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COMMISSION MANAGEMENT
via booking file



Tab that allows management of the commissions of the reservations belonging to the booking file.

COMMISSION MANAGEMENT via booking file

M I N O R  H O T E L S 4

See Corporate commission Policy to know all the details of %, commissionable services and exceptions.

Commission percentage will be normally 10%, although it could exceptionally be raised up to 15%. In case of more commission is granted additional approvals are
needed:

https://organization.minor-hotels.com/content/corporate-commissions-policy


If you book from Call Center, you will have already charged this information.

COMMISSION MANAGEMENT via booking file

M I N O R  H O T E L S 5

• Commission percentage and type (deduction or commission) will be charged according to the customer’s profile in CRM.

• All concepts will be automatically charged in “concepts restrictions” too.

• This information is transferred to the event and convention group.



STEP 1: select the correct type of commission

COMMISSION MANAGEMENT via booking file
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If you have any question about commission percentage and type applied. Go customer’s profile in CRM → Tab “Hotel parameter” (exceptionally it may be changed if

there is a different negotiation).

• Deduction: discounted on the invoice

• Commission: expected commissions

• Exempt: no commission



STEP 2: enter the overall commission %

COMMISSION MANAGEMENT via booking file
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Commission Client: the % of commission informed in this tab will apply to the Main Customer.

In TMS we are allowed to calculate commission for every type of customers, Travel Agencies or Companies and self employees (that’s mean Event planners, OPC, etc.).



STEP 2: enter the overall commission %

COMMISSION MANAGEMENT via booking file
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Commission CRS: on some occasions the Main Customer hires the services through a third partner, requesting commission as well. In case of a commission

requested by a CRS billing deduction will never apply. (OPC, Event planner, etc.).

To be able to inform Commission CRS, the CRS must be completed in tab customer data (in this example is not informed and for this reason is shadowed).

If we inform the commission here, it will be charged properly in ONYX as for main client as for CRS customer.



STEP 3: define the commissionable concepts

COMMISSION MANAGEMENT via booking file
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Three options to inform the commissionable concepts:

• Concept: manually select a concept.

• Concept group: concepts part of the group are activated within the commissions tab of the event and/or convention group.

• Default concepts: list of concepts for which it is possible to add/delete.

The commissionable concepts are uploaded by default, just in case you miss anyone , you will need to add it manually.

No concept entered = no commission applied.



By uploading a concept group, you will activate several concepts within the commission tab of the event and/or the convention group.

Five concept groups are created:

COMMISSION MANAGEMENT via booking file
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Special importance for countries that apply multiple types of VAT for

Beverage services.

Be aware to include the proper concept manually in case your list is

not updated.

Later, open a ticket Jira to add them in the list, and save time in future

MBs.

CONCEPT ROOM (RO)

2PAX Room discount 2nd pax

3PAX Room discount 3rd pax

4PAX Room discount 4th pax

RO Room only

ROOM Room

SUP1 Room supplement 1 pax

CONCEPT MEETING

FRNT Function Room Rent

SETUP Function Room Setup

CONCEPT F&B MEALPLAN

DINB Dinner Board Beverage 

DINF Dinner Board Food

LNCB Lunch Board Beverage

LNCF Lunch Board Food

CONCEPT DDR**

DDR1 Event Package 1 - DDR 21%

DDR2 Event Package 2 - DDR 10%

DDR4 Event Package 4 - DDR 0%

CONCEPT F&B MICE

BQBH Banquet Beverage (VAT high)

BQTB Banquet Beverage 

BQTF Banquet Food

BQTO Banquet Others

CFBR Coffee Break

CKBH Cocktail Beverage (VAT high) 

CKTB Cocktail Beverage 

CKTF Cocktail Food

CTBH Catering Beverage (VAT high)

CTGB Catering Beverage

CTGF Catering Food

GASTROEV F&B Events

GASTROEH F&B Events (VAT high) 

MEBH Menu Beverage (VAT high)

MENB Menu Beverage

MENF Menu Food

RCLX Cancellation charge

WEBH Wedding Beverage (VAT high)

WEDB Wedding Beverage

WEDF Wedding Food



If a concept or a group of concepts have been contracted for another % than the overall commission, you need to enter the % in the box of concepts restrictions.

The concepts for which the overall commission % applies, should remain empty.

Example

• 10% function room and DDR concept group*

• 5% audio-visual

Management of different % of commission

COMMISSION MANAGEMENT via booking file

1 1

* according to concept group list 
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• Within the event we find the event concepts, excluding convention group concepts.

• Within the convention group we find all concepts.

• If you select a concept group, all concepts related to the event are activated within the tab commission of the event and all

the room concepts are activated within the tab commission of the convention group.

Inform commission via booking file: the data is transferred to the event and convention group

COMMISSION MANAGEMENT via booking file
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If we modify anything in the event or convention group, we will see this warning in the BF

If you want to modify the commissions from BF again, you must click here 

M I N O R  H O T E L S



When you inform a a concept or concept group, you can define where the commission

is applied,:

• Convention

• Event

• Both

Inform commission via booking file: “destination”

COMMISSION MANAGEMENT via booking file
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Most the commissionable charges are uploaded by default, use this option just for specific situations and open a Ticket jira to request the
charge by default.
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COMMISSION MANAGEMENT
DDR/PACKAGES



Commission on concepts part of a DDR package can be activated selecting “DDR”
concept group too.

Example: 10 % commission for DDR (Netherlands, multiple types of VAT %).

COMMISSION MANAGEMENT DDR
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This concepts group has included all the type of DDR→



No commission for DDR’s if you do not enter the concept(s) DDR.

Example: concept(s) DDR is not included, so no commission is applied.

COMMISSION MANAGEMENT DDR
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When you apply a package in a breakdowns, TMS includes the concept “DDRM” in the folios. . It is a billing concept.

Countries that apply multiple VAT % for MICE, should always select multiple DDRM concepts when they want to apply commission on DDR packages which are to be
“applied”.

DDRM1/DDRM2/DDRM3/DDRM4 – the concept includes all concepts part of the DDR with a specific VAT %. The concept commissionable is DDR never DDRM.

• DDR = revenue concept

• DDRM = billing concept

COMMISSION MANAGEMENT DDR
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When applied packages are to be paid directly by the guest (“POA”) the commission type should be “commission”. If you select the type “deduction”, the 

deducted commission is applied on the direct payment reservations.



COMMISSION MANAGEMENT
examples via Booking File



Example:

10 % commission client room & breakfast

COMMISSION MANAGEMENT examples via Booking File
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• Concept BKFS = Breakfast

• Concept ROOM = Room



Example:

10% commission client function room, F&B MICE, resources

COMMISSION MANAGEMENT examples via Booking File
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• Concept FRNT = function room rental

• Concept group F&B MICE = all booked F&B MICE*

• Concept AUDV = audio visual

* according to concept group list



Example:

10% commission client DDR (Germany, multiple types of VAT %)

10% commission client function room, F&B MICE outside of DDR package

COMMISSION MANAGEMENT examples via Booking File
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• Concept DDR1 Event Package 1 = DDR (high VAT concepts)

• Concept DDR2 Event Package 2 = DDR (low VAT concepts)

• Concept FRNT = Function room rental outside of DDR package

• Concept group F&B MICE* = F&B outside of DDR package

* according to concept group list



BOOKING FILE → EVENT
the result within the event



Overall commission entered within the booking file is transferred to the commission tab within the event

FROM BOOKING FILE TO EVENT
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Commissionable concepts are part of a concept group entered within the booking file. They are transferred to the commission tab within the event (event concepts
only, in below example the concept Room is transferred to the convention group)

FROM BOOKING FILE TO EVENT
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Different % of commission entered within the booking file are transferred to the commission tab within the event.

FROM BOOKING FILE TO EVENT

2 5M I N O R  H O T E L S

B
o

o
k

in
g

fi
le

Ev
e

n
t



BOOKING FILE → CONVENTION
the result within the convention



Overall commission entered within the booking file is transferred to the prices and commission tab within the convention group.

FROM BOOKING FILE TO CONVENTION
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Commissionable concepts or part of a concept group entered within the booking file are transferred to the commissionable charges tab within the convention group.

FROM BOOKING FILE TO CONVENTION
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Different % of commission entered within the booking file are transferred to the prices and commission tab within the convention group.

FROM BOOKING FILE TO CONVENTION
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COMMISSION MANAGEMENT
via event and convention group



Within the event you can add or delete concepts

COMMISSION MANAGEMENT VIA CONVENTION GROUP

3 1M I N O R  H O T E L S

To add a concept, select a concept from the drop-down

list

To delete a concept

To bring all the concepts of the event



To apply another commission %

• Select the concept

• Press

• Add the commission % in the box of exceptions

COMMISSION MANAGEMENT VIA CONVENTION GROUP

3 2M I N O R  H O T E L S

• Select the exception and press to delete the exception, the concept will remain in the commissionable concepts for which the overall

commission % would still apply.

• Don´t add room and breakfast in this tab. Just when you must inform manual charges.

Concepts added on event level are not transferred to the booking file and convention group.



Within the convention group you can add or delete concepts in the tab commissionable charges. Although the most used are uploaded automatically.

To add a concept, select a concept from the drop-down list.

COMMISSION MANAGEMENT VIA CONVENTION GROUP
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To delete a concept, if applicable deletes the concept from the tab prices and commission.

The added concepts apply same rules according to set up in tab prices and commission.



If other rules apply you need to manage 2 steps

1. complete the tab commissionable charges

2. complete in tab prices and commissions the commission/deduct. by day

Example booking file: 10 % commission client room

COMMISSION MANAGEMENT VIA CONVENTION GROUP
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Result within the convention group



Breakfast is commissionable for 5%

Step 1: add the concept in the tab “commissionable charges” 

COMMISSION MANAGEMENT VIA CONVENTION GROUP
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Step 2: open tab “prices and commission”: add the date, concept and %

Concepts added within the convention group are not transferred to the booking file and event



The Percentage by Manual price is by default completed as the % in the booking file was only 10%, no exceptions.

Please note, that the Commission/Deduct. by day will overrule

COMMISSION MANAGEMENT VIA CONVENTION GROUP
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You can validate by checking Billing and revenue details 



COMMISSION MANAGEMENT VIA CONVENTION GROUP
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BOOKING FILE

EVENT

Modifications managed on event level are not
updated within the booking file.

Modifications managed on event level do not
transfer to the convention group.

Modifications applied in the commissions tab
within the booking file will overwrite
modifications previously managed directly
in the event.

CONVENTION GROUP

Modifications managed within the convention
group are not updated within the booking file.

Modifications managed within the convention
group do not transfer to the event.

Modifications applied in the commissions tab
within the booking file will overwrite
modifications previously managed directly in the
convention group.



Within the event and the convention group you can change the type of commission. The fields are open for modification of the type. Once a different type of
commission has been selected you can modify by clicking here via the booking file.

Example: within convention group type “commission” is activated.

COMMISSION MANAGEMENT VIA CONVENTION GROUP
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Different type “Deduction” in the booking file, as a result the commission tab can be managed and modified via the booking file.



HOW TO CHECK THE RESULT



Do the concepts have revenue? You can review within the booking file the commissions detail

Example

HOW TO CHECK THE RESULT
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Note: if no revenue is booked on the concepts informed
as commissionable, these are excluded from the
commissions detail.



Within the event you can check the event revenue (event billing and production detail)

HOW TO CHECK THE RESULT
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Or revenue detail (total of billing and production) 



Within the convention group you can check the value of the group.

HOW TO CHECK THE RESULT
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Also, from Billing and revenue details.



KEY POINT!

Check all the commission information before the first Night Audit, the key in the process is review the reservations in advance and try to detect any error!

Also, you can check future MICE Reservations through TMS4M in ZEY_TMS_BF_SPIT- Booking File Detail

The review of the reservations will allow you tight the control within the commission control process, ensuring the provision of commissions are informed in TMS.
Focus your attention on MICE Reservations done by any kind of intermediary, commissions management is a key point to get back new business

HOW TO CHECK THE RESULT
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You can filter by different criteria to review On the book's reservations:

• BF ID

• Revenue Date

• BF Status

HOW TO CHECK THE RESULT
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Click on reservation details to get reservation number in the report



The main points of the report to consider are:

• The information is grouped by Nature: Extras (incl. Function rooms, Equipment, etc.), F&B (incl. Banqueting services and F&B services), Room (room reservations
included in the Group reservations)

• Commission or Discount (deduction) applied in the reservation is shown as amount (no % is shown). Review MICE reservations with commission = 0

• You can navigate for display de reservation. From here no modifications are allowed.

HOW TO CHECK THE RESULT
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A commission also can be negotiated with a Company, self employee, etc. (Event planners, Congress organizers, etc.) inform the commission level for these 
partners in the system. 



As the review of the individual reservations, you can performance this task using the Reservations → Information Systems → report ZTMS_COMMISSIONS, to
review MICE Reservations.

You can select as Reservation type: Events, Convention Groups, Group Header, etc. by booking file number is the field called S_BF

HOW TO CHECK THE RESULT
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ZTMS_COMMISSIONS

You can navigate to review de MICE Reservation; no modifications are allowed from here. Pay special attention to:

✓ Reservations from partners which could request commission

✓Different type of commissions in the same BF (could be a mistake)

✓ Commission amount = 0

HOW TO CHECK THE RESULT
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BROKENDOWN RESERVATIONS



BROKENDOWN RESERVATIONS
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BOOKING FILE

Modifications applied in the commissions tab
within the booking file will overwrite modifications
previously managed directly in the broken-down
reservation not checked in.

BROKEN DOWN RESERVATION

Modifications managed within the broken-down reservation are not updated within the convention group and 
booking file.

CONVENTION GROUP

Modifications applied in the commissions tab within the
convention group: a pop up will appear with option to apply
to the broken-down reservation not checked in.



BROKENDOWN RESERVATIONS
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Example of a broken-down reservation part of a booking file for which commission is applied

Booking file→ Convention group→ Broken down reservation Booking file details: 10% commission room & breakfast

Result with the 
convention 

group



BROKENDOWN RESERVATIONS
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Result within a broken-down individual reservation

10% commission room & breakfast

If you flag the option “in put commission to room”, TMS won´t apply commission in this concept.



BROKENDOWN RESERVATIONS
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Result group revenue forecast

• 10% commission room & breakfast

• Routing charges: room + BB = group header

• 1 room broken down

• 34 rooms pending



BROKENDOWN RESERVATIONS
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Result group revenue forecast

• 10% commission room & breakfast

• Routing charges: room + BB = individual

• 1 room broken down

• 34 rooms pending



BROKENDOWN RESERVATIONS
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If the type is “deduction” and the commissionable concepts are “POA” (direct payment by the individual guest) the type should be modified to “commission” to

avoid the deducted commission is applied on the direct payment reservations.

Example of a reservation paid by the guest directly and for which the type has not been changed to “commission”→ as a result the guest receives the deducted commission

• 10% deducted room & breakfast

• Routing charges: room + BB = individual

• 1 room broken down

• 34 rooms pending



BROKENDOWN RESERVATIONS
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Example of a broken-down reservation part of a booking file for which different % of commission is applied.

Booking file details:

• 10% commission room

• 5% commission breakfast



BROKENDOWN RESERVATIONS
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Result broken down individual reservation
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Thank You
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