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First steps
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First steps

TMS forHotels (TMS4H) access:

[ SAP Logon 740 [ user System Help
Log On “ariable Logan... D ﬁﬁlﬂﬂﬂ B I?|—| G | ldEIe@e
- [ Favorites Mame = | System Description | S5AP
= shagtoute [lg, MH ECC DEVELOPMENT N d
! » [ Connections ICTNH FCCINTEGRATION e
@NH ECC PRODUCTION Client 100
TE A ECC ReTEST _ B}
[lg, NH ECC SANDBOX User |
[TIMH SAPGateway DESA (SGD)... Password Eggggggﬁg:ﬂ
I MH-HANA: TMS4Analytics B/ ... E0000002042
Logon Language KHEOUTO000073
E00000025086
Generic SAP user example: HPTALVORREC1 Logon language: ES (Spanish) or EN (English)
Personal SAP user example: E00000103222
TMS user example: 0000011557 (internal use) Your session will expire after 15 minutes of inactivity.

Only 3 wrong access! (case sensitive)

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.

A . &
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First steps

& SAP Easy Access Menu for Hotel Employees ESZZ.SPORT
& | ~dEB CcEe@ CHE DDO8 H

‘ SAP Easy Access Menu for Hotel Employees ESZZ.SPORT

o o{EEY - -

* & Favorites
= JCCSHT/RC_SI_001_ALV - In-house guests or occupied rooms ALY
» [#] /CCSHT/RC_HS - House status
. JCCSHT/RS_RSRV_IM_02 - In-house management
+ [#] /CCSHT/RS_CHECKIN_HU - Guest search

T [= TMSforHotels

- ) Change hotel
+ 1 CRM FRONT-OFFICE
b [ LOYALTY
¢ [ RESERVATIONS
¢ 7] FRONT-OFFICE
F C3TILLS
+ [ CURRENCY EXCHANGE
F [ BILLING
+ [ HOUSEKEEPING
¢ [T MAINTENANCE
b [T NIGHT AUDIT

Favorites folder

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

General Menu

TMS forHotels transactions.

HOTELS

v [OFaBE |
+ DI HEALTH SPA |
¢ 71 REVENUE
b _D SALES
o &
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First steps
Icon bar

« Control buttons on the top.

[ Menu Edit Favorites Extrae Suctam  Help

- = | ;
9| -J|<<H|@%&|ém&|ﬂﬂaﬂlﬁ@@@

L

Q Floppy disk: save.

|H H Binoculars: Search & Search next.

New session symbol: Maximum 4 sessions per access.

Back: return to the previous screen.

Cancel changes: return to initial screen without saving. o Exit Keys

&G

End: exit current task without saving data.

Command field

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

(3 %
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First steps

System Messages

[ Errors found in this resenvation

Type Message Text
S 0000000000 Main guest is not informed

2 LR | | U S = W W LHL i L a Oy

 Status Bar

‘ o r‘lhsisan information message
« Pop-ups L g

[= Errors found in this resenvation

& &lF]#E]5EEL) (=% ) [B]E )@ )= @o)W)a1]@od

| T',ri;}e| Message Text

0000000000 Main
‘ @) This is an error message l

guest is not informed
|z to save in check-in without informing a

[63:(" Technical Information | Help ]E]

CANCELLED Guest: TEST DWVSC

Gr: 0

[¥] This is 3 status message

Booking 0000865712 has been successfully saved.

(i %
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First steps

Navigable fields

The information underlined is navigable when clicking.

ESMA.MALAG. Outgoing invoices report

B RIma BRI e

Date
16.11.2018

Sometimes it opens a display mode and sometimes a modify mode.

* Status Invoice Mo
4045104813
4045104814
4045104815
4045104816
4045104817
4045104818
4045104819
4045104820

T Vw | &% @

Bill Time

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

Cancels in

Resenv.
61214933
61227479
61227493
59948050
60507428
61265830

61217701
61175570

Payment
Credit
Credit
Credit
Credit
Credit
Credit
redit
Cret

Holder

1000061542
1000061542
1000061542
1000061542
1000061542
1000061542
1000061542
1000061542

ITE TR e BE | G

Client Name ETaxable ba 2  T|EPaid £Prepay Z Tips E Total to

VIAJES EL CORTE IMGLES 5A 110,47 11,05 0,00 0,00 0,00 121,52

VIAJES EL CORTE INGLES SA 115,07 11,51 0,00 0,00 0,00 @ 126,58

VIAJES EL CORTE IMGLES S5A 115,07 11,51 0,00 0,00 0,00 126,58

VIAJES EL CORTE IMGLES 5A 75,20 7,52 0,00 0,00 0,00 82,72

VIAJES EL CORTE INGLES 5A 72,16 7,22 0,00 0,00 0,00 79,38

VIAJES EL CORTE IMGLES 5A 98,87 9,89 0,00 0,00 0,00 | 108,76

VIAJES EL CORTE IMGLES 54 08,87 9,80 0,00 0,00 0,00 108,76

VIAJES EL CORTE IMGLES 5A 01,95 9,20 0,00 0,00 0,00 101,15

|:| ESMA.MALAG NH M3laga **== Reservation 61217701 Client:  1000C

Arrival: [15.11.2018] Thursday RoomType: | standard Double "l:| Show Subtypes
Mights: ! Guests: an[1 |aufo |cufo |BB[0 | Cur
Depart.:  |16.11.2018 Friday Room X 119 | [JNo move

General Data I' *Billing Information |r *Additional data |' *Statistics |' Deposits |' @ Guarantees |

Contact person:
Phone:

E-Mail:

Voucher:
Reservation type
Registrat. date:
CUT-OFF date

[3uAN ZAMBRANA | o=

|oo19518000990

'l
| e — |
14.11.2018| Language: |[Es|

| |

Spanish

Remarks
@ Main
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First steps

Filters

Show what you need accordingly.

Ascending / descending order Select a column and filter the results

s

Even -> Listado de situacic
<X T 0n B a4l

Cddigo evento | Descripcidn Tipo ev | Importa_ | Comercial Cliente Com. Mombre 1 Fe
EVO0013774 HALCON - C 1 CONGS 1000032086 HALCOMN VIAJES 2L
EVO0013779 COMGRESO 5 1 CONGS 1000091602 ORZAM COMNGRES 5L 2z
EVO0013787 ANGULAS AG 1 CONGS 1000085848 EROSKI BIDAIAK SA nc
EVO0013788 PESCAPUERT 1 CONGS 2000025177 PESCAPLUERTA SA 11
EVO0013800 IBERIA 1 OTHEV 2018862772 IBERIA LINEAS AEREAS DE ESPARNA iy
EVO0013829 SUFLEMORSA 1 CONGS 2006564722 SUFLEMORSA ADUAMNAS 5L 1
EVO0013832 EVENTO MODA 1 EXHIB 45784852 MARIA RIVERA GOMZALEZ 2
EVO0013833 MESTLE 1 BANQT 2000077380 NESTLE ESPANA SA 2:
EVO0013864 WORK SHOP CUBA 1 PROPR 2010147407 ADVANCEMEDIA ADVERTISING SL 0
EVO0015017 ALISTRIACOS 1 LEISU Qooo0006Es8 1022213784 CITUR TRAVEL S5A 0:
EVO0049344 HEREALIFE 1 MEETS 2000028671 HERBALIFE 28
EVO0049345 HERBALIFE 1 MEETS 2000028671 HERBALIFE 28
EVO0049346 HERBALIFE 1 MEETS 2000028671 HERBALIFE 28
EV00051783 JOHMNSOM 1 MEETS 1012285404 GLOBAL BUSIMESS TRAVEL SPAIN S 01
EV00062555 HOTUSA_GPO_01081990_40PAX 1 LEISU 1016660768 HOTUSA HOTELS SA 1:
& o / 10
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CDM data base

SAP Easy Access Menu for Hotel Employees Customer types:
REZ %R v Generic examples:
* [ Favorites a " o
- = SAP Menu N 1000 = Direct Guest
: SEEMWE * 1001 = Employee, Family & Friends

- [= TMSforHotels
* 2 JCCSHT/ENTRA_HOTEL - Change hotel
~ [= CRM FRONT-OFFICE]
* 7 JCCSHT/MTO1_HU_PRIN - Create

* 1003 = NH Discovery

* @ /CCSHT/MT02_HU - Modify Internal customers:

« 7 [CCSHT/MTO3_HU - Display

« [ JCCSHT/MT02_HUZ - Copy customers from anothe
« ) ZEY_GDPR_RESPONSE_O1 - GDPR consents — Moc
J @ ZEY _GDPR_RESPOMSE_02 - GDPR consents — Disp
« ) VDH2M - Display customer hierarchy

J @ ZCRM_COMPAMIES HOTEL - Companies and Ager
« ) ZCRM_HUESPED_HOTEL - Customers created by d
J @ Z_CE DOC_READER - Document reader

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)

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

(91xxxxxxxx are fictitious; finance use only)

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

(A A e E =1

Cliente  “ Noident.fis.1 Nombre 1

9900000020 A58511882
9900000021 A58511882
9900000022 A58511882
9900000023 A58511882
9900000024 A58511882
9900000025 A58511882
9900000027 A58511882
9900000028 A58511882
9900000029 A58511882
9900000020 A58511882
9900000035 A58511882

ES10MH ATLANTICO

ES10MH TURCOSA

ES10MH ALBERTO AGUILERA
ES10MH VIAPOL

ES10MH VILLA DE COSLADA
ES10MH BARCELONA CENTRO
ES10MH LAS ARTES

ES10MH LAS CIENCIAS
ES10MH SAMTANDER PARAYAS
ES10MH CORMELLA

ES10MH COLLECTION SEVILLA

Nombre 2 Teléfono 1

0981226500
954283600
914460900
954645254
916748800
932703410
963351310
963356062
042352266
934750895
954548500
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CDM data base

General criteria to register guests and organizations in CRM

» It is important to use the search criteria correctly (more information in the SAP CRM Manual) to optimize the results and avoid duplicate clients in our
database.

v

Before creating a new GUEST, search for it in CRM to make sure it doesn't exist in the system.

» All creations and modifications of ORGANIZATIONS must be requested to the CDM team through the NH Support Portal (JIRA Service Desk). Check the
JIRA User Guide for CDM Reguest for more information.

» Never make the previous request without first checking if the company/agency already exists in CRM. Duplicating existing organizations leads to issues
like billing errors and late payments.

» All fields marked with this symbol & | are mandatory.

» The "Email" field is very important as it is the main form of contact with our customers. For those who do not have an email address or do not want to
give it, we will check the box "No".  Email No v/ NO E-MAIL |

» If a company already exists in CRM, all associated branches will appear in the "Branches" tab, in addition to representatives (contacts) and sales agents.

Click on these icons to: FROG.FLAZA Anankara Fiaza Nie Hote Clert 1016202257 | EXPEDTA INTERNACTONAL Ext. Chent ramber 166287

General data | Hotel Statsiics Sales and

* (&8 see the contact person and sales agent for this branch A Bandhes | Companes coneected

- [ [&F8) 5 (P (S e ) [ creste Branch| [T coen)
Agent = COFT‘IF]E! nyfagenc\,-' contact R Branch mlﬂmbﬂl. Sale Conn Branch Name Street and r* House Mo, Zp code Oy Coun Regan [
| |m15ﬁi'}1 [ Wl II ot EXPEDIA INTERNACIONAL COVIMNGTON CROSS DRIVE TRAVELSCAPE LLC 10190 WNVES1H  LAS VEGAS US MV ]
Sales = NH Account handler BT _t_i__.g_mmm B35 194TH AVE SE 90371111 [SSAQUAH US
000991542 [ O g EXPEDIA GROUP 536 WATERSCAPE WAY 32628 0000 ORLANDO US  FL F
. . DO04B48738 [y ; t g EXPEDLA GROUP 1111 EXPEMA GROUP WAY WEST 95119 B110 SEATTLE US WA 4
* [&¥) see how this branch and this company are connected lemasns @ O *ﬁa i . T - N IS R

| 13
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CDM data base
General criteria to register guests and organizations in CRM

All characters in any client master data, and in any field, must be typed in CAPITAL LETTERS WITH NO ACCENTS.
Special characters in German names like A must be registered as AE, O as OE, U as UE, B as SS (e.g., MUNCHEN becomes MUENCHEN).
Symbols and separators (+.-\*</>...) must not be used in numeric fields.

Telephone numbers must be entered without spaces or symbols, using the structure "country code + area code + telephone number", without the code
"00" for international calls (e.g., Buenos Aires telephone number, 11 4124-6700 = 541141246700).

Dates must always follow the format DD.MM.YYYY.

GUESTS: the First name and Surname fields are limited to 35 characters each. If the name is longer, we will write up to the maximum allowed, WITHOUT
ABBREVIATION (e.g., Mr. ALVAREZ DE CASTANEDA FERNANDEZ-JAUREGUI = ALVAREZ DE CASTANEDA FERNANDEZ-JAUR).

ORGANIZATIONS (agencies or companies): do not use contractions, the full official fiscal name must be included. There are 4 fields in case it is a long one:

./ Generaldata | Motel parameters | Statstics | Branches | Sales and Agents

Marme |EXPEDIA INTERNACIONAL

- B
Street 10190 COVINGTON CROSS DRIVE TRAVELS
Mo =
Ciy LAS VEGAS

Follow the Validation of Tax number rules in the Tax n2 field.

The free text fields must have the same format as the rest of the text fields, respecting the general rules. Comments must always be entered in English, to

facilitate their understanding by all Business Units. o
Have a look into the following guide! FIRGYUSSellip]gel qaplllRi{Z0lv]ay) ,%

(i %
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https://nhorganization.nh-hotels.com/content/jira-user-guide-cdm-request

CDM data base

New guest

~ [F= CRM FROMT-OFFICE

(7] /CCSHT/MT01_HU_PRIN - Create]

« & JCCSHT/MTOZ2_HU - Modify
- 2 JCCSHT/MTO3_HU - Display

+ [ JCCSHT/MTO2_HUZ - Copy customers from anather hotel
J @ ZEY_GDPR_RESPOMNSE_D1 - GDPR consents — Modify
+ f) ZEY_GDPR_RESPONSE_02 - GDPR consents — Display
+ 7 VDH2N - Display customer hierarchy

ESMA.MALAG Guests
& G Delete | &a

- New

Debtor identifier

Debtor type

(#) Guests

() Travel Agencies
(") Companies

() Hotels

() Ficticious

Tax Nurmber 1 =
Identification document type [ |
| FRO6.NICE Guests - New
&a  (E Related dients | 22
FRO6.NICE NH Nice **** Clent (& o | Eﬁ LOYALTY |
Additional data | Special requests Hobbies | Statistics |
Salutation il =], Date of birth B Search term
First name 5] ] Mobie/Phone [ |7 | |
Sumame 5] | Company ID/Name [ ] | CI e nt I D
Street & Iwe Emal No [ ]
Gy & J URL [ J
ZIP code ™~ Country ~ You heard of us... [ -
o e Clent 19974353 | TEST, TEST
Language o] International V.
Nationalty 5
Gender unknown
Official document 1D Addional document .
froor cnore ] Comiy [ | |Omarmtiow [ <] G [ | Mandatory fields
Issue Date Expiry Date Number
Expeditor place [ | IssueDate Exprry Date
Support N© Expeditor place [ ] | E
Nationalty INE -
Place of bith
Province of birth Veh Registr. No.
MINOR 4 = 2 NH |
anaNTARA — AVANI  lvnna DAKS micottecton  mhow  TIVOLI
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CDM data base

Search

* [== SAP Menu

v [ Click&Hire

v [ MM

~ [= TMSforHotels

+ ) [CCSHT/ENTRA_HOTEL - Change hotel

~ = CRM FRONT-OFFICE
- 2 [CCSHT/MTO1_HU_PRIN - Create
+ ) JCCSHT/MTOZ_HU - Modify
- ) [CCSHT/MTO3_HU - Display

» () [CCSHT/MTO2_HUZ2 - Copy customers from another hotel

ESAL.A

& &

| ESAL.ALMER Client - Display
& Delete D o

J Direct search _l/ﬂgencies l/-::ormanies l/[rmers | |

—

Tax Mumber
Mame

Phone

Cell phone
Ermail

Date of birth
City

Postal Code
Country

Tax Mumber 5

Restrict Mumber To

| Card nurmber

| Card type

[ ]
|
]
—
|
. 50

50 Results by default

to
to

[ ]
[ ]
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Menu structure

SAP Easy Access Menu for Hotel Employees ESMA.MALAG

GE & daigd -~ = * [= HEALTH SPA
v [ Favorites s @ JCCSHT/BAL_PLAN - Planning SPA
i G * = Biling
L Clid ire
b MM « ) /CCSHT/FC_CFO02 - Folio Management
- [ TMSforHotels M _ i i
« () JCCSHT/ENTRA_HOTEL - Change hotel @ 'FCCSHT'FFC—FMHN—EAL SDE INvaicing
+ [0 CRM FRONT-OFFICE * [= Master Data
» CJLOYALTY

v [ RESERVATIONS

+ [[71 FRONT-OFFICE

» CITILLS

v [T CURRENCY EXCHANGE
v [ BILLING

+ [T HOUSEKEEPING

* [ MAINTENANCE

» [ NIGHT AUDIT
rLERE

+ [[TIHEALTH SPA

+ [ REVENUE

v [T SALES

v [ CUSTOMIZING

¥ 7] EMERGENCY REPORTS

+ 1 INFORMATION SYSTEMS

* [= Employees
- JCCSHT/MT_BALEMPL_03 - Health Spa Employee - View
- 1D JCCSHT/MT_EMPTEC_02 - Assign treatments to emplovees
« (72 /CCSHT/BAL_HOR_EMP_C - Employee timetable

* [= Room Block
- JCCSHT/SL _LOCK _AL01 - Create room block
- 1D JCCSHT/SL LOCK_ALDZ2 - Modify room block
« (72 /CCSHT/SL_LOCK_ALO3 - Display room block

* [= Information Systems

- 1 ZEY_REPORT_SPA - Spa reservations detail

- [ ZEY _SPA PRODUCTS - Spa Products Consumed

» (2 /CCSHT/BAL_DP_EMPLE - Revenue and employee breakdown

» () JCCSHT/BAL_TECSEG - Segmentation of treatments

- 2 JCCSHT/BAL_SRVCSXPER - Treatments given

- [ JCCSHT/BA_SI 10 - Employees assigned to rooms

» () [CCSHT/BA_SI_0S - Employees

» () JCCSHT/BA_SL 06 - Treatments assigned to employee

« ) /CCSHT/MT 5L LOCK AV - Room blocks
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MINOR Spa planning
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Spa planning

* [ HEALTH SPA

[+ 57 /CCSHT/BAL_PLAN - Planning SPA

b [ Biling
b [ Master Data
b [ Information Systems

IELD.MAKDU. Assign employees

&
IELD.MAKDU The Marker Dublin ***** 01.09.2022
M |
Date 01.08.2022
= =
| Asignation
(®)By employee
By rooms
1 1
Employee profile to
1 1
Employae to E’I
| Time
From 07:00:00
Unitil 21:00:00
Interval (minutes) 10
ANANTARA AVANI Lewana DAKS H COLLECTION nhow TIVOLI
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Spa planning

4 Previous day

b Mext day [E Choose date (9 Choose period | "2 Rooms

& Employee Lock & Manage appointments

4 Previous day

P Next day

Choose date

Show Resenvations

Key: Employee rest Blocked Confirmed Reserv. Reservation confirmed with room Treatment in Check In Treatment in Check Out Technigue Conditioning

o

- [AEFL EED T

PATRICIA ILONA TERAPEUTA

10:00

10:10

10:20

<INDIBA

10:30

10:40

10:50

<RELAX50

11:00

11:10

11:20

INDIBA=

11:30

11:40

11:50

RELAX50=

<EXPRESS ..

12:00

<DRENBIO

12:10

EXPRESS F...

<EXPRESS ..

12:20

12:30

EXPRESS F...

12:40

12:50

<HIMALAYA

13:00

<PERSOFA...

13:10

<RELAX50

DREMBIO =

13:20

<INDIBAS0

13:30

See previous day

See Next day

Choose another date

(® cthoose period

| % Rooms

Choose another period

Colors indicate the status of
the reservation.

= Manage appointments  |\VIodify reservation

Change the visualization to Rooms planning

Create employee breaks/blocks
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Spa planning

ESMA.VILPA. Employee Planning 05.08.2024

4 Previousday P Mextday [ Choose date (2 Choose period “E:Rooms S Employee Lock  =»Manage appointments

Show Reservations

St PATRICIA ILONA  TERAPEUTA TERAPEUTA RECEPCION | AMABEL  JORGE TIR | TELMA SIL | ELIANESA  FREDERIC | LISET MOR | ALBERTO C PELUQUERI | RAQUEL ME | VICTORIA

LA NN e =DAN AL e ~ODCAK L CAUC
ESMA.VILPA\ Employee Planning 05.08.2024

4 Previous day MNext day fE choose date  (® Choose period Rooms e; Employee Lock = Manage appointments
' %1, |
“ HS Reserv Package Guest Date Start time  |End time Prev. Post. Employee Treatment description Amount Room ID Short Rermmarks Remark | Check in  Check out Mo show| Cancelled
4545 13709681401 Mrs. Scarlett 05.08.2024 12:00:00 12:50:00 00:00:00 00:00:00 VICTORIA MOYA  RELAX MASSAGE 80 MIN 135,00 08 674969332 }g’ [l [l O (n|
4546 13709684101 Mr. Jake 05.08.2024 13:00:00 13:50:00 00:00:00 00:00:00 LISET MORENO RELAX MASSAGE 50 MIN 200,00 05 ;? O O O O
4547 13709688701 Mr. Jake 05.08.2024 13:50:00 14:40:00 00:00:00 00:15:00 LISET MORENO CUPPING THERAPHY 50 MIN 155,00 05 _J O O O O
................. —r I e e e e e el =Y — — — —
i

Key: Employee rest Blocked Confirmed Reserv. Reservation confirmed with room Treatment in Check In Treatment in Check Out Technique Conditioning

(68)(2)[® 1) | (=]
EL|Start | PATRICIA | ILONA | TERAPEUTA| TERAPEUTA | RECEPCION | ANABEL | JORGE TIR | TELMASIL ELIANESA | FREDERIC  LISET MOR | ALBERTO C|PELUQUERIA| RAQUEL ME | VICTORIA
10:00 <DAY OF| <BREAK  <LEAVE
10:10
10:20 <INDIBA
10:30
10:40 <RELAXS0
- |10:50 BREAK>
11:00 <PT
11:10
[ |11:20 INDIBA>
11:30

MR EE

IDoD &

11
T
~lOnimiE

-

MINOR

HOTELS

G ﬁ% /
ANAg'ArARA AVANI Ju\;wm, oaxs [H TH COLLECTION nhow TI\/()L[
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Spa planning

ESMA.VILPA. Employee Planning 05.08.2024 If you doble click on a reservation, different options appear:
4 Previous day b Mext day [E|Choose date (P Choose period | “SiRooms (& Employee Lock = Manage appoin
Show Reservations
Key: Employee rest Blocked Confirmed Reserv. Reservation confirmed with room Treatment in Check In Treatment in Check Out T .
" ‘ Go to the reservation (stay or DGB)

(N AR E=

B Start | PATRICIA | [E Treatment Deassigment - reassigment

{2 Resenvation data | Modify Staws ]  Change status to cancelled or no show

1020 Health Spa Reserv. 4733 Checkn

| 10:30 Hotel reserv. 137419753

1040 Room

100 e TesTa (2 spaproducts Charge products

— 11(1,3 Phone

I |11:20 Channel HOTEL

i [ Modify Techmique] Modify treatment, employee, room, start time and/or price.
| |11:50

- 12:00

L E; <BXPRESS .Y 4 oatment data

| 12; EXPRESS F.. Package 13741975301 Treatment check-in O .

1 12:40 Technic EXPRESS FACIAL Treatment check-out O Dea SSlgn .

e B T ——— po - With this option the employee or the room will be unassigned
1320 w0 depending on the planning visualization used at that moment.
= Duston  30mn. il (Do not forget to assign it or it will block the Night audit.
13- Amount 75,00 | ol e .

_iﬁ Ro"::omun 11 Cabin 11 38 Details in slide 34)

140 Short Remarks [

|| 14:20 HIMALAYA> Employee Preferences

- ﬁzﬁ ®No  OMale OFemale  Ospecfic | |

1450

- |1s:00

— 12;3 R B @[ Modify Status ][Q Spa products ][ Maodify Technigue

T N S ST i

# | 23
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Spa planning

IELD.MAKDU. Employee Planning 01.09.2022

4 Previousday P Next day [l Choose date

Show Reservations

Key: Employee rest Blocked Confirmed Reserv, Reservation confirmed wi

06 A=

07:00
| 07:30
08:00
o 08:30 <FOOT
| 09:00
| 09:30
10:00
- |10:30
- 11:00
11:30
o 12:00
12:30
13:00
- 13:30
| 14:00
14:30
- 15:00
| 15:30
16:00
- |16:30
| 17:00
C 17n

<C0Co
COCO=

(5 choose period

B |Start |001 Employ (002 Employ 003 Employ |004 Employ 005

<COCo

COCO=
<COCo
COCO=

<Cd
Cod
<DR

DRE

“:Rooms i Manage appointments

. 04
Create Reser. Assign existing res.

(#)Non-Guest
() Guest
[ Details
Main Cust.
Guest &
[v| Tax included
Format Identif. [patry |
Channel ID [HOTEL
Health =

MINOR

ANANTARA
HOTELS "HOTELS - RESORTS - SPAS.

AVANI

Hotels & Resorts

lomna, oacs TH

HOTELS

COLLECTION

TH COLLECTION

HOTELS

nhow

HOTELS

TIVOLI
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MINOR Create a reservation

HOTELS
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Create a reservation

TELD.MAKDU. Em, Planning 10.10.2022 . .
If you doble click on an empty cell, reservation can
4 Previous day P Nextday [=|Choose date (%) Choose period | ““:Rooms =»Manage appointments
be created:
[ 7 | show Reservations
Employee: - PATRICIA . .
ey Employes rest B Confin e - Non-guest: clients not staying at the hotel
(@) %F.) (==L G - Guest: clients staying at the hotel
EL Start 001 Employ 002 Employ| ©NonGuest
~ 07:00 =
:0?:10 Details
_gﬁg Main Cust. ||—|moo Then, all the details must be filled before accepting:
= Guest Test SPA
07:40 [Tacinduded
| 07:50 Format Identif. IND
g = . » ohone | - GQuest name
—{ " L 4 Channel ID HOTEL -
. 08:10 Health S - Phone number
L 08:20 General remarks
. 08:30 <ACUPRES - Treatment
08:40 _ .
080 R - SPA booking general remarks
i B i2] = el Employee or Room (if mandatory)
| End time 12:50 Post. 00:15 .
_09:10 _ Room 05 | Tech. durati 50 min. . p y y
L 09:20 Amount 155,00 ‘ [ | Treatment check-in - P r | C e
| 09:30 Remarks Treatment remarks
_09:40 Employee Preferences - Treatment remarkS
09:50 (e)No (IMale (JFemale () Specific
—110:00 - Employee Preferences (No by default)
3] 3

\ 4

" &
MINOR AN Aﬁ.‘mR A AVANI M e@daxs TIH  nycoltecrion nhow TI\/OLI
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Create a reservation

‘ ITELD.MAKDU. Employee Planning 10.10.2022
4 Previous day

@ Show Reservations

b Next day [7E]Choose date (%) Choose period “=:Rooms  =rManage appointments

Key: Employee rest Blocked Confirmed Reserv. Reservation confirmed with room Treatment in Check In Treatment in Check Out

&
ANANTARA

HOTELS: RESORTS -5PAS

NH HOTELES FRANCE SA.S.U
ANANTARA PLAZA NICE HOTEL
AVENUE DE VERDUN 12

06000 - NICE
[ﬁ[ﬁ][ﬂ | FR33497604769
(e L 1 [a] 1
I Modification

B Start |DD1 Ed OutputDevice 'pdf -

07:00 I = Date de création:# 26102023
— | Page selection ‘ Heure de création#:# 12:15:45
. 0710 | N° de réservation du 3550

07:20 N° de réservation d' 123517704
— E Numéro de chambre: 18
0730 ||_Spool Request SPA Ticket: 0000000063

07:40 N ‘ " ” Nom:# NATALIA VIZUETE
— 1 ame SMART EQD0000S0726

07:50 T |
R 1 itle Date Time Mont.  Salon: Description Prix
— Os-w . 26.10.2023 18:40:00 FLOWER 3 UNDE:A“RM 3500
. 08:10 | Authorization
L 08:20 1 TOTAL 35,00 EUR
0650 | Spool Control Number of Copies

08:40
. 0850 | []Print immediately Number 1
. 09:00 | [ Delete After Output [|Group (1-1-1,2-2-2,3-3-3,...)
— ﬁig | | |New Spool Request
| 0930 | [|Close Spool Request Cover Page Settings
: 09:40 : Spool retention pd m Day(s) SAP cover page | Do Not Print -
. 09:50 | Storage Mode | Print only "| Recipient

10:00 ’—|
1010 | Department
_10:20 | Conseils:
~10:30 ]
. 10:40 | [@ Print preview ”l%l Print ] Signature:
10:50
11:00
1110
1120
1130
1140

MINOR 4 ® |27
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Add a treatment, for another
MI Cl)\l (? R guest, in an existing
et reservation
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Add a treatment, for another guest, in an existing reservation — option 1

| PT08.CARVO. Employee Planning 12.11.2022

d Previous day B Next day  [E] Choose date  (3) Choose period “Rooms  CrManage appointments

@ Show Reservations

[= Create appointment

Employee: 003 - Leonardo

| Creste Reser, | Assign exsting res.
: ) Non-Guest [ Restrict Value Range (3) 2 Entries found
I — %
| [petsts + |[E3] i %6 2
|| Hotel reserv. 109083113 Hotel: PT08.CARVO
H | oom (208 | Room number: 408
0| | Guest order /l—_w‘—| Order |Rf:9erv ‘Guest ID|G||€5t Name ‘Arrival ‘Departllre‘N“ pax t-1 N° pax t-2 N° pax t-3 N° pax t-4
Il oL e 0100083113 4984270 GOMEZ EERNANDEZ Maria Trinidad 06 11 2020 13 11 2022 2 0 0 0
[ | ol AL o u0a08s:i3 20400 —SAMANIFGO NAVARRQ MARIQ 06112022 13,11 2027 2 ) 2 2 ]
| Health ] ‘
Health Spa Reservation Management
gk [N e BT [F B 2 drModfied documents [ # Change reservation status = Spa products
PTO08.CARVO Tivol Carvoeir Spa Resv. 33 Hotel Resv. 109083113 Client: 1003 NH DISCOVERY
Hotel Reservation data Pre-Athoritzation
Arrival 06.11.2022 Date: T
Depart. 13.11.2022 Amount:
Guest [NH DISCOVERY ||| Code:
Channel  |HOTEL ~]
Preferences r5chedule restrictions rAdvance |
Guest order ‘Guest ‘Package Start date Guest Medical Check
1 GOMEZ FERNANDEZ, Maria Trinidad 10908311301 12.11.2022 =
e ————— S— i—
2 SAMANIEGO NAVARRC, MARIO 10908311302 12.11.2022 - I

MINOR

HOTELS

A

ANANTARA

HOTELS - RESORTS - SPAS
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Add a treatment, for another guest, in an existing reservation — option 2

Health Spa Reservation Management
fEae [N & e B E W k= | ¢2 &rModified documents [ & Change reservation status = Spa products

PT08.CARVO Tivol Carvoer | Create Treatment (Shift+F2)

locelLEL L Hotel Resv. 109083113 Client: 1003
| Hotel Reservation data | | Pre-Athoritzation |

Arrival 06.11.2022 Date: Z jui |

Depart. 13.11.2022 Amount: | '

Guest [NH DISCOVERY ||| code: ' '

Channel  |HOTEL -|

Packages ]’Preferences ¢ Schedule restrictions [ Advance |

NH DISCOVERY

Guest order Guest Package Start date
1 GOMEZ FERNANDEZ, Maria Trinidad 10908311301 12.11.2022
2 SAMANIEGO NAVARRO, MARIO 10908311302 12.11.2022

Health Spa Reservation Management

PT08.CARVO Tivoli Carvoeirp *¥¥¥*

Guest Medical Check

Health Spa Reserv. 33 Main Customer [\GEY)| = Position of th son in the room (3) 3 Entries found
==
Reservation 109083113 I Guest I | oY
Arrival date 06.11.2022 Package @‘2‘@
Departure date 13.11.2022 Description Order Guest Name
101  Order MEZ FERNANDEZ, Maria Trinidad
Remarks

02 SAMANIEGO NAVARRO, MARIO
03 huesped 3

Treatmnt [Cuncepts \

MINOR

HOTELS

A © ﬁ% [
ANANTARA AVANI Lewana NH H COLLECTION nhow TI\/()L[
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Add a new treatment in an
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HOTELS =
reservation
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Add a new treatment in an existing Non-guest SPA reservation

[= Create appointment

Employee: 004 - JORGE TIRADO
Create Reser. } Assign existing res.

—~

(1 Non-Guest

() Guest
Detais ~ ESMA.VILPA. Modify items of all folios
| P r— ) ) HE -
Hotel reserv. 107085315 @ Foio1 Folo2? Foio3 Folo4 | Alfoios Currentdate Charges untitoday = % e K & & == ‘3 & Canceled Revenue
Room
Guest order 1 Reseraten [107085315 |status [check in | Arrival [20.09.2022] Departur [20.09.2022
Channel ID 'HOTEL - Main Client ‘GUEST, DIRECT | Voucher I |
Health ALGRE
FOLIOS:  F1 (i) I 260,00 |EUR | |GUEST, DIRECT-0000001000 | 0,00 | [

Start time 12:40 Tech. duration 45 min. (tax ind.) I 0,00 | | | 0,00 | [

End time 13:25 [ | Treatment check-in —

Room roq ol @@m‘%‘?|. |A= L Pal. \E@ JE L |[@Im & Arrangement code

= = EL Status Revenue date Folio Concept identifier ~ Quantty Description Price.  Disc. (net) = Amount Tax incl. Service date Sourc.. Guest Name
©SE20.09.2022 1 SPA 1 MASSAGE 134,62 0,00 134,62 O 20.09.2022 test JIRA
N OCE 20.09.2022 1 SPA 1 BODY TREATMENTS 115,38 0,00 115,38 O 20.09.2022 test JIRA
250,00
!
)]
MINOR o e : |32
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Add a new treatment in an existing Non-guest and non-SPA reservation

[= Create appointment

Health Spa Reservation Management
Employee: 004 - Bruce |

Create Reser. ]’ Assign existing res.

ils
- ) Non-Guest PTO08.CARVO Tiveli Carvoeirp **#* 14.11.2022
N (=) Guest

I | New Health Spa Reservation

— |l Detais -

N Hotel reserv. l83157782 | ) Guest i Hotel

: Room Reserv. 1]

— Guest order [1] Room

—{/ channel D 'HOTEL -

: Health BALINESEGD (®) Non-Guest Reserv. [ 83157 ?BZJ'

!
= Start time 13:00 Prev. 00:15

n End time 13:10 Post. 00:15

: Room CSALM'—j@ Tech. duration 10 min. | Modify Health Spa Reservation

— || Treatment check-in

-1 |
| Employee Preferences Health Spa Reserv.
=  —

(e)Ne [ 1Male (" Female [ Spedific

i ()]

¢ | 33
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MINOR Assign existing reservation

HOTELS

4 © | P

ANANTAR A A\V/AN /R onaxs T1H TNH COLLECTION nhow TI\%OLI
HOTELS - Hotels & Resorts co ON HOTELS

RESORTS - SPAS HOTELS

ssssssssssssss



Assign existing reservation

IELD.MAKDU. Employee Planning 10.10.2022

d Previous day P Next day [iZ]Choose date (%) Choose period

Rooms  =»Manage appointments

Show Reservations

Key: Employee rest Blocked Confirmed Reserv. Reservation confirmed with room Treatment in Check In Treatment in Check Out

i P =) =

07:00

| |07:10 Employee: 005 -
| OTEzD Create Reser. res.

| |07:30 | j
07:40

~Jo7s0 [ (&= ) (S 6 =) ]

08:00 B HS Reserv Package Guest Treatment Treatment description

Check in Check out No show

| o&d0 = 189 8560898001 Test Huésped MACA  MACADAMIA AND PAPAYA BODY SCRUB

08:20
08:30
08:40
08:50
09:00
09:10 [ Employee Assignment
09:20
09:30
0940 Please, choose employee
09:50
10:00
10:10
10:20
10:30
10:40
10:50
11:00
11:10
11:20
11:30
11:40
11:50
12:00
12:10

4 Previous day

Show Reservations

Key: Block Reserv.confirmed without empl. Reserv. confirmed with employee Treatment in Check In Treatment in Check Out Multiple Reservation Room (Free/capacity)

08:10  <EYELIFT

08:40  EYELIFT>

09:30

10:00
10:10
| 1020
10:30
10:40
10:50
11:00
11:10
11:20
C 1130
11:40
11:50
12:00
12:10

P Nextday [Z|Choose date (%) Choose period

TELD.MAKDU. Rooms planning 10.10.2022

mployee  =»Manage appointments

Package Gue.. Treatment Treatm.des. Check in Check out No show
5698.. Tes.. SUNDAY  SUNDAY P.

[= Room Assignment

Please, choose a room

MINOR Svn AANL 8. @

ANANTARA

HOTELS HOTELS - RESORTS - SPAS Hotels & Resorts COLLECTION

NH

Hores - aesorrs - surmts HOTELS

TH COLLECTION

HOTELS

nhow

HOTELS

TIVOLI

| 35



MINOR Change dates

HOTELS

ANA?I‘ARA AVANI e,&f;M, oaxks NH coﬁicnorl nhow TW/OLI

OOOOOOOOOOOOOO *SUITES HOTELS
HOTELS - RESORTS - SPAS Hotels & Resorts —— COLLECTION — ‘== HOTELS HOTELS  worteLs & mesonrTs



Change dates in a Hosted guest reservation.

ESMA.VILPA. Employee Planning 17.03.2023

4 Previous day F Next day Chuuse date (¥ Choose period

= Manage appointments

Shows Reservations

Key: Employee rest Blocked Confirmed Reserv. Reservation confirmed with room Treatment in Check In Treatment in Check Out Teck

(6] )

L 3]

G Start  Christelle Rajoie Delphine Laura Wiss Carla Pezzuli  Solenne L

09:00
09:10
09:20
09:30
09:40
09:50
10:00 <BALINESE60
10:10
10:20

10:30 <HYDRA

1n.an

Health Spa Reservation Management
B G ke BT [ B €8 &pModified documents

Pauline Dujardin

[<AGRUME5

Eli Change reservation status

= Spa products

Health Spa Reservation Management

ESMA.VILPA Anantara Vila Padierna Palace Resort % 17.03.2023

| New Health Spa Reservation

(%) Guest Hotel

 p———
ESMA _VILPA

e |

Reserv.
—
Room
- —
() Non-Guest Reserv. o

| Modify Health Spa Reservation

Health Spa Reserv. 8

I ]

Health Spa Reservation Management

ESMA.VILPA Anantara Vila Padierna Palace Resort *****

Health Spa Reserv. 8 Main Customer DIRECT GUEST
ESMA.VILPA Anantara Vila Spa Resv. 8 Hotel Resv. 109265980 Client: 1000 DIRECT GUES] Reservation 109265980 Guest 1 |GOMEZ FERNANDEZ, MARIA TRINIDAD
Arrival date 17.03.2023 Package 1092659800 -
Departure date 20.03.2023 Description
| Hotel Reservation data | Pre-Athoritzation |
T
Arrival 17.03.2023 Date: Eoo
—_—
Depart. 20.03.2023 Amount:
Guest [DIRECT GUEST || Code:
[ ] Treatmnt | Concepts |
Channel HOTEL g
Day te Agenda  Health Spa ... | Description F.. Treatment Price  Price to apply Tax i.. Checkin  Check-o[TT]
Packages } Preferences | Schedule restrictions | Advance 11fl03.2023 1AGRUMES  AGRUMES PETILLANTS 0 205,00 205,00 [y 0 0o -
Ord 4 ound ht
Guest order Guest Package Start date Guest Medica _4 Ll 3
1 GOMEZ FERNANDEZ, MARIA TRINIDAD 1092659800 17.03.2023 R P =N ‘
Order Date Day name
001 17.03.2023 Friday
002 18.03.2023 Saturday
‘ * foo3  19.03.2023 Sunday
004  20.03.2023 Monday H
MINOR A © NH : |
ANANTARA AVANI Lewana OAKS NH COLLECTION nhow TIVOLI
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Change dates in a Non guest reservation.

ESMA.VILPA. Employee Planning 17.03.2023

d Previous day P Next day [iZ|Choose date () Choose period Rooms  =rManage appointments

Show Reservations

Key: Employee rest Blocked Confirmed Reserv. Reservation confirmed with room Treatment in Check In Treatm
ESMA.VILPA. Modify items of all folios

@ Foio 1 Folo 2 Folo3 Folo4 | Alfolos  Cument date  Charges unti today | 5 e OB 5 & = ‘3 & Canceled Revenue
i ‘ rReservatlﬂn 17 | Reservation 109265979 |Status [Check in | Arrival 17.03.2023 Departur
| Heath Spa Reserv. 7 Chedkin 7] Main Client [GUEST, DIRECT | Voucher :
| Hotel reserv. 109265979
| Room
| Guest TRINI TEST FOLIOS: ¥l (L ‘ 279,99 |EUR | [GUEST, DIRECT-0000001000 ‘ 0,00 | [
T Tel. No (tax incl.) I 0,00 | . [ 0,00 | [
| Channel HOTEL —
L @H@\ @\ & Arangement code
L BL Status |Revenue date ~  Folio Concept identifier Description = Quantity Price.  Disc. (net) = Amount| Tax ind. Service date Sourc... Guest Name
|| Treatment data ocE  17.03.2023 1 SPAS MASSAGE 1 115,70 11570 [ ]  17.03.2023 TRINI TEST
| Package 1092650001 e e A e 0 oCE 17.03.2023 1 SPAS FACIAL TREATMENTS 1 11570 11570 | [] 17.03.2023 TRINI TEST
— 2 231,40
|| Technic HYDRA MINERAL Treatment check-out O '
| Start time 10:30 No show O
| End time 11:30 Canceled O
|| Prev. 00:00
|| Post. 00:00
: Duration 01 h. 00 min.
| Room
I ' '
B I Modify time ” Assign rnml IMnd\fy Status “I:D Spa products I
TSR y y ' y y -
MINOR o e T '
ANANTARA AVANI Lewana DAKS NH COLLECTION nhow TIVOLI
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Treatment status change

[= Treatment Dea

sigment - reassigment

| Reservation data
r a
I_Health Spa Reserv. 20 Check-in ]
Hotel reserv. 107084937 | = Modify spa reservation status [= Cancellation Reason identifier (1) 8 Entries found
AT ' Restrictions
Guest External guest Hii— —_ &
. e CAC<IEA A E R =PNE
Tel. Mo. Cancelation Reason - —
lil:.’—f Reason |D€5cr|pt|on
Channel HOTEL Canceled by I BAL_AOG XL Force Mayor
et e BAL_AVAI CXL No avaiabiity to change
BAL_DUPL CXL Duplicated Booking
| Treatment data T |BAL_ECR CXL Economical reasons
) BAL_EMP (XL Employee non-availability
Package 1070849001 Treatment check-in ] (]3] BAL_OTH CXL Others
Technic HIMALAYA SALT RITUAL Tregtment checkout O LS| . Persancl reassons
BAL_PPAY CXL Prepayment not received
Start time 14:20 No show ]
End time 15:20 Cancelada ]
Duration 01 h. 00 min.
Room 03 Cabin 3
ESMA.VILPA. Employee Planning 20.09.2022
N X N N d Previous day b Nextday [ZlChoose date (%) Choose period
[ Modify time " Modify room ][ Modify Status ] —
(o ) & (== ] [ e ]
HS Reserv‘Package | ‘Dale Treatment Treatment description ‘Rnnm ID‘Remarks‘ Check: n‘Check nut‘ No sh N‘Canceled
20 1070849001 External guest 20.09.2022 HIMALAYA  HIMALAYA SALT RITUAL 03 m] 0 m]
20 1070849001 External guest 20.09.2022 SIAM SIAM JOURNEY O O O =]
MINOR ® 40
ANANTARA AVANI Lewana NH TH COLLECTION nhow
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Reservation status change

[= Treatment Deassigment - reassigment

| Reservation data [= Modify spa reservation status

r A

I_Health Spa Reserv. 20 Check-in

Hotel reserv. 107084937

Room Cancelation Reason T

Guest External guest Canceled by ]

Te‘ NU PESSWDrd e ok ok oA A A Ak ok ok

=

[= Modify spa reservation status - =
~—_ Restrictions. E
o

| Treatment data ][]

|
v BRREPEL ] F
Reason |Dﬁcription
BAL_AOG CXL Force Mayor
BAL_AVAI CXL No avalabiity to change
BAL_DUPL CXL Duplicated Booking
BAL_ECR (XL Economical reasons

Package 1070849001 Treatment
Technic SIAM JOURNEY Treatment
Start time 10:30 No show

-
Spa Res. Status |_6 J@ Canceled

S - BAL_EMP CXL Employee non-availabilicy
End time 12:20 Cancelada Y o o s
Duration 01 h. 50 min BAL_PER CXL Personal reasons

: . BAL_PPAY CXL Prepayment not received
Room 14 Cabin 15

’ Modify time " Modify room ]E ﬂ’ Modify Status ]
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MINOR Multi-reservation room
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Multi-reservation room

ESMA.VILPA. Rooms planning 20.09.2022

d Previous day P Next day  [iE]Choose date (3 Choose period

Employee  =»Manage appointments

how Reservations

Key: Block Reserv.confirmed without empl. Reserv. confirmed with employee Treatment in Check In Treatment in Check Out Multiple Reservation Room (Free/capacity)

e P = ) '

B Time MEDICAL Cabin.. Cabin.. Cabin 4 Cabin 5 Cabin... Cabin... Cabin.. Cabin.. Cabin 10/ Cabin 11 Cabin 12 Cabin 14 Cabin 15 HAIR SALON MANICURE PEDICURE  RECEPTION |FITNESS ST SPA CIRCUIT
1000
1010
. o0 [E ESMA.V! nning 20.09.2022 ® =
1030 | )
— 12452 ‘ Key: Reserv.confirmed without empl. Reserv. confirmed with employee Treatment in Check In Treatment in Check Out <SPA EXT
| 11:00 . |
o (] [& =060 5 L) (S =) G |
L1120 BL HS Reserv Package Guest Start time  |End time Treatment Treatment description “Check L
I1130 <DEEPR ([0 12 1001849410 BORGEAUD, YVES MICHEL 11:50:00  19:50:00  SPAEXT  SPA CIRCUIT (EXTERNAL CUSTOMER) [ | |
IR0 || 17 1070845001 Extra reserva 12:10:00  20:10:00  SPAEXT  SPA CIRCUIT (EXTERNAL CUSTOMER)  [] |
[ L1:50 18 1070845001 3er ciente 40: 20:40:00  SPAEXT _ SPA CIRCUIT (EXTERNALCUSTOMER) | | | 21/23
| |12:00 19 9862489302 BRASON, JESSICA HELEN  10:50: 18:50:00 SPAEXT  SPA CIRCUIT (EXTERNAL CUSTOMER) [ | | 2L1/23 h k ;
1210 o — | 203 Check in
12:20 20/23
| 1230 | 20/23
| 1240 | 19723
12:50 DEEPTI! 19 /23
1300 | 19/23 a0
| 1310 | 19/23 Il::} Ch EC"{ out
| 1320 | 19/23
1330 | 19,23
1340 | 19/23
1350 | 19/23
1400 | 19/23
14:10 19 /23 .
s | 1722 I Mew Reservation
| 1430 .;. b 19/23
1440 19 /23
(I 3510 Check in "é’)c’ Check out “ New Reservation J L
15:00 19 /23
1510 19 /23
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MINOR | Add SPA products
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Add SPA products

FRO6.PLAZA. Employee Planning 28.12.2022

P Next day Chuuse date

4 Previous day (%) Choose period Rooms

Show Reservations

Key: Employee rest Blacked Confirmed Reserv. Reservation confirmed with room Treatment in Check In Treatment in Check Out

(@] (=)L) [E)

= Manage appointments

E Start  Christelle Rajoie Delphine Laura Wiss Carla Pezzuli  Solenne L Pauline Dujardin Valeria Llanos
. |09:00
- 09:10
09:20 | Reservation data
" |pg- r a
. 09:30 Health Spa Reserv. 20 Check-n ]
09:40 G <
: 09:50  <MAGNESIUM Hotel reserv. 109254151
10:00 Room
. 10:10 Guest TEST, TREAT2
10:20
1030 Tel. No.
C10:40 Channel HOTEL
| |10:50  MAGNESIUM>
| |1L:00 | Treatment data
11:10
1120 Package 1092541001 Treatment check-in (|
S 11:30 Technic UNDERARM Treatment check-out O
| 11:40  <MAGNESIUM <} Start time 09:50 No show O
11:50
12:00 End time: 10:10 Cancelada (|
1210 Duration 20 min.
1220 Room 05 FLOWER 5
- |12:30
. |12:40  MAGNESIUM> Al
12:50
: 13:00 Madify time “ Modify room II Modify Status §=p> Spa products I
13:10  <AGRUMES <ABYHANGAGD <DEEPTTSSUG

= ==

Charges ueed today

,v
= Folos frocess Docurmertsl | Quros | [Systen Heb
o vl & T T » }
Cuests o
FROG6.PLAZA. Modify i & o
odficaton Mston
(> Foloy 1 - .
S0 peoduas
Reservaton 105354151 Sutus Check n
Man Clert GUEST, DIRECT

)

PT08.ALVOR Tivoll Alvor %

Reservation 115936062 Health Spa Reserv. 0
(&= (P &)L =L

Material Material Description S+
04146353 € + C VITAMIN EYE 15ML | © |
04146356  C+C DRY OIL ANTIOXIDANT SUN 100ML | & |
04146395  C-+C DRY TOUCH SUNSCREEN FLUID 30ML*** & |
04146349 C+C VITAMIN 20% ANTIOX SOLUTIO 30ML ***= [ & |
04146351  C+C VITAMIN CREAM 75ML | © |
04145658  C-+C VITAMIN MICELLAR CLEAN WATER 200ML | © ]
04146363  C+C VITAMIN OIL-FREE GEL 75ML **** & ]
04146364  C+C VITAMIN SCRUB 100ML | © |
04146352  C-+C VITAMIN SOUFFLE MASK 75ML | © ]
04145657  C-+C VITAMIN SPLASH 200ML & ]
04146361  C+C VITAMIN SUMMER LOTION 200ML | & |
04133201  DWL THE BODY CREAM 200ML | © |
04133200 DWL THE BODY SCRUB 200ML & ]
04133196  DWL THE DRY OIL DE-STRESS 100ML [ & |
04133198  DWL THE DRY OIL DETOX 100ML | & |
04133197  DWL THE DRY OIL FITNESS 100ML &
04164561  ESI DOUBLE ACTION CREAM 75ML [ & |
04164509  ESI ELASTIN CREAM 75ML | © |
04131996  ESSENTIAL SHOCK INTENSE EYE & LIP 15ML =R

Storage ID

Quantiy
0

folooololloloivilolnelcioloilol]

Jspa ALVOR

Amount Cur.

55,00
67,00
69,00

166,00

115,00
55,00

115,00

64,00
48,00
48,00
57,00
86,00
86,00
62,00
62,00
62,00
75,00
88,00
54,00

EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR

E

Amount Folio Loan date

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

-

I

11.05.2023
11.05.2023
11.05.2023
11.05.2023
11.05.2023
11.05.2023
11.05.2023
11.05.2023
11.05.2023
11.05.2023
11.05.2023
11.05.2023
11.05.2023
11.05.2023
11.05.2023
11.05.2023
11.05.2023
11.05.2023
11.05.2023

Tax indl.

|l calcafa ol fcatslcalafcalcafcalafcals

E

Cancel

NH

HOTELS

M L !;{;9 R ANAg'ArARA AVANI e@\ﬁmﬂj (e

HOTELS - RESORTS - SPAS

Hotels & Resorts COLLECTION

TH COLLECTION

TIVOLI

nhow

HOTELS
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Print a ticket to charge to room

Access to Manage appointments:

ANANTARA
HOTELS: RESORTS - SMS
FRO6.PLAZA Anantara Plaza Nice Hotel ANANTARA - ATELES ESPARA B
Health Spa Reserv. 7854 Main Client GUEST DIRECT AATARA LA PRERNA PALACE RS 0RT
LRELOS FLANRGOS OOUF CTRA 06 CASUZ
o e
Reservation 143607047 Guest |1 |MME CHANTAL LEGRAND BC 430 | .
Arrival date 04.12.2024 Package 14360704701 V} F—
Departure date 04.12.2024 Description L —
S - Fichs  aiekisa: 24112073
Hofa de emiside 094505
Remarks Ridona & ap 54
Hesarva s hotst 109305002
Himers  Batansn
P Ticket 0200800433
Mombre: st
Fuiba Heds Cant Rala B senimeibn Powiin
menmEn wEes Pt § ABTHANA B e 1l
E-ELE RLE R FLOWER 2 ADRUNES  PETRLANTS 2000
Da Date Agenda Health Spa ... Description Treatment Price Priceto apply | Tax ... Check-in | Check-out [
- TOTAL #0000 EUR
T T
'y P | 0 )
& ol
H LIFE 15 A JOURNEY Vist ananiam.com
™R

One or several lines can be selected and printed.
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MINOR Billing
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Billing
invoice

ESMA.VILPA. Employee Planning 22.09.2022
d Previous day b Nextday [E]Choose date (¥ Choose period %:Rooms  =»Manage appointments

Show Reservations

Key: Employee rest Blocked Confirmed Reserv. Reservation confirmed with room Treatment in Check In Treatment in Che

 ELIANE (008 FRE

|| Reservation data |

: [Health Spa Reserv. j4D Check-in

| Hotel reserv. 107086201

|| Room

: Guest test cambio hora

1| Tel. No. IMALAYA
|| Channel HOTEL

MALAYA>

Treatment data |

|| Package 1070862001 Treatment check-in M
|| Technic HIMALAYA SALT RITUAL Treatment check-out O
: Start time 12:20 No show M
|| End time 13:00 Cancelada O
|| Duration 01 h. 00 min.

|| Room 05 Cabin 5

L l Modify time ” Modify ruuml]lIMud\fy Status l
M
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Billing

FR31.TOUAI Modify items of all folios

Cancelled Revenue

[@ | Folol Folio2 Folo3 Folio4 All folios  Current date  Charges until today

Reservation 55722407 |Status  |Check in | Arrival 01.10.2018| Departur |02.10.201% Upgrade
Main Client |GUEST, DIRECT GUEST | voucher | ' Room 211
Main guest IGume.::, Trini | Type STDDBL Standard Double G5T (1 |qufo |cafo |eefo ]
FOLIOS: [ 148,32 |EUR |Gomez, Trini-0055661104 | [ 10,00 | |[EUR |Gomez, Trini-0055661104 '
(tax incl.) [ 0,00 |EUR |Gomez, Trini-0055661104 | [ 0,00 | [EUR | Gomez, Trini00sS661104 '
EEREFLEL ) [2]ld J& JEL) () &)
E% | Status Invoice num Revenue date Fol  Concept Description Quantity|  Price Disc. (net) Amount Tax incl. Service date
Com | 01.10.2018 1 BB Bed & Breakfast 1 15,90 0,00 15,90 [/ 01.10.2018
01.10.2018 1 CTAX___ local Tax 1022 0,00 022 [y 01.10.2018
1844000026 01.10.2018 1 PPWI  Invoice No 1844000026 1 50,00 0,00 50,00 /] 01.10.2018
YO 01.10.2018 1 PPWI 1844000026 1- 50,00 0,00 50,00-| v 01.10.2018
B ™I ou0 o000 (v  01.10.2018
~CHl 01.10.2018 1 TTAX |City Tax 1 2,20 0,00 2,20 ¥ 01.10.2018
ECO 1844000027 01.10.2018 2 PKNG  Parking 1 10,00 0,00 10,00 [/ 01.10.2018
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Billing

Billing buttons

-

— &F E & o &N &HFDE S

More options

Folios [Emcess] Documents  Miscelanegus  System  Help

Toany nescer . SnTtIrs |
Add charges

ESZZ.4 Cancel charges

Moye charges

Z | Fol L ) pllfolios  Current date  Charges until today | &5 4% # o | & &G e | S & canceled Revenue

Dag EE @m

Split charges Shift+F12

Reserva  Apoly discount [Chack in | arrival [03.01.2015| Departur [04.01.2015] I
Main Cif  Collect invoi Y & FRIEN-000000100 | voucher | ] I
Main gu SANA | Type STDDBEL Standard Double |
FOLIOS R | SUSANA PARDO MARTIN-0002895734 | F2 [ 39,60 |EUR |VIAJES EL CORTE INGLES SA-100006.. |
(taxing  Statistics set up [SUSANA PARDO MARTIN-0002895734 | F¢ (1) [ 0,00 [ETR |SUSANA PARDO MARTIN-0002895734 |
Clients
[ Mod.Arrangement Code [@
Status Revenue date Folio | Source Roo P Concept Description Quantity |  Price | Disc.{net) Amount | Tax in_ | Service date | Produc, | Time User Nz
. lcom  03.01.2015 1 305 LNDR | Lavanderia 1100, 0,00 100,00 [] 03.01.2015 X 09:01:17  E0000C
. loom  04.01.2015 1 300 PKNG | PARKING 1 10,00 0,00 10,00 [  04.01.2015 11:53:03  E000OC
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Billing
Folio Header

= Folio: e isesie System  Help '

= =] =

Modify header Shift+F5 'a CHE &G848 B @
A arges
[Z..  Cancel charges rfolios

Move charges
& frol - g folios  Current date  Charges untiltoday | =F 4% GE &8 o | /& 7 &) B & Cancelled Revenue

Move to header

Split charges Shift+F12
Reserva  Apply discount [check in | Arrival l03.01.2015) Departur |04.01.2015/ Upgrade
Main Cli{  Collect invoice |& FRIEN-000000100 | voucher | | Room 309
Main g  Goforeservation  Ctr+Fd  fpg | Type STODBL Standard Double GST an[s |qufo |cufo |mBfo]
Minibar charge |
FOLIOS  Modify description - [susana parDO MARTING  Folio headers by Reservation
(tex ing | 'susana paRDO MARTIN
f Mod.Arrangement Code | |I ESZZ.SPORT HH Sport *** :
Status| Revenue date| Folio | Source Roo| P Concept | Description | IERSTAGIEL. CEEEET: 154172
[-_-;o. j 03.01.2015 1 305 LNDR  Lavanderia Main client 1001 EMPLOYEE & FAMILY & FRIEN | Pax
| 00D 03.01.2015 2 305 BB Alojamiento y Arrival date 03.01.2015 Room 309 STDDBLT AD 3 oo CH o EE 0
. 00D 03.01.2015 2 305 BB Alojamiento ¥ || peparture date 04.01.2015
. 00D 03.01.2015 2 305 ROOM  Habitacién Reservation status Confirmed
| 00D 04.01.2015 1 309 PKNG  PARKING Rezarvation folios header
R... Folig | IPa‘yment method  Te... ‘Ta:s ch Format 7 7|Responsible Folio  Holder 'Holder name |E|31 Qch Tax class. Payment method Card Reference
[ On-desk paym.. ~ [ o Main Guest * 2895734 SUSANA PARDO MARTIN vo
[ Credit v ca3n ] 1o Main Guest ¥ 1000061542 VIAJES EL CORTE INGLES SA 0040155259 ML
|_\3 On-desk paym.. ¥ [l oo Main Guest * 2895734 SUSAMNA PARDO MARTIN >0 -
| 4 On-desk paym. ¥ 1 1D Main Guest 2895734 SUSANA PARDO MARTIN hl] -
b [ — “
| Credit no tax. Credit with tax | Cash n [Folo 1 | [Foinz
Amount Biled | 0,00 0,00 1
Amount Pending | 36,00 39,60 | 1
Pending Reservati | 36,00 39,60 | 1
| Folio 3 | | Folio 4
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Billing

Add charges

= Folios | Process | Documents  Miscellanepus  System  Help
& | Modify header Shift+F5 @ CHE &TOo8 E @
Add charges
ESZZ.! Cancel charges ] = Process  Systemn  Help
Move charges ) . | |
[ | Fol Move to header Al folios  Current date  Charges until G‘ * g e @ a Q‘ ﬂﬂ ﬁ /A8 E @
Split charges Shift+F12 1
Reserva  Apply discount [Checkin Enter charges in a reservation
Main Cli Collect invoice Y & FRIEN-000000100 | I . ’
Main gL 0 TO resendation SAMNA ] ‘ nse em
Minibar charge e
FOLIOS  Modify description R [|SUSANA PARDO MARTIN-00028957. ESZZ.SPORT NH Sport
(tax ing Statistics set up |SUSANA PARDO MARTIN-00028957  Reservation : 154172 Room 309 Main guest PARDO MARTIN, SUSANA
Clients |
dod.Arrangement Code .
&) v gement Code @ [ & =) (0 Concept | LNDR T ' Service date 04.01.2015
Status Revenue date Folio  Source Roo P Concept | Description Quant'rtyl . T q . 1 B : =TT .
" oom 03012015 11305 LNDR | Lavanderh 1 Quantity 1 Price 10| | |[EUR Target folio I_1| ! [ Tax included
. |oom  04.01.2015 1 309 PKNG  PARKING 1
| Concept remarks
Concept Description Quan... Price Curre... |[Folio | Amount Service Tax...
LMDR Laundry 1 10,00EUR 1 10,00 04.01.2015 [ | -
I_I -
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Billing

Apply commercial discount

= Folios Process | Docurments — Miscelaneous  Systemn  Help
& Modify header  Shift+FS  ngh O HIEB | © ESMD.EUROB. Process folio 1
JE— Add charges [Z | Foliol Foio? Folo3 Folo4 | Alfolios  Current date  Charges untiltoday | LF 9% e O | R @ k| R
ESZZ.4 Cancel charges Wl folios
@ | Fo Move charges l folios  Current date Reservation [63229260 |status  [checkn | Arival 31.12.2018| Departur 31.12.2019
Maove to header Main Client [ES10CS SPAIN MADRID | Voucher  |HOUSEUSE-ES10310352
Split charges Shift+F12 [S ESMD.EUROS. Apply dscount
Rese Apply discount Ekiia = FOLIOS: Fl [ 477,65 |EUR |[ES10CS SPAIN MADRID-9900009103 | sooo | [
Main Cli ToTECE mvoice Paceword foevaasesse] (el I PN M M - 1005 Folo fem's nformation
"
; t rati . | — Folio data
Main gu GO S0 rEservEEn Dicount 142500 d (&JF @) E/[BL) @ & J= . . . —
o 9% discount Complaint -~ - - - Charge date  Char. time  User Invoice No Quantity Transaction price
Minibar charge Crews > E.| Status Prod. date ~| ceptID | Quantity| Descriptic o
Cumency S G WO 31122018 TG 11.01.2019  16:39:03  HESEUROBRE.. INT0048039 1 945
FOLIOS Modify description Bl ~ Amounts Discount rate ] ®Ooo  11.01.2019 1 PARKING
. P 1 GFM D + ®oo  15.01.2019 1 PARKING
(taxind  Statistics set up Gross amount with tax e et WCO  18.01.2019 1 PARKING
Clients Discount NH Employee sCO  21.01.2019 1 PARKING|[ Discount
Rewards 21.01.2019 1 PARKING
f Mod.Arrangement Code Netyroant mh dhcug st guﬂxers g 28.01.2019 1 PARKING D“;‘_’“”t reason [INH Employes - Discount remarks
Promot 28.01.2019 1 PARKING| ¥ discount ST
Siatus| Revenue date| Falio |Source R“""‘:'| Pl Remarks Quick O':?nsaon g 28.01.2019 1 PARKING|| Date of process 11.01.2019  16:39:16
. oo 03.01.2015 1 305 el ‘\;i ,;2 i Short Lead Tme 0D 28.01.2019 1 PARKING Orig.amount no tax 15,62
. po@  03.01.2015 2 305 — Size of Group & BCO  28.01.2010 3 PARKING|  orig.amount with tax 18,90
B [specal Revenue Polcy ' oo MR piscount b 0000011557
@ 03.01.2015 2 305 <r Y
. ocom 03.01.2015 2 305 ' T —
Oo@ 04.01.2015 1 309 Ui, Col tn1-ln1oflines H i 1 i
|| If you need to check it later, click twice to display the
4
(][] discount details
Select the row / rows and apply the discount properly
filling all the details of the new window.
MINOR 4 e H >
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Billing

[Z | Folol Folio2

Reservation
Main Client
Main guest

FoLIos: FL (D)
(taxind.) F3 (D

[&)F)(08) 68 (B 15 (B J@ =) 68

| pep— |
154172

ESZZ.SPORT. Process folio 1

Folio 3 Folio 4

Al folios

Current date

Charges until today

Status  |Check in

ot A o R OV =" & cancelled Revenue

|EMPLOYEE & FAMILY & FRIEN-000000100

[paRDO MARTIN, SUSANA

1 N | e | | e |
Arrival 03.01.2015| Departur |04.01.2015 Uparade

1 1 | e |
Voucher Room 309

1 | pesnsa— | —m
Type STDDBL Standard Double GST BAD|3

" 1
121,01 |EUR |SUSANA PARDO MARTIN-0002895734 | F2

| p— 1
39,60 |EUR |VIAJES EL CORTE INGLES 5A-100006...

[ p— 1 T
0,00 |EUR |SUSANA PARDO MARTIN-0002895734 | F4 (1)

T 1
0,00 |EUR |SUSANA PARDO MARTIN-0002895734

Status Revenue date Folio | Source Roo| P Concept | Description Quantity | Price | Disc.(net) | Amount | Tax in_ Service date |Produc | Time User Name % DTO | Original amount no tax
oom 03.01.2015 1 305 LNDR Lavanderia 1 100, 0,00 100,00 [] 03.01.2015 X 09:01:17  E00000050726 0,00 0,00
oog 040012015 1 309 PKNG PARKING 10,00 0,00 10,00 [ 04.01.2015 11:53:03  EO0000035655 0,00 0,00
@00  04.01.2015 1 309 PPWI | Invoice No 405, 54,55 0,00 5455 [ 04.01.2015 X 13:00:13  E00000035655 0,00 0,00
oo 04012015 1 309 PPWI 4053001384 34,55 0,00 54,55- [] 04.01.2015 X 13:00:13  E00000035655 0,00 0,00

I Credit no tax.  Credit with tax | Cash no tax. Cash with tax | Total no fax. Total with Gx Remarks

Amount Biled F1 | 0,00 0,00 | 34,55 60,01 | 34,55 60,01 WWALK TN AND PREPAYMENT

Amount Pending F1 | 0,00 0,00 | 55,45 61,00 | 55,45 61,00

Pending Reservati | 36,00 39,60 | 35,45 61,00 | 91,45 100,60 @ |[EUR |Exch.Rate Type M

MINOR 4 e 5
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Billing

Select the correct till Identifier...

= Tl  Goto System  Help
] " JEH|@@® =00 Ealali? L

Invoice payment movements

Till movements (Starting image)

ESMA.VILPA Anantara Vila Padierna Palace Resort *#*%#*

ESMA.VILPA Anantara Vila Padierna Palace Resort ##%%

Til identifier SPA SPA
Til Tdentifier m Operation Type IInvu»ce payment - [$H Detalle de biletes ]
Payment data
. Invoice Id Total Amount [ 5.674,32 I
Dp eration TYP e Document currency EUR
Reservation
Folio I] preauthorized 0,00 EUR
Customer 60616339 | DIRKSE, ALEID MARTANNE
Remarks |
...and then payment method Payment methad [ r—— Voucher type_ Voucher amount  Voucher
~| EUR 5.674,32 - 0 0
and save i -
| [INVITATION - .
| |PAYMENT GATEWAY - <
~ |PREPAYMENTS WEB AMEX i 0
—=-{PREPAYMENTS WEB CUP
@ PREPAYMENTS WEB DINERS ]
—|PREPAYMENTS WEB IDEAL
ACCl L REPAYMENTS WEB PAYPAL Diferees
=0l RepAYMENTS WER SOFORT | I [rom | | |
. . . 0,00 5.674,32 0,00 0,00
Have a look into the following guides! %’;ﬁﬁmf:;;;“”’"’“ | ]| " " '

TMS forPay Manual

TMS forPay 3C Portal Manual 1,

Pay by Link '% If needed, it is possible to split the total amount into
different payment methods.
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https://nhorganization.nh-hotels.com/content/pay-link
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Credit card guarantee
PCI - Landing page to register CC

Click on the “MOTO” button and the email address of the contact person and the language indicated in the reservation will appear
(it is possible to change them).

ESMU.AMIMU. Process folio 1
Q Follol Folio2 Follo3 Folo4 Al folios  Current date  Charges until today 2 ap g g o | "z & Cancelled Revenue
B |@ MaTO
)
Reservation 74296624  |Status Check in Arrival 10.10.2019| Departur 10.10.2019
Main Client SRS Voucher
[ Select e-mail X
FOLIOS: Fl1 (D) 25,00 |EUR |°
: Reserv, 74296624
tax incl, 0,00
(tmx incl) Email :msﬂand\ng@gmail‘com

SR EF) E S|S0 5 JE) ) (L] 2 Arangement code
& Status Revenuedate  Folio Concept 1D Quantity Deseription

Language EN
oom 11010.2019 1 PKNG 1 Parking

Price Disc. (net)  Amount Tax incl. Service, t Code Descripcidn
25,00 0,00 25,00 ¥ 10,102

v
S —

PClI LANDING PAGE TO REGISTER CC
-:"% PCl BUBBLE

MINOR ‘ 4 £
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https://nhorganization.nh-hotels.com/content/pci-landing-page-register-cc
https://nhorganization.nh-hotels.com/content/pci-bubble

Advance payments - PBL

When you receive payment confirmation, create a DGB with the corresponding details:

~ & TMSforHotels PT08.CARVO. New day-guest invoice
« (¢ JCCSHT/ENTRA_HOTEL - Change hotel

" D CRM FRONT-OFFICE Ct} E—'I;I @Mudiﬁ/ open account EaDisplay closed account

F (I LOYALTY PT08.CARVO Tivoli Carvoeiro **%*
+ [ RESERVATIONS
+ [ FRONT-OFFICE | Day-guest invoice ——

o
Client 14899910 FERNANDEZ ARANDA, FRANCISCA
s [ 3
Branch of main c.

g D CURRENCY EXCHANGE [¢| Tax induded ("X’ = Yes)

The procedure is the same if a
I'*  guest buys a voucher or pays for a

Create a Pay by Link (PBL) following the manual: PAY BY LINK _\'/% g::lzrpri?;fer

in advance in cash or

If it is not possible to
create or have a CRM

T BILLING curtency o ID, use a generic 1000 —
i E B'"'”Q Payment type 1] On-desk payment .
« (7 /CCSHT/FC_FNOR - General Tnvoice format e Direct guest.
'I_@ JCCSHT/FC_FNOR_RS_EV - General_gEvents and reservations)
'L@ J/CCSHT/FC_FMAN - Day-guest billing_I | Statistics
« £ ZEY_DC_DGB_PQO - Day Guest Biling (Live Local) Country ‘Spain d
- Region [20 ]
Market Segment
Market subsegment [ ]
Source of business
Channel
Travel Reason
. . | 59
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https://nhorganization.nh-hotels.com/content/pay-link

Advance payments - PBL

Add all the information that can help you to identify the reservation (voucher, remarks...) and do not forget to
Departure date to the correct deadline.

~ PTO8.CARVO. Modify items of all folios

@ Folo 1 Foio 2 Folo 3  Folio 4

Al folos  Current date  Charges untl today | @ 53? %a |f.'u |[3'.] == @ & ‘Cancelled Revenue

Reservation \109338857 \Status \Check in |

1
Arrival 20112022 Deparur  [20.11 2022 ]
Main Client ‘FERNANDEZ ARANDA, FRANCISCA | Voucher Ref 123 1

FOLIOS:  F1 (i) [

0,00 [EUR |  |FERNANDEZ ARANDA, FRANCISCA-00148. \ 0,00 | | | |
(tax incl.) [ 0,00 | | | ‘ ‘ 0,00 | | |
> == e S e

@Status ‘Revenue date ‘ Foio‘Concept m |De5crpbon ‘ Quanhty| Pnce‘ Disc. (net)‘ Amount| Tax indl. ‘Serv»ce date

-

|Sourc.. | Client % Commi.Am. ‘Arrangement Code Descripcidn

=
I

a

Name

5 massages 60min voucher
Phone: 6645355366

Detais and remarks

Li1,Codl Ln 1 -Ln 4 of 4 nes

(N B @'

| Credit no tax. Credit with tax |

Cash no tax. Cash with tax | Total no tax. Total with tax Remarks
Amount Biled | 0,00 0,00 | 0,00 0,00 | 0,00 0,00 one
Amount Pending | 0,00 0,00 | 0,00 0,00 | 0,00 0,00
| — L |

change the

then include the deposit as explained in following slides.

MINOR 4
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Create a deposit in a DGB

To create a deposit in a DGB reservation, select the correct option in the upper menu:

— e
= Foios | process | Dommerts  Otros  System  Hep -
] Modfy hasder  ShiAFS g | el -1
Add charges
PTO8. M"‘"“'m charges PT08.CARVO. Modify itemns of all folios
to head | Folio 1  Folic 2 Folio 3 Folio 4 Al folios  Current date  Charges until t =| b ':ﬂj i b "5 Canceled Revenue
[ Fok (Lol ool | Folo1 Fol i iod | Alfol date  Charges unti | 5 A O g B[R | led
Spitc charges Shit+F1Z
Resery  Apply descount jatus. Chedk in
Man o Colect iwoioe MDA, FRANCISCA Reservation 109338887 |Status Check in Arrival 20.11.2022| Departur 20.11.2022
Tp— Main Client FERNANDEZ ARANDA, FRANCISCA Voucher Ref 123
0,00 EUR | |FERMANDEZ ARA
0,00 FOLIOS:  F1 (i) [ 0,00 |[EUR |FERNANDEZ ARANDA, FRANCISCA-00148... [ 0,00 | T |

) [ o0 | | | | [ 0,00 | | |

1= L (L) [0
" Descpoon

Auto J_Depostreqjestedlﬂnenwhh}qjest date ‘[X.IB Date |Rece|ved ‘AITIDI.I‘K received |Rece|\.red date |DoamentNo Holder ‘Sholt
0o _\J'EUR 20.11.2022 19.11.2022 0 0,00

[ 1L

| First step: Inform
— the deposit.

4[]
[E] @ Request: 150,00 Received: 0,00 Pending: 150,00 EUR
ik
| Credt no tax, Credi with tax

mourt: Blled F1 I 0,00 0,00

Amart Perdirag F1 1 000 00 | Credit no tax. Credit with tax | Cash no tax. Cash with tax | Total no tax. Total with tax Remarks
Amount Biled | 0,00 0,00 | 0,00 0,00 | 0,00 0,00 Name 5 massages 60min voucher Phone: 6
Amount Pending | 0,00 0,00 | 0,00 0,00 | 0,00 0,00 ‘E
Pending Reservati | 0,00 0,00 | 0,00 0,00 | 0,00 0,00 |EUR |Exch. Rate Type é

1

4wl
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Create a deposit in a DGB

PTO08.CARVO. Modify items of all folios

[#  Folo1l Folo2 Folo2 Folo4 | Alfoios Current date  Charges unti today L) [ oy k=l | €8] & Canceled Revenue
Reservation 109338887 Status [Check in | Arrival 20.11.2022 Departur 20.11.2022
Man Client 'FERNANDEZ ARANDA, FRANCISCA | Voucher [Ref 123 '
FOLIOS:  F1 (i) ‘ 0,00 |EUR |  FERNANDEZ ARANDA, FRANCISCA-00148. | | 0,00 | |
(tax incl.) 0,00 | ' ‘ ' ' 0,00 | | [
[= Til operations
Till identifier spa
Auto | Deposit requested Currency Request date Due Date Received Reservation 109338887
= | Type | Amount 150, 00
|:| 150,00 EUR 20.11.2022 19.11.2022 \:|
s () Prepayment w/o bil Movement currency EUR
— (&) Prepayment with bil Folio 1] Swap currency [12899910 |
I . H H | Holder
B Second step: Bill the deposit 6 vewiem | o Fobs hoder

1

Request: 150,(

& EERDE

| Credit no tax.

Amount Biled | 0,00
Amount Pending | 0,00
Pending Reservati | 0,00

Credit with tax |

Concept [ppEI | P paga. HotelRest / Hotel&Rest. Prepa
Tax clasificat.

Paym. Method I cash Q‘I Voucher |

Remarks | Pre-payment

The concept must correspond to the correct Spa VAT in
your country.

Cash no tax. Cash with tax | Total no tax.
0,00 | 0,00 0,00 | 0,00
0,00 | 0,00 0,00 | 0,00
0,00 | 0,00 0,00 | 0,00

_J

1 Main dient
) Main guest
() Other holder

Total with tax Remarks

0,00 Name 5 massages 60min voucher
0,00
0,00 EUR  Exch. Rate Type [

A
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Manage Spa vouchers —
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Manage Spa vouchers - Hotel Treats reservations - DGB

This procedure can be applied:

- If a guest has a voucher already paid.

- If the guest made an advance payment for a treatment.

- If the guest comes regularly to the Spa, accumulates treatments and pays every 3 months.

- If you need to use one reservation for several charges such as F&B and Spa (Hotel Treats packages).

All situations where you use a DGB reservation and later include the SPA charges in it.

_AE
. . Reservation No. J i
First step, search for the reservation: -
Amval date . .
N — Use the information
~ [= TMSforHotels - - Wodied by
y-guest invoice (
- G2 /CCSHT/ENTRA_HOTEL - Change hotel oty ax ] you have (reference,
’ . I
+ [ CRM FRONT-OFFICE (B T4 [ Modify open account |l [ Display dosed account - , k )
+ B LOYALTY e wrm— o ] name, remarks...
+ 71 RESERVATIONS : ol Larvoero
F B FRONT-OFFICE - Maimum Mo, of His 510
v CTILS Day-guest nvoice —— N _
Hotel: PT08.CARVO
v [T CURRENCY EXCHANGE L L Reserv. * Name 1 Arrival Remarks
~ [ BILLING Branch of main c. (0080752071 DIRECT GUEST ___07.01.2000 31.12.2022 WTCARVORECA | SPA 1182 Edgar Soes SPAVOUCHER 1162 Edgar Snoes. -
0083152804 DIRECT GUEST 27.02.2020 31.12.2022 WPTCARVOREC3 | | 1005 voucher SPA pre mama VOUCHER MASSAGEM pré-mama oferta JOAO CAETANO -
~ [ Biling v/ Tax included (X' = Yes) OOHEI IO SHONARY. 15092000 31007000 cooom0. | (] R ks o S e Lo e et e
- CCSHT FC FNOR _ Genera\ Curren EUR 0088171887 DIRECT GUEST N:lZ:Zﬂ)ﬂ 3]:11:2021 00000189844 [ ; "THE ONE MARIO SILVA- -
BCEIIRE i e e e e b
- @ JCCSHT/FC_FNOR_RS_EV - General_gEvents and reservations) Payment type T| On-desk payment (00B8366819 YUNG SHIN TRAVEL SERVICE 02.03.2021 28.04.2023 EOD00D189844 || MBO002237808 o c/nd ver com natala o que vai fazer com este drhero, arp ol hotel estava fechado. s 02/03/202.
. !‘@ CCSHTIFC FMAN t bhg . 0089034122 :)6;:('[“:,31 :gx: :gm &mnm ‘ : ‘MBO002038432 ¢/ND grupo cancelado ver com Natdla evento MB0002038432 + grupo 74948201+ grupo 74949298
L I - - Dav-gues ; — . InVD":E ﬁ)"“at IND 0094716571 DIRECT GUEST m:m:w: W:ﬂ:mz HPTCARVORECH | 1236 SPA
. E&? ZEY_DC_DGB_PQO - Day Guest Biling (Live Local) eI ooecT glesT O B e L o SAesc PR e
0096991249 DIRECT GUEST 13.12.2021 14.12.2022 HPTCARVOREC1 [ | SPA 1241 Mrs. Bane
0098250222 DIRECT GUEST 05.02.2022 05.02.2023 HPTCARVORECA | | Voucher 46 The One - 150€
0098828411 JOAN CODINA BUISANS 22.02.2022 22.02.2023 HPTCARVORECT | | SPA 1043 SPA Voucher 1043
DIRECT GUEST 01.04.2022 01.04.2023 HPTCARVOREC3 ‘Z‘ SPA VOUCHER DIGITAL 1007 0 nimero do Voucher DIGITAL é 1007De: Tiago PritoPara: Daniela SivaMassagem: Aroma sto.
oi0154mm4 IREET cursT 0022 04200 WOTONVREEY | (] V29 TwalRa %0
0102403415 NH DISCOVERY 25.05.2022 25.05.2023 HPTCARVORECS | | 1250 SPA VOUCHER CATARINA SANTOS
10103192385 DIRECT GUEST 13.06.2022 13.06.2023 HPTCARVOREC4 | | SPA1253
0107110617 DIRECT GUEST 19.09.2022 19.09.2023 HPTCARVOREC3 | | SPAVOUCHER1262
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Manage Spa vouchers - Hotel Treats reservations - DGB

PT08.CARVO. Employee Planning 20.11.2022

A Previous day P Nextday (i) Choose date (L) Choose period

T |Show Reservations
Key: Employee rest B

appontment

Employee: 005 - Jason
. Create Reser. | Assign existing res.

Rooms = Manage appontments (=) Gestion Bloqueos

PT08.CARVO Tivol Carvoeirp =****

| New Heatth Spa Reservation

Health Spa Reservation Management

109338687 ) Guest ‘,;’/’ Hotel
- Al
N Reserv. 0
L Room
Heath QUIETUDES0
12:10 LIFT>
12:20 e ——
o 0 - 7~ ]
12:30 i L e 0000 (#) Non-Guest Reserv. 109338887
1240 <BAUNESE  End time 13:45 Post. 00:00 ' L -
= o ) T do 2 om. [ Creae |
13:40 Treatment checkn ]
13:20 Employee Preferences
13:30 : = - .
e VNo Male Female Specific
13:50 | Modify Health Spa Reservation
14:00
14:10
14:20
£
14:40
14:50
15:00
15:10 x
PT08.CARVO. Employee Planning 20.11.2022 PT08.CARVO. Modify items of all folios
Folol Folo? Folod Folod | Alfoios Cumentdate Charges untl tod o B A (o] LT 1 Re
4 Previous day P Mext day  [iZ]Choose date (%) Choose period ooms ErManage appointments &Gw & L . - - gl
[ 72 ] show Reservations Reservaton 105338867 |Stas  [Checkn Arval 20.11.2022] Departr |B0ANNS2088 [}
e Mai Clent FERNANDEZ ARANDA, FRANCISCA Voucher Ref 123
[= Treatment D
Reservation data | FOLIOS:  F1 (D) 90,00 |EUR FERNANDEZ ARANDA, FRANCISCA-00148 0,00
<
Health Spa Reserv. 130 Check-n 73] ] (tax incl.) 0,00 0,00
Hotel reserv. 109338887 e —
EFREFL B E Bl )= JEEL [ # Anangement code
L Status Revenue date | Folo Concept1D Description Quantty  Price Dic.(net) Amount Tax indl. Service date  Sourc
Guest FRANCISCA FERNANDEZ ARANDA OB 20.11.2022 1 SPAS ABSOLUTE QUIETUDE 90 MIN 1 7347 0,00 73,17 1 2011.2022
Tel. No WO 20.11.2022 1 PPHI Invoice No 1900312308 1 121,95 000 121,95 [] 2011202
-~ SO 20.11.2022 1 PPHI 1900312308 1- 121,95 0,00 121,95 [ 20112022
Channel HOTEL
MINOR - « ' |
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Manage employee calendar

T [ HEALTH SPA
- @ J/CCSHT/BAL_PLAN - Planning SPA
v [ Biling
T [ = Master Data
T [ = Employees
. [ JCCSHT/MT_BALEMPL_01 - Health Spa Employee - Create / Modify
.« JCCSHT/MT_BALEMPL_03 - Health Spa Employee - View

- i JCCSHT/MT_EMPTEC 02 - Assign treatments to employees
- 2 /CCSHT/BAL_HOR_EMP_C - Employee timetable |

Employee work timetable

IELD.MAKDU The Marker Dublin *#*=* 10.10.2022

[= Employee code (1) 10 Entries found

Employee ﬁ
L B3] b Yo 2 =L

Hotel: IELD.MAKDU

Employee Firstname Last name Telephone 1 Street PostalCode City Prof.

01 \Employee 01 MEMBER
02 Employee 02 MASS

03 Employee 03 MASS
04 Employee 04 TREAT
05 Employee 05 TREAT
06 Employee 06 TREAT
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Manage employee calendar

Here the result in the calendar and in the planning:

Employee work timetable
Employee work timetable

History

IELD.MAKDU The Marker Dublin ***** 10.10.2022
TELD.MAKDU The Marker Dubin ***** 10.10.2022

Employee Employee 04 Employee |04 Employee 04

| Normal timetable

Normal timetable —_—
Arrival Mom L-JDEpat. Mo 00:00 Arrival Aftrn 00:00|Depart. Afir 00:00

Arrival Morn 00:00 Depart. Morn 00:00 Arrival Aftrn 00:00 Depart. Aftr 00:00

Bog |From [und Mo [Tu |We Th Fr Sa Su |Amval  Depart. |AmivalA  Depart Af blocking reaso
[] 01.01.2020 31.12.2024 [ []©07:00 21:00 00:00  00:00

|From Untdl

01.01.2020 04.11.2022
07.11.2022 07.11.2022
08.11.2022 11.11.2022
14.11.2022 14.11.2022
15.11.2022 18.11.2022
21.11.2022 21.11.2022
22.11.2022 25.11.2022
28.11.2022 28.11.2022
29.11.2022 31.12.2024

jru ‘We Th Fr \Sa
Y | § &

']DD
¥ O
oo
M8 0
ooo0

‘Amval  Depat.  AmivalA  DepartAf  blocking reaso (i |
07:00  21:00  00:00  00:00
0B:00  10:00  00:00  00:00
07:00 21:00  00:00  00:00
08:00  10:00  00:00  00:00
07:00  21:00  00:00  00:00
0B:00  10:00  00:00  00:00
(il rifim] 07:00  21:00  00:00  00:00
O0n 08:00 10:00 00:00 00:00
W ¥ [J []07:00 21:00 [00:00  00:00

4<J\J4.
3)m|

« v H

€ R0~00O”80”AIE
mfﬂmfﬂmfg

HojooojoooolE
Q0RO &

O8I0 "

TELD.MAKDU. Employee Planning 07.11.2022

d Previous day P Next day  [Z]Choose date (3 Choose period | “3Rooms =) Manage appointments

E Show Reservations.

9§ 1LY Key: Employee rest Blocked Confirmed Reserv. Reservation confirmed with room Treatment in Check In Treatment i

= = = = —

EE EBERID [E&F [ P (S [
Start 001 Employ  002Employ 003 Emply 004 Employ 005 Employ 006 Employ 007 Employ  0C
07:00
07:10
07:20
07:30
07:40
07:50
08:00
08:10
08:20
08:30
08:40
08:50
09:00
09:10
09:20
09:30
09:40
09:50
10:00
10:10
10:20

1 f

Range modification r—

» l Blog From date “ Date until “mm-l Th l[ Fr H Sa ][ Su ][ In mo H Ou mo “ In Af “ Qu af Block reas a HE]

1 [o1112022 [30112022 ' O O 0O 0O [] [os:00| [10:00] [00:00] [00:00]

There are 2 options to manage the calendar:
- Include and modify the lines in the grid.
- Insert changes from Range modification at the bottom.

IR RN
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MINOR | Employee block management
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Employee block management

Here the result in the calendar and in the planning:

There is a possibility to add 1 or 2 breaks per employee per day:

 Employee work timetable

I History
ESMA.VILPA TEST SPA —NO CAMBIAR FECHA NUNCA I ===== 05.08.2024
d Previousday b Nextday EZ|Choosedate (3 Choose period  “ZiRooms f| S Employee Lock | =»Manage appointments
Employee 20 TERAPEUTA 2
Show Reservations
Normal timetable
Key: Employee rest Blocked Confirmed Reserv. Reservation confirmed with room Treatment in Check In Treatment in Check Out Technique Conditioning Arrival Morn ,i\ Depart. Mom m‘ Arrival Aftrn W‘D‘D’L Aftr ,m‘
L L) [EJEL [ Blog From until Mo (Tu We Th Fr Sa Su |Amval  Depart. Amival A DepartAf bloddngreaso  Rema..| [J
B Start ILONA TERAPEUTA 1 TERAPEUTA 2 RECEPCION ANABEL JORGE TIR  TELMA SILVA| ELIANE SA FREDERIC LISET MOR = ALBERTO C || 06.08.2024 p6.08.2024 |[] | | [0 00 O 0|0]as:00 13:30  00:00  00:00  MEETING -
10:00 [] 06.08.2024 20.08.2025 |[y] ] [¥] [¥] ) |k |os:00 [1s:00 00:00 00:00 -
10:10 | [y] 07.08.202¢ 07.08.2024 [ [ ¥ [ [ [ []nz:00 12:30 00:00 00:00 BREAK
10:20 - I
10:30 -
10:40 -
10:50 - | )
11:00 =
Egg Employee ID 20 TERAPEUTA 2 H
11:30 Start date 07.08.2024| Morning Schedule 12:0012:30 - -
= Y Y S SR S S | | i | | ~d
11:40 End date 07.08.2024| Afternoon Schedule 00:0000:00 :
E 053 i i Motive 1D BREAK | ILock all day /
12;10 & ' | 4 Previous day B Nextday [E|Choose date () Choose period = “Z:Rooms  jEmployee Lock  =>Manage appointments
220 T
12:40 Key: Employee rest Blocked Confirmed Reserv. Reservation confirmed with room Treatment in Check In Treatment in Check Out
12:50 —— e
v _ BEF EE
13:10 B Start PATRICIA ILONA TERAPEUTA 1 TERAPEUTA 2 RECEPCION ANABEL JORGE TIR | TELMA SILVA
. 10:00
13:20 10:10
13:30 10:20
| 13:40 = In 10:30
13:50 <DEEPS0 Li1l,Co1 Ln1-Ln1of1lines 10:40
14:00 P — 10:50
5 11:00
14:10 @ 11:10
hE 11:20
14:30 11:30
14:40 11:40
14:50 DEEP50> 11:50
15:00 12:00
15:10 ity
12:20
D 12:30
= 12:40 <GOLFERS0
sapd 12:50
13:00
13:10
13:20
13230
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MINOR Room block management
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Create Room block

T [ HEALTH SPA
« (72 /CCSHT/BAL_PLAN - Planning SPA
+ [ Biling
¥ [= Master Data
+ [ Employees
k DAssign Employees to Rooms
T [== Room Block
F@ JCCSHT/SL_LOCK_ALD1 - Create room block |
= [} JCCSHT/SL_LOCK_ALDZ2 - Modify room block

- I{pl IrrcuTicl v ALND Micnla s raamn hlaals

Create room block

IELD.MAKDU The Marker Dublin #*#%%= 10.10.2022

Room code 03 Massage 3

Start date = | B [00:00] | Block type

End date = ID" [ o) [00:00] () Maintenance
Room block [ ("JEvent Rep
Person

Block reason

7INFO

Create room block
D [= Room code for Treatment application (1) 12 Entries found
ﬁ
IELD.MAKDU The Marker Dublin ****=
[ S 0 e P 2]
Room code E] Hotel: IELD.MAKDU
Room code Description
01 Massage 1
02 Massage 2
03 Massage 3
04 Treatment 1
05 Beauty 1
06 Treatment 2
07 Skin 1
08 Treatment 3
09 Treatment 4
10 Beauty 2
11 Skin 2
15 Skin 3

TELD.MAKDU. Rooms planning 12.10.2022

4 Previous day P Next day Choose date (%) Choose period = “EiEmployee  =»Man:

Show Reservations

Key: Block Reserv.confirmed without empl. Reserv. confirmed with employee Treatm

(68 7% [T | [ R[]
FB: Time | Massage 1 Massage 2 Massage 3 Treatment Treatment Treatment Treatmen
08:00
08:10
08:20
08:30
08:40
08:50
09:00
09:10
09:20
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Modify or Unlock room blocks

Modify room block

|D List
h B HEALTH SPA IELD.MAKDU The Marker Dublin ***** 10.10.2022
» ¢ JCCSHT/BAL_PLAN - Planning SPA
. Selection
4 D Bllllng | Room code to l?‘
¥ [ Master Data Remarks ' T -
Person requesting block to =
¢ [ Employees Date (50202l
[¢]With block

k DAssign Employees to Rooms
¥ [ Room Block

[ Without block

Room ID Description  Start date Start time End date  |End time Block type Remarks Person Blocked

L] -
03 Massage 3 12.10.2022 08:00 13.10.2022 10:00  Maintenance  TEST  TRINI
. @ fCCSHTfSL LOCK ALDZ - MDdif\j room block 09 Treatment 4 11.10.2022 08:00  15.10.2022 00:00  Maintenance  testD  TRINI
» (72 /CCSHT/SL_LOCK_ALO3 - Display room block
-
/] qEdjlece = HE @
Modify room block Modify room block
FRO6.PLAZA Anantara Plaza Nice ANANTARA 28.12.2022
FRO6.PLAZA Anantara Plaza Nice ANANTARA 28.12.2022
| |
Room code 03 FLOWER 3 e ——
Room code 03 FLOWER 3
Start date & [28.12.2022] @ [10:00] | Block type . . . ‘
T 1 r 1 . Start dat F 28.12.2022 10:00 Block e
End date 29.12.2022| (B 15:00 OETEETE TULRE | g . | | ; p
- 2.2022 15:00 (®) Mai
I—Rm)r'n block () Event Rep '_Eﬂd date T Maintenance
- Room block ) Event Rep
Person TRINI L I
Person 1
Block reason test sin flag
Block reason test sin flag
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MINOR Reporting
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Reporting

Report SPA
obtain ® (™
Selection criteria
Hotel to E
Main dient ID to Ca
"Main ciient] T to =d
S e
™ [E5 HEALTH SPA | § 2
« ) /CCSHT/BAL_PLAN - Planning SPA I o ]
N TMS Rv number to i
k I_:I BI"IHQ Health Spa/Rvs number to i
Room number to g
+ [T Master Data S — N ]
- = Reservation status. to i
[== Information Systems —— I = 3
|- ©7 ZEY_REPORT_SPA - Spa reservations detall | Ervies o £3
- y Channel to =
* () JCCSHT/BAL_TEC_RES - Technics by reservation o 1 = E3
I d
- () /CCSHT/BAL_DP_EMPLE - Revenue and employee breakdown e — N =
- 0 J/CCSHT/BAL_TECSEG - Segmentation of treatments Charge date © =3
« (72 /CCSHT/BAL_SRVCSXPER - Treatments given Mmrte mate:
. vl Al [ Checkin [ Check out [] No show
- 0 J/CCSHT/BA_SI_10 - Employees assigned to rooms
* () /CCSHT/BA_SI_05 - Employees prstnetD [ 1 = Ed
reat type 0
- 0 JCCSHT/BA_SI_06 - Treatments assigned to employee Product ID 0 5
Product type to =
- i JCCSHT/MT_SL_LOCK_AV - Room blocks View N - o
- ["|Send by e-mail
SPA Report
43) Switch to Product  Switch to Treatment
(&&= P [E L5l 0..JFEHL.] [a]| @)
Hotel Main Cli.. Mai.. Guest .. Guest Health... Spa.. Room Descri.. Fo..| DGB Roo.. TMS rv number Status rsva Treatm..  Treatmentid Treatment description = Material Description eQuantity Service date = Price | Cur
ESMA.VILPA 1000 DIR. TEST NO A. 16 1 X 109273099 Canceled 04000513 IMPR IDENTIF MALETA CHECK QUT 1000UN 1 27.04.2023 55,00
ESMA.VILPA 1000 DIR.. TEST NO A. 03 FLOWER 3 1 X 109273099 Canceled MASS  ABYHANGA60  ABYHANGA 60 MIN 1 27.04.2023 140,00
ESMA.VILPA 1000 DIR.. TEST NO A. 15 04 FLOWER4 1 X 109273096  Confimed MASS ABYHANGA60 ABYHANGA 60 MIN 1 27.04.2023 140,00
ESMA.VILPA 1000 DIR.. TEST NO A. 14 04 FLOWER4 1 X 109273087  Confrmed MASS ABYHANGA60 ABYHANGA 60 MIN 1 27.04.2023 140,00
ESMA.VILPA 1000 DIR TEST NO A 13 02 FLOWER 2 1 X 109273085 Canceled MASS  ABYHANGA60  ABYHANGA 60 MIN 1 27.04.2023 140,00
ESMA.VILPA 1000 DIR.. TEST NO A. 12 02 FLOWER2 1 X 109273080  Confirmed MASS ABYHANGA60 ABYHANGA 60 MIN 1 27.04.2023 140,00
ESMA.VILPA 1000 DIR TEST NO A 11 1 X 109273079 Confirmed (04000320 TORK XPRESS SOFT MULTIFOLD HT ADV 2P M 1 27.04.2023 100,00
ESMA.VILPA 1000 DIR.. TEST NO A. 02 FLOWER2 1 X 109273079  Cenfirmed MASS ABYHANGAG60 ABYHANGA 60 MIN 1 27.04.2023 140,00
ESMA.VILPA 1000 DIR Test 10 1 X 109271972 Confirmed (04000888 TORK FACIALS PREM 2P 100 1 24.04.2023 30,00
1 X il=

ESMA.VILPA 1000 DIR. Test

109271972 Confirmed 04000888 TORK FACIALS PREM 2P 100

24.04.2023  -30,00

& < & ’. | ”
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Pre Night Audit

Perform the pre-night audit is MANDATORY for each area of the hotel working with TMS.

b
®"
(

* [ = NIGHT AUDIT
o I,_-_:I_E Night audit -
'L@ JCCSHT/NA_AUDITORIA - Night audit process,
b [ Information systems

How can you solve the most common alerts?

TMS4H_NIGHT AUDIT - NOTIFICATIONS MANAGEMENT _:'»%

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

ALLNH_INCIDENCES MANAGEMENT PROCEDURE _:'/%

A S &
MINOR auntara  AVAND  odine  c@mics TH micolecron mhow  TIVOLI
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https://nhorganization.nh-hotels.com/content/tms4hnight-audit-notifications-management
https://nhorganization.nh-hotels.com/content/allnhincidences-management-procedure

Pre Night Audit

=2 Reports Igpa Reports Information Actions System

0 f | Techniques without check-in Ctrl+F1
Crl+F2

Techniques without check-out

o INED e

Help | - 4

Expect. Departures  Check-Out  Modify Stay Expected Arrivals  Modify Reservation  Cash points Reports  Cancel Invoices  Charge Invoices Manual Invoices  Payments on hold @Continue N.A.

ESMA.VILPA Anantara Villa Padierna Palace Resort **¥#%%
DATE: 20.09.2022

START PHASE 1: PRE-AUDIT
Launching report /CCSHT/PROC_CORREC_CAJAS_LINER

Process /CCSHT/PROC_CORREC CAJAS LINER Concluded W/o errors

Launching report /CCSHT/RS_CANCELA Ll
Process /CCSHT/RS_CANCELA TINEAS_GR
Launching report /CCSHT/NA 015
Process /CCSHT/NA 015
Launching report /CCSHT/RS_06_011
Process /CCSHT/RS 06 011
Launching report /CCSHT/RS_06_02
Process /CCSHT/RS_06_02
Launching report /CCSHT/R_FC_SI_04
Process /CCSHT/R_FC SI_04

End of phase 1

[= ERRORS NIGHT AUDIT

|

The following errors could impede night audit:
5till Cash points NOT CLOSED in the hotel
5till BILLS NOT YET PAID (Check REPORTS -> BILLS NOT PAID)
i : S -> MANUATL BILLS)
Techniques were found NOT CHECKED-IN
Techniques were found NOT CHECKED-OUT

PEPARTURES NOT BILLED)

B e e e 3 e g 8 T W e e i s g e
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Pre Night Audit

Health Spas Treatment by Reservation
TSP ER ¢ B IHNT R Bd5w 4

< =

ESMA.VILPA Anantara Villa Padierna Palace Resort *****

Employees: *
Reservations: *

Date: 20.09.2022
“Res Num Date Treatment Id Description
[ 123 20.09.2022 SPA EXT SPA CIRCUIT (EXTERNAL CUSTOMER) 75,00
17 20.09.2022 SPA EXT SPA CIRCUIT (EXTERNAL CUSTOMER) 75,00
18 20.09.2022 SPA EXT SPA CIRCUIT (EXTERNAL CUSTOMER) 75,00
19 20.09.2022 SPA EXT SPA CIRCUIT (EXTERNAL CUSTOMER) 75,00
21 20.09.2022 ALGAE HYDRATING ALGAE WRAP 120,00
22 20.09.2022 AQUAMASSA AQUA TUB DETOX MASSAGE 120,00
23 20.09.2022 ALGAE HYDRATING ALGAE WRAP 120,00
25 20.09.2022 ALGAE HYDRATING ALGAE WRAP 120,00
27 20.09.2022 ALGAE HYDRATING ALGAE WRAP 120,00
28 20.09.2022 PILATES PILATES 100,00
= 1.000,00

Health Spas Treatment by Reservation
HE&TTFT E% @ BDTH YTkl B Eg A

=Applied Price Treatment Reserv. Statu:

75,00 Confrmed
75,00 Confrmed
75,00 Confrmed
75,00 Confrmed
120,00 Confimed
120,00 Confirmed
120,00 Confirmed
120,00 Confirmed
120,00 Confrmed
100,00 Confirmed

Check in [Check out No-show Canceled Created by Assigned to

M [l O ]  EO0D0D0050726 CRISTINA IGLESIAS
M [l [l []  EDDDDOD50726
M [l O ]  EO000D050726
M M [ []  EDDDDOD50726
M [l O ]  EO00D0D0O023975 ELIANE SANCHES
M (] [ []  E0DD0D0023975 ELIANE SANCHES
M [l O ]  EO0D0DO023975 ELIANE SANCHES
M M [ []  E0DDD0D50726 JORGE TIRADO
M [l O ]  EO0D0DO023975 ELIANE SANCHES
M [l [ ] E0D000023975 FREDERIC MORLAIX

ESMA.VILPA Anantara Villa Padierna Palace Resort *****

Employees: *
Reservations: *

Date:

“Res Num Date

-

20.09.2022

Treatment Description

=Applied Pr| Treatment Reserv. Status Check if Check out [No-show Canceled Created by Assigned to

r 6120.08.2022 PT PERSONAL TRAINING 100,00 100,00 Confimed il 0 0 [] E00000050726 FREDERIC MORLAIX
7 20.09.2022 ALGAE  HYDRATING ALGAE WRAP 120,00 120,00 Confimed il 0 0 ]  E00000050726 ELIANE SANCHES
= 220,00
MINOR A4 ® '- 179
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Pre Night Audit

= Reports | Spa Reports  Information  Actions  System  Help w
Expect. Departures Shift+F1 h @ ﬁ = Gﬁ ﬂﬁ :‘_LI ﬁ a ﬁ |:_| @ @

Check-Out Shift+F2
Modify Stay Shift+F4
Expected Arrivals Shift+F5
tay Expected Arrivals Modify Reservation  Cash points Reports  Cancel Invoices  Charge Invoices Manual Invoices  Payments on hold @r{:ontmue N.A.
Modify Reservation Shift+F6
— Cash points Reports Shift+F7 1
i; Cancel Invoices Shift+F8 larna Palace Resort *+**
Charge Invoices Shift+F9
S1 Bils not paid
oo ) | CORREC_CAJAS LINFR
Manual Invoices [AJAS LINPR Concluded W/o errors
PG T esevamen o RNCELA LINEAS GR
Departures not biled [NEAS GR ; =
=P L5 (=" ERRORS NIGHT AUDIT
Events not checked-in
E 011

Events not checked-out The following errors could impede night audit:

Cancel with charges £ 02 S5till Cash points NOT CLOSED in the hotel
DProcess /CCSHT/RS Ue_0 :

L hi t /CCSHT/R_FC_SI 04 = . .
S ey S B Manual inveices not yet billed (Check REPORTS —> MANUAL BILLS)

End of phase 1 Technigues were rfound NOT CHECEED-IN
Techniques were found NOT CHECKED-OUT
Reservations in treatment (Check REPORTS —> DEPARTURES NOT BILLED)

) @ | 80
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Pre Night Audit

Manual bills report

Cliente de Re-Testing ESMA.VILPA Anantara Villa Padierna Palace Resort #*#%##% Time 18:47:52 Date 24.11.2022

Madrid Manual bills with outstanding charges JCCSHT/FC SI 07C/E00000050726 Page 1
Reserv. Date Main Client Name Direct paym. Tax included Curr.
0107085346 20.09.2022 1000 DIRECT GUEST X EUR
0107084563 20.09.2022 1000 DIRECT GUEST X EUR
0107084183 20.09.2022 1000 DIRECT GUEST X EUR
0107084564 20.09.2022 1000 DIRECT GUEST X EUR
0107085272 20.09.2022 1000 DIRECT GUEST X EUR

il ~ [ HEALTH SPA
» () /CCSHT/BAL_PLAN - Planning SPA
¥ [ Biling
Iﬁ',I’ECSHT,I’FC CF02 - Folio Management
ISﬂ,I’!ZZ(ZSHT,I’FE FMAN_BAL - Spa mvm::lng
k D Master Data
b [ Information Systems

A‘A <3 ﬁ% / | 81
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Till

Review Till - 5 TILLS
« (12 JCCSHT/FC_CAMV - Movements
- 2 JCCSHT/FC_SIT_CAJ - Change till status
-r@ /CCSHT/FC_CARG - Balance _
* () /CCSHT/FC_CAO3 - Display tills
Display till (Basic data)

(th Total balances

Display till (Starting image)

ESMA.VILPA Anantara Vila Padierna Palace Resort #*%#%

—
Til Identifier LSPA J

" . [= Totals Balance on 22.09.2022
ESMA.VILPA Anantara Vila Padierna Palace Resort ##### : skl

+ & (EIF# L &L

| 26 JE (e D (A HE

| General data | 1
Balanc =

TI" identiﬁer SPA SPA Payment method code Movement currency Accrued Total Init. balance Total Income Total Outgoing Accrued Total Tota |

[ . CASH FUR 340,00 200,00 140,00 0,00 0,00 I:
Cash status Open o VISA EUR 140,00 0,00 140,00 0,00 0,00 (bo1002

[ =
Payment Method Id CASH [Do1000

T o | =
Float 200,00 Cu :

- | A

Float in other currencies 001000

[ |

Target business area 0429| []Til does not self
(] Automatically ref|
| e |
Date 22.09.2022
A4
| Operations

]
() [ FE]EF] L]l [S]E7 D e

L

| B

..... _|

B Reservation Oper. type Operation type  Pay.method Amount'{:urrency Invoice Id  Mov. date

Move.time~ Order No. User name  Remarks Card number 'Folio Customer Cur. i

107085700 8 Invoice payment CASH 140,00 EUR 5046000794 25.11.2022  08:09:21 1 E00000050726 11000  EUR
107085700 8 Invoice payment VISA 140,00 EUR 5046000795 25.11.2022  08:13:07 2 E00000050726 4761730000000 1 1000 EUR
A . @ : | 83
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Till

Cash Count Template

H

HOTEL GROUP

MBAITCIE

CASH COUNT

Verrion: Ozkabor 2021

CASH COUNTING

DATE & TIME:

251112022 10:03

Youchker Type

YOUCHERE RECONCILIATION

Total TMS

Difference

INCIDENCEZ

HH GIFT CARDS 5000 0,001 5,000 1| Explanation
Others - change description 15,001 20,001 -5.00 1| Explanaticn
Others - change dezcription 0,001 0,001 0,001

NOTES [PLITLINT CHANGE EURDS SHIFT: Please select
DESK OTHERZ PATMENT METHODS RECONCILIATION
5.001 0 0 0,001 - - Payment Method Total THME Doex it comply with the NHHG procedures#
10,00 | 1 1] 10,00 BAD DUE 00
20,00 | i i 000 IN¥ITATION 0,001
50,00 | 0 0 0,00] Others - change description 0,00
100,00 | i} i} 0,00 Others - change description 15,001
200,00 | i 1 200,00
500,00 5 3 o] CREDIT CARDS RECONCILIATION
TOTAL NOTES 210,00 | PATMENT METHOD R (o Toral TMS | Difference | FR7Rents o8
e PREPATMENT WEE AMEX
COINS | DESK | CHANGE | EURDS CASH RECONCILIAT FREFATMENTE WEE CUF no | Do 0.001
0.0 0 0 0,001 |Cash total PREPATMENTS WEE DINERS 0,00 0,001 0,00 1
0.02 | 0 0 0.001] [Cash acorued total TMS 220,00 | FREFPATMENTS WEE IDEAL 0,00 | 0,00 0.001
0.05] 3 3 0001 [Difference 30,001 PREPATMENTS WEE PATPAL 0,00 0,001 0,00 1
X 5 5 0] PREPATMENTS WEE SOFORT 0,001 0,001 0,00 1
FREPATMENT S WEB ¥ISA 0,001 0,001 0,00 |
0.20] 0 0 0.001 AMEX 0,001 0,001 0,001 0.001| PENDING
0.50 1 o o 0.00 CHINA UNIONPAT [CUP) oo | 000 0,00 0.001| PEHDING
1,00 a a 0,001 DINERS 0,001 aonl 0,001 0,001 PENDING
2.00 | 0 0 0,00 JCB 0,001 0,001 0,001 0.00 1| PENDING
TOTAL COINS 0,00 | MAESTRO 0,001 0,001 0,001 0.001| PENDING
m MASTERCARD 0,001 0,00l 0,00 0,001 PEMDING
YIZA 0,001 0,001 0,001 0001 PENDING
Others - change description 0,001 0,00l 0,001 0,001 PENDING
Down | oad th e tem p | atel Others - change description 0,001 0,001 0,001 0.001| PEMDING
Dthers - change description 0,001 0,001 0,001 0,001 PENDING
CASH COUNT BRG]
MINOR A ,, 8
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https://nhorganization.nh-hotels.com/content/cash-count

Till

. Till status maintenance
Change Till Status =
ESMA.VILPA Anantara Vila Padierna Palace Resort ***#*
| Cash |

i ﬁ TILLS | Cash identifier Cash status

» ) JCCSHT/FC_CAMV - Movements ~ aomi Closed J B
» % JCCSHT/FC_SIT_CAJ - Change til status| [ecAchaue —— -
BULLY DAR Close -
» ) JCCSHT/FC_CARG - Balance | e .
- E,:-?J J'ICCSHTJ'IFC_CPLUE = DLE[JIET tills HOLE 55 Closed =
) | LALOGGIA Closed -
_LA VERANDA Closed -
_PERGOLA Closed -
_RACQUI:—I' CL Closed -
_RACQUI:—I'F&B Closed -
. RECEPTION Open -
ROOM SERVI Closed -
- Spen -
| SUSHI 99 closed -

o 0

¢ & / | 85
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Till

~ S TILLS
« 1) /CCSHT/FC_CAMV - Movements
« [ JCCSHT/FC_SIT_CAJ - Change till status
» {7 JCCSHT/FC_CARG - Balance)

Balance till (Starting image)

ESMA.VILPA Anantara Vila Padierna Palace Resort ####

-
) ) il Tdentifi 7
+ TE) JCCSHT/FC_CAD3 - Display tils T Identier (528 B
e T —
Balance till
|f,!@- Balance | Display movements  [5L [
ESMA.VILPA Anantara Vila Padierna Palace Resort *#%#%
—_—
Till identifier I_SP'.?:,L _‘ SPA
| Initial balance
Payment method Accrued Total Currency | Csh-on-Hnd Remarks T..|Float
CASH - 339,99 EUR 339,99 IE 200,00
VISA - 250,00 EUR 250,00 D 0,00
A . @ : | 86
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FAQ- JIRA

If you have any question or issue...

) , ".T MH SUPPORT PORTAL

W, NH SUPPORT PORTAL / NH Service Desk * D¢ )
%y SAP TMS (Tourism Management Suite) o)’ NH Service Desk

. E
Raise this request on behalf of

L MARIA TRINIDAD GOMEZ FERNANDEZ v

Please be so kind to open a JIRA with the corresponding

Category category:

SPA v

SAP TMS = SPA

Subcategory

Flease select W

v
‘3..’

| 88
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https://nhservicedesk.nh-hotels.com/servicedesk/customer/portals
https://nhservicedesk.nh-hotels.com/servicedesk/customer/portals

Processes and procedures

Where can you find all the processes and procedures of our Company?
https://employeeportal.nh-hotels.com/home/2

el VIINI@/R

HOTELS

Employee / Family and Friends Reservations Applications Directory Support

(™
%

>

=

“?9“’ ESTE BLACK FRIDAY

disfruta de nuestra oferta
especial. Consigue hasta un
30% de descuento.

7 J RN S ¢ 3 = A ) \ o -t
:’/ , ' “‘ ,.“‘ L ™ ¢ 0 o A : =
Login @ FOR YOUR DAILY TASKS

CRM & NH DISCOVERY Directorio NH World
Materiales NH Rewards y Camparias Enviadas a Clientes (promociones, ofertas ...) Contactos de hoteles y servicios centrales

Manuales de Estandares

FRONTIFY. Discover the online platform for brand guidelines
A Por Marca para NH Hotels, NH Collection y nhow

a Gltima versién de todas las reglas y guias necesarias para elaborar cualquier material
. Last Change e
Intro Video! 2,93
. ) Change % " o ; 3 ; /
1 17:38 S ¥ MFA-0365: Autenticacion Multifactor | Knowledge Workplace
> /_ Guias para configurar la validacion alternativa contra los servicios de 0365 Corporate Policies, Processes, Procedures & Training Mates
ection

/% See more
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https://employeeportal.nh-hotels.com/home/2
https://nhorganization.nh-hotels.com/content/you-dont-know-what-nh-digital-knowledge-workplace-well-show-you

Processes and procedures

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

NH | HOTEL GROUP

Think Digital
Gain Knowledge
Use Workplace

UPSELLING FRONT CHAMPIONSHIP

BUSINESS PROCESSES

ed By Nhportal On 23-11-2022

NH | HOTEL GROUP

UNIVERSITY BRING VALUE TO YOUR WORK...
WE HELP YOU!
Knowledge pills & videos 11IDCE! ) OUR NEWSLETTER
¥ @ . - UPSELLING CHAMPIONSF - 0" R
LATEST SYSTEM UPDATES CONTINUES... ABOUT US -
# Would you like to know who are the Q(\

BLOG POSTS

NH
DIGITAL

KNOWLEDGE
WORKPLACE

-
V4
-y
FRONT OFFICE BASICS

Business Processes Repository- easy and quick access to the Companies’ documents:
Manuals, Guides and Templates.

Policies, Processes & Procedures, Hotel Service

NH

HOTELS

DAKS TH COLLECTION

HOTELS

A &
ML L\JER aantara  AVANL oo

AANTARA nhow  TIVOLI

Hotels & Resorts
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https://www.youtube.com/watch?v=gRXRv1T7bec
https://nhorganization.nh-hotels.com/

THANKS!
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