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Introduction

Dear CM Studio .GRM-CLOUD users, digital reporting in the hotel and non-hotel
industry is a diverse and controversial topic. During the development of CM Studio
.GRM-CLOUD, we in the product management of MASCH Software Solutions

asked ourselves a whole series of questions about how an optimal solution for

hotel businesses, landlords of vacation homes, campsite operators and ultimately

tourism organizations should look. Below we have listed some of the key

requirements and principles for digital reporting with CM Studio .GRM-CLOUD.

Software requirements

The "digitization" of the reporting data must take place with the active
participation of the guest.

The entire workflow from the point of booking must take place in one

communication between guest and accommodation provider.

The workflow is specified, controlled and managed by the accommodation

provider.

CM Studio .GRM-CLOUD allows the accommodation provider to control and

share the data. The host is the "master of his data"!

This control is stored in the setup and can be done automatically or by

manual interaction.

The online communication interface between the booking guest and the
accommodation provider or the destination must correspond to the Cl of
the accommodation provider, so that it is clear to the guest that he is
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communicating directly with the accommodation provider and not with a
third party. The exception is for OTAs such as Booking.com and Expedia
and can be differentiated for these exceptions.

e The booking contract is between the accommodation provider and the
guest, but the hotel, the campsite operator or the vacation rental company

has the legal obligation to pass on the registration data to the destination.

e All OFFLINE bookings must also flow into the digital workflow of guest

registration as easily as possible.

e The recording effort should be shifted as far as possible to the booking

guest!

e The complete capture of guest data should ideally be done by the guest
before arrival, as with airline flight check-in, to simplify the check-in process
at the accommodation.

e Digital guest registration with the accommodation provider should be
possible via a special landing page on an iPad or similar mobile device
when the guest arrives. The guests' smartphones can also be used for this

purpose.
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What is the path of guest data
from booking to check-in?

CM Studio .GRM-CLOUD offers two workflows. This graphic illustrates the process
using a channel manager such as Hotel-Spider from Tourisoft AG:

@ OTA Portals THE DESTINATION Portal HOTEL WEBSITE
x x

g.com , Expedia efc. \ www.destination.com, www.mein-hotel com

CHANNEL MANAGER
® www.hotel-spider.com elc

wa Telephone and Tren:ﬁ %':ulgg reaar‘.-[ﬁl.?:a:ict:lfla m-® Recording of guest data as an altemative
N cother bookings S i et ] (ihrough the hotel's own PMS software

the destination’s finandal system

Unfortunately, PMS and channel manager vendors are not very cooperative in
developing appropriate interfaces. Either the software vendors do not offer
appropriate interfaces at all, or the costs such as purchase price and annual
maintenance are comparatively high compared to the regular costs of the Channel
Manager or PMS software.
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Therefore, we at MASCH Software Solutions have decided to integrate a second
alternative or complementary process, through which you can implement the
digital reporting completely without an interface to Channel Manager or PMS
software and thus without additional third-party costs for your company or for you

as a landlord.

The following graphic illustrates the process without using a Channel Manager or
PMS software:

OTA Portals THE DESTINATION Porta HOTEL WEBSITE
= * 1 W 2| com

t iti 4

At this level, it is independent of which channel the booking was made via. The
only decisive factor is the indication of the date of arrival and the e-mail address.

I 5 |

If you would like explicit advice to better decide which of the two alternative workflows
is right for you, please contact our Customer Service at:

Germany: +49 (0)2203 8068 405 - Schweiz: +41 (0)33 511 2135 or by e-mail to
support@masch.com
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Conclusion on digital reporting

CM Studio .GRM-CLOUD focuses firstly on the automated processing of reported data.
Secondly, the conceptual focus of CM Studio .GRM-CLOUD is clearly on the collection of
the registration data (one can also say the digitization of the registration data) by the
guest and not in the collection by the reception of the accommodation provider or the
accommodation.

However, this does not preclude you as an employee in a hotel or as a vacation rental
company from having to manually enter or edit data records from time to time. Especially
if, for example, your guests, neither have a smartphone nor knowledge of the digital
world, it is certainly a good guest service if you want to make your guest's stay in your
house as pleasant as possible and take over the processing of the registration data.

CM Studio .GRM-CLOUD also offers a multi-layered selection of functions that cover
these tasks and can still be completed with maximum efficiency.

Final note:

When we use the terms hotel team, hotel reception or similar terms in the following of
this guide, these phrases do not exclude other accommodation providers such as
vacation rental companies, apartment resorts or even campgrounds. In the following, the
term "HOTEL" stands as a placeholder for any type of accommodation business and its
employees that use the digital reporting system and implement it in your business.
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SETTINGS of your client

This first section on your client's SETUP describes the account setup using a
channel manager software such as Hotel-Spider from Tourisoft AG of Nyon,
Switzerland. In a second chapter (starting on page 13), we also discuss the
alternative workflow that eliminates the need to use Channel Manager or PMS

software as a data source.

The accommodation provider has successfully completed the full registration
process for the Jungfrau Region digital reporting system at the following links in

advance of its client going live:

https:// en/cloud-registration-company/

The manager/owner  of  the
company has a valid user account
including a personal password. He
now uses this access data to log in E
to the extranet of the digital
reporting system for the Jungfrau

Region via the following link:

https:// admin/login.php

Please put here the official domain address of your CM Studio .GRM-CLOUD
instead of www.mydomain.com and this link will work then.
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Now click on "GRM-CLOUD" on the left side in the module bar and you will get
to the following screen:

User: Semen Noskoy
#Logout e

asen sonvue s i

Please note that we have shortened the screenshot on the following page to show
filtered information necessary for this chapter.
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Now select the "Settings" tab:

Guests Wiait list Data sources E-mail Templates User Digital annual pass (settings) Settings Access Rights

Generate check-in
URLs / QR codes
In order to establish online check-in for guest bookings via Booking.com or similar portals, please use the following DATA URLs in your welcome message, which are sent by the Save

portal operator as booking.com. For detailed information on how to send the welcome e-mail from Booking.com, please refer to Appendix A from the CM Studio User Manual.
GRM CLOUD.

Dear Account Manager,

Depending on the workflow procedure chosen, please use the correct URL addresses in your Booking.com welcome email:

Data URL for the workflow on OTA platforms:

German [byl: https://registration.masch.com/de/checkin-lookup/
English [en]: https://registration.masch.com/en/checkin-lockup/
French [fr]: https://registration.masch.com/fr/checkin-lookup/
Spanish [es]: https://registration.masch.com/es/checkin-lockup/
Russian [ru]: https://registration.masch.com/ru/checkin-lookup/

Halian [it]:  https://registration.masch.comyit/checkin-lookup/
Data URL for the workflow via the waiting list without using a channel manager software:

German [byl: https://registration.masch.com/de/online-walkin/mandant:alaXIWiEbGyebpWXbZOUbmeSmmuYlchewZ2tjaZlgm2yWmZU%3D/
English [en]: https://registration.masch.com/en/online-walkin/mandant:a 5aVIW2 EaGiYaZWfapXDbJITIG5]Iphnk2OXZ 111Z2VsIWU%3D/
French [fr]:  https://registration.masch.com/fr/online-walkin/mandant:aSawlWqEaGgWa2adbVEbW2YmnGTLSulmimZm 1kZ2NIm5Y%3D/
Spanish [es]: https://registration.masch.com/es/enline-walkin/mandantlaVIWIiEm2uYbGaacleVbZaSxm InkspulmNpaZ5SmZmNrmZo%3D/
Russian [rul: https://registration.masch.com/ru/online-walkin/mandantapZsiw2ebmgdcGwibizHbsgblwplmz 1 ok2NiblimZmNnmpc%3 D/

Italian [it]: https://registration.masch.com/it/online-walkin/mandantIpZplW2EmmmccZ OYaZuVaWiYIWs62 BUlppnmWZkaZpiZ2dmmpo%3D/
Data URL for the "Send to Tablet” link:

German [byl: https://registration.masch.com/de/send-to-tablet/mandant:mJaZIZiEameWaziec)SVb2eZxHFmlppokmNka/1jaGInimw3s3D/

English [en]: https://registration.masch.com/en/send-to-tablet/mandant:ZpZmIwWiEk ib ZyWE I2tlk: iaplpmmOYNGU%3D/

French [fr]l:  htips://registration.masch.com/fr/send-to-tablet/mandant. ZZZIIWyEameaaWSWbZPDcWiXmGlgmslriGlkaSxnmGdkIWwes3D/
Spanish [es]: https://registration.masch.com/es/send-to-tablet/mandantIpaZIW2Em2nLapOXm5aTaWaTIGmXI5dvlGiTappibGaWm2k363D/

In the first section of the screen, you will be offered various system links in all

available languages of the GRM-CLOUD:

e Data URL for the workflow on OTA platforms:

All further information on this link function can be found within the following

service document (in German language only) at the URL link:

https://customer-service.masch.com/en/grmcloud-booking-com/.

e Data URL for the workflow via the Wait list without using a channel

manager software:

For this link function please refer to the following chapter "Additional
SETTINGS of your client if you use CM Studio .GRM-CLOUD without a

channel manager" on page 20ff.
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e Data-URL for the link "Send to tablet":
All further information about this link function can be found in the following

chapter on page 25 of this manual.

e Data-URL for the link "Tablet Walkins":
This link function is related to the function "Sent to tablet" already noted
above and you will find all necessary descriptions in the following chapter
on page 25 of this manual.

Now scroll the "Settings" window further down:

Check and, if necessary, correct the preset information about your
accommodation business in the two screens above and below:

Name:

Chalet Drachenberg
Municipality:

Haslital

Classification in the guest card system:
Klasse SPZ2

Tourist taxes classification:
2002. Kurtaxen Ferienwchnungen
Email:
olegschildt@masch.com
Contact Email:
christian.schildt@masch.com
Address:

Haubitzenweg 5

ZIP code;

3803

City:

Beatenberg

Phone:

+6792683334

Contact person:

Alexander Berger

Signature:

Alexander Berger

Logo:
resources/grm,/9/msitec_logo_schatten_2021.jpg
Background:
resources/grm,/9/covid-19-msitecjpg

Picture mobile:
resources/grm,/9/covid-19-msitecjpg

Use the European date format

[ Automatically create the registration record from the waiting list
[ show hotel name in statistics
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Above all, please check the email settings and preferably create a free G-mail
account for check-in and check-out emails to enable on-site check-in by your

guest at your front desk via an Android tablet or iPad.

Notify E-Mail for notification

Guest MNotification GRM - Motification to the guest(s) (Chalet Drachenberg) v {guest_email}

Reminder mail to the host GRM - Some electronic guest registration forms require your attention (Chalet Drachenberg) v fhotel_email}

Guest Notification (Wait list) GRM - Notification to the quest(s) (waiting list) (Chalet Drachenberg) v {guest_email}

Notification for the host (Wait list) | GRM - Notification to the hotel (waiting list) (Chalet Drachenberg) ~  {hotel_email}

Checking-in guests GRM - Matification to the guest(s) (Chalet Drachenberg) v simeon.noskov@masch.com
Checking-out guests GRM - Template for the guest card (Chalet Drachenberg) ~ simeon.noskov@masch.com

The following steps will now define the setup settings for communicating with
guests:

Email notification to check-in guests online via the digital sign-in sheet:

Guest Motification
() Manual Notify

(O Notification immediately after the booking

® Notification XX days before arrival | 3 A

Guest notification settings control the invitation to online check-in and the
completion of the associated digital registration form for your accommodation
business. This process should basically be done according to our
recommendation 2 - 3 days before arrival. The system then sends an e-mail on

behalf of the accommodation provider inviting the guest (similar to air travel) to
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check in online in advance of their arrival and to fill out the legally required
registration form digitally.

Setup for sending the digital guest cards to the registered guest:

Sending of the guest card
) Manual transmission

(O Sending data immediately after the application

® MNotification XX days before arrival | 1 hd

In the event that the guest has registered for the digital guest card as part of his
online check-in, you can send it to him automatically according to the definition
stored here. We recommend here a deadline of one day before arrival. This then

allows the guest to benefit from the digital guest card already on the day of arrival.

Setup for sending data to the reporting platform

Data transmission to the targets

@ Manual transmission
(O Data transmission directly after the completeness check

(0) Data transmission XX days after monthend 0 e

CM Studio .GRM-CLOUD offers the possibility of direct digital reporting of
overnight stays and all necessary data for the automated collection and

calculation of visitor's tax and lodging tax by sending data to the reporting
platform.
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Here, you as the accommodation provider can decide whether you want to trigger
this data transfer by manual interaction or whether the system should carry out the

transfer of the data automatically and continuously.

We recommend sending data manually, especially in the introductory phase, as
the reporting interface offers you several control options and you can thus
compare the results with your previously conventional reporting extract from your

PMS software, especially in the first few months, and correct them if necessary.

Settings for managing the passport data of your guests

Settings for managing passport data of guests
Query passport data

Query passport data for all countries
except

Switzerland a

Countries

Germany
France
United States
Japan

South Korea
China

>
(=]
Afghanistan -
| <<

-

Albania

Algeria

American Samoa

Andorra

Angola v h

(O Manually check passport data for completeness

® Automatically check passport data for completeness

| hereby confirm that as the host, | am responsible to the police authorities for the accuracy of the
passport details. | affirm that despite automatic transfer | will check the passport data and update
them if necessary because of errors. At the same time | release the operator of the CLOUD
application from any responsibility if the passport data is not checked sufficiently.
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The Check-Mark checkbox "Query passport data" must be activated, as you are
obliged to collect and check the passport data of your foreign guests based on
the laws in most EU countries and Switzerland. In many countries it is not
necessary to register the passport, but usually an identity card or other
government-issued photo ID can also be registered. If you want to find out about
the current legal situation, please contact your local tourism organization and ask

for advice.

In our example, from the Jungfrau region in Switzerland, you can exempt the
citizens of Switzerland and the Principality of Liechtenstein from the passport
requirement. For this reason, the interface provides you with the options to
exclude states from the passport query.

This means that although the fields will continue to be listed as voluntary input
fields on the digital registration form, the input is not mandatory for determining

whether the record is complete.

The next option, which we show here again as a screenshot, is decisive for the

system-technical release of the completeness check:

(O Manually check passport data for completeness

® Automatically check passport data for completeness

| hereby confirm that as the host, | am responsible to the police authorities for the accuracy of the
passport details. | affirm that despite automatic transfer | will check the passport data and update
them if necessary because of errors. At the same time | release the operator of the CLOUD
application from any responsibility if the passport data is not checked sufficiently.

If you interpret the law requirements 100% correctly, you actually have to confirm
the completeness check manually after you check the passport data by visual

inspection when the foreign guest arrives and confirm it in the system.
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However, this variant is admittedly very cumbersome and time-consuming for any
accommodation provider. For this reason, MASCH has integrated an additional
variant in the development of the product CM Studio .GRM-CLOUD, which
assumes that the information of the guests is stored correctly and is only checked

randomly by the reception team of the accommodation.

By selecting this option, the manager of your operation automatically agrees to
the consent form shown above and releases the CLOUD operator as well as
MASCH Software Solutions as the software developer of the CM Studio
.GRM-CLOUD from any liability issues from governmental bodies.
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Additional SETTINGS of your client if you use
CM Studio .GRM-CLOUD without a channel manager

In the preface of this user manual we have introduced you to the two basic
procedures of CM Studio .GRM-CLOUD. You can either automate the digital
workflow almost completely by including your Channel Manager software.

However, there are of course still guests who do not use an online booking
platform and send their booking to the accommodation provider by e-mail or by
phone and finally also still classically by letter or fax. We should also not forget the
so-called walk-in guests, who, especially in summer, may book the last available

rooms in your accommodation and thus ensure an optimization of your occupancy.

However, all these bookings must of course also be recorded and digitized in the

digital reporting system. Of course, the principle should also apply here:

As little administrative effort as possible for the accommodation providers -
maximum share in the recording of the digital registration form by the guest!

In this sense, MASCH Software Solutions provides with the so-called WALK-IN
Mask an additional central acquisition component for the digital workflow.
However, the WALK-IN mask is more than just an entry type for WALK-IN guests. It
is basically used when guests that are not received via a channel manager or a
CM Studio .GRM-CLOUD compatible booking system need to be recorded by your
client for digital reporting.

We distinguish here the additional cases that need to be captured besides the
automated capture via Channel Manager and GRM-CLOUD compatible platforms:
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JAY;

MASCH

SOFTWARE SOLUTIONS

1. WALK-IN guests to be admitted without any pre-registration at the
reception.

2. Guests bookings received by telephone, e-mail, letter and fax in the
accommodation.

3. Online bookings that are digitally transferred from OTA portals and travel
companies to the channel manager or PMS software, but cannot be
automatically captured by CM Studio .GRM-CLOUD due to lack of interface.

Of central importance for all three case scenarios is the so-called WALK-IN mask
for the digital reporting form:

Online Walk-In at Chalet Drachenberg e ¢« =11

in order to make your arrival and the check-in inlyourbooked accommodation as pleasant as possible for Eou
and also to be able to provide you with the digital guest card of our region as early as possible, we would like to ask you to complete the
required information about yourself and, if i your fellow under the ing link!

Please note that your data (name, address etc.) must be written in English. To ensure correct pmqgs_egin% the entries are only saved if the
Engiﬁh spelling i5 used. In addition, it is possible to enter special Western European characters (&, 0, U, é etc.). Thank you for your
understanding.

Arrival Departure’ Login with your V.LG.-Account
14.05.2023 15.05.2023
Title* First name Last name”

Street name / House Nr. * Zip code’ City*

Fhone E-mail*

Meeesuary spelling: 0041 759 12145678 o +41 79 LEMEGTE
SEX” Birth date®
- - id. mm.yyyy
Country” Mationality” Language
. . English

Document type* Document number*
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The WALK-IN mask differs from the regular process in particular in that it does not
contain personalized and pre-recorded data from the Channel Manager or any
other booking platform. The guest must fill in the digital registration form
completely including the travel dates and the number of persons booked. Thus,

the acquisition is slightly more burdensome for the guest.

All other information, such as the application for the digital and, if necessary,
personalized guest card(s) is identical in both procedures (WALK-IN registration
and PERSONALIZED registration):

Please note that the number of persons listed here refers only to your family members or group members travelling with you.

Adults from 16 years” Children up to 6 years” Children up to 15 years”

A guest card for you PLUS 0 person(s) will be created for you automatically.

[/]1 agree that my data from the guest registration form will be electronically collected, processed and firstly made available to the
relevant authorities in accordance with the registration laws applicable to my accommodation provider (country, state or municipality)
and secondly that the accommodation provider may use my personal data to issue and send me further digital guest services (such as
a digital guest card if available and offered by the accommodation provider). Detailed information about the handling of my personal
data according to the GDPR can be found in the privacy policy linked here.”

Privacy policy

Below you will now find the instructions on how to implement the above three
scenarios logically and effectively for your accommodation business, so that even
without the support of your Channel Manager software, a complete and at the
same time effective implementation of digital reporting in your accommodation
business can take place. Here, too, the principle applies: Digitalization

should not significantly burden your employees, but make them more efficient.
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Scenario 1: WALK-IN guests

In order to fully

) Settings Access Rights
integrate  WALK-IN

guests, who are

immediately at 1 DATA-Urls in [hrer Welcome Message, die von

.com heraus, lesen Sie bitte die Anlage A aus

your reception

without any prior

information, into

Generate check-in
URLs / QR codes

the digital registration system, CM Studio .GRM-CLOUD offers the possibility to
create a QR code for the so-called WALK-IN mask. To do this, select the
"SETTINGS" tab as the client's manager and use the "Check-In URLs" function in

the menu bar at the top right.

After clicking on this menu
function a second window
will open and CM Studio
.GRM-CLOUD will
automatically generate the
necessary QR codes in all

languages for your client:

From this window, you can
print out the QR codes via
your connected printer (3
QR codes per DIN A4 page)
and make them available
for your guests to scan at

your reception.

Deutsch

English
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These QR codes are static and will not change. So it is advisable to store the QR
codes as a PDF file in your reception office for reproduction purposes. However,
this is not absolutely necessary, as you can also call them up again at any time
using the function described above and print them out again. To illustrate it better,
following the page with the pure QR codes, three pages with German, English and
French QR codes have also been generated as self-explanatory displays that you

can make available at your reception.

.
Attention!
According to the registration law of Switzerland and the canton of Bern, we are obliged to report your

P | ea Se n Ote th at th e Ca | | Of th is :Errreabeuts to the regional authorities. In doing so, we found that we unfortunately do not have all the data

function and the automatic

Once before in Virgo
Region registered via the
digital registration system?

g e n eratlon Of Q R Cod es is First registration Digital

registration form + guest card

generated by an external service 0

and may take up to 60 seconds if o
the eXternaI QR COde serVice iS QR codewith thephone camera QR codewith thephone camera

photograph and thedigital photograph and thedigital

= 5 [ ]
Very busy at the moment of the registration formopens automatically regi:tr;:tl:::;:rlr’;npens
function call. If in the worst case a o 5 _—— o
time-out occurs and the QR code I — — | E e b

entermgt eown informationan: - xlstmg reglstratmn lata about

. . . if necessaryfrom fellow travelers “ “ “Login with your guest
is not displayed properly, simply comntareal,
close the window and 30 eo o e
seconds later start the function S a— E | | == —

possibility, onedigital guest “ “ identification portal, which was

used for registration

call again via the fuNCtion BUTTON. et

Confirm privacy policy
and process with"Send data”
end

Registered email address
input,"send code” click the
code sent
enter and with"Log in"
conclude
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Scenario 2: Guests Bookings received by
the accommodation provider by telephone, e-mail, letter and fax.

Bookings that arrive at your accommodation business by e-mail, telephone or

classically by letter or fax can very easily be transferred into the digital workflow of
CM Studio .GRM-CLOUD.

Here, a preliminary remark is very important.

As a rule, the collection of data for digital reporting is not to be judged
time-critical, in contrast to the synchronization of online bookings between the
booking channels and the connected channel manager and, if necessary, a PMS

software.

We recommend entering guests via the so-called "Offline fast entry" in the guest
inbox of the digital registration system. All details about this function can be found

in the section of the same name on page 66ff. of this manual.

Scenario 3: Online bookings that are managed by a non-compatible
channel manager and cannot be captured automatically by CM Studio
.GRM-CLOUD.

This scenario is very easy to describe.

As in scenario 2, the necessary data entry takes place via the so-called "Offline

fast entry" in the guest inbox of the digital registration system.

Therefore, we refer here to the description on pages 66ff. of this manual.
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Scenario 4: In principle, the accommodation provider records
registration slips only upon arrival at the reception of the accommodation.

developed a separate procedure and, with the link functions "Send to tablet" and
"Tablet Walkins", offers every accommodation provider the possibility to manage

registration forms exclusively ad-hoc and at the reception desk.

Here, the link function "Send to tablet" is set up on the reception PCs as a
desktop link and can be used to issue a guest registration slip:

Send to tablet: Chalet Drachenberg

Language’
English v
Arrival® Departure®
14.05.2023 15.05.2023
Last name Additional people

For the guest, the reception needs an adequate tablet (e.g. an Apple iPad 5.

generation or newer).

After creating a registration form with the minimal information shown above on the
part of the reception, the following screen appears on the corresponding tablet via
the "Tablet Walkins" link set up there:
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Aktuelle Walkins

Nr.: 22-20230514-223642, 2023-05-14 - , Personen:
Meldeschein ausfiillen

The guest can now click on "Fill out registration form" and the digital registration
form will open for completion:

Online Walk-In at Chalet Drachenberg E s o =FHII

In order to make 1your arrival and the check-in in your booked accommodation as pleasant as possible for you
and also to be able to provide you with the digital gélest card of our region as early as possible, we would like to ask you to complete the
required information about yourself and, if applicable, your fellow travelers under the following link!

Please note that your data (name, address etc.) must be written in English. To ensure correct processing, the entries are ontly saved if the
English spelling is used. In addition, it is possible to enter special Western European characters (A, O, U, é etc.). Thank you for your
understanding.

Your data has been successfully saved! We thank you for your help!

14.05.2023 15.05.2023

Title” First name Last name*
Mr. v Simon Smith
Street name / House Nr.* Zip code” City”

67 Sydney 603003 Sydney

Phone E-mail*

simeon.noskov@masch.com
Necessary spE]]ingt 0041 79 12345678 or +41 79 12345678

SEX* Birth date®

Male v 10.05.1985

Country* Nationality" Language

Australia v Argentina ~  English v
Document type* Document number*

Identity card ~ 65656
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User management for your client

Via the user administration, the manager of the client can enter additional users
and provide them with appropriate access rights. To do this, click on the "User" tab

and you will be able to view the following screen:

Guests Wait list Data sources E-mail Templates User Digital annual pass (settings) Settings Access Rights

B add
BB rows1-2oi2tota (B 63 B Delete

[ User E-mail Member of
[] Semen MNoskov simeon.noskov@masch.com GCM Administrator, GRM Administrator

[] Marc Ungerer  marc.ungerer@jungfrauregion.swiss  GRM Administrator

The first time the "User" function is called, a user will already be entered here.
This is the manager account of your client, classified as GRM administrator and
registered by MASCH Support.

You can now create
additional users.

Fill in the adjacent user

mask and choose

between the options ... ﬁ .

GRM Administrator or - e
GRM Operator in the s . e— i
"Group" field. e

We recommend to - e
assign the group "GRM
Administrator" only to selected employees from the management of your

company. We have already described the rationale elsewhere in this manual.

In particular, the receptionists who perform the daily check-in and check-out tasks
should not be given administrator rights, but should only be classified as GRM
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operators, so that exceptional functions such as the subsequent modification of

booking data due to data entry errors are reserved for management only.

The second screen now shows the second part of the user mask:

Account active
Registration date
Last medified

Last login
Details
Company / Organisation

Position / Title
Address

ZIP code

City

State

Country - v
Phone

Fax

Mobile phone

Website

These fields are not necessarily mandatory, but especially in hotels with multiple
teams and business units, it is recommended to fill in these fields as much as

possible.
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Change user password & update user profile

Via the following link, the user can open his user profile at any time with his
existing password and change his personal password. This is a procedure we
recommend to every user in the TOURIST interface:

https://www.mydomain.com/en/user-profile/

Please put here the official domain address of your CM Studio .GRM-CLOUD
instead of www.mydomain.com and this link will work then.
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Communication E-mail Templates

Guests Wait list Data sources E-mail Templates User Digital annual pass (settings) Settings Access Rights

B New text template

@ 8 7ous1-corsion @A B8] New HTML template
[J Name Type Create a copy

[} GRM - Notification to the hotel (waiting list) (Chalet Drachenberg) Text [ pelete

O] GRM - Notification to the guest(s) (Chalet Drachenberg) Text

] GRM - Notification to the guest(s) (waiting list) (Chalet Drachenberg) Text

) GRM - CHECKIN GUEST LIST CURRENT DAY (Chalet Drachenberg) Text

O GRM - CHECKOUT GUEST LIST CURRENT DAY [Chalet Drachenberg) Text

] GRM - Some electronic guest registration forms require your attention (Chalet Drachenberg) Text

m]

GRM - Template for the guest card [Chalet Drachenberg) HTML

a

GRM - Template for the guest card including public transport ticket (Chalet Drachenberg) HTML

Communication between your staff team and the guest is key to a successful

booking and a satisfied guest who will become a friend of your property.

The most important step for digital reporting, but also for your marketing as a
modern accommodation business, is early communication with the guest. CM
Studio .GRM-CLOUD as you have already learned in the previous chapter, can
write to your guest, depending on your setup preferences, before he arrives and
invite him to check-in online. Many guests, especially international guests, are
already familiar with this procedure from air and rail travel and have a positive
attitude towards online check-in, as it makes the actual arrival at your hotel easier
and thus contributes to the success of the trip. In addition, CM Studio
.GRM-CLOUD provides you with a wide variety of reporting compliance control
mechanisms that make it easy for your reception team and guests to register

guests via the digital reporting form.

Basically, CM Studio .GRM-CLOUD already provides you with standardized e-mail
templates in five languages.
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However, you are free to customize these email templates and adapt the wording
to the style of your business.

However, we would like to point out that these e-mail templates are also the legal
basis for communication with guests. For this reason, we recommend that you
coordinate any templates that need to be adapted with MASCH Software

Solutions support.

The e-mail templates used are always coordinated with the CLOUD operator, i.e.
your tourism organization, in advance of the commissioning of CM Studio

.GRM-CLOUD in compliance with the law and made available.

You can open the respective e-mail template via the "Edit" button and
customize it via the associated "Languages" tabs. Basically, almost all
templates are plain text templates to reduce the risk of a SPAM filter

rejecting the email in some circumstances.

Only the mail for sending the digital guest card is HTML-based and this should not
be modified under any circumstances in order not to jeopardize the correct

display and transmission of the digital guest card.
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Data sources for the booking import

uests Wait list Data sources E-mail Templates User Digital annual pass (settings) Settings Access Rights

Add
BB rowsi-1oiiton E B Delete
Hame o A Cie Protocol (Exchange)
Protocol (Pull)

Hotel Spider Hotel Spider V4
B P Protocol (Jobs)

With this tab you can set one or more data sources, through which CM Studio
.GRM-CLOUD automatically collects your bookings and extends the
GUEST-INBOX with the relevant reporting data.

The goal must be to automatically capture every online guest booking in advance
of your guest's arrival and to transfer it into the digital process flow, so that CM
Studio .GRM-CLOUD is able to invite the guest to the online check-in.

In addition, CM Studio .GRM-CLOUD offers various functions, such as transferring
non-digital bookings or walk-in guests into the digital process with a minimum of

effort for your staff team.

Basically, if you decide to connect your channel manager to CM Studio
.GRM-CLOUD, the manufacturer of your software must offer a corresponding
complementary interface to MASCH CM Studio .GRM-CLOUD.

We will show you here below, using Hotel-Spider from Tourisoft AG in Switzerland
as an example, that this technical connection should generally only be made by
their support staff.
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So if you decide to connect a channel manager, the first principle is that you
should use only one data source to avoid duplication of records.

If you have a channel manager that does not support CM Studio .GRM-CLOUD,
you may be able to connect individual online portals, such as your own website (if
it uses CM Studio .iBooking from MASCH Software Solutions, or a destination
platform using CM Studio .Booking-Center), to take bookings from these portals

electronically and automatically.

Here we show you the setup screen for the Hotel Spider:

Froperties

Data source
Hotel Spider V4 hd

Title  |snoskow

Active

Settings: Hotel Spider V4

URL address®

Hotel ID*

Login®

Password® R —

Do not transfer additional guests [

LastUpdateDate
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The associated URL address, the necessary hotel ID, as well as the LOGIN and the

associated password are usually created and specified by the support of Tourisoft

AG in the Hotel-Spider software. Request this information from Hotel-Spider

support and share it with the "supportadmin".

If the "supportadmin" is the customer service of MASCH Software Solutions, the

process for setup is automated on the part of Hotel-Spider. In case of new PMS

channel setup for CM
Studio .GRM-CLOUD,
Hotel-Spider will
automatically send two
email notifications to
MASCH Support.

In the first e-mail with
the subject "Welcome!"

Alle Ungelesen Mach Datum *  Neuestes Element +
4 Heute
Hotel-Spider
Welcome! %25
Hotel-Spider
Mew property connection details 0925

the support of MASCH is asked to define the necessary password:

This is then done in the hotel spider CLOUD:

: l\“luZE.ﬂ‘ZOZDOB:ZS
suppaort@masch.com im Auftrag von Hotel-Spider
Welcome!

An  support@masch.com

@ wenn Probleme mit der Darstellungsweise dieser Nachricht bestehen, klicken Sie hier, um sie im Webbrowser anzuzeigen.

H HOTEL

i SPIDER

Welcome to Hotel-Spider |

Your usemame (I

You must first defined your password by clicking the link below

Set your password

© Hotei-spider.com/Tourisoft 2014-2020
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SPIDER

Welcome to Hotel Spider v4, your channel Sssssssnssssasences
manager !

« Position your property in the centre of your online rrevisanereverivens

distribution network

+ Simple and Powerfull

« Hotel-Spider creates a link with 1DS, GDS and
WBE

« Boostrevenue Reset password

Login to your account

HOTEL
SPIDER

Our new extranet is here!

Click below to start using it!
Sign in

Forgot your passw

(C)opyright by MASCH Software Solutions - Customer Service Group D.A.CH - Paulinenweg 3 - 51149 Cologne -
Tel.: +49 (0)2203 8068 405 - support@masch.com - Duplication and distribution only after approval Page35


mailto:support@masch.com

You can now close the browser window or browser tab of Hotel-Spider and switch
to the setup of CM Studio .GRM-CLOUD:

Properties

Data source
Hotel Spider V4 hd

Title  |snoskow

Active

Settings: Hotel Spider V4

URL address™

Hotel ID*

Login®

Password® -

Do not transfer additional guests [

LastUpdateDate

In addition to the password you entered at Hotel-Spider, you will need other
information to access the PMS channel at Hotel-Spider. This can be found in the
second notification e-mail with the subject "New property connection details", as
shown in the next screen shot on the following page:
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5 Antworten @.Allen antworten 2} Weiterleiten
Mo.23.11.2020 09:25

support@masch.com im Auftrag von Hotel-Spider

New property connection details
An support@masch.com

oWenn Probleme mit der Darstellungsweise dieser Machricht bestehen, klicken Sie hier, um sie im Webbrowser anzuzeigen.

HOTEL
S SPIDER

A new property as been affected to you from the

Hotel-Spider extranet!

Your username is T ansesssisss o

Here are the details for the new property:

Hotel name Haotel i

Hotel code 02L51311338c59¢3

Endpoint ntips: fexiranel hotel-spider ch/olal] o i—— (oo details below)

Pulling the reservations: OTA_ReadRQ/OTA_HotelResNotifRQ

https:/fextranet. hotel-spider.ch/ota/OTA ReadRQ2014A

When the setup is finished using this data
and you have closed the setup window
with "Save & Close", it takes at least 24
hours until you can see the import of the
first booking data.

Please note that here only future
bookings, from activation of the setup,
will be synchronized between
Hotel-Spider and the GRM-CLOUD.
Previous bookings, even if they relate to

Properties

Data source
Hotel Spider V4 hd

Title  snoskov

Active

Settings: Hotel Spider V4

URL address®

Hotel ID*

Login®

Password®  sssssssssss

Do not transfer additional guests [

LastUpdateDate
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future arrivals, must be entered manually via the so-called "Wait list", among
other things!

In other channel managers, the setup process follows similar steps, but may differ
in some information from the interface shown here.

Basically, a CSV-TEXT IMPORT interface is also available, which allows you to
manually transfer data records of a booking from your PMS software. This
interface on the part of the PMS software must in this case comply with the data
format specified by CM Studio .GRM-CLOUD. You can retrieve this data format by
calling the CSV-TEXT IMPORT option and provide it to your PMS software provider
as a sample file:

Properties

Data source

|28V Generic (MASCH Format) ~|

Title  snoskowv

Active

Settings: CSV

Separator® | Semicolon (7) h
Enceding® | Unicade (UTF-8) hd

Sample file: muster.csv
Date format: YYYY-MM-DD (2019-12-28)
Required fields: BOOKING_MR, STATUS (book, cancel, change), ARRIVAL, DEPARTURE, LAST_NAME, ADULTS
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Access rights management

Guests Wait list Data sources E-mail Templates User Digital annual pass (settings) Settings Access Rights

Allow guest management for the following users
Manuela Mustermann

Allow access for the following administrators

supportadmintourist O
supportadmin
Martin Schaarschmidt [

Access rights management is reserved only for the manager account of your
client. Access rights management is reserved only for the manager account of

your client.

By managing access rights, you, as the manager of the establishment, can give
your employees access to the guest management and thus to the GUESTS
INBOX. If one of your employees leaves, you can deactivate the account, but you
must not delete it, as all further edits to a guest record by your employee will be
logged to give the police a complete editing and tracking profile if necessary. It is
essential that no collective accounts are used, but that a separate user account is

created for each employee.
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The user with the manager account is also able, on the one hand, to set
transaction-important approvals, to set the automatic completeness check and
also to create the reporting of the tourist taxes. In particular, any necessary and
temporary releases for the support of MASCH or the support-authorized

employees of the tourism organization (Tourist-Admins) can only be authorized by

the manager of the client.
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CM Studio .GRM-CLOUD: Extranet for the
accommodation provider

GUEST INBOX: Inbox section

0 Blc vomnee x|E0 & %] Bl W0 - Arwanderi, | & W01 b % | B Coppet 0] A % (3 MASCHOM S x| B heghwfosen-d X | 1) MASCHEMSibe x | @ 404 EniMhde x | 4+ - o
S 3 o @ §F -

& O R O miooegisrationmashcom sdmin/modubes phpTmod_path=_5%2Fm

User: Semen Noskoy
Prionat &

I Modules

GRM-CLOUD

The screen shown above is the start screen when you click on "GRM-CLOUD" in

the "Modules" bar after login.

The Inbox shows you in a clear table form all incoming bookings that CM Studio
.GRM-CLOUD has in the administration. This table shows all current and future
bookings, sorted by arrival date. Here, the next arrivals, measured from the

current date, are at the top of the table.
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The entire reporting workflow process

aligns with the button bar shown in blue-green:

Guests Wait list | Data sources E-mail Templates User Digital annual pass (settings)
Inbox Check-In n Check-Out Report-Archive
— Filter -- || - Meonth -- hd

Simply stated, the following rule applies:

The INBOX includes all incoming Online bookings and Offline
entries with arrival date in the future

Check-In:All reporting data records automatically change from
INBOX to Check-In on the day of arrival.

Stay: For multi-day stays, the reporting records automatically change to Stay the
day after Check-in. If it is a one-day stay, this step is skipped and the record
immediately changes to Check-Out.

Check-Out: All reporting data records automatically change to Check-Out on
the day of departure

Report:One day after Check-out, the financial data records

automatically switch to Report.

Report collects all reporting records by the end of the month. With the
visitor tax report, the data records are then transferred to the destination's

reporting archive.
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GUEST INBOX: Section Check-In

Ideally, the status overview on check-in day looks as shown in the following
graphic:

Guests Wait list Data sources E-mail Templates User Digital annual pass (settings) Settings Access Rights
m chesein H S - S

- Fiter -
BB rows1-10i11ca (BB

] Guest Pass data Status  Arrival Departure  Persons Creation date ist modified Guest mailing date Fill in date Guest card requested Guest card sent Check

[ simon Smith Booking 2023-05-25 2023-05-31 1 2023-05-16 21! 2023-05-21 23:54 2023-05-17 05:00 2023-05-17 2023-05-21 23:54

2023-05-21 2023-05-17,

** Different length of stay for additional guests

From INBOX to Check-Out, the status tables always show the information about
the reporting data records as shown here above.

Your reception team members can identify at a glance...

..when the invitation to the online check-in (guest e-mail) was sent.

..whether and when the guest has already filled out the digital registration

form.

e _..whether and when the guest has applied for a digital guest card.

e ..when the digital guest card was sent to the guest. This requires the guest
to apply for the guest card.

e _..whether the reporting data record is complete and has been classified as

complete by the system. This means in particular that the required passport

data of foreign guests is also already available.
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How does CM Studio .GRM-CLOUD support check-in?

In order to facilitate the check-in control and especially the digital check-in
procedure of the guests for the reception team, especially if guests have not used
the online check-in option in advance of their arrival, CM Studio .GRM-CLOUD
offers several options to control the registration status:

Guests Wait list Data sources E-mail Templates User Digital annual pass (settings) Settings Access Rights

m n o - S

- Fiter -
BB rov:1-10f1total (B E

[J Guest Pass data Status  Arrival Departure  Persons Creation date

st modified Guest mailing date Fill in date Guest card requested Guest card sent Check

[J simon Smith Booking 2023-05-25 2023-05-31 1 2023-05-16 21:30 2023-05-21 23:54 2023-05-17 05:00 2023-05-17 2023-05-21 23:54

2023-05-21 2023-05-17,

=* Different length of stay for additional guests

The screen shown here has already been explained on the previous page and it
requires logging into the CM Studio .GRM-CLOUD extranet to view this overview.

MASCH has therefore designed the dispatch of the CHECK-IN e-mail and the
CHECK-OUT e-mail especially for the daily check-in and check-out. We
recommend that every lodging establishment have a tablet available at the front
desk for handling emails and on-site guest check-in or check-out, which your
guests can then use to complete the check-in or check-out process. The tablet, in
conjunction with the digital registration form, replaces the classic paper
registration forms.
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The CM Studio .GRM system sends these two e-mails once or twice a day, at
03:00 at night and at about 14:00 in the afternoon:

Dear Reservation Team,
The following guests are arriving today 09.06 2020:

Mrs. Martine Yes." :, 09.08.2020 - 11.08 2020, 4 persons
http: /fwww registration-jista ___aw.’ cistssffrfonline-checkin/ref:aJX.JaZ OWapptVZhpkm TKnGZnmZ JpmpZobGhuZXBplmiY mpxmY5to/

Mrs. Mau ...e D..., 09.08.2020 - 10.08.2020, Z persons

hitp: //www registration-ju sglssstgl = wifrlonline-checkin/refIpaYbJKaZZ JtVZhoYmWbiplumJOXnsVonmgcZ mxsi2drmexpZ ZVo/
M. Oliver ! 09.08.2020 - 11.08.2020, 2 persons

http: /fwww.registration-} _ ‘sfenfonline-checkin/ref. Z5ecb20XJdoVWRrYGaalpVsxpNgnZVnbmuaZ Zxpl2 NjmJitY 5iV/
Mrs. Angela 09.08 2020 - 13.08.2020, 2 persons

http/fwww registration:i . ren/online-checkin/ref: ZZiWZpOXZZ huVWJukmbMnJdul5VnlBljaZxsamtmmGRAShmYpul/
Mr Werner ., 09.08 2020 - 0909 2020, 2 persons

hitp: /fwww.registration-} ‘sfenfonline-checkiniref:Z5ecb20XJdoVWRrYGaalpVsxpNgnZVnbmuaZ Zxpl2NjmJitY biV/

Matthias Vale, 09.08.2020 - 10.08.2020, 1 persons
http: /fwww.registratio.. . .t losg- sl fenfonline-checkin/ref. ZpiZZmaVipibVZZnaGubm2hoyJWXnpZramdoZ Z tkmmiliZInYppg/

Mrs. Claudian, 09.08 2020 - 11.08.2020, 2 persons
http:/iwww registration:&,_ ° ' ' rfen/online-checkin/ref: ZZIWZpOXZZhuVWJukmbMnJdulSWni8lja2xsamtmmGRriShmYpull/

The email shown above is the so-called CHECK-IN email. This lists to the front
desk of your lodging establishment all guests who will be checking in on the same
day based on your booking information AND who, at the same time, have not yet
completed the online check-in in advance of their trip. To enable your reception
team to use the tablet as efficiently as possible and WITHOUT LOGIN to the
extranet, we recommend that you create a free CHECK-IN email address at Gmail

(GMAIL) in addition to your regular reception email account.
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You use this GMAIL address as recipient of the CHECK-IN and CHECK-OUT
e-mails in the setup of the e-mail communication under "SETTINGS":

Notify E-Mail for notification

Guest Naotification GRM - Notification to the guest(s) (Chalet Drachenberg) ~  [guest_email}

Reminder mail to the host GRM - Some electronic guest registration forms require your attention (Chalet Drachenberg) v fhotel_email}

Guest Notification (Wait list) GRM - Notification to the guest(s) (waiting list) (Chalet Drachenberg) v {guest_email}

Motification for the host (Wait list) | GRM - Notification to the hotel (waiting list) (Chalet Drachenberg) ~ {hotel_email}

Checking-in guests GRM - Notification to the guest(s) (Chalet Drachenberg) ~ zimeon.noskov@masch.com
Checking-out guests GRM - Template for the guest card (Chalet Drachenberg) v simeon.noskov@masch.com

CHECK-IN e-mail

Now you can install the GMAIL app on the tablet you are using, regardless of
whether it is an Android-based tablet or an iPad from Apple, and receive the
e-mails sent by CM Studio .GRM-CLOUD System there comfortably and without
having to enter another password:

Dear Reservation Team,
The following guests are arriving today 03.08.2020:

Mrs. Martine Yes." ;, 09.08.2020 - 11.08.2020, 4 persons
http: Jfwww registration-jista ___wse cistssifrfonline-checkin/ref-aJX.JaZ OWapptVZhpkm TKnGZ nmZ JpmpZobGhuZ XBplmiYmpxm'Y5to/

Mrs. Mau e D___, 09.08.2020 - 10.08. 2020, 2 persons

hitp: //www.registration-ju uglssesegl = wifrlonline-checkin/reflpaYbJKaZZ JtVZhoYmWhblplumJOXnsVonmgcZmxsi2drmexpZZVo/
Fr. Oliver ! 09.08.2020 - 11.08.2020, 2 persons

hitp: /iwww.registration-}_ ‘sfenfonline-checkin/ref.Z5ecb20X.)doVWRrYGaalpVsxpNgnZVnbmuaZ Zxpl2 Njm.JitY 5iV/
Mrs. Angela 09.08.2020 - 13.08.2020, 2 persons

http/fwww registration:&_ . ' 7 rfenfonline-checkin/ref ZZIWZpOXZZ huVWJukmbMnJdul5VnIBlja2xsamtmmGRAShmYpul/
Mr Werner ., 09.08.2020 - 09.09.2020, 2 persons

hitp: /fwww.registration-} ‘slenfonline-checkiniref:Z5ecb20XJdoVWRrYGaalpVsxpNgnZVnbmuaZ Zxpl2NjmJitY5iV/

Matthias Vale, 09 .08 2020 - 10082020, 1 persons
http: [hwww.registratio. . .t fuim~ sz len/online-checkiniref: ZpiZZmaVipibVZZnaGubmzZhoyJWXnpZramdoZ ZtkmmiliZInYppg/

Mrs. Claudian, 09.08.2020 - 11.08.2020, 2 persons
hitp:/iwww _registration:&, .~ ' rfenfonline-checkin/ref: ZZiIWZpOXZZhuVW JukmbMnJdulSYni8ljaZxsamtmmGRriShmYpull/

(C)opyright by MASCH Software Solutions - Customer Service Group D.A.CH - Paulinenweg 3 - 51149 Cologne -
Tel.: +49 (0)2203 8068 405 - support@masch.com - Duplication and distribution only after approval Page46


mailto:support@masch.com

As you can see here on the screen, this control e-mail for CHECK-IN contains, in
addition to the guest's name and length of stay, above all the link to their
personalized digital registration form, so that your employees at the reception only

have to call up this link and the digital registration form appears on the tablet
screen, ready for input.
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AN\

GUEST INBOX: Section stay

Check-In m Check-Out Report-Archive
A

- Filter -- ¥ -- Month --

As empty as the screen shown here is, the Stay section naturally only shows up in
a mid-season phase, when your accommodation business is closed. But crucially,
you don't actually need to do any further editing during your guests' stay in your
home.

Only if a guest subsequently requests the issuance of a digital guest card will you
have to call up the guest's registration data record. These functions are described
in the section "MESSAGE DATA" in one of the following chapters of this manual.
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GUEST INBOX: Section Check-Out

Also for the Check-Out section applies what has already been said for the Stay
section, that in this phase of your guest's stay, as a rule, no more edits of the

reporting data record should be necessary.

There is only one exception to this rule, and that is if your guest has not
completed the digital registration form by the date of departure.

For this reason, we have once again explained the steps that are then necessary:

How does CM Studio .GRM-CLOUD support check-out to
ensure that all reporting data is correct?

CHECK-OUT E-mail

If a guest does not want to fill in the entry during arrival or check-in at your
reception, but agrees to enter it via his own smartphone, this is of course possible
during the entire stay. However, in order to ensure for you as an accommodation
provider that each guest has really filled in the digital registration form, CM Studio
.GRM-CLOUD checks each registration record again on the day of departure. So, if
again guests have not yet filled in the digital registration form completely, CM
Studio .GRM-CLOUD will send another control e-mail, the so-called CHECK-OUT
e-mail, in which all guests will be listed on the day of your departure, if you have
not filled in the registration form by then:
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Dear Reservation Team,
The following guests are arriving today 09.05 2020

Mrs. Martine Yes.” ;, 09.08.2020 - 11.08 2020, 4 persons
http: /hwww. registration-jista © .’ cistssifrifonline-checkin/ref:aJXJaZ OWapptVZhpkmTKnGZnmZ JpmpZobGhuZ XBplmiYmpxmY5to/

Mrs. Mau ...e D..., 09.08.2020 - 10.08.2020, 2 persons
hitp: /hwww.registration-ju uglessrgl = wifrilonline-checkin/reflpaYbJKaZZ JtVZhoYmWhlplumJOXnsVonmgeZmyxsl2dmcxpZZVo/

CM Studio .GRM-CLOUD is therefore also a helpful tool for your reception to fully
comply with the legal reporting obligation without any major effort. The
CHECK-OUT email will be generated once in the early morning of the day of
departure and we recommend using the same free GMAIL address as for the
CHECK-IN email.

(C)opyright by MASCH Software Solutions - Customer Service Group D.A.CH - Paulinenweg 3 - 51149 Cologne -
Tel.: +49 (0)2203 8068 405 - support@masch.com - Duplication and distribution only after approval Page50


mailto:support@masch.com

GUEST INBOX: Report section

Monthly summary of registration forms and tourist tax report to the tourist office

Guests Wait list Data sources

Report monthly overview Export CSV

BB rows1-zor2tots @B

[J « Guest Pass data

[J M. Oleg Schildt

O Mr. Schaarschmidt

* Adults from 16 years / Children up to 6 years / Children up to 15 years

** Different length of stay for additional quests

* Overnight stays breakdown:

E-mail Templates

Country-Statistic-Report

User Digital annual pass (settings)

m m o S
v

-- Filter -

V| April, 2023

Check - Overnight
Departure date Persons* Nights "
2023-04- No 1/0/0 6 6/0/0
16
3-04-  2023-04- 1 27111

13 No 27171

Settings Access Rights
Edit

Reset

Tax Data Data
free  transmitted processed

Adults from 16 years / Children up to 11 years / Children up to 15 years

The "Report" section lists all the reporting records of a current month to provide
your business with the possibility of digital tourist tax reporting.

As you can already see on the screen shown here, the display of the reporting
data records in the "Report" section differs from the previous display in the other
sections of the GUEST INBOX.

In the Report section, the individual statuses of when which guest registered or

applied for a guest card are no longer relevant. Arrival, departure, completeness,
number of guests, overnight stays and ultimately resulting from this the number of

overnight stays are now the decisive factors for the monthly closing and the visitor

tax reporting.
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Here, the compressed numerical representation of the overnight stays, e.g. 4/2/
2, is to be interpreted as follows:

Adults from 16 years / Children up to 11 years / Children up to 15 years

In our example, 4 overnight stays for adults were accounted for, plus 2 overnight
stays for children and 2 overnight stays for young fellow travelers.

The number of overnight stays is calculated by multiplying the number of

overnight stays by the number of persons.

It is still shown in the "Report" section whether the completeness of the reporting
data set is fulfilled. This is done with a green YES or a red NO.

It should be noted that the YES/NO status for the completeness of the data set
refers only to the regulations of the reporting laws. The reporting of the tourist tax
and the transfer of the overnight stays to the tourism organization remain
unaffected by this, as it does not refer to the completeness of the reporting data.
In the end, only the date of arrival, the date of departure and the number of
persons traveling are decisive for the tourist tax reporting, because the system

calculates the overnight stays based on this information.

The fact that a reporting data set may not be complete could only become

relevant in the event of a police check.

In this context, MASCH Software Solutions once again points out that with the use
of the digital reporting system, the police can and usually will receive one or more
account accesses to CM Studio .GRM-CLOUD. The tourism organization as
CLOUD operator is responsible for this decision and the definitive allocation of

these account accesses.
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How does the digital reporting of the tourist tax work?

For this purpose CM Studio .GRM-CLOUD provides
various functions in the "Report" section, as you can

see on the graphic here on the right.

@ Registration data
report for tourism

We will now go into detail about these functions on the
following two pages.

u Unlock registration

Preliminary remarks on the "Report"

As you could see on the screen on the previous page, the "Report" section offers

various filtering options:

-- Filter -- || April, 2023 v
May, 2023

Report monthly cverview Export CSV Country-Statistic-Report April, 2023
March, 2023

February, 2023
BB rowsi-zor2tota B E January, 2023

December, 2022 . . Owerniaht

—_ . - - - - - -

You can basically view the reports of the last 3 months and also report afterwards.

BUT, once the reporting has been run for a month, it is not repeatable!

Please make sure that you have checked all reporting data for correctness and
consistency before submitting the monthly financial statement in the form of the

report to the Tourism Office.

You can perform the check either via "Report Monthly Overview" for the currently
selected month or via "CSV Export" to Microsoft Excel or similar software systems.
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In addition, CM Studio .GRM-CLOUD also offers the possibility to print the
"Country Statistics Report". With a mouse click on the button "Report monthly
overview" or "Country statistics report" you generate a printable report as PDF
document. You can either print the PDF document or save it to your local hard

drive for further cross-checking after your tourism office receives the invoice.

These report options do not lead to the final month-end closing and can be
repeated as often as required.

If you also want to search for individual records in the reporting phase, the filter

function or the search by guest name is always available.

If guest registrations have been completely forgotten, please enter them
subsequently using the "Subsequent registration" function button, which is
described in detail in the FAQ document linked here.

If you notice an incorrect entry during the check, e.g. because a guest has
extended one or two days during his stay and this was forgotten by the reception,

you can also correct this later in the "Report" section.

Basically, however, all message records are locked after "Check-Out" within the
"Report" section and can no longer be processed by the regular GRM operator, i.e.
usually your reception staff. For this purpose, if subsequent corrections have to be
made to the reported financial data record, the GRM administrator has to mark the

reported financial data record, as can be seen here:

; ERERIEREEE A 2023-04-  2023-04- 6 6/0/0 0 2023-04- 2023-04-
] Mr. Oleg Schildt Booking o 1% Ja 1/0/0 10 10

and then about the function:  "Unblock booking"

M Unlock registration

opens again. After that, the "Edit" button can be
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used to open the message record again and make the manual corrections.

It should be noted that such changes are compliant with the rules, as any changes
or corrections to the reported data records are fully logged. These logs can be

viewed and reviewed in each record via the "Log" tab:

Properties Protocol
Time Hotel name User Guest Action Event
2023-04-07 09:00 Chalet Drachenberg System Routine Oleg Schildt (20230328-183029) Guest Communication Guest email sent
2023-03-31 1402 Chalet Drachenberg supportadmin (oleg schil h.com) Oleg Schildt (20220328-183029) N Manually changed

I hereby confirm that the dats is complete and correct. Yes » No
2023-03-20 08:59 Chalet Drachenberg supportadmin (oleg schildt@masch.com) Oleg Schildt (20230328-183028) Guest Communication Guest card sent out

2023-03-26 18:38 Chalet Drachenberg supportadmin (oleg schildt@masch.com) Oleg Schildt (20230328-183029) Guest Communication Guest card sent aut

2023-03-28 18:31 Chalet Drachenberg supportadmin (oleg schildt@masch.com) Oleg Schildt (20230328-183029) Guest Communication Guest card sent out

2023-03-28 18:31 Chalet Drachenberg supportadmin foleg.schildt@masch.com) Oleg Schildt (20230328-183028) Creation Created manually

Here not only the changes are recorded with date but also with the name of the
editor.

For the digital reporting system, the general basic rules of audit security in
processing apply here, as they are also used in accounting, for example. No
record may be deleted, it may be changed, but any change must be traceable

to an external auditor.
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So now let's get to the actual functional description of the "Report" section:

Pre-check of the tourist tax report via "Report monthly overview".

We recommend a procedure here, which you can of course also practice

Report monthly overview m Country-Statistic-Report

differently.

Print the monthly overview.

The printout generates a PDF document that lists all registrations and also shows
a monthly summation of your payable overnight stays:

Reporting
April, 2023

Gvernight | Overnight [ overnight
Children | Children stays stays stays
Nr. | Municipality | City Haost Guest Booking nr Arrival | Departure | Persons upto® |upto 15 |Nights| Adults | Children | Children
Years years from 16 upto 6 upto 15
years years years

Tax | Loglerndchte Data Data
free | /Ankinfte |transmitted | processed

Chalet Mr. Oleg
Drachenberg | Schildt

Chalet -
Drachenberg | Schaarschmidt

1 |Hasiial Beatenberg 20230328-183020 | 2023 0410 | 2023 0426 1 1 0 o 6 € 0 o 0 61 zniig;-la

2 | Haslital Beatenbarg 20230412-104448 | 2023-04-12 | 2023-04-13 4 2 1 1 1 2 1 1 ] 4/4

2023-05-14
23:39

Total 8 1 1 o 10/5

We also recommend that you save these PDF documents locally on your PC for
comparison with the invoice you receive from the Tourist Office. Please note that
you can only create and retrieve these reports 3 months backwards. Therefore,
the respective monthly report should be stored locally or a printout should be kept
available. The comparison reference is always the "Booking number" which is

also shown on the invoice of the tourist office.
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Export CSV

Export C5V Brep
Export
Separator: E3 cancel
Semicolon () hd
Enceding:
West European (windows-1252) A

As an alternative to PDF printing, CSV export to a spreadsheet program can be
used. To do this, click with the mouse on the function button "Export CSV" and the
screen shown here will open.

Then click "Next" and perform the export.

Export CSV

C5V export of 2 record(s) was successful. You can download the results over the link below. H;‘EIF'
Close

Download file with export results

Once the export is executed, this screen will show you the number of exported
records and suggest downloading the export to your local workstation (PC). When
you click on the download link, the following screen will appear after a few
seconds:

£ Export CSV — Mpodune 1: Microsoft Edge

5 https://registration.masch.com/admin/meodules_newwnd.php?mod_path=../modu

Export CSV @ 9rm_guests (2).csv

CSV export of 2 record(s) was successful. You can download the results over the link below,

Download file with export results
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As a rule, CM Studio .GRM-CLOUD already suggests an editing program that can
further process the transfer of the so-called CSV file. In our example shown here,

we use Microsoft Excel on our workstation PC.

The "Export CSV" is certainly the more efficient variant if you want to create
individual evaluations and analyses, because you can group and individually sum
up the overnight stays in a spreadsheet program such as Microsoft Excel with a
few mouse clicks and compare them with the values from your PMS program if

necessary.

As mentioned, this procedure for checking the results is not obligatory and is
merely a recommendation that we strongly recommend to every accommodation
business, especially in the first few months of use and conversion to the digital
reporting system, in order to detect errors in operation and thus incorrect results
before submitting the visitor tax reports and, if necessary, to correct them

naturally.

Reporting the tourist tax to the tourist office

In order to trigger the final completion of the tourist tax report, Registration data

you only need two mouse clicks. In the first step, click on the report for tourism

office

function button "Report registration data to tourism office"
on the right.

The following control message will then | e -

appear, as you can see it here on the right' There are registration records that have not been
filled in completely. Do you still want to report the

registration records and the visitor's tax amounis to

the tourist office?
ST
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If you are sure that you can send the message, then just click "OK".

The data will now be transferred to the tourism organization and all data of the
report will automatically be moved to your "Reporting archive".

We would like to clear up a misconception about data handling at this point.

We are repeatedly criticized that the tourism organization has unrestricted access
to all guest data. This is de facto not the case, as shown here in a screenshot from

the tourist tax statement of the tourism organization:

Reporting
April, 2023
Overnight Owernight Overnight
[ s Adults | Chitdean  Children stays stays stays
Municipality City Nares Guest Booking nr Aurival Departure  Persons Lo upto§ uptols Nights Adults Children Children
trom 16 up to 11 wp 15
Hotel Frau
Gr [ 15T g Mart*s |HS-0285143be356ee82 01.10.2020 03.10.2020 2 2 0 0 2 4 0 0
) Bar*
.Huhel Frau
G 8 gt | 021020201553 02.10.2020 03.10.2020 1 i 0 0 1 1 0 o
| Schree |
Hotel Frau
G ind| G N AN £ 1L d HS-0285(76fb265ef15 03.10.2020 06.10.2020 1 1 1] o 3 3 (] 1]
Cha®ss
Hotel  |Her
Gr PSRN =) b 0110201 03.10.2020 04.10.2020 5 5 ] o 1 5 [ ]
*IGri**
lhoter e
Gr= g ] Mic*** HS-0285f1dcdB1dc94d |03.10.2020 05.10.2020) 6 6 0 0 2 12 0 0
*  Win==
.Hn:el Frau | | |
G, G N o g TODEES HS-0285f61f9f87f328 03.10.2020 04.10.2020 1 1 [ o 1 1 ] o
Win=**
Hotel  |fToU

G 1 G 4 Nad***  HS-0285f6b6682af47c 06.10.2020 07.10.2020 2 2 o 0 1 2 0 o0
" " Kegmee
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Here it is clearly evident that the tourist offices cannot see any personal data of
the guests. Only the "Booking number" is transferred as a control reference and is

also shown in the invoices of the tourist offices.
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GUEST INBOX: Reporting Archive Section

The "Reporting archive" section is ultimately only required in the event of a police
inquiry or verification. The filter functions already described in the previous
sections are also available here. In the end, all that remains to be noted is that the
data, including cancellations, are stored in the reporting archive for several years
in accordance with the legal requirements and are then automatically deleted by
the system when the retention period has expired.
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Functions for editing a financial data record

CM Studio .GRM-CLOUD offers a wide range of helpful functions for editing,

correcting, and entering reporting data records.

While MASCH, as explained in the preface, has focused on automated processing
of data in CM Studio .GRM-CLOUD, as well as the collection of reporting data by
the guest.

However, this does not exclude the fact that you, as a team of employees, can and
occasionally must enter data records manually if, for example, your guests have
neither a smartphone nor any knowledge of the digital world. Certainly, a good
guest service is also to be understood in the sense that you want to make the stay
in your house as pleasant as possible for your guest and provide the necessary
coverage as a service for the guest.

So now let's take another look at the "GUEST INBOX", which ultimately represents
the headquarters of your client and the associated processing of the reporting
data:

Guests Wait list Data sources E-mail Templates User Digital annual pass (settings) Settings Access Rights

m o S
~

Pending completeness check ~| — Month —

BB rows1-10t10w @E

O Guest Pass data Status  Amval  Departure Persons Crestiondate  Lastmodified oo maing  Filin Guest card Guestcard  Check

date date requested sent date

Simon Smith e Y 2023-05-  2023-05- 1 2023-05-14 2023-05-14

Bocking 16 25 2313 2316 2023-05-14 23:15 2023-05-14 23:13

In particular, the function bar on the right screen, as we zoom in on it here, is
explained on the following pages.
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Add / Edit

With "Add" you create an empty message record as you see it in the following or

with "Edit" you can edit an existing message record:

Properties Protocol
Digital guest registration

Please note the instructions for processing the guest registration data. If you prepare a telephone booking here for the digital
guest registration, you must take note of the following information:

[ Partially copy guest
1. Fields marked with a red star are mandatory for the creation of a record. data to the clipboard

2. Fields marked with a black star are required for the completeness check and can be omitted in advance when creating the data record. m Close

3. The details of other guests are only required if the guest card is desired. The c. lete of the additional guest data is only checked in this case.

Guest data Guest data
Status™ Booking ~ Language™ - hd
Arrival® Nationality™ - A
Departure® Document type™ - ~
Owvernight stays Document number®
Ext-Ref Tax free No exemption A
Bocking nr* 20230514-235112 Accommodation exemption | No exemption v
Title* - hd Comment
First name GDPR Consent™
Last name” Check date _D | hereby confirm that the data
is complete and correct.

Birth date™
Age group® Adults from 16 years ~

Status
SEX* - w

Source
E-mail* Baoking nr
Phone Creation date
Street name® Last modified

Guest mailing date
House Mr. .
Fill in date

ZIP cade” Check date

Please follow the instructions for processing the guest registration data. If you

want to enter or prepare a telephone booking for the digital guest message, you

must observe the following entry rules of CM Studio .GRM-CLOUD:

1. Fields marked with a red asterisk (*) are mandatory for creating a record.
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2. Fields marked with a black asterisk (*) are required for the completeness

Title™
First name
Last name™
Birth date*
Age group®
SEX

E-mail*
Phone
Street name®
House Nr.
ZIP code”
City*
Country*

check and can be omitted in advance when creating the record. They are
then requested when the check-in email is sent to the guest and must be

completed by the guest.

The details of the accompanying guests, which are requested under the
horizontal separator line, are only required if the guest card is to be
requested for the guest. The completeness of this information will be
checked only if the option 'Guest card requested and applied for' has

been activated.

v Comment
GDPR Consent™

[ 1 hereby confirm that the data

Check date .
is complete and correct.

Status

Source
Booking nr

Creation date

Last modified

Guest mailing date
Fill in date

Check date

Data transmitted
Data processed
Guest card requested
Guest Card

Guest card sent

Send guest card

QV-Ticket card sent

[) Person travels with other guests

/ The guest card isii

ied automatically

[ Do not send the guest card by email
The guest card has been applied for. but this cannot be sent until the guest or the host fills in the required data fields. As soon as this happens, the guest card is ready to be sent to the guest! The
quest card is then sent according to your setup in the "Settings” tab.

Please complete the fields marked with a red star (%) for each additional guest travelling with you, sa that the quest card application can be completed by your guests.

Specify additional quest details
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The variant of complete entry via  GDPR Consent*

"Add" is of course the most B | hereby confirm that the data
Check date

. . . is complete and correct.
time-consuming variant for your

reception team. Above all, however,

you will then also be missing the digital DSGVO declaration of consent from your
guest. We therefore generally recommend that you let your guest carry out the
last step, such as entering the passport data at the reception desk, on a tablet
provided. This automatically implies that the guest has to give the DSGVO
compliant consent and this is logged accordingly by CM Studio .GRM-CLOUD.

To trigger this last step manually, you can open the message record on a tablet
using the "Edit" function....

Simon Smith »

Booking 2023-05-16 2023-05-26 1 2023-05-14 23:13 2023-05-14 23:16 2023-05-14 23:15 2023-05-14 23:13

...and call up the digital registration form in the right-hand

function bar via the

perm‘ns listed here refers only to your family members or group members travelling with you.

"Registration form"

Adults from 16 years” Children up to 6 years” Children up to 15 years®
0 o 0

function in order to
have it filled out and A guest card for you PLUS 0 person(s) will be created for you automatically.

i 1 agree that my data from the guest registration form will be electronically collected, processed and firstly made available to the
Cco nﬂ rme d by th e D evant authgnugs in accmiagnue wﬂE the registration laws applicable Lgmy amerP;udir.\cn provider (country, state or mnmcrpahty}
and secondly that the accommodation provider may use my personal data to issue and send me further digital guest services (such
a digital guest card if available and offered by the a Detailed i tion about the handling of my pemmal

guest via the tablet or dataamgnrgl&gmmeGDPRcanberounmnmepmacypnuqalmkedhere’

to send the digital
registration form to

the guest via e-mail notification via the "Guest e-mail" function and to ask him to

complete it via smartphone.
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Offline fast entry

As an alternative to the time-consuming "Add" function, you can use the "Offline

fast entry" function, especially if you have a telephone or other NON-digital

booking and your reception team would like to include this booking in the digital

workflow of the registration system with a minimum of time expenditure. To do

this, click on the "Offline fast entry" button and the following window will open:

Offline fast entry

Guest data

Arrival®

Departure®

Booking nr*  20230521-234424
Title*

First name

Last name*

Birth date

E-mail*

Language”

Help

[[J person travels with other guests
Group name* Family A
Children up to 6 years*

Children up to 15 years*

Adults from 16 years *

The rules we have already explained under "Add" apply here as well:

1. Fields marked with a red asterisk (*) are mandatory for creating a record.

2. Fields marked with a black asterisk (*) are required for the completeness

check and can be omitted in advance when creating the record. They are

then requested when the check-in email is sent to the guest and must be

completed by the guest.
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3. The details of the accompanying guests, which are requested under the
horizontal separator line, are only required if the guest card is to be
requested for the guest. The completeness of this information will be
checked only if the option 'Guest card requested and applied for' has

been activated.

Complete this capture process with "Save and Close" via the right-hand function
bar. These offline bookings recorded in this way are automatically transferred to
the digital workflow and the automated invitation to online check-in as well as the
dispatch of the electronic guest card (provided that the guest also registers for
this) take place according to the rules stored in your setup (SETTINGS).

Attention - Please note!

These procedures require mandatory that you have a valid e-mail address of your
guest, because without an e-mail address a notification for online check-in is not
possible. If you do not have this e-mail address, a "Offline fast entry" as well as a

regular entry via "Add" does not make sense.

Then, finally, registration of the guest is possible only on the spot at the reception.
For this purpose, CM Studio .GRM-CLOUD provides the recording via a QR code
and via the tablet of your reception or via the smartphone of the guest then. This

process is described elsewhere in the chapter “Registration of WALK-IN guests via

the QR code" in this manual.
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To manually trigger the "Send guest email" function or even

the "Send guest card" function, you don't even have to open

the message record:

Passport, 65656

Simor Smith Booking 2023-05-16 2023-05-26 1 2023-05-14 2313 2023-05-14 23:16 2023-05-14 23:15 2023-05-14 23:13 (3]

Within the "GUESTS-INBOX", mark the record on the left with the check mark and
then click on the corresponding function in the right-hand function bar. In
particular, the "Send guest card" function can thus be used immediately by your
reception team if the guest decides to use the guest card only after arriving at
your hotel.
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Editing a reported financial data record

Properties Protocol
Digital guest registration

Please note the instructions for processing the guest registration data. If you prepare a telephone booking here for th
guest registration, you must take note of the following information:

1. Fields marked with a red star are mandatory for the creation of a record.

2. Fields marked with a black star are required for the completeness check and can be omitted in advance when creating the data record.

3. The details of other guests are only required if the guest card is desired. The ¢ let of the additional guest data is only checki
case.

Guest data Guest data

Status* Booking i Language” English i

Arrival* 2023-05-16 Nationality™ Switzerland hd

Departure” 2023-05-26 Document type™ Passport hd

Overnight stays 10 Document number* 65656

Ext-Ref Tax free MNo exemption i

The section of a financial data record shown above shows the entire toolbar for
editing a financial data record. These editing functions include more advanced
functions for the operational business of your reception team beyond just editing

the data fields, as you can see here in the zoomed view.

Reporting form

This function is to be used if you want to let the guest fill in or complete the digital
registration form online at the reception. At the same time, however, this function
requires that you have previously logged into the extranet on the recording device
and then call up the registration form. This relatively cumbersome process is not
necessary if you send pending registrations to your front desk via the "CHECK-IN
EMAIL" updated daily. Because the link to the personalized registration form is
listed in the "CHECK-IN EMAIL" and opens the digital registration form without
further authentication.

(C)opyright by MASCH Software Solutions - Customer Service Group D.A.CH - Paulinenweg 3 - 51149 Cologne -
Tel.: +49 (0)2203 8068 405 - support@masch.com - Duplication and distribution only after approval Page69


mailto:support@masch.com

Send guest email

If the guest asks you upon arrival to send him the invitation to

the online check-in again, so that he can complete the digital registration form via

his smartphone, then you can trigger this via the function "Send guest e-mail".

Print guest card

If you click on the function button "Print guest card", the

following window will open:

You can now print the guest
card via your workplace printer
in DIN-A4 format.

After that please use the
"Close" button to close the
window again and exit the

function.

BB send guest e-mail

Martin Schaarschmidt

DATE OF BIRTH
04.08.1963

VALIDITY PERIOD
07.08.2020 12.08.2020

HOTEL RESORT
Hotel Grindelwald

NUMBER OF PERSONS
1

A Jungfrau Region  +
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Send digital guest card

If the guest prefers the guest card in electronic form, please B8 Send guest e-mail

5end guest card

click on the function button "Send guest card" and trigger the
e-mail dispatch of the digital guest card to your guest. The
digital version of the guest card looks like this:

Martin Schaarschmidt

DATE OF BIRTH
04.08.1963

VALIDITY PERIOD

07.08.2020 12.08.2020

HOTEL RESORT
Hotel Grindelwald
NUMBER OF PERSONS

1

Jungfrau Region +

In principle, in the case of a family trip, the booking guest receives only one guest
card for his entire family. Here, depending on the number of persons, a
corresponding number of persons is shown. At many acceptance points, this
"family variant" of the guest card is sufficient. However, if your guest wishes a
personalized guest card for each family member, he/she must apply for this via the

digital registration form, if necessary also subsequently.
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To do this, please send him the link to his personal digital registration form again
via "Send guest email". When he opens this link, he can apply here for the

personalized digital guest cards for his accompanying family members:

Please note that the number of persons listed here refers only to your family members or group members travelling with you.

Adults from 16 years” Children up to 6 years” Children up to 15 years”
2 0 0

A guest card for you PLUS 0 person(s) will be created for you automatically.

If you would like to issue an individual guest card for one or more of the guests traveling with you, please click on the following button
"Add another guest" and enter the necessary information for issuing a 1pel'sonalized guest card below. If you still decide against a
personalized guest card during the recording process, delete the data already recorded using the "X" to prevent further error messages!

Guest #3
Title" First name Last name”
= ~ smith
SEX" Birth date” E-mail
- v |dd.mm.yyyy
Nationality* Document type Document number

Add additional guest

[/]! agree that my data from the guest registration form will be electronically collected, processed and firstly made available to the
relevant authorities in accordance with the registration laws applicable to my accommodation provider (country, state or municipality)
and secondly that the accommodation provider may use my personal data to issue and send me further digital guest services (such as
a digital guest card if available and offered by the accommodation provider). Detailed information about the handling of my personal
data according to the GDPR can be found in the privacy policy linked here.”

Privacy policy

Here, the specification of an e-mail address for each accompanying person is not
mandatory. If the guest does not provide another e-mail address, the personalized
guest cards will be delivered via the e-mail address of the main guest.
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Copy to clipboard

Many lodging companies want to transfer the information from the digital reporting
system into their PMS software. Corresponding data interfaces are usually
associated with high maintenance costs on the part of the PMS software
providers. To provide a cost-effective alternative here, CM Studio .GRM-CLOUD

offers the "Copy to clipboard" function.

Please copy the selected text to the dipboard with keyboard commands!

Guest: Mr. Oleg999 InHotel

The screenshot shown here is blacked out for |sirhdate: 2002-03-01

Booking nr: 20220315-124841

data protection reasons and does not display |t s0e-0s15
Departure: 2022-03-16
the personal data.
Address:

Steeece
8156X3 Bonn

i i i Afghanistan
Using the clipboard, your reception team can e hict@maschcon
Phone:

simply cut, copy & paste (CTRL+C and
Language: German
CTRL+V) the data into your PMS software and | etoralty:china

Document number: Passport, 677676

save themselves the hassle of typing it out.
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Registration of bookings without Channel Manager

In this last section of the user manual we describe the operational work with CM
Studio .GRM-CLOUD without the use and connection of a Channel Manager or
PMS software.

The key functions here are the "Entry of bookings via the Wait list" on page 76 and
also the "Registration of WALK-IN guests via the QR code" on page 88. These are

explained in detail on the following pages in these two sections.

Both functions take over the central recording function in the workflow variant
without Channel Manager or PMS software. At the same time, however, they also
supplement conceptual gaps in the workflow variant with Channel Manager or
PMS software. Therefore, we, the authors of this user manual, would like to
emphasize that the following pages are extremely important for every user,
regardless of the chosen workflow variant. If you want to learn more about the
concept of the different workflow variants, please read the preface to this user

manual.

(C)opyright by MASCH Software Solutions - Customer Service Group D.A.CH - Paulinenweg 3 - 51149 Cologne -
Tel.: +49 (0)2203 8068 405 - support@masch.com - Duplication and distribution only after approval Page74


mailto:support@masch.com

Create new entry in the Wait list

The so called "Wait list" is the central tool for recording guest bookings if you will
work with CM Studio .GRM-CLOUD without Channel Manager. The "Wait list" is a
separate tab,

Guests Wait list Data sources E-mail Templates User Digital annual pass (settings) Settings Access Rights

MNew wait list entry
Create a new entry in
the guest inbox

— Filter — ~| - Month - v Reset Edit
BB rowst-sors50w @E

B Delete

[ Send guest e-mail

in which you will not find any entries for the time being.

Via the function button "Add" you can now enter the first guest:

Offline entry (Waitlist)

Guest data
Arrival®
Departure*

Booking nr 20230516-204127

E-mail*

language™ - A

As you can see here, only 4 inputs are mandatory:

e Arrival date
e Departure date
e E-mail address and

e Language

Entering a booking number is only optional, not mandatory.
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The system needs these fields to be able to communicate with your guest and to
transfer the guest booking into the digital workflow. The digital workflow then

begins with the guest's invitation to the "Online check-in".

So now click on the function button "Save" to add further guest bookings to the

Wait list afterwards or "Save and close" if you want to finish editing.

Attention:
At the moment when you save your entries, the system checks whether there is

already a registration form with the identical e-mail address from the past,
because the guest to be registered (regular guest) has already registered once in

your accommodation via the digital registration system. If this is the case, the

following screen appears:

Offline entry (Waitlst)

Guest data
Agrival® 2023-05-17
Departure”  2023-05-27

Booking nr  20230516-204339

E-mail* simeon.noskov@masch.com

Language™ | English ~
You already have a guest with the email ‘simeon.noskov@masch.com'. Do you want to take the data of this guest and create booking record?

Guest: Simon Smith

Birth date:

Address:

67 Sydney

603003 Sydney

Australia

Last booking: 2023-03-14
Arrival: 2023-05-16
Departure: 2023-03-26

Take guest data Create new entry in the wait list

You can now choose between two options:

1. You want to transfer the guest with his existing data and immediately create

a complete registration form or
2. You ignore this suggestion and create a new entry in the Wait list.
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If you follow the option (1) and select the "Accept guest and create registration
form" button, the following window will appeatr:

Properties Protocol
Digital guest registration

Please note the instructions for processing the guest registration data. If you prepare a telephone booking here for the digital guest registration, you
must take note of the following information:

1. Fields marked with a red star are mandatory for the creation of a record.
2. Fields marked with a black star are required for the completeness check and can be omitted in advance when creating the data record.

3. The details of other guests are only required if the guest card is desired. The completeness of the additional guest data is only checked in this case. % copy guest
data to the clipboard

Guest data Guest data

Status* Booking ~ Language* English A
Arrival® 2023-05-24 Nationality™ Switzerland A
Departure™ 2023-05-27 Document type* - i
Ovemnight stays 3 Document number®

Ext-Ref Tax free No exemption hd
Booking nr* 20230521-234811 Accommodation exemption  No exemption A
Title” M. hd Comment

First name Simon GDPR Consent”

Last name® Smith Check date [ 1 hereby confirm that the data

is complete and correct.

Basically, the transfer of the guest data has led to the fact that the mask is
completely filled out and only the possibly necessary information on the ID data is
missing. These are generally not accepted, as a passport or ID card may have

already expired and must be replaced with new documents.

You are now already able to send the guest the invitation to the "Online Check-In"
manually. However, we do not recommend this. We recommend here to finish the
creation of the notification data set with "Save and close" and to perform the
further procedure by the automatisms of CM Studio .GRM-CLOUD.

But let's stay briefly with option (2) - "Create new entry in the Wait list", which you
should of course always use if, for example, the registration is for a tourism
operator where you only have a group email address. In this case, it makes no
sense to transfer the guest data, but then create a new "Empty" notification data
record.
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If you click the "Create new entry in the Wait list" button, the window closes and
you are back in the "Wait list" tab:

- Fiter - ¥ Month — v
BB 2owsi-50i5t0ta B E
[ Guest Pass data Status  Arrival Departure  Persons Creation date Last modified Guest mailing date Fill in date

B

Mr. Oleg Non-existent Booking 2022-03-15 2022-03-16 1 2022-03-15 14:06 2023-05-1620:43 2022-03-15 1406 2022-03-15 14:06

e

O Mr. Oleg999 InHotel Booking 2022-03-15 2022-03-16 1 2022-03-1512:49 2022-03-1512:49  2022-03-15 1249  2022-03-15 13:03

e

O Mr. Oleg Schildt Booking 2022-03-15 2022-03-16 1 2022-03-15 08:20 2022-03-1508:20 2022-03-150820 2022-03-15 0&:20

[ Mr. Christian Berger Booking 2023-02-27 2023-02-28 1 2023-02-17 16:25 2023-02-17 16:25  2023-02-17 1625  2023-02-17 16:34

[J Mr. Simon smith ~ Booking 2023-05-14 2023-05-15 1 2023-05-14 22:36 2023-05-14 22:36  2023-05-14 2236  2023-05-14 22:36

By now, you have already accumulated a number of financial data records on hold
as a result of your data entry work.

This Wait list will not change until the guest checks in online. On the day when the
guest has completed the online check-in, your reception team will receive a
notification from CM Studio .GRM-CLOUD per registration about the completion of
the registration form. This notification contains a direct link to the processing of
the received message record, with which you can transfer the message record
from the "Wait list" to the "GUESTS - INBOX" of the message archive. Only from
this step on, the reported financial data record is revision-proof (i.e. cannot be
deleted).

On the following page we will now show you the screen with the transfer of a
record from the "Wait list" to the "GUESTS - INBOX" of the reporting archive:
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Properties

Digital guest registration (Wait list)

Please note that it is not yet a registration form, but the guest data from the waiting list. Yiou can transfer this data set inte the INBOX, or merge it with an existing data set, if the system has found some and

offered them for merging,

o .. inte the INBOX of the reparting system,

a .o synchronize with an existing data record from the reporting system, if the system has found a suitable reporting data record and suggests it to you here for synchronization,
» ..or synchronize with an existing data record from the reporting system, if the system has found a suitable reporting data record and suggests it to you here for synchronization,

Guedt Email Buth date  Ackdress Country.  Creation date Bocking nr Bocking nr 3 rrival Départure  Marge
e, GlegEee Intictel  olegachidi@machaom 200200071 Seses, 156X Bonn - alghsniten 0220505 20Z00NS- 12441 0220015 20LG0-16 Merge
M. Oleg Non-existent oleg schidaBmasch.tom 1966-01-01 Slesead, 815610 Bonn Switzedand 20020315 20220315-120638 20220315 20220316 Merge

Please note the instructions for pracessing the guest registration data. Il you prepare a telephone booking here lor the digital guest registration, you mus? take note of the Tollawing information:

1. Fatlis marked with 3 red star are mandatery for the creation of a recced.

2 Faelds marked with & back slar are required for the complteness check and can be omitted in acvance when creating the data recoed.

3. The details of cther guests are anly required if the guest card is desired. Iditional i ondy in thia case,
Guest data Guest data

Satus® Bocking - Languige” Geman -

Bt 2G3-03-15 Natknadity" Germany v

Here, different variants of the takeover are possible:

1. There is no posting data for the reporting record in the INBOX. This will be
the predominantly used variant and you simply click the "Transfer to

INBOX" button.

2. You have received a SPAM record. This variant is extremely unlikely due to
the various security measures that CM Studio .GRM-CLOUD provides, but
still we have provided a delete option for it. If a SPAM entry occurs, please

inform MASCH Customer Service so that we can investigate the case and

activate further security measures if necessary.
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3. Among other things, you have a registration form filled out via QR code in
the Wait list and you want to merge it with an existing booking record, as
shown on the screen on the previous page, then you can select the
appropriate booking record and perform the synchronization of the "Wait
list" with the "GUESTS-INBOX" in two steps. To do this, click on
"Synchronize" on the right side of the displayed message record from the

"INBOX" and the following work window will open:

Properties

Digital guest registration (Merge)

New record (Wait list) Existing record (Guests: Inbox)
Status® Booking Booking
Arrival® 2023-05-17 2023-05-17
Departure* 2023-05-26 2023-05-26
Booking nr* 20230516-220034 20230516-215053
Title” M.
First name Simon
Last name* Smith
Birth date* 1996-11-03
Age group*® Adults from ears Adults from 16 years
SEX™ Male
E-mail* simeon.noskov@masch.com simeon.noskov@masch.com
Phone
Street name* 67 Sydney
House Nr. :
ZIP code* 603003
City* Sydney
Country™ Australia
Language English English
Mationality* Switzerland

Document type*

Document number*

Tax free No exemption Army personnel
Accommodation exemption | No exemption v Army personnel v
Check date [T 1 hereby confirm that the data is complete

and correct.
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If necessary, you can transfer necessary data from the "Wait list" (left
column) to the right column with the message data record of the
"GUESTS-INBOX".

Complete this step by clicking on the "Synchronize" function button and
you will be taken to the classic processing window for a message data
record:

Properties Protocol
Digital guest registration

Please note the instructions for processing the guest registration data. If you prepare a telephone booking here for the digital guest registration, you
must take note of the following information:

1. Fields marked with a red star are mandatory for the creation of a record.
2. Fields marked with a black star are required for the completeness check and can be omitted in advance when creating the data record.

3. The details of other guests are only required if the guest card is desired. The completeness of the additional guest data is only checked in this case.

Guest data Guest data
Status* Booking - Language™ English ~
Arrival* 2023-05-23 Nationality* Switzerland hd
Departure® 2023-05-27 Document type* Passport hd
QOvernight stays 4 Document number™ 65656
Ext-Ref Tax free Army personnel hd
Bocking nr* 20230516-205953 Accommodation exemption | Army personnel hd
Title” M. hd Comment
First name Simen GDPR Consent®
=i .
Last name- it Chack date 3 1 hereby confirm that the data
is complete and correct.
Birth date™ 1996-11-03
Age group* Adults from 16 years ¥
e grovp : Status

SEX* Male ~ Source
E-mail* simeon.noskov@®masch.com Baoking nr

Creation date 2023-05-16 21:01
Phone

Last modified 2023-05-16 21:01

Street name* |67 Sydney Guest mailing date

House Nr. Fill in date

21P code” 503003 Check date 2023-05-16 21:01

You can now end the entire process with "Save and close" and complete
the transfer from the "Wait list" to the "GUEST INBOX" of the message
archive.

You will find an analogous processing method of reporting records via QR code
capture again in the next section.
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Create a new entry in the guest inbox

As an alternative to the time-consuming function "Create new entry in Wait list",
you can use the function "Create new entry in guest inbox". In principle, this
function is identical to the "Offline fast entry" function in the "Guests" tab. When
you click on the function button, the following window opens with the heading:
"Offline fast entry":

Offline fast entry

Guest data [[J person travels with other guests

Arrival® Group name* Family v
Departure” Children up to 6 years®

Booking nr*  20230516-210557 Children up to 15 years*

Title® - A Adults from 16 years *

First name

Last name®

Birth date

E-mail*

Language® |- hd

The rules we have already explained under "Add" in the "GUEST INBOX" section
also apply here:

1. Fields marked with a red asterisk (*) are mandatory for creating a record.

2. Fields marked with a black asterisk (*) are required for the completeness
check and can be omitted in advance when creating the record. They are

then requested when the check-in email is sent to the guest and must be
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completed by the guest.

3. The details of the accompanying guests, which are requested under the
horizontal separator line, are only required if the guest card is to be
requested for the guest. The completeness of this information will be
checked only if the option 'Guest card requested and applied for' has

been activated.

Complete this capture process with "Save and Close" via the right-hand function
bar. These offline bookings recorded in this way are not transferred to the Wait list,
but directly into the digital workflow of the "GUEST-INBOX" and the automated
invitation for online check-in as well as the dispatch of the electronic guest card
(under the condition that the guest also registers for this) are carried out according
to the rules stored in your setup (SETTINGS).

Attention:

At the moment when you save your entries, the system checks whether there is
already a registration form with the identical e-mail address from the past,
because the guest to be registered (regular guest) has already registered once in
your accommodation via the digital registration system. If this is the case, the

following screen appears:
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You can now choose between two options:

1. You want to transfer the guest with his existing data and immediately create

a complete registration form or

2. You ignore this suggestion and create a new entry in the "GUEST INBOX".

If you follow the option (1) and select the "Accept guest and create registration

form" button, the following window will appear:

Properties

Protocol

Digital guest registration

Please note the instructions for processing the guest registration data. If you prepare a telephone booking here for the digital guest registration, you
must take note of the following information:

1. Fields marked with a red star are mandatory for the creation of a record.

2. Fields marked with a black star are required for the completeness check and can be omitted in advance when creating the data record.

3. The details of other guests are only required if the guest card is desired. The completeness of the additional guest data is only checked in this case.

Guest data
Status®
Arrival®

Departure™

Booking
2023-05-23

2023-05-27

Ovemight stays 4

Ext-Ref
Booking nr*
Title*

First name
Last name*
Birth date*
Age group*
SEX®
E-mail*
Phone
Street name™
House Nr.

ZIP code™

Basically, the transfer of the guest data has led to the fact that the mask is
completely filled out and only the possibly necessary information on the ID data is
missing. These are generally not accepted, as a passport or ID card may have
already expired and must be replaced with new documents.

20230516-205953
M.

Simon

Smith

1996-11-03

Adults from 16 years
Male

simeon.noskov@masch.com

67 Sydney

603003

Guest data

Language®

Nationality*

Document type®

Document number™

Tax free

Accommodation exemption
Comment

GDPR Consent™

Check date

Status

Source

Boaking nr
Creation date

Last modified
Guest mailing date
Fillin date

Check date

English hd
Switzerland v
Passport v
65656

Army personnel ~
Army personnel ~

| hereby confirm that the data
is complete and correct.

2023-05-16 21:01
2023-05-16 21:.01

2023-05-16 21:01

Fill-in mat

Send guest e-mail
[ Print Guest Card

W Copy
(D)

e clipboard

Bocking and

unbooking guests

B3 Close
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You are now already able to send the guest the invitation to the "Online Check-In"
manually. However, we do not recommend this. We recommend here to finish the
creation of the notification data set with "Save and close" and to perform the
further procedure by the automatisms of CM Studio .GRM-CLOUD.

Please note:

These procedures require that you have a valid e-mail address for your guest,
because without an e-mail address it is not possible to send a notification for
online check-in. If you do not have this e-mail address, a "Offline fast entry" as
well as a regular entry via "Create new entry in the Wait list" does not make
sense. Then, finally, registration of the guest is possible only on the spot at the
reception. For this purpose, CM Studio .GRM-CLOUD provides the recording via a
QR code and via the tablet of your reception or via the smartphone of the guest

then. This process is described elsewhere in the chapter "Registration of WALK-IN

guests via the QR code" in this manual.

To manually trigger the "Send guest email" function or [ aEEEICIERNEL

Send guest card

even the "Send guest card" function, you don't even have

to open the message record:

Mr. Simon Smith . 2023-05-  2023-05- 2023-05-16
O Booking 7 26 1 2151 2023-05-16 21:51 D

Within the "GUESTS-INBOX", mark the record on the left with the check mark and
then click on the corresponding function in the right-hand function bar. In
particular, the "Send guest card" function can thus be used immediately by your
reception team if the guest decides to use the guest card only after arriving at

your hotel.
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Registration of WALK-IN guests via the QR code

On page 21 in section "1. _Scenario: WALK-IN Guests" section of this guide, we
have described how to create the necessary QR codes for your reception. Print
them out and post the QR codes (depending on the number of supported
languages in your CLOUD, there may be more than one QR code) prominently at

your reception desk or lay out appropriately laminated sheets for scanning.

When the guest scans the QR code, the digital registration form of your

accommodation facility opens on his smartphone:

B+« =Il Phone A guest card for you PLUS 0 person(s)
In order to make your arrival and the s BRULBE cieatid oy you SRICUISLEaLY,
Check‘in in your booked .lG MHV 20?3 Necessary speling: 0041 79 12M5678 on 41 79 125678
accommodation as pleasant as Departure’ E-mail* ] 1agree that my data from the guest
possible for you and also to be able to 17 May 2023 registration form will be electronically

it : 5 p collected, processed and firstly made
provide you with the digital guest Title SEX* available to the relevant authorities in
card of our region as early as possible, | - ; accordance with the registration laws
we would like to ask you to complete | pop o0 T pplicable to my ac dation
the required information about provider (country, state or municipality)
yourself and, if applicable, your fellow Day | Month Year and dly that the dati

2 - s Last name” . provider may use my personal data to
1
travelers under the following link! Country feie i e\ e i ALl ot
Please note that your data (name, services (such as a digital guest card if
address etc.) must be written in Street name / House Nr. * Nationality* available adnd offered by Te -

5 s < accommodation provider). Detail
Englmh.:!‘o IR Pmcesmng, . information about the handling of my
the entries are only saved if the Zip code* Language personal data according to the GDPR can
English spelling is used. In addition, it English be found in the privacy policy linked
is possible to enter special Western i . here.*

2 Cit Document type
European characters (4, 0, U, é etc.). y Privacy policy
Thank you for your understandin
= 2 & Phone Document number*
Send the data
Arrival® Marmegrass srsafiines (VS 70,1 TRTATE nu ad) T 1IN qveling udth additianal pesnls
& registration masch eom & registration. masch.com & regisiration masch.com & registration.masch.com

*The illustration shown here shows the individual sections of the registration form side by side instead of one below the other.

In this case, since no pre-registration has taken place, the guest must fill in all the
necessary information including the dates of arrival and departure and the number

of people traveling with them.

The digital registration form entered in this way will be listed in the so-called "Wait
list" after it has been sent and can be transferred by your reception team to the
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"GUESTS INBOX - Check-In" section with just a few mouse clicks. From here,

further processing such as "Print guest card" etc. is done by your reception team.

Please note that a message record entered via the QR code function is always first
in the so-called "Wait list" and does not automatically move to the
"GUESTS-INBOX - Check-In" section. This requires the transfer of a reporting data

record from the "Wait list" as follows:

Your WALK-IN guest has registered by scanning the QR code at your reception
and saved the registration form. This is now in the so-called "Wait list" and you
can transfer this message record completely into the section "GUESTS-INBOX -
Check-In":

Properties
Digital guest registration (Wait list)

Please nate that it is not yet a registration form, but the guest data from the waiting list. You can transfer this data set into the INBOX, or merge it with an existing data set, if the system has
feund some and offered them for merging.

 in die INBOX des Meld vollstindig 3
= .oder mit ginem bestehenden Datensatz aus dem Meldewesen synchronisieren, falls das System einen p fen Melded. iz gefunden hat und thnen diesen hier zur
Synchronisierung vorschligt
* ..oder mit einem hestehenden Datensatz aus dem Meldewesen synchronisieren, falls das System einen passenden M e} hat und Ihnen diesen hier zur
Synchronisierung vorschigr

Guest E-mail Birth date  Address. Country Creation date. Bocking nr Rooking nr 2 Arrival Departure Marge

Mr, Cleg999 Intatel  olegachildt@maschoom 2002-03-00 Steees S156X3 Bann  Afghanistan 2002-03-15  20220315-128941 0020315 2022-03-18 Merge

Mir. gy e schidtgs h Seeeed, B1S6XS Bonn Seitzerland  2022-03-15  20220515-140638 0220315 220316 Merge

Please note the instructions for processing the guest registration data, If you prepare a telephane booking here for the digital guest registration, you must take note of the following
information:

1. il marked with a red star are mandatory for the creation of 8 record,

2. Finlds marked with 3 black ¢ar are recuiined for the complatensst check and ean b omitted in sdvance when creating tha dats record

. The details of other guests are only required if the g s desired. Th ¥ the additional guest data is only checked in this case.
Guest dats Guest data

Status” Bocki - Language el -

Arrrval® 2022-03-15 Hationaity” Germary e

To do this, please click on the "Transfer to INBOX" button. Due to the condition
that the arrival date corresponds to the current date, the record automatically
moves to the "GUESTS INBOX - Check-In" section.

Alternatively, however, the QR code-based entry can also be a guest who is
already entered in the GUEST INBOX of the reporting system with his booking
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data (albeit incomplete) via a booking record from the Channel Manager. He just
did not fill out the "Online check-in" before arriving.

In this case you can merge an existing reporting record from the "Wait list" with a
posting record from the "INBOX "as this is shown on the screen here with red font:

Properties Pratocol
Digital guest registration (Wait list)

Please note that it is not yet a registration form, but the guest data from the waiting list. You ean transfer this data set into the INBOX, or merge it with an existing data set, if the system has
feund some and offered them for merging.

 in die INBOX des Meld q "
= .oder mit ginem bestehenden Datensatz aus dem Meldewesen synchronisieren, falls das System einen passenden Melded iz gefunden hat und thnen diesen hier zur
Synchranisienung vorchligl

* ..oder mit einem hestehenden Datensatz aus dem Meldewesen synchronisieren, falls das System einen pas e} 2n hat und Ihnen diesen hier zur
Synchronisierung vorschigr

Guest £mail Sirth date  Address: Country  Creation date Booking nr Rockingnr? Amival  Departure  Merge

Mr Oleg990 Inkotel  oleg schidt@maschoom 2002-03-01 Steeee, S156X3 Born istan 2022-03-15 2022-03-15 2022-03-16 Merge

M. Ol gy schi h Steeced, 15603 Bonn Switzerland  2002-03-18  202203715-140638 0220318 20220316 Merge

Please note the instructions for processing the guest registration data, If you prepare a telephane booking here for the digital guest registration, you must take note of the following
information:

1. il marked with a red star are mandatory for the creation of 8 record,

2. Fields marked with 3 black ttar are recuired fof the complétenass check and can bs omitted in advancs when creating the data record

. The details of other guests are only required if the g s desired. Th of the additional guest data is only checked in this case.
Guest dats Guest data

Status” Bocki - Language FEman -

Arrrval® 2022-03-15 Hationaity” Germary e

You can now select the appropriate message record and synchronize the "Wait
list" with the "INBOX" in two steps. To do this, click on "Synchronize" on the right
side of the displayed message record from the INBOX and the following work
window opens:
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Praperties

Digital guest registration (Merge)
Mew record (Wait sty Esisting oo (Guests: inbo

st Bocking ~ I e
posm o B
Departure” 20230528 | ... [FIEEEeN
Bockng e 20£30818-220004 | ... [ECEESSTEIPEH
it - ~ I -

i e

Last name” | ...

E-malt SMEORLIGCHC S masch.com
Sreet rama®

¢ code”
o

Country

Lingusge Tnghity
Nationaity"

Docamint type

Decument number

Tasfrew g woempten

ACCOMMOdabon exemption o evemption

e 1 1 heretey confiem st the dats i complete
anef coimect.

If necessary, you can transfer necessary data from the "Wait list" (left column) to
the right column with the message data record of the "GUESTS-INBOX".

Complete this step by clicking on the "Synchronize" function button and you will
be taken to the classic processing window for a financial data record:

Properties okl
Digital guest registration L]
]
i
Please note the tions | irvg the guest registration data. If you prepare a telephane bocking here for the digital guest registration. you ! 2]
must take n
B
sty ket meth 3 1ot 231 e masnetatery o the cragtion of 4 rectrd =
2 sk st mth 4 Back At are recpoaeet o The completeris check and an b St m achiancs mhar Createg the it recerd =
3. Th detuils of sther guests are only required H the guent card s desired. The of tha sddi ¥ n s L]
Gt dota Gut dats .
b socing ] Langusge Englah - 0
Aerrest 202383 sisticrateny” P -
Departurs” 20230527 Document type" Fassport -
Cvmeraght a1 Docusert nember Hsats
ntomet T e Aermy pericrral -
Bocknger  EIMEIERSIA Ageommedition smmpten sy peritoed -
e r - Comment
First name Ty GOPR Consent
. | hesetry confiem that the data
Lt rame- e Check dan eyl e
Birth cate” 95¢-11-03
i e . o
e fr - i
Emat meonnotkovEmasch com Becung vt
. 0816 2101
Crvaticn cate 003-05-16 2101
Last modded 003-05-16 2120
prepe Syney Guest maing date
Howe N Flin dete
0 code” 503008 Check date 080318 2020
Duts tramsmmting
Ty Sycioty
Duts grockimed
Counbn® dntraka ) Pt st v it AVEAL AR A
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You can now end the entire process with "Save and close" and complete the
transfer from the "Wait list" to the "INBOX" of the message archive.
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Appendix A and B to this manual

The two attachments were used in an earlier version of the software to link the
digital reporting system with guest bookings from the OTA portals "Booking.com"
and "Expedia.com". After the digital reporting system has been activated by the
above-mentioned OTA providers, this documentation is obsolete and has been
removed from the manual.
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Appendix C:
Book guests with different travel periods

This appendix uses an example to cover the calculation of overnight stays, the
issuing of the correct digital guest card for additional guests with a different travel

period, and the posting of the resulting visitor's tax.

The appendix provides a brief description including graphical scheme and it is

supplemented by the following support video tutorial in German language only:

https://customer-service.masch.com/de/appendix-c-grmadmin-video/
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