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HOTEL2SEJOUR USER MANUAL

This user guide contains information about what the Hotel2Sejour system is and how it can be
used actively.

What is Hotel2Sejour and What is It Used For?

* Hotel2Sejour has been developed by San Tourism Software Group (San TSG) and is used in
more than 70 countries worldwide.

* Hotel2Sejour is a comprehensive platform that acts as a bridge between DMCs (Destination
Management Companies) and accommodation providers, digitalizing reservation processes end-
to-end.

* The platform significantly simplifies operational processes by enabling reservations created by
DMC:s to be transmitted to hotels quickly, accurately, and securely. At the same time, it allows
hotels to manage their reservations through a centralized and efficient system.

* Hotel2Sejour eliminates manual processes by providing direct integration with agencies, reduces
the margin of error, and offers transparency and efficiency in reservation processes. In this way,
while saving time and costs for all stakeholders, accommodation sales and operational management
are transformed into a modern, sustainable, and digital structure.

Key Features

Reservation Monitor: This is the screen where hotels view incoming reservations; reservations are
displayed in real time on this screen and can be marked as confirmed or not confirmed.

Offer Pool: It optimizes the sale of vacant rooms by providing quick and competitive price offers
in response to requests from agencies.

Check-in List: It provides access to the daily list of guests checking into the hotel, allowing
operational preparations to be carried out more efficiently.

Stop/Free Sale Management: It provides the ability to define periods for pausing sales or
opening sales for promotional purposes.

SPO (Special Offers) Management: It aims to increase sales by providing agencies with up-to-
date pricing and promotional information during special periods.

Definitions: It allows for the definition and management of basic information such as users,
agencies, rooms, and boarding types.
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Help and Support: Provides users with guides and a frequently asked questions (FAQ) section to
assist with system usage.

Parameters: The section where email notifications and other settings related to system operations
are managed.

Agency Connections: Provides access to contact information for agencies the hotel works with or
wishes to work with, and allows for establishing new connections.

Front Office Integration: Hotel2Sejour integrates with the hotel’s front office systems, ensuring
that reservations are automatically recorded in the system.

Fact Sheet Management: Enables the hotel to share up-to-date information and images through
the system, ensuring that agencies and guests have access to accurate information.
How to Log In to Hotel2Sejour?
To log in to the Hotel2Sejour (H2S) system, follow the steps below:
1. Open your internet browser and go to:

https://members.prod.hotel2sejour.com/login
2. Enter your username and password to access the system.

To log in, you must have an active user account. If you do not have a user account, please contact
the Hotel2Sejour support team at support@hotel2sejour.com to request your user credentials.

Creating a Password on First Login

Upon first login, it is mandatory to change the temporary password generated by the system for
security reasons. The new password must:

« Be at least 6 characters long
« Contain both letters and numbers

Forgotten Password and Reset

If you forget your password or username, you can use the “Forgot Password” option on the login
screen.

The reset process can be completed using your email address or username. Follow the instructions
sent by the system to create a new password.


https://members.prod.hotel2sejour.com/login

Hotequejour

Language Selection

On the login screen, there are two language options: Turkish and English. You can select your
preferred language before logging in.

Security Warning

For security reasons, if the password is entered incorrectly 5 times, the user account will be
temporarily locked. To reactivate the account, you must contact the support team.

Hotel2Sejour Email: support@hotel2sejour.com

Ho’rel@Sejour

Access the Hotel2Sejour panel, using your email and passcode.

I * User Name I

Merve Asal

I * Password I

BEEEEBEE @

| * EngliShI IForgot Passcode?l

Remember Me
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Home Page and Key Features

After logging into the system, you will see the home page as shown in the screenshot below. This
page includes the following tabs for hotel management and reservation operations:

Detailed information about these tabs is provided in the following sections.

< Reservation Monitor: The area where all reservations are managed.

<& Check-in List: The list of guests checking in daily.

<& Offers: The area for creating offers in response to requests from agencies.
<& Stop Sale / Free Sale: Manages Stop Sale and Free Sale operations.

<& SPO (Special Offers): Creation of special discounts and campaigns.

<& Definitions: General hotel settings and user management.

<& Help: Support documents and frequently asked questions (FAQ) section.
<& Parameters: Management of email notifications and system settings.

<& Agencies: The area to manage agencies connected to the hotel.

< Payment: The area for managing usage periods and payment transactions.

The visual of the home page is shown below:

Hotel @ Sejour Dashboard  Res Monitor  Amivallist  Offers  Siopffree s  SPO\  Definitions  Helpw  Parameters  Agencie i, Pt P o

Last 15 Days Report Help File
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Reservation Trend
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Reporting and Reservation Trends

lull 15-Day Reports:

e You can view 15-day performance reports for your property or all your hotels.

Hotel@Ssejour Dashboard  Res.Monitor  Amivallist  Offers  Stop/free~  SPO~  Definions v Help~  Parameters  Agencies  Others~  Payment

Last 15 Days Report

Help File
H2s Test Hotel » )

[l Reservation Trends:

e Reservations, modifications, and cancellations over a 15-day period can be listed in detail.
e Reports can be tracked using filters such as NEW, MODIFIED, CANCELLED.

Reservation Trend

Last 15 days reservation trend chart
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Hotel2Sejour Features and Usage

This section contains the basic features and usage details of Hotel2Sejour. It is organized to explain
the operations performed on the system step by step.

1.Reservation Monitor

¢ The Reservation Monitor is the area where you can manage the reservations coming to your
hotel.

Additionally, you can customize the Reservation Monitor according to your preferences using the
“Organize Columns” option located at the top right corner, as shown in the screenshot below.
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1.1 Filtering and Viewing Reservations

1. Go to the Reservation Monitor tab.
2. Use the filter area to select the desired information and perform a search.

a. Pending reservations
b. Confirmed reservations
c. Rejected reservations

To view reservation details, right-click on the reservation and select the relevant actions.

Ho'el%sqour Angsayfa  RezevasyonMonitorii  Girislistesi  Teklifler  Stop/free~  SPO~  Tanmlamalar~  Yardm s Parametreler  Acenteler  Diger~  Odeme @ °

Arama Filtresi

*Otel Satig Baglangig Satig Bitig Yetikin Sayisi (Bas.-
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Bit)
H25_LIVE2 X
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Bit)
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Tarihi Tarihi Bitig (Bag.-Bit) Durumu

Wait %
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Goster

Rezervasyon TurG Rezenvasyon Durumu

New % Changed X+ 1.. Ok % OnRequest

1.2. Reservation Confirmation and Cancellation Procedures

e To confirm or reject a pending reservation, right-click on the reservation and select the desired
action.

e Alternatively, you can use the “Confirm”, “Not Confirm”, or “Detail” buttons.

e To obtain a PDF copy or print the reservation list, click the PDF or Print buttons.
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1.3. Tracking Reservation History

e To view reservation changes, click the “History” button.

® You can check when the reservation was modified and by whom.
1.4. Performing Bulk Actions

e By selecting multiple reservations, you can perform bulk actions such as confirming, rejecting,
generating PDF outputs, printing, and sending emails.

o (To ensure the system operates more efficiently, bulk actions are limited to a maximum of 10
selections at a time.

® Please perform your bulk actions in groups of 10 reservations at a time.

2. Check-in List

¢ The Check-in List is the section where you can view the list of guests checking into the hotel.
2.1. Creating a Check-in List

Select the date range.

Specify the confirmation status (e.g., Confirmed, Pending, etc.).

Click the “Search” button to generate the list.
You can download the check-in list as Excel or PDF, or print it.

el NS S

Dashboard Res. Monitor Arrival List Offers Stop/Free SPO Definitions ~/ Help v Parameters Agencies Others v

o
Hotel '@ Sejour

Payment

Hotel Hotel Confirm Status Agencies Date Filter By Date Range

‘ H2S LIVE H2S_LIVE2

H2S_V2_PROD +3 .
H2s Test Hotel

< Search

Terms & Conditions Privacy PoinY




Ho’relﬁSejour

3. Offers

¢ The Offer Management section helps you create reservation opportunities in response to agency
requests for a specific hotel.

3.1. Creating an Offer

1. View requests from agencies on the Offer Pool screen.

2. Create a price offer based on the hotel’s availability.
3. Set the option period and send the offer.
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4. Stop/Free Sale Management

{ Stop Sale & Free Sale is a feature used to close hotel sales or offer promotions for specific
dates.

4.1. How to Perform a Stop Sale?

Before entering stop sale or free sale, it is necessary to complete the definitions in the Settings
section, including other agencies, market definitions, agency markets, and room definitions.

Go to the “Stop/Free Sale” tab.

Click the “Create New Stop Sale” button.

Select the hotel and agencies.

Set the stop sale date range and save.

After confirming the action, an email notification is sent to the agencies.
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4.2. Tracking and Cancelling Stop Sale

® You can track the sending and reading status of Stop Sale actions.
e To cancel a Stop Sale, click the “Cancel” button on the relevant record.

4.3. Free Sale Operation
e The Free Sale function allows you to reopen rooms that were previously closed for sale on

specific dates.
® You can complete the process by clicking the “New Free Sale” button.
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5. SPO (Special Offers) Management

¢ SPO (Special Pricing) helps you provide agencies with special price offers for specific dates.

5.1. Creating a New Action

1. Go to the “SPO” tab.

2. Click the “Create New Action” button.

3. Select the agencies and markets.

4. Enter the details of the special pricing.

5. Complete the process by saving and sending the offer.
Hotelfsejour Dashboard  Res Monor  Ariallist  Offers  StopiFree s Defivions v Help  Parameters  Agencies  Omhers s Paymem EN:]
Action

(o ] o3 3
#

5.2. Tracking Sent Actions

® You can track sent actions from the report screen.
e To cancel an action, use the “Cancel Action” button.
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6. Definitions

¢ Definitions allow you to manage your hotel’s settings within the system.

6.1. Room Definitions

You can add new room types and assign accommodation capacities to these rooms.

6.2. Boarding Definitions

You can add accommaodation types such as half board, all-inclusive, etc.

6.3. Agency and Market Definitions

Agencies not available in the Sejour system can be manually added.
You can define which markets you will work with for each agency.

6.4. User Definitions

You can add new users and assign permissions.
Unused users can be set to inactive.

20
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7. Help and Support

¢ The Help tab provides access to frequently asked questions and user guides.

e Reservation Monitor User Guide

e Stop/Free Sale Management Guide

e Frequently Asked Questions (FAQ)

e Contact Support Team: support@hotel2sejour.com

0
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8. Parameters and Notifications

¢ The Parameters tab allows you to manage email notifications and automation settings within the
system.

You can customize this section according to your own workflow and internal processes.

HoteiSejour Dasboard  Res.Monior  Amhallist  Offrs  SwpfFree~  SPOw  Defnons  Hepv | Pammewrs | Agencies  Otersw  Paymem 0
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9. Connecting with Agencies

¢ The Agencies tab lists all agencies that are users of Hotel2Sejour.

9.1. Accessing Agency Information

You can view the contact information of the relevant agency.

9.2. Establishing a New Connection

 To connect with an agency, click on the CONTACT section.

« By filling in the required fields, a contract request can be sent to the agency.

Agencies

— Fr—

0
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10. Payment and Subscription Period

The Payment tab allows you to track your system usage period and payment status.

Payment Alerts

A payment reminder notification will appear on the home page 10 days before your subscription
expires.

* Once the payment period has expired, reservation entries may be temporarily suspended.
* To avoid service interruptions, it is recommended to make your payments on time.

@} Sample Alert Message: "You have 10 days remaining before your access expires."

Hotel @ Sejour Dashboard = Res.Monitor  Amivallist  Offers  Stop/free  SPOv  Definiions  Helpv  Parameters  Agencles  Others v  Payment A o

The following hotels has upcoming payments.

1 PROJE TEST-H2S : 6 Day(s]

10.2. Payment Methods
* You can make your payments via credit/debit card through the Payment tab on the home page.
» When paying by card, all requested information on the screen must be filled out completely.

* Alternatively, you can also make payments via bank transfer through our support team.

55 For payment-related support: support@hotel2sejour.com

woreilseious Detiord Py rellin Ofirs v 0. Defviorsw ey P g | HI 2 0

Payment

Business Information Payment Details

Quantity

Next Payment Period : -

Support

Credit Card Information
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11. Personalization Area

e There are two options: Dark Mode and Light Mode.
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s This guide, covering all features of Hotel2Sejour, has been prepared to make your hotel
management processes more efficient.

Kind regards,

Hotel2Sejour Training
&Support



