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osP

1) General information

One Service point is a web application designed to assist Service Teams to register sales, pre-liquidate
tickets and consult guest related information and will provide you information detailed about your
team sales numbers.

OSP is linked in real time to Asterix, which is currently the TUI Destination system used to manage
excursions, transfers and petty cash.

2) Access

User login is required in order to access OSP.

¢ OE Regional provides user IDs to destinations
¢ Business Support provides user IDs to Reps and team managers
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TUI Destination Services is 5 part of the & Copyright by TUI Destination Services

¢ In order to access OSP you need your own User ID and password.

*  Your ID and password will be provided by your BS team and was sent to your tui.com
email address. If you have not received it please contact your BS team.

e  Enter the following web address in your browser:

e http://reps.tui-ds.com

* and type in your User ID and Password
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as Team Manager you have to select one of your team members and click Submit to
finalize the login process

You can see now the rep you have selected on the top of the screen.

By using the Change button you can switch between reps any time.

W 1ul

User:
Rep:
oesTHToN services s S—

[Home Iy e——_——
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JOAQUIM CEDERMARK, MARIA VICTORIA.
ABERG, FENNY ELVIRA VICTORIA
AHVENNIEMI, RODSA MARIA
AKERBOOM, NIKK

ALEMAN ARMAS, MARI CARMEN

ALLEN, NIKITA KAYLEIGH

ALMINDE, KASPER

AMBERG, SANNA

TUI Destination Services isa part of the. © Copyright by TUI Destination Services
ANDERSON, EMMA TUI Group. January 31,2018
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3) User

In the User menu you can change your password and add reps to your team or delete
them.

e On your first login you will be required to change the password

*  Access the User menu and click on User management

*  Enter your TUI email address, your current password and a new password
¢ (Click on Submit to save changes

*  Confirm the operation by clicking OK. Your password has been changed!

As a team managers you need to assign your team members to your user in OSP. To be able to do
that, you need to make sure that your user is set up with the attribute “Area Manager”.

(3 User: Sign out
W/ TuI Rep:

Entorno:PRE  Bbdd:ATLPRE1

ST o Search and modify users

User management

Profiles

= = Enter information
Search and modify users

Need more help? User: HA

* Name:

* Profile: [ sa Manag ] ]@

* Language ‘ [v]
* Department: R N ]
* Enabled: |

L g User. Sign out
W/ 1ul Ry
DESTINATION SERVICES Destination: :l

Entorno:PRE Bbdd-ATLPRE1

Module information

Need more help?

User guide [PDF

t match in 3 digits with the user name.
- Can't match the 3 passw: oV

Enter the information to change

* User: DHALL

* Language: English [v]
* Current password

* New password:

* Repeat new password:

Enter information

Company Office Rep Name @

TUI GROUP | TUI Destination Services | Operational Excellence | Excursion & Sales | 201802 - last update 27/03/2018
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1. Toadd a rep to your team enter the information regarding Company, Office and Rep in

the fields. Use the “loupe” icon to enter information about the company (or type the
company code)

Enter information

Company 041@ Rep Name

& Company - Internet Explorer =y

Search:

Code Company
[ GR1 TUI HELLAS AE ] :

2. Use the “loupe” icon to enter information about the office (or type the office code)

Enter information

Company Office Rep @ Name

& office - Internet Explorer

Search:

Code Office

(o
=&

3. Use the “loupe” icon to enter information about the Rep

Enter information

Company Office Rep Name @
SR1 1 | 3

|5} Representants - Internet Explorer =
Search: Q,
Code

TUI GROUP | TUI Destination Services | Operational Excellence | Excursion & Sales | 201802 - last update 27/03/2018
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4. Use the “cross” icon to enter a new Rep

Enter information

Company Office Rep Name @
R1 1 1 ET-MANDICA IRINA +*

That way a new line appears.

Enter information

Company Office Rep Name

Enter information

Company Office Rep Name

GR1 1 204 JET-MANDICA IRINA et
GR1 1 66 KGS AIRPORT ONLY FOR CTL bt
GR1 1 159 LTUR-SCHURMANN HEID et
GR1 1 IL-" LTUR-LISETTE KLEIP bt

5. To remove a rep click the “minus” icon next to the rep.

TUI GROUP | TUI Destination Services | Operational Excellence | Excursion & Sales | 201802 - last update 27/03/2018



4) OSP overview

Once you are in OSP you will find the following menu on the top:

Main Menu

IS Rep. Info. Tickets Liguidations Reports  User

/

Here you can find the information about the rep you have selected (e.g. ticket book, hotels

assigned etc.) and make changes.

Rep. Info.
-

~

/

-

Here you can manage the sales (register sales, amend or void a ticket) and consult any ticket.

o

~

J

-

Here you can make, search and confirm liquidations as well as deposits for reps.

N Liauidations

~

J

-

You can find various reports to assist you with managing the sales and liquidations of your

team members.

~

-
/

User management, such as password change, add or delete team members..

E

J
~
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5) Rep. Info.

Find information about the rep you have selected, such as ticket books, brands and hotels assigned.
Please note that the brands and hotels assigned to the rep determine the brands and hotels that the
rep can register tickets for in OSP.

General info.
Brand Hotels

Actual information Actual information

6) Tickets

When to use OSP to register sales?

- OSP can be used to register sales when HHTs/IPads are not available. Please note that OSP
doesn’t have a payment gate so all payments have to be in cash.

What are the benefits of using OSP over manual blocks?

- OSP provides all the necessary information regarding the services (price, pickups, etc.).
- Tickets are instantly integrated into the operational system (Asterix).

How to register tickets in OSP?

1) Go into Tickets menu and click on “"New tickets excursions”.

2) Fill in all mandatory fields.

3) Just like with the IPAD APP (except the payment), OSP will generate the ticket number,
price, and pickup information.

4) Press Submit to confirm the sale.

5) Accept the confirmation message.

- Type: Excursion v

= Ticket number: 447

* Brand: TULKEXCURS - TUI UK [EXCURSIONS] 2
+ Accommodation: Al -
* Guest Name:

* Room number:

* Date of excursion:
* Group:

= Excursion:

+ Price type:
+ Adults number:

* Children number:
* Infants number:
+ Language: English ¥

= Total ticket price:

* Cash paid: Ee1zo - Card paic:
* Commission amount: 0.00%

* Holiday booking reference:  [z5e3sar]

* Pick up: - LOBBY HOTEL

= Comments:

TUI GROUP | TUI Destination Services | Operational Excellence | Excursion & Sales | 201802 - last update 27/03/2018
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New Ticket Block

- With the new ticket block you can register package excursion sales. These are those
excursions bundled together to be sold as a package. Please consult locally if your destination
offers package products and the process for credit card transactions.

How to register ticket blocks in OSP?

Go into Tickets menu and click on “New ticket blocks".

Fill in all mandatory fields.

Just like with the IPAD APP (except the payment), OSP will generate the ticket number,
price, and pickup information.

Press Submit to confirm the sale.

Accept the confirmation message.

Search, amend and/or cancel tickets

- OSP allows the user to search for issued or cancelled tickets.
- You can enter either the ticket number or the
- When you have found the ticket you can amend it and/or cancel it in OSP.

7) Liquidations

OSP is a great tool for you to check pre-liquidations or past liquidations for your reps.

What are the benefits of using OSP to pre-liquidate?

- Easy access to review all sales.
- Check if sales, amendments and cancellations are correctly registered in the system.

By going into the Liquidations’ menu:

1) The default filter will retrieve all tickets until today that need to be liquidated. If needed, select
a brand or date to filter.

TUI GROUP | TUI Destination Services | Operational Excellence | Excursion & Sales | 201802 - last update 27/03/2018
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2) Click Search to see pending tickets.

Liquidations: Pre Liquidation

3) Check if the tickets and deposits are correct.

4) Contact the Operations team for corrections related to tickets and/or Business Support for any
deposit related errors.

5) Use the Preview button to get a printable version.

6) Click on Details to receive a summary page and check that everything is correct

Confirm the list of sales

i |
1§ ¢k

1

{*) Prices in thesa columns sppear in ticket currency
* Block
DESC - Refund with drcount

| CASH (BGN)
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7) Click Confirm to finalize the Pre-Liquidation.

CASH (EUR) ©.C. (EUR)

Total: 3070 | | Totals
Liquidation: 53170 | | Liquidation:

Select deposits to liquidate or create new depasits

8) Now the pre-liquidation has been generated, and a liquidation number has been assigned. Click
on Preview for a printable version of the report.

Confirm the liquidation

teeeeeenssll
iiili!ﬁiilr
pereeptenelf




9) The option to add Deposits is available for all destinations except Spain.
In Spain, the system will generate an automatic deposit to match the liquidation.

p.

CASH (EUR)

Liquidation:

Dep. Ham.

Date:

C.C. (EUR)
Total

Liquidation:

Select deposits to liquidate or create new deposits

Amount

.

N

TOTAL (EUR)
Total:

Liquidation:

PayType Bank account

aoeiny

&

LIQUIDATION (EUR} Cash payment Card payment

0.00
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10) You may already see a list of deposits that the BS Cashier has added throughout the week.

Check these first!

/ | )

AV (T Rep

DESTINATION SERVICE Destination:

Module information Add deposit

Add new deposit

Search deposits

Message from webpage =)

e

Need more help?
moge hew: 0 Do you want to confirm the operation?
User guide [PDF]

® (=
>

Office

A

O
(=)
o

4

11) Make deposits to cover the amount of the liquidation (in all the countries except Spain).
12) Cash deposit: select office (payment was/will be made to the office’s cashbox) or bank and a
bank account (if you paid through the bank, but this option is only available for a limited number

of destinations.)

13) Card deposit: create one for each card payment or one for the total of all your transactions
(your BS cashier will advise, please confirm with the cashier). Not applicable in Spain.

14) Press Accept and then OK.
15) A deposit number will be generated.

TUI GROUP | TUI Destination Services | Operational Excellence | Excursion & Sales | 201802 - last update 27/03/2018
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Steps to cancel a deposit (Not available in Spain)

1) If a wrong deposit was confirmed, it can be deleted. Go to Search deposits, find it by
entering the deposit number and click Remove to delete it.

(@ i N £ N

. - =
AR Py ‘ A

DESTINTION SERVICES Destination: =

Liquidation
Liquidations
Search and confirm

Deposit

Add deposts * Depatipbis [
= DU oy O Bank depost
Meed more help? © Deposit create [& ] [Dec 2016 ]
User guide [PDF] * Amount: ]

* Currency: @E
Payment type: (]
Bank count: R[]
* Confirmed: (Al [~
E

2) Once the corresponding deposits have been created, go back to liquidation and click Confirm

if everything is correct. If it's not correct you can click Back instead. Check sales and deposits
again to see where the problem is. If you cannot find the problem, contact your BS cashier.

\

casH (BON) c.c. (8oN) ToTAL (BGN)
Total: 5800 | Totalk: 11600 | Total: 174,00

Liquidation: 58.00 | Liquidation: 11500 | Liquidation: 174.00

‘Select deposits to liquidate or create new deposits.

* There are no deposits for this liquidation

Rep Expenses Amount

TuIDEUTSCH: [o.00
TUUKEXCURS: [o.00

Total: 0.00

LIQUIDATION (BGN) Cash payment Card payment Total
38.00 11600 178,00
000 00 .00

000 .00 .00

174.00

You cannot liquidate, add new deposits with the following amount: 17300

1 /

3) Print the liquidation. Now the pre-liquidation has been generated, and a liquidation number
has been assigned. Click on Preview for a printable version of the report.

r—
e e 7]
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16) Search for and/or confirm liquidations for a rep

Search & Confirm

User TERMANAGER
Rep: J0AQUIM CEDERMARK, MARIA
oesTasTONSeRaces Destnation: 14557 0115

Home Rep. o, Tickets IESVERTSN Reports User

Module information

Uguidstion - Search & confirm

& Lquidation
 Lquidatons
e
liquidstions Enter liquidation information
# Depest
1 Search deposits.
e I |
Need more help? * Rep: [aze ] [508
2 User gide [PDF) g<Dete from) [16[] [en 2015 [7] B

+ Dateto: i) Genzoe V] B8
* Confirmed:

18) Now you can see all liquidations that have been done. Click on the liquidation number to see

details of the liquidation

Search & Confirm

Home Rep.Info.  Tickets [NVEWERTSEN Reports User
Moduie information
¥ Liquidation

Luianon Search & confirm




8) Reports
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1) New Liquidations Report: This report allows you to search and consult past liquidations

from all your team members as well as different destinations. The details of each liquidation
can be viewed by clicking on the corresponding liquidation number.

Liquidation details

Liquidation details

™

User:

Destination:

ik Reprame [

1868 AKER800H MKW

pReTE—— . I

2) New Sales report: This report provides information regarding the sales of excursions and

ancillaries. However it doesn’t show cancelled sales. It is an excellent tool to see trends, sales
numbers of each rep or compare figures to adjust processes and tactics to increase sales

numbers.

Summary sales

Enter Search Criteria

User: Sgnout
Rep:

V...

Summary sales.

a) Itis possible to choose one, multiple or all reps for the report
b) You can run the report by either the Service, Booking or Liquidation’s date
c) And choose how to sort the results (Hotel, Rep or Brand).
d) You can export the report in Excel to use the data to analyze it in more detail or as

PDF.

TUI GROUP | TUI Destination Services | Operational Excellence | Excursion & Sales | 201802 - last update 27/03/2018
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3) Summary excursions per guide: This report offers the possibility to see all sales for the rep
you have chosen. You can change the rep by clicking on the Change button on the top of the

page.

Summary excursions per guide Summary excursions per guide

TEAMMANAGER
AKERBOOM, NIKKI
MASPALOMAS

Reports 2 sion per guide o i
e Preview

 New liquidations report

Biiaiged S
M
- Date 5] oo [V G o
< Type:

- Beursion:  [ai

 Combined Transfer List
 Fight plan
 Combined A & Dep.
= Booking view

 User guide [POF]

4) Agent Summary Excursions: This report offers the possibility to see all sales (ability to select
excursions and ancillaries separately or together). The report can be sorted by excursion date or
date of booking for one, multiple or all reps within a certain time range.

Agent Summary Excursions

Home  Rep.Info. Tickets Liquidations TSRS User

Home  Repinfa  Tickets  Liquidations NIZREEN User Gl fevrte Agent Summary Excursions
N dtons port e
Sy
© Newsales rzport
- Smrany s

Search Criteria
1600118
310118

al
AKERBOOM, NIKKI

 Combined Excursion List
 Online Booking

1 Transfers.
1 Combined Transfer List
 Fightplan
= Combined Ar. &Dep.
= Booking view

Meed more help?
© User gude [PDF]
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5) Combined Excursion list: This report is designed to support last minute sales. Once the

operations team has finalized the planning of next day’s excursions, it will publish this report in
OSP, so you can easily see for a certain date and excursion, the seats available and the pickup
points where the bus will pass by to pick up guests.
Important note: the report is up to date until the operation agent publishes the report, which
means that any sales made after the upload of the report will not be considered. Please use the

report with caution.

User:

.
V... =

Destination:

Combined Excursion List

Combined Excursion List

EntormoPRE BHAUATLPRES

y

Actual information

SEVERAL LANGUAGES

MASPALOMAS

21-JAN-18 | Date:

»

31-Jan-18

ime: 15:01

Legend
[ Coach Capacity Plate _Driver Guide Avail Pax__ Toal Pax |
Time Pick up point Service Modaiity
Hotel Ticket number Meme lag Room  Brand  BrandRef. Rep BPax
= = AL & TOTAL 11|
caso HOLIDAY WORLD MAIN ENTRAHCE 4Xs SAFARI & CAMEL ‘SAFAR & CAMEL GER
RIU Gran Canara T_2058009122 AE 13 TUDEUTSCH BAHRO. MICHAEL-
J0ACHIM
= 55 AVAL 53 TOTAL2
caso RIUVISTAMAR 4Xs SAFARI & CAMEL ‘SAFARI & CAMEL BIG
RIU Vistamar T_z10s00em2 Thomsen  DEM 056 FRITIDSRES SENNERELADH
RASHIUS ERIC NILS
55 AVAL 53 TOTAL2
DIRECT HOTEL

DORADO FISHING

DORADO FISHING /

6) Online booking: This is a report that provides information about excursion bookings which were
made through the www.gotui.com website. It includes all details about the excursion as well as

pickup time and location.

User
Rep:

Online Booking Info

Enter Search Criteria

+ Destination:
* Reference

- Type:
« Date:

0 Deselecteds

* View !/ Print:

Destination:

O Bportto cel ® Saeen

AAFY

Booking ist

TUI GROUP | TUI Destination Services | Operational Excellence | Excursion & Sales | 201802 - last update 27/03/2018
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To see more details about a specific booking you can click on the booking number.

Booking view
Open PDF file
Actual information
@ an ©  Openal
Customer name: GERHARD LUDWIG Booking Date 22/01/2018 19:12
Destination LeA Booking Ref. 35652043
Accommodation Tabaibe Princess Booking Status Booked
Brand RTUIDESIOX Arival Date 02/02/2018
Hum. Pax 2 Departure Date 02/02/2018
®  Other Service Segment
Service Mogan by boat Servicetype  Excursion
Modality Guided in German Servicedate  02/02/2018
Hotel Tabaiba Princess B languaje  ALE
Pickuppoint  MASPALOMAS PRINCESS MAIN GATE Pickuptime 0875
Description 20180202-20180202 [X] LPAG Hum. Pax 2
8 Customer details
Pax Hame Ludwig, Gerhard Type adult
Pax Hame Ludwig, Kerstin Type adult

Transfer reports

1) Combined Transfer list: This is an arrival/departure report for Service Teams and shows

detailed information for each PLANNED transfer service, including detailed passenger info,
vehicle type and number as well as available seats per vehicle. The departure report is sent
to hotels to inform the guests about their pickup times.

= Terminal:

+ Grovping areas:

* Destination:

* Report type: ® Summarized ) Detailed

- Transfers Type: ® Armrivals O Departures

- Date: ® Transfer Date © Fight Date
= Flight time: Fom[ Jto[ ]

= Flight:

= Area:
»
«
.| -
0 Deselecteds 0 Selected
i [E——
=] » [Nt aveilsble 73
»
«
-| "

0 Deselecteds.

0 Selected

Legend

et Tramster Plan —Fhight fime Date 1
Supplicr Sigu - Velidle Sevicetpe  RateGpe  Sttement  TotalPaxes Total Available
Area ‘Pax HotelPick up point Client Flight BPax

Shared way S006-P/129984 TOTAL:6  AVAIL:)
TUIDLUTSCHL  13.45-DUS-ADT416-3 200
TUIDEUTSCH  13.45-DUS-ABT416-3 o
TRANSFER HOLBOX 48— Shared 4 Shared  oneway y S006-P/129982 TOTAL:3  AVAIL:
s 3 Villas Paaiso el Mar 1o TUIDLUTSCH  13:45-VIE-AB7416-5 si00
AVENTOUR INTL 51-CRAFTER13 Shared  oneway y S006P/129985 TOTAL:9 AVAIL:4
ol ZoneConcun 2 R Canenn TUIDEUTSCH  13:4S-DUS-ABT416-3 200
7 R Carbe TUIDEUTSCH  13:45-DUS-ABT416-3 o0

AVENTOUR INTI
ZoaoConcun 11 Four Poats by Shiaton

S006-2/129971 TOTAL:11 AVAIL2
THOMSONAIR 13S0BEXTOMSH2 1100

044~ CRAFIER 13 Private one way
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2) Flight plan: This report can help to calculate the airport staff needed and displays a detailed
or summarized flight plan view.

Flight Plan Report

(Cancun, Cancun Int. Airport \29/06/17

Enter Search Criteria 04:07 LET AM 0583 3
3 12FLY
: “““:’;: 13:20 LGW TOM092 343

11 THOMSONAIR
332 TUUKTRANSF
14:10 AMS ORA337 122
2 KRAS
108 TUINL
12 TUINLARKEF
14:10 NCL TOMS524 295
11  THOMSONAIR
284 TUUKTRANSF

fors Type:
D

+ Group / Source Mariket:
+ Branc:

 Sedh, S

+ Transfers Senvice: [

* View  Prnt:

16:40 FRA AC 1882 2
2 12FLY
16:40 FRA DE 2114 20

4 12FLY

16  TUIDEUTSCH

16:40 HEL DE 2114 2

3) Combined Arr. & Dep.: This report contains information regarding all guest transfers, both
allocated and non-allocated to a vehicle and provides an overview of flights. It does not show
any detailed information about transfer vehicles.

P Sk

+ Area

Sk A

Legend
[Date Type
Hotel
Flight Time Client Service type N° Pax
[29/06/17 Departure
Dorado Royale & Seccién Sensimar
18:35-FRA-DE 2115 15:15 TUIDEUTSCH Shared 20000
Grand Riviera Princess
18:35-OSL-DE 2115 14:50 FRITIDSTR Shared 4/0/0
Private 2/0/0
Luxury Bahia Principe Akumal
18:35-FRA-DE 2115 14:20 TUIDEUTSCH Shared 2/0/0
RIU Cancun
18:35-FRA-DE 2115 15:00 TUIDEUTSCH Shared 2000
RIU Caribe
18:35-FRA-DE 2115 15:15 TUIDEUTSCH Shared 4/0/0
RIU Las Americas
18:35FRA-DE 2115 15:05 TUIDEUTSCH Shared 2/0/0
RIU Mexico (DUPLICATED)
18:35 HEL DE 2115 14:35 FRITIDSTR Shared 30000
TUIDEUTSCH Shared 8/0/0

4) Booking view: This is a report that provides transfer booking information for all source
markets in Asterix destinations, with guest details. This tool can help you to answer any guest
queries related to their bookings. Many filters are available to help locate the guest's booking;
via booking reference code, lead guest's name, etc.

Enter Search Criteria

+ Company

= Brand:

= Booking reference: | ]|

= Date: Arrival date ¥ Depart:

From |z

- Destination:

* Hotel: T

0 Deselecteds

« Customer name:
« Arrival fight:
« Departure fiight:

| Airport:

| Airport: |
= Booking status: 1

p

Booking list

Actual information (3 bookings;

Dot BokiaBl Band

TUI GROUP | TUI Destination Services | Operational Excellence | Excursion & Sales | 201802 - last update 27/03/2018




