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Creation of Packages
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CREATION OF PACKAGES

Here create a ‘code’
(maximum of 10
characters) for your
package or select a
model (already
created package) as
a basis for your new
package creation

Examples of the
codes given to a
package
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CREATION OF PACKAGES

By selecting a ‘Model’
you will duplicate an
already created
package completely.
This can be useful for
packages low season /
high season. You only
have to modify the
duplicated package
template to create the
new package
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CREATION OF PACKAGES

Give a full description of the created code (for example 12-Hours arrangement A)

Start date: Fill in the cut-off date of your hotel

Expire: Fill in until when the package needs to be active

Price 1 PAX: Leave this field empty, will be filled automatically and modified later

PAX: Leave this field empty, will not be used

Currency: Select ‘European Euro’
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CREATION OF PACKAGES

Start time: Fill in the start time of the package

Until: Fill in the end time of the package

Pax Min/Max: Fill in the minimum of pax for which the package can be used

Until: Fill in the maximum of pax for which the package can be used (Tip: use the biggest
room with the largest set-up to indicate)

Tax included: Tick the box always to indicate tax will be included in the final sales price

Editable: Tick the box to indicate the package can be modified when attached to a reservation

Group package: Under construction

Please note that the package can only be 
booked within the time range you enter 
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CREATION OF PACKAGES

When creating a package where the min. pax is more than 1 (for example minimum of 10 persons) and a
supplement is requested if the package is used for less then the required number of pax, we request you
to advise the supplements in the remarks field.

For the GSO department this is very useful as all hotels use different prices and supplements.

The example shows:
8 – 9 pax: supplement of € 10 per person
6 – 7 pax: supplement of € 15 per person
Less as 6 people, use single items
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CREATION OF PACKAGES

Activate the package by using this button

Click this button to start creating the content of the created package
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CREATION OF PACKAGES

The box
‘Active’ is
ticked now

If preferable, the concept of
an already created package
can be used by selecting 1 of
these created packages (See
the list for examples)
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CREATION OF PACKAGES

Select this button to create a new line for your package. When starting the creation
of a complete new package, the first line will be a ‘function room’ automatically
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CREATION OF PACKAGES

Select the type of room – Function Room will be always ‘Main’

Leave this field empty. When this package can only be used in 1
specific room in the hotel, select this room over here

Select the start time and end time when this item of the package will be
used. Those times will also be displayed on the Service Order and can be
modified when the package is linked to an event

Fill in the value percentage of this item. Use the same percentages as loaded in CRSM.
The correct pricing will take place later during the process

Only active for ‘Function Room’ type lines. Tick if the room will be excluded from the 
final price of the package

Only active for ‘Function Room’ type lines. Tick if the selected room is specific and 
may not be changed 

Only active for multi event rooms. Tick if the room may not be shared with another 
event
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CREATION OF PACKAGES

Select to create a second line for additional package items

Fill in all the requested data for the line ‘resources’

Start with selecting the service group as shown in the list:
(for example Resources)

The Service Group
’Setup’ and ‘Tasks’
will NOT be used
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CREATION OF PACKAGES

Select the
ID of the
Function
Room to
which the
Service
Group
belongs
(in this
example:
1 – Main)

Insert the
quantity of
the resource
and the
related time
(mostly same
as the time of
the function
room

Fill in the value
percentage of this
item. Use the
same percentages
as loaded in
CRSM. The correct
pricing will take
place later during
the process
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CREATION OF PACKAGES

Create all lines per function room with all related information:

Function Room 1 (Main) = Meeting room
Function Room 2 (Secondary 1) = Extra meeting room 1
Function Room 3 (Shared 1) = Plaza for coffee break
Function Room 4 (Shared 2) = Nhube restaurant for lunch

Resource 1 = All equipment belonging to Meeting room 1
Resource 2 = All equipment belonging to the extra meeting room (Secondary 1)

F&B Menu 1 = Created F&B menu belonging to Meeting room 1
F&B Menu 2 = Created F&B menu belonging to the Breakout room (for example 

coffee break / afternoon break / unlimited coffee-tea)
F&B Menu 3 = Created F&B menu which belongs to the Restaurant (Shared 2 for 

example) (lunch & dinner menus can be used for example) 
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CREATION OF PACKAGES

Secondary 1, 2 and 3 we use as extra rooms next to the main, 
used as meeting space and not as a space for breaks, lunches 
etc.

Example: 2 extra F. Rooms beside main

 1st extra function room for breakout and part of the 
package – Secondary 1

 2nd extra function room for breakout and part of the 
package – Secondary 2

Shared 1, 2 and 3 we use for areas such as restaurant for 
lunch, areas special for tempting breaks, etc. 

Example: 

 1st coffee break – Shared 1
 2nd coffee break (in another area than 1st coffee break) –

Shared 2
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CREATION OF PACKAGES

Ones created all lines, make sure the total price will be € 100 (as this are the percentages from
CRSM for all items of the package. If the total price is € 100, save the booking by using the ‘save’
button
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CREATION OF PACKAGES

Now change the Gross price of the created package to the correct selling price in
the top of the screen. A message will pop-up, select ‘yes’ to confirm the new
pricing and a new package is created

As you can see, the ‘Total price’ is changed to the correct selling price. The ‘% Total’
will stay like we have informed during the creation of the package. This means the
correct split is used for the package (as it was in CRSM)
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CREATION OF PACKAGES

Sometimes the split of the created
packages changes when adding
the final sales price:

New price € 53,50New price € 45,-

If the system needs to create a
rounding for the new package
price, prices with 3 decimals are
used. This is not possible in the
system so TMS will recalculate the
new split in prices as well as in the
percentages. TMS will slightly
change the split in percentage
instead of the split in price in
order to keep the correct sales
price.
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CREATION OF PACKAGES

Identifies all the events that include the package

To modify the grid of the package

To activate of inactivate the package

To view the modification history of the package



Link packages to an event
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LINK PACKAGES TO AN EVENT

In the event at the tab ‘Packages’, select the sign to add a created package 

Select the correct package you want to add and press ‘Enter’
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LINK PACKAGES TO AN EVENT

When rooms are already informed in the tab ‘function rooms’ you can add a package to the 
specific room by selecting the line of the room.

Press the package button ,select the correct package you want to add and press ‘Enter’
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LINK PACKAGES TO AN EVENT

You can inform the main room, in
“main room box” as well. The
information travels to “rooms box”
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LINK PACKAGES TO AN EVENT

Select for every Function Room the 
correct room and press ‘Enter’

Select the correct 
department responsible 
for the Service

Service Type will be 
shown on the next 
slide
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LINK PACKAGES TO AN EVENT

By selecting the Service type, you
inform the system on which revenue
concept the production will be booked



26

LINK PACKAGES TO AN EVENT

Use this button to add the 
(mandatory) setup for each function 
room

Ones filled in the Room, Service and Department you have the option to modify all white 
fields (like description, quantity and start/end time)
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LINK PACKAGES TO AN EVENT

Ones filled in the ID of the Room, 
select the setup and the department
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LINK PACKAGES TO AN EVENT

When done with all the modifications of the package and the selection of the 
Setup for all the rooms, press the ‘Save’ button

If saving the package, the system will give you warnings if Events are 
overlapping
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LINK PACKAGES TO AN EVENT

The package is now added to the event. 

All modifications related to the items of the package(s) need to be made from this tab. Select 
the line of the package you want to modify and press the 

When applying discount, select the package 
involved and this screen will appear.

Fill in the discount % and the price will be 
modified. You have the option to give up to 3 
discounts. 

Example:
1- 10% of €10,- package price: €9,-
2- 10% of €9,- package price: €8,10
3- 10% of €8,10 package price: €7,29
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LINK PACKAGES TO AN EVENT

When commission to the package needs to be applied, a special line with the DDR concept 
needs to be create in the tab ‘commissions’

Commission and packages



31

LINK PACKAGES TO AN EVENT

It is also possible to book on the same day 2 or more types of packages for the same F. Room(s) 
within the same range of hours

Example
 1 day
 10 pax 8 hrs DDR 
 5 pax 4 hrs DDR including lunch 
 For both DDR’s you will book same main F. Room + same F. Room for tempting breaks + 

same F. Room for lunch. All within the same range of hours as both groups are attending 
same schedule and same meeting, some are just not attending the afternoon program, so 
you book them a 4 hrs DDR including lunch. 
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LINK PACKAGES TO AN EVENT

When the key-user informs the hotel that you can proceed with modification of F&B menus and the
creation of packages, you may only create 1 menu of the possible options applicable for your
country.

For example for Dutch hotels, menus with:

 Food only (if the hotels needs to create such a menu)
 Beverage no-alcoholic only (if the hotels needs to create such a menu)
 Food + beverage no-alcoholic (if the hotels needs to create such a menu)
 Alcoholic only (if the hotels needs to create such a menu)

Once you have finished 1 of each possible menus, you need to inform your key-user, so they can
review and check. If not correct they will inform you, so you can modify and proceed correctly for the
remaining F&B menus.
Same for the 1st package you create. Before you continue with the 2nd you need to inform your key-
user, so they can review and check. If not correct they will inform you, so you can modify and
proceed correctly for the remaining packages.



Modify F&B menus 

migrated packages
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MODIFY F&B MENUS MIGRATED PACKAGES

MODIFICATION OF A MIGRATED PACKAGE TO TMS4M FOR WHICH YOU NEED TO MODIFY F&B 
MENUS
The BF’s migrated from CRSM which included packages - NO MAPPING PACKAGES in TMS4M

When you apply another Service ID in a package, the price of the item is updated to the recent 
created price in TMS4M and the split is recalculated
NOTE: same when you modify a F&B menu not part of package – when changing MENU 0000

You must correct the price of the item once you have applied the correct Service ID
NOTE: same as you do when modifying a F&B menu not part of package – when changing MENU 
0000
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In the migrated package you need to change the Service ID ‘BGR_0000’ to a menu which is created
by the hotel. In this example we change the Service ID ‘BGR_0000’ to ‘BGR_0002’ with a set price
of € 14,50

MODIFY F&B MENUS MIGRATED PACKAGES



36

MODIFY F&B MENUS MIGRATED PACKAGES

When the correct Service ID / menu is applied, the Service ID is correct, but with a price of €14,50
which is not applicable, as you want to remain the same price for the package.

For now (with the correct menu, but with the incorrect price) the package has a ‘Price by PAX’ of
€29,78 where the price should be €26,- as it was originally.
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MODIFY F&B MENUS MIGRATED PACKAGES

Change the price of the selected Service ID / Menu (in the example ‘BGR_0002) to the original price
of €10,72. Now the final ‘Price by PAX’ is back to the original price of €26,-

Summary:
When you apply the correct Service ID, the system applies the price of the Service ID selected and 
recalculates the split. Correct the price of the menu item back to the original and as a result the 
original split and price by pax is applied. Make sure you select the correct Service Type as well!



Package Invoicing

TMS for MEETINGS



39

PACKAGE INVOICING

When packages are applied to the 
event, they will appear on the folio 
screen. Mostly 2 lines per applied 
package, 1 line with the 6% VAT 
items and 1 line with the 21% VAT 
items



40

PACKAGE INVOICING

You cannot ‘join’ (via arrangement code) the package, but the system adds the 2 lines
automatically together.

It is important when creating packages the given description for the package is clear to
understand as this is printed on the invoice.
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PACKAGE INVOICING

Using the button ‘Event packages applied’ gives you an overview of the status of the packages 

As you are not allowed to split 
packages, you need to apply them to 
related reservation numbers or Day 
Guest Billing accounts.
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PACKAGE INVOICING

To apply packages (so to split the line of 10 packages on the folio’s), use the button ‘Event packages’ 

If applicable, convention and or individual reservations are displayed. If empty or needed, 
a Day Guest Billing (DGB) can be created by using the button ‘No alojado’
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PACKAGE INVOICING

Enter the amount of 
DGB’s to be created 

The created DGB’s will be displayed
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PACKAGE INVOICING

Select the row where you want to apply (split) and press the button ‘Apply packages’’

Select the package 
you want to apply 
and confirm with 
the ‘Apply’ button
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PACKAGE INVOICING

When looking for the you can see the 1 package is applied 
and 9 are pending so still linked to the Event 

Also on the folio maintenance you will see 1 package ‘deducted’ (-1) from the folio as 
we have applied (split) this package to a different reservation number (the DGB in 
this case)
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PACKAGE INVOICING

When going to the DGB where you have applied the package to, the following 2 options are available:

The package is canceled and doesn’t ‘return’ to the event reservation 

The package is unlinked from the DGB and does ‘return’ to the event 
reservation 

Select just 1 line to have the option ‘Unlink DDR’ available. Both lines 
will be taken by default for the chosen action
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PACKAGE INVOICING

If packages are unlinked from the DGB or canceled, it will be 
displayed when selecting the button 
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PACKAGE INVOICING

Because 1 package is canceled, it is displayed  like above when 
selecting the button 
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It is important that production and invoicing are matching, this are the 2 ways to cancel applied packages:

PACKAGE INVOICING

1. Cancellation of applied package – future production:
Open the package via the tab ‘packages’ in the Event and correct the pax quantity
The canceled packages will not return to the event
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PACKAGE INVOICING

1. Cancellation of applied package – history production:
Open the folio of the Event, select 1 line of the package and click ‘Adjust DDR’

Enter the amount of packages you need to cancel
-1 = 1 cancelation
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All modifications related to the items of the package(s) need to be made from this tab. 
For modifications regarding invoicing, select the line of the package you want to modify and 
press the 

When applying discount, select the package 
involved and this screen will appear.

Fill in the discount % and the price will be 
modified. You have the option to give up to 3 
discounts. 

Example:
1- 10% of €10,- package price: €9,-
2- 10% of €9,- package price: €8,10
3- 10% of €8,10 package price: €7,29

PACKAGE INVOICING


