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First steps
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TMS forHotels (TMS4H) access:

First steps

Generic SAP user example: HPTALVORREC1
Personal SAP user example: E00000103222
TMS user example: 0000011557 (internal use)

Only 3 wrong access! (case sensitive)

According to the Corporate policy, the passwords is applied in the system following this criteria:
• Minimum length criteria (8 characters)
• Specific configuration parameters (1 alphanumeric character, 1 numeric character and a special sign or punctuation).
• Expiration of 60 days.
• Last 10 passwords remembered.

Logon language: ES (Spanish) or EN (English)

Your session will expire after 15 minutes of inactivity.
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Favorites folder

Create a folder with the most used transactions
using the icons or dragging and dropping.

General Menu

TMS forHotels transactions.

First steps
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Exit Keys

Floppy disk: save.

Back: return to the previous screen.

New session symbol: Maximum 4 sessions per access.

Cancel changes: return to initial screen without saving.

End: exit current task without saving data.

Binoculars: Search & Search next.

First steps
Icon bar

• Control buttons on the top.

Command field

/n → It takes you to the main menu without saving changes.
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System Messages

First steps

• Status Bar

• Pop-ups
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Navigable fields

The information underlined is navigable when clicking.

First steps

Sometimes it opens a display mode and sometimes a modify mode.
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Filters

Show what you need accordingly.

Ascending / descending order Select a column and filter the results

First steps



CDM data base
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CDM data base
Customer types:

Generic examples:

* 1000 = Direct Guest

* 1001 = Employee, Family & Friends

* 1003 = NH Discovery

Customer Data Management

2 different environments:

• General database NH (shared).
• Database of the hotel (background).

(Copy customers from another hotel for the first time used)

Internal customers:

* 990000xxxx (last 4 digits are the center) Hotels & Central Services

(91xxxxxxxx are fictitious; finance use only)

Organizations examples:

* 10000XXXXX = Agency ID

* 20000XXXXX = Company ID
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CDM data base
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Have a look into the following guide!

CDM data base

https://nhorganization.nh-hotels.com/content/jira-user-guide-cdm-request
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New guest

Mandatory fields

Client ID

CDM data base
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Search

CDM data base

50 Results by default



Menu structure



| 18

Menu structure



Spa planning
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Spa planning

Use the filter to choose the desired 
display.
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Spa planning

See previous day

See Next day

Choose another date

Change the visualization to Rooms planning

Choose another period

Colors indicate the status of 
the reservation.

Create employee breaks/blocks

Modify reservation
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Spa planning

Show Reservations can be used to see a list of detailed reservation at the same time as planning.
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Spa planning

If you doble click on a reservation, different options appear:

Deassign:
With this option the employee or the room will be unassigned
depending on the planning visualization used at that moment.
(Do not forget to assign it or it will block the Night audit.
Details in slide 34)

Charge products

Go to the reservation (stay or DGB)

Change status to cancelled or no show

Modify treatment, employee, room, start time and/or price.



| 24

Spa planning

If you doble click on an empty cell,
2 different options appear:

- Create Reservation
- Assign existing reservation

Details in the following sections.



Create a reservation
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Create a reservation

If you doble click on an empty cell, reservation can
be created:

- Non-guest: clients not staying at the hotel
- Guest: clients staying at the hotel

Then, all the details must be filled before accepting:

- Guest name
- Phone number
- Treatment
- SPA booking general remarks
- Employee or Room (if mandatory)
- Price
- Treatment remarks
- Employee Preferences (No by default)
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Create a reservation
The possibility of printing or preview will appear:

The receipt can be printed to be 
signed.



Add a treatment, for another 
guest, in an existing 
reservation
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Add a treatment, for another guest, in an existing reservation – option 1
When creating the new treatment reservation from the planning select the new guest:

The new line will appear inside Manage appointments:
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Add a treatment, for another guest, in an existing reservation – option 2
You can also use the Manage appointments to include it. Just click the option Create treatment:

Then choose the new guest and complete the line with all the details of the treatment reservation:



Add a new treatment in an 
existing Non-guest 
reservation
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Add a new treatment in an existing Non-guest SPA reservation
This option will be used to add a new treatment in an existing Non-guest reservation.

- Choose Guest option.
- Include the reservation number and the guest order 1
- Complete all fields and the new treatment will appear on the same reservation.
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Add a new treatment in an existing Non-guest and non-SPA reservation

- Choose Guest option.
- Include the reservation number and the guest order 1
- Complete all fields and the new treatment.

This option will be used to add a new treatment in an existing Non-guest and non-SPA reservation.

Choose non guest and include the reservation number again.
Click Create.

We can use this option for Hotel Treats or another type of
prepaid reservation.



Assign existing reservation
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Assign existing reservation
If you doble-click on an empty cell in the Planning, assign existing reservation appears as the second tab.

Just select the line and click on green icon to assign. Depending on the visualization, the Room or Employee 
assigment is displayed.

The reservation will only appear if the employee or room selected can “accept” the treatment.



Change dates
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Change dates in a Hosted guest reservation.
Use the option Manage reservation:

Just select the line and click on Modify icon.
Choose the new date
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Change dates in a Non guest reservation.

Double-click on the planning and Go to reservation icon:

Change the departure date.
Follow the same steps indicated on the previous slide.



Status change



| 40

Treatment status change 

Steps to follow to change the status of a treatment to Canceled or No show:

Double-click on the reservation and flag the new status:

Choose one reason and your employee and password:

It will appear as Canceled in the reservations shown at the 
top of the planning.
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Reservation status change 

Steps to follow to change the entire status of a reservation with one or more treatments to Canceled or No show:

Double-click on the reservation and option Modify status:
Choose one reason and your employee and password:

It will dissappear from the reservations shown at the top of the planning.

New status



Multi-reservation room
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Multi-reservation room
If you include several reservations at the same spa room and you double click on planning, these options appear:

Deassign:
With this option the employee or the room
will be unassigned depending on the
planning visualization used at that moment.

If you need to modify time, employee assigned or status, double-click the reservation line.

Check in the reservation

Check out the reservation

Create a new reservation in the same spa
room.

Just select the line and click on the corresponding icon.

The planning must be open by Room to create more than one reservation in a space.



Add SPA products
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Add SPA products
If you double click on planning, the option Spa products appears:

Use the icons to add materials and Save.

There is also an access from Folios:



Print a ticket to charge to room
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Print a ticket to charge to room

Access to Manage appointments:

One or several lines can be selected and printed.



Billing
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Billing
To invoice a reservation, you can access directly from the bed icon:

Keep in mind that in the case of stays, you are within a reservation with more charges and not only with the SPA folio.
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Charges already billed

Charged pending to assign (prepayments, deposits…)

Charges pending to be invoiced

Billing
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Billing buttons

Create Invoice 
(start the payment)

Proforma (Prep-print invoice)

Partial billing Cancel invoice

Clear the room without any pending charges
(only stays)

Clear the room + bill all folios (start the payment)
(only stays)

Payment method

Display reservation  
(only stays)

Refresh

Display or 
reprint 
invoice

Billing

During billing, the process tab will offer several 
actions regarding folios and charges.

More options
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Folio Header

Billing
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Fill in the fields accordingly (concept, Tax included or not, quantity, price, folio. 
service date. etc.) and press “Insert Item”.

If everything is correct, press “Save”.

Add charges

Billing
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Apply commercial discount

If you need to check it later, click twice to display the 
discount details

Select the row / rows and apply the discount properly 
filling all the details of the new window.

Billing
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It is highly recommended show or pre-print the invoice for the client before proceeding with the billing (especially if the payment
method will be by credit card).

Ask if the invoice is correct and continue if the guest approves the charges.

Print or e-mail the invoice to the client (confirm valid e-mail address) and proceed with the charge accordingly.

Billing
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Select the correct till Identifier…

…and then payment method
and save

If needed, it is possible to split the total amount into 
different payment methods. 

Have a look into the following guides!

TMS forPay Manual

TMS forPay 3C Portal Manual

Pay by Link

Billing

https://nhorganization.nh-hotels.com/content/tms4ptms4hpayment-gateway-manual
https://nhorganization.nh-hotels.com/content/tms4p3c-portal-user-manual
https://nhorganization.nh-hotels.com/content/pay-link


Credit card guarantee, 
advance payments and 
deposits 
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PCI - Landing page to register CC

Click on the “MOTO” button and the email address of the contact person and the language indicated in the reservation will appear
(it is possible to change them).

To see the complete guide on this functionality that directly affects the guest.

Review this manuals for detailed information:

Credit card guarantee

To know how to use internally the PCI bubble to consult and add credit cards to reservations.

https://nhorganization.nh-hotels.com/content/pci-landing-page-register-cc
https://nhorganization.nh-hotels.com/content/pci-bubble
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Create a Pay by Link (PBL) following the manual:

When you receive payment confirmation, create a DGB with the corresponding details:

Advance payments - PBL
The procedure is the same if a
guest buys a voucher or pays for a
treatment in advance in cash or
bank transfer.

If it is not possible to
create or have a CRM
ID, use a generic 1000 –
Direct guest.

https://nhorganization.nh-hotels.com/content/pay-link
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Add all the information that can help you to identify the reservation (voucher, remarks…) and do not forget to change the
Departure date to the correct deadline.

Advance payments - PBL

then include the deposit as explained in following slides.
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To create a deposit in a DGB reservation, select the correct option in the upper menu:

Create a deposit in a DGB

First step: Inform
the deposit.
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Second step: Bill the deposit

Create a deposit in a DGB

The concept must correspond to the correct Spa VAT in 
your country.



Manage Spa vouchers –
Hotel Treats reservations -
DGB
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This procedure can be applied:

- If a guest has a voucher already paid.

- If the guest made an advance payment for a treatment.

- If the guest comes regularly to the Spa, accumulates treatments and pays every 3 months.

- If you need to use one reservation for several charges such as F&B and Spa (Hotel Treats packages).

All situations where you use a DGB reservation and later include the SPA charges in it.

Manage Spa vouchers - Hotel Treats reservations - DGB

Use the information 
you have (reference, 

name, remarks…)

First step, search for the reservation:
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Second step, create the Spa reservation:

Manage Spa vouchers - Hotel Treats reservations - DGB

Non – Guest option.
Reservation already located.
Create.

Guest option.
Reservation already located.
Guest order 1 (DGB)

The result will be the original DGB is 
now a Spa reservation and include 

the deposit and one treatment.



Manage employee calendar
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Manage employee calendar
Location in the menu

Select the employee:
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Manage employee calendar

There are 2 options to manage the calendar:
- Include and modify the lines in the grid.
- Insert changes from Range modification at the bottom.

Here the result in the calendar and in the planning:



Employee block management
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Employee block management

There is a possibility to add 1 or 2 breaks per employee per day:

Here the result in the calendar and in the planning:



Room block management
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Create Room block
Location in the menu

Select the room:

Complete all the details 
and check the blocking 
flag and the Room will 
appear blocked in the 
planning without the 

possibility of booking at 
that time / day.

If you want to report an "incident" without blocking the space, the flag will not be marked.
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Modify or Unlock room blocks
Location in the menu

Indicate the date
and click List icon:

Modify dates, remarks... and save changes. Unflag Room block if you want to have the room available.

Double click on the line to be modified or deleted.



Reporting
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Reporting
To obtain details about reservations and treatments:

Use this screen
to filter the
information to
display:



Pre Night Audit
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Perform the pre-night audit is MANDATORY for each area of the hotel working with TMS.

How can you solve the most common alerts?

What should you do if you don’t find the solution?

Pre Night Audit

https://nhorganization.nh-hotels.com/content/tms4hnight-audit-notifications-management
https://nhorganization.nh-hotels.com/content/allnhincidences-management-procedure
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Pre Night Audit
1st alert related to SPA:

Use Spa Reports access to check reservations affected
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These are the results of both reports:

Reports are in Display mode, so it is 
necessary to go to the Planning SPA to 

manage the reservations.

Pre Night Audit
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Pre Night Audit
2nd alert related to SPA:

Use Reports →Manual Invoices access to check reservations affected
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Pre Night Audit

These are the results of the report:

Reports are in Display mode, so it is 
necessary to go to the Spa invoicing to 

manage the reservations.



Till
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Detail of all 
movements.

Till
Review Till

Totals to include in the cash count template
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Cash Count Template

Download the template!

Till

https://nhorganization.nh-hotels.com/content/cash-count
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Change Till Status

It is necessary to complete this
step before balancing and before
completing the night audit process.

Till
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Balance is not automatic, and it
must be done before night audit.

It is only necessary to 
balance the cash.

You can do it every shift 
or at the end of the day.

Till Balance

Till



FAQ
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FAQ- JIRA

Please be so kind to open a JIRA with the corresponding 
category:

SAP TMS → SPA

If you have any question or issue…

https://nhservicedesk.nh-hotels.com/servicedesk/customer/portals
https://nhservicedesk.nh-hotels.com/servicedesk/customer/portals


| 89

https://employeeportal.nh-hotels.com/home/2

Where can you find all the processes and procedures of our Company?

Processes and procedures

Intro Video!

https://employeeportal.nh-hotels.com/home/2
https://nhorganization.nh-hotels.com/content/you-dont-know-what-nh-digital-knowledge-workplace-well-show-you
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Business Processes Repository- easy and quick access to the Companies’ documents: Policies, Processes & Procedures, Hotel Service 
Manuals, Guides and Templates.

https://nhorganization.nh-hotels.com/

Processes and procedures

https://www.youtube.com/watch?v=gRXRv1T7bec
https://nhorganization.nh-hotels.com/


THANKS!
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