EUR O

1.149,00 EUR
Status i . .
Charges already billed F2 NO COIN: Credit folio
ZiCE
BCO F4 (i ) .
=4 |  COIN: On-desk payment folio

B0 Charges pending to be invoiced

o0

ZiCE

ZCE

ZiCE

MINOR ;€ ® .
anantara  AVANL i @ars  TH  nicouecron  nhow  TIVOLI
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Check out

Folio Header

[ foios || Process | Documents Mecelneofs  Sustem  Help During check-out. the process tab will offer
@ [ || Modfheader shftfS i@ DM OO0 RNE @®E several actions regarding folios and charges.
Add charges
ESZZ Cancel charges

Move charges

E’ Fdl Move to header Alffolios  Current date  Charc & folios Documents  Miscellaneous  System  Help w
_. T . Modify header Shift+F5
Split charges shift+F12 & o CHE oDo8 @
Reseny  Apply discount [check in ¥ G 7
! & Cancel charges / folios
i ollect invoice | Moyve charges .,
Main g o Y& FRIEN-000000100 @ Fol - ) folios Current date  Charges unti today £ Q 35 = 4@ @ (O~ ﬁ] ?Cancellad Revenue
Maing| Gofor or ShHA e :
Minibar charge Split charges Shift+F12
vMinibar charge . — ] —
L Modify descrinti 4L Reservda  APPly discount [check in | Arrival 03.01.2015| Departur [04.01.2015 Upgrade
- . ;
FOLIOR odify description E_" SUSANA PARDO MARTIN-0( Main Cl ollect invoice A TR | voucher | 1 Eo— o
(tax ing Statistics set up JH | SUSANA PARDO MARTIN-O( Main gu Go to reservation Ctrl+F9 m | Type STDDBL Standard Double GST anl3 laufo lculo I1ealo |
Clients Minibar charge
M = FOLIOS  Modify description |[SUSANA PARDO MARTIN-0002895734 | F2 [ 39,60 [EUR |VIAJES EL CORTE INGLES SA-100006.. |
M | =R =R _ 4 : . = .
(tax in tics set ur SUSANA PARDO MARTIN-0002895734 | F4 O 0,00 |EUR | SUSANA PARDO MARTIN-0002895734
= Concept  Description G
03.01.2015 1 305 LNDR. Lavanderia
(@ .Ji=.) (B8]
04.01.2015 1 309 PKNG PARKING - . - - ) ) -
Status Revenue date| Folio | Source Roo| P Concept Description Quantity | Price Disc.(net) Amount Taxin. Service date | Produc.. | Time User Name % DTO | Original amount no tax
303.01.2015 1 305 LMDR Lavanderfa 1 | 100, 0,00 100,00 O 03.01.2015 X 09:01:17  EO0000050726 0,00 0,00
03.01.2015 2 305 BB Alojamiento y 1 6,00 0,00 6,00 O 03.01.2015 X 09:00:32  E0O0000050726 0,00 0,00
03.01.2015 2 305 BB Alojamiento y 1 6,00 0,00 6,00 a 03.01.2015 X 09:00:32  EO0O00OOS0726 0,00 0,00
03.01.2015 2 305 ROOM Habitacidn 1 24,00 0,00 24,00 a 03.01.2015 X 09:00:32  EO0O00OOS0726 0,00 0,00
04.01.2015 1 309 PKNG PARKING 1 10,00 0,00 10,00 a 04.01.2015 11:53:03  EOO000035655 0,00 0,00
| Credit no tax. Credit with tax | Cash no tax. Cash with tax | Total no tax. Total with tax Rerrarks
Amount Biled | 0,00 0,00 1 0,00 0,00 |1 0,00 0,00 WALK IN AND PREPAYMENT
Amount Pending | 36,00 39,60 | 110,00 121,00 | 146,00 160,60 L1
Pending Reservati | 36,00 39,60 | 110,00 121,00 | 146,00 160,60 @ |EUR | Exch.Rate Type |

HOTELS HOTELS -RESORTS-SPAS
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Check out

Modify folio’s header (F7)
Folio headers by Reservation

ESMD.PRIVE MH Principe de Vergara ¥***

Group reserv.

24461273

Format
AGEMCY
DAILY
IMD

MF, AGEMCY
MF,Cha Il
MF. IO

Main dlient 1000061542 VIAIES EL CORTE INGLES SA
Arrival date 17.00.2018

Departure date 20.09.2018

Event Version 0O

Reservation status Tentative

Reservation folios header

Rou... Folio §Payment method BTerms. Pay Tax incII Format Holder Holder name ranch Reason f. tax cl. change

[ | -desk paym. ¥ T 1000061542  VIAJES EL CORTE INGLE.. 000155355

|=|2 redic ~fkos0 [ Darry 1000061542 WIAJES EL CORTE INGLE. p000155355

I -desk paym. ¥ [ o 1000061542 VIAJES EL CORTE INGLE.. 000155355

| la -desk paym. ¥ [ [mwo 1000061542 WIAJES EL CORTE INGLE. 000155355

A Sl A
| Folio 1 / | Folio 2
|According to the guest, the company is paying.| |
Change Mmethod ™ Leave comments to colleagues

| Folin 3 ?/ | [ Folio 4 |

* Description

Travel dgency
Draily charges
Individual

MF Travel Agency
MF Daily charges
MF Individual

Change the folio holder

Not available in all countries.

MINOR

HOTELS

AéA
ANANTARA

AVANI

i
elewrnna

To change:

DAKS

NH COLLECTION
HOTELS

HOTE

TIVOLI

METHOD OF PAYMENT: Select POA or DUE
FORMAT:
HOLDER:
FIS. CLASS:

Invoice format
Select the invoice/folio holder
Invoice exemption of VAT

B



Check out

Add charges

& Folios [Erocess Documents  Miscellaneous  System  Help

Fill in the fields accordingly (concept, Tax included or not, quantity, Price,

Modfy header  Shift+F5 o = folio, service date, etc.) and press “Insert Item”.
& @ IR -5 B @
Add charges H : “ ”
Fszzi If everything is correct, press “Save”.
Z | Fol MTE.E fl:arg?f ) il folios  Current date  Charges until todav | &8 &% d
Move to header (5 Pprocess System  Help
Split charges Shift+F12
Reservda  Apply discount [check in 3 . v | 4 8 e@ﬁ Qﬁﬁ' 80408 E @
Main Cl Y & FRIEN-000000100
Main gL SANA Enter charges in a reservation
FOLIOS  Modify descri;tion R [SUSANA PARDD MARTIN-0002895734
(taxing  Statistics set up = |SUSANA PARDO MARTIN-0002895734

(&

Clients

Mod.Arrangement Code

[ @ e i) [

Status Revenue date| Folio | Source Roo P | Concept | Description

| |pca
| |ocm

03.01.2015 1 305
04.01.2015 1 309
MINOR

HOTELS

ESZZ.SPORT MH Sport **=*

Reservation : 154172 Room 309 Main guest PARDO MARTIN, SUSAMNA
Quantity
LMDR Lavanderia 11
)  PEE—
PKNG  PARKING i 11| |Concept | LNDR '|' ' Service date 04.01.2015
I 1
Quantity ' 1| Price ' 10| | [eoR Target folio I_1'_|'_I [ Tax incuded
| Concept remarks
Concept Description Quan... Price Curre... Folo | Amount Service Tax...
LMDR Laundry 1 10,00 EUR 1 10,00 04.01.2015 O —
I:l -
O
M
watians AVAN il oBares TH meoszoron mhow  TIVOLI



Check out

Add Minibar charge

& Folios Process | Documents  Miscellanepus — System  Help

II n

@ | Modiyheader — Shit+Fs @ D HE DD OO0 BRE @@ Click on the icon “+” or
Add charges
- o ”
ESZZ:{  cancel charges If everything is correct, press “Save”.
Move charges
Z | Fol " 'n hf . il folios  Current date  Charges until today | 8 &% g
Move to header
Split charges Shift+F12
Reserva  Apply discount [check in | Arrval [03.
in Cli ollect invaice 1 T
Main Cli Collect invoice Y & FRIEN-000000100 Voucher
Main g  Go fo reservation SANA | Type Teto
Minibar charge I
FOLIOS  Modify description [SUSANA PARDO MARTIN-0002895734 | F2 I
(kxinc  SEatistics set up |SUSANA PARDO MARTII ~~"="" "+ i e
Clents Minibar charges made to a reservation
[' Mod.Arrangement Code Q@ . L[5 |[E

Status| Revenue date Folio | Source Roo| P, | Concept | Description
. com  03.01.2015 1 305 LNDR  Lavanderia

. |oocm  04.01.2015 1 309 PKNG  PARKING

Reservation:

ESMD.NACIC NH MNacional ****

=
109354268 Room 203

&6 2 PL Bl @B .JEE.

Material
02000517
01125764
02003518
02000453
02000315
02000154
01003602
02000733
01001918

MINOR

HOTELS

F s
ANANTARA AVANI closrmna

Material Description

AGUA MINERAL 5/GAS CABREIRCA BOT VR 50CL
BOTE COCKTAIL FRUTOS SECOS NH HOTELS
CABREIROA C/GAS VR 50CL

CERVEZA HEIMEKEN BOT LONG NECK NR 33CL
COCA COLA REG 6X4 BOT VNR 20CL
COCA-COLA ZERO BOT VNR 20CL

GALLETA OREOQ

NECTAR NARANIA GRANINI BOT VNR 20CL
PATATA PRINGLES ORIGINAL 40G

& /
darxs  TH  ncouccron mhow  TIVOLI

111111

[

1 standard Double Twin

ooooocooe

Quantity Price Cur. =

L N s T o o Y o Y o O R o R

3,64
4,09
3,64
3,64
3,64
3,64
3,64
3,64
3,64

EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR

* Main guest

0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00

to add or delete the items of minibar

Amount Folio Loan date

1 20.01.2024
1 20.01.2024
1 20.01.2024
1 20.01.2024
1 20.01.2024
1 20.01.2024
1 20.01.2024
1 20.01.2024
1 20.01.2024

SAMANIEGO NAVARRO,

Tax incl.

000000000




Check out

Apply commercial discount

= Folios

Process | Documents

Miscelaneous  System  Help

& |

ESZZ.}
Z | Fol

Reserva
Main Cli
Main gu

FOLIOS
(tax ing

Modify header
Add charges
Cancel charges

Move charges

Move to header

Split charges

Shift+F5

Shift+F12

Apply discount

Collect invoice

Go to reservation

(&)

Minibar charge

Modify description

Statistics set up

Clients

Mod.Arrangement Code

02.01.2015 1 205
02.01.2015 2 305
02.01.2015 2 3205
03.01.2015 2 305
04.01.2015 1 309

MINOR

HOTELS

Status| Revenue date Folio  Source Roo|P_| Concept Description

[= ESMD.EUROSB, Apply dscount

e DHE £ Employee ™
Y3133 0
il folios fasmweord 1 ‘
Discount reason £ E'I
Al folios  Current date 9% discount Complaint -~
] Crews v
Cumrency CRO Discount not oaded
5 | Check i ~Amounsy, Discount rate
Y & FRIEN-000000100 Gross amount with tax GFM Discount
SANA A Invitation commercal
: Dscount NH Employee
Net amount with discount apphed |NH Rewards
;R—HSUSANA PARDO MAR Others
;R—IISUSANA PARDO MAR Promotion
Remarks Quick Decision
BIFR Bl [GEIE%] gShort Lead Time
m @ P E 4 ﬁh |[ SSItELY LOC ) WS gsae of GfOUD &
LMNDR Lavanderia |Revenue P B
BB Alojamiento
BB Alojamiento
ROOM | Habitacin U1, Cotl Ln1-1n1of 1 Ines

PKNG PARKING

anantara  AVANL i LonAKs !;',ﬂ

@ ;
nicouecton  mhow  TIVOLI

]

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

Apply commercial discount

Click twice on the line to display the discounts details.

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

ESMD.EUROB. Process folio 1

[ | Foliol Folo2 Folo3 Folio4 | Alfolos Current date  Charges untl today | 2 BE oot S ROV == R 7

Reservation 63229460 | Status |Checl~c in | Arrival 31.12.2018 Departur ClICk twice to dISplay
Main Client |ES10CS SPAIN MADRID | Voucher  |HOUSEUSE-ES1091033

the discounts details

FOLIOS: F1 | 477,65 |EUR |ES10CS SPAIN MADRID-9900009103 | 0,00 | [ ]
IEEE | I I B .0 uros. Folio tems information
- . Folio data
EEE)EEL B L ) (2 & JEE | | ) — |
fac - - — Charge date Char. time  User Invoice Mo Quantity Transaction price Tax inc

= Sizrtus|Prod. date | Foho|Concept D | Quanhtﬂ[}escrt:-tlc
oo 31122018 1 |PKNL i pakinogl  11.01.2019  16:39:03  HESEUROBRE.. INT0048039 1 945
. moo  11.01.2019 1 PKNL | PARKING

®oo  15.01.2019 1 PKN1 I PARKING

oo  18.01.2019 1 PKN1 1 PARKING
 sco  21.01.2019 1 PKN1 1 PARKING | [Drcours

o0 21.01.2019 1 PKN1 1 PARKING . )
— Discount reason H Employee - ¥ Discount remarks

®o0  (28.01.2019 1 PKN1 1 PARKING i |N Py

®CO  28.01.2019 1 PKN1 1 PARKING|| % discount fughl
_m 28.01.2019 1 PKM1 1 PARKING Date of process 11.01.2019  16:39:16
_m 28.01.2019 1 PKN1 1 PARKING Orig.amount no tax 15,62
| |®CO 28.01.2019 1 PKN1 3 PARKING Orig.amount with tax 18,90

:’HJ—; a0 ond andn 1 Il k] 4 MARKTRI, Dscount b? UUUUUllSﬁ

I Tem A o e e A
A e i & /
M Lcl)\T]EE) R anantara  AVANI ‘;é"‘?“‘_”i coaxs TH couectien  mhow  TIVOLI .




Check out

Move charges

[C ED"DS Process Documents Miscellanegus System ﬂE||:I = Folios  Process Documents  Miscelanegus  Systemn  Help
& Modify header Shift+F5 & DHE & M
Add charges FR31.TOUAL Modify items of all folios
§77 {  copcolcharass foli
E Ny = e i [ | Folol Folio2 Folio3 Folio4 | Alfolios Currentdate Charges until today a o & M &) k=l | €8 & cancelled Revenue
Move charges
[ Fol T — Al folios  Current date
Move to header
] - ) Reservation 55722407 |Status  |Check i | Arrival 01.10.2018| Departur |02.10.2018 L
Splic charges Shift+F12 Main Client |GUEST, DIRECT GUEST | : | | R
Resarva Apply discount Check in Main guest Gomez, Trini [E FR31.TOUAL Change folio of selected tems ¢
Main Cli Collect invoice ¥ & FRIEN-000000100 )
. Y ’—'
Main gL Go to reservation SANA Lo L 148,31  FR31.TOUAI NH Toulouse Aipo..
Minibar charge d) £l 99 Target folo TH
o |  Room
FOLIOS  Modify description R [SUSANA PARDO MAF EFREFL ELLELEE  resen. 1
(tax ing Statistics set up ]'R—" SUSAMA PARDO MAR B Status|1nvoice num |Re'venue date|FoI___|Concen
. ccs 01.10.2018 1 BB
Clients oL 01.10.2018 1 CTAX
Mod.Arrangement Code I ‘ L ®C0 1844000026 01.10.2018 1 PPWI | 7
[- m I (F T G [ e 01.10.2018 1 PPWI | v

Status Revenue date Folio Source Roo P Concept Description
 com  03.01.2015 1 305 LNDR  Lavanderi

.~ co@ 03.01.2015 305 BB Alojamiento - =
Cm 03.01.2015 305 BB Alojamiento |1|  Future automatic charges wil not be regenerated

~ ocom  03.01.2015 305 ROOM | Habitacidn or recalculated.
309 PKNG | PARKING x

~ co@  04.01.2015
The charges must NOT be moved if the revenue date is today’s date and / or future’s date:

Lol L R L RN

. . . . . = Move ch 5
 If the production is moved in the future, the charges could be duplicated and if the S

reservation is finally cancelled, the charges will remain “alive”, forcing to be cancelled Selected charges wil be moved to F3 .
manually e Continue?

v [ ves | w0 |

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

HOTELS

AéA [53 % ; !
anantara  AVANL i dars  TH  micouecron mhow  TIVOLI




Check out

Arrangement code

(&)F)0)E[FL) [ELEEL) (B)E @ =L ()

We must keep the next rules to
Sizltus| Revenue date| Sour_ | Folio | Concept | Description

|2 Arrangement code |

d f f h T Uan Tice xsc.{net}| Amount | Tax in_ | Service date | P| Invoice num | Creator user

avol iInes O the axes . oop 29012016 104 1 BB Alojamiento y desayuno 9,09 0,00 909 [] 29.01.2016 HESTOLEDRE _

Authorities com  29.01.2016 104 1 BB Alojamiento y desayuno 9,09 0,00 9,09 [] 29.01.2016 HESTOLEDRE
ocom  29.01.2016 104 1 ROOM  Habitacisn 49,01 0,00 4991 [] 29.01.2016 HESTOLEDRE.,

* Same % VAT ]

[ ]

Same Family concept
According to the service

[&)[F)E)EFL) (@)% ] [ -[@ =) @)

Status| Revenue date| Sour | Folio | Concept | Description

. |com 29.01.2016 104 1 BB Alojamiento y desayuno
. |com 29.01.2016 104 1 BB Alojamiento y desayuno
. |com 29.01.2016 104 1 ROOM  Habitacién
Credit no tax. Credit with tax | Cash no tax.

BYRET.) B ) (CE @ JeE () B amagement coce]

B Status Revenue date Sour_ Folo Concept Descrption Quantiy
- 00 29.01.2016 104 1 88 Aljamiento y dessyuno 1 9,09 0,00 9,09
o0 29.01.2016 104 1 88 Aljamiento y desayuno 1 9,00 0,00 9,00
o0@ 29.01.2016 104 1 ROOM  Habitacdn 1 4991 0,00 49,91
MINOR ol ANI il commscm TH mcolico nhow

| Quant’rb,r|
1

1
1

9,09 0,00 9,09 O |29
9,09 0,00 9,09 O |29
49,91 0,00 49,91 O |29

[E Arrangement Code (1) 2 Entries found

Price | Disc.(net) | Amount | Tax in_| Service date | P|Invoice num | Creator user

01.2016
01.2016
01.2016

rrangement Code Descripcidn

C3

|

|

o)

Arrang.cod”| Arrangement Code Descripcion | Modify
ACCO Accomodation
COMM Commercial Package

29.01.2016 HESTOLEDRE
29.01.2016 HESTOLEDRE
29.01.2016 HESTOLEDRY .

Prce Disc.(net) Amount Taxin  Senrvice date P Invoice num  Creator user

Arrang.cod Arrangement Code
. ACCO Accommodation

. ACCO Accommodation




Check out

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

& ESZZ.SPORT. Modify items of all folios
& B ICSCOER EHE ohiod BRE @m,

ESZZ.SPORT. Modify items of all folios

[ | Foliol Folo2 Folo3 Folio 4 All folios  Current date  Charges until today iy £ o | N D & cancelled Revenue
| o | | . | | . | o |
Reservation 154172 Status heck in | Arrival 03.01.2015 Departur [04.01.2015% Upgrade
[ 1 T 1 | o — |
Main Client EMPLOYEE & FAMILY EN-000000100 Voucher Room 309
[ 1 | pep—— | | — e | |
Main guest PARDO MARTIM, SUSANA Type STDDBL Standard Double GST AD(3 |JU|0 |CH|O |BB|O
RYTIIIIIIE
Foios: 71 (D | | 121,00 'lfm [SUSANA PARDO MARTIN-0002895734 | = F2 | 39,60 | EUR [VIAJES EL CORTE INGLES SA-100006... CREDIT
-.II CLL LM
(taxinc.) Fa (D) | 0,00 |EUR |SUSANA PARDO MARTIN-0002895734 |1 F4 : 0,00 |EUR |SUSANA PARDO MARTIN-0002895734 | QN DESK PAYMENT
4EEEEEEEEED
B EINRNE-D
Status Revenue datl bource Roo P Concept  Description Quantity | Price Disc.(net) Amount | Taxin_  Service date | Produc_ | Time User Mame % DTO | Original amount no tax
oom 03.01.2015 B05 LMDR Lavanderia 1 100, 0,00 100,00 O 03.01.2015 X 09:01:17  E000000S0726 0,00 0,00
oo@  03.01.2015 B0S BB Alojamiento v 1 6,00 0,00 6,00 O 03.01.2015 X 09:00:32  E00000050726 0,00 0,00
oo@  03.01.2015 B0S BB Alojamiento v 1 6,00 0,00 6,00 O 03.01.2015 X 09:00:32  E00000050726 0,00 0,00
oo@  03.01.2015 805 ROOM Habitacidn 1 24,00 0,00 24,00 O 03.01.2015 X 09:00:32  E00OOOO0S0726 0,00 0,00
oo@ 04.01.2015 Juje PKNG PARKING 1 10,00 0,00 10,00 O 04.01.2015 11:53:03  E00000035655 0,00 0,00
£ |
| Credit no tax. Credit with tax | Cash no tax. Cash with tax | Total no tax. Total with tax Rermarks
Armount Billed | 0,00 .00 | 0,00 0,00 | 0,00 0,00 WALK IM AMD PREPAYMENT
Amount Pending [ 36,00 39,60 | 110,00 121,00 | 146,00 _ leos0 __
Pending Reservati [ 36,00 39,60 | 110,00 121,00 | 146,00 | 160,60 @ E‘E Exch. Rate Type |M

C T |

HOTELS HOTELS - RESORTS -STAS W gRets o connon— HoTELS HaTELS

P e &
MINOR sanmara  AVANL LS. c@ars TH  mcouccon  mhow  TIVOL




Check out

ESZZ SPORT. Process folio 1
I 10 [[n] 0 olins urrent date arges unti ay e _ -_; =] dncele evenue

@ | Foliol Folo2 Folo3 Folo4 | Alfolios Currentdate Ch til tod AE Sa | &R | S & canceldr

Rese n 154172 Status  |Checkin | Arrival 03.01.2015 Departur |04.01.2015 Upgrade

Main |[EMPLOYEE & FAMILY & FRIEN-000000100 | voucher | | Room 309

Main guest [PARDO MARTIN, SUSANA | Type STDDEL | Standard Double GST a3 |oufo |cafo |eB(o ]

FOLIOS: F1 (1) [ 121,01 |EUR |SUSANA PARDO MARTIN-0002805734 | F2 [ 39,60 |EUR |VIAJES EL CORTE INGLES SA-100006.. |

(xind) F3 (D) ' 0,00 |EUR |SUSANA PARDO MARTIN-0002895734 | F4 (1) | 0,00 |EUR |SUSANA PARDO MARTIN-0002895734 |

(] ) ) B2 (B (B 55 (B[R )G (L () ()
Status Revenue date Folio | Source Roo| P Concept | Description | Quantity | Price | Disc.(net) | Amount | Taxin_ | Service date |Produc, | Time User Name % DTO | Original amount no tax
 co@ 03.01.2015 1 305 LNDR  Lavanderia 1100, 0,00 100,00 [] 03.01.2015 X 09:01:17  E00000050726 0,00 0,00
. lcom 04012015 1 309 PKNG  PARKING 110,00 0,00 10,00 [] 04.01.2015 11:53:03  E00000035655 0,00 0,00
. l@oo 04.01.2015 1 300 PPWI  Invoice No 405 1 54,55 0,00 5455 [] 04012015 X 13:00:13  E00000035655 0,00 0,00
. lono 04012015 1 300 PPWI 4053001384 1- 54,55 0,00 5455 [ 04012015 X 13:00:13  E00000035655 0,00 0,00

| Credit no tax. Credit with tax | Cash no tax. Cash with tax | Total no tax. Total with tax Remarks

Amount Biled F1 [ 0,00 0,00 1 54,55 60,01 | 54,55 60,01 VALK IN AND PREPAYMENT
Amount Pending F1 | 0,00 0,00 | 55,45 61,00 | 55,45 61,00 25 MYGHA
Pending Resenvati | 36,00 39,60 | 55,45 61,00 | 91,45 100,60 @ |EUR |Exch. Rate Type |M 4] REDEEM

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.

MINOR

AVANI

Hotel & Rearts

Fv'y S % ——
ANANTARA elernna NH COLLECTION I'TVOLI
TOTELS - RESORTS 7S : woreLs e

nhow

HOTELS




Check out

Select the correct till Identifier...

Till movements (Starting image)

ESZZ.SPORT MH Sport ***

Til Identifier RECEETION ...and then payment method  Tilidentfier RECEPTION |RECEPTION

Operation type |E|

Have a look into the following guides!

TMS forPay Manual -'%
TMS forPay 3C Portal Manual

&
MINOR wimes AVANI

HOTELS

= 11 Goto System  Hel

° g o]

eaae HE @&

Invoice payment movements

ESMA.VILPA Anantara Vila Padiema Palace Resort *#¥**

Operation Type |Inv0\ce payment - {$H Detalle de biletes l

p—, —_—

PREPAYMENTS WEB PAYPAL
PREPAYMENTS WEB SOFORT
PREPAYMENTS WEB VISA
BANK TRANSFER

Invoice Id ’m Total Amount ‘ 61,00 |
Document currency EUR
Reservation 97790703
Folio |_2|
Customer 4984270 GOMEZ FERNANDEZ, MARIA TRINIDAD
Remarks | |
Payment method _ Gateway |Cun... |Amount Voucher type | Voucher amount ‘Voucher pr
- EUR 61,00 0 o
PENDING BALANCE -
- |casH - - ~
NH GIFT CARD
~inviTaTIoN If needed, it is possible to split the total
PAYMENT GATEWAY . .
B oY MENTS WEB AMEX amount into different payment methods.
PREPAYMENTS WEB CUP :
el oREPAYMENTS WEB DINERS Diifexences
’EPREPAYMENT WEB DISCOVER |l | [EUR | | |
| PREPAYMENTS WEB IDEAL ] 0,00 | | 61,00 || 0,00 | 0,00 |

. & /
‘;ﬁ”"ff“f“l LOAKS m nucouection  Mhow TIVOLI

444444



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

Check out

NH DISCOVERY Redemption

= ESZZ.SPORT. Process folio 2

% DTO | Criginal amount no tax

0,00 0,00
0,00 0,00
0,00 0,00

Display and

& MBI S@@ DHE ODO0 BE @ m
ESZZ.SPORT. Process folio 2
@ Folo 1 Folio 2 Folo3  Folio 4 Al folios  Current date  Charges until today = Q E 3?3 = ﬁ ﬁ? =) Bf @Cancelled Revenue
Reservation 154172 Status [check in | Arrival 03.01.2015| Departur |04.01.2015 Upgrade
Main Client |EMPLOYEE & FAMILY & FRIEN-000000100 | voucher | ' Room
Main guest [pARDD MARTIN, SUSAMA ' Type STDDBL Standard Double GST
C f f th t b | FOLIOS: F1 (1) ' 121,00 |EUR |SUSANA PARDO MARTIN-0002895734 | F2 ' 39,60 |EUR |VIAJES EL CORTE INGLES SA-100006..
ontirm | € gues elongs (taxinc.) F3 (1 ' 0,00 |EUR |SUSANA PARDO MARTIN-0002895734 | F4 (1) ' 0,00 |EUR |SUSANA PARDO MARTIN-0002895734 |
to NH DISCOVERY program
and inform about DS (&)%) [B1)% ) O]@ b =) @) @)
; . . Status Revenue date| Folio | Source Roo| P | Concept | Description Quantity | Price Disc.(net) Amount  Taxin_ | Service date | Produc_ | Time User Mame
balance to pay the invoice (If . |oom 03012015 2 305 BB Alojamiento y . 1 6,00 000 600 [ 03.01.2015 X 09:00:32  EO0000050726
l. bl ff _ . com  03.01.2015 2 305 BB Alojamiento v 1 600 0,00 6,00 [ 03.01.2015 X 09:00:32  E000000S0726
applica e) or ofrrer to Join . |oom  02.01.2015 2 305 ROOM  Habitacidn 1 24,00 0,00 24,00 [ 03.01.2015 X 09:00:32  E00000050726
the program  explaining
benefits).
| Credit no tax. Credit with tax | Cash no tax. Cash with tax | Total no tax. Total with Gx Remarks
Amount Biled F2 [ 0,00 0,00 | 0,00 0,00 | 0,00 0,00 VALK IN AND PREPAYMENT
Amount Pending F2 | 36,00 39,60 | 0,00 0,00 | 36,00 39,60
Pending Reservati [ 36,00 39,60 | 110,00 121,00 | 146,00 160,60 @ |EUR | Exch.Rate Type |¥
L/; Client ID must be informed in the reservation, not only in the folios header.
N . &
MIHEEE)R anantara  AVANL - oane  c@ascs TH micouecron mhow  TIVOLI

Pay DS

|

& myGHA |

REDEEM




Check out

ESZZ SPORT. Process folio 1

[ | Foliol Folo2 Folio3 Folio4

All folios  Current date  Charges until today

) eacos 1 -
Reservation 154524 Status [check in
Main Client IGUEST (DON"T TOUCH/NO TOC-000000100

Main guest IP."-'LRIZJL:II, SUSANA

FOLIOS: F1 (1) 183,76 |EUR |SUSANA PARDO-0005295823

(tax incl.) F3 (1) ' 0,00 |EUR | SUSANA PARDD-DOD5205823

(&[] 2] L) (2.7 )| (B[ @ =] i) [H]

Status| Revenue date| Folio | Source Roo| P_| Concept | Description Quantity
a0 04.01.2015 1 313 BB Alojarniento y . 1
_m 04.01.2015 1 313 BB Alojamiento y . 1
_Eo 04.01.2015 1 313 BB Alojamiento y . 1
_m 04.01.2015 1 313 ¥ LOUT Late check-out 1
_m 04.01.2015 1 313 ROOM Habitacidn 1
_l;o 05.01.2015 1 313 ¥/ LouT Late check-out 1
_mo 05.01.2015 1 313 ¥ LOUT Late check-out 1-
I Credit no tax. Credit with tax | Cash no tax.
Amount Biled F1 | 0,00 0,00 | 167,05
Amount Pending F1 | 0,00 0.00 | 0,00
Pending Resarvati | 0,00 0,00 | 0,00

Have a look into the following guides!

Online Check-out (OCO) Manuak &
Online Check-out (OCO) Guide <

MINOR

AéA
HOTELS sl

AVANI

oF @? @ =g WI@ Oy == @Cancelled Revenue

“"'“'ar: |04-04.2015) Departur £ Clear the room in TMS forHotels.
Voucher
Type [eroose— sndard Do Check-out completed =

F2 (1) | 0,00 [EUR |SUSANA PARDO-0005295823 '
Fa (D) ' 0,00 |EUR |SUSANA PARDO-0005295823 '
Price | Disc.(net)  Amount  Taxin_ | Service date | Produc | Time User Name % DTO | Original amount no tax
9,00 0,00 Q,00 O 04.01.2015 12:27:20 EQOQOO00077363 0,00 0,00
9,00 0,00 9,00 O 04.01.2015 12:27:20 EQQ000077363 0,00 0,00
4,50 0,00 4,50 O 04.01.2015 12:27:20 EQOQOOQ077363 0,00 0,00
0,00 0,00 0,00 O 04.01.2015 17:24:03 EQQ000035655 0,00 0,00
144, 0,00 144,55 [ ] 04.01.2015 12:27:20  E00000077363 0,00 0,00
0,00 0,00 0,00 O 05.01.2015 12:27:20  EQQ000Q035655 0,00 0,00
0,00 0,00 0,00 O 05.01.2015 12:27:20 EQQ0000035655 0,00 0,00
Cash with tax | Total no tax. Total with tax Remarks
183,76 | 167,05 183,76 suple free
0,00 | 0,00 0,00 & mvra |
0,00 | 0,00 0,00 EUR |Exch.Rate Type |M | —

The “flag” button
won’t become
active until all the

charges has been
billed.

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).

4
elewrnna

nhow
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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

Check out Billing & Revenue concepts

1 — Concept ID|RO |Room Only 50 £
Concept ID|RO Room Only S0E
2 -| Concept ID|BB  |Bed & Breakfast 100 €
3 — Concept ID|BB Bed & Breakfast 10£
Concept ID) BB Bed & Breakfast 10 £
Concept ID|ROOM [Room EDE
4 - Concept ID|BB Bed & Breakfast 10£
Concept ID|ROOM |Room Q0 £
tion 66259956 | Status Check in Arrival 03.03.2019| Departur |04.03.2019 Upgrade
mnt STICHTING NETHERLANDS' CATALYSIS AN Voucher Room 1310
est Fle3bet Huertas Osta Type STDDBLT | Standard Double Twin GST aD|1 J|I o cilo 'BBo
Scenario
4 0,00 |EUR |Main Guest F2 0,00 | |EUR |STICHTING METHERLANDS' CATALYSI..
) 3w 0,00 |EUR |Main Guest r4 (1) 0,00 | |EUR |Main Guest
=0 )[R LE [P .]! = a3 JHEQ JEE L] @] [E]]# Arrangement code
;/Prod. date | Folio Concept ID Quantity | Description Price Disc. (net) Amount Tax incl. Service date  Sou  Guest Name Client %  Commi.Am.
03.03.2019 1 TTAX 1 City Tax 2,15 0,00 2,15 [y| 03.03.2019 1310 Elisabet Huertas Osta 0,00 0,00
03.03.2019 2 BB 1 Bed & Breakfast 19,80 0,00 19,90 [y 03.03.2019 1310 Elisabet Huertas Osta 0,00 0,00
03.03.2019 2 ROOM 1 Room 78,77 0,00 7877 [¥] 03.03.2019 1310 Elisabet Huertas Osta 0,00 0,00

HOTELS
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Check out

Billing & Revenue concepts

) Fraaarne 1 . I 3 anaal e na antal
Reservation 66434488 | Status \Confirmed | Arrival 15.03.2019 Departur |16.03.2019
Main Client 'REWARDS, NH | voucher | '
. | pr——— | )
Main guest 'ABATANGELG, LUZ MARIA ' Type STDDEV Standard Double View
S P S
rouos: F1 @ | 105,36 e RIA00SB04L | 2 (1 | 0,00 | Em
illi e
(taxincl) F3 (1) ' 0,00 g P RIA-0058041 .. F4 (i) | 0,00 | [ED
AR LGS 6 e ) e s —
L2 )| P | iz | 4149 EEI | X ll= Arrang
B. Status Prod. date | Folip Concept ID uantity | Description Billing and revenue details
oCm 15.03.2019 1 Alojamiento vy desayuno
1 2 = i '
HD{E 15.03.2019 1 Habitacidn % =TV & % x@ <T E"ﬂ T e | B E g k= Hide revenues items
Booking 0065434486
Status  Confirmed o
Billing concepts
Billing concepts (dISp|ayed In fO“OS): Charge loc Reserv. type Type Folio Concept)Concept de Revenue date Amount ERevenue am I
66434486 Individual reservation | Bill 1 ROOM [Room 15.03.2019 1
RO Only Room 66434486 Individual reservation Rev. 1 ROOM 15.03.2019 1 85,50
BB: Bed & Breakfast 66434486 Individual reservation |Bil 1 BB |Bed & Breakfast 15.03.2019 1
: 66434486 Individual reservation Rev. 1 BKFS 15.03.2019 1 10,28
= 95,78
ch s 9578 .

MINOR d € e .
HOTELS ANANTAR A AXMI lewana oaxs TH COLLECTION nhow [VOLI
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Check out

Billing & Revenue concepts

(S Ind. reservation Edit | Miscellanegus | Avallabilty Information systems System  Help

& u i HE @E
Bill & Prod. Detail
ESMD.NACIO. R  Confirmation Letter alk-in)
& [z *) = Welce Mall Confirmation Lefter  Ctri+F10 without check-in 48 Check-in in waiting list &

Medification history

(3] ] ESMD.NACIO NH Nacior  External connections > 0 C
Clients »
Arrival: 20.01 Leisure reservation standard Double - | Show ! . . i
: i . - Revenue concepts: dlsplayed in the revenue report.
Nights: Docs generator » AD/1 JUu 0 |CH O |BB|D
= e
. ' Trading office
Depart.: 21.01, ading offic 218 3] suPDBVD "INemo  BKFS: Breakfast
Meldeschein ROOM . Room
__/ General Data | *Billing Information | *Additional data  *Prices and Commissions | *Conditions | Deposits |
Contact person: ' | @@  Observad
Phone: , ‘
E-Mail: 'NO E-MAIL
Voucher: '
Resarvation type , -
Registrat. date: '20.01.2024 Language: ES  Spanish
CUT-OFF date
Guests
MINOR wolins  AVANL LS. cBass TH  meolioo mhow  TIVOLI
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Check out

Billing & Revenue concepts

Billing and revenue details
& =T VY 8 % & <TE Tk B E g | [Eshow revenues items

Booking 0082786002
Status  Confirmed

Revenue concepts

Charge loc Reserv. type Folio Concept Concept de REVEIue wowe mimane = rurmeane — 1oX amount £ Total item Cur 1 D/C % Cormn |ECommission £ Comrmission CRS % £ CRS bas. |2
[62?86[][]23 Individual reservation 2 BB Bed & Breakfast 01.03.2019 il 30,64 4,56 55,20 EUR X 50,64 a0,64
62786002 Individual reservation 1 TTAX City Tax 01.0£8.2019 il 2,15 2,15 2,15 2,15
62786002 Individual reservation 2 BB Bed & Breakfast 02.03.2019 il 30,64 4,56 55,20 X 50,64 a0,64

62786002 Indiidual reservation 1 TTAX  City Tax 2.03.2019 1 2,15 2,15 2,15 2,15

62786002 In Charge loc Reserv. type ppeEalio=Gon PLK.. . evenue date R . . . 1/Rev. commi|E Commission CRS % £ CRS bas. |
62786002 In | 62786002 Individual reservatior| Bil 2 BB sed & Breakfast 032000  Billing concepts (dISplayed in folios): 50,64
62786002 Individual reservatiory Rev. 2 BKFS 1.03.2019 RO On|y Room
62786002 Individual resenvatiory Rev. 2 ROOM 1.03.2019
& 62786002 Individual resenvatior=E o 1.03.2019 BB Bed & BreakfaSt 2,15
627868002 Individual reservation Rev. 1 TTAX 01.03.2019
62786002 Individual reservation Bil 2 BB Bed & Breakfast 02.03.2019 . . 3 50,64
62786002 Individual reservation Rev. 2 BKFS 02.03.2019 Revenue Concepts (dlSplayed In the revenue report)'
62786002 Indwvidual reservation Rev. 2 ROOM 02032000  BKFS: Breakfast
62786002 Indwidual reservation Bil 1 TTAX  City Tax 02.03.2019 ROOM : Room 2,15
62786002 Individual reservation Rev. 1 TTAX 02.03.2019
62786002 Individual reservation Bil 2 BB Bed & Breakfast 03.03.2019 il 30,64 4,56 35,20 X 30,64 30,64
627868002 Individual reservation Rev. 2 BKFS 03.03.2019 1 12,43
627868002 Individual reservation Rev. 2 ROOM 03.03.2019 1 38,21
62786002 Indwidual reservation Bil 1 TTAX  City Tax 03.03.2019 1 2,15 2,15 2,15 2,15
62786002 Individual reservation Rev. 1 TTAX 03.03.2019 1 2,15
. 158,37 = 158,37 = 13,68 = 172,05 EUR [L = 15837 = 158,37
4L sn 158,37 == 158,37 == 13,68 == 172,05 EUR == 158,37 == 158,37

HOTELS HOTELS
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Check out

Virtual Rooms

Room Rack
ﬁ] Refre

4 Previous date P Next day [ Select date

ES7Z.SPORT NH Sport *** BUILDING 01

Sunday 04 - January - 2015

Key: P -= Provisionally booked R -> Confirmed | C-= Chy

@ AFREFD EJ%) BE G

01 c. 02 C. 03 C.. 04 C..
109- 3 209- % 300-  oF 400- o
110— |3 210- (% 310- o 410—
111- 8 211- % 31— 3 411-
112— | 212—- (R 312- R 412— ¢
113- 3 213 3 313- ¥ 413-
114 - 3 214-  oF 3l4-  oF 414-
115- M 215-  oF 315-  oF 415-

e 118 #2186 of 316 o 416-
V001 | o#

V002- o
VO03- | o
VOD4- | o
VO05- |
VO06- o
VOO7- |
VOD8- | o
VO09- | oF
VO10-
MINOR anantara - AVANI

eledmia BA.'(E !‘o!!:!

ESZZ.SPORT. Process folio 2

E" Folo1 Folio2 Folio2 Folio 4 Al folios  Current date  Charges until today = @ 3%? = &&" dﬁ =) R (?Ca"-:e ed Revenue
| pueuesseunnnn | T 1 | e | | sy |
Reservation 154523 Status Check in Arrival 04.01.2015 Departur 06.01.2015 Upagrade
Main Client [NUTRECO NEDERLAND BV-2000002369 AW — ' Room [voos [
T 1 | peespssasmm— | M — —
Main guest PRUEBA SPM Type STDDBL Standard Double GST AD(2 |JU|O |CH|O
[ p— 1 (| — | 1
FOLIOS: F1L O 0,00 |[EOR |Main Guest F2 153,01 |EUR WUTRECO MEDERLAMD BV-200000236..
[ p— 1 (| — | 1
(tax incl.) F3 O 0,00 |EUR |Main Guest F4 O 0,00 |EUR | Main Guest
(&)= EFL) &L %) [B]E & .=, i) (@)
Status Revenue date| Folio Source Roo P | Concept | Description Quantity | Price Disc.(net) Amount | Tax in__ Service date Produc | Time User Name % DTO | Qriginal ar
oo@  04.01.2015 2 308 Concept identifier BITA 1 0,00 0,00 0,00 [] 04.01.2015 12:26:24  E00000077363 0,00
oo@ 04.01.2015 2 308 RO SOLO HABITA 1 0,00 0,00 0,00 O 04.01.2015 12:26:24 E00OO0O77363 0,00
oo@ 04.01.2015 2 308 ROOM HABITACION 1 144, 0,00 144,55 O 04.01.2015 12:26:24  E00000077363 0,00
If the guests are left but there is an issue » [CJ RESERVATIONS

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)

NH COLLECTION
HaTELS

TIVOLI

111111

~ [= FRONT-OFFICE
v [ check-in
* [= Front-Office
- P JCCSHT/RS_RSRV_IN_02 - In-house management
() /CCSHT/RS_CAMBIO_HAB - Room change|
» ) /CCSHT/CE_MENSA - Messages
» ) /CCSHT/RC DESP - Express transfer

#




Check out

Unexpected Departures

~ = FRONT-OFFICE In case of an unexpected departure, check the possible restrictions that may exist and
» [ Check-in apply the room cancellation fees if necessary.
» 77 Front-Office

-

() /CCSHT/RC_CHECK_OUT - Check-out
LN/ B | - eck-out
« ) ZEY_CHECKOUT _EXP - Online Check-out
+ ) JCCSHT/RC_006 - Cancel today’s check-outs
» [ Information systems

ESZZ.SPORT. Select Rooms for check-out

ESAIALICA. Select Rooms for check-out

M Drmee Bla £330

E

ESZZ.SPORT MH Sport ***

Room number

Reservation Mo.

3 deddg
ESALALICA NH Alicante Room: ] Guest D

Guest Name

Arrival date

foom: N Match code (F4) + press ot e
Enter to open a list

MNC pax type 1

[

MO pax type 2

[ ]
[ 1]
M d pax type 3 I:I
[ ]

Mo de pax type 4 .

Guest order E]

Maximum Mo. of Hits

HOTELS

A . e
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Check out

[E ESZZ.SPOR1. Advanced check-out The system will confirm if it is necessary invoice the charges until
today or otherwise the whole stay.

-
I_The departure date does not match today's check-out date.

Choose one of the biling options

Reservation 154119 :
[E ESZZ.SPORT. Advanced check-out x
Main client 2000002369 NUTRECO WEDERLAMD BY
ESZZ.SPORT NH Sport ***
Room 206 Reservation 154547 Room 407  Main Client GUEST (DOM T TOUCH/NO TOC Arrival date 04.01.15
Guest MUTRECO Type STDDBL  Main Guest PRUEBA RACK HABITACIONES Departure date 09.01.15
Folio holder
UHEKPECtEd check-out Reservation dates Date |Cash |Concept Description |Quantity |Pn‘ce Taxes Price with mx|Cune...|Service datel
r‘“. Bill all Arrival date 01.01.2015  04.01.2015 1ROOM HABITACION 1 144,55 14,46 159,01 EUR  04.01.2015 =
04.01.2015 1RO SGLO HABITACION 1 0,00 0,00 0,00 EUR  04.01.2015 7
Iﬂ'\l o . = r r r -
©Bill until today Departure date 31.01.2015 | |04.01.2015 1RO SOLO HABITACION 1 0,00 0,00 0,00 EUR  04.01.2015
Current date 04.01.2015 ||
If you 3elect bill until today, departure date will change ||
1 b 1 ¥ [
m 2
< > 0
.
Delete the Charges |f needed CAUTION:  Pending charges not to be bilad can be deleted
Charges on screen wil be added to charges generated up to today
. Automatic charges after today wil be automatically deleted
The rest of the process is the same as expected
departures.

HOTELS
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Cancel Check out



Cancel Check out

Cancel today’s Check-out

* = TMSforHotels

« ) JCCSHT/ENTRA_HOTEL - Change hotel

v [ CRM FRONT-OFFICE
v [ LOYALTY
v [T RESERVATIONS

* [= FRONT-OFFICE
v [3 check-in

+ [ Front-Office
* = Check-out

« 2 [CCSHT/RC_CHECK_OUT - 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.

« ) [CCSHT/RC_CHECK_MASS - Express Check-out

*

*

v [CHmformetoT sy

E_EV_I"‘I—IEI"‘I{I"‘II IT_E_YD [Tl 'mﬂ I hﬂ;hg t
5% JCCSHT/RC_006 - Cancel today's check-outs

ESSE.SEVIL. Reservations to switch to checked-in status.

Bl G ::V-Cancelcheazut-: SIRefrash

GERENCIAS Y SERVICIOS TUR

ESSE.SEVIL Heaperia Sevilla kaks dads
L'HOSPITALET DE LLOBREGAT ESSE.SEVIL. Reservaticna to switch to checked-in statua.

Time 09:59:05
RC_006/E00000103792 Page

Date 29

ESSE.SEVIL. Fmvaﬁons checked-in again.

.01.2016 GERENCIAS Y SERVICIOS TUR ESSE.SEVIL Hesperia Sevilla ###% #%# Date
1 L'HOSPITALET DE LLOBREGAT Eeservations edited Page

29.01.2016
1

Sel Regerv. Bill AT JU CH BB Room type ERoom Board Guest Name Done by

1 _! 11565125 25.01.16 1 0 0 0O STIDDBL 111 BB PEREZ MARTINEZ, FATIMA HESSEVILRECL
'_' 11376105 27.01.16 1 0 0O 0 SIDDBL 126 BB PEIRCTEN HERRERD, ANGELA HESSEVILRECL
|_| 11376104 27.01.16 1 0 0 0 STIDDBL 127 BB RODRIGUEZ MINGUEZ, EVA HESSEVILRECL
'_' 11376106 27.01.16 1 0 0O 0 STIDDBL 133 BB LANGA MARCANO, SUSANA HESSEVILRECL
'_' 11574850 28.01.16 1 0 0 0 STIDDBL 209 RO PERIS MARTI, JO3E HESSEVILRECL
[] 11451767 25.01.16 1 0 0 0 SIDDBLT 210 BB CENTENO RAMOS, ALBERTC JAVIER HESSEVILRECL
[ 1572272 28 01 16 1 A A n STWRTK 212 BR NF SAINTNS FRENLNTF? .TNSF MARTA HFSGFUTTRR ™

MINOR AVANI . coaxs  TH

HOTELS

ANANTARA
HOTELS - RESORTS STAS
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NH COLLECTION
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» Reserv. Bill Rate Allocation Reserv. type

11565125 25.01.16 COR_NEG0O94
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Invoice correction

Invoice correction

'Bé’}”“"f" . To ask for an invoice correction, it is mandatory that the client requests
' 'CCSHT/ENTRA_HOTEL - Change . . . oy - .
C bR it directly in writing (it is not enough with phone call).
» [ LOYALTY
:gm‘ﬁgj Ask for a copy of the ID or passport of the client to verify the request.
» BATILS The main reasons to carry out an invoice correction could be:
+ C71CURRENCY EXCHANGE
~ = BILLING .
> B8 Biling * Incorrect Fiscal Data
» [71 Post charges . .
» [ Folios * incorrect Rate, incorrect Charges
~ [*= Invoice correction

5 - . C_F - Invoice cancelation

« () JCCSHT/FC_MC_RESANU - Post and modify charges
« () /CCSHT/FC_FISCAL - Change payer and holder Customers
* € /CCSHT/FC_REFACTURAR - Modified reservations billing » Complaints (approved by GM).
« (1) JCCSHT/FC_REFPAYHOLD - Refund payments on hold
+ £} JCCSHT/FC_NOALOJ_ANU - Retrieve Day-Guest account . . . . . o .
* 2 /CCSHT/FC_FMAN_ANUL - Invoice cancelation (Old system only IT, VE, AR, MX, PT and CO) Any deduction must always be exceptional and justified, since it implies
« (1) ZEY_CANC_PPWO - Cancel deposit without invoice day guest billing . . . .
« ) ZEY_TMS_PPWO_CLX - Cancel deposit without involce a modification in the production of the hotel.

» [[7 Specifications by country

» (7 Information systems

’ i;lnousexssmns

* incorrect Commission (type and/or %)

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).

HOTELS
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Invoice correction

STEP 1: Invoice cancellation

¥ [ TMSforHotels -
* £ /CCSHT/ENTRA_HOTEL - Change hotel Cancel Bills
+ T71CRM FRONT-OFFICE o
» [TILOYALTY

il ESZZ.SPORT NH Sport ***

» TTIFRONT-OFFICE

» CATILLS
» T7) CURRENCY EXCHANGE Invoice number I ’ to

~ B2 BILLING Date from I _! to
g DB“""Q Payment method
» [ Post charges
» [T Folios (%) Direct payment

- () Credit
) JCCSHT/FC_FANUL C_F - Invoice cancelation Al
+ () JCCSHT/FC_MC_RESANU - Post and modify charges '

« £2) /CCSHT/FC_FISCAL - Change payer and holder Customers
+ € /CCSHT/FC_REFACTURAR - Modified reservations billing

« £ JCCSHT/FC_REFPAYHOLD - Refund payments on hold R . . .
+ € JCCSHT/FC_NOALO]_ANU - Retrieve Day-Guest account Fill in the invoice, the issue date and the
« £7) JCCSHT/FC_FMAN_ANUL - Invoice cancelation (Old system only IT, VE, AR, MX, PT and CO) payment method in order tO Cancel the bl”

« () ZEY_CANC_PPWO - Cancel deposit without invoice day guest billing
« £2) ZEY_TMS_PPWO_CLX - Cancel deposit without invoice
» [0 Specifications by country
» [T Information systems
+ [ HOUSEKEEPING

MINOR

HOTELS
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Invoice correction

STEP 1: Invoice cancellation

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

[ Reason for cancelation

CANCEL BILLS: BILL REPORT.

r=- va = —\=— ARG -
L@F‘ HEB 2k [FEE
- ull
On-desk payment .
Credit Inform the cancellation reason
Credit invoice not cancelable (e.g. error in fiscal data, error in
Sel Invoice Mo Date Client name Sold-to prt Payer Total bill Cuar amount or error in
r== commission).
I| 4002006188 01.01.2015 CLUEB BALOMNCESTO AVENIDR 2003100454 CLUB BALONCESTO AVENIDR 10,00 EUE
- ull

» i1, Col Ln1-Ln1of1 lines
v|E

HOTELS | s e Howmha GTLlenSS doms o o TRERRTE

&
. @ .
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Invoice correction
STEP 2: Post and modify charges (if applicable)

¥ [ TMSforHotels
« (22 /CCSHT/ENTRA_HOTEL - Change hotel
» 771 CRM FRONT-OFFICE
[ LoYALTY
[TIRESERVATIONS
T7IFRONT-OFFICE
» COTILLS
» T71CURRENCY EXCHANGE
~ = BILLING
» [ Billing
» [[71 Post charges
» [(MFolios
~ [*= Invoice correction
- 2 = on
) /CCSHT/FC_MC_RESANU - Post and modify charges
« O = ange payer and holder Customers
* 2) /CCSHT/FC_REFACTURAR - Modified reservations billing
« [ JCCSHT/FC_REFPAYHOLD - Refund payments on hold
+ £7J [CCSHT/FC_NOALOJ_ANU - Retrieve Day-Guest account
+ £2) JCCSHT/FC_FMAN_ANUL - Invoice cancelation (Old system only IT, VE, AR, MX, PT and CO)
« () ZEY_CANC_PPWO - Cancel deposit without invoice day guest billing
+ ) ZEY_TMS_PPWO_CLX - Cancel deposit without invoice
» [ Specifications by country
» (7 Information systems
* 71 HOUSEKEEPING

- w w

o -

In this step is possible to:

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

MINOR

HOTELS

AVANI

Hotel & Rearts
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Edit and Enter charges to reservations
D &

ESZZ.CIUZA MH Ciudad de Zaragoza ***

-

[
I —

Invoice
Reservation

[¢|Hide reservation with zero

to
to

Search the invoice or directly execute
the transaction to display all the
corrections pending. (F8)

[ ]
[ ]

a

O e & o | & WO | 8 &cncl

Arrival 03.01.2015| Departur |04.01.2015
Voucher | _||

Type STDDBL Standard Double

F2 | 39,60 |EUR |VIAJES EL CORTE INGL
Fa (D) | 0,00 |EUR |SUSAMA PARDO MART

= Folio Process | Documents  Miscelanegus  System  Help
& 1 Modify header Shift+F5 @ CHE &h o8 @ @
Add charges
ESZX .1 Cancel charges il folios
E tol Moye charges Al folios  Current date  Charges until today
Move to header
Split charges Shift+F12
Resefva  Apply discount [check in
Main i Collect invoice & FRIEN-000000100
Main faL Go to reservation AAMA
Minibar charge
FOLIDS Modify description i SUSANA PARDO MARTIN-0002895734 |
(tax Jnc Statistics set up Hj' SUSANA PARDO MARTIN-0002895734 |
Clients
Mod.Arrangement Code | |

Siatus| Revenue date| Folio |Source P.oo| P| Concept | Description | Quantity|
03.01.2015 1 305 LMNDR Lavanderia 1
03.01.2015 2 305 BB Algjamiento y 1
03.01.2015 2 305 BB Alojamiento y 1
03.01.2015 2 305 ROOM  Habitacidn 1
04.01.2015 1 309 PKNG PARKING 1
& /
DmH TH COLLECTIGN nh?u"l;l’ TIVOLI

Price | Disc.(net)| Amount | Tax in_ | Service date | Produc_. | Ti
100, 0,00 100,00 [] 03.01.2015 X 0t
6,00 0,00 6,00 O 03.01.2015 X i
6,00 0,00 6,00 O 02.01.2015 X i
24,00 0,00 24,00 O 03.01.2015 X 0t
10,00 0,00 10,00 O 04.01.2015 1:




Invoice correction

STEP 3: Modified reservations billing (if needed) Search the invoice or directly execute the transaction to

S display all the corrections pending. (F8)

« ) JCCSHT/ENTRA_HOTEL - Change hotel
*» T71CRM FRONT-OFFICE
» CTILOYALTY
» [TIRESERVATIONS
» 77IFRONT-OFFICE
» COTILLS
» 771 CURRENCY EXCHANGE Rebill Cancelled Reservations / Invoices
~ = BILLING
» [ Billing Z»
» (71 Post charges
*» [ Folios
* [*= Invoice correction
« i) JCCSHT/FC_FANUL_C_F - Invoice cancelation

ESZZ.CIUZA NH Ciudad de Zaragoza ***

~~ . 1 1
« (7 JCCSHT/FC_MC_RESANU - Post and modify charges Invoice to ﬂ
i 0% -d N = | — |
0% /CCSHT/FC_FISCAL - Change payer and holder Customers Resanvation | to
- - L =
« (77 J/CCSHT/FC_REFPAYHOLD - Refund payments on hold
+ €2 JCCSHT/FC_NOALOJ_ANU - Retrieve Day-Guest account ' Document type |
+ ) JCCSHT/FC_FMAN_ANUL - Invoice cancelation (Old system only IT, VE, AR, MX, PT and CO) ]
« () ZEY_CANC_PPWO - Cancel deposit without invoice day quest billing (=/Invoice
« () ZEY_TMS_PPWO_CLX - Cancel deposit without invoice (" Proforma
» [77) Specifications by country
» [T Information systems
» T71 HOUSEKEEPING
Rebill Cancelled Reservations / Invoices
E & T g

NH HOTELES ESPLRE, S.Z. ESZZ.CIUZR WH Ciudad de Zaragoza *** Time 18:00:21 Dat

MADRID Rebill Cancelled EReservationa / Invoices FC_REFACTURAR/EQ0000103270 Pag

Sel Reservation Reservation client Invoice Ho Bill Payer

—
150433 1002982860 CRARLSON WAGONLIT ITALIA SEL 4002004554 1002982860 CRRLSON WAGONLIT ITALIZ SEL
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Invoice correction
STEP 3: Modified reservations billing (if needed)

Have a look into the following guides!

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

s,
29!

~ = TMSforHotels
« €2 [CCSHT/ENTRA_HOTEL - Change hotel
» 771 CRM FRONT-OFFICE
» TTILOYALTY
» TTIRESERVATIONS
+ [7IFRONT-OFFICE
» CATILLS
» 71 CURRENCY EXCHANGE
~ = BILLING

*If it is not possible to rebill the corrected invoices, use one of the following transactions: ;i::ﬁsm/x_rm-ml
/CCSHT/FC_FNOR _ General () JCCSHT/FC_FNOR_RS_EV - General (Events and reservations)

L B -
/CCSHT/FC_FNOR_RS_EV - General Events and reservations ) g sl bt

O %) ZEY_PROFORMA_REPRINT - Proforma Reprint

« ) ZEY_REPRINT_PPWO - Reprint prepayments w/o invoice

« () ZNH_TMS_COM_WPS - Commisions validation process ONYX

- 62 ZEY_MONITOR_CRED_INV - OnCredit Invoicing Monitor

« () ZEY_MONITOR_PREPAGOS - Deposits automation Monitor

» [0 Post charges

» [T Folios =

HOTELS

& o &
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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
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In-House Management

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

. Modify reservations
o

ESMD.NACIO NH Macional ****

Room

[S Room No. (2)

~ Restrictions

Room number
Guest ID

Reservation Mo,

Guest Name

Guest order

Maximum No. of Hits ' 500

[S Room No. (2)

1 Entry found
~ Restrictions

v

v B3 @ Vs P ) |

 Hotel Eﬂﬂm N Reserv. Guest ID Guest Name Arrival Departure Meal plall N° pax t-1 N° pax t-2 N° pax t-3 N° pax t-4 Order
ESMD.NACIO 203 0103354268 190406 SAMANIEGO .. 20.01.2024 21.01.2024 RO 1 0 0 ] 01
MINOR i AN . c@axs TH moliooo mhow  TIVOL




In-House Management

The reservation is formed by header, body and folios:

Ewelome Card & H B B

P n DT B
- _ Header
‘; PTO8.CARVO Tivoli Carvosiro EY -NO Reservation 109240257 Client: 1000211361  BOOKING.COM B.V. Amount
B e |
Me am manml 1 | per——— |
Arrival: 05.12.2022 Monday RoomType: Superior Double » [C)Show Subtypes Meal Plan BB
Nights: 3 Guests: ap(2 |gulo |cufo |BB0 | Currency EUR First service: | |@ onLINE
Depart.: [08.12.2022 Thursday Room v [202 SUPDBRT [ INo move Last service: |BKFs | @ GOPR | |[¥ HKSTAT |
® wmoTo
_/ General Data | *Billing Information | *Additional data  *Prices and Commissions | *Conditions | Deposits | Routing charges | Fixed charges | Loaned ftems | Preferences | Actions | Notices for Recep ] | Guest notifications || *] T2
Contact person: M | Observaciones
Phone: J | L figh | GENERAL | B | Only 250 characters Billing ~| B4
E-Mail: Revise cbservaciones en categoria TMS4C. [ Please review comments on TMS4C
Voucher: 2333018741 caegory. ( )
—— = Body (Press Enter
Registrat. date: [09.11.2022 Language: ES  Spanish .
CUT-OFF date
Guests
0. Code Guest Na... Program Fidelizacidn Type Loyalty card Meal Plan PAX Type Meal plan ... Gender VIP Voucher Arrival date Departure date  Remarks m
1 fatima zah.|({) | & BB Adult = Unknown = ~ 2333018741 05.12.2022 08.12.2022 -
2 il & BB Adult = Unknown ~ 2333018741 05.12.2022 08.12.2022 -
=
4 b 4 b
wa CHECKIN Guest: fatima zahra lajaj [CIwalk-in [ Check in 05.12.2022 12:22  Created RFC_TMS4C 09.11.2022 18:58:07 Credit pending to Bill 000
Gr: 0 [ Transfered [ Check out 00:00 Modif.: E00000050726 05.12.2022 11:22:37 Cash pending to Bill 360,00
A ©
M LL\T]EQ R anantara  AVAND e g@axs  TH  nicouecron mhow  TIVOLI .




In-House Management

The reservation is formed by header, body and folios:

ESZZ.SPORT. Process folio 1 Folios (F9)
@ Folio1 Folo 2 Folio3 Folio 4 All folios  Current date  Charges unfil today 8 @E 'E 35 o :ﬁ @ B==] E] @C?" relled Revenue

Reservation 154524 Status Check in Arrival 04.01.2015 Departur |04.01.2015 Upagrade
Main Client GUEST (DON T TOUCH/NO TOC-000000100 Voucher Room 313
Main guest PARDO, SUSANA Type STDDBL Standard Double GST AD|2 |JU|0 (CH|1 |BB|0
FOLIOS: F1 O 183,76 |EUR SUSAMNA PARDO-0005295823 F2 O 0,00 EUE |SUSAMA PARDO-0005295823
(tax incl.) F3 O 0,00 |EUR ||[SUSANA PARDO-0005295823 F4 D 0,00 |EUR |SUSANA PARDO-0005295823
[&)[F]08) 22][F 1) [BLI%L) (B [&@ =) @)

Status Revenue date Folio | Source Roo| P Concept | Description Quantity | Price  Disc.{net) | Amount | Tax in_ Service date | Produc_ | Time User Mame % DTQ | Original amount no tax
F0o  04.01.2015 1 313 BB Alojarniento v 1 9,00 0,00 9,00 M 04.01.2015 12:27:20  EOOOQQOOF7363 0,00 0,00
@00  04.01.2015 1 (313 BB Alojamiento y 1 g.00 0,00 9,00 1 04.01.2015 12:27:20  EOO00QOO77363 0,00 0,00
@00  04.01.2015 1 (313 BB Alojarmiento v 1 4,50 0,00 4,50 1 04.01.2015 12:27:20  EOOOQQOO77363 0,00 0,00
@0 04.01.2015 1 (313 B OLOUT Late check-out 1 0,00 0,00 0,00 1 04.01.2015 17:24:03 E0O0000O035655 0,00 0,00
@00  04.01.2015 1(313 ROOM Habitacidn 1 144, 0,00 144,55 1 04.01.2015 12:27:20  E0O0QQOO77363 0,00 0,00
@oo 05.01.2015 1 313 @ LOUT Late check-out 1 0,00 0,00 0,00 M 05.01.2015 12:27:20  E0OO000O035655 0,00 0,00
@oo 05.01.2015 1 (313 @ LOUT Late check-out 1- 0,00 0,00 0,00 1 05.01.2015 12:27:20  E0O0O000O035655 0,00 0,00

I Credit no tax.  Credit with tax | Cash no tax. Cash with tax | Total no tax. Total with tax |@ Remarks |§|

Amount Billed F1 | 0,00 0,00 | 167,05 183,76 | 167,05 183,76 suple free

Amount Pending F1 | 0,00 0,00 | 0,00 0,00 | 0,00 0,00 @ MveHA

Pending Reservati | 0,00 0,00 | 0,00 0,00 | 0,00 0,00 EUR | Exch. Rate Type M '

HOTELS HOTELS- RESORTS -5 Hotals & Rt HoTELS HOTELS
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In-House Management

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

& Z4d DLTE [] Eweomecad & H B E
[[i2] Pros.carvo Tivoli Carvoeiro EY -NO Reservation 109240257 Client: 1000211361  BOOKING.COM B.V. Amount 360,00 EUR
B = |
Arrival: 05.12.2022 Monday RoomType: Superior Double w []show Subtypes Meal Plan BB
Nights: ' 3 Guests: ap(2 |gulo |cufo |BB0 | Currency 'EUR First service: ' | |@ onune
Depart. 08.12.2022 Thursday Room v [202 SUPDBRT No move Last service: BKFS |[E epPrR | [ HKSTAT |
|8 wmoro |
- == J
< General Data_| *Billing Information | *Addtional data | *Prices and Commissions | *Conditions | Deposits | Routing charges | Fixed charges | Loaned items | Preferences | Actions | Notices for Reception | [0 Guarantees | Guest notifications 3=
® General Data
Contact person: =] Observaciones
Phone: : | : @ GENERAL | B#% | only 250 characters @ Billing *Billing Information
E-Mail: Revise observaciones en categoria TMS4C. [ Please review comments on TMS4C *Additional data
. category.
Vouchar._ 2333018741 P ——
Reservation type - Prices
Registrat. date: 09.11.2022  Language: ES  Spanish *Conditions
CUT-OFF date Deposits
Guests Routing chai
O.. Code Guest Na... Program Fidelizacion Type Loyaltycard  MealPlan  PAXType Meal plan ... Gender vIP Voucher Arrival date ARG CIee
1 fatima zah.,@ > BB Adult = Unknown = ~ 2333018741 05.12.202.  Fixed charges
2 @ & BB Adult ¥ Unknown ¥ ~ 2333018741 05.12.202 | oot horme
*Preferences
Actions
Notices for Reception
Guarantees
e Guest notifications
Occupancy
. o o : - *Statistics
wa CHECKIN Guest: fatima zahra lajaj Walk-in W) Check in 05.12.2022 12:22  Created RFC_TMS4C 09.11.2022 18:58:07 Credit pending to B
Gr: 0 | Transfered [)Check out 00:00 Modif.: E00000050726 05.12.2022 11:22:37 Cash pending to Bil Commissionable charges
. ey . *Discount
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. o
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In-House Management

Once the “body” is active, the toolbar appears

. ESMD.NACIO. Individual Res. - SAMANIEGO NAVARRO, MARIO
& 24 2 [} Ewecomecard £

5] EsMD.NACIO NH Nacional ***+ Reservation 109354268 Client: 1000 GUEST, DIRECT Amount 350,00 EUR
& RF |
Arrival: [20.01.2024] Saturday RoomType: Standard Double = |[]show Subtypes Meal Plan RO
Nights: 1 Guests: 2p[1 |Jufo |cufo |me(o | Currency EUR First service: @ onLnE
Depart: | 21.01.2024 Sunday Room « (203 STDDBLT " INo move Last service: |[£ GDPR | |[+ HKSTAT |
® mMoTo

./ General Data | *Bllling Information | *Additional data | *Prices and Commissions | *Conditions ' Deposits | Routing charges | Fixed charges | Loaned ltems | *Preferences | Actions | Notices for Reception [ Guarantees | Guest notifications

a0

-*5 UPDATE HEADER Ewglmme Card USE RF ICON
T
& MODIFY FOLIOS HEADER i STAY OPTIONS
< FOLIOS MAINTENANCE &= DOCUMENT DELIVERY

[#]  DOCUMENT READER — MAIL CONFIRMATION LETTER

N . ] & /
MINOR aantara  AVAND b g@axs  TH micouccron mhow  TIVOLI .
HOTELS HOTELS- RESORTS -SPAS Hotel & Reacrts — couuscTion — HoTELS HaTELS HOTELS arice & arrernre




In-House Management

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

ESMD.NACIO. Individual Res. - GUEST 1, GUEST 1
& a B 3] =weomecad & W B

[ EsMD.NACIO NH Nacional **+* Reservation 109296361 Client: 1000 GUEST, DIRECT Amount 197,90 EUR
% RF
Arrival: 28.09.2023 Thursday RoomType: Standard Double w |[]Show Subtypes Meal Plan BB
Nights: 1 Guests: ap(1 |Jufo |culo |eelo | Currency EUR First service: & ONLINE
Depart.: [29.09.2023 Friday Room « (203 STDDBLT No move Last service: BKFS || eorr | [ HsTaT |
® woto
. General Data | "Biling Information | *Additional data | *Prices and Commissions | *Conditions | Deposits | Routing charges _ Fixed charges | Loaned tems | Preferences | Actions | Notices for Reception | [ Guarantees | Guest notifications (]l
Contact person: i Observaciones . —
Phone: iy | GENERAL | E% | only 250 characters | Billing -
E-Mail: NO E-MAIL 1211
Voucher: .
Chain Remarks
Reservation type -
Registrat. date: [28.09.2023] Language: ES| Spanish Housekesping Remarks
CUT-OFF date Hotel Remarks
— External Remarks for Resevati
0... Code Guest Name Program Fidelizacién Type Loyalty card Meal Plan ~ PAX Type Meal plan ... Gender ema ' ens r Departure dm
1 69073981 GUEST 1, GUEST 1 H DISCOVERY  SILVER BB Adult ¥ mMale [Internal Remarks for Reservations 123 29.09,21=
=
TMS forConnectivity
=
4 b 4 b
Wl CHECKIN Guest: GUEST 1, GUEST 1 @ Walk-in ) Check in 28.09.2023 16:51 Created  E00000047422  28.09.2023 12:25:46 Credit pending to Bill 0,00
Gr: 0 [Transfered [ Check out 00:00  Modif.: ED0000047422  28.09.2023 16:51:38 Cash pending to Bl 0,00

HaTELS HOTELS
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In-House Management

Billing information

E ESMD.NACIO NH Nacional **** Reservation 109296361 Client; 1000 GUEST, DIRECT Amount 197,50 EUR
B w
Arrival: 28.09.2023 Thursday RoomType: Standard Double * [[]show Subtypes Meal Plan EB
Nights: 1 Guests: AD'1 |JU0 CH|0O |BB|0O Currency EUR First service: & ONLINE
Depart.: 29,09.2023 | Friday Room v (203 STDDBLT No move Last service: BKFS |E GDPR || % HK STAT
|® wmoto |
General Data|  *Billing Information ['Abmldata | *Prices and Commissions | *Conditions = Deposits | Routing charges  Fixed charges | Loaned ftems | Preferences ' Actions | Notices for Reception | [0l Guarantees = Guest notifications
Unexpected check-out Billing Central Reservation Office
(«) Reservation dates CRS No : |: («) Contract PUBLIC 1 DIRECT GUEST - PUBLIC RATES
) Actual dates CRS: ) Rate FLEXBB Flexible with Breakfast
Allotment
Client information Payment cond Expense code CXL PUBLIC Applies - Total Stay - 100,00%
Receiver:
Holder: DO NOT USE —3 () Manual price 0,00 3 Recalculate daily price |
Payer: Tax included (Only manual price)
Company Resp.: FREE reservation
Card information Extra credit Phone credit Pre-authorization
{ Credit card NO (| e . \E Limit 300,00 + Unlimited Date Num. pre-author. 0 mo %
Holder: Full credit Amount 0,00 | Pending amount 0,00
Expiry date Class Canceled Credit limit P.G. Ref.
cvv 3 Type POS canc. Al Level 0,00
L
All the credit cards must be stored in Have a look into the following guide!
® pCl, any other text field is not allowed. A L
Gr; eck out 00:00  Modif.: ED0000047422 s,
PCl Bubble _’% D DSS
Certified
M LEEE) R 'ﬁﬁf";ﬁ:’tp“ﬁ AXM| LE earxs TH coéﬁchorv nhq&l’ TIVOLI

B


https://nhorganization.nh-hotels.com/content/pci-bubble

In-House Management

Additional Data

Possibility to inform arrival & departure time, flight number...

===

J|0]=])

General Data | *Billing Information ['Dl’fus_}mmslnd(:ummlssbns | *Conditions | Deposits | Routing charges | Fixed charges = Loaned items  Preferences | Actions | Notices for Reception = [0l Guarantees | Guest ...
(" Time & flight "\  Restaurant management External Information
Arrival: :15 :00 :00: Restaurant External Reference
Departure: 12:00:00 Shift Ext channel rate
Table IATA number 1]
\ V.
e
| Upgrading
Room type: v Reason:
Meal plan: Reason:
Acknowledgement SMS Email Fax Phone Confirmation Date 08.06.2024 Saturday
(Erunch and agents management  Confirmation letter's options
Branch Client 0004004806 TUI DEUTSCHLAND GMBH Send one for all rooms
Branch of CRS Hide payer
Branch company Hide prices per room and room-night
Agent Hide prices
Branch Recelver Hide external remarks

MINOR

HOTELS

&
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Reservation number of some external channels /

PMS.

To inform
upgrade.

Branch
offices.

Queue CRO 200000278

a

Free




In-House Management

Statistics

“*Prices and Commissions | *Conditions | Deposits | Routing charges | Fixed charges | Loaned items | Preferences | Actions | Notices for Reception | [Tl Guarantees | Guest notifications [Mp@mmmw KRJLA[=]

f— r 3 ' This information will be loaded automatically from rate and contract.
Geograpﬂcm (Germany !
03 Niedersachsen . .
mm“gm o This is the reason why RATE & CONTRACT, always must be INFORMED
:::ggmmw _FITO  WHOLESALER INDIVIDUAL CONTR PROPERLY in the reservation.
Source of business LEISURE INDIVIDUAL
nnel ID CRO HQ
SubChannel ID GlEMP..IL 1. Email
Travel Reason -

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

TMS4H_InterCompany & InterCenter Front Office. Provision of Services in NH Hotel Group Request
& N
D D
MINOR Ss  AVANI
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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

In-House Management

Deposits

& & A [ Ewedomecad H T B &

(il | ESMD.NACIO NH Nacional **** Reservation 109354268 Client: 1000 GUEST, DIRECT Amount 350,00 EUR
(¥ RF
Arrival: 20.01.2024 Saturday RoomType: Standard Double w |[]Show Subtypes Meal Plan RO
Nights: 1 Guests: ap(1 (gufo |cufo |BBl0 | Currency EUR First service: & ONLINE
Depart.: [21.01.2024 sunday Room + 203 STDDBLT [ |No move Last service: ' [Eg GDPR | [lf. HK STAT |
® mMoto
General Data | *Billing Information | *Additional data = *Prices and Commissions | *Conditions| ng charges | Fixed charges | Loaned items | *Preferences | Actions | Notices for Reception | (Il Guarantees | Guest notificati.. ' | *]!
Auto  Deposit requested Cumency Request date Due Date Received Amount received Recelved date Document No Holder Short Remarks i
O 1,00 EUR 20.01.2024 20.01.2024 O 0,00 -
e
LR L

[E3=Y

Regenerate

= 2|F Request: 1,00 Received: 0,00 Pending: 1,00 EUR

First step: Inform the deposit.

HOTELS HOTELS -RESORTS-SPAS Hotels & R HOTELS

& 3 % )
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In-House Management

Deposits

S e 2B ] EwecomeCard £ TH B B

(1] ESMD.NACIO NH Nacional **** Reservation 109354268 Client: 1000 GUEST, DIRECT Amount 350,00 EUR

Arrival: 20.01.2024  Saturday RoomType: Standard Double w |[C]Show Subtypes Meal Plan RO
Nights: 1 Guests; ap1 |ouo |cufo |BelO | Currency EUR First service: & ONLINE
Depart:  |21.01.2024 Sunday Room « [203 STDDBLT [ INo move Last servica: ||} epPr | [[¥ HKSTAT |

® moTo

General Data | *Billing Information | *Additional data | *Prices and Commissions ng charges = Fixed charges | Loaned ltems | *Preferences | Actions | Notices for Reception = [I) Guarantees = Guest notificati...

uto Deposit requested Currency Request date Due Date Received Amount received Recelved date Document No Holder Short Remarks
L':‘J 1,00 EUR 20.01.2024 20.01.2024 n 0,00
Il ]
== IE AREIEENRE Request: 1,00 Received: 0,00 Pending: 1,00 EUR
R — e deposits

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

HOTELS

&, g
. © |
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In-House Management

Deposits FR31.TOUAL Individual Res. - Gomez, Trini
8 2dE B & 5 % &

FR31.TOUAI MH Toulouse Ajrport ***=* Reservation 35704256 Client: 1016882287 EXPEDIA INTERMACIOMAL Amount 104,84
W RF
. [P ——— |
Arrival: 02.11.2018| Friday RoomType: |standard Double +|[Jshow Subtypes Meal Plan RO
Mights: 1 Guests: AD '2_I Ju 'U_I CH 'U_l BB 'U_I Currency ETR First service:
o2 11 anial ;

Depart.: |03.11.2012| Saturday Room Mo move Last service: ' ' GDPR

General Data |, *Biling Information |‘ *Additional data |, *Statisti /'/ [l Depaosits [E Guarantees |, Routing charges |, Fixed charges |, Actions |‘ Loaned items |, Motices for Rec

Auto Deposit requested |Curre  Reguest date Due Date Received Amount received Received date |Document Mo Holder Short Rermarks

- D 100,00 EUR 01.10.201%8 01.11.201%8 D 0,00

0 Prepayment with Invoice?

— Select the correct option
according to the country
legal requirements.

With Invoice ]I Mo Invoice

i)

B =N

| Regenerate deposits

Request: 100,00 Received: 0,00 Pending: 100,00 EUR

Second step: Bill the deposit

MINOR d ,E ¢ .
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In-House Management

Deposits
& 4 D@l [ Ewekomecad & T R
E ESMD.NACIO NH Nacional **=* Reservation 109354268 Client: 1000 GUEST, DIRECT Amount 350,00 EUR
w  RF
Arrival: 20.01.2024  Saturday RosmType: Standard Double = [[CJShow Subtypes Meal Plan RO
Nights: ' 1] Guests: ap[1 |qufo |cufo |BB[O | Currency 'EUR First service: ' | |@ onumne
Depart.: 21.01.2024 Sunday Room « 203 STDDBLT [INo move Last service! '[Eﬂ GDPR | [|f HK STAT |
® wmoto |
General Data | *Billing Information | *Additional data | *Prices and Commissions | *Conditions @mmm | Fixed charges  Loaned items | *Preferences | Actions  Notices for Reception | [0 Guarantees | Guest notificatl... +E
Auto  Deposit requested Currency Request date Due Date Received  Amount received Received date Document No Holder Short Remarks i
—| [ 1,00 EUR  20.01.2024 20.01.2024 (] 0,00 -
Till identifier RECEPCION
Reservation 109354268
Type [Amount 1,00 ]
" Prepayment wio bill Maovement curren %‘
@ Prepayment with bill IFoIio 1] | swapcurency | 190406 | MARIO SAMANIEGO NAVARRO
Holder
48 Notes detail | ) Folio's holder
10 {_concent PPWI JHotel & Restaurant Prepayments ) Main client
| Tax clasificat. 2 [S Concept identifier (1) 2 Entries found =% 3 Main guest
FEEEBERMNEIEE EE[ Paym. Method P.GATEWAY | ) Other holder
Regenerate deposits Remarks Pre-payment
[ESEEIE=PEY -
v )%
Description " Concept ID
Hotel & Restaurant Prepayments PPWI
Prepayments (high VAT) PPHI

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

MINOR

A " e e
ANANTARA evane CBawes  TNH - nicouecron mhow  TIVOLI
HOTELS HOTELS - RESORTS -STAS — couscion — HOTELS wetels  HOTELS typrivren

AVANI




In-House Management

Deposits cancellation

15t step:
2nd step:
o | ‘leree s o7 o= - °°P
3" step:
FR31.TOUAL Individual Res. - Gomez, Trini 4th step:
e z2d B & W R &
FR31.TOUAI NH Toulouse Airport **+* Reservation 55704256 Client: 1016882287 EXPEDIA
Arrival: 02.11.2018| Friday RoomType: Stanc [ Reason for :é;lcelatil:ln
Mights: 1 Guests: AD |2

Select the row

Click on “cancellation button”
Add a reason for cancellation
Save the changes

INTERNACIONAL Amount 104,84 EUR
+# RF
RO
|

(1]

| GOPR

General Data | *Biling Information  + *Additional data -

Inform the cancellation rea

Auto|Deposit requested |Cune |Request date |Due Date
ra
100,00 EUR 01.10.201% 01.11.20,

amount or error

commission).

|

4

(e.g. error in fiscal data, error in

charges | Actions | Loaned items | Motices for Reception Pﬁ

(F e

son

|Short Remarks

MEZ FEE-PRYMENT 13440000253

in

Lil, Co1l Ln1-Ln1ofllines

@ Request: 200,00 Receved: 200,00 Pending:
& o ﬁ% f
MINOR ot AVANL - dovune  CBases TH micotcoon mhow  TIVOL
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In-House Management

Guarantees, Don 't use the guarantees starting by “a”.

S & 3@ [ Swedcomecad & W T O

(i) | ESMD.NACIO NH Nacional **=*

B eorr | [(¥ hsTAT |

Reservation 109354268 Client: 1000 GUEST, DIRECT
Arival: 20.01.2024  Saturday RoomType: Standard Double w |[C)Show Subtypes Meal Plan RO
Nights: 1 Guests: ap(1 |oufo |cufo |BBlO | Currency EUR First service:
Depart.: [21.01.2024 Sunday Room « 203 STDDBLT No move Last service:
General Data | *Biling Information | *Additional data = *Prices and Commissions | *Conditions | @ Deposits = Routing charges | Fixed charges  Loaned items = *Preferences | Actions  MNatices for

| gmm Reserv.

o =
Guarantee ) 17. 24Hours - Guaranteed - CXL&Mod Cost 1st nt -
a.Guarantee+ No Show 1st Night =
et a.Total Guarantee + 100% Prep + NoCLXAll + 100% -
a.Total Guarantee + 100% Prep + NoCLXAll + 90%
a.Contract
Remarks

- 16. 18 Hours - Guaranteed - CXL&Mod Cost 100%*
~_|;‘|_ﬁ :23. 24 Hours - Guaranteed - CXL&Med Cost 100%*
26, 7 Days -  Guaranteed - CXL&Mod Cost 100%*
19, 72 Hours - Guaranteed - CXL&Mod Cost 1st nt
20. 7 Days - Guaranteed - CXL&Mod Cost 1st nt
10, 16 Hours
13, 16 Hours - Guaranteed
15, 16 Hours - Guaranteed - CXL&Mod Cost 100%*
34, TMS4Connectivity - Credit Card
37. Long Stay 48 hours- CXL&MOD cost 2 days
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In-House Management

Routing charges

General Data | *Biling Information + *Additional data | *Statistics ~ Depaosits l/lilﬁuarantee&

/*Rmrtilg charges }, i’n{ed charges |* Actions |‘ Loaned items |‘ Motices for Reception |* Mes:

Routing ' ' I:? Apply ‘

Routing Routing type |Group/Conc Description CpCadence
[ | Concept v BB Bed & Breakfast/Zdk. sEveryday including depart..
] Concept * ROOM Boom ‘sEveryday including depart..

1 ¥

Display routing J Routings wil not be upda

5 [BE BD0n &

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.

MINOR

NH COLLECTION
HOTELS

& ©
ANANTARA lewnna oaxs TH

AVANI

in breakdown

111111

rt dat |End datq] Ext. Folio Resery. Room Percentage | Qimit
Mo *Folic 1 *0 100,00
- A
o 'E‘nliﬂ i ~o 100, 00

(S SAVE RECORD (1) 102 Entries found

-
Concept ID Description Nature Chain code Conc. Fam. Do not use

AUDY Audiovisual Services 04 MICE MICE -
BARE Bar Beverage 01 F&B F&B -
BARF Bar Food 01 F&B F&B

BB Bed & Breakfast nz MfA M A

BCEN Business Center 04 EXTRAS EXTRA

TIVOLI



In-House Management

Routing charges

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.

General Data | *Billing Information = *Additional data ~ *Prices and Commissions ~ *Conditions |Um§mw | Loaned items | *Preferences | Actions | Notices for Reception | [0 Guarantees = Guest notifica.. | *| T/

. 5
Routing Routing type Dlmﬂi d date Ext. Folio Reserv. Room Percentage Limit
_| Concept group =« r [No - -0 203 100,00 F
B =
fﬁrp. Description \
DDR Packages

F&B MEALP Additional Meal Plans
F&B MICE. F&B Meetings
FULLCREDIT Full Credit

MEETING  Meetings Room

\(ROOM (RO) Amnmmaruonnmong}

L
E@ B0 H] D & Display rout in Breakdowns reservation tab
& g ﬁ% f
MINOR ity AVANL lfe cBasss TH meousoon mhow  TIVOL
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In-House Management

Fixed charges

ARCC.TANGO. Individual Res. - GARCIA DIAZ, MARIA JOSE

& F & B [Hwecomecard & B =B G
= ango esenation lent: moun
ARCC.TANGO MH T e R ti 11534 Client 1011328529 ACERCAR WIAJES SRL Al t 274,00 USD
Arrival: 16.02.2016 Tuesday RoomType: | standard Double King ~| @ show Subtypes Meal Plan BB
Mights: 2 Guests: an[z |avfo |cafo |s8[1 ] Currency UsSD First service:
cm e s = | - mees
Depart.: |18.02.2016| Thursday Room o (911 ["1No move Last service: BKFS
*General Data | *Biling Information | *Additional data | *Statistics | @ Deposits |~ @ Guarantees - *Routing charges " *Fixed charges l' Tasks | *Loaned ftems

JConcept |Descr1ption |Quan... |Pn’ce |Cur |Tax inc |Rmk |C |Cadence er person (X) or per room (" ') .
_PIﬂ‘IG Parking 1 15,00 ARS | @ﬁi}Everyday including dep.. * :Dj
Services programmed as — , e 0
“fixed charges” for the o 0| 0,00 O [DO]® < D
f d di h || 0 0,00 O [O)® - 0
uture, depending on the B 0 o, 00 0 [(0]® . O
needs of the guest. B o 0,00 0 [D]e . 0
0 0,00 O [O)® v 0
B 0 0,00 O [O)® - 0
: 0 0,00 O [O)® - 0
|| 0 0,00 O [O)® v 0
0 0,00 0 (O] v 0
B 0 0,00 0O [(Ol® - 0
4“0
E’» [E Modifications history
Have a look into the following guide!
A3t
Fixed charges '%
MIHEEE)R ﬁﬁﬁé&,ﬁ'ﬁﬁ AVANI elodina sarks  [H anqj‘L‘i‘cwow nhow  TIVOLI

Order AD JU CH BB D

0
0
0
0
0
0
0
0
0
0
0
0

O0ooo0oooOooooaon
O0o0oooooooooo
O0ooo0oooOooooaon
O0o0oooooooooo



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

In-House Management

Actions

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

[ Department code (2} 11 Entries fou

General Data l/*B%glnforTmtion V“Add'rtionaldam V“Smtistics VDepos'rts V:.:Guarantees l/Rout'ng charges YFixed chargesgmaned ftems k/Noticesfor Reception H

= N ERE =R Depa|D |Start date | Starttime End date  Endtime Mo Tu We Th |Fr Sa Su [R... A... Status [ Action
Dept.~ Description A O 00:00:00 00:00:00 [ (] (0 O O O O [0)[E]eendi.. Ytest
ADM  Finance & Administration <€

C&B Conference & Bangueting
DIR Direction

F&B Food & Beverage

HKP Housekeeping

MTH  Mantenance

PBR Public Refations

PREF  Prepayments

REC Reception

RES Reservations & Bookings
SAL Sales

LR | |

E [ Display tasks details

HOTELS

& 4 @ 4
MINOR anantara  AVANI E;&u?ﬁ{ul e@arxs TH  nmcoiecon  nhow TIVOLI .‘
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In-House Management

Actions

General Info. Customer data Commissions Routing Charges Actions Statiskics Additional information Deposits Discount
BF Hotel Resery. Reserw. T... Departm... Compl. Cancel by C¥L reason | Cwner Mombre Seq Com Bus. Lnit entro comercial
M Booking File  HURM i Q000008000 BEMELLIX AMSTERDAM

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

information is filled in.

= &3 FRONT-OFFICE

] Check-in
(3 Front-Office

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

[ A rharknut

= 32 Information systems

fr) /CCSHT/RC_HS - House status

i JCCSHT/RC_POLICE CHO - Police record of In-House guests
@ JCCSHT/RS_0&_26 - Room Rack

@ JCCSHT/RS_06_26_D - Daily Room Rack

2 /CCSHT/RS_06_26_DALV - Room rack by floors

i JCCSHT/RS_06_25 - Available Rooms

@ JCCSHT/RC_004_ ALY - Arrivals book ALY

) /CCSHT/RC_SI_001_ALV - In-house guests or occupied rooms ALV

2 JCCSHT/RC_06_ALV - Loan items inventory ALV

2 JCCSHT/RS_06_30 - Messages for Guest

) /CCSHT/RC_SI_031_ALV - F&B Services Forecast

1) /CCSHT/RS_06_012 - Meal plans revenue forecast

) /CCSHT/RC_ACCION - Tasks to be completed in reservations

@ /CCSHT/LISTADO_COMP - Tasks to complete

2 /CCSHT/RS_LIST_CMBHA - Room changes

MINOR

A‘A
N
HOTELS ANANTARA

AVANI  fSin  eodaks  TH
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Task fist
©

Resery | Event | B.File

# Show reservation tasks
Show event tasks
Show Booking Fils tasks
Show all

I ot
Hatel ﬂ
Eaoking File

Department

Date

Booking File Owner Task

Center

Cenker Group

Business Lnit

Reservation

Event

Event sales rep.

Event Venue Rep

Event Hotel Rooms

Event task owner

(B

BB

NH COLLECTION
HOTELS

TIVOLI



In-House Management
Task list

Actions @G

_Mvamt,rB.ﬁh
(%) Show reservation tasks
(" Show event tasks

1. Select one option. : o .
2. Please add department, dates... Oshow al

[ C .
Hatel L_I:'..SMD .NAC IOJ@

B[]

4

Business Unit
Reservation
é Event
Event sales responsable

Event meeting responsable
Event hotel rooms respon.
Event task owner
Follow up -

Show Total Amount BF

ooL

i
J_ssj_sa‘ssesasalg

If ‘complete’ is ticked in the BF, you need to select: Task Types
‘Completion task’. Otherwise, select the option e
’ ’ — e

‘Non completion task’.
Select both option if you are not sure.

[_]Show function room

Completion Tasks Status
(" Show Incomplete
("1Show complete
(=!Show all

l

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

Restrict number to... 1000

HOTELS | fotes-esomssms  wewaSRsem  —couscron— o HOTELS s

ry o & {
MINOR ANANTARA AVANI e;é,ufmul e@arxs TH  nicouecron  nhow TIVOLI .‘




In-House Management

Loaned items

& & »)Bl (3] == welcome Card

1] ESMD.NACIO NH Nacional ****

Arrival: 20.01.2024 | Saturday

Nights: 1

Depart.. [21.01.2024 sunday

&

wRE
Reservation 109354268 Client: 1000 GUEST, DIRECT
RoomType: Standard Double ¥ |[]Show Subtypes Meal Plan
Guests: ap(1 |aufo |cufo |eBlo | Currency 'EUR | First service:
Room « 203 STDDBLT No move Last service:

General Data  *Billing Information ~ *Additional data  *Prices and Commissions ~ *Conditions = @ Deposits ~ Routing charges [ng

I _

Item Stat I_Pl'if:n
UMBRELLA 5

Tax |

. |

[urrency

From Until Amount Charge day rtn

0,00 Quropea.. *+[20.01.2024 21.01.2024 1

-

= Till operations

Till identifier

Jperation type
Movement type

[ A If the loan item requires a deposit,

C Deposit Charges
0

omentmetod 1 TMS will open the corresponding till

Amount

10,00

Viovernent currency  EUR movement.
“olio [ |
Remarks |Paym. of Depos. Umbrella
=
| Request |I Delver ||  Retum Cancel Check availability
& o ﬁ% g
M LESEE) R anantara  AVANL S (OAKS m mcorecton  mhow  TIVOLI

wotels  HOTELS

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.

FOM can update and create loaned
items in this transaction.

~ == CUSTOMIZING
» [ Breakdown
» 71 Hotel Settings/Preferences

M Loan Items _
« (7 JCCSHT/MT_ARTPREST - Facilities delivered

» TTIEMERGENCY REPORTS
» TT1INFORMATION SYSTEMS

TMS4AH_Loan Items Stock Management. pdf

N

D


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

In-House Management
Notices for Reception

[ 6
_*additional data | *Statistics | @ Deposts | @ Guarantees | *Routing charges | *Fixed charges | Tasks I/*Loan_lcl itemns w
| b )

|Remar‘rcs

P

Actions for warnings
Modify Reservation

Display Reservation
Check-in P. CALL MG AT ARRIVAL VIP. CALL MG AT RBRRIVAL

Modify In-House Guest data R
Check—-out "’

[= Motices for Reception

-

i

&

Notices for Reception:

It will appear as a Pop Up at the selected

< moment.
Messages for the client:
*  “Notices for Reception" tab: a pop up reminds to notify the guest
any important information
Have a look into the following guides!

*  “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.

Visits, calls and messages
Quick Guide Collage 7%

!/

& e & /
MINOR anantara  AVANI ldane  e@axs  TH  ncowccron mhow  TIVOLI
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https://nhorganization.nh-hotels.com/content/visits-calls-and-messages
https://nhorganization.nh-hotels.com/content/fo-quick-guides-collage

In-House Management

Special meal plans

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

_/ *Statistics | Deposits | [0 Guarantees | *Routing charges | Fixed charges | Actions | Loaned items | Notices for Reception | Messages u

[|Breakdown by guest Guest |1_|
| Special meal plans
Hotel date |Suppied meal plan |Eied meal plan
09.03.2017 RO * RO b
10.03.2017 BB * EB -
FOLIDS: F1 (1) | 0,00 |EUR ![Main Guest | Fz2
(taxind.) F3 (1) | 0,00 [EVR |Main Guest | 4
@J VR0 R ERI [@ JB LR | [ﬁhrmngement code |
H o" ”n
In this example, the Guest has “Room only” the EL | Status| Folio|Concept ID | Quantity Description | Price|Disc.
first day (supplied and billed), and “Bed and—> ocE 2RO 1 Sélo habitacién 0,00
Breakfast the second night (supplied and billed). ocm | 2 ROOM i 126,36
Ol 2 BB 1 Alojamiento v desayuno 18,09
~CHl 2 ROOM 1 Habitacién 126,36
MINOR s AVANI e coake TH mcolfoon  mhow  TVOL =}
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In-House Management

Prices & Commissions

@] FRZ1.TOUAI NH Toulouse Airport ¥+%% Reservation 60159090 Client: 1003780099 AMERICAM EXPRESS UK Amount 125,67 EUR
- RF
Arrival: 04.12.2018| Tuesday RoomType: | standard Double "||:|5h0w Subtypes Meal Plan RO
MNights: 1 Guests: m}ll_| CIUIU_|CH|U_|BEI-|U_| Currency EUR First service:
Depart.: 05.12.2018 Wednesd .. Room [ INo move Last service: | | GDPR

ditions @ Deposits | Routing charges | Fixed charges | *Loaned items | *Preferences | Actions | Notices for Reception ll [0 Guarantees | Guest notifica...

-

| &

} Commission type

General Data | *Bllling Information | *Additional data
EE B B2 soTo... | Pprice code =  Percentages by Manual price )
Manual price i

I Client % 10,00 CRS %% '
m

- _

L ()Dedc (&) Commiss. () Exempt

EE BEID] [&]F

| Price details
Date Price code |Base |% |+,|f—...|%MeP|+,|f—... |Mar1ua| pricefl Rate I l
04.12.2018) DU21 0,00 85,00 0,00 0,00 0,00 COR_BAR15%G

|| Date |Concept  Clent % o CRS |

|| 04.12.2018 10,00

- 05.12.201%8 10,00

- R=

B < [ (0 1 4 » k a [ 1 ) a

| Exceptions
jpricecode |Cor1ct—:-pt |Cient%|CRS% |

F

-

| Percentages by Price code |

Price code /Client %  |CRS % |
DU21 -

% by Price Code
% by Manual Price
% by Day

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

MINOR

HOTELS

NH COLLECTION

HaTELS

& © .y,
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Commission type:

- Deduction (deducted in the
invoice)

- Commission (accrued)

- Exempt (non-commissionable)

!/




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 2 preferences coming from CRM

2) CRS - preference coming from the call center.

3) Reservation = preference informed directly in the reservation

¥ RF
Arrival: 28.09.2023| Thursday RoomType: |standard Single '||:| Show Subtypes Meal Plan RO
Mights: [ 1 Guests: an1 loufo |cafo |88[o | Currency EUR First service: [ | | @ onLme
Depart.: |29.09.2023| Friday Room o (807 | [ INo maove Last service: [ | GDPR
@ moTo
~ General Data V“Billmg Information P/“Additional data l/“‘Pn'ces and Commissions Y"‘Conditions Y'Depos'rts I/Routing charges Y'Fixed charges VLoaned fterns g
For example:
> I8 BED TYPE e Customer has king size bed in
: g SMOKING ROOM Feature value Origin . .
>D§|I5ETV:RDDM _ BED TYPE 1 KING SIZE GUEST = > CRM but during the reservation
BED TYPE TWIN CRS .
:g OSABLE e = T process with the CRO has
» [ BATH / SHOWER DESIGN . QUIET ROOM YES GUEST req uested a twin bed.
» [ QUIET ROOM ~ [BATHROOM TYPE SHOWER GUEST "
» 51 ROOM LOCATION ROOM FACING EXTERNAL GUEST * Customer has requested close
= ?FFELFE‘S?IMIW _|ROOM LOCATION HIGH FLOOR GUEST E to the lift” too
B AWAY FROM LLIFT PROXIMITY AWAY FROM GUEST :
WELCOME DETAILL TYPE AWAY FROM GUEST
| |CHOICE OF PILLOWS CERVICAL GUEST
" |CHOICE OF PILLOWS LATEX GUEST
| |CHOICE OF PILLOWS HARD GUEST
: LIFT PROXIMITY CLOSE a
o 4

&, g
. © |
MINOR aantara  AVAND b g@axs  TH micouccron mhow  TIVOLI .‘
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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:

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

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

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

v Add the actions which you need from here too.

L MU0
Messages " Special meal plans Packages and stay option | *Commissionable charges  Preferences  *Conditions + Occupancy *Guest notifications *Prices and Commissions | Discount E
M. § Motif. Type Zone Order [ Position of the person in the room (1) 2 Entries found us Description 0Obs... Tasks Maitenance ID Rep.Date Rep. Time User create
» _T | Restrictions o —
> |Room v I ~ Don't like chocolat sweets D= Jo 30.12.2021 17:22:12

L
ALERT: ASK FOR PREPAYMENT
ALERT: DO NOT ACCEPT BOOKING/CHECKIN
CRM REMARK

| [l i By ecd =M

Order Guest ID Guest Name

|01 (23602357 MORENO SO
|02 190406  SAMANIEGO ...

|| 2 Entries found

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)

Add the information
here.
(Maximum 40
characters)

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.

(Don’t use the other two “Alert” options)

MINOR

HOTELS ANANTARA AMY{iNl ebewana

BAKS

!;L':! NH COLLECTION nhow

TIVOLI



In-House Management (check list and chargebacks)

How much do you know about in-house management?

Front Office & Hotel Operatigns NEW REMEMEBER! If a guest asks you to make

a purchase operation manually, claiming
that their PIN code has more than 4 digits,
it can lead to a fraudulent operation.

Brand New Check Lists!

Don’t do the manual operation! Even if it is
validated with a signature, being a card

™ e i Disc over the check lists that will guide you in with a PIN, the issuing bank could accept a
up” !'5‘_5““‘“_ _ S wyour daily work to underiake all the tasks chargeback.
"""" & | related to your job. Tell them to enter only the first 4 digits of

their extended PIN and the Pin Pad should

Check them and know how often each task accept the code.

should be carried out and find out all related
documents!

Front Office Front Office Guest Relation
per Shift Manager Manager

& "
: &
MINOR anantana AVANL oo oaxs TH  nicouccron mhow  TIVOLI

HOTELS = | Tomrcomams wwesmn et Wi

Click here to find more information about other
fraud situations and tips to avoid the
chargebacks:

Chargebacks & Frauds
>l
/%



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

Guests

O Code Guest Mame Program Fidelizacidn

1
2

Mr. ERIC WW...
Mrs. JENMIF...

BB

Adult =
Bdult *

=

CONFIRMED

Gr: O

Find all the details in this link.

00:00 Created
k out 00:00 Modif.:

Type Loyalty card Meal Plan PAX T... Meal pla...

EQDO00246567 23.
HMLKRASHRE... 07.

H

Gender VIP

Unknown
Unknown

I
'IVIP 04 |

VIP 01

VIP 02

VIP 03

VIP 04
VIP 05
VIP 06
VIP 07
VIP 08
VIP 09
WIP 10 =

RS

FIND ALL DOCUMENTS YOU NEED FOR YOUR DAILY
WORK

KEY DOCUMEN

ACCESS ALL ESSENTIAL DOCUMENTS IN ONE PLACE

OWLEDGE PILLS
& VIDEOS

SHARING KNOWLEDGE THROUGH INTERACTIVE
LEARNING

CRISIS CENTER

HANDLING CRITICAL INCIDENTS AND SYSTEM
OUTAGES

Title

ViR

Area + Sub-Area + Document Type

- ANY -

Language
Tags
v Apply Reset

KNOWLEDGE BROWSER

uidelines NH

Collection

VIP Guidelines NH

Hotels

VIP Guidelines Avani

VIP Guidelines nhow

VIP Guidelines Tivoli

VIP Guidelines Anantar

w

MINOR

HOTELS

FO Manual,

Collection, Vv

FO Manual,
FO Manual,
VIP

FO Manual,

vIP

FO Manual,

vIP

FO Manual,

Anantara, VIP

ANANTAR

HOTELS - RESOR

Quality, Loyalty, NH CUSTOMER_M,
IP

Quality, Loyalty, v

Quality, Loyalty, Avani

Quality, Loyalty

Quality, Loyalty, Tivali,

Quality, Loyalty,

HOTELS.

A~ AVANI b oaxs TH
A AWAY

__

NH COLLECTION

SURVEYS

YOUR VISION & FEEDBACK MATTERS

ARCHIVE

June 2024 (2)

nhow  TIVOLI

Benefits

—— e

FREE BOTTLE |

* NH DISCOWERY GOLD
* Erruployee MEsarvation

1st day

* Reservations confirmed by: General Managers, Corporate
[Officers, Directars of Operations, Area Directors, Regional BU
Directors.

* Guests celebrating special occasions: birthday, wedding night,

bnniversarp&others

* Regular guests of the hotel or complaint on file.

1st day

* INH DISCOVERY PLATINUM
* Long stay guests (7 nights or +. TED the application for 3

esaris)

* Lucky guest / Wow dient

1st day

* NH DISCOVERY TITANIUM

* Local Celebrities, Personalities and Influsncers |<portamen,
lctors, writers, journalists...] 2
* NH Hotel Group Management Committes and Managing
rmm:nd Reservations confirmed by them.

Craily

INH DISCOVERY RED

Politbclens (Heads of State, Prime Ministers, Minsters,

iegional Predidents, Mayors...)

Royal Household

[big cormpanies)

Top Calebrities

President Minor international, President NH Hotel Group, CEQ
nor International, CEO NH Hotel Group.

Draily

Wake Call Service

Suggestions, complaints and claims

O



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

In-House Management

Business Processes Online Courses in Talent:

Onboarding for Front Office team members

Business Processes Training for Front Office Managers

Business Processes Training for Hotel General Managers .1,
/b
* 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.

MINOR

HOTELS
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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
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Upselling & Stay Options

Check-In & In-House

Stay Options e & B &

22 welcome Card &

FR31.TOUAL Individual Res. - Gomez, Trini

FR31.TOUAI MH Toulouse Airport =*%* Reservation 55722407 Clignt: 1000 GUEST, DIRECT GUEST Armount 148,32 EUR
s
[
Meal Plan BB
T —— _— ol First service:
Arval  [01.10.2018|Depart  [02.10.2018] Room Type [STDDEL a1 | sufo | calo] =efo| Board [ro | [eor | { = : |
; - b Last service: BKFS GDPR
Contractible stay options E
R .| Stay option Description Stock Price type Price T. Amount Cur. Taj Data LU’E| reason Source Man ﬁDD| F |
[i] EXT LATOUT Extensidn LCO & e 2L AU EVE S Hotel O« tlles Fixed charges | Actions | Loaned items | Motices for Reception | Mess...||
[Z]LC 14H Late Check Qut 14h |0 PerPax 30,00 0,00 EUR Hotel ol o L
[i] upC 4 Up. to Premium Double Per room 0,00 0,00 EUR Hotel n m
[f]upC 7 Up. to Suite Double Per raom 0,00 0,00 EUR | Hotel Rl Ll
[i] UP BREAK  Breakfast 0  PerPax 18,00 18,00 EUR  [J Hotel Ol @ E vl Main rerrarks only 250 characters
|1| UP_PRSU Upgrade premium-Suite 0 Per room 40,00 0,00 EUR 4 Hotel Ol d [
[i] UP_SPPR Uparade Superior-Prem_ 0 Per room 22,00 0,00 EUR o Hotel O E |
ACCO rd I ng to the [i] uP_sPsu Upgrade Superior-Suite 0 Per room 60,00 0,00 EUR r Hotel OO | |_
. cre S— L
availability, offer the
services included in
the upselling strategy
I :
Of the hotel {i PAX T | Meal pla... Gender VIP Voucher Arrival date | Departure.
F Adult Femals - - 01.10.201% 02.10.20]
| Package identifier additional information |
[ve_erenx | @ | Breakfast i
[ [00050.. 01.10.2018 13:25 Credit pending to Bil 0,00
Legend: “Contracted  EMandafory®\ Required . Optional | ESINES Stay option price |43, 00 Reserv.price |75, 42 | [000507 01.10.2018 21:23 Cash pending to Bil 08,32
ll

(com] Upselling applied correctly

Upselling pending time (not blocking)

[@co | Upselling can not be applied (dates missing)

MINOR

HOTELS HOTELS - RESORTS-STAS Hotalh & Rescrts
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Please, introduce an employee password
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Upselling & Stay Options

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

& [ I [ Ewecomecard & T R H

E ESMD.NACIO NH Nacional **** Reservation 109354268 Client: 1000 Amount . 380,00 EUR
. . b e |
Arrival: LQO .01 -2024JCII turday RoomType: Standard Double » [ Jshow Subtypes RO
Nights: 1 Guests: an[1 |aufo |cufo |BB o Currency @ onune |
Depart.: 21,01.2024/ sunday Room v (203 STDDBLT No move [ GDPR [¥ HK STAT
® woto |
General Data | *Billing Information | *Additional data = *Prices and C | *Conditions | @ Deposits imm@mm | *Preferences | *Actions | *Notices for Reception = [0 Guarantees | Guestnoti.. | *|Cf
Sta... Concept Description Quantity Price Cur Taxinc Rmk C Cadence person (X) or ... Order AD CH BB D Start date End date Mo Tu We Th ﬁ'm
%y UPSL Upselling Late Chack-out 1 30,00 EUR " @ (8) Departure date ] [ [ ©01.01.201431.12.209% ¥ ¥ ¥ & =
ESMD.NACIO. Modify items of all folios
[ Folicl Folio2 Folio3 Folio4  Allfolios Currentdate Charges until today o gl Y Y
Reservation 1093542e8 Status Check in Arrival
Main Client GUEST, DIRECT Voucher
“» Main guest SAMANIEGO NAVARRO, MARIO Type
E|E BB0] 2] wmdAatonssoy | (2 Modify dates
FOLIOS: 514,90 EUR SAMANIEGO NAVARRO, MARIO-0000150406
(tax incl.) 0,00 |EUR SAMANIEGO NAVARRO, MARIO-0000190406
Y e (&) Eﬂ FE. (1] ][ amangement code
E‘-stma Rwenuedm FoloTa Quantity Price  Disc. (net) =
"ccm h0.01.2024 1 Upselling Habitacion 1 104,55 0,00
oCE 21.01.2024 1 Upselling Late Check-out al 27,27 0,00
CCE 20.01.20249 1 Upsalling Desayuno 1 18,09 0,00
oo 20.01.2029 1 abita 1 318,18 0,00
oCE 20.01.2024 1 RO Sélo h!bl‘l:adén al 0,00 0,00
w0 20,01.2024 1 PPWI Invoice No 4019264020 1 0,91 0,00
0o 20.01.2029 1 PPWI 4019264020 1= 0,51 0,00
CC@E 20.01.2024 i POSR Ticket 9190100001 al 0,00 0,00
Aa e % /
M LEEE) R ANANTARA AVANI clodana nicouecton  nhow TIVOLI .

20.(
‘sTDI
F2 Q)

F4 (1)

Amount C

104,55
27,27
18,09

318,18

0,00
0,51

E
E
E
E
E
E

0,91-E

0,00

468,09 E



Upselling & Stay Options

Quick upselling guide

!'.D[ WHEN TO CHARGE?

Before the day of arrival

Day of arrival

During the stay

Check out day

MINOR

HOTELS

°DIl:[E_EI}.rlE_IiiEj"_S

« Late check out

« Early check in

anantara  AVANL oarxs  TH

Offer something extra that the guest hasn't thought of

Upselling is when you offer customers extra value

Always be proactive

Ee determined

Follow up as ateam

Have a look into the following guides!

Upselling procedure
Upselling Quick Guide
Upselling management
Stay Options report,

D

&
nicowecton  mhow  TIVOLI

rﬂ
oA STEP BY STEP

Connect with the

guest

Know your product

Bain attention

Generate interest

Awaken desire

Close [_he sale

7

Become an expert
by doing the Upsalling

course placed on Talent

==



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
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Day guest billing

~ [ BILLING Day Guest Billing
~ = Billing
» £ /CCSHT/FC_FNOR - General This functionality is used to create invoices in special scenarios

-rtirl JCCSHT/FC_FNOR_RS_EV - General (Events and reservations)
[ /CCSHT/FC_FMAN - Day-guest billing
» ) ZEY_DC_DGB_PQO - Day Guest Billing (Live Local)

(parking non-residents, invoices correction, etc.).

» €2 JCCSHT/FC_FIMP - Invoice reprint | FR31.TOUAI New day-guest invoice
« £) ZEY_PROFORMA_REPRINT - Proforma Reprint » o _ _
. @ ZEY_REPRINT_PPWO - Reprint prepayments w/o invoice : B £ o [ZModify open account [ Display closed account
+ 72 ZNH_TMS_COM_WPS - Commisions validation process ONYX ’ FR31.TOUAI NH Toulouse Airport %=
» £J) ZEY_MONITOR_CRED_INV - OnCredit Invoicing Monitor
» £) ZEY_MONITOR_PREPAGOS - Deposits automation Monitor Day-guest invoice N\
’ _D Post charges Client ]
Branch of main c. |—|
[ Tax included (X' = Yes)
Day-Guest Invoice: mandatory fields Currency EUR
Payment type m On-desk payment
\ Invoice format |—|
Statistics
Statistics: Country | -
Very important to fulfill, specially for Region [ ]
. Market Segment |—|
groups, crews, M&E, intercompany T — 1
reservations, etc. Source of business |
Channel |—|
N Travel Reason |—| )
— S
Client inform.
Client information: only if it is Receiver
Branch of rec c.
needed. Holdar
Payer

HOTELS

& 4 @ 4
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Day guest billing

gents Mscelanegus  System  Help

B Folos | process |
ESSE.SEVIL. Process folio

@ | Folol Folo? Folo3 Folo4 | Alfolios date Chargesuntitodey | & 8@ E £ o | & & © i | ] & canceled Revenue e Similar OptiOﬂS that a

reservation.
Reservation [10976092 lstatus  [checkin 25.02.201f Departur :_21.02.2n1q|' ° Only one folio to Manage.
Main Clent 1JULIA TRAVEL SA-1000083694 [9276661 ' e Automatic Check-Out.
FoLIOS: F1(D) | 0,00 |EUR |Main Guest ' '
::n - :; I - | 1 I 0,00 | 1

(= Folios @mcess Documnents  Miscellnegus ¢

(&) F/ B EIFL) (E )5 ) (B]E )& JEEL) 1)) ]2 Arngement code v Modify header Shift+F5 bi
Status Revenue date Sour | Folio  Concept | Description Quantity | Price | Disc.(net) | Amount Taxin | Service date | P|Invoice num | Creator user Add charges
om  25.02.2016 1 OTHI  Zurbaran Restaurant Banquet 10,00 0,00 000 [ 25022016 ZI0BS_PO COBO, Cancel charges
oom  26.02.2016 1 OTHI  Zurbaran Restaurant Banquet 1 0,00 0,00 000 [ 26022016 ZI0BS_PO
Move charges -
[ | Fol olios
Move to header
Split charges Shift+F12
. -
Reserva  Apply discount ct
Main Cli ollect invoice T
o to resenvation
Minibar charge
| Credtnotax.  Credit with tax | Cashnotay.  Cash with tax | Totalnotax.  Totalwith Gx Rermarks FOLIOS Modify description 601
Amount Billed F1 [ 0,00 0,00 | 0,00 0,00 | 0,00 0,00 Text: JULIA TRAVEL_SERIE A (tax inc Statistics set up , 00
Amount Pending F1 | 0,00 0,00 | 0,00 0,00 | 0,00 0,00 Clients
. . | —— | |
Pending Reservati | 0,00 0,00 | 0,00 0,00 | 0,00 0,00 EUR |Exch. Rate Type |[M Mnd.hrmngement Cade q-_'l
(15
& | statu Pre-payments management ot |
Sen 17.10.2018 1 RTEF I

HOTELS — | Hewmna LTS bt

& e e
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Tills

v = TILLS )
+ () [CCSHT/FC_CAMV - Movements, Till movements
« {77 JCCSHT/FC_SIT_CAJ - Change till status
» (77 /CCSHT/FC_CARG - Balance

+ () JCCSHT/FC_CAO3 - Display tills . _
- Py Miscellaneous charge & Miscellaneous payment

Paid out: cash outflow generated

Till movements (Starting image) by a charge on a reservation.
Extra payments for special guests
(taxi, flowers...)

ESZZ.CIUZA MH Ciudad de Zaragoza ***

Intro Video! o,
Till Identifier RECEFTION Paid Out Example _/%
o Operation type (1) 8 Entries foun:
Operation type M [& Operation type (1) 8 Entries found .
- Restrictions _ Advance Payment (deposits)
T = depending on the legal
v | ][ ) [ (B []2 | [ [%] / requirements by country.
Oper. type~ Description
Have a look into the 12 | Miscelaneous charge \/
. X 3 Miscellaneous payments
following gwdels! 4 Paid Out
—: - 5 Advance Payment with invoice ) )
NHALL Ti & 6 Advance Payment w/o invoice Change Invoice payment method
DS 8 Invoice payment <—
F Bank transfer
Cash Handling s I e

&
. @ .
MINOR anantana AVANL oo dars  TH  micouecron mhow  TIVOLI
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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

s

| JCCSHT/FC_CAMV - Movements_

« {17 JCCSHT/FC_SIT_CAJ - Change till status

» {77 /CCSHT/FC_CARG - Balance
» 2 /CCSHT/FC_CAO3 - Display tills

Display till (Basic data)

[t Total balances

ESMA.MALAG MH Malaga ****

Display till (Starting image)

N—

Display tills

FR21.TOUAI NH Toulouse Airport =%+

Till Identifier

Ledger account
Associated il

General data

Till identifier [RECEPTION |

Cash status Open -
Payment Method Id CASH

Float g00,00 |

Float in other currencies

Target business area E [JTil ¢

Date 2l.11.2018

Operations

Currency EUR

e Till transfer
Transfer client
Adjustments

Q@ EER)EEL =L

J=é = .= (ka) [&]

B | Operation type |Pay.method
Invoice paym_ MC
Invoice paym_ MC
Invoice paym_, MC

Invoice paym, PPVISA
Invoice paym, PPVISA
Invoice paym . PPVISA
Invoice paym_ PPVISA
Invoice paym_ PPVISA
Invoice paym_ PPVISA

Invoice paym . PPVISA

MINOR

HOTELS

Amount | Currency User name

93,97 EUR HESMALAGRE = 21.11.2018
93,97 EUR HESMALAGRE = 21.11.2018
80,95 EUR HESMALAGRE | 21.11.2018
79,00 EUR HESMALAGRE  21.11.2018
79,79 EUR HESMALAGRE  21.11.2018
223,63 EUR HESMALAGRE | 21.11.2018
223,63 EUR HESMALAGRE  21.11.2018
359,05 EUR HESMALAGRE  21.11.2018
79,79 EUR HESMALAGRE  21.11.2018
219,55 EUR HESMALAGRE = 21.11.2018

ANANTAR AVANI /o 5na DAKS

HOTELS - RESOR

55PAS Hotel & Rearts

e —
reception [J
1 i

Se—

: [ Totals Balance on 21.11.2018

|Q(EFR]EEL) =]

(2 & =) Da) (@)

GL Account |
Ts7000002 Associatedg Balanc
— ) Payment method | Movement currency
Till transfer AMEX EUR
5008000045 Transfer clif| cagy EUR
57000002 AdjustmentE CASH GBP
! casH usD
[JCheck Balance in Night Adf |MC EUR
ME EUR
| PPIDEAL EUR
| PPVISA EUR
| TRANSFER EUR
| visa EUR

Movement date Movement time Invoice number i

04:01:40
04:02:20
04:02:52
04:09:04
04:10:16
04:13:08
04:13:33
04:15:09
04:16:47
04:56:08

4045105454 H
4045105455 H
4045105456 1
5045005266 1
4045105457 |
4045105458

4045105459

5045005267
4045105460
5045005268

NH COLLECTION

nhow

Accrued Total
1.151,05
2.409,.85

0,00
0,00
3.752,25
201,30
95,77
3.976,05
7.133,40
7.388,00

Init. balance
0,00
Q00,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00

Total Income
1.151,05
1.509,80

0,00
0,00
3.735,75
201,50
95,77
3.976,05
7.393,00
7.843,35

Total Qutgoing
0,00
0,01
0,00
0,00
3,50
0,00
0,00
0,00

259,60
234,69

97314 Cobro de anti
97315 Cobro de anti

TIVOLI
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Tills

4

B =

TMSH_Cash Count

Cash Count Template

Please, click on the corresponding option for vou hotel. You can delete the other sheets.

MINOR

EURO ENGLISH

'ANISH

=
:
S

L

CZECH RPC

COLOMBIA

ECUADOR-H:

URUGUAY

=
o
i

1

HOTELS

Dlaacn An snt hacitatn tn conntact aemaniratinnamh hatale cnms foe ant chanmoa

> = |INDEX B EUROEN G EUROSP [ CZECHRPC & ARGENTINA (3 CHILE G cOLOMBIA & ECUADOR-HAITI & MEXICO & URUGUAY 3 USA-NY

Download the template! Cash Count Template

s,

A& 154 ® TV
anantara  AVANL oo daks  TH  nicovecron mhow  TIVOLI .
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https://nhorganization.nh-hotels.com/content/cash-count

Tills

Change Tills Status

Till status maintenance
v S TILLS =
= @ JCCSHT/FC CAMV - Movements ESZZ.CIUZA NH Ciudad de Zaragoza ***
[ /ccsHT/FC_SIT_CAJ - Change til status _—
« {17 /CCSHT/FC_CARG - Balance _F:ash dentifier | Cash status |
X S ~ RECEPCION _Open ~
* 7] JCCSHT/FC_CAO3 - Display tills ety oo -
It is necessary to complete this step before balancing | B
and before completing the night audit process. ]
4« 0 -
Open ][ Close

MINOR

HOTELS
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Tills

Tills Balance - E=TILS

A Balance is not automatic, and it must be done before night audit. * ) /CCSHT/FC_CAMV - Movements

Balance till

(%7 Balance Display movements | [ER [

ESMA.MALAG NH Malaga ****

Till identifier [RECEZPIION E

Initial balance . . .
Payment method |Accrue-d Total |Cunency|€sh—on—Hnd Rermarks |T..|Float | Have a IOOk |nt0 the fO"OWIng gUIde tO
AMEX hd 1.151,05 EDR 1.151,05 0 0,00 * find information related to Transfer
CASH - 2.469,85 EUR 2.469,85 O 900,00 | T b hl

CASH - 0,00 GBE 0,00 O a, 00 U etween cash!

cast - 0,00 USD 0,00 O 0,00 Cash handling FO Cash Reconciliation |
= = bl e — = — Minor - Organization Portal (nh-
ME - 201,50 EUR 201,50 O 0, 00

PPIDELL - 95,77 EUR 95,77 O 0,00 hotels.com) Ny

PEVISA - 3.976,05 EUR 3.976,05 O a, 00 _/%

TEANSFER - 7.133,40 EUR 7.133,40 O 0, 00

VISL - 7.588,66 EUR 7.538, 66 O a,00

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

HOTELS

& : <
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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
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Currency exchange

Currency Converter

* [F= CURRENCY EXCHANGE
» {6 [CCSHT/SF_COMPRA - Currency purchase)
- P JCCSHT/SF_VENTA - Currency Sale
+ ) [CCSHT/SF_AMULAR - Cancel sale or purchase of currsé
- ) JCCSHT/PR_DIVISAS - Print Currency Purchase Receip
v [3 Information systems

The

simulation of the operation
before performing the final
currency purchase

Currency Purchase
| Bl -
I
Exchange rate ICurrenqr converter |
e e e e |

ESZZ.CIUZA MH Ciudad de Zaragoza ***

Till 'RECEPTION ]'

Local Currency EUE | European Euro

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

MINOR

A‘A
ANANTARA
HOTELS HOTELS -RESORTS-SPAS

AVANI

3
lerna

system

offers

-/

II:'Currenqr {1} 4 Entries found

a

Currency lﬁl
=
Currency I_l:'Slll Jlﬂ Currency amount | 100,00
Rate applied /1,26590

Local currency base amount 79,00
Amount commission 3,95
Expenses amount 3,95
Local currency amount 71,10

(v )(E3) )[R [7s) 2 = )

Cmeru:y'*| Long Text

|DIZIIIIIFE.I'E| Exp.perce. Minimum ;.nuunt|CLl'r. key

|||||||||||

CHF Swiss Franc 5.0000 5,0000 3,00 CHF

GBP British Pound 5.0000 53,0000 3,00 GBP

IPY Japanese Yen 35,0000 35,0000 3,00 YEM

UsD United States Dollar 5,0000 35,0000 3,00 UsD
coaxs TH mcoﬁcwor« nhow  TIVOLI




Currency exchange

Currency Purchase

Currency Purchase Currency Purchase

Exchange rate  Currency converter
ESZZ.CIUZA MH Ciudad de Zaragoza ***

ESZZ.CIUZA NH Ciudad de Zaragoza *** i RECEPCION
Date 01.01.2015
I .l :
- Operation type L{Bsh ) I$E Motes detail
Till RECEETION| g
| | || Data of applicant I
Local Currency EUR | European Euro — e ——
Room 504 Client 132929 MARIA DEL GALLEGD GALLEGO
Reservation 154025 Id. Number |51427667H '
Street DOCTOR MATA 4
Postal Code 28342 Spain
| Currency
| |
Currency USD | United States Dollar
Exchange rate /1,26590
TMS will print 2 receipts.
| e |
Currency amount 100,00 .
Round up to apply Mo.oal e One of them should be signed by the
Reference currency amount 79,00 EUR Suest.
To pay Commissions and expenses
Percentage Armount
Local currency amount 71,10 EUR Commission amount 5,0500 3,95 EUR
Reference currency amount 71,10  EUR Expenses amount 5,0000 3,95 EUR

HOTELS | Gotes-esomssms  Wewhshess  —conscnon— o HOTELS O ges hoTELS
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Currency exchange

Currency Purchase Receipt

Currency Exchange Service Hotel

List & Limits
e

D

MINOR

A‘A
ANANTARA
HOTELS HOTELS -RESORTS-SPAS

FOREIGN CURRENCY EXCHANGE
Title H
Approval H
Cash : RECEPCION
Amount : 00000000000001591
Name : MARIA DEL GALLEGC GALLEGO

Tax ID Number: 51427667N

Nationality : ES Spanish

Room : 504
Type : 2, Billetes
CURRENCY : United States Dollar
Currency amount: 100,00 USDBase rate : f1,265%0 EUR
Base total 7 79,00 r 1
L = |
Commission : 3,95 EUR -> 5,0000 %
Expenses z 3,95 EUR -> 5,0000 #
Amount g 71,10 EUR
Total to pay : 71,10 EUR

Cash handling Foreign currency

s,

D

@ ;
nHcoltecton  mhow TIVOLI
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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
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Search convention group

= & RESERVATIONS
(3 ndividuals
E 3 Groups | Events

3 Booking File

(3 Quotation tool

(I Groups fFamilies

3 Convention groups
o] JCCSHT/RS01_GR_CONV - Create conference group
o] JCCSHT/RS03_GR_CONV - Display conference agroup
(] Events

(] Mass changes to several reservations

0B EB®H

aragoza *FE

Canventions

| Active conventions

Resery,

[ 15

@ Active conventions

=
Reservation statu |DI@|

Reservation group

Arrival date ko
Creation date ko
Departure date to

Reservation Ma,
Modified by
Main Custarnet

Restrict Mumber To 100

E|.s.)|slé .

& .

n:g‘

&R

|01 [

Rate

Contrack
Youcher
E’I Created by
External Referenc

Reservation Ma. | External Reference Main Customer Arrival date  Departure
W T A E LS LB L e |
Resery, Desoip. Code Ooc  Arival 5 .  Departure En.,.  Status  Quantity Rate Contract  Amount
v [T [ESZZ.SPORT-NH Sport]
w O] Tuesday 31.05.2016
v ﬁﬂém - You can also enter the
{5 CONVENTION 63276 CJEX - .. |ttt St i .
v 3 Pending Convention Group directly from
¥ 33 standard Double the Booking file
« [B sToDEL 63276 Standar,,. EVOD,,, 14D 31.05.2016 15:00 O5.
“ (30 Meetings {
« [B] EVOO0OO036-001 SE4TH60 CYEX - ... EVOD.., 052016 %00 0R.06.2016 2300 Confr... BGR...
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Screen body

. ESMD.NACIO. Modif. Conv. Group Res. - TEST COMMISSION

2 E | B Sromnglst T @l B &

@ MO LACIO MM Macignal £**%*  Raca 109255797 =] Client 1100038012 BCD TRAVE]
General info. *Biling information *additional info. *Prices and Commissions *Conditions Deposits Discount *Breakdowns Routing Charges Fixed charges Actions |, *Commissio... [[| m[

eneral .

Arrival date: 10.11.2022) Thursday () Contract: 0 Observaciones [ E% ] *Billing information

Mights: IT—llTl (#)Rate: BGR_MC M | BGR with Meeting R... j'GENERAL 'Dnry 250 chara *Additional info.

Departure date: 11.11.2022| Friday Allotment: *Prices and Commissions

Group Name: |TEST CoMmIsSTON | M [ |Retrieve changes *Conditions

Registration date [10.11.2022] Voucher: ' | cost code: Deposits

E-Mail: [NO E-mALL | Reservat. method | ~| Mealpn [BB Discount

CUT-OFF date Rooming [ - *Breakdowns

L
Day Date TO... FAMINT JSTDBW JSTDBWEK STDDBL STDDBLK STDDELQ STDDBLT STDDBW STDDE... STDSGL STDSGW SUPDBV  SUPDEVD SUPDBVT
Thursday 10.11.2022 0 0 a a a a ] a ] i] ] ]
i
| Pendin ] hd
CONFIRMED Grouped rooms 0Pax 0 Created  E00000022126 10.11.2022 08:43 Cur |[EUR
Single reservat. 10 Pax 1l& Maodifi EO00DOD22126 10.11.2022 08:53 [_|Publish in TMS4C

[ |Retrieve changes 9

0

1}

0

Routing Charges

Fixed charges

Actions

*Commissionable charges
Guarantee

Special meal plans
*Statistics

*Reception info.

Loan Items

Packages

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
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Status bar in the grid of convention group

TO... APA2RO APA2ROD APADBL APADBLD APADBLQ APAFAM |APAFAMT DLUDBL DLUDBLK DLUDBLT FAMQPL |JSTC

Day Date
Monday 25.00.2023 o L
Tuesday 26.09.2023 1]
Wednesday 27.09.2023 1]
b
' Pending v
7% Free pending block Standard pax
mm
== Block / Unblock E_'r Historic modification of the grid
e Order Room type

[

& o ) G ;
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Screen body

ZF Rooming list

Z2dE | E A m:E

ESZZ.CIUZA NH Ciudad de Zar  Reserv.

120794682

ESZZ.CIUZA. Modif. Conv. Group Res. - TEST

=8

Client

1000 DIRECT,

GUEST

General info. }' *Biling information |~ *Additional info. | *Prices and Commissions -~ *Conditions " Deposits | Discount | Breakdowns | Routing Charges - Fixed charges  Actions + *Commissionable charges - Special meal plans /" =... []

[

TR
Arrival date: 30.08.2023 Wednesday
Nights: 1
31 ne anaal
Departure date: 31.08.2023 Thursday
Group Name: |TEST |
A Mo s araal
Registration date 17.08.2023
E-Maik: [0 E-mALL ‘
S|
CUT-OFF date
Day Date TO... FAMAD]
‘Wednesday 30.08.2023 10
10 0 [1}
i
lbondnn ]
Pending -

ZaE B TR

MNLMH.KRASH Anantara Grand H

Reserv.

() Contract:
(#)Rate:
Allotment:

() Manual price
Voucher:
Reservat. method

Rooming

FAMDBV  FAMDBVK 1STDBV

112814368

1

0
LGR ITO Groups

Frp 70 |
LGR_ITO

[ |Retrieve changes

Observaciones Observaciones

Q GENERAL Only 250 character i3 Biling \1:
Billac
Chain Remarks

Chain Remarks *

i Cost code:

Housekeeping Remarks

~| Meal Pln

[ Alowed

a

=g

BB

I Hotel Rermarks
External Remarks for Resevations
Internal Remarks for Reservations

Rate Remarks *
TMS forConnectivity

Cancel Cod” |Description
il e Cost code and two blocks of remarks
JSTDBVK STDDBL STDDBLD STDDB CXL_ISTNT First Night

10 CXL_24HOUR CXL 24 HOURS 100%

10 o CXL_48_1D CXL_48HOURS 1 DAY PENALTY g a o
CXL_48_50% CXL_48 HOURS 50%
CXL_48HRS  CXL_48HRS
CXL_50%  50% of Stay
CXL_70%  70% of Stay
CXL_72HRS  CXL_72hrs
CXL_7D_50% CXL_7DAYS 50 %
CXL_7DAYS CXL_7DAYS
CXL_90%  90% of Stay
CXL_BAR BAR CXL
CXL_BPC BRC for Web L
CXL_CAL Callin Allotments CXL
CXL_COR CXL Corporate Rates
CXL_FIT FIT CXL
CXL_NHR CXL NHR Rates (Internal Channels)
CXL_NHR1 XL Rewards Flex
CXL_PUBLIC CXL Public Rates

Client 1018147286 EVENT SUCCESS

" Deposits |, Discount F Breakdowns F Routing Charges |, Fixed charges |, Actions F *Commissionable charges F Special meal plans |, *Statistics |,
| Arrival/Departure |
L [— . —
Arrival time: 15:00 [V Departure time: 12:00 . . .
_ — <€ | Estimated arrival and departure time
Reservation type i
| Confirmation | Waiting list |
Confirmation: Top date:
Sent to: Reason:
M L 559 R A‘N.ﬂ‘\::lfl"AR.ﬁ AVANI  fin H nhow  TIVOLI
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Shortcuts

B, ESMD.NACIO. Modif. Conv. Group Res. - TEST COMMISSION
(& 4 &  Rooming st T1 @l BB

ESMD.MNACIO NH Macional **** Reserv. 109255797 =} Client 1100038012 BCD TRHVELF
E Modify folio’s header (F7) Ej Generate documents
E Go to folios maintenance (F9) qE &Vf;:iilvnszsg;zcglrzs; linked
= Check of the applied rates, total group value & commission (F8)

I%IFLDDming lisk Print groups rooming list Service order

Show total reservations grid

ﬂﬂ:ﬂ Billing / production details

+

E‘ﬁ Document delivery
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Rooming list

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

ey

24.01.2015
Group Name: VORLOMELTT
ReQsUaton date 21.10.2014)
 Retrieve changes

Dary Cate TO.. JSTOEL JSTDELK JISTOELT
Mordsy  19.01.2015 9 ° o
Tuesdsy 20012015 27 o °
Wednesdsy 21012005 27 ° °
Trheresday  22.01.2015 27 o 0
Frictay 23012005 27 ° o
117 [+ o
4 » a
" — 1
< —
< Groupad rooms 117
mdl G reservat q
M I N O R i AVANI ; E
HOTELS Anantara - AVANL e

Rooming list

B /¥ “BRouting

ESBA.NUMAN NH Sants Barcelona **** Reserv, 194907 Clent 1013895671 CONFERENCE DIRECT

i&eﬂ(ﬂo\uﬂs I/Conferences I/Manual entry ]
Header
Arrival 30.04.2017| Regis.Date |11.11.2014| Room type | *Standard Double -
Departure  [07.05.2017 Meal plan *BB v/ PAX: BD | 1jJ0 | |CH | |BB | | Room
Guestld | Guest Name |country  |TaxNumber1  |Region |Paxtype |City |Title |
| i=l - Adult  ~ -

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.
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Rooming list

When you have to do the breakdown for 1 room, this option can also be used:

1.

2.
3.
4

v

Select the arrival and departure date

Select the meal plan

Select the number of pax

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.

Fill in the name of the guest

Press ﬁ

“uxn

T & |Erooming st  _FRouting

6
ESZZ.CIUZA MH Ciudad de Zaragoza *+* Resery, 150052 Client 1000 DIRECT GLEST
' Rooming List | Breakdowns | Conferences -~ Mamual entry |
| Header |

1 Arrival 10.08.2015 |Regs.Date  06.08.2015 Room type T, Suite Double Wies King
o] —
Departure | 10.08. 2015 |Meal plan? | BB *lpex:3 w| 1lov | Tew | BB | [@9 Room

Guest Mame Pax type Gender  Remarks
S MCZEEMZIE, GEORGE Bdult * Unkno.. ¥
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Rooming list

Rooming List - Breakdown

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

‘ Rooming list
T :? Routing

ESBA.MUMAN MH Sants Barcelona **** Reserv. 194907 Client 1013895671 CONFEREMCE DIRECT
__/Breakduwns k/Cunferences VManual entry |

Header

Arrival 30.04.2017 Regis.Date [11.11.2014| Room type ' *Standard Double v
Departure  07.05.2017 Mealphn |*BB v pax: 20 | 1lav | Jew | B8 | |  Room

Guest 1d Ejest Name Country ~ TaxMumberl  Region Paxtype City Title |
| v Adult ~ v

& P
. @ .
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Rooming list

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.

. Select the arrival and departure dates.
. 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.

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
T3 A _FRouting
MLZH.DHALG MH Den Haag **** [Fesery. 999 Il L [[=10) 1000152612 WORLDMEETINGS
Rooming List | Breakdowns - Conferences M 1
Mew data
. TRy | s =1 [
Arrival 19.01.2015 Room type II o ] el | PAX : AD |
Ga o1 o01cl [
e 24, 0L 2018 Meal plan *Standard Double L E  add Irows 4
Jr Suite Double
Ir Suite Double King
DEE & & @K =i Jr Suite Double Twin
MeGuests Standard Double King
| - Standard Double Queen
Reserv, \Arrival \Depart Type  Meal pl... AD|standard Double Twin ...
Standard Double Wiew
Standard Dowuble Wiew King —
Standard Double Wiew Twin -
A‘A J ﬁ% I
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Rooming list

6. Fill in the names of the guests
7. Select all

8. Flag off ﬁ

| £ | rooming list  _®Routing

8
ESZZ . CILZA MH Cudad de Zaragoza *+#* Resery, 150052 Cliert 1000 DIRECT GUEST
Roorming List  © Breakdowns  Conferences /Maﬂual ertry |
Mlew data
Arrival :lEI- ns. ZDlSE Room type *Standard Double Yiew Double - pax o AD 1
Cieparture 10.08.2015 Meal plan *BE - | Add | B Fves

' DER B & [ e

GLests

Resery, Artival Cepart Type |(Mealpl.. |aD I CH BB Cu:u:leIName F...
10.058.2015 10.05. 2015 5TDDE .. BE
10.08.2015 10.058.2015 5TDDE .. BE
10.08.2015 10.0&8.2015 STDDE .. BE
10.058.2015 10.058.2015 5TDDE .. BE
10.08.2015 10.08.2015 STDDE.. BE
10.058.2015 10.05. 2015 5TDDE .. BE

o o o o o o
L Rl il

&
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Convention group

Routing charges

Before breaking down

the reservations Zd 2 nda=

s Rooming list

ESBA.NUMAN. Modif. Conv. Group Res. - CVENT -EPO

Client 1013895671 CONFEREEEDINECT

=g

ESBA.MUMAN NH Sants Barcelo  Reserv. 194207
*General info. | *Reception info. |~ *Biling information | Deposits |~ i@ Guarantee | *Additional info. |~ Breakdowns *Routing Charges ]' Fixed charge | Actions |} Loan Items | i
Routing I : I:jl ey J
Routing Routing type Group/Conc Description C |/ Cadence F Start date End date Ext. Folio Reserv. Room Percentage
Inform the Concept ~ BB Efd = Breakfast - 'f}30.04.2017 06.05.2017 Group header 'Fnl:i.n 1 ™ 1394307 100,00
Concept  ROOM Rgom * @ 30.04.2017 0&8.05.2017 Group header ™ Folic 1 ™~ 194807 100,00
billing concepts:
4 »
Iﬁ:l” View Routing Routings wil not be updated in breakdown reservations. Use specific button in Breakdowns reservation tab
*General info. - *Reception info. | Biling information -~ @ Deposits | Guarantee | *Additional info. /MMS ]' “Routing Charges + Fixed charge -~ Actions ©

After breaking down : : :
h— . Reservation |Status Room Type AD JU C |BB Board Main Guest name Arrival date  Departure... Updated r... Upg. meal... Sp. Me
t € reservatlons 154826 CONFIRMED 524 STDSGEL 1 @ 0 0 BB TEST CONV.GEP 02.01.2015 03.01.2015

154827 CONFIRMED 304 STDDBEL 2 0 0 0 BB alicia 01.01.2015 02.01.2015

154828 CONFIRMED 306 STDDBLD 2 0 o 0 BB gema 01.01.2015 02.01.2015

154829 COMFIRMED 324 STDSGL 1 @ 0 0 BB gonzalao 02.01.2015 03.01.201%

LI

Tasks " Matice ” Special requests Routing I Modify reservat I I Bring header remarks J I Modify Guests
M LCIEEE) R ANANTARA AXMI elodina oaxs TH COLLECTION nhow TIVOLI
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Breakdown - Special Requests

13782611  COMNFIRMED SUPDEL & 0 0 0 BB Tahri saida ZE.03. 2016 30.03. 2016
13782612  COMFIRMED SUPDEL & 0 0 0 BB Zaki Zahira 28.03. 2016 30,03, 2016
<
Tasks Matice I Special requests I Rauting Madify reseryat Bring header remarks Madify Guests
ESSE, CECON. Create preferences
@ |E=[3L |__[3L é %I l‘l_p’ E (I'J_j e =H ‘:' I .@Special requests I
NOTE: Preferences will be overwrited
H DRDUFH Features =
~ 124 stay features (quest) ~ Asset Yalue (il
H DSMOKING ROOM BUILDING MAIN BUILD £
@ Feserv, Grp. Rstv,  Arrival date Departure AD 0 CHf > gRoom DESIGH .
H DISABLE
—_— [13?826233 12778959 28,03.2016  30,03.2016 20 0| ) Qe roon
H DRENO\MTED ROOM
13762624 12778959 28.03.2016  30.03.2016 1 0 0| ) Frewsees _
13782620 12778950 283.03.2016 30.03.2016 2 0 0 - ILIN s :
13782626 12778959 25.03.2016 30.03.2016 2 0 0 + [EIMAATNECITDING
- SEPARATE BUILDIMNG -

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 H

MINOR ANANTARA AVANI  fSinn eaxs TH

NH COLLECTION
HOTELS Hotels & Rescrts HoTELS HOTELS

- SPECIAL WING

» [ DOWN FLOOR
> (O] FaR AWaY FROM NOISES
» (] QUIET ROCM
> (] SEPARATED BEDS
» [(JLocaTion
~ 33 Reservation's features
» [ SMOKING ROOM
~ {33 ROOM DESIEN
« [E] COMMNECTING ROOMS
- LIVING ROOM
= [E] KITCHEN
- [B) HONEYMOON SUITE
» [ DIsaBLE
» [ ALERGY ROOM
> (] RENCWATED ROOM A
> [J ROOM FACILITIES v

< >
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Breakdowns - Routing

13782611  cCoOMFIRMED SUPDEL 2 0 0 0 BB Tahri saida 28,03, 2016 30.03. 2014
13782612  COMFIRMED SUPDEL 2 0 0 0 BEB zaki Zahira 28.03,2016 30,03, 2014
< >

Tasks Natice Special requests I Raouting I Modify reseryat Bring header remarks Modify Guests

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

——————— I
@ |E=[3|=|__[|> é%ll‘L_P’ E (I'J_j @E‘:ﬁ” ERnuting I e
‘ NOTE:Mew routings will be overwrited to reservations here are rowtin :| s imformed I
""" "
@ Resery, Grp. Rsrv.  Arvival date Departure AD JJ CH BE Room Twpe Room Res.Status Meal plan Check-in Check-out Mame of group Guest YRouting
[ 1559?63 157023 30.04.2016 01.05.2016 2 0 0 0O STDDBL 3 EB DIDASKALION YECT nacho Il
156977 157023 30.04.2016 01.05.2016 Z 0 0 0O STDDBEL 3 BB DIDASKALION YECT cara Il
156978 157023 30.04.2016 01.05.2016 Z 0 0 0O STDDBL 3 BB DIDASKALION YECT raribel Il
1569749 157023 30.04.2016 01.05.2016 1 0 0 0O STDDBEL 3 EB DIDASKALION YECT emma Il
156950 157023 30.04.2016 01.05.2016 1 0 0 0O STDDBEL 3 BB DIDASKALION YECT guia Il
[ 3
i !
—
Routing Routing type GroupfConc Description C Cadence F Start dake End date Ext, Falio Reser%El
Concept . v ROOM (BBE) Acommodation Bed & Br.. eEveryday includ. « Group. v Folio 2« 1570 A
b . w Mo w w 0 W
BIE| &N a8 BB

HOTELS HOTELS

: &
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Breakdowns - Modify reservation

General info. | *Billing information |~ *Additional info. -~ *Prices and Commissions |~ *Conditions | Deposits | Discount || *Breakdowns. Routing Charges | Fixed charges | Actions |~ *Commissionable charges | @ Guarantee | “Spe...]| [I[E]
Resenvation |Slatus |Room |Type |AD |JU |C ‘BB |Board |Main Guest name |Arr'rva| date Departure... |Updated l.. |U|::-g. meal... |Sp. Meal p|
109290704 CONFIRMED STDDBL 1 0 [© 0 BB 0](e] 10.11.2023 12.11.2023
109290705 CONFIRMED STDDBL 1 0 [© 0 BB DOS 10.11.2023 12.11.2023

-
1) i
Tasks ][ Motice ][ Special requests ][ Routing Modify reservat Bring header remarks ] [ Modify Guests

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

| Current data | Data to change
1 NI ca—
From Arrival date ) —
) ] Departure date
Up to Arrival date Arrival time [00:00:00]
. Mresarori]
Group Reservation Mo. 109230701 Departure time 00:00:00
Individual Reservation Mo. ] Contract identifier
; ’ ]
Booking File ID Rate
) ) ) 1 Allocation 1d
Reservation type identifier =
. .  — Resenvation status
Registration date | Reservation type —
Voucher Main Clienit
Modification date to Manual price
Modified by Manual price currency EUR
N 1 Taxes Incl.  Manual Price
Main Client E ol —
eal plan
Room type E‘I e .
[Jinclude related reservations Date of reser. registration
[#]5elec. booking breakdown Upagrade room
Upagrade room reason
Upgrade meal plan
|

Upgrade meal plan reason

Voucher

HOTELS HOTELS -RESORTS-SPAS osabhean o cosron— HOTELS
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MINOR | Family group

HOTELS
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Family group

Group Header

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.

‘ ESZZ.CIUZA. Create Group Res. -

Z &
I ESZZ.CIUZA NH Ciudad de Zar Reserv. 0 =5 01.01.2015 - 00.00.0000 Client 1000 GUEST (DON"T TOUCH/NO TOC
,; *Billing information | *Additional info. | *Prices and Commissions ' *Conditions ~ Deposits | Discount  *Breakdowns  Routing Charges | Fixed charges | Actions | *Commissionable charges |l6wm | Special meal plans 1 ﬂEE
Arrival date: Cﬂl-ﬂl-lﬂlﬂ (O Contract: 0 Rermarks E% |main remarks only 250 characters
Nights: @Rate: 2 Main -
Departure date: Allotment:
Group Name: 3 | [|Retrieve changes Homogeneous Gr J[|show Subtypes
F- ” . d t | t t Registration date 01.01.2015 Voucher: | | cost code: | |
I In grou p etalls o ge E-Mail: [nh@nh-hotels.com | Reservat. method | -|
the correct contract and CUT-OFF date -

rate to apply.

| R... |Room type |AD | |CH |BB |Roorm Meal plan |Ex |First service  Last service |Free |Manual price |Tax L.. |Regis.Date Reservation |Status
L] v ] O O -
L v ] 0 O -
L v ] O O -
L v ] O O =
. v [ 0 0 - .
- - — 0 0 - -
4 r | | LI
(=] Pending d
OFFER Rooms to breakdown 0 Guests 0 Created: E00000036425 01.01.2015 00:00 Currency  |ETR
CUT-OFF date Indiv. bookings 0 Guests 0 Modified: 00:00

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

HOTELS

wotels  HOTELS

ry e & /
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Family group

Rooming List - Breakdown Once the rooms are blocked, we proceed to breakdown accordingly

@ . ESZZ.CIUZA. Modif, Group Res. - PRUEBA MIGUEL
€95elected items breakdown &% Rooming I'EI @ & EI B

ESZZ.CIUZA HH Cudad de Zar Reserv. 152205 EE  06.10.2015 - 08.10.2015 Client 41461110 PRUEBA MIGUEL .
_/'ﬂﬁ. i*BIIhthonmtion | *Additional info. | *Prices and Commissions ~ *Conditions ~ Deposits | Discount | *Breskdowns | Routing Charges  Fixed charges | Actions | *Commissionable charges | ® Guarantee | Special meal plans 4|0
Arrival date: 06.10.2015 Tuesday (#)Contract: 0 Rerrarks ’ E& ]Main rermarks only 250 characters
Nights: [ 2 )Rate: I Main vl
Departure date: 08.10.2015 Thursday Allotment:
Group Name: |PRUEBL MIGUEL | ||Retrieve changes  [v|Homogeneous Gr [ | Show Subtypes
Registration date 06.10.2015 Voucher: | | Cost code:
E-Mai NO E-MAIL | Resenvat. method -
CUT-OFF date

Standard Double ¥ 1 5 BB [ | BXFS (] (] 01.01.2015 0 Confirmed -

md R...|Roomt‘_.rpe ‘AD |JU |CH |BB ‘Roorm Meal plan ‘£|Firstsewice |Lm'tservice ‘Free ‘Manual pnce‘TaxI...|Regh;.Date |Reservatior1 ‘S’mtus

There are 2 options to break down the reservations:

It is possible to add as many group lines as needed

depending on the arrival and departure dates (non- 1- Select reservation row and click on | $5eced ke breskiomn

homogeneous group). In the next step, it is possible to choose the number of the
rooms to break down.

2- Select reservation line and click on Emrrmlst
It will breakdown every room blocked
ANA:?TARA A¥M| afe::um c@axs TH ﬂHCQE‘;CT‘ON nhow 'I'I\:(_)‘l',l
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Family group

Rooming List - Breakdown

“Selected items
breakdown” option

“Rooming List” option

MINOR

HOTELS

| ESZZ.CIUZA, Modif. Group Res. - PRUEBA MIGUEL

@"?Selected ttems breakdown ﬁRooming list E o B ﬂ ) —_—
(S Guests per room x
ESZZ.CIUZA MH Ciudad de Zar Reserv. 152205 B2 06.10.2015-08.10.2015  Clent
Individual reservations generated :
__V Biling information V“Receptk)n info. I/Depos'rts V @ Guarantee V*Add'rtk)nal info 154961
1544982
Arrival date: 06.10.2015) Tuesday (s) Contract: ] 154963
Nights: [ 2] O)Rate: 154964
Departure date: 08.10.2015  Thursday Allotrent: LB
Group Name: PRUEEA MIGUEL | [|Retrieve changes  [vIHom
Reqistration date 06.10.2015 Voucher: |
E-Mat 'O E-MAL | Resenat. method | Individual reservations generated
CUT-OFF date
‘ R... |Room type |AD |JU |CH |BB |Roorm Meal plan |Ex |First service | Last service |Free |Manual price |Tax L. |Regis.Date Reservation Status
ﬁ[:]sr.andard Dowble v 1 5 BB L] BKES n T 01.01.2015 0 Confirmed v
‘ ESZZ.CIUZA. Modif. Group Res. - PRUEBA MIGUEL
_@?Selected iterns breakdown  m%Rooming list Z & B | BrRooming st g B
General info. | *Billing information | *Additional info. | *Prices and Commissions ~ *Conditions  Deposits  Discount Routing Charges  Fixed charges  Actions

]

*General info. l/B%g information l/“Reception info. l/Deposits k/ D Guarantee I/‘Add'rtk)nal info. _/ Fixed chargel l/Rout'ng Charga k/Actions VLoan Items l/SpeciaI meal p... 1

|Amva| date |Departure... |Updated Faee |Upg. meal... |Sp. Meal p|

The “Breakdowns” tab,
the family groups have

the same options as

convention groups.

btatus [Room | Type |aD U |c BB |Board  |Main Guest name

ONFIRMED STDDEL 1 0 o 0o BB FRUEBL KEY USER 06.10.2015 08.10.2015 *
ONFIRMED STDDBL 1 0 ©o 0 BB PRUEBA KEY USER 06.10.2015 08.10.2015

ONFIRMED STDLEL 1 0 ©o 0o BB prueba miguel 06.10.2015 08.10.2015

ONFIRMED STDDEL 1 0 o 0o BB FRUEBL KEY USER 06.10.2015 08.10.2015

]
" Notice ]’ Special requests ]’ Routing ] [ Modify reservat ] [ Bring header remarks ] ’ Modify Gueasts ] I
© ﬁ% —)
AVANI  ewe c@mars  TH  nicouecton mhow  TIVOLI
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Family group

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

ESMD.EUROB. Modif. Group Res. - BLOQUEO AMERICAN 2019

E95elected ftems breakdown  ®fRooming st | [# 42 & | H 5=

ESMD.EUROB MH Collection Eu Reserv. 44553442 01.05.2019 - 31.12.2020 Client 2013729630  AMERICAN AIRLINES IMC SUCURSAL EM E
*Billing information | *Additional info. | *Prices and Commissions | *Conditions = Deposits  Discount | *Breakdowns | Routing Charges | Fixed charges | Actions | *Commissionable charges | iGuaranmJ/aﬂlﬂm M*Statktk:s ﬂ_'|E|_
| J

Special meal plans
Hotel date  Supplied meal plan | Billed meal plan | D
01.05.2019 BB * BB v
02.05.2019 RO * RO b .
T
1} 1 F

FOLIOS:  F1 (1) | 0,00 |EUR |Main Guest | F2
(taxind.) F3 (@) | 0,00 [EVR |Main Guest | Fe
In this example, the booking has “Room only” the —> (S=0)E L) &) ) [S]6) J& )= L) )| [L]l Arangement code |
: : : « . Status| Folio ConceptID | Quantity Description | Price Disc.
first day (supplied a_nd b|IIed)-, and I_3ed and 2RO e o
Breakfast the second night (supplied and billed). oo o0 T THabiacon 126,36
> 2 BB 1 Alojamiento y desayuno 18,09
o0 2 ROOM 1 Habitacidn 126,36

&
. @ .
MINOR anantana AVANL oo aks  TIH  nicouecron mhow  TIVOLI
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Housekeeping

Change room status

~ = HOUSEKEEPING
@ JCCSHT/HK_CHST - Change Room Stams
) [CCSHT/HK_TAREAS D - Tasks reckomng
« ) ZEY_HK_REMARKS - Housekeeping Mobility Remarks
» 77 Master Data
» [0 Post Charges
» [ Minibars
» 7 Lost & Found
» [0 Information systems

1. Select the room /
rooms -

2. Select new status ‘

& 3 &
MINOR wantia  AVANL 8. coaws TH  mcoticron  nhow

HOTELS

< | v | « eqe -
‘ Change Room Status
L B Szomis | 3. Change status
FR31.TOU oulolse Arrport *++* 01.10.2018
Status of all selected rooms
~ Roomtype Room St..
SUPDBLT 201 & =
| |suepBLT 202 & h
| |suppBIT 203 & =
| |suppBIT 204 |
| |suppBLT 205 o
| |sTDDBLT 206 o
| |sTDDBLT 207 &
| |sTDDBIT 208 o
| |sTDDBIT 208 o
| |sToDBIT 210 o
| |sTDDBLT 211 &
| |sTpDBIT 212 &
| |sTDDBIT 214 o
| |sToDBIT 215 o
| |sTDDBLT 216 |&
| |sTDDBLT 217 o -
| |sToDBLT 218 o -
KAL) —— <
New status :|_ E—I
Pending to check
Clean
Dirty
Do not disturb
Uncaver

TIVOLI

[




Housekeeping

Lost & Found Creation

- ":’HOUSEKEEPING Lost and Found Record
« (77 JCCSHT/HK_CHST - Change Room Status

« () JCCSHT/HK_TAREAS_D - Tasks reckoning F
» () ZEY_HK_REMARKS - Housekeeping Mobility Remarks ESZZ.CIUZA NH Ciudad de Zaragoza *==
» (77 Master Data
» 71 Post Charges
» [T Minibars Motification date [01.01.2014] | Time reported 16:51:31
M E: Lost & Found OO TSR Reservation
« (77 JCCSHT/HK_01_PERDI - Create Guest | |
» 77 JCCSHT/HK_02_PERDI - Modify Found in... [Bafio |
. 2 JCCSHT/HK 03 PERDI - View Zone
» [ 7] Information systems Person DANIELA I:‘l.-’aluable I j
Item found
GOLDEN RING
Remarks

Record 001753 has been successfully saved

HOTELS | Gotes-esomssms  Wewhshess  —conscnon— o HOTELS O ges hoTELS

ry e & /
MINOR anantara - AVANI E;&u%r({ul e@axs TH  ncouccron  mhow  TIVOLI .‘




Housekeeping

Lost & Found modification

Modify Lost and Found

% Display by room  BSH

ESZZ.CIUZA MH Ciudad de Zaragoza ***

Motification date
Roaom

Guest

Found in...

Zone

Person

| tem found

——
01.01.2014|_| Time reported

Record

1753

| I |
16:51:31

|

114 Reservation
I
[Bafio ' IIEIItem claimed I
1

— |Returne
| P —
DANIELR [« valuable

Modify Lost and Found

Syt Display by room B

ESZZ.CIUZA NH Ciudad de Zaragoza *** Record 1753
Motification date 01.01.2014 Time reported 16:51:31
Room 114 Reservation
Guest ' '
Found in... |Bafio 5
] )
Person DENIELR [+ Waluable

| Ttem found

GOLDEM RIMNG

GOLDEM RING

RIMNG

ZND JAMUARY: MEXT FRIDAY (3RD JAMUARY) GUEST WILL BE HERE TO PICK UP THE

| Rermarks

2MD JANUARY: NEXT FRIDAY (3RD JANUARY) GUEST WILL BE HERE TO PICK UP THE

3RD JAMUARY: GUEST PICKED UP THE RIMNG (SIGMED FORM). I

MINOR

HOTELS

A.A
ANANTARA

HOTELS - RESORTS -5PAS

elewrnna

AVANI

Hotel & Rearts

&
oaxs TH  nicowecron
fomms




Housekeeping

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

~ = HOUSEKEEPING Lost search
I—'!MR'AT-Changa Room Status SARRE)

» () JCCSHT/HK_TAREAS_D - Tasks reckoning & @
+ () ZEY_HK_REMARKS - Housekeeping Mobility Remarks
» [[7] Master Data

» [71Post Charges _ L
» [T Minibars ‘ Lost property no ] [a]

» [ Lost & Found Place

¥ [*= Information systems R 1 o
. r.’g) JCCSHT/RC_HS - House Status et reported - o
« () JCCSHT/RS_06_014_ALV - VIP arrivals .

« £7) /CCSHT/RS_06_03 - Hotel General occupancy
» () [CCSHT/RS_06_25 - Rooms available by type
« () JCCSHT/RS_06_68 - Empty Rooms Report

+ £ /CCSHT/RS_06_26 - Room Rack

» £2) JCCSHT/RS_06_26_D - Daily Room Rack Claimed to
« ) JCCSHT/RS_06_26_DALV - Room Rack by floors — -
« () ZEY_RC_SI_001_ALV - In-house guests or occupied rooms ALV (extended)
» ) JCCSHT/RC_SI_002_ALV - Departures book ALV

» ) JCCSHT/RC_06_ALV - Loan items inventory ALV

* £} JCCSHT/RC_ACCION - Actions to be completed in reserv.

» £2) /CCSHT/LISTADO_COMP - Actions list

« () JCCSHT/RS_LIST_CMBHA - Reservation with rooms changes

* (0 JCCSHT/RS_CMBHA_PREV - Expected Room Changes Handling lost and found items _
» £7) JCCSHT/R_HK_SI_08 - Incident report All countries

+ 1) JCCSHT/HK_STATUS - Housekeeping Status NP NP

+ £ JCCSHT/HK_SI_12 - Housekeeping staff's workload v % v %
» ) JCCSHT/HK_SI_17 - Staff workload

+ () JCCSHT/HK_OBJ_PERDIL - Lost property search

A a~ »w Us = LUally su ¢ O 00

ESMD.NACIO NH Nacional **** 20.01.2024

& [

Item
Person
Guest

[

Quick guide lost and found items

MINOR

HOTELS
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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

Housekeeping mobility

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.

COLORS AND LEGEND

N
I
Al
Yo

[
%
(r
®
o

Green: Clean
Red: Dirty
: Pending to check

Grey: Uncover

M LEEQ R ANAﬁ"l’ARA

HOTELS - RESORTS -5PAS

{ Legend

&8 Fiter unassigned rooms

fj Filter dirty rooms

&8 Fitter do not disturb rooms

G Filter rooms 1o check by supervisor
® Filter uncovered rooms

£) Filter clean rcoms

{] Linen change needed

(&, Remarks

Blue: Do not disturb

AVANI

[
lovana  LOAKS
A cleimnn

Y Room with VIP reservation

g

Room with special tasks

Reservation with extra bed

Reservationwith crib

= Retumned

Items collected

* items requested

v

L

HaTELS

NH COLLECTION

Complete

Pending

nhow

HOTELS

TIVOL

__

Housekeeping Mobility App Vide

Housekeeping Mobility Manual

Manual Housekeeping Mobility

Housekeeping Mobility APP
(Spanish training call)

JIRA NH Service Desk
Housekeeping Mobility User Guid|
Housekeeping Mobility APP (italia)
training call)

Housekeeping Mobility App
(English Training call}

Rooms, Housekeeping,
Mobility, videa

» HOTEL_OPERATIONS_FRONT_CFFICE

» IN_HOUSE_MAMAGEMENT * HOTEL SERVICE MAMUAL

Rooms, Housekeeping,
Mobility

» HOTEL_OPERATIONS_FRONT_OFFICE

* IN_HOUSE_MAMAGEMENT * MANUAL & GUIDE

Rooms, Housekeeping,
Mobility

* HOTEL_OPERATIONS_FRONT_OFFICE

» IN_HOUSE_MAMAGEMENT > MANUAL & GUIDE

Housekeseping, Mobility, » HOTEL_OPERATIONS_FRONT_OFFICE

call * IN_HOUSE_MAMAGEMENT > MANUAL & GUIDE

JIRA, Mobility,
Housekeeping

* HOTEL_OPERATIONS_FRONT_CFFICE

* IN_HOUSE_MAMAGEMENT * MANUAL & GUIDE

Housekeeping, Mobility, + HOTEL_OFERATIONS_FRONT_OFFICE

call » IN_HOUSE_MAMAGEMENT > MANUAL & GUIDE

Housekeseping, Mobility, » HOTEL_OPERATIONS_FRONT_OFFICE
call + IN_HOUSE_MAMAGEMENT * MANUAL & GUIDE

s
[~

English

English

Spanish

Spanish

English

Italian

English


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

MINOR | Maintenance
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Maintenance

Open case

~ [ MAINTEMANCE

Create maintenance reqguest

: @ Case fype M TP .2 change history
.
- Ifa Madify case ESZZ.CIUZA MH Ciudad de Zaragoza *** 01.01.15
+ 2 Close case _
* [0 Mass management of blocks Room LI =)
* [ Information systemns
Maintenance Status |Reported
Reservation 153033
[Eszz.cmzp. NH Ciudad de Zaragoza *** | Maintenance info |
Maintenance type 100 ACS installatie Priority [Medium -|
| Maintenance area | | Fault description [
(®)Room The WC doesnt work well, the button is block.
) Lounge There are not control remote tv
) Zone
Room removed of the hotel sales.
\ | Blocking data | Maintenance request owner
[ Blocked Block/Qut of service start date 01.01.2015 Maintenance owner
[+] Out of service Block/Qut of service Start time 17:04:02 Department
Avallibility Start date 02.01.201%5
Room out of service (check-in e P SEERILE e
Status after blocking period Drirty - ¥

not allowed) but remains in

the hotel sales.
Created by

MINOR

HOTELS
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4
elewrnna

NH COLLECTION
HaTELS

EO00O0103792 01.01.2015 17:04:02

nhow  TIVOLI



Maintenance

Modify / Close case

> = MAINTEMANCE
* @ Case type
U @ Open Ccase
« 2 Modify case
+ 1) Close case
* [ Mass management of blocks
* [ Information systems

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

MINOR

AiA
HOTELS sl

AVANI

Close maintenance reguest

ir TF 4 Change history

111111

FR31.TOUAI MH Toulouse Airport *+** 01.10.18
EreTYrrTaE|
Fault ID code 1074891
Incident status |1n process -|
Room 216 | & Reservation 0
| Maintenace record
Incident type 0g3 TELERHOME Priority -
| Fault description
test
| Blocking data | Maintenace request owner
) T 11 anial : |
[ |Blocked Block/Out of service start date 01.10.2018|| Maintenace owner TEST
[v] Qut of service Block/Out of service Start time 16:31:47 Department MTH
@ ; I Avaibiity Start date 02.10.2018]]
1 Avaliabilty Start Time l1g:31:47 |
Status after blocking period [ Clean |
I—I—TI
[ |checked by guest Closing resp. I_FRAN )
Created by HFRTOUAIRE.. 01.10.2018 16:31:47 Update by HFRTOUAIRE.. 01.10.2018 16:35:29
&
elorrana oars TH  mcouecron mhow  TIVOLI
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Night Audit process
= 10 NIGHT AUDIT A

~ 2 Night: audit
) /CCSHT/NA_AUDITORIA - Night aud. process MANDATORY: Perform a pre-night audit at least once during the afternoon.

Program is running out of the pre-established range of hours
5till Expected Arrivals NOT CHECEED-IN

Some Ewvents NOT CHECKED-IN (See REPORTS —> EVENTS NOT CHECKED-IN)
5till Cash points NOT CLOSED in the hotel

Beservations in Check-out not wyet billed (Check REPORTS -> DEPARTURES NOT BILLED)
Cancel/no show reservations not yet billed (Check REPORTS -> Cancel with charges) 153969

The following errors could impede night audic: f

Only informative

E"[Beports Spa Reports  Information  Actions  System  Help

§ Expect. Departures Shift+F1 @O DHNBR oTmoD |E @

Check-Out Shift+F2

Modify Stay Shift+F4

Expected Arrivals Shift+F5

Modify Reservation Shift+F&
— Cash points Reports Shift+F7
ES Cancel Invoices Shift+F8
= Charge Invoices Shift+F9
51 Bils not paid

Manual Invaoices
- Concluded W/o errors

Missing in reservation
Departures not biled Concluded W/o errors
Events not checked-in Concluded W/o errors
Events not checked-out

Cancel with charges Concluded W/o errors

| LINEAS GR

Attached File: TMS4H_Night Audit Notifications Management. pdf

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

HOTELS HOTELS -RESORTS-SPAS osabhean o cosmon— HOTELS HOTELS

A 3 &
MINOR anantana  AVANL s oarxs TH  nmcouecron mhow  TIVOLI


https://nhorganization.nh-hotels.com/content/night-audit-notifications-management
https://nhorganization.nh-hotels.com/content/night-audit-notifications-management

Night Audit Process

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:

[ Menu Edit Favorites  Extras System | Help

@ | v | « Create Session Ctrl+N NEY @
Eng Session 1) Only one session open.
SAP EFasy Access Menu fc User Profie 3 Hold Data
RE T (il v e o b|  SetData 2) Go to System => User profile > Own data (SU3)
Utilities » Delete Data
v [ Favorites List » Own Data
~ [= SAP Menu Services for Object Expand Favorites . .
» I Ciddtire I . Maintain User Profile
=& Password
3) Parameters tab User E00000022126
Changed By [Ecnooonzzize) 26.02.2018] 1423851

4) Parameter ID = /CCSHT/XHOTEL_ID

Address | Defaults /Paaneters ]

Status

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

Don’t modify the rest of the parameters! Q@ EEREEL SEE
Parameters
B | Set/Get parameter ID Parameter value
[T OS e AT T
JCCSHT/XHOTEL_ID ESMD.CIBEL
] LLW A1
What should you do if you don’t find the solution? ol "
ALLNH INCIDENCES MANAGEMENT PROCEDURE
NP

&S

A“'A [ ﬁ% 3]
anantana AVANL oo oars TH  mcouecron mhow  TIVOLI
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https://nhorganization.nh-hotels.com/content/incidences-management-procedure

MINOR | Information Systems
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Information systems

¥ [# TMSforHotels
» £ JCCSHT/ENTRA_HOTEL - Change hotel
» (1 CRM FRONT-OFFICE The information systems in TMS forHotels contain all the available reports of the
» A LOYALTY tool.

» [T RESERVATIONS
~ = FRONT-OFFICE
» [[7) Check-in
» 71 Front-Office
» [[7) Check-out
* [ Information systems
» LOATILLS
» T7ICURRENCY EXCHANGE
or_Ej BILLING =
» HOUSEKEEPING
» 77 MAINTENANCE
» [CTINIGHT AUDIT
~ = FaB
« 172 /CCSHT/POS_TBOOKINGS - Book Tables
« (7 JCCSHT/POS_ALV_BOOKS - Planning book tables
* £ /CCSHT/POS - TMSforPOS
« (72 /CCSHT/MM_MAT_REQU - New Articles Request

»
| » [T Information systems

» " IHEALTH SPA

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

» [TIREVENUE
» [ SALES
» 71 CUSTOMIZING At the end of TMS menu, there is a general folder called “information
» [7) EMERGENCY REPORTS systems” with all of them.
{ TSI INFORMATION SYSTEMS <
MINOR

A © & /
anantara  AVAND e g@axs  TH  nicouecron mhow  TIVOLI .
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Information systems

Reservations Pick-Up

* [= RESERVATIOMS
v [ Individuals
* [ Groups / Events
* [ Mass changes to several reservations
* = Inforrmation systems

K
k

*

*

*

*

*

*

*

*

*

*

*

*

*

*

*

*

[0 Events

3 Reporting Quotation T
2 /CCSHT/RS_06_03 - Hi
) JCCSHT/RS_06_04 - O
) JCCSHT/RS_06_011_A
) ZEY_RS_06_011_ALV
() JCCSHT/RS_06_014_A
) JCCSHT/RS_06_06 - B
7 /CCSHT/RS_06_45 - Gi
) JCCSHT/GR_CONT_OC
() JCCSHT/RS_06_35_AL
) JCCSHT/RS_06_60_AL
&) /CCSHT/RS_DEPOSITC
2 JCCSHT/RS_06_70 - B
) JCCSHT/FOR19 - Reser
) JCCSHT/RS_06_013 -
7 /CCSHT/RS_06_42 - O
Y /CCSHT/RS_06_34 - Re
) /CCSHT/RS_CD_RESER

MINOR

HOTELS

Reservation Pick-up

Reservations created, cancelled and modified in a given date.

ESMA.MALAG NH Malaga ****

Modified from 22. November 2018
until 22. November 2018

New  Modify Cancellations
Rooms STDDBL Standard Double 1] 28 0
STMNDBEL Standard New Style Double 1 0 1
Total Rooms 1 23 1
GUEST AD Adult 1 29 1
Ju Junior 0 0 0
CH Child 0 0 0
BB Baby 0 0 0
Tot. guest 1 29 1
EQOO00050726 - 22. November 2018 - 18:50:41
S [ EFREIFL ELCs L (Sl J& J=EL) () (G
E_S'rtuation ‘_Arr'r'.ral date Reservation Reserv.status Main Client Mights |Rooms | Departure AD u CH BB Room Type Room Meal |Rate Man_
CAMCELLATIONS |[29.11.2018 50455154 Cancelled TRAVELTING 2009 5LU 2 1 01.12.2018 1 ] 0 0 STHDBL BB FLEXBB 0,00
MODIFY 29.11.2018 50947108 Confirmed CYEX VIAJES S5A 3 25 02.12.2018 25 i] 0 0 STDDBL BB BGR_MC_XL 0,00
29.11.2018 50947109 Confirmed CYEX VIAJES S5A 3 1 02.12.2018 2 i] 0 0 STDDBL BB BGR_MC_XL 0,00
29.11.2018 61636829 Confirmed HALCOM VIAJES 3 1 02.12.2018 1 i] 0 0 STDDBL BB BGR_RO_S 0,00
29.11.2018 61636900 Confirmed HALCOM VIAJES 3 1 02.12.2018 1 i] 0 0 STDDBL BB BGR_RO_S 0,00
MEWW 29.11.2018 61623033 Confirmed AVORIS RETAIL DIVISI 1 1 30.11.2018 1 i] 0 0 STHNDBL BB OCR_15-22_ 0,00
, € & .
anantara  AVANL  fsina oars TH  mcouecron mhow  TIVOLI



Information systems

Reservations = Information systems = Expected arrivals extended
ZET_RS_06_11_ALV_EX Expected Arrivals Extended &
- T ————
* 5 RESERVATIONS Hotel 5D EOROB) I
Booking File to
v (3 Individuals i TONTRTIT
» [ Groups / Events o P—
i Until 159.12.2021
» [ Mass changes to several reservations | ,
_ Voucher
* [= Information systems L M ]
Main client to
' D Events Room type to E’l
v [ Reporting Quotation Tool CRS SRR w |
« () /CCSHT/RS_06_03 - Hotel General occupancy S e R e || B
+ i) ZEY_ROOMS_AVALL - Rate and Rooms Avaiabity Rooms 1 w [
» ) ZEY_FROOMS_AVAILABIL - Function Rooms Amlabllrt'_f (Multhotel) Arrival time 00:00:00 to  [o0:00:00
£ el b o o Currency [= Layout: Choose x
Segment
Channel | |Layout Layout description = % R ="
|
Travel Reason | |
) |
Booking status} o | o
. o | o
We recommend to use the different e |

layouts defined for each department. ® i

() Confirmed

| vHEFRREEx |

1
Layout | |

A " &
MINOR anantara AVANL 45w oaxs TH  nicouccron mhow TNV OLI
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Information systems

House Status

+ =1 FRONT-OFFICE
» (3 check-n
» [J Front-Office
» [J Check-out
~ &3 Information systems
22 JCCSHT/RC_HS - House status)

- 2 JCCSHT/RC_POLICE_CHO - Police record of In-House
e T - - i

Hotel Status:

Past — Present — Future

MINOR
HOTELS ANANTARA

HOTELS - RESORTS -5PAS

AVANI

Hotel & Rearts

NH Toulouse Airport - HOUSE STATUS

43 Occupancy Room Occupancy  Event weekly planning  Owerb.

, &
elewrnna

Date: (®)Met Prod. () Finance Prod. () Gross Prod Room Total: | 148 Blocked: ’—g' Available: EER
[ Price w Taxes Inventory: ["142] out of serv: ’—g' Avaiability allot. o

[ Bxtsty/chiun. ﬂ/"ﬂ'ﬂ..
Expected checkins:
Depart. Expected: Room G]’.‘p. T GUEST 2D Ju cH BB VIP
Checked out:
At Expected: walk ins: . = o ol ol ol
E::ec:tj:dms.mys: Cancelations: I E" 0 I u] I i I i I a [ 0 Il a Il 0 l
Checked out Unexpect: ND ShDW: I U" |:| " |:|I U" |:| " D" U" |:| " |:|I
Checkout postponed: . | ol 2l I ol al ol ol
Ty s Free/Price 0: 2 0 2 5 4 i 1 0 ]
Check ins en espera of o o 0 Upgrad.room/board | 1|| |:|" 1| 2|| 2" I:I" U" |:|" |:|I

Groups -~ Al | Individuals | Room diff. to type: I E" 14 | 24' ?3" 71 | |:|II 4" i} | |:|I

Offer | |:III I:I" EII |:III I:I" I:I" |:III I:I" EII
Room -

NN — taye: Option : | o ol o Al )
% Occupancy: 33,78 % Occupa . . | _" 1l | 1l 1l [ 1l 1l |
%%0ccup.+Blck: 33,78 %%0ccup.+ ChECk-In Drlllrlﬂ: 0 0 0 0 0 0 0 0 0
%0ccup. Max.: 33,78 %0ccup. N checkin online E){ptd: | |:|" 0 Il UI |:|" 0 Il |:|" |:|" a Il [II
%% 0ccup+B Max: 'm‘ %%Occup+H
ADR: ' 75,45 | ADR Pax
ADR +MealP | 78,80 | ADR Pax+M.PI | 70,35 |
RevPAR: [ 25,49 | RevPAB: [ 12,75 | curr: EUR

.................. mcoecron  Mhow  TIVOLI

HOTELS.




Information systems

In-House Guests or Occupied Rooms

~ = FRONT-OFFICE Housed guests
» 77 Check-in
» [ Front-Office (s
» [7] Check-out
~ [ Information systems ESZZ.CIUZA NH Ciudad de Zaragoza ***
« ) JCCSHT/RC_HS - House status
* €2 /CCSHT/RC_POLICE_CHO - Police record of In-House guests -
« () ZEY_TR_FICHA_POLICIA - Police Record - Tablets in Reception Hotel I__ |7 to =
* €2 /CCSHT/RS_06_26 - Room Rack Guest | lta | [ =
+ () /CCSHT/RS_06_26_D - Dally Room Rack —
« ) JCCSHT/RS_06_26_DALV - Room rack by floors Departure date to 4
+ [ /CCSHT/RS_06_25 - Available Rooms Arrival date to
« () JCCSHT/RC 004 ALV - Arrivals book ALV :
Date in house to
7 ZEY_RC_SI_001_ALV - In-house guests or occupied rooms ALV (extended —
. ) JCCRHTIRE 06 ALY - ; - y . ’ Main Customer to i
. Q JCCSHT/RS_06_30 - Messages for Guest Room to =
« (7 /CCSHT/RC_SI_031_ALV - F&B Services Forecast |—| 1
+ ) /CCSHT/RS_06_012 - Meal plans revenue forecast CRS fo E
T s e = e - Group | |t0 | | =
Reservation Type to ﬂ
Room type
Hired to
Occupied to
Upgrade [ ] o [ ]
Records to show
. (®) Guests
Checkbox activate by default. .
a0me
Please deactivate it you want to display ¥10nly in checkdn
past or future dates in the report. Only types of guest occupying

MINOR

HOTELS

A . e .
anantara  AVAND e g@axs  TH  nicouecron mhow  TIVOLI
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Information systems

In-House Guests or Occupied Rooms

Housed guests

RNe2TP 8% @@ DHTHT R lay B 3 g [

Room |Hotel name | Ocup.roo_ Hired room Guest

STNDBLT
STNDBLT
STNDBLT
STNDBLT
STNDBLT
STNDBLK
STNDBLT
STNDBLT
STNDBLT
STNDBLT
STNDBLT
STNDBLT
STNDBLK
STNDBLT
STNDBLT
STNDBLK
STNDBLT
STNDBLT
STNDBLT
STNDBLT
STNDBLT
STNDBLT
STNDBLT
STNDBLT
STNDBRK
STNDBRT
STHMRRRT

STNDBL
STHNDBL
STNDBL
STNDBL
STNDBL
STNDBL
STNDBL
STNDBL
STNDBL
STNDBL
STHNDBL
STNDBL
STHNDBL
STNDBL
STHNDBL
STNDBL
STHNDBL
STNDBL
STHNDBL
STNDBL
STHNDBL
STNDBL
STHNDBL
STNDBL
STHNDBL
STHNDBL
STHRRI

Hotels:ESMA.MALAG NH Malaga ===
EQO000050726 - 22, November 2018 - 18:39:32

F

Hotel

L : N

ESMA.MALAG 002 NH Malaga
ESMA.MALAG 003 NH Malaga
ESMA.MALAG 004 NH Malaga
ESMA.MALAG 006  NH Malaga
ESMA.MALAG 007 NH Malaga
ESMA.MALAG 008 NH Malaga
ESMA.MALAG 009 NH Malaga
ESMA.MALAG 010 NH Malaga
ESMA.MALAG 012 NH Milaga
ESMA.MALAG 013 NH Malaga
ESMA.MALAG NH Mdlaga
ESMA.MALAG 015  NH Malaga
ESMA.MALAG 018  NH Malaga
ESMA.MALAG 017 NH Malaga
ESMA.MALAG 018  NH Malaga
ESMA.MALAG 021 NH Malaga
ESMA.MALAG 022  NH Malaga
ESMA.MALAG 023 NH Malaga
ESMA.MALAG 025  NH Malaga
ESMA.MALAG NH Malaga
ESMA.MALAG 026  NH Malaga
ESMA.MALAG 027 NH Malaga
ESMA.MALAG 028 NH Malaga
ESMA.MALAG 029 NH Malaga
ESMA.MALAG 031 NH Malaga
ESMA.MALAG 032 NH Malaga
FSMA MAI AG 13T NH Miknaz

MINOR

HOTELS

ANANTARA
G o x

AVANI

Hotel & Rearts

ROBLES.__
PITARC..
MUNOZ._
GERONI .
TALENS._
PEFIARR, .

VILLAL

PEREZ

SOPER

MEHAM,

BARAN

DUART,

CAMBR._
ERRAN
ROCHE
PEIRO _

Diaz Al

RUZ L

FEDERL ..

SCHUT
ALONS

FERMAN
ARCE A
CALLE]

JAQUES
FERMAN_

RARCTA

[

eewana

HOTELS.

Guest Co__ | Category |Card  Main guest Arrival Dep.Date Booki A Icon Main Customear Main clien Contract Rate

; EOAMET 2L IL.2018 Il 20Is elan. VIAJES ECLURTE MGLE, opdimenm e par e
0042157 Spanish  21.11.2018 24.11.2018 6134 VIAJES EL CORTE INGLE  Spanish BGR_MC_M
0041113 Spanish 21.11.2018 24.11.2018 6134 VIAJES EL CORTE INGLE . Spanish BGR_MC_M
0021630 Spanish  21.11.2018 24.11.2018 6134 VIAJES EL CORTE INGLE  Spanish BGR_MC_M

21.11.2018 24.11.2018 6134 VIAJES EL CORTE INGLE . Spanish BGR_MC_M

0014199 Spanish  21.11.2018 24.11.2018 6134 VIAJES EL CORTE INGLE  Spanish BGR_MC_M
Q004788 Spanish 21.11.2018 23.11.2018 6134 VIAJES EL CORTE INGLE . Spanish BGR_MC_M
0005001 BLUE 5001 Spanish  21.11.2018 23.11.2018 6134 VIAJES EL CORTE INGLE  Spanish BGR_MC_M
0057215 Spanish 22.11.2018 23.11.2018 6134 VIAJES EL CORTE INGLE . Spanish BGR_MC_M
Q057217 Spanish 22.11.2018 23.11.2018 6085 KEYTEL SA Spanish KEYTELSA  FLEXBB
0043672 Spanish 21.11.2018 24.11.2018 6138 BOOKING.COM B.V. Dutch BOOKING MH_OPEMING
0041669  BLUE 4166, Spanish 21.11.2018 24.11.2018 6138 BOOKING.COM B.V. Dutch BOOKING MH_OPEMING
0020413 Spanish 21.11.2018 24.11.2018 6134 VIAJES EL CORTE INGLE . Spanish BGR_MC_M
0018293 . BLUE 1829 Spanish 22.11.2018 23.11.2018 6134 VIAJES EL CORTE INGLE_ Spanish BGR_MC_M
0057216 Spanish 22.11.2018 23.11.2018 6134 VIAJES EL CORTE INGLE . Spanish BGR_MC_M
0046117 Spanish 21.11.2018 24.11.2018 6134 VIAJES EL CORTE INGLE_ Spanish BGR_MC_M
0008588 BLUE 8588 Spanish  22.11.201823.11.2018 6134 VIAJES EL CORTE INGLE _ Spanish BGR_MC_M
0042675 . BLUE 4267 Spanish 21.11.2018 24.11.2018 6134 VIAJES EL CORTE INGLE_ Spanish BGR_MC_M
0057207 Spanish  21.11.2018 24.11.2018 6134 VIAJES EL CORTE INGLE  Spanish BGR_MC_M
Q057153 German 16.11.2018 23.11.2018 5930 HOTELBEDS PRODUCT . Spanish HOTELBEDS BAR
0057153 German  16.11.2018 23.11.2018 5930 HOTELBEDS PRODUCT _ Spanish HOTELBEDS BAR
Q054775 Spanish 21.11.2018 24.11.2018 6134 VIAJES EL CORTE INGLE . Spanish BGR_MC_M
0019323 Spanish  21.11.2018 24.11.2018 6134 VIAJES EL CORTE INGLE  Spanish BGR_MC_M
Q015664 Spanish 21.11.2018 23.11.2018 6134 VIAJES EL CORTE INGLE . Spanish BGR_MC_M
0041335  BLUE 4133 Spanish  21.11.2018 24.11.2018 6134 VIAJES EL CORTE INGLE  Spanish BGR_MC_M
Q025847 Spanish 21.11.2018 24.11.2018 6134 VIAJES EL CORTE INGLE . Spanish BGR_MC_M
0016743 BLUE 1674 Spanish  21.11.2018 24.11.2018 6134 VIAJES EL CORTE INGLE  Spanish BGR_MC_M
AN1AT4S  RIIIF 1A74  Snanich 71 11 201A 24 11 2N1R A134 VTATFS FI CORTE TNGIF  Snanich RGR MC M

eaxs TH nhow  TIVOLI
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Information systems

Room Rack

~ == FRONT-OFFICE
» [ Check-in
» (7 Front-Office
» [ 71 Check-
-Elcnf?,km:::,n systanis Have a look into the three different “Room Racks” available in the system.
» ) JCCSHT/RC_HS - House status
» ) JCCSHT/RC_POLICE_CHO - Police record of In-House guests
- , e erord - Tablets in Reception

X AR Y ESMA.MALAG. Room Rack.
. - - - a - - P ack
~ TS M Current date 4 Previous period P Next period  [Z From 43| Refresh 2 Checkin Check-out [ [ilinc. Show
« [7) /CCSHT/RS_06_26 DALV - Room rack by floors
» ) JCCSHT/RS_06_25 - Available Rooms From Thursday 22 November 2018
. f:‘ JCCSHT/RC_004_ALV - Arrivals book ALV Key: | P-= Booked Tentafive R -> Booked Confirmed  C -> Checked-in [PEESIBIoekedl | F -> Out of service
« [f7 ZEY_RC_SI 001_ALV - In-house guests or occupiedroon
o XN IFreUTIn, AC ALV | aan ibamas mianban: AL/ |@|\:\| ||
Room = Cleaning Room type Room id "‘b\ Thursday 22 Friday 23 Saturday 24 Sunday 25 Monday 26 Tuesday 27
n38 «  STMDBRT CCCCCCCcCcocoece CCCCCCCCCCCcoce
n3g «  STMDBRT CCCCCCCCCCCoe>
o40 «  STHNDBRT CCCCCCCCCCCoce>
041 «  SUNDBRK
042 «#  SUNDBRT
43 «  SUNDBRT CCCCCCCCCococce CCCCCCCCCCCoe
044 «  SUNDBRK <RRRRRRRRRRRRR >
101 «  STDDBLQ < CCCCCCCCCCCCC> <RRRRRRRERRRRRR RRRRRRRRRRRRRR:=
102 w  STDDBLT <CCCCCCCCCCCCCs ~
103 «  SUPDBLT <RRRRRRRERRRRRR ~ 1  RRRRRRRRRRRRRRR ~ (  RRRRRRRRRRRRRR= ~: |
104 «  STDDBLT <CCCCCCCCCCCCCs ~ <RRRRRRRRRRRRR= ~
105 w  SUPDBLK CCCCCCCCCCCOCes ~
106 «  STDDBLT < CCCCCCCCCCCCC <RRRRRRRRRRRRR= ~
107 «  STEDBLK <RRRRRRRRRRRRR= ~
108 "  STDDBLK < CCCCCCCCCCCCCs ~ <RRRRRRRRRRRRR= ~
109 «  STDDBLK < CCCCCCCCCCCCC <RRRRRRRRRRRRR= ~
110 «  STDDBLT <CCCCCCCCCCCCCs ~ <RRRRRRRRRRRRR= ~
111 «"  STDDBLT <CCCCCCCCCCCCC> ~
112 4 STDDBLT CCCCCCCCCCCCCC ne i

HOTELS HOTELS - RESORTS -STAS W gRets o connon— HaTELS

A 0 &
MINOR anantana AVANL 25 @ars TH  nicouecron nhow  TIVOLI



Information systems

Till Operations

~ 2 BILLING Till Movements (Single identifier)
» [ Billing
» (771 Post charges @ &
» [ Folios
» [ Invoice comection ESZZ.CIUZA NH Ciudad de Zaragoza **=*
» [0 Specifications by country
¥ [ Information systems —
+ () JCCSHT/R_FC_SI_01 - Till operations Base currency (= to
« £ JCCSHT/FC_SI_06 - Till movements by date Amount ' to
+ £ ZEY_FC_SI_07_ALV - Invoices Report Operation's currency to
* €2 JCCSHT/R_FC_SI_04 - Departures not billed Amount | o
» ) JCCSHT/FC_SI1_078 - Unpaid invoices report T T
. (IEJ JCCSHT/R_NA_SI_04 - Cancel/no-show with pending charges Reservation identifier to
» ) /CCSHT/CE_PPAGOS_ALV - Operations made with payment gateway Movement's type B to
« 67 7EY R FC ST 05 - Charaes hv raservation Operation type M to
User to
Till Identifier to
Client Mo. to
Payment method's code to
Device Id to
Invoice number to
“Balance date” correspond to the system date — | | -
. . . . nce date o
(taking into account the night audit date). R ——— T o
. . Folio [ ] to
“Operation date” is the real date. Operation's order number 1 o
Card nurmber | 'to
Gateway client reference | 'to

HOTELS HOTE!

A " & -
MINOR ANANTARA AVANI  fosone  cBAKS MH couecton  mhow  TIVOLI .




Information systems

Till Movements (Single identifier)

KR =

TP E%@@T@ﬁthl@ ﬂLIIiI

Till Operations

HOTELS

HOTELS Rl

Hotel & Rearts

HOTELS. [

ESMA.MALAG NH Malaga ****
User ECOOD0050726
Hotel date 22.11.18 [ 19:00
L Till Identifier | Hotel date |Or_ [“Order | O|Description | Invoice Id Reservation E Arnount | Curre  Mov. date Move.time Pay.m __ |Gateway ref. in  Card number M| User F. | Title il
) 1T 21,09 EOR ZZLIT U8 TS5 LASH I HESMA 3
RECEPTION 22.11.2018 a2 97580 8 Invoice pay_ S045005306 61616191 4,30 EUR 22.11.2018 11:35:44 WISA 000107415208 415007x0c000c9830 0 HESMA 1 000000
RECEPTIOM 22.11.2018 a3 97581 8 Invoice pay 4045105732 59620642 138,49 EUR 22.11.2018 11:37:19 WISA 000107415258 415007x00om80922 0 HESMA . 1 002613
RECEPTIOM 22.11.2018 a4 97582 8 Invoice pay  S045005307 61618540 1,40 EUR 22.11.2018 12:08:35 CASH 0 HESMA 1 000000:
RECEPTIOM 22.11.2018 as 97583 8 Invoice pay_  S045005308 61618623 2,80 EUR 22.11.2018 12:10:45 CASH 0 HESMA 1 000000:
RECEPTION 22.11.2018 96 97584 8 Invoice pay 4045105733 61618856 129,00 EUR 22.11.2018 12:18:10 MC 000107415729 520991x;ccnocll122 0 HESMA 1 0057164
RECEPTIOM 22.11.2018 a7 97585 8 Invoice pay 4045105735 57594059 101,40 EUR 22.11.2018 12:39:43 WISA 000107415917  445198xo0ox2025 0 HESMA . 1 002752:
RECEPTIOM 22.11.2018 ag 97586 8 Invoice pay 4045105727 44871371 745,00- EUR 22.11.2018 12:42:48 CASH 1 HESMA & 1
RECEPTION 22.11.2018 a9 97587 8 Invoice pay 4045105693 60620201 24,99- EUR 22.11.2018 13:15:23 VWISA 1 HESMA 1 005720«
RECEPTIOM 22.11.2018 100 97588 8 Invoice pay 4045808495 60620201 24,99 EUR 22.11.2018 13:15:23 WISA 0 HESMA 1 220058:
RECEPTIOM 22.11.2018 101 97589 8 Invoice pay 4045105738 61556223 86,70 EUR 22.11.2018 13:20:29 MC 000107416337  548901xooox@407 0 HESMA 2 2200570
RECEPTIOM 22.11.2018 102 97590 8 Invoice pay_  S045005309 61624799 4,00 EUR 22.11.2018 13:45:53 CASH 0 HESMA 1 000000:
RECEPTION 22.11.2018 103 97591 8 Invoice pay  S045003310 61625735 7,90 EUR 22.11.2018 14:03:56 CASH 0 HESMA 1 000000
RECEPTIOM 22.11.2018 104 97592 8 Invoice pay 4045105739 60990278 100,20 EUR 22.11.2018 15:46:46 AMEX 000107417615 379372xo0o1007 0 HESMA 1 005718¢
RECEPTIOM 22.11.2018 105 97593 8 Invoice pay  S045005311 61634035 12,30 EUR 22.11.2018 16:11:11 CASH 0 HESMA 1 000000:
RECEPTION 22.11.2018 106 97594 8 Invoice pay  S045005311 61634035 12,30- EUR 22.11.2018 16:17:33 (CASH 1 HESMA 1 000000
RECEPTIOM 22.11.2018 107 97595 8 Invoice pay 4045808497 61634035 12,30 EUR 22.11.2018 16:20:35 CASH 0 HESMA 1 1017970
RECEPTIOM 22.11.2018 108 97596 8 Invoice pay  S045005313 61636697 2,00 EUR 22.11.2018 16:45:536 MC 000107418199  553422xo0omd732 0 HESMA . 1 000000
RECEPTIOM 22.11.2018 109 97597 8 Invoice pay 4045105744 615592035 536,40 EUR 22.11.2018 16:55:19 WISA 000107418390 466270xo0ox3020 0 HESMA 3 100782(
RECEPTION 22.11.2018 110 97598 8 Invoice pay  S045005314 61636697 14,70 EUR 22.11.2018 16:55:59 CASH 0 HESMA 1 000000
RECEPTIOM 22.11.2018 111 97599 8 Invoice pay . S045005315 61636697 15,00 EUR 22.11.2018 16:56:43 CASH 0 HESMA 1 000000:
RECEPTIOM 22.11.2018 112 97600 8 Invoice pay 4045105745 61432658 12,50 EUR 22.11.2018 17:09:13 MC 000107418535 548901xcoon/707 0 HESMA 1 004971¢
RECEPTION 22.11.2018 113 97601 8 Invoice pay  S045005316 61639183 9,99 EUR 22.11.2018 17:28:40 (CASH 0 HESMA 1 000000
RECEPTIOM 22.11.2018 114 97602 8 Invoice pay 4045105746 60319090 16,90 EUR 22.11.2018 18:43:55 CASH 0 HESMA 1 200493
RECEPTIOM 22.11.2018 115 97603 8 Invoice pay 4045105749 61558615 24,49 EUR 22.11.2018 18:57:40 CASH 0 HESMA 1 002701:
= 12.058,35 EUR
MINOR ANANTARA AVANI lona oaxks TNH  nicolecron nhm:u TIVOLI



Information systems

Housekeeping Status

* =9 HOUSEKEEPING

[ staff

(3 Floor management
[T Minibars

(7 Lost & Found

1 Information systemns

- JCCSHT/RC_HS - House Status
- B2 JCCSHT/RS_06_014_ ALY - VIP arrivals
- [ /CCSHT/RS_06_03 - Hotel General occupancy
+ 12 /CCSHT/RS_06_25 - Rooms available by type

- JCCSHT/RS_06_68 - Empty Rooms Report
* @ JCCSHT/RS_06_26 - Room Rack

- I JCCSHT/RS_06_26_D - Daily Room Rack

- @ ,."CCSHT,."RS_DE_EE_DAI ESMA.MALAG. HouseKeeping Status
- [ JCCSHT/RC_SI_001_AL
« [ JCCSHT/RC_SI_002_AL
- [ [CCSHT/RC_06_ALV - L
- F2 [CCSHT/RC_ACCION - &
- [ JCCSHT/LISTADO_COM
« [ JCCSHT/RS_LIST_CMBH
- [ /CCSHT/RS_CMBHA_PR
- B2 JCCSHT/R_HK_SI 08 -

Date: 22/11/2018

Rooms: *

Total rooms: 376

- T2 JCCSHT/HK_STATUS -

« I JCCSHT/HK_SI 12 - Ho
- 2 JCCSHT/HK_SI 17 - 5
- 2 JCCSHT/HK_SI_CIERRE

MINOR

HOTELS

QA EEREEL E L. e = 8

Flo__‘ Roo,  |Room type D Occupancy Status AD

03 302 STDDBL Departure Clean 1|p| 0
303 STDDBL Arrival Clean 2 p o
303 SUFDBL Departure Clean 1| p| 0
304 STDDBLT Free Pendingtocheck 0 P 0
305 SUPDBL Arrival Clean 2/ p| o0
306 STDDBL Departure Clean 1 p 0
307 STEDBLK Free Clean o p o
308 STDDBL Stay Clean 2 p o
309 STDDBLQ Stay Dirty 1 p 0
310 STDDBLQ Stay Dirty 1 p o
311 STDDBLQ Stay Dirty 1|p| 0
312 STDDBLK Departure Clean 1 p 0
313 |(STDDBL Arrival Clean 2/ p| o0

ANANTARA AVANI elobmna DAKS m!:!

0

0
0
0
0
0
0
0
0
0
0
0
0

NH COLLECTION
HaTEL

ESZZ.CIUZA. HouseKeeping Status

&

ESZZ.CIUZA MH Ciudad de Zaragoza ***

Date
Room
Room type
Status

Department type

B | [la] T[S

1) CH BB Arrival day |Departure

18.11.2018 22.11.2018 GREA

22.11.2018 25.11.2018 RAMIR
19.11.2018 22.11.2018 MILLA

22.11.2018 25.11.2018 LYGRE
21.11.2018 22.11.2018 GARCI

21.11.2018 23.11.2018 ADAIR
21.11.2018 24.11.2018 OSWA
21.11.2018 23.11.2018 CLARK .
21.11.2018 23.11.2018 BAKO
21.11.2018 22.11.2018 FLAVI
22.11.2018 25.11.2018 RAMIR

nhow

Guest Group Name

[TVOLI

= Tt
01.01.20159
o =

to
to
to
to

Stay Options

B_BASIC [BEMEFIT]

Rermarks
Approxima
MO DUPLI

1 double ¢

MO DUPLIC

EEEE



Information systems

= J RESERVATIONS Reservation deposit
Deposits/prepayments (3 ndividuals & [
(3 Groups | Events - _
(] Mass changes to several reservations Hote! _F'—J =i
= 3¥ Information systems Booking File o
Reservation ko
[J Events :
(3 Reporting Quotation Tool privel date =
Departure Date ko
w2 JCCSHT/RS_06_03 - Hotel General occupancy N————— =
) /CCSHT/RS_06_04 - Occupancy by room type e to
2 JCCSHT/RS_06_011_AVV - Valued Expected Arrivals ALV Due Date ko
e ZEY_RS5_06_011_ALY - Value expected arrivals and stay opl
@ JCCSHT/RS_06_014_ALV - VIP arrivals Skatus
2 JCCSHT/RS_06_06 - Expected Group Arrivals * Requested deposits
L fCCSHT/RS_06_45 - Groups Rooming List Deposits received
2 JCCSHT/GR_CONT_OCUP - Convention group's reservations Request. and received deposits
) /CCSHT/RS_06_35_ALV - Pending reservations by status Check-out with deposit
+f Dismiss deposits with bill (PFWI)
4 +/ Display bill Mo with deposit ()
Rasarvation deposit
R EeFTP ER @ ODITHThRi HEw [
Hotel - Reservation  Ewent Group § Event Main Clisnt Marne oAl o
[ESSE.CECONj 13195376 EWOO0DSE97  INCENTIVG ZURICH 1009496956 CREATIVANDO 5L Indivichuals
EVOOO05697  INCENTIVG ZURICH 1009496958 CREATIVANDO 5L Groups
E¥O0005697  INCEMTIVG ZURICH 1009496956 CREATIYANDO 5L Events
o 13195376 EUR . 9,000,00
13195367 |EVOOOOS08  SERIME 2000041386 SERIME 06,10,2016 08,10,2016 1 EUR  0&10.2015 484,00
EVOOOOS708  SEBIME 2000041386 SEBIME 06,10,2016 08.10,2016 2 EUR  0.10.2015 968,00
EVOOOOS708  SEBIME 2000041386 SEBIME 06,10,2016 08.10,2016 3 EUR  08.10.2015 968,00
o, 13195387 EUR 0 2.420,00
13195389 EVOOOOSZ10  COMUMION MANUEL ALYAREZ 0044621319 MANLEL F ALYAREZ GOMZALEZ 14.05.2016 14.05.2016 1 EUR  18.03.2016 330,00
o 13195389 EUR . 330,00
13195395  EVOOO0S71S  COMFEREMCIA VAT ACADEMY 2200263789  MDAD SERVICES 30,.03.2016 03.04.2016 3 EUR  22,10.2015 3,302,564
o 13195395 EUR . 3.302,64

: &
MINOR ANANTARA AVANI 4 oaxks TNH  nicowecrion nhow  TIVOLI
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Information systems

Fask list
£

Booking File

Department

Drake 17.03.2016
Booking File Owaner Task,
Center

Center Group

Business Linit
Reseryation

Event

Event sales rep.

Event Venue Rep

Event Hotel Roorns

Event kask owner

Actions

T Tt
ESSE. CECOMN|[[)
Hatel

au]
au]
au]
au]
ko
au]
au]
ko

(u]

(u]

(u]

+ Mon completion tasks
+ Completion tasks

2@ .8 .= |

Rogm Department Room Date
Reception 17.03.2016 5050 N0 cly

Reception 17032016 Zsg

Reception 17.03.2006  Muevo Trace

Reception  SUPDBL  17.03.2016  pls va alojado en habitacion 209 si es posible mankener habitacion va

Reception  SUPDEL 17.03.2016  pls ya alnjado en habitacion 939 si es posible mantener habitacidn v

Reception  SUPDEL 17.03.2016  pls ya alnjado en habitacion 402 si es posible mantener habitacidn v

Reception  SUPDBLT  17.03.2006  INMOICE WEB PREPAY-Holder: NH Collection Sevilla doc MHYHO123 Addr: NH COLLECTION SEVILLA City: SEY

Completion Completed
Pending &

Pending &
Pending &
Pending &
Pending &
Pending &
Pending &

. g :
Task/Action Reports SyFRONT-OFFICE
3 check-in
3 Front-Office
(1 check-out
B &3 Information systems
f% /CCSHT/RC_HS - House status
2 /CCSHT/RC_POLICE_CHO - Police record of In-House guests
oo JCCSHT/RS_06_26 - Room Rack
2 /CCSHT/RS_06_26_D - Daily Room Rack
2 JCCSHT/RS_06_26_DALV - Room rack by floors
2 JCCSHT/RS_06_25 - Avaiable Rooms
2 JCCSHT/RC_004_ALV - Arrivals book ALV
2 JCCSHT/RC_SI_001_ALV - In-house guests or occupied rooms ALV
2 JCCSHT/RC_06_ALV - Loan items inventory ALY
I JCCSHT/RS_06_30 - Messages for Guest
2 JCCSHT/RC_SI_031_ALV - F&B Services Forecast
o] JCCSHT/RS_06_012 - Meal plans revenue forecast
S T i S SNy vations
@ JCCSHT/LISTADO_COMP - Tasks to complete
B~ A ) 8 0 W )3T ) A —
&) &5 R B.
B Comp Section” Reserw’Eve‘ Hotel Status
A EY00005778 ESSE.CECOM  Offer
i) EYD000S809 ESSE.CECON  Tentative
i) EY00008427 ESSE.CECOM  Confirmed
A 0013479968 ESSE.CECOM  Cancelled
AN 0013475969 ESSE.CECOM  Cancelled
A 0013475970 ESSE.CECOM  Cancelled
A 0013568963 ESSE.CECOM  Confirmed
M LOI\TIEE) R anantarna  AVANL oarxs TH  nicouecron

nhow
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Information systems

Emergency Reports

~ = TMSforHotels
» €22 [CCSHT/ENTRA_HOTEL - Change hotel

e Have a look into the following guide!

» 3 LoYaLTY

» T71 RESERVATIONS TMS4H Emergency Reports
¢+ 71 FRONT-OFFICE N

» B3O TILLS ,%

+ 71 CURRENCY EXCHANGE

¢+ [T BILLING

» [ 71 HOUSEKEEPING
v [T MAINTENANCE
» [TINIGHT AUDIT

» [MIres v" This procedure itemizes the various lists that should be
: E:EE:EL;::P“ stored electronically as back-up in the event of an
» T SALES unanticipated system failure.

» 71 CUSTOMIZING

~ [ EMERGENCY REPORTS v" They are generated automatically three times a day.

- (1) ZEY_DIGI_EMER_USER - Emergency Reports Execution

L

* (£ ZEY_RC_SI_001_ALV - In-house guests or occupied rooms ALV (extended) v" If you need generate them out of these schedules, click

: g;g";ﬁ-?i’;f 'mpaa‘“m““dm‘:':“hl by room the first transaction “Emergency Report Execution”
« (7 JCCSHT/HK_STATUS - Housekeeping Status and all of them will be download automatically.

« (7 JCCSHT/FC_SI_06 - Till movements by date

- ZEY_TMS_EVENT_REPORT - Events report

[ E—

MINOR

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

Information systems

Revenue Report

¥ == INFORMATION SYSTEMS Revenue Report
¥ == Management reports o
» [77] Operational Management

~ [ Financial Management Selection Criteria
* £ /CCSHT/NA_024 R - Management Report Revenue date [o1n1z01s | to [nan1z015 |
« (2 ZCRM_DISPLAY_CREDIT - Display Customer Credit
» 22 ZNH_P_L - NH Profit & Lost >
» 72 ZNH_PL_LC - NH Profit &Lost in LC Met Revenue
- -7 JCCSHT/REVENUE_REP - Revenue report () Gross revenue Total Revenue before deductions
» 22 JCCSHT/AGING_CLI - Customer Aging (=) Financial revenue Sross Revenue - Discounts
« 2 FBLSN - Customer Line Items ()Met revenue jross Revenue - Discounts - Comissions

« 22 FBL3N - G/L Account Line Items

Revenue Report
S & F ¥ &JEE

<% [ T G In | BE<E &

|»

Revenue Report - Financial revenue

Financial Net Gross Description
ADR 347,5 347,5 347.8 Room Revenue / Occupied Rooms
REVPAR 81,44 81,44 81,53 Room Revenue / Total Hotel Rooms
REVPAB 44,03 44,03 44 08 Room Revenue / Total Hotel Beds
Occupatio = 23,44 % Only confirmated
Maxima Occupation = 23,44 % Confirmated + Tentative )
Number of rooms = 256
Number of beds = 464
EQ0000035655 - 29. January 2016 - 23:18:06
Room Concept ROOMS T
Revernue Date 20150101 - 20150104 ﬂ
[ Than coae 10 Concepf T Res.Quant. | Occu.Rooms | Mum.Charg. | Pax Quant.  Discount | Commission Deduction ADR | Price*PAX | Ave.Chr.Pr = Pr.Gr.wW.De E Finan.ren. | MNet revenue GfL'H
ROOMS LOUT Latle Check-out 1 ] 1 0 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 70000 -
ROOM MNof-Guest Biling i} i} 42 0 0,00 0,00 0,00 0,00 0,00 418,40 17.572,80 17.572,80 17.572,80 700D( =
ROOM STPDBL-Standard Double 38 59 55 73 21,68 0,00 116,90- 48,27 39,01 51,78 2.986,56 2.847,98 2.847,98 7o0n(
ROOM STPSGL-Standard Single 1 1 2 1 0,00 0,00 0,00 130,91 130,91 65,46 130,91 130,91 130,91 7o
ROOM ¥VRTUA-Virtual room 2 ] 6 0 0,00 0,00 0,00 0,00 0,00 48,18 289,10 289,10 289,10 7o
SuP1 Ropm Supplement 1pax ] ] 1 0 0,00 0,00 0,00 0,00 0,00 10,00 10,00 10,00 10,00 7o
ROOMS LIy = 20.989,37 - 20.850,79 - 20.850,79
MICE FRNT Fuglction Room Rent ) i} 2 0 0,00 0,00 0,00 0,00 0,00 140,00 280,00 280,00 280,00 70200
SETUP Fuflction Room Setup 1 il 1 i 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 7020
MICE &Y - 280,00 = 280,00 - 280,00
FEB BARF Baf Food 2 ] 2 0 0,00 0,00 0,00 0,00 0,00 9,50 19,00 19,00 19,00 7ol
BKFS Breakfast 16 i} 59 0 0,00 0,00 57,10- 0,00 0,00 0,59 623,10 566,00 566,00 7ol <
[".FFI_R Cn“ee Rreak 1 n 1 n n.on n.non n.nn n.non n.nn n.on n.non n.non n.on 7o T
4 b 4 I

&
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Other reports, Power BI

More reports by categories in Power Bl

@ Favorites

A Home I

|~ Bl for Revenue Strategy I W Trainings & Other

E Bl for Operations

Key reports

MICE-LGR Monthly Performance Report

\ MICE-LGR Weekly Evolution Report

MICE-LGR Weekly Evolution Report

\// e
e T A T RS A I =
4 MICE-LGR Monthly Performance Report 2 MICE-LGR Weekly Evolution Report - L,’ MICE-LGR Weekly Evolution Report - On
v Demand Distribution ¥ Action @
Quality Overall Score Predictors Importance
QUEST = . :
Excellence Dashboard
B Quality Overall Score Predictors
Importance.xlsm @
0,
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Title v

MICE-LGR Weekly Evolution Report

On Production Date

. Evolutive Tob

.*'"_____mA Atft T §
[Z MICE-LGR Weekly Evolution Report - On
Production @


https://bi.nh-hotels.com/lincebi/Home/#/home
https://bi.nh-hotels.com/lincebi/Home/#/home
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Processes & Procedures

Where can you find all the processes and procedures of our Company?

MINOR

Digital
Knowledge
Workplace

by
Business Processes - Operations

MINOR HOTELS EUROPE & AMERICAS Intro Video! >\«

D

Business Processes
training for Hotel
General Managers

. &
MINOR wakiis  AVANL 8. c@ars DH  mcotcon  mhow  TIVOLI
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https://nhorganization.nh-hotels.com/content/you-dont-know-what-nh-digital-knowledge-workplace-well-show-you

Processes & Procedures

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

MINOR

HOTELS

KNOWLEDGE BROWSER

Title Language r__é'
I l E K > b - S LoV O O C SIC
IRl FRONT OFFICE BASICS
FIND ALL DOCUMENTS YOU NEED FOR YOUR DAILY QUICK GUIDES, CHECKLISTS, INFOGRAPHICS...

WORK |

Area + Sub-Area + Document Type

| - ANY - v Apply Reset

BRING VALUE TO YOUR WORK

KEY DOCUMENTS CENTER

ACCESS ALL ESSENTIAL DOCUMENTS IN ONE PLACE

Operations OUR MEWSLETTER

Modify entity values

- e

NOWLEDGE PILLS ABOUT US
& VIDEOS TMS4H_InterCompany & InterCenter ntercompany, FO RESERVATIONS_MAMAGEMENT SERV, NS EXECUTION | 0
o W J o english
Front Office Manua MAMNUAL & GUIDE = ALL ABOUT US - WHO WE ARE
SHARING KNOWLEDGE THROUGH INTERACTIVE i
TerTTE terCompany Back Office ntercompany, EL_CPERATIONS_BACK_OFFICE > HOTELS, PRODUCTS & English 0O
invoicing Process nvoices SERVICES MANAGEMENT > PROCESS -
Proceso de facturacion ntercompany, HOTELS. PRODUCTS & | 0
o I » - . e 2
nterCompafifa Back Office en NHHG nvoices

¢ @ fe
M LONTEE) R ANANTARA AVANI  ofodn @axs  TH  nicouecron nhow  TIVOLI



Processes & Procedures

o Quick access to essential documents,

o New section for handling critical incidents and system outages.

KEY DOCUMENTS CENTER

CREDIT CARD PAYMENTS

BUSIMESS PROCESSES ONLINE COURSES

ﬁ CASH HANDLING

DISCOVERY

KEY DOCUMENTS CENTER

ACCESS ALL ESSENTIAL DOCUMENTS IN ONE PLACE

ONLINE CHECK IN (OCl)

GDPR

MINOR

HOTELS HOTELS - RESORTS-STAS Hotalh & Rescrts

Cash count

Cash handling Cash advances to crew members
F&B Cash template

Petty cash report

Hotel Cash handling procedure

01 KP - Cash handling: Cash withdraw

02 KP - Cash handling: Paid out

[}
S
o

iliation

- Cash handling: Controls and cas

Vianagement in Central Services and

F&B Cash handling procedure

Cash handling FO Cash Reconciliation

Cash ha

ing Paid out

Cash handling Fore

solidation and bank depaosit

Cash handling Cash ¢

Cash handling Cash float management

ANANTAR AVANI e oarxs  TH

NH COLLECTION

CRISIS CENTER

HANDUNG CRITICAL INCIDENTS AND SYSTEM OUTAGES

TIVOLI

Emergency Reports

Sys

Operations back-up Procedure

Systems Qutage Quick Guide
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Support Portal (Jira)

Login & Access and manuals

FOR YOUR DAILY TASKS

Brandcenter Business Processes (NH Digital Knowledge
Todeo el material de NH (plantillas, fotos, logos, ete) v cdmo Workplace)
utilizarlo

CRM & NH Rewards

Materiales MH Rewards y Campafias Enviadas a Clientes Contactos de hoteles y servicios centrales.
(promaciones, ofertas ...)

Manuales de Estandares

Por Marca para NH Hotels, NH Collection y nhow Create and track your requests via the customer portal. In

Find all the Corporate Policies, Processes, Procedures & Training
material

Directorio NH World

MH Support Portal

addition, NH Support Portal has a knowledge base with help
articles which could help you to solve requests by yourself.

JIRA Service Desk: User Guide

__

JIRA NH Service Desk
User Guide

JIRA User Guide for
CDM Request

JIRA MM Structure

JIRA NH Service Desk
Housekeeping Mobility
User Guide

JIRA DISCOVERY
Structure

JIRA, SERVICE DESK,
TICKET, IT Support

JIRA, SERVICE DESK,

TICKET, CRM, IT
Support, CDM

JIRA, MM
JIRA, Mobility,
Housekeeping

JIRA, DISCOVERY,
Loyalty

MINOR

HOTELS

TECHNOLOGICAL _EVOLUTION » SYSTEMS

English
SUPPORT > MANUAL & GUIDE
TECHNOLOGICAL_EVOLUTION > SYSTEMS )
English
SUPPORT > MANUAL & GUIDE
PROCUREMENT_MANAGEMENT
PROCUREMENT EXECUTION > MANUAL & English
GUIDE
HOTEL_OPERATIONS_FRONT_OFFICE )
English
IN_HOUSE_MANAGEMENT > MANUAL & GUIDE
TECHNOLOGICAL_EVOLUTION > SYSTEMS )
English

SUPPORT > MANUAL & GUIDE

AiA -] ﬁ%
anantara  AVANL e oaxs TH  nicouecron  mhow  TIVOLI
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NH Support Portal access
* Through following URL:

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

* Minor Europe & Americas Intranet

Depend on jira category there is a process:
e Through following URL:

Minor - Organization Portal (nh-hotels.com)



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

Support Portal (Jira)

Raise a request

NH Support Portal main page shows the links to all customer IMPORTANT -> Please, before you create a new request, take
portals whom you have access rights, the most recent categories your time and review the whole category tree. This category
that you used and the search help bar (see below): chosen will define the department which attend your ticket.
NH SUPPORT PORTAL
NH SUPPORT PORTAL NH SERVICE DESK
What do you need help with? Q ‘ What do you need help with? Q

SAP Logon
Install Program & Connections Settings

01. SAP Business Suite
Popular Recent

02. Other NH Applications

NH SERVICE DESK SAP User Management
New User, Reset Password, User Blocked, Request Access,

Delete User TMS codes, Upselling and canceliations

© «

IT Support Portal - NH SERVICE DESK 03. Office 365
JIRA Service Desk.

04. NH Employee Services
JIRA Software - NH RFC

Browse all - 05. Software 2™ SAP TMS (Tourism Management Suite)
MG descripiion ?’ Integrated management solution for hotel TMSforHOTELS
06. Hardware (IT Equipme TMSforMeetings, TMSforPOS, etc
Confluence - NH SERVICE DESK
Cuollaboration wiki tool integrated with Jira, giving users the abili._ 07. Communications

SAP FI (Finance)

08. Login & Access Financial management products from SAP.

Email & Outlook - NH SERVICE DESK
Email store, calendars, tasks , contacts, shared mailboxes, disir._. 09. Security

BX O

SAP MM (Materials Management)
Purchasing, goods receiving, material storage, comsumption-
based planning and inventory

o 0

10. Web

HOTELS

A e & /
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Support Portal (Jira)

Raise a request

F NH SUPPORT PORTAL / MNH SERVICE DESK
r)’ SAP TMS (Tourism Management Suite)

Raise this request on behalf of

| M NOELIA DAVILA ARANDA | |

Category SAP TMS

Flegse select ¥

Subcategory SAP TMS

Mo Category Level 4 ¥

Summary

Description joptional)

1
il
L
é:l
L]

B I U A- /- & | = [ @ 9

MINOR

HOTELS
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The data required to open a Jira ticket for TMS incidences

HIGH

If you have to open a fticket in JIRA, it is
necessary to include always in the description
field the following data:

= Name of the person who reports the
incidence

s Clear detail of the problem

»  Reservation number, invoice affected
and otherwise, mandatory example
IF data and telephone number
Reference transaction

To easily identify the incident owner, please
fulfill the hotel code (e.g. ESMD.EUROB) in
first place of the summary field.

PRIORITY

Flease, take care of this, since if some data is
missing your incidence will be cancelled as
incomplete and remember that all tickets
related to TMS modules have to be opened
in ENGLISH!

Support Portal

@ ;
m nicouecton  mhow  TIVOLI




Support Portal (Jira)

Manage your request

e Share with other users.

e Add new comments.
e Add attachments
documents, etc.)

Attachment (optional)

@ Drag and drop files, paste screenshots, or browse

(screenshots,

NOTE: Maximum size for attachment is 10Mb

MINOR

HOTELS

&
ANANTARA

AVANI

[
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MH SUPPORT PORTAL / MNH SERVICE DESK | MHSD-307101

.= (Linked 120238) TMS4P Option "Charge via PINPAD"” when refunding from folios 'merosress

© pont notify me

Activity

. MOELIA DAVILA ARANDA 15/Mow13 3:20 AM [ LATEST

Details 15/Mow/1E 5220 AM

Category TMS for PAY
Front Office

Subcategory TMS for PAY
Billing

Description
Good mormning team,

After the last package 7, the option “"Charge via PINPAD™ in TMS54P mustr't be available in
billing when we refund from folios:

@ !
e@axs  TH  nmicouecron  mhow  TIVOLI

<% Share

Shared with

MOELLA DAVILA ARANDA

Crestor

1- MARIA TRIMIDAD GOMESL FERNAMDEZ

Rernowve
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Support Portal (Jira)

Back to analyst

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

‘ NH SUPPORT PORTAL / NH SERVICE DESK / NHSD-228906

Slow perfomance

‘ ment o

Activity

Cancel Issue

Actions

Back to Analyst [

Cancel Issue [J

MINOR

HOTELS

Cancel Issue x

Please commend with any addibonal information

[optanal commen

'6.

A ©
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4] © Don't notity me

P2 Share

I['{] Back 10 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.




Support Portal (Jira)

Resolved ticket

If you are not satisfied with the solution provided by the NH

NH SUPPORT PORTAL / NH SERVICE DESK | NHSD-Z28906 . . .
¥ sow perfomance @ analyst, click Reject Solution.
Type the reason why you are not satisfied with the solution
% 10n this request 9,  © Dontnotiyme provided and click Reject Solution button.
BY Share
Activity B0 Confim Solution IMPORTANT - The requests in status RESOLVED will be
Your request status changed b Resolved. ZiMey/t 607 P (FEST B Repect Souion automatically closed after 5 days if you do not confirm or

reject the solution provided.

If you are satisfied with the solution provided by the NH analyst,

execute Confirm Solution action, type a comment (not mandatory) and Actions
click Confirm Solution button. The request will change to status CLOSED € Confirm Solution [

Reject Solution T

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.

& o &
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THANKS!
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