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Preface

This document has been created to provide guidelines to Mailing Module of BellaVita. There are
several Mailing Functions that are described and explained here for usage.

Audience

This guide is intended for users, system administrators, and support familiar with BellaVita.

Customer Support

To contact Oracle Customer Support, access My Oracle Support at the following URL:
https:/ /support.oracle.com

When contacting Customer Support, please provide the following:

* Product version and program/module name

* Functional and technical description of the problem (include business impact)

*  Detailed step-by-step instructions to re-create

= Exact error message received

= Screen shots of each step you take

Documentation

Oracle Hospitality product documentation is available on the Oracle Help Center at
http:/ /docs.oracle.com/en/industries/hospitality /

Revision History

Date Description of Change

June 18, 2013 e Initial publication.
Document Version Number: 1.0

Preface


https://support.oracle.com/
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1 Description

There is a function in BellaVita to create a customised mailing list, which can then be used further in

mailing actions. The export includes all relevant information, and the already filled index cards of

spa guests. The export takes place as a CSV file.

No Mailing Option
Since it is known that some guests prefer no advertising, there is a flag on the guest profile/person
tab/miscellaneous section = "No mailing" to make sure that the guest who decide not to take part in

mailings, are given the option. When you generate the mailing list only those guests are shown

where this flag is not provided with a tick.

Alma Kern

e = t +

Person

Rerminder: Title is not set yet

Guest

Address

» Photo Street, |Graﬂ ‘ia 221, |
Type [person o o] ~| pc [es wl[osos | ciyi [Barceions | ¢ &
Title ‘ - Region | ~| Province: -
Firstname  |Alma |

¥ Company & Travel Agent
Last name \Kern | P

G Address o>
Flace of birth \Eudapest | (0 257 62 2S5 | ‘ &
Birthday |04.04.1092 [=)| Gender  [female v Travel Agent < | ‘ 5
Mationality \ v| Language \ v| Contact
Gussthb |4 | FD ‘ ‘ Telephone: [s654858 | Tekefa [ ]
siTipe WP | Moble  [S4g7E87889 |
Tige ! = v| E-Mail |akem@micras.com =
» ¥ Presence

Source = BelaVita
> MEteTE Arrival | |E] peparture | =l

Room | | Res.id [0 |

¥ Miscellaneous

[ overbookable [ Mo Maling

[[] crganizer

‘ iy Guest is not on black list

E

This box is ticked by default due to legal requirements.

If any are not ticked, you can navigate to the module import/ export, and select the menu mailing

list.

Description



Mailing List Function

After calling the mailing list function, the following window opens. Now we can narrow down from
a total of 5 filters templates to the desired group of guests. Below you will see the different filter
templates and their filtering capabilities including a description.

Description



Mailing Template No. 1

Filter option on birthdays (eg all from February 1 to December 1), volumes (born 1973-1980), Guest
type (external, VIP, hotel guest), sex (male or female) and Nationality . Additionally, you can add
members from contracts if the filter type of the host excludes them. This filter is suitable for birthday

mailings.

Create mailing list
Create mailing list using a filter.

Description



Mailing Template No. 2

Filter option on host type (external, VIP, hotel guest), the total revenue of an amount X to Y, sales on
items (spa products such as cream, accessories, etc.) of conversion X to Y, sales to offers (the
applications) from X to Y and additional revenue secured, if the total net filter only refers to the
highest sales and applying the rule or at the end you choose the corresponding period in a date
format to. This filter is used when you want to filter by sales volume per guest.

| Mailing generator

= Create mailing list
I Create mailing list using a filter,

1 |Filter per turnover v|

I Guest type | v|

i Total turnover

| Turnover articles

1| Turnover Treatments

[] Turnover filter {Total, Articles, Offers) no combination (OR )

(7 Date[21.05.2013 |[E| | Today| <= = @ |0101.2003-31.122013 |5

|§_§ Generate | | X Close |

Description



Mailing Template No. 3

Filter option on host type (external, VIP, hotel guest), on packages (applications) and on packages.
Additionally, you can here right after a certain range, filter a specific package or both. In the end, we
can specify how much from used applications or packages will be filtered. At the end you choose
the corresponding period in a date format to. This filter is used when you want to take action
mailings, eg. to guests who use certain applications, also to bring others close once to place a
marketing campaign to certain new products, which have been included in the portfolio and are
similar to those of other offers.

Mailing generator x|

Create mailing list
Create maling list using a filker,

Filter criteria of past bookings v|
Guest type '|
1| offers 1| Packages
Tl Beauty Offers I Eeauty Packages
Bl Massage Offers B Solarium Package

B Other Spa Offers

1 || A+ add Offers al I " I+ #dd Packages all

® || ¢ Delete 4l x " #t Delete all

A1 Quantity of bookings

Armount from |:| To |:| [ leave empty = gquantity regardless ]
@ Date|21.05.2013 |l Today| ¢ & O [0105.2013-31.05.2013 [MH|

H_gGenerateI | K Close |

Description 9
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Mailing Template No. 4

Filter option on guest type (external, VIP hotel guest), on articles(spa products such as cream, etc.) .
This filter is used when you want to take action mailings, for instance to guests who frequently buy
certain products, also to bring others close once to place a marketing campaign to certain new
products, which have been included in the portfolio and are similar to those of other spa products.

Mailing generator x|

Create mailing list
Create mailing list using a filtker,

Filter criteria for products bought by the guest v]
GLest type v]
4| &rticles

(] Test article
Bl Beauty Salan
Wl Fitness Products

M || L add article al

% || ¢ Delete al

] Guantity of articles

Arnount fram |:| To |:| [ leave empty = gquantity regardless ]
@ Date(21.05.2013 |l Today| < = O |01.05.2013- 31.05.2013 |!|

@ Generate | | A Cose I

Description



Mailing Template No. 5

No filter, it exports all guests, who are without the flag specified above.

Create mailing list
Create mailing list using a filtter.

odter Aoty 0000000000000

After all the filters, the following window in which you can determine the location where the file is
stored, or whether they want to print the list opens. This file can then be further processed by a
mailing program.

Description 11






Exporting guest list from BellaVita to
Excel

N

e Click on Import/ Export

*  Choose Mailing List

e Choose the desired filter criteria

e Generate the file

e Click on CSV File and Save it

* BellaVita can be closed or "folded"

TR =i l-d I
Ho Et vew wh dmiisiato
d [ & 8| A= ¥ u L | Craste mallng Bt Propagate prce changas 1o backings: New Offer(22)
j=— Crisate friing Bt e a Mt
e E—w s
P cm 3
| Bchedh Artiche Griougp e R S — A
| e J
Y ik | 3.0 tem )|
T s
rot stk |
B 0.0 ftem @|
e saticho gt 16,0 e |
mot in stock
T kel Export Soumal ot in stock
L Eeport Stock Mavements ot n stock |
I | Mang Lt
[ ——=enonen—] . % con
— ] P 5 e e e
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Open blank Excel spreadsheet

e DATA

e GET EXTERNAL DATA IMPORT
e From Text

e Call Stored file and IMPORT

mi "H9-E-=
Home  Insert  Pagelayout  Formulas | Data

Bookl - Microsoft Excel

Review  View
[ From Access Ty Iy |@ (B3] connections 1 ? & Clear qu =4 Data Validation = ¢LE ﬁ%
ol | 5 From web = =1 : [ Properti & Reapply S| ~ & Consolidate !
From Other | Existing | Refresh Z] sot | Filter o Textto Remove _ Group Ungroup Subtotal ¥
[PjFromText  Sources~  Connections | an- =2 EditLinks i Advanced | Columns Duplicates L= What-If Analysis = - -
— Get External Data Connections Sort & Filter Data Tools Qutline ) -
N4 A1 - £ | v
A B P e
. [&] Impeort Text File [T= =
o~ -
2 () ~[E » Libraries » Documents » ~ [ 43| [ Search Documents 2]
3
a Organize = New folder - 0l @
5 i - b
= [&] MicrosoftExcel  —  Documents library Arrange by:  Folder =
= Includes: 2 locations
8 ravontes Name Date modified Type Size
9 B Desktop
0 B Downlosds L My Data Sources 5/23/201310:21 AM  File folder
" %E Recent Places | | || OneNote Notebooks 4/15/2013 5:51 PM  File folder
= - |\ Outlook Files 5/14/20139:10 AM  File folder
= =5 Libraries (] Mailing_201305231006 5/23/2013 10:06 AWM Microsoft Excel C... 2KB
14 | Documents
15 &' Music
16 (=] Pictures
17 =] Subversion
18 B videos
19 o
21N 7
4 4 » v| Sheetl Sheet2 File name: Mailing 201305231006 v [TedFiles -]
Ready
‘ i Cancel | [
l Guide for

Text Import Wizard Step 1 of 3

e Tick DELIMITED
® Choose Windows (ANSI)
e Click NEXT

H ST
Home Insert

Bookl - Microsoft Excel

Page Layout Formulas Data Review View o @ = @ =
3 & Cle === =4 - LAN @ar o =
(fi] From Access Iy Iy I@ |5] connections T K Clear == E*g |4 pata valigation Iﬂ ]d E
(3 From Web Cle ST U= s properti G Reapply = = B consolidate L B =
From Other Existing Refresh . %) sort Filter o Textto Remove . Group Ungroup Subtatal
13 From Text: Sources~  Connections | All» &2 Edit Links .7 Advanced | Columns Duplicates 52 What-If Analysis ~ - -
Get External Data Connections Sort & Filter Data Tools Outline El
- [ hd
Al Text Import Wizard - Step 1 of 3 [2] = ]
A B (3 M N o P =
0 The Text Wizard has determined that your data is Delimited. =
= If this is correct, choose Next, or choose the data type that best describes your data.
2 Original data type
a Choose the file type that best describes your data:
S Delimited - Characters such as commas or tabs separate each fisld.
5 Fixed width - Fields are aligned in columns with spaces between each figld.
; ) z =l
Startimportatrow: |1 < File origin: Windows (ANSI
s po e orig (AnsT)
=
10
11 Preview of file C:\Users\micros\Documents\Mailing_20 1305231008, csv.
12 1 [FTRSTNAME ; LASTHNAME ; BIRTHDAY ; TITLE; STREET; ZIP; CITY; TELEFAX; TELEPHONE; EMAT] -
13 = 13 Banyzto ubca;1103;Budapes 0758561327 bszecsenyi@m{ |
14 3 First Awe. 13;US1252Z;New York;;32132123;jbravo@micros.co:
4 ;Franklinstrasse 14;10587;Berli: +43 30 33047&ll;tfahne)
15 < ivana@garcia.comiii| -
16 “ " *
17
s i
19
e Tal Tl
4 4 ¢ M| Sheetl Sheet2 ~Sheet3 ~¥J [DENR [} | » 1]
Ready | - (+)

(== = |

Exporting guest list from BellaVita to Excel



Texi Import Wizard Step 2 of 3

e Delimiters must be: Semicolon and Comma

e  Text qualifier: "

e NEXT
- ‘ |
= Al c Bookl - Microsoft Excel ==l Zi__l
Home Insert Fage Layout Farmulas Data Review View @ 9 SN
[{d] From Access 5= B @ I‘@ Connections al & Clear E‘E =] Data Validation - ¢|ﬂr Gmr L_g ¥z
g From Web S S = (= Properties -':; Reappl E!- i Consolidate U L E ==
p From Other Existing Refresh il Sort Filter T Textto  Remove = Group Ungroup Subtotal
52 From Text sources*  Connections All= =2 Edit Links . Advanced | Columns Duplicates = What-If Analysis ~ - k3
Get External Data Connections Sort & Filter Data Tools Qutline [F}
v
Al e Text Import Wizard - Step 2 of 3 (2] = |
A B C M N o] [
1 | | This screen lets you set the delimiters your data contains. You can see how your textis affected in the preview i
below.
2
Delimiters
3
[1zb
a Semicolon [ Treat consecutive delimiters as one
5
Comma
6 @e Text gualifier: |*
["] space
7 [ other:
8
9 =
10 Data preview T
11
12
IASTNAME [LASTNAME PBIRTHDAY ITLE FTREET Ip FITY ok
13 lanka BellaVita 3 Banyato utca 103 pudapest | [ ]
14 ohhny Bravo irst Ave. 13 512522 New York
obias Fahnert ranklinstrasse 14 [L0SE7 Ferlin
15 arcia Hvana 4.05.1355 ehervari str 77. Fopron -
16 | 1 »
17
18 Cancel ] [ < Back ] [ Mext > J [ Einish l L
19
210 1l
W 4 » M| sheetl Sheet? ~Sheets ¥J 4] [Tl | |
Ready | |[EmmE 100% &) om

Text Import Wizard Step 3 of 3

e Tick General
. FINISH

e  Existing Worksheet : =$A$1

e  Complete with OK

Exporting guest list from BellaVita to Excel
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EH 9 e~ - T " Bookl - Microsoft Excel . . = |E@E |
Home Insert Page Layout Formulas Data Review View @
[@IFrom Access =y =Dy ‘ @ (] connections T K Clear =4 pata validation ~ 5" GJZII—
53 From Web Sl Ei ‘ [ Prog s To Reapply E=E] [ Consolidate = = =
: From Other  Existing Refresh Filter Textto  Remove Group Ungroup Subtotal
() From Text Sources- | Conmedtions | All- &2 Edit Links ¥ ndvanced | columns Duplicates L5 What If Analysis ~ = -
Get External Data Connections Sort & Filter Data Tools Outline ]
Al il Text Import Wizard - Step 3 of 3 (2] = ] e
A B c M N (2] P b
T This screen lets you select each column and set the Data Format. =
= Column data format
General
3 ‘General converts numeric values to numbers, date values to dates, and all
a Text remaining values to text.
5 ose: [vor
6 ) Do not import column (skip)
7
8
9 L
10 Data preview 3
11
= neral nerclenera) peral Feperz)
BIRTHDRY [fITLE ETREET gIp FITY e
13 h3 Banyato utea hioz Pudapest | ||
14 First Ave. 13 psizszz ew York
franklinstrasse 14 L0587 Perlin
15 4_05.1855 Fehervari str 77._ Bopron -
16 (3
17
18 Cancel | [ <gack | | | [_gnsh | L]
19
-
4 4 » M| sheetl Sheet? ~Sheet3 . #1 [« 1l | » 1
Ready | Bl 200% (= LF——(+)
i| o e Bookl - Microsoft Excel R T I
Home Insert Page Layout Farmulas Data Review  View
- |5l Connections 8l = ot HE |
- . ] % HEE -
| - b L Reapply
Existir Refresh z] Filter . Textto Remove Group Ungroup Subtotal
Conne H All =3 Edit Links : W Advanced | Calumns Duplicates
Connections Sort & Filter Data Tools Outline
Al # | I
] A B C D E F G H 1 1 K i M N o P i
il []
S 4
=
4
5
7 Import Data [ = = |
| Where do you want to put the data?
& @) Exdsting worksheet:
9| |=gas1
10 ) New worksheet
11
S [Properties... | [ ok ] [ caneel |
Sl
.14.
16
17
,13 Ll
19
ol " il
4 4 » M| Sheetl ~Sheet2 . Sheet3 . ¥J - [l [m | (an|
Ready | ‘ R R 100%

Now you have got all the imported data in the Excel sheet so you can start creating the mail merge!

Kl = o= — Bookl' Microsoft Excel =
Heme  Insed  Pagelmpout  Fowmili | Dafa | Brvew  Veew @ o=
l conmections far= 3 (. K % 3
Al @ 2 ;’N"vv,,,, oA ¢ \ =4 L '.'!'-Z
¢ b gL S Fmn g e Remr solidate. Whatdt
Columes Aty
Get Extermal Data Sant & Fimer .

at - & -
Tl B © D £ F 6 H 1 ] 1 LM ]| N 0 " a B |8 T U
1 FIRSTNAME LASTNAME BIRTHOAY TITLE STREET e ary TELEFAX TELEPHOME  EMAIL MOBILE SEX  GTYPE FOREMSMID SAL_DE SAL_EN SAL FR SAL L SALIT COUNTRY  NATIONAT
2 Blanka Bellavita 13 Banyato utca 1103 Budapest TEES6132 bsrecienyi@mitros.com HU
3 Johhry  Bravo First Ave. 13 US1I523 New York 32132123 |bravo@mitros.com male United States
4 Tobias Fahnert Franklinstrasse 14 10587 Berbin #4930 30047611 tahnert@micros.com male Germary
5 Garcia heana 04.05.1955 Fehervari str 77 Sopron fvana@garcia.com Vi AT
& Anna Karen Kassuth square 2 Veszprem anna@karen,com
7 ama Kern 04.04. 1988 B 1134 Budapest o
& |Corinna  Kowvacs Rotond str 5. Rudapest corinna@hatmail.com
4 Green Krisztina  32.06.1982 Park streat 546 Ruenos Alres AR AR
10| Srmith Lodly Bartok street 56 galatonfured smith@lally.com
11 Color Magdolng kozvagohid stras. Budapest color@magdelna,com
12 wil Peter Koy street 22 Cambrige peterwill@gmail.com
13 Blankaass  Szecsenyiii e 123 Lkjiajl vie 182263 BE
14 Beata Young 05.10.1989 Bluse line 254 1015 Wien beata@hatmail.com AT AT
15
15

a7

16
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3 Create a mail merge in Word
Simple Letter

¢ Select the desired letter in Microsoft Word,
¢ Click on Start Mail Merge and choose letter
e Fillin the necessary information which must appear on the letter (Spa info only)
e Guest name and address must be chosen on bye one from Insert Merge Field such as:
«FIRSTNAME»«LASTNAME»

«STREET»
«CITY»
«ZIP»

(Wi - O | Documentd [Compasibdity Mode] - Microsoft Word
a| =
- : - &
Envelopes Labet  Start Riai Sehect #
Merge = Reapients = Redpiend Lut = Med)
Haagatizn -x
F-a

Hotel Bella Vita
Banyatau I3

Budapest

May 73, 2013

«FIRSTNAME»«LASTNAME»
«STREET»

wCITY

wZIPw

Dear o FIRSTNAMEsu LASTNAME»

On behalf of everyone at BellaVita Spa, thank you for choosing Membership Program
for your aeeds. Membenhip Program includes the following excellent spa offias and
discoumts

We are committed to providing vou with the highest level of customer satisfaction
possible 1f for amy reasen veu have questions or comments, weare delighted 1o hear

from you. Call ous toll-free mumber, =36302448734, or send us emall at bv@micros.com.

You can expect us to respond to vour e-mail within 5 hours,
Again, thank you for your patronage. We look forward 1o serving you

Sincerely,

If you click on the Preview Results, you can check that all the data appears on the right place.
The last step is to Finish&Merge where you can Edit the individual documents.

Deciuments [Compatibiity Mode] - Micrasoft Word

‘.:(.Nil FH

Frener
Eesuims

migation - x

Hotel Bella Vina

Banyvatou

Budape .

May 23, 2 Merge 1o New Dacument v, B
| [ erge recorce

«FIRSTNY| ® &

«STRE Currgnt record

aCITY Erom: To:

+Z1Ps e e

Dear «FIRSTNAMELASTNAME»

On behalf of evervone at BellaVita Spa, thank vou for choosing Membership Program
for your needs. Membership Program includes the follewing excellent spa offers and
discounts

We are comminted to providing vou with the highes level of customer satisfaction
possible, If for any reason vou have questions of comments, we are delighted o hear
from vou. Call our voll-free number, +36302 34, or send us email at bv@micres.com.

Create a mail merge in Word 17
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| &
A

Budapest 33333
May 23, 2013

JehhnyBrave
First Ave 13
New York
US55

Deear JohhayBrava

On behalf of evervone at BellaVisa Spa, thank vou for choosing Membership Program
for your needs. Membership Program includes the following excellent spa offers and
discounss.

We are i providing you wit i level of customer satisfaction
possible. If for any reason you have questions or comments, we are delighted toheas
from you. Call our toll-free pumber, +36302448754, or send us email at bv@micros.com.
You can expect us to respond to your e-mail within 5 hours.

Again, thank vou for your patronage. We look forward 1o serving you.
Sincexely,

Hotel Bella Vita
Tean

Table

To check the addresses before printing, you can merge them into a new document easily.
Choose a Blank Document and Start Mail Merge. There Choose the labels and determine the options.
e  Default Tray

e Avery US Letter
e 15160 Address Labels

T R — v .— Y FO—— - -
e : =@
iD_ B j _:-l _j ﬁﬂ _—nm. W4 *H R
2 Maeh Fiesdy & rma Necipient =
A Ma AddiriL Gretting Wlﬂ MHG[ Fanuen &
Metge wﬂl- Mmum it | bauepe e Do dine @ upaune Lavets | Giin S uto Lo tor rort | Labiga

mnmm Freview Resulty Firain

This document dors not
eontain heading.

To crnate M-nllhn- Lk,

After this step a Table will appear without borders, go to Home and create borders for all sides.

Create a mail merge in Word



Aagbccs AaBbC: AaBbCc AaB AaBhCe Achcct, AoRbCD: ARLCEO, AMRLOCDr ARRBECDY
THoSpai. Weadmgl weaingl  Tuw Subtle  fubie ke Emphaic  Inemef. g Quete

Then go back to Mailings and Select the Recipients from the already existing excel file.
— ; T — TS

Home  Imel  Pogelapol  Referencer | Madings | Medew  View | Drion  layout

2E R B - Jj " Pt | @ |
Emciopes Labets | SlartMad  Sclet Highlight mhk.uw Ravunitn o | @ittt | Fna |
Merge mm n,mplmw Merge Fieids el une et & Uodete tabels | gy Qmmmnumr.| Mege

Write & Insent Fieldy

his dscumer duey et
comam Readings.

To ereate sumgation taby,
areale headings in your

g Skl

R3]

M sheets SN0 TEERAN SN0 100
0 shestasrasting 201005233006 S/2000 IENZBAN  SN20L) AL
M sheeris SR LA SN0 1L
SN0 1AM S2NE013 1630284

re’ j V

You can start Inserting the Merge Fields that you want to print.
When you are ready click on the Update Labels which will apply your changes to the whole Table.
Clicking on Preview Results will show the final look of the document.

Create a mail merge in Word 19
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R B B B

dprutes - (L I oW &
25 Makch Fields | 2] Find Recgeent i
B Updstetabel | Resuts - AR0 ChCKIOTENST | hesge +

Preview vyt __Finiah

Thi dorument dors not
camain heagings.

To create nivigatsn 3t
umrnu;q\ iyt

H41 ¢ H &
2 e Pieids imiﬂ""‘"“*""' lcies
Labels | pecuns < Aubo Ceck for Emor  apgrge -
Fresten Resuity | finish |

Thieg deoument does ot
contsin headings.

Bete st your”
your
Avcument by bpohing
Hesding Shiey
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