
Adyen payments 

Management
Business Processes – Operations | July 2025



Objective & scope

This manual explains the standard process for managing
prepayments collected via the Adyen virtual payment gateway,
for all countries using this platform.

It provides step-by-step guidance for recording prepayments
from website reservations in TMSforHotels. These payments
are collected automatically through Adyen, hotel team
members only need to record them under the guest’s
booking in the system – no collection at Reception is
needed.

Countries not using Adyen should refer to the Prepayment
Guarantee Management manual.
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ADYEN WEB

Login

Payment methods

Payment status

Refunds

Payment’s lifecycle

TMSforHOTELS

Deposits automation monitor

FAQs 

Cash reconciliation
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Login URL:

https://ca-live.adyen.com/ca/ca/login.shtml

Username:

Use the hotel abbreviation format (ESMD-PRIVE, ARCC-TANGO)

Account: 

Always use NHHotels (the same for all users and hotels)

Password:

Use the password provided in the hotel’s generic email account.

Adyen web - Login
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Forgot your password?

Click “Forgot your password” on the login page. A new password will be sent 
to your hotel’s generic email account.

Adyen web - Login
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Multi-Factor Authentication (MFA)

Adyen uses MFA to enhance account security. After entering your login 
credentials, you will be prompted to verify your identity using an 
authenticator app installed on the hotel’s dedicated mobile device.

Login issues?

For login or MFA-related issues, open a Jira ticket under the category: 
Adyen > User & password or consult the Central Service Desk MFA guide.

https://minor-hotels.atlassian.net/servicedesk/customer/portal/29/article/213876827
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In Adyen, we process different types of payments that 
must be registered correctly in TMS4H using the 
appropriate payment codes:

Adyen web – Payment methods
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→ Adyen payments made via AMEX

→ All other Adyen payments 

 Make sure to select the correct code in TMS4H to 
ensure accurate reconciliation and reporting.



Adyen uses a series of statuses to track the lifecycle of a payment. Here is a 
summary of each status and what it means for your payment flow:

• Received: the payment attempt has been successfully registered and 
validated. This is the starting point for all transactions.

• Authorised: the payment has been approved by the financial institution. 
At this stage, you can proceed with delivering goods or services.

• SentForSettle: Adyen has sent a request to the financial institution to 
transfer the funds. Once in this state, the payment can no longer be 
cancelled—only refunded.

• SettleScheduled: the net transaction amount will be paid out to you with 
a delay, in line with your Sales Day Payout schedule. This status applies 
only to Sales-Day Payout transactions and appears as Settled in reports

• Settled: the financial institution has completed the transfer of funds to 
Adyen.

• SentForRefund: a refund request has been sent to the financial 
institution. Refunds are only possible after a payment reaches 
SentForSettle and cannot be reversed once initiated.

• RefundScheduled: the net transaction amount of the refund will be 
debited from your account with a delay, according to your Sales Day 
Payout schedule. This status applies only to Sales-Day Payout transactions.

• Refunded: the financial institution has completed the refund to the 
customer.

Adyen web – Status
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• Refused: the payment was declined by the financial institution, either due 
to standard rejection or a fraud score exceeding 99. This is a final status.

• Error: the payment was received and validated, but an error occurred 
during communication with the financial institution. This is a final status.

• Expired: if an authorised payment remains not captured and not 
cancelled for 4 weeks, it automatically expires. Once expired, it can no 
longer be captured. This is a final status.

• Cancelled: the payment was cancelled before reaching SentForSettle, 
preventing the transfer of funds. This is a final status.

• SettledBulk: a combined status that replaces SentForSettle and Settled 
for Visa and Mastercard transactions.

• RefundedBulk: a combined status that replaces SentForRefund and 
Refunded for Visa and Mastercard transactions.



When a prepayment for a non-refundable reservation qualifies for a refund, follow these steps to process it in Adyen:

1. Locate the reservation in TMS4H that needs to be cancelled.

2. Find the corresponding transaction in the Adyen portal before initiating the refund. Use the External Reference from TMS4H to identify the transaction in 
Adyen, where it appears as the Merchant Reference.

Adyen refunds
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Adyen Merchant Reference = TMS External Reference



When a payment has reached one of the following statuses:

SentForSettle, Settled, SettledBulk, or Settled/SettledExternally, follow these steps to issue a refund:

1. Identify the transaction to be refunded in the Adyen portal.

2. Click on the reference number to open the transaction details.

3. Select “Refund payment”, then confirm by clicking “Refund payment” again to proceed.

Adyen refunds: “Settled” status
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When a payment is in the Authorised status, follow these steps to cancel and refund it:

1. Identify the transaction to be refunded in the Adyen portal.

2. Click on the reference number to view the transaction details.

3. Go to “See all payment actions”, enter the amount or reference, and click “Send cancel” to initiate the refund.

Adyen refunds: “Authorised” status
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 Refunds at this stage are processed as 
cancellations, since the funds have not yet been settled.



• When a payment is in the SentForRefund status, the refund request has been sent and is currently being processed by the financial institution.

• When the status is Refunded, RefundedBulk, or RefundedExternally: the prepayment has been successfully refunded. You can now proceed to make the 
necessary updates in TMS4H.

Adyen refunds: “SentforRefund” status
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This is the standard flow a payment follows in Adyen, from initiation to final status. Each stage reflects a specific point in the transaction process and determines what 
actions can be taken (e.g., cancellation, refund).

Adyen payments lifecycle
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This tool helps manage and automate deposit invoicing. Transaction is in the TMSforHotels menu > Billing folder:

TMS4H - Deposits automation monitor
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Multiple filters are available to customize your view.

By default, the variant shows only pending actions, which should 
correspond to pending deposits.



Steps to Issue Invoices

1. Confirm that the prepayment has been 
successfully processed in Adyen.

2. To register the payment in TMS, select the 
lines for invoicing.

3. Execute prepayment.

4. Invoices will be generated with the correct 
amount and payment method. The action 
status will automatically update to 
Completed.

 If there are issues, details will appear in the 
Execution Log.

TMS4H - Deposits automation monitor
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Results screen / Monitor

TMS4H - Deposits automation monitor
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Pending to execute.

Deposit could not be executed. Errors will be shown in the log. If the issue can be corrected manually, you can retry the execution.

Deposit executed successfully.

Execution details will be displayed: flag, user, date and time, invoice number…



Billing logic

❑ If the Guest ID is provided in the reservation, the system will invoice using it as the holder.

❑ If the Guest ID is missing, the invoice will be issued to the generic CPD Customer (6000000040), using the guest's name.

TMS4H - Deposits automation monitor

FAQs
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❑ For multi-room reservations, the prepayment is automatically distributed across rooms.

Special billing instructions

❑ If the guest has filled in billing details, they will appear in Actions Remarks 2, starting with “Contact name”.

❑ In these cases, do not execute the deposit automatically. Instead, generate the invoice manually using the correct data.

❑ Remember to complete the action afterward to ensure proper tracking.



Agency credit reservations

❑ Reservations made through Minor PRO by agencies with approved credit will appear in the monitor without a payment method, as they are paid via 
voucher/credit.

❑ Coming soon: A message saying “Reservation paid by agency credit” will appear in the remarks to clarify this.

TMS4H - Deposits automation monitor

FAQs
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Need help?
For doubts, issues, or suggestions, please open a JIRA ticket under: SAP Business Suite > TMS for Hotels > Front Office > Billing > Massive Deposits

Common error messages & actions

If errors appear in the Execution Log, take the following actions:

❑ A

❑ 2

❑ 3

❑ 4

❑ 5

→ Guest ID can’t be used: change or delete the Guest ID.

→ Review and complete the existing deposit action.

→ Review or delete the deposit entered in the reservation.

→ Check the reservation status and act accordingly.

→ Review the action status and proceed ad needed.

 Important:

Always ensure actions are 
marked as Completed before 
the arrival date. Otherwise, the 
default filter (Pending Actions) 
will not reflect accurate results.



Prepayment web till movements in TMS

When you register prepayments received via the Adyen virtual payment gateway in TMS, the system generates balancing entries based on the type of charge received.

These entries are visible in TMS alongside other cash movements by navigating to Display Tills (/CCSHT/FC_CA03) → Total Balances

To reconcile these entries, include them in the Cash Count template, in the designated cells for these types of charges.

The invoiced amounts must always match the information shown in the Adyen portal. You should never register a payment with a 
prepayment method that does not appear in the Adyen gateway.

Cash reconciliation
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