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CHECK AVAILABILITY (MEETING) ROOMS - PLANNING

Several options to enter the planning

- Via the menu
- Via the call Center
- Via the Booking file
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Events

Meeting rooms

Period displayed

Planning structure

CHECK AVAILABILITY (MEETING) ROOMS - PLANNING
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Virtual room is used 
by the Front Office

CHECK AVAILABILITY (MEETING) ROOMS - PLANNING
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CHECK AVAILABILITY (MEETING) ROOMS - PLANNING
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CHECK AVAILABILITY (MEETING) ROOMS - PLANNING

Strategy of the 
room, i.e. 
minimum of 
rooms to contract

Pilar in the middle of the room
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Change the planning with 1 week backward or forward

Select a certain date from the calendar

See the planning for the complete month

Explanation of the used icons

CHECK AVAILABILITY (MEETING) ROOMS - PLANNING
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Also possible 
to change 

hotel

!!! By default we see the availability based on the 
confirmed and tentative rooms. Rooms in option and 
offer are not deducted (yet)

To see 
with(out) 

overbooking

Different options to display only confirmed, only 
tentative, confirmed + tentative, still available minus 

confirmed, minus confirmed + tentative

To go to House Status 
and restriction 
management

CHECK AVAILABILITY (MEETING) ROOMS - PLANNING
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This menu will 

not appear if  

you access 

the planning 

through BF. 

Only used to 

add rooms to 

an existing 

event

Create an event from the planning, with rooms and selected time interval. 
1 room per line for the marking period (full range when you select two or 
more days)

Create an event from the planning, with rooms and selected time interval. 
1 line per room and day

CHECK AVAILABILITY (MEETING) ROOMS - PLANNING
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CHECK AVAILABILITY (MEETING) ROOMS - PLANNING
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If the event booking belongs to a BF, we have only 
access to modify the event, not the BF. The BF can 
only be seen in viewing mode through the event by 
the following icon: 

When the box is ticked, you 
keep the same price for the 

new meeting rooms

CHECK AVAILABILITY (MEETING) ROOMS - PLANNING

When selecting one of the items, you will be guided 
to the display version of the different items. Only 
‘Menu description’ can be modified from here.
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CHECK AVAILABILITY (MEETING) ROOMS - PLANNING
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CHECK AVAILABILITY (MEETING) ROOMS - PLANNING



CRM / PID
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CRM /  PID (CREATION)

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 
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CRM /  PID (CREATION)
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CRM /  PID (CREATION)

For creation of a new PID a Fiscal code is mandatory. Please use a VAT/BTW number (ask the client) or
Chamber of Commerce/KvK number (can be found on kvk website)

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

All the request will be sent to:
• IT: crm.service.it@nh-hotels.com
• CE: crm.service.ce@nh-hotels.com
• Benelux: crm.service.blx@nh-hotels.com
• SP, PT & And: crm.service.es@nh-hotels.com
• AM: crm.service.am@nh-hotels.com
Any request must be sent using the “Party 
creation & update” template

mailto:crm.service.it@nh-hotels.com
mailto:crm.service.ce@nh-hotels.com
mailto:crm.service.blx@nh-hotels.com
mailto:crm.service.es@nh-hotels.com
mailto:crm.service.am@nh-hotels.com
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All CRM PID’S starting with a 1 are agencies : 1000615428 Viajes EL Corte Ingles

All CRM PID’s starting with a 2 are companies: 2000040792 Deloitte

All CRM PID’s starting with a 3 are promo’s: 3014857464 Promo Employee Airlines 

For the 3… PID’S it is not possible to invoice them and you have to change the main client 

All PID’S starting with 99…… are the internal clients (Hotels) 

BOOKING FILE CREATION
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Search for companies
in the NH General Database

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

CRM /  PID (CREATION)



TMS for MEETINGS

Events



Event Search
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MODIFY EVENT

You can also enter the 
Event directly from  the 
Booking file
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MODIFY EVENT



Change status of BF and 

related reservations
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From the Booking File’s header, we will access to the Booking File and Reservation Status 
management using 2 fields:

• Booking File Status
• Reservation Status

MANAGING BOOKING FILE – BOOKING FILE  STATUS FUNCTIONALITY
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BF status can be modified by clicking in the following icon:

The system opens a new window where we will be able to manage the Boking File and define its 
status according to our needs:

MANAGING BOOKING FILE – BOOKING FILE  STATUS FUNCTIONALITY
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This display will show:
• Status: Defines the Booking File’s status.
• Flag Bfile default status: Where we will activate or not according to needs.
• Reservations’ grid: Shows all reservations that conform the Booking File. Of each reservation 

we can see:
• Hotel name
• Reservation number and type
• Arrival and departure date
• Current status
• New status after modification

MANAGING BOOKING FILE – BOOKING FILE  STATUS FUNCTIONALITY
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When you save your changes, the system will validate if those informed changes can be made. If 
an error occurs, the system will report the particular error and will not make any changes. It 
everything is in order, reservations will be saved with the new changes.

Group’s reservations that are not broken-down, follow the same status logic as the rest of the 
reservations, i.e. will only be editable at hotel level when the BF is manual and will be changed by 
block if it is a “BFile default status” or “Fixed status”.

MANAGING BOOKING FILE – BOOKING FILE  STATUS FUNCTIONALITY
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BOOKING FILE STATUS 
Funcionalidad

2.1 BOOKING FILE STATUS – FLAG “BFILE DEFAULT STATUS ”

To tick or untick this Flag, you must do so from the window “Booking File Status”.

At the Booking File’s header we can 
see whether the flag is ticked or not 
but we cannot select or unselect it 
from here, only from the screen 
above.

FLAG: BFILE DEFAULT STATUS

MANAGING BOOKING FILE – BOOKING FILE  STATUS – FLAG  “BFILE  DEFAULT STATUS
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BOOKING FILE STATUS 
Funcionalidad

Depending on whether the flag is ticked or not, status management changes:

FLAG TICKED:
• The field “Reservation Status” will be disabled for use.

• The status of all the reservations contained in the Booking File will be equal to the status of 
the Booking File, only allowing its management through the field “BF Status”.

• When ticking the Flag “BFile Default Status”, if there are reservations with different status 
within the BF, the system will proceed to update such status, taking into account validation 
processes both of availability and restrictions.

• At EVENT level and CONVENTION/FAMILY GROUP reservation, the status management will 
be disabled. It will only be enabled allowing status management at these levels when the 
date of reservation is equal to the current day.

MANAGING BOOKING FILE – BOOKING FILE  STATUS – FLAG  “BFILE  DEFAULT STATUS
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FLAG UNTICKED:

• The field “Reservation Status” will be enabled for use and can have different status between 
Booking File and group & events reservations.

• Reservation status should be managed though this field.

• Once we click on the icon, we get another screen to manage the reservations’ status.

MANAGING BOOKING FILE – BOOKING FILE  STATUS – FLAG  “BFILE  DEFAULT STATUS
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BOOKING FILE STATUS 
Funcionalidad

DETERMINED STATUS (offer, option, second option, tentative, confirmed):

• The selected value will be propagated to the reservations contained in the BF considering 
validation processes and restrictions.

• At EVENT level and CONVENTION/FAMILY GROUP reservation, the status management will be 
disabled. It will only be enabled allowing status management at these levels when the date of 
reservation is equal to the current date.

MANAGING BOOKING FILE – BOOKING FILE  STATUS – FLAG  “BFILE  DEFAULT STATUS
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BOOKING FILE STATUS 
Funcionalidad

MANUAL STATUS: The status management at reservation level is completely independent of 
the Booking File’s status and among themselves.

To modify a reservation status in particular, in the NEW STATUS column, select the “match code” 
of the reservation that we need to modify reporting the new desired status.

When opening a Booking file, the system 
will ‘warn’ you about the manual status

MANAGING BOOKING FILE – BOOKING FILE  STATUS – FLAG  “BFILE  DEFAULT STATUS
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BOOKING FILE STATUS 
Funcionalidad

If we selected the MANUAL status, we can click the flag “Apply to breakdown” for the change of 
status that we apply to the Group Header is applied to rooms that have already been broken 
down. This flag is only active when the Flag “Show breakdown” is not ticked. If we activate this 
flag, the reservations table will show the broken-down rooms. 
Select all those which we want to change status.

MANAGING BOOKING FILE – BOOKING FILE  STATUS – FLAG  “BFILE  DEFAULT STATUS

!!! Make sure the MB is in
MANUAL status before you
inform the customers they
can book through the CRO
or Event tool



Event Check-in Check-out
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MODIFY  HEADER - EVENT

The check in & check
out box are activated
on the day upon arrival.
Activation is required as
it is linked to the Night
Audit.

This error will be shown
during (pre) Night Audit
if Events need a CI/CO

When the Event shows up
during the Pre-NA, make
sure you will extend the
Event with max a few days
regarding the Lim.bill.day
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Ones the errors during the (pre) Night Audit have
been confirmed, go to the reports of the Night
Audit menu to find the list with related
reservations.

Double click the reservation and make the
requested changes (Check-in/Check-out/Billing-
extention of the Lim.bill.day)

EVENT CHECK-IN  CHECK-OUT
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EVENT CHECK-IN  CHECK-OUT

During the Night Audit the following error can appear: 

‘Reservations in Check-out not yet billed’

When this error appears, confirm the errors by
clicking the sign and check the report:

‘Departures not billed’
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EVENT CHECK-IN  CHECK-OUT

Double click the EV…… reservation number to enter the reservation

In the report you will find the checked-out events 
with the billing date (due date) of the today, 

mentioned in RED:
(in the example 23.05.2016)
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EVENT CHECK-IN  CHECK-OUT

What you can see is the Event was on 13.05.2016 and is already checked out

Because the ‘Lim.bill.day’ is set on 10 days, the Event needs to be paid 10 days after the check 
out date. In the example the Event needs to be paid on 23.05.2016
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Because it needs to be paid ‘today’ (in case of the example), it appears as an error during the 
Night Audit.

There are 2 options to solve the error:

1. Do the payment in the folio management of the Event

EVENT CHECK-IN  CHECK-OUT
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2. Change the Lim.bill.day with (for example 5) extra day’s and save the Event: 

By changing the Lim.bill.day, you ‘create’ extra days to arrange the payment. In the example we
have given 5 extra days. This means if we don’t make a payment before 28.05.2016, the Event will
appear again as error during the Night Audit .

MODIFY  HEADER - EVENT

Bear in mind related to Lim.bill.day:
The official NH Hotel Group procedure is to “do not leave charges more than seven days”



Charges pending to bill
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EVENT INVOICING – CHARGES PENDING TO BILL

By using this report, you have the 
option to select only group/event 
reservations
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EVENT INVOICING – CHARGES PENDING TO BILL

When reservations 
passed the due date, 
they will be shown in 
red on the report

If the reservation is 
mentioned, in red
make sure you do the 
payment in the folio’s 
or extend the 
Lim.bill.day in the 
Event

Double click to enter on the reservation you want to invoice 
or where you need to change the Lim.bill.day



THANKS!


