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What is TMS4Pay?

TMS4P is the functionality that allows hotels to process credit card movements simultaneously for both TMS and a web portal (3C).

This functionality is used for any payment or refund from the implementation day on.

What is Planet - 3C Portal?

Planet (3C Portal) is the web portal where all card-related movements performed on TMS are displayed.

Concept definition

• Pinpad: Payment terminal connected to TMS.

• Terminal Back up: Pinpad that will be kept by the hotel for the future, in case there are communication problems with 3C.

• DCC (Dynamic Currency Conversion): Option to process payments on a foreign currency (e.g., USD, Mexican Pesos…).

• Top up: A previously pre-authorized amount is increased.

• Location: A “Till” in Planet portal. (e.g., Location FO / Location Restaurant).

First Steps
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When a pre-authorization is performed, a certain amount is blocked on the credit card, but no definite billing movement is accounted, and therefore no “Till

movement”/invoice is generated.

This pre-authorization/block can be used as payment for an invoice as follows:

➢ Same amount: No action.

➢ Final amount lower than amount blocked: Difference will be automatically released when closing the invoice.

➢ Final amount greater than amount blocked: Option to do a “top up” and close invoice with a single payment.

Pre-authorizations in TMS4P – Index Tab  “Billing Information”
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Pre-authorizations in TMS4P – Index Tab “Billing Information”

An unlimited number of pre-authorizations can be created pressing “Add preauthorization”.

The line can be deleted if status is displayed in yellow, as the preauthorization has not been performed.

The default preauthorization amount is the reservation’s total + 25€ or 50€ per day; This amount has been decided by the Company, but it can be modified

manually depending on the daily situation.

Once the status is displayed in green, the preauthorization has been performed and a new option to cancel the pre-authorization appears.

Pre-authorizations that have not been used and the status of the reservation is in Check-out, will be released automatically with the NA of the last date of

the stay.

* TMS prints a receipt for the processed operation (not invoice). See example in slide 6.
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Pre-authorizations in TMS4P – Index Tab “Billing Information”

The system will automatically print a receipt for the performed operation. IT IS NOT AN INVOICE.

At the bottom part of the receipt the detailed payment gateway movement is shown.

Attention!!! If the message, “Signature is needed“ is displayed, then a copy of the receipt needs to be printed out and signed by the guest, as this will be a

payment/charge justification.
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Pre-authorizations in TMS4P – Index Tab “Billing Information”
Preauthorization's status

Without executing. No movement has been made to the customer’s card. It is possible to delete the line if applicable.

Executed. A movement has been made on the customer’s card. It is not possible to delete the line, we can only Cancel preauthorization

and return the amount.

Preauthorization canceled and amount returned to the guest.

The preauthorization has been used for the collection of an invoice. Amounts appear.
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In the section Cards in PCI, credit cards can be added solely as guarantee by selecting the option “Add Card”. Those credit cards cannot be used to process 

payments in TMS4P through the option “Import data from reservation”

Cards registered in TMS4P

In the section Cards in TMS4P, credit cards that have already been used for a previous payment (Deposit, Preauthorization or Invoice) can be seen. It is not

possible to manually add cards in this section.

The user can choose the option “Import data from reservation”, if there is a registered credit card in this section.
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Always choose P.GATEWAY as payment method for any card payment:

Deposits and Payments in TMS4P

DEPOSIT PAYMENT
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Choosing the payment method “Payment gateway”, TMS will offer 4 options:

Deposits and Payments in TMS4P

1. This option will active the pin terminal, allowing to charge the

card physically.

2. Select this option to use the pre-authorization done on the

credit card.

3. With this option you can use cards that are registered in

TMS4PAY because the card was used for pre-authorization,

deposit or invoice in the same reservation.

4. Select this option when you use the back-up terminal or for Pay

By Link transactions. You can also use it to select any other

payment method (Cash, Transfer…), if “P. Gateway” was

selected by mistake.

1

2

3

4

!

! If you charge a credit card when the guest is not present, please always tick the box ‘Customer not present for payment.’
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Deposits and Payments in TMS4P

1) Perform payment through Pinpad by physically using the card (Chip, contactless, magnetic band, Smartphone)

*** Additionally, the card can be entered manually through the Pinpad. To retrieve the card details the button to

access PCI may be used. This function will only work if the card details have been previously registered in PCI.

The option “Manual” will only appear if the flag is selected:

1 *** 
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Deposits and Payments in TMS4P

2) Use a previously performed pre-authorization as final payment.

If the final amount is greater than the “blocked” amount, the pre-authorization can be increased (Top Up) and used as payment.

The “Amount” cell is activated by selecting option 5 “Renew Preauthorization”.

If a different payment method is chosen, the pre-authorized amount will be unblocked during the NA of the check-out day.

2
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3

Deposits and Payments in TMS4P

3) Use a card available in the reservation, under section TMS4P. The cards that have already been used in the same reservation (pre-authorization, deposit,

payment) will appear.

In case there is more than one registered card a pop-up will appear, and you will be able to select the correct one.
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Deposits and Payments in TMS4P

4) Option to use the back-up terminal or a different payment method, in case “P. Gateway” has been selected by mistake or the guest changes her mind.

4
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Retain vs Refund

Whenever an invoice is cancelled, the option “retain” will be selected by default.

However, the option “refund” can be selected on the drop-down menu:

When and how should I use which option?

• If a paid invoice is cancelled to change the fiscal data, the option Retain will ALWAYS be chosen. No movements need to be performed on the credit card.

• If a paid invoice is cancelled to partially refund a certain amount (wrong charges billed, rate…) the option Retain will be chosen.

• If a paid invoice is cancelled to add new charges, the option Retain will be selected.

• If a paid invoice is cancelled and all charges need to be refunded (wrong credit card, invitation…), the option Refund can be chosen. The whole amount can

still be refunded afterwards in case the option retain was selected.

* There might be special cases/exceptions to the previous scenarios. It is of outmost importance that the user exactly knows which steps to follow beforehand, to avoid incorrect actions.
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Retain
Example of a partial refund

The invoice is cancelled using the option Retain and two charges are cancelled:

When creating the new invoice:

- A grey line will appear displaying the retained amount.

- A new line will be created with the amount to be refunded.

- P. Gateway will be chosen as payment method and import data from reservation selected.
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Retain and Refund afterwards
A paid invoice is cancelled, and the option Retain is chosen. Afterwards, the decision is made that the entire charge will be refunded because:

- All charges will be cancelled (ex. guest complaint)

- “Credit” will be used as payment method (ex. Invoice on credit to the agency)

* Attention!!! Pending Payments/Refunds on hold will block the Night Audit process.

A new icon will appear on the top-right corner of the folios 

window indicating that there are payments/refunds on 

hold. If the icon is selected, a new window will pop-up and 

the option can be selected.
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Deposit corrections
1. Deposit cancellation for fiscal data changes (future reservation)

Step 1.

A paid deposit is cancelled, and

the option retain is selected.

Step 2.

The deposit needs to be created

again with the correct fiscal data

and the option “Change payment

method”.

Additionally, the same credit card

type needs to be selected.
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Deposit corrections
1. Deposit cancellation for fiscal data changes (future reservation)

Step 3. In the reservation folios the icon “Payments on hold” needs to be selected. The pending folio amount needs to be refunded, but the option “change

payment method” needs to be selected. Additionally, the corresponding credit card needs to be selected.

The movements of step 2 and 3 equal each order and therefore avoid any credit card differences.
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Deposit corrections
2. Deposit cancellation to delete it from folio (check out moment)

How to proceed if the guest requests a final invoice without a deposit on it.

If there is a difference, the 

payment method of the 

difference needs to be entered.

Step 2.

Invoice is generated using

the retained quantity.

Step 1.

Paid deposit is cancelled,

and option retain is chosen.



| 21

Reporting
/CCSHT/CE_PPAGOS_ALV – Operations made with gateway

(Billing > Information Systems)

Allows us to check which movements should have been performed on the 3C portal.

/CCSHT/R_FC_SI_01 – Till Movements

(Billing > Information Systems)

The report Till Movements can still be used. There are columns that now help us to identify the movements performed on TMS4P.



| 22

Refund payments on hold

Blocks the NA and appears as follows: 

• On the NA pop-up with its corresponding shortcut.

• In “Refund payments on hold” Billing > Information Systems.

Reporting

Reservations need to be checked and decide:

Close Invoice OR Cancel charges and refund amount

If you have doubts always close invoice with the

amount “on hold” and inform FOM.
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Reporting
Invoice layout

A detailed description of the movement performed through Payment Gateway can be seen at the bottom of the invoice.

Attention!!! If the invoice states “Signature is Needed” an additional copy needs to be created and the copy needs to be signed by the guest.

This copy must be archived, as it will be the payment justification.
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FAQ’s
How many 3C users will the hotel have?

There will be 2 users per hotel: “Basic” with the only option of displaying movements, and “Advanced” with the additional option of making movements as

reversals/refunds.

Can a single preauthorization be used to close several folios/ invoices?

No, only one folio/invoice can be closed with one pre-authorizations.

Can several preauthorization be used to close one single invoice?

No, only one preauthorization can be used at the same time.

Why should we start using the preauthorization function?

There are related projects, such as Online Check Out, that will require a previous preauthorization for the reservation.

Additionally, there are guests that do not want to have a deposit on their bill (Final amount 0€). For these cases, a preauthorization is convenient.

When does the preauthorization expire if it was not used?

After creating a preauthorization, it can be used during the following 30 days. The preauthorization needs to be renewed, in case the guest’s length of stay is

greater than 30 days.

How does a preauthorization appear on the

“Operations made with Gateway” report?

The movement will appear without any

Invoice number, as it is not a real credit card

charge/ movement.
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When do we need to create movements on 3C?

No movement should be performed directly on 3C portal. All types of refunds (sales) or reversals (refund of preauthorization) need to be performed through

TMS4P. In case of duplicates, or any other incidence a JIRA ticket needs to be done, and the analyst will inform us about possible further actions.

What is the exact payment path?

TMS→ 3C→ Elavon (Santander) / Redsys (BBVA)→ CC entity→ Bank

Who uses the Pinpad?

Always the guest for direct payments at the hotel premises. The power&network cable should not be forced/ moved frequently to avoid connection problems.

When does DCC (Dynamic Currency Conversion) apply?

If the guest’s credit card works on foreign currency the option to chose the currency (Currency, Exchange Rate, Amount, commission) will appear on the

Pinpad. It will always be the guest’s choice and we will never choose the foreign currency without the cardholder's consent. A written confirmation of the

guest’s approval will appear on the invoice:

Pay attention!

In Redsys terminals the message is not completely clear.

If you see this screen:

will confirm the operation in Local Currency (EUR).

will confirm the operation in guest currency (COP).

FAQ’s

NO

YES
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How are gateway payments linked in TMS?

Every Gateway payment is associated with one folio of the reservation and can not be moved between folios / reservations

Partial or total refunds:

Now, some transactions allow refunds on different credit cards (to which the charge was performed).

It is mandatory to ALWAYS check the credit card number that has been used for the transactions and use the same one for the refund.

What happens if a guest requests several invoices for a single payment/ transaction that has already been performed?

It is not possible to Split a single payment into several folios/ invoices. If the guest needs such a modification, we will have to inform the guest that the

payment needs to be refunded and charge the corresponding amount/-s again, as every invoice needs to be settled with its own payment/transaction.

It is recommendable to first charge the moved charges, and afterwards close the folio of origin with the retained amount and the negative amount to be

refunded. If the credit card charge results on error, then the charges need to be moved back to the original folio and the invoice (all together) needs to be

closed with the retained amount.

What happens if a guest only wants to perform a single payment and needs several invoices? This is not possible; every invoice has its own payment.

What is the maximum time-period in which refunds can be performed through TMS4P? 2 years

What happens if an invoice that was created before the Payment Gateway implementation needs to be modified?

If the option Refund is selected, no transaction will be generated, because there are no registered cards in TMS4P. Generally, use Retain and bill afterwards.

If an ongoing transaction needs to be cancelled (e.g., guest changes his mind and wants to pay cash):

Always cancel the transaction on the Pinpad and NOT on TMS. By this, we avoid that the transaction reaches 3C, but remains still pending to be closed on TMS.

FAQ’s
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Does the system warn the user if a certain charge cannot be performed on a credit card?

Yes, there are several warning messages that 3C will communicate to TMS4P and the user will receive them as pop-up as follows:

How can the card balances of any Point of Sale be revised at the end of each shift?

The corresponding employee (POS or Reception) needs to access “Display Tills”, to make sure that the charges also appear on 3C.

What happen if there is a movement in 3C Completions, but this amount does not add up in the totals?

We must check with the Advanced view if True appears in the Reversal column. In that case, the movement is not approved, and we must charge the guest

card again.

More doubts about movements that appear on 3C-portal

It is important to revise the manual that can be found on the web: TMS4P 3C Portal User Manual

FAQ’s

https://nhorganization.nh-hotels.com/content/tms4p-3c-portal-user-manual
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Support Portal – JIRA Service Desk

¿Incidences or doubts?
¡Open a ticket!



THANKS!
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