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About This Guide

The following list of questions and swwers is designed to help you understand how to use credit card processing
from within RezOvation Desktop.

For questions regarding credit card processing withBooking Enging pl ease see the AAut hori
Qui ckCommer ce User 0sbyG6Gavigaing ivwwwRezOvatiarcomaadithers selécting
Documentation >RezOvatioBooking Engine.

ATerminal 6, AGatewayo, and fAProcpssol

The terminal, gateway, and processor work together in ordeptore and process credit card information.

Theterminal is the device that is used to capture the credit card information and the amount of the charge.
RezOvatiorDesktop is considered therminal. Theterminal passes the credit card information te tiateway.

Thegatewayis responsible for obtaining an authorization code and then for passing the authorized transactions to
theprocessorf or payment . The gateway fibatcheso the transacti
transactions to thprocessor. All users have the ability to log in to tigatewayvia a web site

(www.onlinemerchantcenter.cqrar (www.authorize.ngtdepending on thgatewayusedto see all transactions

that were authorized as well as batched.

Theprocessoris responsible for receiving and processing the batchesprobhessorthen transfers the payment to
your bank account.

Credit Card Processing Support Information

Supportfor credit card processing is provided by your processonerchanaccountprovider.

If you require support for youRezOvatiorDesktop program, or are not sure whether the problem you are
experiencing is caused by ydRezOvatiorDesktop program, #m you can conta®ezOvationTechnical Support
at 512322-2777 orsupport@ezOvationcom

Merchant Accounts

A merchant account refers to the account that a transaction is processed through. You mayehtna:mrane
merchant account sap in RezOvatiorDesktop. Users with multiple accounts can select a default account to
process credit card transactions. Follow the instructions below to configure a merchant adeea@iation
Desktop.

Typically, it isnecessary to set up multiple merchant accoomlis if you process many norreservation

transactions. RezOvationDesktop only sends lodging specific data IF a charge is processed from a

reservation invoice(an invoice with a room assignment and checkdheck out date). Nereservation invoices

(such as retail sales, spa sales, hourly reservations, or gift certificates) do not include lodging specific data, and as
such may downgrade if processed with a lodging merchant account.
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ADD A MERCHANT ACCOU NT

1. Start upRezOvatiorDesktop. Go to Tools> Configure.

*  RezOvation Desktop - Travis County Inn [DEMO]

File Edit Mawvigate Wiew | Tools Window  Help

Configure -
Display Optlss ﬂ ﬂ a
| Lekker Design Mar
List Edit SIS(M| TP T[F|S|{S|M|T [ T[F|S|S|M[T|[T|F|5|5]|M
Reserve H|M|5 2425\ 26)27(28) 1| 2| 34|56 78| 91011121314 15[16/17/15(19
Day ol vl o P03 Inventary: — = = =
Print Cptions
! n [ Online Bailabiliby
<1 Init and Rate Setup
Reserve
Hour [2] B 5amH
2. Leftclick on Credit Card Processing tab in the ConfigRezOvatiorScreen.
*  Configure RezOvation x|
Eu:nmpan_l,llnfn:-rmati-:nnl Users | Credit Card PrDDE$Singlwmgsl Hepn:nrts'll Hepn:nrtsEI
To enable Credit card proceszing, select Enable an% your payment gateway account(z). [If you have
multiple accountz, select a default account. Presz F1 or select Help from the menu for more information
regarding Payment accounts
" Enable credit card processing {* Dizable credit card processing
—Merchant Accounts
Description Account 1D Gateway | Default |j
Drefaulk MHone Authornize. net v
SetDefault_| Add | Edt | Deee |
Clogze |
3. Select AEnable credit card processingo and |l eft cli
RezOvation www.RezOvationcom Page &
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*  Configure RezOvation x|

Enmpan_l,llnfu:-rmati-:unl Users  Credit Card F'rn:n::essingl Funu:tiu:-nalit_l,ll Settingsl Hepnrts'll Hepu:urtsEI

To enable Credit card proceszing, zelect Enable and add your payment gateway account(z). [f you have
multiple accountz, select a default account. Presz F1 or select Help from the menu for more information
regarding Payment accounts

{* Enable credit card processing Hisable credit card processing
1

= Hercl;lﬁant Accounts

Description | Account 1D | G ateway | Default |ﬂ
Default Mane Autharize. net v

Set Default_| __2dd | epbiemten Dot |

Cloze |

4. The Gatews Account setup screen will appear. Select the Payment Gateway Type that your processor has
setup for your propertyTypically this will be Merchant Partnersf you use Authorize.net, please note
that only Retail transactions are supported.

1. Select the Payment Gateway ——————
’Vr' Authonize. net ¥ Merchant Partners

5. Enterthe Account Details for the gateway. You can obtain this information from the online virtual terminal

or from your processor. The information here will change depending on the Gateway account you selected
in step 4.

Authorize.Net Gateway:

2. Enter Payment Gateway Account Details

Description R etail Account
APl Ligin ID 12312341
Transaction Key FA03210321032103210
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Merchant Partners Gateway:

2. Enter Payment Gateway Account Detailz

Description Hatel Lodging Account
Uszer ID b P
Sub Account

6. Charge Account Type. Select the account charge type for the account. Note: Each gateway offer different
types of charge account. Options that do not apply to the Payment Gateway will be disabled.

3. Select the Charge Account Type
Thiz information can be obtained from your processar.

" Retail
{+ Hatel/ Lodging

Select charge type: |H|:ute| [pre-auth & deposits] j

MOTO 1T Mail Order/ Telephone @er account type

RETAIL i Standard Retail account type

HOTEL/ LODGING| Special account type for users who participate in the Visa/ MC Hotel Lodging program.
This program allows participants to receive discounted rates by adhering to the terms setMb@ Misah

processing a payment. This Charge account type also has a specific charge type associated to the account.
Those account types are Hotel, Gift Shop, and Restaurant. If you are unsure on how to setup this account type,
please contact your processoiRezOvationSupport for more information.

7. Address Information. Enabling this option will mak&ezOvatiorDesktop enable Address Verification
System. (AVS) and send Billing Information to the Payment Gateway.

4. Address Information
’V [T Send Biling Information ta Gateway

8. Left <click @ AddOoccounttoRaer@vatiorbesktole r chant A

Add | pebancel |

9. The Merchant account will be displayed in the list below. Highlight the merchant account and left click on
Default to make this account the default merchant account usedA®yvatiorDesktop.
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— Merchant Accounts

Description

Account ID

G ateway

Drefault

Set Defaul ﬁ

Mone

Authorize. net

&dd

| D efault | -
[+

Edit Delete |

RezOvation
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EDIT AMERCHANT ACC OUNT

1. Start upRezOvatiorDesktop. Go to Tools> Configure.

*  RezOvation Desktop - Travis County Inn [DEMO]

File Edit Mawvigate Wiew | Tools Window  Help

Configure
Display Optlss ﬂ Q! £ )
o Letker Dresign Mar
List Edit SIS(M| T T[F|S|SM|TMWW T[F|S|5|M[TMI[T|F|5|5]|M
Reserve H|M|5 24125\ 2627281 2| 34|56 78| 31011(1213(1415]16/ 171519
Day rl=l= POS Inventary = = | =S =N

Print Cptions

! n [ Online Bailabiliby
<1 Init and Rate Setup

Reserve
Hour [2] B 5amH

==

2. Leftclick on Credit Card Processing tab in the ConfigRezOvatiorScreen.

* Configure Rez0yation x|

Enmpanylnfnrmatinnl Users  Credit Card F'rcncessingl Funu:tiu:unalityl Settingsl Fiepu:urts'll Fiep-:urts:ZI

T o enable Credit card proceszing, zelect Enable and add your payment gateway account(z). [ pou have
multiple accounts, select a default account. Presz F1 or zelect Help from the menu for more information
regarding Payment accounts

{* Enable credit card processing " Dizable credit card processing

Merchant Accounts

Description | Account |D | G ateway | Default |ﬂ

Merchant Partners Test AP s Merchant Parthers ol
RezOvation www.RezOvationcom Page #
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3. Highlight the Merchant Account you wish to edit and left click on the Edit button.

—Merchant Accounts
Description Account 1D Gateway Default | ~
]

Drefault Maone Autharize. net
Merghant Partners Test kA P Merchant Partners v

[
Set Default | —ﬂﬂlIl Delete |

4. The Edit Gateway Accau screen will appear. Make the necessary updates to the account and left click on
the Save Button to update the merchant account. Left clicking on Cancel will cancel any changes made to
the account.

inj, Edit Gateway Account |

. 1. Select the Payment G ateway
U Authorize.net " Merchant Partners = Mova

— 2. Enter Payment Gateway Account Details

Deszcnption Default
API Ligin ID Hewd Pl
| Tranzaction Key 123412341 2341234

— 3. Select the Charge Account Type
Thiz information can be obtained from your processor,
" Mot
% Retail
) Hoteld Lodging
Select charge twpe: IHDtEl [pre-auth] j

—4_ Addrezz Information
v Send Billing Information to 5 atewan

[ ] gpa |

DELETE A MERCHANT AC COUNT

1. Start upRezOvatiorDeskbp. Go to Tools> Configure.

RezOvation www.RezOvationcom Page #0
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*  RezOvation Desktop - Travis County Inn [DEMO]

File Edit Mawvigate Wiew | Tools Window  Help

Configure
Display Optlss ﬂ gl! £ )
o Letker Diesign Mar
List Edit SIS(M| T T[F|S|SM|TMWW T[F|S|5|M[TMI[T|F|5|5]|M
Reserve H|M|5 24125\ 2627281 2| 34|56 78| 31011(1213(1415]16/ 171519
Day rl=l= POS Inventary = = | =S =N

Print Cptions

! n [ Online Bailabiliby
<1 Init and Rate Setup

Reserve
Hour [2] B 5amH

2. Leftclick on Credit Card Processing tab in the ConfigRezOvatiorScreen.

* Configure Rez0yation x|

Enmpanylnfnrmatinnl Users  Credit Card F'rcncessingl Funu:tiu:unalityl Settingsl Fiepu:urts'll Fiep-:urts:ZI

Tao enable Credit card proceszing, select Enable and add your payment gateway account(z). [F you have
multiple accounts, select a default account. Presz F1 or zelect Help from the menw for more information
regarding Payment accounts

{* Enable credit card processing " Dizable credit card processing

Merchant Accounts

Description | Account |D | G ateway | Default |ﬂ

Merchant Parthers Test PR Merchant Parthers M
RezOvation www.RezOvationcom Page #1
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3. Highlight the Merchant Account you wish to edit and left click on the Delete button.

— Merchant Accounts

Description Account 1D Gateway Default

D1 efault MewiFl Authorize. net
td egkhant Fartners Test b P terchant Partners v

Set Default | ﬁdw

4. A message will appear asking to confirm deletidithe merchant account. Left click on OK to remove the
account or select Cancel to exit this dialog box.

Delete Gateway Ac x|

Are wou sure Ehat wou want o delete Defaulk accounk

I (0] 4 I Cancel |

5. The merchant account will no longer be listed in the Merchant Account List.

—Merchant Accounts

Description | Account ID | Gateway | Default |j
Merchant Parthers Test b P kerchant Parthers Il

SetDefault | Add | Edt | Deler |

RezOvation www.RezOvationcom Page #2
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Steps for Recording and Processing a Payment

Payments can be raated in a number of different ways depending on the type of transaction. The transaction types

are classified aslotel, Retail, andCard Not Present Please read the steps below depending on the transaction

type you wish to record.

HOTEL TRANSACTION

I PRE-AUTHORIZATION

When processing a hotel transaction, you haveeoptions. 1) PréAuthorize the card at check in,chprocess
(POST) on checkout, 2) process the charges on gheck 3 process the charges on chaxk. Check with your
processor formy information on qualifying rates for processing Hotel-Rughorizations.

PRE-AUTHORIZATION

1. Toprocessapraut hori zation, | eft
Contact Data Screen.

* 'RezOvation Desktop - The Hill Country Inn

click

File Edit Search MNavigate Tools Window Help

on

the fiRecord Tr a

=10l

x|

2. Onthe Payment Screen, eteh e amount to be

sel ect

fiSave. 0

= Record Transaction

—1. Select record date

|0212/2007

2. Select transachion amount

i e 3 =
N =3 & || DLX¥ DR3SE |5 <
L, P f . |
N i, (Lt e j |F|ezE|vation |Guest Total |n'||'DIC.BS. 2 Tnt-al ngh-ts. 8 . i
Reserve Znd First, Last I Select an invoice to wiew detals or double click to edit invoice
Day Acddress 1 Irevoicett Entered | Start Date Tatal Paid | *)
15 |70 Brazos Sireet 3| 2202007 212/2007| s21248)  $0.00|_|
, fueldhogs 2 | Suite B700 Mail Ok v 2| 1/26/2007| 1/27/2007| $679.23|  $0.00
| City, State, 2P [wstin [T =] 7erm 1] 1/26/2007| 1/26/2007 |  $368.08 $0.00
Reserve | Countnu Fasll o [lirited States of Ame x| [512-320-0883 Z

paid then sel

X

FPapee

Fapment Type

Fayment Motes:

— 3. Enter payment information

| { Ful | Depost | Refund | Other amourt [368.08
IGueﬂ
Credit Card :.
Credit Card i
Coupon
Gift Certificate
Check

f+ Current [nvaice

—4. Select invoice to apply paym Cash

= Group Invoices

' Contact |nvoices

= Al Invoices

Save I

LCancel

3. Setting the Payment Type to Credit Card will trigger the Process Credit Card Charge Screen.

ect
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' Process Credit Card Charge

(=S(=]E3

— Payment Details

Reservation Mame |Demn:| Guest

Irwvoice # |3

Fayment Amadint |‘I A0.00

—1. Select Merchant Account

MP - Merchant Partners

— 2. S5elect Transaction Type
{* Pre-dutharize Amount

" Process Sale Tranzaction

{~ Record in Rez0vation Desktop Only

— 3. Enter Billing Information

Mame on Card IDemD Guest

Address 1855 Blake St

City ALstin

State m Zipcode IW

—4_ Enter Credit Card Information

Swipe Card | Fick Frevious | Swipe status -
Card Type I ;I [~ Card Fresent
Card Mumber I

CW Security Code I

Mn:nnthl vI Year 20 I vI

E xpiration Date

Process Tranzaction I Cancel

4. RezOvatiorallows you to connect to many different payment gayasw8elect the Merchant Account you

wish to process the transaction.

. Process Credit Card Charge

=10l x|

— Payment Details

Rezeration Mame |H ezllvation Guest

[reenice # |2

Payment Amount

[573.25

— Merchant Account

kP Swiped - Merchant Parthers

Drefault - Authornize, net
iME Swiped - Merchant Partners

2T
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5. SelectPreAuthorize Amountas theTransaction TypeNote that PréAuthorize will only be enabled if the
Merchant Account selected is configured to process Hotel Authorization. @allPr@Authorization may
be assigned to an invoice.

2. Select Tranzaction Type
(* Pre-tuthaorize Aot

" Proceszs Sale Tranzaction

(" Record in Fez0yvation Dezktop Only

6. Left click the Swipe Card button. Swipe the credit card. Natg; RezOvatbn approved Credit card
swipers should be used when processing transactions. The Pick Previous button cannot be sefected wh
processing a Hotel Authorizationlf the card swipe fails, you can key in the card number, and check the
ACard Presento box. Note that in this case, you ma
swipe data is not being recorded.

4. Enter Credit Card Information

Swipe Card | Swipe status -

ﬂ [ Card Present

Card Type

Cw Secunty Code

Expiration Date bl anth - | ear 200 -

Procesz Tranzaction | Cancel |

|
Card Murnber |
|

7. Left click the Record Transaction to process the transaction. A response from the gateway will appear.
Click OK to exit the transaction.

Transaction Response EI

— Gateway Rezponze

The fransaction was successful

—Response Details

Approval Code

Rezponze AVSAUTHIREES = z

Addrezs Verfy I

Tranzaction |0

Error Test

8. To POST the transaction, check out the guest on the departure day, and then record another transaction. At
this pointyou will have an option to POST under the charge type.

RezOvation www.RezOvationcom Page #5
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PROCESS CHARGES (no preauthorization)

1. To process a charge without gathorizing (either on cheegk orcheckout ) , | eft c¢l i ck on t
Transactiond icon on tdibBatasgeerr right side of the Co

*  RezOvation Desktop - The Hill Country Inn _IEIIﬂ
File Edit Search MNavigate Tools MWindow Help
2 -. E 4 -
|l X = (7 & ¢ |DdX¥ DRIE |5 | e
| S - |
N First. Last Nams j |HezElvation |Guest Total Invulc?s. 2 Tnt-al ngh-ts. ] . i
Reserys Ind First, Last I Sel_ec:t an invoice bo wiew detailz or double click to edit |rw.o|ce
Day Address 1 Irvoicel Entered Start D ate Tatal Paid |+
s |70 Brazos Strest 3| 2Mzszny| anzenn7| s224s|  s0.00] |
: Address 2 |Suite B7O0 Mail Ok [ 2| 1/26/2007| 1/27/2007) $679.28)  $0.00
& City, State. Zip  [Zusstin [ =] [Fa7or 1| 1/26/2007| 1/26/2007| $36B.08]  $0.00
Reserve | Countm Fasi [lirited States of Ame x| [512-320-0883 Z
2. On the Payment Screen, enter the amount to be paid
select ASave. o
& Record Transaction x|
—1. Select record date ———— 2. Select kranzaction amount
[0212/2007 | { Ful | Deposit | Fefund |  Other Amount [368.08
— 3. Enter payment information
FPapee IGuest j
Fapment Type Credit Card
i iCredit Card i
Fayment Motes: Coupon
Gift Certificate
Check.
—4. Select invoice to apply paym Cash
f+ Current [nvaice = Group Invoices ' Contact |nvoices = Al Invoices

Save I Cancel

3. Setting the Payment Type to Credit Card will trigger the Process Credit Card Charge Screen.

RezOvation www.RezOvationcom Page #6
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| Process Credit Card Charge

Payment Details

Reservation Mame |Dem|:| Guest

Irwvoice # |4

Fayment Amadint |1 A0.00

1. S5elect Merchant Account

MP - Merchant Partners ﬂ

2. S5elect Transaction Type
(" Pre-futhorize Smont

f* Proceszs Sale Tranzaction

(" Record in Rez0vation Dezkiop Only

3. Enter Billing Information

Mame on Card |Dema Guest
Address |1855 Blake 5t
City |.-’-'-.ustin

State |T>< * | Zipcode Fam

4_ Enter Credit Card Information

Swipe Card | Fick Previous | Swipe status -
j [ Card Present

Card Type

|
Card Murnber |
|

CW Security Code

E xpiration Date Morth | “ear 20 -

Process Tranzaction | Cancel |

4. RezOvatiorallows you to connect to many different payment gateways. Select the Merchant Account you
wish to process the transaction.

i, Process Credit Card Charge =10 x|

— Payment Details

Rezeration Mame |H ezllvation Guest

[reenice # |2

Payment Amount IE?EI,EE!

— Merchant Account

kP Swiped - Merchant Parthers j

Drefault - Authornize, net
iME Swiped - Merchant Partners

) | Fre-al
5. Select Process Sale Transaction as the Transaction Type.
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2. Select Tranzaction Type
" Pre-duthorize Amount

(* Process Sale Transactiord

" Record in Rez0vation Dezkiop Only

6. Left click the Swipe Card button. Swipe the credit card. Note: BelyOvatiorapproved Credit card
swipers should be used when processing transactions. The Pick Previous button cannot be selected when
processing a Hotel Authorization. If the card swipe fails, you can key in the card number, and check the
ACar d Pr eNote that id thib aase, you may be charged a higher processing rate since the card
swipe data is not being recorded.

Note: if you are taking an advance deposit, or taking a payment over the phone, you will not need to click
the Swipe Card button. Inithcase, you should NOT check the Card Present box.

4_Enter Credit Card Information

Swipe Card | Swipe status -

Card Type ﬂ [ Card Prezent

|
Card Murmber |
|

oW Securnity Code

Expiration D ate b itk - | Year 20 -

Process Tranzaction | Cancel |

7. Left click the Record Transaction to process the transaction. A response from the gateway will appear.
Click OK to exit the transaction.

Transaction Response 5[

— Gateway Rezponze

The transaction was successful

—Response Details

Approval Code

Rezponze AVSAUTHIREES = z

Addrezs Verfy I

Tranzaction |0

Error Text
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RETAIL TRANSACTION

Retail transactions can be identifiagl any transaction for goods or services. A transaction that is not associated with
a hotel authorization can be viewed as a retail transaction.

1. To process a retail transaction, left click on the
Contact Data Screen.

0 X B 3y h | DAX B

— Total Invoices: 3 Total Mights: &

First, Lazt Marne LI |Matt |I3amI:|reII — : : : —
. Select an invoice to view detailz or double click to edit invoice
2nd First, Last I - -
iddress 1 | voicett Entered Start Date T atal Paid | *]
o5 |700 Brazos 169| 2/13/2007| 2M13/2007) $251.00 [
Address 2 [Suite B Mail Ok v . 95| 3/31/2006| 343042006 4254.25
Lity. State, Zip | austin (RE3RA | ECE
Country, Fazt IUS.-’-‘« =] I
Homed, work$ |5-| 2BEITIT | ~Invoicedt 81 details
] Start Unit: Trawiz Daily Charges: $160.00
B M
ushess Hame | _ StartDate:  Thu,Feb(02,2006  Hourly Charges: $0.00
Email Address |5 ppart@rezovation. com Emal Ok ¥ | EndDate:  Sat Feb 04, 2008 POS Charges: $75.00
2nd Email | Party Size: |2 vI ||:| vl Tax: $30.55
Lustom | Group | Tatal $265 55
Custom | Confimation # ROR113949 Paid $265.55
Custom | Cancellation # Balance: $0.00
2. On the Payment Screen, enter the amount to be paid
select ASave. o060 This wild.l trigger the Process Credit

== Record Transaction il

—1. Select record date 2. Select transachon amount
|02/10/2007 | { Ful | Depost | Betund | Other Amour: [579.22

— 3. Enter payment information
Papee |Guest j
Payment Type | Credit Card |

Paprment Maotes;

—4_ Select invoice to apply payment
% Current |nvoice ) Group |l mvoizes " Contact Invoices Al lrvoices

Save I LCancel

3. The credit card processing window wifiear.
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| Process Credit Card Charge [Z”E|rz|

Payment Details

Reservation Mame |Dem|:| Guest

Irwvoice # |4

Fayment Amadint |1 A0.00

1. S5elect Merchant Account

Drefault - Authorize.net ﬂ

2. S5elect Transaction Type
~

(* Process Sale Transactior

(" Record in Rez0vation Dezkiop Only

3. Enter Billing Information

Mame on Card |Dema Guest
Address |1855 Blake 5t
City |.-’-'-.ustin

State |T>< * | Zipcode Fam

4_ Enter Credit Card Information

Swipe Card | Fick Previous | Swipe status -
j [ Card Present

Card Type

|
Card Murnber |
|

CW Security Code

E xpiration Date Morth | “ear 20 -

Process Tranzaction | Cancel |

4. RezOvatiorallows you to process transaction to multiple payment gateways. Select the desired Merchant
Account to process the transaction. N&tezOvatiorDesktop will attempt to pass reservation information
in the retail transaction if the Mehant Account selected is setup as HOTEL/ LODGING.

. Process Credit Card Charge -0 x|

— Payment Details

R eszeration Mame IHEEDVatiDn Guest
Irvoice # |'|

Payment Smount ISEE.DB

— Merchant Account

5. Select Retail Sale Charge as the Charge Type
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2. Select Tranzaction Type
~

(* Process Sale Transactiord

" Record in Rez0vation Dezkiop Only

6. Select one of the methods to enter the guest card information.

a. Leftclick on Swipe card and swipe the card

b. Select Pick Previous to select a carattls stored in the desktop software

c. Hand key credit card information into the corresponding fields. The CVV code is important in the
event that youid not swipehe card and a customer contests a charge. In some cases you may
also receive a discountrfproviding the CVV information. Hand entered card types will also
enable a ACard Presento tab. Click this field i
maybe asked to provide proof that the card was present at time of transaction. Deigloar by
imprinting the card to the invoice.

] { Pick Preyvious |
Card Type I h j Swipe status -

Card Mumber |
CW Security Code I

Expiration Date kanth I vI Year 20 I "’I

Save Transaction | Cancel |

— Credit Card Information

7. Left click Save Transaction to process the transaction. Upon completion an approval or decline message
will appear.

Transaction Response El

— Gateway Hezponze

The transaction was successiul

— Responsze Details

Approval Code

R esponse ANSSALE w

Addrezs Werify

Tranzachion [0

Error T et
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CARD NOT PRESENT

Card not present transactions refer to transactions made in thhiphysical card or cardholder is not present at the
point of sale. These transactions are typically transactions made by telephone, mail, or online. Because of the
increased risk of being fraudulent, these types of transaction tend to result inra#tiglfieom the processor.

All RezOvationBooking Engine charges are card not present transactions.

To process a card not preséansaction irRezOvatiorDesktop, simply leave the Card Present checkbox
unchecked when hand keying a retail transaction.

How Can | Process A Charge At Check Out And ReceivellThe Be
Credit Card?

You can preauthorize the transactiat checkin and process a POST aftdreckout. Follow the steps above to
use this option (Hotélransactions).

How Do | Make Sure That | Get The Best Rate Possible When Processing Credit Cards?

There are different requirements based on whether you
(Acard NOT presento) .

1. Swipe cardswhenevepps si bl e from the Online Credit 8S8epsd Proce
for recording and processing a paymert @above). Note that if you swipe a card from the Contact Data
screen, theonly the card number anekpiration is stored Typically this option is only used if you want
to hold a credit card number for the guest at chieakithout processing any charges. If you process a
transaction and do not swipe the card aggn, will not receive a swiped rate
2. When keying in cards, you should always ask forhitisng addresson the card. Note that this may be
di fferent t hlezomeaddressspeaialiytindhm easebobcorporate cards.
3. When keying in cards, it is recommended that you request a C¥§carity code. This may or may not
affect your credit card processing rates, but can be helpful if a guest contests a charge. Contact-your third
party processor for more details.
4. Make sure that your thirgarty gateway is configured properly. For exaenjrh most cases you should
have AAddress Verificationo set to fiactiveo or fAono
Verification match, some properties do choose this option to make sure that they are getting the best rates
possible. However,ths may cause cards to show as fAdeclinedo e
fgoodo. P | e garty gatewag iwstructioes for rhorerintbrmation.
5. Ensure that your processor has set up your merchant account with the correct coding. Typically this is
hotel / lodging (SIC 7011).
6. If you process a decent volumetmdnsactions that are not tied to a reservation (such as retail sales, spa
sales, hourly reservations, or gift certificates), you should consider setting up a second retail merchant
account in order to avoid downgrades. Transactions ofresmtvation (riil or GC) invoices do not pass
the required lodging data such as check in date, check out date, and hotel indicator, and many processors
require this information in order to receive the best rates. In this case, setting up a retail account allows you
to process noteservation transactions without getting a downgrade.

Can | Process Identical Payment Amounts On The Same Card For The Same Day?

If your propertyever accepts duplicate transactions (i.e. the same charges to the same credit card within the same
day) please contact your processor and ask them to allow duplicate transactions on your account. If you do not
request this changtee0)t hter asnescaocntdi o(no rmafiyd unpolti csaet t 1 e (batc
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Can | Issue Refunds For Charges That | Procgsed Before | Started UsindRezOvation Desktop?

For security reasons, you must have a reference transactiorRi& (dvatiorDesktop before issuing refund. If
the original transaction was not processeRézOvatiorDesktop, then you must use the online Virtual Terminal,
which is available by logging in to the Merchant Partners website Higpg/www.onlinemerchantcenter.cowv
www.authorize.net

How Do | Issue Refunds From Within RezOvation Desktop?

VOID

If the transaction you wish to refund has not yet batched (same day transaction), yoicess pioid. See the
void section below for more information on how to process a void.

HOTEL -AUTH REVERSAL

After you process a Hotel RPAuthorization, you may wish to reverse the authorization. If you wish to cancel a
Hotel PreAuthorization, you cannocess a Hotel Auth Reversal on the invoice.

1. Toissue refunds that have already batched, wiReinOvatiorDesktop left click on the Payment Icon from
the upper right side of the Contact Data Screen, or you right click on any daily reservation and choose
O0Record Transaction. 6

= - — = = T

o X = 7 & #h | DX - o

. r Total Invoices: 3 Total Nights: &
First. Last Mame ;I IMatt IGambreII = : 9 : : B

. Select an invoice to view detailz or double click to edit invoice
2nd First, Last | - -
ddress 1 | voicedt Entered Start Date Tatal Paid | =]
158 [700 Brazos 159| 21372007 211302007 $251.00 $0.00|_|
Address 2 ISuite E Mail Ok v
City, State. Zip [ Austin [T =] |raT0d .
Cauntry, Fastt — uga, =1 >
Homeh, Wwiork# |5-| DIIIITIT I r Invoicelt 81 details
: Start Unit; Trawviz [raily Charges: $160.00

B M

usiness Hame | _ StartDate Thu,Feb02 2006 Hourly Charges: $0.00
Email Address | spportiErezovation. com Email Ok W | EndDate:  Sat Feb D4, 2006 POS Charges: 475 00
2nd Emaill | Party Size: |2 vl ||:| vI Taw: $30.55
Cuiztam I Group I Total: $265.55
Custam | Confimation #  ROR113349 Paid $265.55
Cuztom | Cancellation # Balance: $0.00

2. Type in the refund amount preceded by a negative sign-1€@) or click the Refund button, then press

Save.
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= Record Transaction x|
— 1. Select record date 2. Select tranzachion amount
02/13/2007 j ’V Eull | Depozit Befund Oitker Amaunt: 1-2-00 I

— 3. Enter payment information

Payees I ambrell

Fayment Type I Credit Card

=~

Fayrment Motes:

—4_ Select invoice to apply payment

% Current [nvaoice ) Contact [nyoices ) Alllhyoices

! Group [nvoices

# Cancel |

3. The Void/ Refund Credit Card Transaction dialog will appear. To view a list of processed transactions
assigned o the invoice, left click on the fAChangeo

but't

=10l x|

im. Yoid/ Refund Credit Card Transackion

— Refund Amount

Arnavint |-2.I:IEI

— Billing Information
|Matt Eambrell
IF"EIEI Brazoz
I.-'i‘-.ustin

[T

Mame on card

Addresz
City

State | Zipeode |78701

_>

— Tranzaction Details

Change

Drate

[Fvoice # |B'I

j Arnourt |

|
Card Type I
Card Murnber I

E xpiration date I vI

rear 20 I - I

T ranzaction |0 |

—Charge Type
" Hiotel &uth Beversal
) Yoid

{* Record in Rez0wvation Desktop Only

Save Tranzaction

Carnicel

4, Sel ect t he

transact.i

on you wish to

process t

he cred
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i ¥Yoid/ Refund Credit Card Transackion

Refund Amount
’7 Amount |-2.DD

Transaction list

t InzenDate Amount | TrnasactionStatuz | TransactionType | Papmenttame | MameOndccount
Pending Preduth

Cancel |

save [ransachan

5. After selecting the transacAubh, Réewer salhdomindvéet | Clcdh
left click on Save Transaction to process the reversal.

I—ﬁﬂe Type
¥ Hotel- Auth Reverzal ﬁ
[ =T
" Becord in Bezlyvation Deskiop Onlp N
iy

I Save Transaction I h Cancel |

6. The Transaction Response dialog will open with an approval or denial. Left click on the Ok button to exit
the transaction and complete the process.
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Transaction Response El

— Gateway Hezponsze

The transaction was successful

— Response Details

Approval Code

Response | AUTHREVERSE n*e-n—

Addrezs YWerify

Tranzaction |0

Errar Test

REFUND/ PARTIAL REFU ND

A refund/ parial refund can be processed to credit a guest credit card account. Partial refunds allow you to refund an
amount up to or equal to the original transaction.

After you process a Hotel RAuthorization, you may wish to reverse the authorization. If yahwo cancel a
Hotel PreAuthorization, you can process a Hotel Auth Reversal on the invoice.

1. Toissue refunds that have already batched, wiReinOvatiorDesktop left click on the Payment Icon from

the upper right side of the Contact Data Screen, orright click on any daily reservation and choose
O0Record Transaction. d

R B | DLX B

r Total Invoices: 3 Total Nights: &

First. Last Mame ;I IMatt IGambreII = : : : B
. Select an invoice to view detailz or double click to edit invoice

2nd First, Last | - -
ddress 1 | voicedt Entered Start Date Tatal Paid | =]

=88 |700 Brazos 169 2A13/2007| 213/2007| $251.00
Address 2 |Suite B Mail Ok W 88| 3/31/2006| 3A30/2006( $254.25
City. State. Zip  [austin [T= =l |7a701
Cauntry, Fastt — uga, =1 >
Homeh, Wwiork# |5-| DIIIITIT I r Invoicelt 81 details

: Start Unit; Trawviz [raily Charges: $160.00
B M

usiness Hame | _ StartDate Thu,Feb02 2006 Hourly Charges: $0.00

Email Address | spportiErezovation. com Email Ok W | EndDate:  Sat Feb D4, 2006 POS Charges: 475 00
2nd Emaill | Party Size: |2 vl ||:| vI Taw: $30.55
Cuiztam I Group I Total: $265.55
Custam | Confimation #  ROR113349 Paid $265.55
Cuztom | Cancellation # Balance: $0.00

2. Type in the refund amount preceded by a negative sign-1€@) or click the Refund button, then press

Save.
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= Record Transaction x|

2. Select tranzaction amount

Eull I erusitl RBefund |w;l'1-nq I

IGazeI:u:u

—1. Select record date
|02/13/2007

=~

—3. Enter payment information

{

Payee

Payment Type I Credi Card

[

Payment Motes:

—4_ Select invoice to apply payment

% Curent lnvaice ) Group [nvaices { Contact [hvoices Al rvaices

ﬁl Save I LCancel

3. The Void/ Refund Credit Card Transaction dialog will app&ay.view a list of processed transactions

assigned to the invoice, left click on the fiChangeo
ini. Yoid,/ Refund Credit Card Transaction O] x|
— Aefund Amount
Arnount |-'I.I:IEI
— Billing Information
Mame onicard ey Gazebo
Address |23'| B Mewbermy Dr
City IF"ru:uviu:Ienu:e
State [Fi | Zipcode [02512
— Tranzaction Details
e Changs
Date | Irvoice # |158
Card Type | | amount |
Card Murnber I
E xpiration date I "I rear 20 I "I
Transaction (D |
—Charge Type
) Hatel: &uth Fewerzal
£ aid
{* Record in Rez0wvation Desktop Only
Save Transaction Canizel
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4, Sel ect the transaction you wish to process the reve

i Yoid/ Refund Credit Card T =10l x|
Refund Amount
|7 Aok |-1.00 |
ﬂ

InsertDate Amount | TrnasactionStatuz | TransactionT ype | PaymentMame | Hamelndccount SubType

Completed R etail ; Jem Mastercard

gl Select I | Cancel I

2ave [ ransachon | Lancel |

5. After selecting the transaction, the dialog willsle . SelAat hiRevelrsal 06 under Cha
left click on Save Transaction to process the reversal.

= Eharge Type

+ Hatel- uth Feversat F

L Heturt

" Becord in Bezlyvation Deskiop Onlp

[
e
I Save Tranzaction I F Cancel |

6. The Transaction Response dialog will open with an approval or denial. Left click on the Ok button to exit
the transaction and complete thegess.

How Do | Issue A Refund For Transactions Made Through The Booking Engine?

You must log in to Authorize.net gatewayviw.authorize.ngtand refund the transaction. Please see the
Aut horize.net [/ Qui ono@ sitmatevw.RezOvalisneomidranorsinformation. This can
be found by following the linksof r i Do ¢ u me nReaQvatioB 6o kiheag Bngi neod.

RezOvation www.RezOvationcom Page 28
700Brazos Street, Suite-B00 support@ezOvationcom 512-322-2777
Austin, Texas 78701



http://www.authorize.net/
http://www.rezovation.com/assets/Documents/Book/BE-QuickCommerceUsersGuide.pdf
http://www.rezovation.com/

RezOvation LLC RezOvatorDes kt op Credit Card Processing U
How Do | Void Transactions?
Transactions that have not been batched can be voidedRiea@vatiorDesktop or the online virtual terminal.
These transactions are typically same day transactions. Onémyewoided the transaction in the gateway, you
will need to record the refund RezOvation To do this, follow the steps below:
1. Inthe Contact Data screen, left click on the Payment Icon from the upper right side of the Contact Data
Screen,oryourigt cl i ck on any daily reservation and choose
= - F =
0 x e B | DLX &
First. Last Name LI IMatt IGambreII — Total Invmcn::s: 3 Tut.al ngh.ts: b . —
. Select an invoice to view detail: or double click to edit invoice
2nd First, Lagt | - -
Add 1 Invoiced Entered Start D ate Tatal Paid -
588 |700 Brazos 159 2/13/2007| 213/2007|  $251.00 [
Address 2 [Suite B Mail Ok [ 98| 3/3/2006| 3/30/2006) $254.25
City. State, Zip | ustin (RE3RA | ECEG
Country, Faxtt IUS.-’-‘« ] I -
Homelt, \Work# |5-| 2BIITIT | ~Invoicedt 81 details
] Start Unit: Traviz Daily Charges: $160.00
B i
ushess Hame | StatDate:  Thu,Feb02,2008  Hourly Charges: $0.00
Email Address |5 pport@rezovation com Email Ok W | EndDate:  Sat, Feb 04, 2006 POS Charges: $75.00
2nd Email | Parly Size: Iﬂ m Taw $30.55
Custam | Group | Tatal: $265.55
Custom | Confimation # ROR113349 Paid $265.55
Cuztom | Cancellstion # Balance: $0.00

2. The Record Transaction window will appear. Either type in the refund amount as negative number at the

top right

of

the window OR press

= Record Transaction

—1. Select record date
|02/13/2007

=~

|

t he

x|

2. Select tranzaction amount

Full I erasitl Refund |Wt;|-1-ﬂq

— 3. Enter payment information

Payee

Payment Type

Payment M otes:

IGazeI:u:u

| Credit Card

[

Refund

button.

—4_ Select invoice to apply payment

{* Curent Invaice

) Group [nvaices

I

Eontact [nyoizes &l nvaices

ﬁl Save I LCancel

3. The Vdad screen will appear. Left click on Change to select the transaction you wish to void.
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i, ¥oid,/ Refund Credit Card Transaction O] x|

— Refund Amount

Armount |-'I 0o

— Billing Information

Marme on card I!.Inerr_I,I Gazebo

Address |23'I & Mewbery Dr
City |P'ru:uviu:|enu:e
State |Fil ~| Zipcode 08512
— Trangaction Details
=. Changs
Date I Invoice # |'I aa
Card Type I j Armount I
Card Murnber |

E spiration date I 'I Year 20 I "’I

T ranzaction |0 |

—Charge Type
{7 Hatel: &uth Feversal
) Waid
{* Record in Bez0wvation Desktop Only

Save Tranzaction Cancel

4. Select the transaction you wish to void and left click the Select button.
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mi Void/ Refund Credit Card T -10] x|
(Hefund Amount |

Arnovnt |-1 .00

Transaction list

InzertDate Arount | TrnazactionStatus | TranzactionType | Paymentt ame | Mamelndcocount SubType

- ‘_

%I Select I | Cancel I

save [ranzachon | Lancel | |

5. Select Void as the Charge Type and left click on Save Transaction to processltidote: The void
option will only appear for transactions processed on the same day.

—Charge Type
) Hotel: &uth Beversal

" Void I=
Record in Rez0wation Dezkiop Only
Save Transaction él

Do I Need To Have My Customers Sign Anything?

This is up to you. Once you get your approval code the customer may request a receipt from you. To print a receipt
left click on the 6Print I nvoiced icon on the upper right
that shows their payment.

If you want the customer to sign the receipt you can use our optional credit card receipt printer tegiticai
receipts. Please contact the sales team for more information.

Alternatively, you may add a customer signature line to the invoice polices section. Go to: Tools>Print
Options>Folio Options. You can then add any text you want to appeartaittbm of your receipt.
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* ' Print Options

Printer Selection  Folio Options | Ervelope Options | Gikt Eeltificate]

Folio Policy

Thank you for your payment:

Signature

Enter the title to print at the top of an invoice |Guest Charges

Invoice with line itemn detail @

Default Invoice selection . .
Irveoice with summary totals anly O

Claze

If | Use RezOvationDesktop To Process Credit Card Payments What Do | Have To Do To Get A Swiped Rate?

You must purchase a credit card reader or a keyboard with a built in credit card reader (availaRkzDwatioi.
For retail swiped transactions you must swipe the cardRetOvatiorDesktopat the time that you process this
transaction For lodging swiped transactions you mustau¢horize the charges at cheéokand then post the
charges at checkout.

How Long Does ItTake For Money To Go From The Payment Gateway Into My Local Bank Account?

Typically it will take 23 business days (excluding holidays). American Express and Discover charges majy take 3
business days.

Who Do | Contact If | Have Questions About Or Probkems With Credit Card Processing?

Contact First National Processing at 888-1030. Before calling you should have your merchant number
available. This number is printed on your monthly stateméd¥dr questions specific to the Merchant Partners
gatewayor virtual terminal, vig their website abttp://www.onlinemerchantcenter.com/

Why Do | See Multiple fiBatcheso On The Gateway?

Batches are organized bydustry Code and it is a requirement that thbe separated. However, at the end of the
day, all charges are put into one batch for processing. Please see the explanation of Industry Codes below.

Direct Marketing

Card NOT present transactions with NO ch&vkheckout date information. Typicallgdvanced deposits are
classified aPirect Marketingbecause these are keyed transactions that do not have a check in or check out date
attached to them.

RezOvation www.RezOvationcom Page 82
700Brazos Street, Suite-B00 support@ezOvationcom 512-322-2777
Austin, Texas 78701

u


http://www.onlinemerchantcenter.com/

RezOvation LLC RezOvatorDes kt op Credit Card Processing

Retail

Card present transactions with NO chéicheckout date information. Typically point of Isatransactions or
reservation payments that are NOT-prghorized are classified Retail.

Hotel

Card present transactions with chéglcheckout dates. You must use the fanathorization feature OR take
payment at check out in order to transfer &hieécheckout information.

If | Have An Existing Credit Card Reader Can | Use ThatTo Swipe Credit Cards Into RezOvation Desktop?

It MAY work if the existing credit card reader can be attached to your computer, reads2yjagdl, and can be
reprogramme to work withRezOvation Note however that our technical support team cannot provide any
assistance with thirgarty hardware products nor can they assist with reprogramming your existing card reader.

Are There Any Limitations To The Amount Of Charges| Can Process?

Yes. All credit card processing companies have risk evaluation departments. They look at several criteria when
monitoring your credit card processing patterns. Two of the most common criteria are: 1) average ticket amount and
2) average mnthly volume. For example, if your average ticket is $300.00 and you attempt to run a charge for
$3,000, the risk department may temporarily hold onto the funds until you send them proof that the charge is
legitimate. Proof usually involves faxing a egat from the transaction. In addition, if your average monthly

volume is $15,000 and you run charges in one month of $50,000, they may also suspend your account until they
make sure the charges are legitimate.

u

What Should | Do If | Need To ProcessACrdi t Car d Charge That | s éAbnormaIIIy Lal

Before you process a charge that is abnormally high, you will need to call the third party credit card processor and
they will notify the risk department in advance. By doing this in advance it reduces thesttato/our funds will
be temporarily restricted by the risk department.

Wh a t

Constitutes An O6Abnormallydéd High Credit Procesg$ing

An example would be a Bed and Breakfast that normally averages $250.00 per ticket and they have a one time
wedding darge of $5,000. By calling in advance of processing the charge, it helps reduce your chances that your
funds will be temporarily restricted by the risk department.

Can | Have My Average Ticket Amount And Monthly Volume Amount Adjusted If | Routinely Process Large
Transactions?

Yes. In fact, there is a place on the First National
Ri sk Evaluationd that allows you to enter your nor mal
volume. W\hen in doubt, guess high for both amounts. (Note: businesses that process more than $100,000 per
month require special approval before processing monthly totals greater than $100,000.)
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Can | Track My Credit Card Transactions Via The Internet?

Yes. The mrchant center web sitehgtps://www.onlinemerchantcenter.com

Will I Get Monthly Statements Mailed To My Business?

Yes.

Can | Take American Express, Discover and Other Credit Cards?

Yes, you can takalmost any major credit card. However, you will to have an account with American Express or
Discover. Contact them directly to open an account with them. Once you have an account with them you can
provide that information on your merchant account apfibo form so you can accept whatever cards you choose.

If | Own My Own Phone Modem Equipment Can It Be Reprogrammed To Work With RezOvation Desktop?

No, RezOvatiorDesktop must be used with a USB or PS2 card swiper.

How do | disablethe Creditcardproc essi ng f e at wredd sardiprbcessingdhoonghRezOwatian
Desktop?

Should you decide that you no longer wish to use the credit card processing mdred©iatiorDesktop, you can
disable this feature by following the steps below. Notgs ill only disable the Credit card processing module in
RezOvatiorDesktop. You will need to contact your processor separately to discontinue any active merchant
accounts.

1. Start upRezOvatiorDesktop. Go to Tools> Configure.

*  RezOvation Desktop - Travis County Inn [DEMO]

File Edit Mawvigate Wiew | Tools Window  Help

Configure
Display Optlesis o ¥ R_TL! £ )
] Letker Diesign Mar
List Edit SIS(M| T T[F|S|SM|TMWW T[F|S|5|M[TMI[T|F|5|5]|M
Reserve H|M|5 24125\ 2627281 2| 34|56 78| 31011(1213(1415]16/ 171519
Day rl=l= POS Inventary = = | =S =N

Print Cptions

! n [ Online Bailabiliby
<1 Init and Rate Setup

Reserve
Hour [2] B 5amH
o)
2. Leftclick on CreditCard Processing tab in the ConfigitezOvatiorScr een. Sel ect t he ADiI ¢
card processingo radio button. Left click close to
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®" Configure RezOvation

I:l:nmpan_l,llnh:urmatil:unl Uzers  Credit Card F'r-:u:essingl Functiunalityl Settingsl Fiepl:urtﬂl Fiepl:urtSEI

To enable Credit card proceszing, select Enable and add your payment gateway account(z]. [F you have
multiple accounts, select a default account. Press F1 or zelect Help from the menu for more information

regarding Payment accounts

™ Enable credit card processing

f* Dizable credit card processing

X

—Merchant Accounts

Deszcription Account ID Gateway | Default |j
Merchant Partners Test P Peigzas Merchant Partrners ¥
SetDefault| fidd Edt | Deke |

3. Go to Tools> List Edit

Cloze

4. The List Edit Screen will appear. Select the Paymenatabuncheck all Payment Types that have the

Credit Card field checked.
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