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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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Step 1 Open the Mancloud page and log in with your login credentials.

(Z

MANCLOUD

Username
Password

&1 Signin

Having troubles?

@ Send us an email: support@mancloud.eu

Callus +32939122 15

Step 2 You are now in the dashboard environment of Mancloud. From here, click on

‘Reports’
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Step 3 Under ‘Reports’, click on ‘Guests and Bookings’

CCZ_‘) MANCLOUD e

Dashboard Mailbox Addressbook Room Rack Administration Management m Configuration Support

start 01/06/2019 End 01/07/2019 submit

Occupancy rate (01-06-2019 - 01-07-2019)
Total units: 108 - Total units over 30 nights: 3240
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IMPORTANT!

It may not be possible to export data from the last years in one go due to limitations within
Mancloud. Please try exporting the data in shorter periods of time, such as individual years
or even months.

If you experience problems, or if you do want to export this data in one go, please contact
Mancloud Support.

Step4  Specify the period under ‘Period of Report’, preferably from 01/01/2014 to
31/12/2018 if possible.

& MANCLOUD FE———

Dashboard Mailbox Addressbook Room Rack

Period of report

start 01/06/2019 €nd 01/07/2019 submit

Bookings

Code Status Armangement / Units Name Company  Email Phone Guests  Arival Departure  Nights Open

Step5  Click on ‘Submit’. This may take a few moments..

p MANCLOUD Roomrack - 1 (2951) - :
L‘) - - -+ | Signout
Dashboard Mailbox Addressbook Room Rack Administration Management m Configuration
Occupancy Guests and Bookings Administration Management Revenue Housel
Bookings Allocations Contacts NS cas Nationality Channels Toerisme Viaanderen Checkin Checkout Creation Cancellation Transfers
Start 01/06/2019 End 01/07/2019 submit
Bookings
Code Status. Armangement / Units Name Company Email Phone Guests  Arrival Departure  Nights Open
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Step 6 When Mancloud is ready searching for the requested data, three buttons will
appear:

25 MANCLOUD Bt

Dashboard Mailbox Addressbook Room Rack Administration

Guests and Bookings Administratio Management

dd; print Report
=

2 PDF Report
01/01/2019 01/07/2019 i

submit

S~ ExportReport

@J Print Report

/-~ PDF Report

=
1— Elpﬁﬂ “EFQH

Step 7 Click on ‘Export Report’. The data is now being downloaded as an Excel file.

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 &  When opening the Excel file, please click on ‘Enable Editing’

=] s Export_PROFIT_Villa Magnalia [Protected View] - Excel Rvanleiden @ — x
Home  Inset  Pagelayout  Formulas  Data  Review  View  Developer  Help  ACROBAT o Tollociibal ke do
Q) PROTECTED VIEW e careful—email attachments can contain viruses. Unless you need to edit its safer to stay in Protected View Enable Editing x

Step 9 Delete the following columns from the created Excel file:”

- Code

- Name

- Company
- Email

- Phone

- Open

After doing so, you should have a file that looks similarly to this:
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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]
Step 12 Under ‘Save as type:’ select CSV UTF-8 (Comma delimited) as shown in the
picture:
Save As .
“ v A * » This PC » Downloads w T Search Downloads o
Organize = MNew folder Bz ~ O
MName Date modified Type
» g Ouick access
Mo items match your search.
> Microsoft Excel
> &% Dropbox
» @ Onelrive
> O This PC
» [_j' Metwork
< >
File name: | EBxport_PROFIT_Example iy
Save as type: | CSV UTF-8 (Comma delimited) ~
Authors:  R.van Leiden Tags Add atag
 Hide Folders Tools - 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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