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Offering Insights

Data is everywhere. Together, we collect tons of information every day via various channels.
That data may not always be useful on its own, but can form a very useful base when put
together. Combined, this data allows us to discover trends and obtain useful insights within
recreational businesses and their surroundings. By combining data into one big data set, it is
possible to identify grounded trends and coherence between variables within the sector. But
this data and its analysis may also be applicable within your own business to discover local

trends! Data is helpful, both for you and your surroundings!

But not all data that is available within your booking system may be useful for this purpose,
such as personal data and very specific information (e.g. time of arrival). This information is
either privacy sensitive (GDPR) or not relevant for broader analyses. Within this guide, the

focus lies on the following information within the period 01/01/2014 to 31/12/2018:

This guide shows you, step-by-step, how to extract this data from your booking software.
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Contact ID:

User:

Password:

[ Stay logged in today

Login

Join Guestiink today!

Forgot password

o
£12,036,876

Bookings this year

" Guestlink eCommerce
Make more maoney from bookings

eShop orders this year

Guestlink users can't be wrong!

Step 2 Within the dashboard of Guestlink, click on ‘eCommerce’ in the left menu.

GuEsTLIK 55 (T

Use Guestlink + Diary to manage all bookings for your business. You can edit bookings by clicking on the booking you wish to change
and the details will appear underneath

Contact ID:
tBer New bookings made through websites will be highlighted with a blue background and a blue star in the Calendar panel header, you can
Business also use the search to view only new bookings.
How Do I...
- How do | make a booking In + Diary?
Favourites
- Howdol &

My Guestlink = How do | print & email invoices & confirmations

Help Configuration
Update Search
Channels Calendar

eCommerce

nepuies

Step 3 Under ‘eCommerce’, click on ‘Bookings’.

s T 55, ()

- Use Guestlink + Diary to manage all bookings for your business. You can edit bookings by clicking on the booking you wish to change
L

Contact ID. and the details will appear underneath.
it New bookings made through websites will be highlighted with a blue background and a blue star in the Calendar panel header, you can
Business: also use the search to view only new bookings

How Do I...

= How do | make a booking In + Diary?
Favourites
= How do | customise invoices & confirmations?

My Guestlink - How do | print & email invoices & confirmations

Help Configuration

Update Search

Channels

Calendar

eCommerce

- Online Payment |
- Orders
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Step 4 Under ‘Search Bookings, fill in the following date under “Visit date’: 01/01/2014 to

31/12/2018

= BOOKINGS y=
- Pricing Rates ¥e
- Analytics ¥e

My Guestlink

eCommerce

-+ Bookings

- T&Cs
= Online Payment
- Orders
- Sell Passes
- Reviews

= HOW 0O | Set my DOOKING 1erms ana conaitions«

- How do | use the Guestlink Bookings page?

- How Is

+ Affiliate

Show Me...

ol

n

B How do | view and pi

Override Abandoned Payment

Search Bookings

my

Visit Date Start  [01/01/2014

|10 [31/12/2018

Visit Date End [

Jto]

J

?

Month  [(Any)

Website / Source | (Any)

Booking Date
From

Booking Date To

Customer

Booking (
Reference

Results Per Page

CE e s

Step 5 Click on ‘Search’.

= BOOKINGS ye
- Pricing Rates ¥e
- Analytics e

My Guestlink +

Help +

+
Channels +
eCommerce -
-+ Bookings
- T&Cs
- Online Payment
- Orders
- Sell Passes
- Reviews

Step 6 Scroll down the list, and click on ‘Export All’. NOTE:

| New Only

\
]

Visit Date Start

Visit Date End

[01/01/2014

|to [31/12/2018

I

to

= HOW 0O | SeT my DOOKINg Terms ana conamons?

= How do | use the Guestlink Bookings page?

- How Is on +Affiliate g
Show Me...
B How do | view and p: my ?

Override Abandoned Payment

Search Bookings

Visit Date Start  [01/01/2014

1o [31/12/2018

J

Visit Date End [

Jto

J

Month  [(Any)

v

Website / Source  [(Any)

Booking Date
From

Booking Date To
Customer

Customer Details

Booking (

| New Only

Reference

Results Per Page
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Step 7 The following message appears. Click on ‘OK”.

Please note that you if you wish to market to any contacts in this export you will need to consider consent.

Step 8  Guestlink is now downloading the booking data.

The file that you have exported contains more information than needed, such as personal
information and payment information. This information may not be shared due to the GDPR.
Therefore, we ask you to edit the Excel file:

Step 8  When opening the Excel file, please click on ‘Enable Editing” if asked

=] - Export_PROFIT_Villa Magnalia [Protected View] - Excel Rovanleiden @ — X

Home  Inset  Pagelayout  Formulas  Data  Review  View  Developer  Help  ACROBAT __ O Toic " do
Q) PROTECTED VIEW Be carefui—email attachments can contain viruses, Unless you need to edit, it’s safer to stay in Protected View Enable Editing x

Step 9 Delete all columns except the following:

- Customer postcode
- Country

- Date of Booking

- Visit Date

- No Nights

- Rooms/Units

- No Adults

- No Culdren

- Status

After doing so, you should have a file that looks similarly to this:
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Formatting~ Table~ Styles~

Insert Delete Format

Conditional Formatas Cell

Styles

H (T N

PROFIT
SIS
Home Inset  Pogelayout Formulss Data  Review  View Developer Help  ACROBAT ) Tell mewhat youwantto do
L ?’C‘“ Calibri Jo A s E=H o Lweptet Date
LY g =
Pute o matpainter BT Ut E DA === =3 EMegesiCemer - F-% 0 B3
Clipboard i Font o Alignment ] Number "-
D1 > £ | visitDate
A [ | ¥ o £ | F | & | |
1 |Customer Postcode Country Date of Booking Visit Date |NoNing Rooms/Units No Adults No Children Status
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
2
23
24
25
26
27

[T Fitl +
& Clear~

Cells

Step 10 Click on File > Save As and select where you want to save the file

Step 11 Under ‘File name’ fill in: Export_PROFIT2019_[CompanyName]

> AutoSum ~ ;Z\Y p

Sort & Find &
Filter ~ Select -
Editing

Step 12 Under ‘Save as type:’ select CSV UTF-8 (Comma delimited) as shown in the

picture:
Save As *
« v A Jv » ThisPC » Downloads v & Search Downloads 2
Organize » Mew folder = (7]
Marne Date modifi;d Type
» g Quick access
. Microsoft Excel Mo items match your search,
» g Dropbox
> @ OneDrive
» O ThisPC
» @ MNetwork
< >
File name: | Export_ PROFIT_Example w
Save as type: | CSV UTF-8 (Comma delimited) e
Authors:  R.van Leiden Tags: Addatag
# Hide Folders Tools = Save | | Cancel
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Step 12 Mail the created file to info@kenniscentrumkusttoerisme.nl. Make sure to
include the accommodation capacity in the email. Example:

- 2014
Small room: 10
Large room: 30
- 2015
Small room: 15
Large room: 40

Etc.
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Important information in regards to the General Data Protection Regulation (GDPR):

The collection and processing of personal information has been subject to the General Data Protection Regulation
(GDPR) since may 28" 2018. This regulation provides all EU citizens with the same, stricter privacy laws. Since its
introduction, collecting and processing personal information has to comply with one of six key situations in order

for it to be well-grounded.

The aim of the GDPR is to strengthen and expand privacy rights of all EU citizens, and puts the responsibility of
protecting privacy in the hands of the organizations that collect data. These new EU regulations have a clear
impact on the processing of personal information. Within the GDPR there are six situations in which personal data
processing is allowed. The collection and processing of data within your organization is most likely situated under
Unambiguous consent, Contractual obligation, and/or In compliance with legal obligations. The collection and
processing of data within an organization often fits within these situations, such as client addresses and billing
information. The collection of such data is after all part of doing business and can therefore be considered well-

grounded.

Sharing personal information with other parties, in this case the Research Center for Coastal Tourism / HZ
University of Applied Sciences, involves a different situation. Sharing the data we are requesting via this guide is
this case considered to be In the public interest. This situation can be applicable to a variety of situations of data
processing for all reasonable goals. However, it is important that we consider what information is used to what
extent. In this case, it concerns the processing of (personal) data with the aim to provide insight in trends to
improve your business operations. And given that the requested personal data within this guide (postal codes,
country of origin) can be considered broad information that does not infer a direct individual, we can argue that

the collection of this information can be considered well-grounded for our purposes.

However, this applies only to this specific case. We want to emphasize that sharing any other form of personal
information with the Research Center of Coastal Tourism / HZ University of Applied Sciences is not grounded and
may be subject to GDPR violations. Please limit your data to the specific information that we requested to prevent

legal issues.

Furthermore, any collected data will only be used for analytical purposes within the Research Center of Coastal
Tourism /HZ University of Applied Sciences and its direct research partners. The collected information will not be

shared with other third parties or be used for commercial purposes.
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