
TMS forMeetings

Manual Hunters & Organizers

Business Processes 

July/2024



TMS4Meetings manual

This manual explains all the options available 
to manage event and/or groups in TMS.

Click on the name of the topic if you want to 
visit just this section of the manual, in the 
next slide

For any further question you can open a Jira 
Ticket to keep having Support.
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INDEX

Search and management an event
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Header in an event

Screen Body in an event
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✓Power BI reports

Night Audit process

Price Calendar
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First steps
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First Steps

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

Generic SAP user example: HFRTOUAIREC1

Personal SAP user example: E00000103222

TMS user example: 0000011557

According to the Corporate policy, the 
passwords is applied in the system 
following this criteria: 
• Minimum length criteria (8 

characters), 
• Specific configuration parameters             

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

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

https://nhorganization.nh-hotels.com/

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

Mnemonic (short code):
E.g., PT11.LIBER
PT = Country
11 =  Region
LIBER = Hotel name

TMS forHotels access:

https://nhorganization.nh-hotels.com/
https://nhorganization.nh-hotels.com/
https://nhorganization.nh-hotels.com/
https://nhorganization.nh-hotels.com/
https://nhorganization.nh-hotels.com/
https://nhorganization.nh-hotels.com/
https://nhorganization.nh-hotels.com/
https://nhorganization.nh-hotels.com/
https://nhorganization.nh-hotels.com/
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First Steps
Favourites folder

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

General Menu

TMS forHotels transactions.

Command field

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

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

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

Each transaction has a Transaction 
code:

/CCSHT/ → Product transactions.

Z → Transactions customized.



First steps

Floppy disk: save.

Back: return to the previous screen.

New session symbol: Maximum 4 sessions per access.

Cancel changes: return to initial screen without saving.

End: exit current task without saving data.

Binoculars: Search & Search next.

Icon bar

• Control buttons on the top.
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https://nhorganization.nh-hotels.com/sites/default/files/documents/SAP%20basics.pdf
https://nhorganization.nh-hotels.com/content/meeting-rooms-price-calendar
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System Messages

• Status Bar

• Pop-ups

More information in this link
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First steps

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


Meeting Structure & Concepts: 

Layout in the reports
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Layout reports 

Change layout

Select layout 

Save layout 

Play with the columns as needed!  TMS is like an Excel file.
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Layout reports 

Change layout

Select layout 

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

Or select a layout which has 
been created by others
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Layout reports 

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. 

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

Report results data exportable to Excel

Filters

Show what you need accordingly.

Ascending / 

descending order

Select a column and filter the results



Overbooking and restrictions 

management
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Overbooking and restrictions management

 
Revenue is responsible for overbooking management:

• -1 means that the hotel is closed for sale

• In this case at the 24th the hotel will close at -4 because 
the daily amount is at 280 

This means which room types are open or closed for sale 
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Overbooking and restrictions management

 

Hotel Overbooking Management INVENTORY STRATEGY TMS

148 Sale 100% 148

148 Sale 110% 163

148 Sale 50% 74

148 Force Hotel Close -1
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Overbooking and restrictions management
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Overbooking and restrictions management

 

Double click at the rate level and you will see if the rate is available or has any restriction (minimum stay of 7) 

C: All RL rates are closed
… in red: Any of the rates is closed
R.. : The total of rooms we can offer under this 
RL
… in yellow: Different number of rooms per 
rate

Minimum length of stay in blue
Clicking on “+” will show the group ceiling 
stated for this RL

Restriction Management doesn’t display the number of rooms we can reserve, only the max. number of rooms for this Rate. To 
know the available rooms left, please check the availability report



Structure meetings
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Structure meetings

 



Search reservations
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Search reservations

 

When the reservation 
number of the convention 
group or event is known, 
direct search can be used
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Search reservations

 

To specify your search the 
‘yellow arrow’ can be used

Dates can be entered without 
the ‘.’ (point)



Occupancy & availability
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Occupancy & availability

 

Don’t forget to review these options
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Occupancy & availability

 

-1 = Sales have been 
forced manually.

1. Inventory

2. Blocked rooms 3. Rooms for sale 
(after blocks)

4. Confirmed rooms 
(status 3)

5. Available rooms 
(after confirmed)

6. Tentative 
rooms (status 2)

7. Availability with confirmed & 
tentative rooms + without 

overbooking strategy

8. Availability with confirmed & 
tentative rooms + overbooking 

strategy

1 3 4 5 76 82

Click on the number underlined to navigate to the reservation.

General occupancy
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Occupancy & availability

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

 

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

 
Select the region you would like to see.  
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Occupancy & availability
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Occupancy & availability

 

• Generic room types:

Defined for selling proposes (Interfaces, web….) that will be standard rooms, suites, etc... 

There will always be a difference in the price between the different room types

• Room Subtypes:

From an Operational point of view, we will deal with room subtypes; that´s a classification per bed type: Twins, king 
size bed, etc. 

For example: Standard Twin, Standard Queen…

There is no difference in the price of the reservation

Generic room type Room subtype

From an operational point of view, we 
will deal with room subtypes only if it is 
requested by the guest



Check availability (function rooms): 

Planning
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Planning

 
Several options to enter the planning

- Via the menu
- Via the Call Center
- Via the Booking file
- Via Quotation Tool
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Planning

 

Events

Meeting rooms

Period displayed

Planning structure
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Planning

 

Virtual room is used by 
the Front Office
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Planning

 

By using ‘Base Space’ as a feature, you can decide in the 
filter of the planning if you only want to see the individual 
function rooms.
(combinations of rooms are not shown in the planning)

No use of feature ‘Base Space’

Use of feature ‘Base Space’
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Planning

 

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

Pilar in the middle of the room
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Planning

 

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
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Planning

 

1

2

3

4

5

1. The room you need to block/maintain
2. Type of maintenance
3. Reason/description why room is blocked
4. Start date + time of block
5. End date + time of block, after this date and 

time the room is available again
6. Block and Availability time is just informative, 

the block is done by dates no by hours.
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Planning

 

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

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
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Planning

 
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
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Planning (display the main information of an event)
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Planning (change one meeting room of an event)

 

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

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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Planning (access to an event or group)
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Planning (tool bar)

 



CRM/PID (Creation and management)
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CRM/PID (Creation)

Customer types: 

Generic examples:

* 1000 = Direct Guest

* 1001 = Employee, Family & Friends

* 1003 = NH DISCOVERY

Customer Data Management

2 different environments:

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

Internal customers: 

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

(91xxxxxxxx are fictitious; finance use only)

Organizations examples:

* 10000XXXXX = Agency ID

* 20000XXXXX = Company ID
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CRM/PID (Creation)

Just new guest nor travel agencies nor companies

Mandatory fields

Client ID

4 9
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CRM/PID (Creation)

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

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

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

5 0
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CRM/PID (Creation)

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

5 1
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CRM/PID (Modification)

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

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

5 2
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CRM/PID (Credit)

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

Touchscreen outline

5 3

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


M I N O R  H O T E L S   |  T M S  f o r M e e t i n g s

CRM/PID (Credit)

5 4

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

More information in this link

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


Booking File Creation:
Group Quotation tool
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Group Quotation Tool

5 6

You can create a booking file with the right strategy and easier, thanks to this transaction.

You can find the link to download the manual of Quotation Tool in this slide.

https://nhorganization.nh-hotels.com/search-page?Title=&Language=All&Tags=quotation%20tool&Area=All
https://nhorganization.nh-hotels.com/search-page?Title=&Language=All&Tags=quotation%20tool&Area=All
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Group Quotation Tool

5 7

1. Content by default according to SAP profile: 

2. Client information and parameters of quotation creation:  

Tax inclusive depend on the country. and subchannel is a compulsory field
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Group Quotation Tool

5 8

▪ Rooms Night: we discriminate  room types by levels, being the Level 1 the basic room type of the 
hotel. In this way, in one quotation, the level 1 can show different room types: 

▪ Anantara Palazzo Naiadi level 1- Premium Room

▪ Anantara Palazzo Naiadi level 2- Deluxe Room

▪ Set up: We will indicate the meeting room setup. It is important to indicate the use that we will give to this 
space. (Meeting, Coffee Break, etc)

    We can indicate the characteristics that we want inside the meeting room. These characteristics will be        
    shown in   the  results with the symbol “*” and they will not be exclusive when the QT offers us the results. 

▪ F&B services:  we will indicate the F&B services in the space related. It is important to know in 
which line we are including these F&B services to avoid to include them in a wrong room.

▪ Resources: we will inform the resources that we want to add in the meeting room. It is important to know in 
which line we are including these F&B services in order to avoid to include them in a wrong room.
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Group Quotation Tool

5 9

1. Agent details, client and hotels

2. Strategy detail and revenue alert  

3. Revenue detail per service 

4. Paper bin: if you use this option,  you can get the 
information about denied hotels in QT Report
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Group Quotation Tool

6 0

Last screen, creation of BF. You can inform option days, customer data…
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Group Quotation Tool

6 1

We must update and have informed properly menus and resources in these transactions for Quotation Tool shows the gith 
information of your hotel:
 

https://nhorganization.nh-hotels.com/content/quotation-tool-menus-and-resources
https://nhorganization.nh-hotels.com/content/quotation-tool-menus-and-resources
https://nhorganization.nh-hotels.com/content/quotation-tool-menus-and-resources


Booking File Creation:
Call Center



Client´s identification
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Client´s identification

6 4

Main customer: Party id 1000 - 
Generic clients 
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Client´s identification

6 5

Use after selecting the hotel and event parameters (F8)

To finish the transaction (Shopping)

Create a direct denied BF after checking availability or with Revenue / hotel

Activate the header of client details and parameters after the first search to modify or start a 
new search (F5)

Access to BF search menu  

Access to meeting room planning 
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Client´s identification

6 6

• Main Client: the party number of who or what books the event

• Main client´s name / Clie. branch: the name of the person 
who books the event (to whom send the quotation) / branch

• Contact name: the name of the person who books the event 

• Company / Comp. Branch: end client who asks for the event / 
branch 

• CRS (Intermediary) / CRS Branch: it is used by TPW     
(Starcite / Cvent) / branch 
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Client´s identification

6 7

Only group’s rates: to check 
group rates, this box must be 
ticked (ticked by default)

Display Full occupancy: If you 
need 30 rooms and  click on this 
box, the system will only show 
the availability with at least 30 
rooms available 

Only JST should be showed
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Client´s identification

6 8

We use it to hold the space 24 hrs. 
For example: a meeting of Monday and Tuesday from 09.00 to 19.00hrs, with full range selected, we will get the 
availability from Monday (09.00hrs) to Tuesday (19.00hrs) (including the night)

Inform the set up in this step to
avoid errors in the event



Parameters
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Booking file creation: Parameters

7 0

To delete a parameter, select the line 

and use the          button
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Booking file creation: Parameters

7 1

The parameters can always be modified by opening the folder ‘Client’s identification’.

Also, after checking the availability, you can go back to the parameters to modify for a new search.
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Booking file creation: Parameters

7 2

You can also search by points of interest

GEM/GGT or Organizer of two hotels: You can search in different hotels for 
accommodation and events in one availability check. Untick the option “Both 
searches” to activate the possibility searching in different hotels regarding 
accommodation and events
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Booking file creation: Parameters

7 3
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Booking file creation: Parameters

7 4

When a specific contract or rate needs to 
be used (linked to the selected main 
client), it can be selected in the bottom of 
the call center screen, or it can be added to 
the created parameters



Availability rooms
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Booking File Creation: Availability rooms

7 6

Parameter accommodation Parameter meetings
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Booking File Creation: Availability rooms

7 7

Alert you that there is not sufficient availability for your search

Indicates you that there is a restriction on the rate

‘Summary by rate 
and room type’ is 
the recommended 
layout to use
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Booking File Creation: Availability rooms

7 8

Select the lines and click “add to shopping cart” after analyzing the options of the search
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Booking File Creation: Availability rooms

7 9

Double click the price and 
you will get more 
information regarding the 
total price



Availability function rooms
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Booking file creation: Availability function rooms

8 1
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Booking file creation: Availability function rooms

8 2

These prices come from 
Price Calendar Transaction
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Booking file creation: Availability function rooms

8 3

When you select the line and add it to the shopping cart and icon is added automatically

Screen before creating boking file to see all the selections



Modification shopping cart
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Booking file creation: Modification shopping cart 

8 5

In the accommodation line we just can do a sales discount through manual price. We always need to specify the 
reason of the change. The change will apply to all the days inside the selected line . 
To delete the discount, we need to select the line and select “ Delete discounts” button 

In case we have a prefixed or negotiated 
rate, we have to change it manually 
before creating the BF (from the 
shopping cart), it is easier from this step 
than inside the created BF
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Booking file creation: Modification shopping cart 

8 6

When applying a manual price, make sure the box 
‘Price w/ taxes’ is ticked as we use Gross prices

When opening ‘Meal plan’, the new split 
(Net prices) can be reviewed



Creation
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Booking file creation

8 8

A) General Info

B) Customer data, Statistics, 

Remarks

C) Records to be included in BF

A

B

C
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Booking file creation

8 9

‘Group’s name’ and ‘Status’ are mandatory fields
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Booking file creation

9 0

Payer: Client that pays for the BF. Mandatory if the client that pays 
is different from the main client
Holder: Client that holds the bills
Receiver: Client that will receive the bills 
Use only this option when it is necessary no in all BFs

PID of Intermediary
PID of Final Client

All information already informed will travel automatically to the different fields

Don’t forget to inform all the clients in the Booking File 
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Booking file creation
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1. If BF contains rooms, it will take the statistics 
from the most used rate.

2. If BF contains only Function Rooms, it will take the statistics 
from the rate related to the Event Type.

Mandatory fields

• Created by: Person who creates the Booking File. It is not 
automatically, you have to select it 
• 2nd Agent: Back-up person (if applies)
• Organizer: Onsite event manager once event is in Tentative
• Ambassador:  Ambassador sales executive ( if applies)
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Booking file creation
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Remarks

There are different types of remarks
We will use Main by default (is seen just on the 
screen)

• Housekeeping remarks - will not be used
• Billing – will be posted on the bill
• External for reservation – will be posted on the 

confirmation, not on the bill
• Internal for reservation – will be seen just on 

the screen
• Chain/Hotel – will not be used

To create the MB click on the green icon Once the MB is created you can leave the transacion or access to the MB



Booking File management



Search Booking Files
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Search Booking File
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If you enter the BF in 
Display mode, you will not 
be able to modify the BF

You can search BF in two different ways:
 
- Menu TMS
- Call Center
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Search Booking File
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Click right button of the 
mouse to activate the filter



Edit tab in booking file
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Edit tab in Booking File
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Change Main Hotel:
If “Multi Hotel” is applicable, it will be allowed to 
define a new hotel as “Main”

Change BF status:
to change the general status and 
apply to all hotels with the same 
status

Change Booking File date
Allows defining a new BF 
starting/Ending date

If you have modified the status manually at hotel level and you 
change the general status, that hotel status will not be changed 
and will remain with the manually changed status
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Edit tab in Booking File

9 9

Duplicate

Functionality that duplicates an existing BF, as well 
as the event reservations included within.



Miscellaneous tab in booking file
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Miscellaneous tab in Booking File
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Revenue Detail

Direct access to the report of items 
with revenue that will be invoiced
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Miscellaneous tab in Booking File
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Add event reservation

Allowing to add reservations in the 
same BF because you create a new 
event and/or convention group.

IMPORTANT: you will go to call center to create a new event and conference group in the same BF.

Add existing reservation

Allowing to add reservations to an 
existing BF which do not belong to 
another BF.

Unlink reservation

Event reservations associated to the 
Booking File will be displayed .
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Miscellaneous tab in Booking File

1 0 3

Generate documents

The Templates Management functionality 
is directly accessed.
Only works the first two options.

When selected the type of template, press 
ENTER to activate the template
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Miscellaneous tab in Booking File

1 0 4

You can click over the icon, and you can edit whatever you need in the template.
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Miscellaneous tab in Booking File

1 0 5

Additional info:

There are several options clicked by default and other options unclicked.
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Miscellaneous tab in Booking File
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Once you have created one template and save the event/BF. 

An icon is activated, and you can use the other version of the templates which you have already used.
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Miscellaneous tab in Booking File
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You can see some of the modifications done in the MB



Create note/attachment
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Create note/attachment
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This is the place where all remarks needs to be 
placed regarding the BF (i.e. all service order 
remarks) Unlimited space to write compared to the 
250 characters you have in the field ‘remarks’
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Create note/attachment
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Use this button to modify 
the created notes



Shortcuts in booking file
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Shortcuts
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Follow up 
document's 
delivery

Shortcut to the planning

Generate Documents

Revenu details

Attachments List
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Shortcuts
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Value booking file

If the BF was created via Quotation Tool, you can find these options.



Booking File status functionality
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Booking File Status Functionality
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With header hotel

Without header hotel

When flagged and click a pop-up will 
display the reservations with a different 
contract/rate id compared to the one in 
the BF 

Different option or remarks 
until 250 characters. Use 
notes for longer ones

Pax in the Booking File
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Booking File Status Functionality
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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

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

1 1 7

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
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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 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”.
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Booking File Status Functionality

1 1 9

BOOKING FILE STATUS Funcionalidad

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
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Booking File Status Functionality

1 2 0

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, considering 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.
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Booking File Status Functionality
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FLAG UNTICKED:

Reservation status should be managed though this field.

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.
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Booking File Status Functionality
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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 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.
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Booking File Status Functionality
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BOOKING FILE STATUS Funcionalidad

If we selected the MANUAL status, we could click the flag “Apply to breakdown” for the change of status, that we 
apply to the Group Header. It 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.

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



Booking File options
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Booking File
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- Main menu
- Booking File Options
- Tree view

The screen of the Booking File is divided in 3 main parts:
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For a quick revenue overview of the Book File by status and hotel, use the ‘Revenue summary’

BF released: You block the BF and you can only modify this MB.

Mutual Offers.
There will be a new tab 
where you can inform 
more travel agencies.

We explain it at the end of 
the presentation.
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Booking File: General info
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The folder  ‘Rooming’ you will find on BF level and Convention Level. On both levels 
you have the option so select the ‘Not allowed for CRS’ option which is the same as 
the former ‘CRO NO BOOK’

CRO will receive a message they may not modify the booking, something which is 
related to all convention reservations
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This is the language that should be shown in the templates

Allows determining the commissions to apply to 
the reservations belonging to the BF, being 
expected commissions (commissions) or 
discounted on the invoice (discount). 

Deduction:    Commission will be discounted on final invoice
Commission:  The commission will be kept
Exempt:    No commission will be applied
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Booking File: Commissions

1 2 9

As commission will be applied on Event level and Convention level, we advise you to (also) add 
the commission in the Event and/or Convention Group

Only a percentage is not valid, always select the concepts as well. Use the button 
‘Default concepts’ to drag the concepts defined as commissionable
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Booking File: Commissions
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In above example 10% commission will be applied to the concepts BB/FRNT/BKFS/ROOM.

If a different percentage is applicable to one of the concepts, you have to mention this as shown below:

When booking the commission, you can also make use of the Concept groups.
             This will cover the concepts which are booked.
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Booking File: Commissions

1 3 1

If there are different commissions in BF/event/group, you will see this message.

You can block or unblock the manage of commissions from BF

Commissions in ME Reservations

Commissions in M&E Reservations
Commissions Automatic Interface

Commissions Automatic Interface

Click on the links to get more information about commissions

https://nhorganization.nh-hotels.com/content/commissions-mice-reservations
https://nhorganization.nh-hotels.com/content/commissions-mice-reservations
https://nhorganization.nh-hotels.com/content/commissions-mice-reservations
https://nhorganization.nh-hotels.com/content/onyx-mice-commissions-automatic-interface
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As you have to define the hotel for which the routing will apply, we 
recommend you add routing on Event/Convention level.

Routing is only active from Convention reservation to Event reservation. 
From an Event reservation, it is possible to route to a convention 
reservation, but we don´t recommend it.
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Booking File: Actions
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1. Select BF
2. Select your department (‘Hunters’ is used for the GSO)
3.  Tick Complete to be able to filter in the report for pending tasks
4.  Start date is the date you want to get the task
5.  End date is the last day you want to get the task (normally, start and end will have the same value)

Press this sign to create a new task
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Booking File: Actions
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6.  Mo-Su: If the task must be shown in a range of dates, you can mark which days of the weeks you want to get the task.
7. Remarks: Task text (max 250 characters).
8. Actions: select a predefined action.

      9.  Status: Completed / Pending / Cancelled. If the task in pending, will be shown in the task report.
    10.  Action: text of the action, a ‘personal’ task can be described if no predefined action is chosen from the action list
    11.   F.Cancel / Cancel By / Cxl reason are not used for tasks related to BF
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Booking File: Actions
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Owner: need to add an owner to be able to filter in the task report. Please make sure this information is filled in.

To find the created actions/tasks, use the ‘Tasks to complete’ report:
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Booking File: Actions
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1. Select Show Booking File Tasks.
2. Please add MB… in the Booking File field.
3.  Department is not used at GSO level
4.  Fill in the date you have selected in the task

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

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

Completion tasks Status: select the ones you want to see.
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Booking File: Statistics
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It is mandatory to fill in the segmentation fields:
- Market segment
- Sub segment
- Channel
- Creator
In most of the cases the segmentation is automatically entered due 
to the selected rate and contract

Name to use in  the templates

Information for the creation of a BF‟s board or signal in some hotels 
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Green light: 
Deposit paid or still in time
Yellow light: 
The day request of the deposit is the arrival date
Red light: 
Time to receive the payment past due

As deposits are linked to a specific hotel, only requests can be made on BF level. The payments 
can be registered on Event and Convention Group level.
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Booking File: Discount
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Here you can add a commercial discount in different services, either by percentage or by amount. 
This discount should be shown in the quotation / contract sent to client



Tree view of the booking file
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Tree view 

1 4 1

The summary screen is found at the bottom of the Booking File showing in tree format. Where the related Booking 
File items and reservations are shown. We can see the detail by hotel with breakdown by day, group reservations 
and events (function rooms, F&B services, AV Equipment, etc)

Expand data area / Collapse data area

Expand subtree / Collapse subtree

Find

Recalculate 
columns

Print

Change Layout

Recalculate columns Refresh
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Tree view 

1 4 2

6001532  = Convention Group Reservation Number
EV00005470 = Event Code
131294700 = Event Reservation Code
13459357 = Individual reservation (reservation in breakdown)
13459358 = Individual reservation (reservation in breakdown)
13459359 = Individual reservation (reservation in breakdown)

Both open the Event reservation 



Proforma
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Proforma

1 4 4

Use the folio screen   (F9) 
from the Event reservation to create a 
proforma for meeting only (no Convention 
Group included)
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Proforma

1 4 5

Select the invoice layout.
Depend on the country there are different formats.
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Proforma

1 4 6

Select the folio with all charges to activate the ‘Create 
Proforma’ button. 
From here you can select several options.
(Hotels with tablets have the option to display proforma, 
invoice and POS ticket  on the tablet)
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When sending the proforma for the 
meeting only reservation, please 
mention in the guided email to the 
client:

- The (multiple) due date(s) for 
requested deposits (pre-payments)

- The bank details of the NH Hotel 
Group, these are not shown on the 
lay-out of the proforma

Fiscal  data                                    Postal data
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Proforma

1 4 8

You can get it from the transaction or from the MB, event and groups

You have all these options to generate the proforma as a template.

By clicking on the link, you will have a video in 
different languages explaining the options and a 
quick guide.

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


Search and management an event
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Search and management an event

1 5 0

General menu Planning

Booking file
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Search and management an event
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General 
information

Tabs 
with 
details



Tablet view tab in an event
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Tablet view
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To see the information about the rooms 
connected to the event. 

Also possible to enter the rooms 
reservations from here to start modifying

Number rooms pending to breakdown

Number of Rooms pending to breakdown by room type & number of pax 

Number of Rooms in breakdown per room type and number of pax 

Select or deselect the type of 
reservations you would like to see 
in the overview. 

Add rooms to the 
existing event
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Tablet view

1 5 4

When selecting the button ‘Conf’, 
a new Convention Group can be 
created.
This option is very useful to add a 
‘room block’ to a ‘meeting only’ 
Event
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Tablet view
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To include the attendees and their data. This is not the distribution list.



“Others” tab in an event
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Others

1 5 7
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Others

1 5 8

Don’t forget to ENTER! 
before pressing accept
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Others
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Change holder of folioChange method of payment

Leave comments for colleagues
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Others
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Others

1 6 1
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Others
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Generate documents

The Templates Management functionality is directly accessed

When selected the type of template, press 

ENTER to activate the template
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Others

1 6 3

You can click over the icon, and you can edit whatever you need in the template.
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Others

1 6 4

Additional info:

There are several options clicked by default and other options unclicked.
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Others

1 6 5

Once you have created one template and save the event/BF. 

An icon is activated, and you can use the other version of the templates which you have already used.



Availability tab in an event  
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Availability

1 6 7

Summary of event type, main customer, creation date, deadline and when last event modifications are done
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Availability

1 6 8

Shortcut to planning

Shows the value of the event , including the rooms. Here you also find a clear overview of informed commissions/discount 
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Availability
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The report will show the revenue per function room, including  the  booked services 



M I N O R  H O T E L S   |  T M S  f o r M e e t i n g s

Availability
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To see what the original rate is of the service/room (Rate) and for which price the service/room is offered (Revenue) This 
report can be used as an “audit”



Shortcuts in an event
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Shortcuts
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Room reservations

If status is blocked, you have to change it at MB level

Attendees Folios header

Total Billing and production detailDocuments delivery

Event Billing and production detail

Generate TemplatesGo to folios

Different Remarks options

Credit card 
details

Move Event Adjust dates

Service order

MOTO details of the email sent and dates



Header in an event
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Header

1 7 4

Move  the event to another new date, all linked services & hotel rooms will also be adjusted.

If the event dates doesn’t correspond with the dates in the Booking File, synchronize by clicking on
this icon.
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Header
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Change of event status on event level (e.g. With a multiple property quotation you will change the status on event level per hotel)
This field will be only active if the status in the Booking File is set on ‘manual’

You can register the credit card in PCI and request the credit card by MOTO
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Header

1 7 6

You can check this information in the next report
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Header

1 7 7

Status modifications does not change the status 
explained in the previous section of the event header.

Maximum number of night audits after the event's 
checkout for billing allowance. Passed these days, 
night-audit cannot be done if event is not billed.

There are different types of remarks
Main remarks by default (is seen just on the screen)

• Billing – will be posted on the bill
• External for reservation – will be posted on the 

confirmation, not on the bill
• Internal for reservation – will be seen just on the 

screen
• Chain/Hotel – will not be used
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Header

1 7 8

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

You can find more information about NA Process in this link

https://nhorganization.nh-hotels.com/content/night-audit-notifications-management
https://nhorganization.nh-hotels.com/content/night-audit-notifications-management
https://nhorganization.nh-hotels.com/content/night-audit-notifications-management
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Header
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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-extension of the Lim.bill.day) 
If you access in display mode, you will have to reach the event from 
planning, modify event…
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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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Double click the EV…… reservation number to enter the reservation but you enter in display mode. You have to access 
to the event for other way to modify the dates, no through the report.

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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Header
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What you can see is the Event was on 23.03.2024 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 30.03.2024
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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

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

The official NH Hotel Group procedure is to “do not leave charges more than seven days”



Screen Body in an event



M I N O R  H O T E L S   |  T M S  f o r M e e t i n g s

Screen body
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Use to create a new line. 

Select one of the lines, press the button to copy the line including the setups, resources and menus.  
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Screen body
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Depending on the rights of the user, you can 
modify the rates of the function rooms
via the option ‘Price Calendar’
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You can add the attendees and for a dinner it is also possible to add 
the dinner and table number

The attendees need to be created first (via Table view) 
before you can assign them to the reservation
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To see the Price calculation per (selected) meeting room per day, per time or per period.

It is very important hotel updates the prices of the meeting room from price calenda transaction. Explained at the end of this manual
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An overview of the additional services that are booked in the selected meeting room

Change the date of the meeting room within the range of the event date

General meeting room information

This button allows you to select an existing line and add a package to the room. The room that was 
defined in the line will be the MAIN room in the package. In case you have any extras, they are kept 
in the room but not added to the package.
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Possible to rename the meeting room, will appear on the service order

Option to add:
- Tasks
- Resources (beamer etc)
- Menus
- Setup



Modify an event: 
Set up, task, resources and F&B menus
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Modify an event 

1 9 2

When the ‘*’ (star) is shown, information is available
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Double click on the menu to enter the menu data

Select this button to copy the menu data to the Event 
and you will be able to apply modifications to the menu

All comments in this box are shown on the confirmation
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Administration: Indicates that the costs are admin and, therefore, do not 
imply any costs. 
• Department: The department responsible for accomplishing the task. 
• Block: Blocks the function room and makes it unavailable 
• Complete: If ticked, the person accomplishing the tasks must 

acknowledge accomplishment, it is not only information. Monitoring is 
possible through the task report. 

A pre-defined list with tasks is created
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When selecting resources, pay 
attention to the sales price. In 
general, all resources must have 
a sales price loaded, only 
exception is if the resource is 
offered for free. 
You can add “remarks” for every 
resources.
FE: “under availability”

You can look for more resources 
with the binoculars or moving 
the scroll bar



Modify an event: tabs
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You can see all room reservations that are linked to the 
event. By double clicking on the reservation number, you 
can view the reservation (display mode).

Overview of the individual/ 
group/confirmed 
reservations, total number 
of rooms & rooms linked to 
the event

Number rooms pending to breakdown

Number of Rooms pending to breakdown by room type & number of pax 

Number of Rooms in breakdown per room type and number of pax 
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Limit: Maximum amount to spent on extra charges related to the Event 
Full credit: No limit 
Cancelled: Extras credit is cancelled 
POS Canceled: No postings coming from the points of sale (F&B) will be allowed 

Remarks about the contract 

If the reservation has been done with GQT you will see the Quotation Number 
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Most data is already defined in master data

It is mandatory to fill in the segmentation fields:
- Market segment
- Sub segment
- Channel
- Created by

In most of the cases the segmentation is automatically entered due to the selected rate and /or contract
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Discount:  Commission will be discounted on final invoice
Commission:  The commission will be kept
Exempt:  No commission will be applied

The information about commissions will be given by the contract

Client % Percentage to apply to the main client 
CRS % Percentage to apply to the CRS

We inform just the exceptions.
For example, 10 % for all concepts except 5% 
commission for F&B.
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Green light: 
Deposit paid or still in time
Yellow light: 
The day request of the deposit is the arrival date
Red light: 
Time to receive the payment past due
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Modify an event – Deposits

 

2 0 2

Make sure to fill in a reason and not only the 
…  this is shown on the invoice

When canceling a prepayment after the day of payment, you must 
use the option ‘invoice cancelation’

https://nhorganization.nh-hotels.com/content/invoice-correction-procedure
https://nhorganization.nh-hotels.com/content/invoice-correction-procedure
https://nhorganization.nh-hotels.com/content/invoice-correction-procedure
https://nhorganization.nh-hotels.com/content/invoice-correction-procedure
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This field allows informing actions that are not specific of any function room, but general tasks at event level 

If ticked, the task will be displayed on the service order
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Modify an event – Actions

 

2 0 5



M I N O R  H O T E L S   |  T M S  f o r M e e t i n g s

Modify an event – Packages (DDR)

 

2 0 6

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

Select the correct packages configured in the master data you want to add and press ‘Enter’
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Concept

Concept group

Create a line and select ‘Concept’ or ‘Concept group’. 
Cadence is used if the routing needs to be applied for 
several dates, use date (F) to select a certain date.

Select the correct folio where the concept needs to be 
routed to and select at ‘External’ the option ‘yes’ if 
routings needs to be done to a different reservation.

F&B service you can only route all off them at the same 
time by concept Gastroev/Gastroevh (depend on the 
country).

DDR is not possible route them; you must assign them 
from the folios.

Audiovisuals, same option as F&B Services.
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Modify an event – Fixed charges
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To add fixed charges, select the correct 
charge by using the 
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Select ‘concept’ or ‘concept group’ and add the 
needed information.



Modify family group
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If this checkbox is selected, cancelled reservations will return to the room block

CRO couldn´t do the breakdown in this type of group.

You can inform two meal plans in the same group.

The reservations done from call center and Quotation Tool will generate a 
conference group, never a family group.

If you create a family group, you must be sure which rate and strategy 
you must apply. 

We recommend to use it for crews… or groups with the contract and rate 
created for groups.
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You can inform the rooming list one by one or all at the same time

You can inform different room types and meal plans.

Don´t use “Manual Price”



Management convention group



Search convention group
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You can also enter the Convention 
Group directly from  the Booking file



Management of convention group



Edit tab in convention group
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Edit tab in convention group
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To go the Rooming list / breakdown

DO NOT USE!
When a convention booking is linked to a MB, the status needs to be changed on MB level.
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It’s ONLY possible to insert or remove a reservation related to the convention when 
they both have the same main client, both the group as the individual reservation 
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Edit tab in convention group
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Create new 
reservations from a 
certain period of time 
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Miscellaneous tab in convention group
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Miscellaneous
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Miscellaneous
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Miscellaneous

 

2 2 6



M I N O R  H O T E L S   |  T M S  f o r M e e t i n g s

Miscellaneous
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Shortcut to the 
CRM module 
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When a convention group is linked to a BF you always have to change 
the main client on Booking File level

The options: - Confirmation Letter
  - Mail Confirmation Letter
will not be used even though they are active. For meeting reservations, always use the option ‘Generar documentos’
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Miscellaneous
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When selected the type of template, 
press ENTER to activate the template

The Templates Management functionality is directly accessed



Availability  tab in convention group
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Availability
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Report shows all rooms / rooms per room 
type available for the selected period and 
their current status.



M I N O R  H O T E L S   |  T M S  f o r M e e t i n g s

Availability
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Information Systems tab in convention 
group
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Information systems

 

2 3 9



M I N O R  H O T E L S   |  T M S  f o r M e e t i n g s

Information systems

 

2 4 0



Shortcuts in convention group
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Modify folio’s header (F7)

Go to folios maintenance (F9)

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

Print groups rooming list

Generate documents

Show total reservations grid

Billing  / production details

Document delivery

Overview of all localizer  linked to the 
convention group

Service order



Rooming list (breakdowns)
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Rooming list 
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Different ways to perform breakdowns:

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

Breakdowns → Here you can see the breakdowns already made

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

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

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

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

1
2 3

4

5

6

Rooming list 
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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 1 convention group. 
2. Select the arrival and departure dates. 
3. Select the room type you wish to assign. 

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

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

 
6. Fill in the names of the guests
7. Select all
8. Flag off 

6

8

7
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Rooming list 

 

You have the option to select a routing for the rooms you breakdown
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Rooming list 

 

Before breakdown reservations

After breakdown reservations

We recommend routing after breakdown
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Rooming list 

 

Reservations are created with an individual reservation number

Export from an excel the rooming.

To edit the excel, and join name and surname in one 
cell,  use concatenate.
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Rooming list 

 Go to Conferences and you can inform the rooming list too.



M I N O R  H O T E L S   |  T M S  f o r M e e t i n g s

2 5 2

Saving the group with the breakdown already done

 

 

Before doing the check in you can change rate, prices, commissions, remarks…in the breakdown.

You can edit the remarks of the breakdowns with these options



Tabs in convention group
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Screen body

 

 

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

Manual price will never be used
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Screen body

 

 

Estimated arrival and departure time

Cost code and two blocks of remarks
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General info
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Billing Information

 

 

By clicking in this icon, you will see this 
screen with the options of PCI.
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Billing Information

 

 

Unlimited: All telephone charges can be charged,  any charges are guaranteed by the main client
Telephone credit:     Maximum guaranteed amount by main client

Limit:   Maximum amount to spend
Full credit:  Unlimited charges, all guest charges are guaranteed by the client 
Cancelled:  No hotel service may be booked on the guest or master folio’s
POS Cancelled: No F&B services can be booked on the guest or master folio’s
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Deposits

 

 

Green light: 
Deposit paid or still in time
Yellow light: 
The day request of the deposit is the arrival date
Red light: 
Time to receive the payment past due
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Deposits

 

 

Make sure to fill in a reason, not only a ‘.’ (dot)
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Deposits
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Guarantee and additional info

 

 Guarantee status of the convention group, this travels to the individual reservations (after 
breakdown)
Don´t use the ones starting by “a”

To fill in (when it is necessary) the 
Branch CC, Branch CRS Branch 
Company or the Agent 
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Breakdowns

 

 

If rooms are in breakdown, they will be shown in this tab.
When in breakdown, modifications for the reservation needs to be processed here

When double click on the reservation number, you will enter the individual reservation
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Breakdowns

 

 

Reservations which are booked directly via an event link will be in status confirmed automatically, even if the group 
header is in status tentative. 
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Breakdowns - Tasks
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Breakdowns - Notice

 

 



M I N O R  H O T E L S   |  T M S  f o r M e e t i n g s

2 6 7

Breakdowns - Notice

 

 

Double click on the sign to write the ‘notice’ What we will see as a ‘pop-up’ on the screen
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Breakdowns - Special Requests

 

 

1. Select all, or make a  selection
2. Press the button special request
3. Select the Room, stay and/or reservations features
4. Double click to add them to the column
5. Press 
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Breakdowns - Routing

 

 

Select the break down reservations you need to route and press the routing button
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Breakdowns - Modify reservation

 

 

The ‘Modify reservation’ can be used to make all changes for broken down reservations  without any problem 
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Breakdowns - Bring header remarks

 

 
Bring header remarks to breakdowns
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Breakdowns - Modify guests

 

 

1. Add CRM Client PID.
2. Possible to change the guest name.
3. Possible to add a voucher number per individual reservation.
4. Add remarks per individual reservation

1 2 3 4

Clip board (Ctrl C)

Shortcut to room assignment

Display only main guest
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Routing charges

 

 

Concept

Create a line and select ‘Concept’ or ‘Concept group’. 
Cadence is used if the routing needs to be applied for 
several dates, use date (F) to select a certain date.

Select the correct folio where the concept needs to be 
routed to and select at ‘External’ the option ‘yes’ if 
routings needs to be done to a different reservation

Concept groups
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Fixed charges

 

 

When rooms are already in breakdown press in this icon to add fixed charges massively 

If you need to delete them afterwards you will have to do it in every reservation manually.
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Actions

 

 

Remark

No remark
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Loan Items

 

 

If you inform a loan item in the group, TMS 
will charge this in all the breakdowns!!
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Statistics and conditions

 

 

It is mandatory to fill in the segmentation fields:
- Market segment
- Sub segment
- Channel

In most of the cases the segmentation is automatically entered due to the selected rate and/or contract.

Overbooking and restrictions are defined by the revenue department



M I N O R  H O T E L S   |  T M S  f o r M e e t i n g s

2 7 8

Commissionable charges

 

 

Allows determining the concepts on which commission needs to be 
applied to the reservations belonging to the Convention Group 

Revenue concepts:

Revenue concepts which compose the billing concepts ( ROOM, 
BKFST, DINF, DINB, LUNF, LUNB)
Billing concepts: 

Concepts shown in folios and customer invoice ( RO, BB, HB, FB)

It is needed in “Commissionable charges” tab to inform the 
Revenue concepts (not billing concepts), so commission 
conditions are applied
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Prices and commissions

 

 

Deduction:

Quantity discounted in 
Front office invoice

Commission:

Foreseen commission. Not 
in Front office invoice

€ 100

€ 100

€ 90

€ 100

€ 10
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Scroll down to find the 
percentages by Price code

Commissions could be 
informed in this table.

Prices and commissions

 

 



M I N O R  H O T E L S   |  T M S  f o r M e e t i n g s

2 8 1

Prices and commissions

 

 

To change the price of a generic 
generated price code manually, we 
have to create a specific price code 
for this reservation.

Double click on the price code you 
need to change and select the button 
‘Specific Price Code:

Double click on the price code if you need to change it and select the button ‘Specific Price Code”.
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Prices and commissions

 

 

Type the name of the new price code you will create, and 
press Enter

Now below screen will appear where you can give a 
description of your new price code and change all prices 
manually

Press Enter and save to confirm the new price code

The new created Price code is now used in the system 
and can be applied to different dates
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Select ‘concept’ or ‘concept group’ and add 
the needed information 



Status bar in the grid of convention 
group
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Status bar in the grid of convention group

 

 

Free pending block

Block / Unblock

Order Room type

Standard pax

Historic modification of the grid
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Status bar in the grid of convention group

 

 
By clicking this button all pending rooms of the current day will be released

Be careful as it releases the whole group of the current day! 
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Status bar in the grid of convention group

 

 

Increase or decrease 
the room block
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Status bar in the grid of convention group

 

 

Standard pax
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Status bar in the grid of convention group

 

 

Historic modification of the grid

You can check the action done in the grid, the 
date, user…
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Status bar in the grid of convention group

 

 

Select if the pending or breakdown 
rooms needs to be visible in the overview

In the white fields rooms can be added 
after checking availability

Double click to see/change 
the number single, double or 
triple rooms 



Creation and modification
F&B Menus
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BGR_0001 Company menus

LGR_0001 Leisure Groups

SPORT_0001 Sport Groups

GALA_0001 Banquet menus (first communions, baptisms, Christmas dinner, Valentine's…)

CFBRK_0001 Coffee (including thermos, business breakfasts…)

FINGER_0001 Finger buffet/Brunch

WEDDING_0001 Wedding menus (including "second dinner")* 

COCKTAIL_0001 Cocktails

BUFFET_0001 Every buffet and afternoon snack of sport groups

OPENBAR_0001 Open bar (valid for when we sell soft or long drinks)

PICNIC_0001 Picnic

DRINKPACKAGE_0001 Wine cellar (à la carte choice of wine, champagne…)

*If it is a children's menu, we will indicate it in the description

Below the created menu concepts in the system:
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TMS4Meetings has10 menus per type already created (10 BGR 10 LGR, ... ..) except Wedding menus.

The hotel must change these to create menus and adapt them to what the hotel offers.

If you need more open a Ticket Jira and Business Process will create as much you need.

Weddings

Sport Groups

Buffet
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You have the option to 
create your own ‘personal 
list’ with the most used 
menus



M I N O R  H O T E L S   |  T M S  f o r M e e t i n g s

2 9 5

Creation and modification F&B menus 

 

 

1

2

3
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It is necessary to give a description to the selected menu (e.g. 
'Tempting Lunch'). All descriptions are in English.

This description will be shown in the quotation and contracts, 
please pay attention to this!

By pressing the    button, you have the 
option to add several languages. 

When you send the quotation in German, for example, make 
sure that the DE language is created as well.

1
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Start date: fill in the cut-off date of your hotel.

End date: bear in mind yearly price modifications when adding the end date. 

Dates must be the same in Quotation Tool Transaction: ZEY_ME_ITEM1

Cost price: leave blank.

Min. Pax:    minimum number of persons to which the menu is applied (can be useful for buffets, for example).

Concept Use Example

GASTROEV

• Menus with low VAT items only
• Menus with combined VAT items

• Food + Beverage non-alcohol
• Food + Beverage non-alcohol + Beverage 

alcohol / Food + Beverage alcohol

GASTROEVH • Menus with High VAT items only • Beverage alcohol

Editable: activate if the menu can be modified when associated with a reservation.

Sales price: It must be the total of the sum of the dishes.

Department:  F&B or C&B.

Tax included: depends on the country of the hotel.

Do not use: activate if the menu should not be used (anymore). If this flag is clicked this menu won´t be able for Quotation Tool nor DDR.

1
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Max. 1000 characters

2

Max. 1000 characters

We can display it in the Service Order.
Note about the sales strategy for this type of service. We 

can display it in the Service Order.

Use the format shown in the screenshot above: 

first capital letter, rest of letters in lowercase.
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Here you create the lines (Group) that make up your menu. See the list for the different options:

3

Examples:
Lunch: Main courses + Beverage
Coffee Break:         Main courses + Main courses
4 hours arrangement:       Main courses + Beverage
Open Bar:                   Beverage + Beverage (alcohol + non-alcohol)

By using the Wildcard description 

and related remarks, you can include 

all the information you need per dish 

in the Service Order. 

Select the type of dish for each line created.
 
These are the options you have:

It is very important for the split of VAT.
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3

Remarks: can be used to detail the composition of each group created (it will not be used very often).

Wildcard description: short descriptions.

Sales price: fill the price per line. The system will add the totals and create the sales price.

       All dishes must have a price!

Tax incl: depends on the country of the hotel.



Link F&B menus to an event
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In the event you can link F&B menus in the ‘Function rooms’ tab.

Double click on the yellow arrow ‘Menu’ and the screen below will appear:
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Select the (created) menu that you want to use for the event and confirm with the “Enter" key.
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Don´t forget to inform a “Service Type” field. This field informs the revenue of the menu.

The “Menu description" can be modified and by double clicking on the menu (in this example BGR_0001), 
you enter the menu.

Depending on the service type informed, the 
revenue will be applied as the image showed
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Use this button to ‘Copy menu to event’ so that it can be modified with the exact details requested by the client and 
confirm with the save button. The master data of the menu will not be modified. The system will automatically 

apply the menu that we have created.

REMEMBER: all dishes must have a price!



Creation of Packages
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Package: Here create a ‘code’ 
(maximum of 10 characters) for your 
package. 
Code can´t be modified later, only the 
description
Here you are some codes as examples:

Select a model (already created package) as a basis for your new package creation.

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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• CODE DESCRIPTION: Give a full description of the created code (e.g. 12 Hours arrangement A). Code can´t be modified 
later

• CURRENCY:                 Select ‘European Euro’
• 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
• 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)
• EDITABLE:     Ticked by default to indicate that the package can be modified when attached to a reservation
• REMARKS:     When creating a package where the PAX MIN is more than 1 (e.g. minimum of 10 people) and a 

supplement is requested if the package is used for less then the required number of pax, inform the supplements in the 
remarks field. (See example) 

Please note that the package can only be booked within the time 
range you enter 
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Activate the package by using this button

Click this button to start creating the content of the created package

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

        If preferable, the concept of an already created package can be used by selecting 1 of 

the created packages

Come back to the header
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FUNCTION ROOM
• DESCRIPTION: Select the type of room – Function Room will be always ‘Main’
• ROOMS: Leave this field empty. When this package can only be used in 1 specific room in the hotel, select this 
room over here
• START/END TIME: 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
• PRICE: Fill in the value percentage of this item. The correct pricing will take place later during the process 
• EXCLUDE: Only active for ‘Function Room’ type lines. Tick if the room will be excluded from the final price of 
the package
• NO MOVE: Only active for ‘Function Room’ type lines. Tick if the selected room is specific and may not be 
changed 
• NO SHARE: Only active for multi event rooms. Tick if the room may not be shared with another event

SETUP
• SERVICE ID: Select the setup required
• DEPT:            Select the department responsible of the setup

The line “setup” will be 
created by default with the 
“Function Room” line
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Select  to create a second line for additional package items. Start with the selection of the service group as shown in the list:
Use the "pull-down" of each field to fill in all the requested data for each line.

The Service Group ‘Tasks’ 

will NOT be used

F&B MENU

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

• SERVICE ID: Select the menu required
• SERVICE: Select the service related to the menu
• DEPT: Select the department responsible of the menu

RESOURCE

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

• SERVICE ID: Select the menu required
• DEPT: Select the department responsible of the menu
• PRICE: It will have price 0, except when the resource is rented to a provider

M I N O R  H O T E L S   |  T M S  f o r M e e t i n g s
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Example:

When we inform F&B Services:

• They must be activated
• You can modify the price in the DDR
• Every F&B Service must have a share space. 
     (if there is exception, please open a Jira to BP)
• Service  type must be informed (If it is necessary 
you can change in the event later)

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.

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

Ones created all lines, make sure 
the total price will be € 100. If the 
total price is € 100, save the 
booking by using the ‘save’ button
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After save the package 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.

To view the modification history 
of the package

To activate of inactivate the 
package

To see events with this package. 
Access to display mode.

To work with the second part of 
DDR (add meeting rooms, menus…)

Once the package is created, 
there are the next icons:

The manual is available in BP web

https://nhorganization.nh-hotels.com/content/ddr-manual
https://nhorganization.nh-hotels.com/content/ddr-manual
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The box ‘Active’ 
is ticked now

If preferable, the concept of an 
already created package can be 
used by selecting one of these 
created packages (See the list for 
examples)
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It is an option to select already a line ‘setup’ as well to save yourself some time when linking the package to the event.

For every Function Room the line ‘setup’ can already be created:
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When we inform F&B Services:

• They must be activated.
• You can modify the price in the DDR.
• Every F&B Service must have a share space. (if there are exceptions, please open a Jira Ticket asking BP)
• Service  type must be informed (If it is necessary you can change in the event later)
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Ones created all lines, make sure the total price will be € 100
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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.
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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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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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In order to link the package, search the event and click on the package tab. Then, click the icon to insert row and select the id 
package required. 

1
2

3 4



3 2 3

Link packages an event

 

 

 

M I N O R  H O T E L S   |  T M S  f o r M e e t i n g s

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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Ones all the concepts are filled (Room, Service and Department) you have the option to modify all 
white fields (like description, quantity and start/end time).

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 icon.
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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. 

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



3 2 7

Link packages an event

 

 

 

M I N O R  H O T E L S   |  T M S  f o r M e e t i n g s

You can inform the main room, in “main 
room box” as well. The information travels 
to “rooms box”
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Service Type will be shown on 
the next slide

Select the correct department 
responsible for the Service

Select for every Function Room 
the correct room and press ‘Enter
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By selecting the Service type, you inform the 
system on which revenue concept the 
production will be booked.
It must be already informed. We only change if 
it is necessary.
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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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Ones filled in the ID of the Room, select the 
setup and the department
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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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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:
1. Select the package involved

2. Click on 

3. 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



3 3 4

Link packages an event

 

 

 

M I N O R  H O T E L S   |  T M S  f o r M e e t i n g s

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
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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. 



Events invoicing
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Modify folio’s header (F7)

Go to folios maintenance (F9)
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Charges already billed

Charged pending to assign (prepayments,…)

Charges pending to be invoiced

Go to Folios maintenance (F9)

NO COIN: Credit folio

COIN: On-desk payment folio
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• Modify header: Change the name of the folio holder

• Add charges: Charge incidentals to the room

• Cancel charges: Credit a charge

• Move charges: Move charges to another folio of the reservation

• Split charges: Split a charge as an amount or a percentage

• Apply discount: Add a percentage of discount to a charge.

• Minibar charge: Add minibar items to the reservation

• Modify description: Change the name of a single charge 

     (Use arrangement code for multiple charges)
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Change payment method
Leave comments to colleagues

Change the folio holder

Modify folio’s header (F7)

Not available in all countries.

To change:
• METHOD OF PAYMENT: Select POA or DUE
• FORMAT:  Invoice format
• HOLDER:  Select the invoice/folio holder
• FIS. CLASS:  Invoice exemption of VAT
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Copy the data to our hotel and save 
before leaving. CTRL C the SAP ID 
and use it in the header of the folio

Search for companies
 in the NH General Database
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By default, extras are going to folio number 1
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The system asks for a user identification when a 
credit note is done.
We are free to type the reason of cancelation (no 
default reasons).
These reasons will be validated in EOD 
(End of date reports by FOM, GM…)
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We are not allowed to use the move option before check out because it affects the revenue of that day! This causes a 
lot of differences in the daily; negative ADR etc.
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We can separate by units 



3 4 7

Events Invoicing 

 

 

 

M I N O R  H O T E L S   |  T M S  f o r M e e t i n g s

We can only give a % as a discount

These discounts will be validated in EOD (End of date reports by FOM, GM…)



Events invoicing: Arrangement code
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To arrange charges on the same line (the former ‘join’) we have to use the button 
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The lines we want to arrange together we select the arrangement (ACCO or COMM) and we give the lines a common 
description
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Payments & Billing
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Invoice the folio (start the payment)

Pre print the invoice

Create partial billing (we don´t recommend this option). Route or move the charges depending on the 
revenue date of the charges.

Re-open the invoice (without canceling the real payments in your till or on the terminals).

Clear the room without any pending charges left.

Change the method of payment without canceling the invoice.

See the reservation (we can not modify by this option).

Events Invoicing - Payments & Billing
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Events Invoicing - Payments & Billing
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Hotels with payment gateway will have different option of payment.
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The system is automatically 
making a new payment line with 
the left amount of the reservation 
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Click on this icon if you need to cancel the invoice in the current date.
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Click on this icon if you want to bill and select the payment method
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When all payments are done (pending is 0,00) we can clear the room by pressing the flag
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We cannot check out a room with pending charges

The system will not allow us to do the check out and it will prevent the Night Audit process



Package/DDR invoicing
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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
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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
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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

 

 

 

M I N O R  H O T E L S   |  T M S  f o r M e e t i n g s

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
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Enter the amount of 
DGB’s to be created 

The created DGB’s will be displayed.
You can inform deposit in the Day Guest Billing too.
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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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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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When going to the DGB where you have applied the package to, the following 2 options are available:

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

2) 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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If packages are unlinked from the DGB or canceled, it will be displayed when selecting the button 
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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:

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

Enter the number of packages you need to cancel -1 = 1 cancellation

❑DDR can´t be moved before revenue date. 
❑DDR can be moved after revenue date just once and between the folios of the event.
❑DDR can´t be moved ever between other events
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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



Charges pending to bill
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By using this report, you have the option to select only group/event reservations
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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 the reservation in view only mode. 
Go to ‘modify events’  to invoice or change the Lim.bill.day in the reservation

Charges pending to bill

 

 

 



Service order
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Service order

 

 

 

Service order is the hotel internal work sheet 
(former function sheet) including all the 
characteristics and specifications of the event.
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Service order

 

 

 



Service order: General Information
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Service order - Folio holder
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Service order - Commissions
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Service order - Fixed charges
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Service order - Voucher
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Service order - Deposit
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Service order – Remarks

 

 

 



Service order: Conventions &  Groups 
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Service order – Convention groups

 

 

 



3 9 0

M I N O R  H O T E L S   |  T M S  f o r M e e t i n g s

Service order – Convention groups

 

 

 

It is requested to also show the pending tasks related to the convention on the Service Order
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Service order – Convention groups

 

 

 



Service order: Event details
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Service order – Event details
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Service order – Event details

 

 

 

Select to print the Service 
Orders on only one page
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Service order – Event details
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Service order – Event details

 

 

 

When these items are ticked, the menu description of the chosen F&B menu(s) are 
shown on the Service Order

When these items are ticked, the wildcard description and remarks of the chosen 
F&B menu(s) are shown on the Service Order.
We recommend to use the option Sales Descriptions, because you can include 1000 
characters.

Max. 1000 characters Max. 1000 characters



Reports



Booking File Report
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Booking File report 

 

 

 

Folder Selection

Transaction Code:

ZEY_TMS_BF_SPIT
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Booking File report 

 

 

 

Advance report for TMS4Meetings to analyse productions  based on dates, 
status, segment, channel, client, owners …that belongs to BF and reservations

The BF Detail Report includes a wide range of filters:
• Reservation details
• Revenue details
• By Hotel, Source of business, Client 
• Etc.

Double click on the field names
offers more selection options

Mandatory fields: one of below fields must be filled 
• Hotel (country/area / city/ hotel)
• Date or date range < 1 year
• Booking File

•  Folder Selection or Transaction Code
•  Block Description: Hotel, Status Option Selection, BF General Info, Show                        

                     Revenue by Client, Owner, Statistic
 Examples
•  Set up Layouts
•  Data Export 
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Booking File report (Hotel) 

 

 

 

• Hierarchy Visualization Hotels
option to select the country/area /city/hotel  

• Hotel 
select hotel name or search with e.g. ESBI* for all hotels in Spain 
Bilbao

• BF
to search BF by number or between the gap “From – To”

• Revenue date: filter by production date  or with gap “From – To”
• Group name: find BF with specific name 
• Event type: filter to specify type of event: meeting, incentive, congress, 

exhibition…)
• User: filter by SAP user E0000000
• Creation date: filter by creation date of BF
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• Status Group:  
Alive       → Offer, Opt , 2nd Opt , Tent, Conf
No Alive → Cancel, Denial, Lost
All            → Search both groups, Alive and No Alive

• Previous Status BF: 
filter by BF that changed from one status to actual status (Status BF)

• Status BF: Conf, Offer, Opt, 2nd Opt, Tent
• Reservation Status: Offer, Tent, Conf, Rejected, No show, CXL, Opt
       Rejected: MB is created and is rejected. Rejected is not  quick denial
• Reservation Previous Status: filter by BF that changed from one status to 

another (Reservation Status)

Default configuration :
Status Group→ Alive
Reservation  Status → Offer, Optional, Tent, Conf

Configuration :
Status Group→  No Alive
Reservation  Status → Rejected, No show, Cancelled

Booking File report (status) 
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Booking File report (General info) 

 

 

 

• Deadline: filter by option date
• Start or End Date: filter by Check-in/ Check-out date or between the gap “From-To”
• Cut-Off date: filter by Cut-Off date or between the gap 
• Change Date BF: filter date when the BF has been modified
• Cancellation Date: filter date when the BF has been cancelled or between the gap
• Follow up: filter by Follow up date or between the gap
• Contract Identifier: filter BF  by specific contract or multiple search arrow
• Rate: filter BF by specific rate or multiple search arrow
• External Reference: filter BF by external references indicated in BF
• Contact person: filter by Contact person indicated in BF
• E-mail: filter by email indicated in BF

Most of this information is 
loaded in BF General Info 

Tab and Customer Data Tab

Optional fields
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Booking File report (revenue by nature or buckets) 

 

 

 

Natures: aggrupation of concepts according legal and production characteristics
Buckets: aggrupation of nature performed by NH

You can select how to analyze the revenue depending on the needs

Default Configuration: Show revenue by Natures
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Booking File report (revenue by totals) 

 

 

 

Total:
Shows revenue total with all crucial information in a single row

You can select how to analyze the revenue depending on the needs

Show Revenue by Total is recommended for GSO/ IGSO
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Booking File report (revenue by totals) 

 

 

 

Reservation Detail: Details overview of revenue. Click reservation to open Display of Event

▪ Original price: information created originally in BF (w/o taxes)
▪ Discounts: reduction done by user in field “discount” in BF, associated with negotiation with guest (w/o taxes)
▪ Price: Gross production (w/o taxes)
▪ Deduction: Commercial commission deduction (w/o taxes) 
▪ Finn Price: Financial production (w/o taxes)
▪ Taxes: taxes
▪ Total: Financial production with taxes (w taxes)
▪ Commissions: Commercial commission preview (w/o taxes)
▪ Net Price: Net production (w/o taxes)

Show Revenue by Reservation Detail is 
recommended for Hotels/ Revenue
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Booking File report (client) 

 

 

 

• Main Customer / Branch: to filter BF by specific main client PID (you can specify branch or not) or multiple search

• Payer code/ Holder / Bill-to Party code: filter by payer, holder and bill-to indicated in BF

• CRS / Branch of CRS: to filter BF by specific third party PID (you can specify branch or not) or multiple search

• Company / Branch of company: to filter BF by specific final client PID (you can specify branch or not) or multiple 
search
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Booking File report (Owner) 

 

 

 

• Creator: BF Creator
• Center: GMSPMI,GSOCCK,GSONLAMS….
• Center Group: GD, HOTEL, MICE, LEISURE
• Business Unit

• Not exclusive conditions:
Flagged: If several filters set on Owner, it will show all 
results. 
NOT Flagged: shows only BF’s that matches exactly 
the filters combined

This fields are related to BF Statistics tab

Same filters for 2nd Agent, Organizer 
and Ambassador 
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Booking File report (statistic) 

 

 

 

You can select the filter, for example, a specific Channel 
Identifier or multiple selection with arrow
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Booking File report (example by department) 

 

 

 

Show all BF´s created by one department in all Hotels in a selected time frame 

Data based on
• Selected Hotels: All 
• BF created between 30.05.- 05.06.
• Status group: All
• Show Revenue by: Total
• Channel Identifier: GSO Seville
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Booking File report (example by agent) 

 

 

 

Show all BF´s created by one agent in all Hotels from Sevilla before and incl. a specific date

Data based on
• Selected Hotel: All Hotels in Seville
• BF created : before and incl. 02.05.
• Status group: All
• Show Revenue by: Total
• User: E00000200839
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Booking File report (example by status) 

 

 

 

Show all BF´s in Seville with a specific arrival date and the previous Status

Data based on
• Selected Hotel: all hotels in Seville 
• Start Date: July-November
• Previous Status BF: Offer
• Show Revenue by: Total
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Booking File report (example revenue by hotel) 

 

 

 

Show all BF´s with a specific Start date by Hotels

Data based on
• Selected Hotel: all Hotels in the Netherlands 
• Start Date: 07.06.-30.09.
• Show Revenue by: Reservation Details



4 1 4

M I N O R  H O T E L S   |  T M S  f o r M e e t i n g s

Booking File report (layouts) 

 

 

 

In the Task bar you can choose different selections; like in Excel

Clicking on “Layout”              you can change 
the displayed column a set up the order 

Also possible to mark a 
column and choose “Hide”

Other option: Sort Order, Filter, 
View and Display

If you choose a Layout; save it for the next time, 
always as “user specific”.
Never as default setting
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Booking File report

 

 

 

After retrieving all data, press Export               to an 
Excel spreadsheet or other formats

Choose as much data as possible and select afterwards in your excel spreadsheet what you really need 
for your report



Other reports



4 1 7

M I N O R  H O T E L S   |  T M S  f o r M e e t i n g s

Other reports

 

 

 

This report shows the status of the events and related rooms. Also, rooms pending to breakdown are visible
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Other reports
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Other reports

 

 

 

It´s a summary of the (in-house) event, defined by date.
Can be useful to do follow-up. Telephone, mail and 
remarks are shown in this report. 
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Other reports

 

 

 

To see the names of the attendees per meeting room (with 
telephones, e-mails, etc…)
 
You firstly need to inform the attendees  in the event and 
select them in the meeting room / menus to make have their 
information in this report
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Other reports

 

 

 

To see  for example the follow-
up date, organizer, cut-off date, 
status et. of the reservation
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Other reports

 

 

 

Double click for direct access to the Event reservation
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Other reports
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Other reports
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Other reports

 

 

 

To see the resources booked per meeting room, dates, events. 

Useful to make a forecast of all the resources needed.
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Other reports
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Other reports

 

 

 

Useful to check the charges of the 
meeting rooms, event…
You can see manual charge in this report.
We recommend to use for as a weekly schedule.
We recommend don’t look for information by month.

https://nhorganization.nh-hotels.com/content/tms4m-event-report
https://nhorganization.nh-hotels.com/content/tms4m-event-report
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Other reports

 

 

 

Useful to check the menus of the  meeting rooms, 
and the menus included in the DDR

You can send the information by email with this option.
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Other reports
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Other reports

 

 

 



4 3 1

M I N O R  H O T E L S   |  T M S  f o r M e e t i n g s

Other reports

 

 

 

Double Click on the event to enter for the details

To see if Booking files or Events are pending  to 
CHECK IN or CHECK OUT
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Other reports

 

 

 To see all the events so to do the follow up with the contact client
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Other reports

 

 

 

When searching for deadline, the reservations with the follow up level can be seen
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Other reports

 

 

 

Is clicked by default
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Other reports
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Other reports

 

 

 

You can download the manual in this link.

https://nhorganization.nh-hotels.com/content/function-room-occupancy-report
https://nhorganization.nh-hotels.com/content/function-room-occupancy-report


Power BI reports
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Other reports

 

 

 

More reports in Power BI

https://bi.nh-hotels.com/lincebi/Home/#/home
https://bi.nh-hotels.com/lincebi/Home/#/home


Night Audit process



4 4 0

M I N O R  H O T E L S   |  T M S  f o r M e e t i n g s

Night Audit process

 

 

 

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

Only informative

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

https://nhorganization.nh-hotels.com/content/night-audit-notifications-management
https://nhorganization.nh-hotels.com/content/night-audit-notifications-management


Price Calendar
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Price Calendar

 

 

 

You must inform the price of the meeting room from this transaction

https://nhorganization.nh-hotels.com/content/meeting-rooms-price-calendar
https://nhorganization.nh-hotels.com/content/meeting-rooms-price-calendar


Processes & Procedures
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Processes & Procedures

 

 

 

Intro Video!

Where can you find all the processes and procedures of our Company?

https://nhorganization.nh-hotels.com/content/you-dont-know-what-nh-digital-knowledge-workplace-well-show-you
https://nhorganization.nh-hotels.com/content/you-dont-know-what-nh-digital-knowledge-workplace-well-show-you
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Processes & Procedures

 

 

 

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

 

 

 

o Quick access to essential documents,

o New section for handling critical incidents and system outages.



M I N O R H O T E L S . C O M

Thank You
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