
RezOvation, LLC  RezOvation Desktop Credit Card Processing Userôs Guide 

 
RezOvation www.RezOvation.com Page #1 
700 Brazos Street, Suite B-700  support@RezOvation.com 512-322-2777 

Austin, Texas  78701   

 
 

 

 

 

 

 

 

 

 

 

 

 

 

RRREEEZZZOOOVVVAAATTTIII OOONNN   DDDEEESSSKKK TTTOOOPPP   CCCRRREEEDDDIII TTT   CCCAAARRRDDD   

PPPRRROOOCCCEEESSSSSSIII NNNGGG   UUUSSSEEERRRSSS   GGGUUUIII DDDEEE   

 

 



RezOvation, LLC  RezOvation Desktop Credit Card Processing Userôs Guide 

 
RezOvation www.RezOvation.com Page #2 
700 Brazos Street, Suite B-700  support@RezOvation.com 512-322-2777 

Austin, Texas  78701   

 
 

TABLE OF CONTENTS  

REZOVATION  DESKTOP CREDIT CARD PROCESSING USERS GUIDE .................................................... 1 

TABLE OF CONTENTS  ............................................................................................................................................ 2 

ABOUT THIS GUIDE  ................................................................................................................................................ 4 

ñTERMINALò, ñGATEWAYò, AND ñPROCESSORò EXPLAINED  .................................................................. 4 

CREDIT CARD PROCESSING SUPPORT INFORMATI ON .............................................................................. 4 

MERCHANT ACCOUNTS  ........................................................................................................................................ 4 

ADD A MERCHANT ACCOUNT ...................................................................................................................................... 5 
EDIT A MERCHANT ACCOUNT..................................................................................................................................... 9 
DELETE A MERCHANT ACCOUNT ............................................................................................................................... 10 

STEPS FOR RECORDING AND PROCESSING A PAYMENT  ........................................................................ 13 

HOTEL TRANSACTION ï PRE-AUTHORIZATION .................................................................................................. 13 
RETAIL TRANSACTION .............................................................................................................................................. 19 
CARD NOT PRESENT .................................................................................................................................................. 22 

HOW CAN I PROCESS A CHARGE AT CHECK OUT AND RECEIVE THE BEST  POSSIBLE RATE 

WHEN I DO NOT HAVE T HE GUESTôS CREDIT CARD? ............................................................................... 22 

HOW DO I MAKE SURE T HAT I GET THE BEST R ATE POSSIBLE WHEN PROCESSING CREDIT 

CARDS? ..................................................................................................................................................................... 22 

CAN I PROCESS IDENTICAL PAYMENT AM OUNTS ON THE SAME CARD FOR THE SAME DAY?  . 22 

CAN I ISSUE REFUNDS FOR CHARGES THAT I P ROCESSED BEFORE I STARTED USING 

REZOVATION  DESKTOP? .................................................................................................................................... 23 

HOW DO I ISSUE REFUNDS FROM WITHIN REZOVATION  DESKTOP? ................................................. 23 

VOID ......................................................................................................................................................................... 23 
HOTEL-AUTH REVERSAL .......................................................................................................................................... 23 
REFUND/ PARTIAL REFUND ...................................................................................................................................... 26 

HOW DO I ISSUE A REFUND FOR TRANSACTIONS MADE THROUGH THE BOO KING ENGINE?  .. 28 

HOW DO I VOID TRANSA CTIONS? ................................................................................................................... 29 

DO I NEED TO HAVE MY  CUSTOMERS SIGN ANYTHING? ........................................................................ 31 

IF I USE REZOVATION  DESKTOP TO PROCESS CREDIT CARD PAYMEN TS WHAT DO I HAVE TO  

DO TO GET A SWIPED RATE? ............................................................................................................................ 32 

HOW LONG DOES IT TAK E FOR MONEY TO GO FROM THE PAYMENT GATEW AY INTO MY 

LOCAL BANK ACCOUNT?  ................................................................................................................................... 32 

WHO DO I CONTACT IF I HAVE QUESTIONS ABO UT OR PROBLEMS WITH CREDIT CARD 

PROCESSING? ......................................................................................................................................................... 32 

WHY DO I SEE MULTIPL E ñBATCHESò ON THE GATEWAY?  ................................................................... 32 

DIRECT MARKETING ................................................................................................................................................. 32 
RETAIL  ...................................................................................................................................................................... 33 
HOTEL ...................................................................................................................................................................... 33 

IF I HAVE AN EXISTIN G CREDIT CARD READER  CAN I USE THAT TO SW IPE CREDIT CARDS 

INTO REZOVATION  DESKTOP? ......................................................................................................................... 33 



RezOvation, LLC  RezOvation Desktop Credit Card Processing Userôs Guide 

 
RezOvation www.RezOvation.com Page #3 
700 Brazos Street, Suite B-700  support@RezOvation.com 512-322-2777 

Austin, Texas  78701   

 
 

ARE THERE ANY LIMITA TIONS TO THE AMOUNT OF CHARGES I CAN PROCESS? ........................ 33 

WHAT SHOULD I DO IF I NEED TO PROCESS A CREDIT CARD CHARGE T HAT IS óABNORMALLY 

LARGEô?.................................................................................................................................................................... 33 

WHAT CONSTITUTES AN óABNORMALLYô HIGH CREDIT PROCESSING AMOUNT?  ........................ 33 

CAN I HAVE MY AVERAG E TICKET AMOUNT AND MONTHLY VOLUME AMOUN T ADJUSTED IF 

I ROUTINELY PROCESS LARGE TRANSACTIONS?  ..................................................................................... 33 

CAN I TRACK MY CREDI T CARD TRANSACTIONS VIA THE INTERNET?  ............................................ 34 

WILL I GET MONTHLY S TATEMENTS MAILED TO MY BUSINESS? ...................................................... 34 

CAN I TAKE AMERICAN EXPRESS, DISCOVER AND OTHER CREDIT CARDS ?................................... 34 

IF I OWN MY OWN PHON E MODEM EQUIPMENT CA N IT BE REPROGRAMMED  TO WORK WITH 

REZOVATION  DESKTOP? .................................................................................................................................... 34 

HOW DO I DISABLE THE  CREDIT CARD PROCESSING FEATURES IF I DONôT USE CREDIT CARD 

PROCESSING THROUGH REZOVATION  DESKTOP? ................................................................................... 34 

 



RezOvation, LLC  RezOvation Desktop Credit Card Processing Userôs Guide 

 
RezOvation www.RezOvation.com Page #4 
700 Brazos Street, Suite B-700  support@RezOvation.com 512-322-2777 

Austin, Texas  78701   

 
 

 

About This Guide 

The following list of questions and answers is designed to help you understand how to use credit card processing 

from within RezOvation Desktop.   

 

For questions regarding credit card processing with the Booking Engine, please see the ñAuthorize.net / 

QuickCommerce Userôs Guideò on our web site by navigating to www.RezOvation.com and then selecting 

Documentation > RezOvation Booking Engine. 

ñTerminalò, ñGatewayò, and ñProcessorò Explained 

The terminal, gateway, and processor work together in order to capture and process credit card information. 

 

The terminal  is the device that is used to capture the credit card information and the amount of the charge.  

RezOvation Desktop is considered the terminal .  The terminal  passes the credit card information to the gateway.   

 

The gateway is responsible for obtaining an authorization code and then for passing the authorized transactions to 

the processor for payment.  The gateway ñbatchesò the transactions at the end of the day, which sends the 

transactions to the processor.  All users have the ability to log in to the gateway via a web site 

(www.onlinemerchantcenter.com) or (www.authorize.net) depending on the gateway used to see all transactions 

that were authorized as well as batched.   

 

The processor is responsible for receiving and processing the batches.  The processor then transfers the payment to 

your bank account. 

 

Credit Card Processing Support Information 

Support for credit card processing is provided by your processor or merchant account provider.    

 

If you require support for your RezOvation Desktop program, or are not sure whether the problem you are 

experiencing is caused by your RezOvation Desktop program, then you can contact RezOvation Technical Support 

at 512-322-2777 or support@RezOvation.com. 

 

Merchant Accounts  

A merchant account refers to the account that a transaction is processed through.  You may have more than one 

merchant account set up in RezOvation Desktop. Users with multiple accounts can select a default account to 

process credit card transactions. Follow the instructions below to configure a merchant account in RezOvation 

Desktop. 

 

Typically, it is necessary to set up multiple merchant accounts only if you process many non-reservation 

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

reservation invoice (an invoice with a room assignment and check in / check out date).  Non-reservation 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.

http://www.rezovation.com/
http://www.onlinemerchantcenter.com/
http://www.authorize.net/
mailto:support@rezovation.com
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ADD A MERCHANT ACCOU NT 

1. Start up RezOvation Desktop. Go to Tools -> Configure. 

 

 
 

2. Left click on Credit Card Processing tab in the Configure RezOvation Screen. 

 

 
 

3. Select ñEnable credit card processingò and left click the ñAddò button to add a new merchant account. 
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4. The Gateway Account setup screen will appear. Select the Payment Gateway Type that your processor has 

setup for your property.  Typically this will be Merchant Partners.  If you use Authorize.net, please note 

that only Retail transactions are supported.   

 

 
 

5. Enter the 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: 
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Merchant Partners Gateway: 

 

 
 

 

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.  

 

 
 

MOTO ï Mail Order/ Telephone Order account type 

RETAIL ï Standard Retail account type 

HOTEL/ LODGING ï 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 set by Visa/MC when 

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 processor or RezOvation Support for more information.  

 

7. Address Information. Enabling this option will make RezOvation Desktop enable Address Verification 

System. (AVS) and send Billing Information to the Payment Gateway.  

 

 
 

8. Left click ñAddò to add the Merchant Account to RezOvation Desktop.  

 

 
 

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 used by RezOvation Desktop.  
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EDIT A MERCHANT ACC OUNT 

1. Start up RezOvation Desktop. Go to Tools -> Configure. 

 

 
 

2. Left click on Credit Card Processing tab in the Configure RezOvation Screen. 
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3. Highlight the Merchant Account you wish to edit and left click on the Edit button.  

 

 
 

4. The Edit Gateway Account 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. 

 

 
 

DELETE A MERCHANT AC COUNT 

1. Start up RezOvation Desktop. Go to Tools -> Configure. 
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2. Left click on Credit Card Processing tab in the Configure RezOvation Screen. 
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3. Highlight the Merchant Account you wish to edit and left click on the Delete button.  

 

 
 

4.  A message will appear asking to confirm deletion of the merchant account. Left click on OK to remove the 

account or select Cancel to exit this dialog box.  

 

 
 

5. The merchant account will no longer be listed in the Merchant Account List.  
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Steps for Recording and Processing a Payment 

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

are classified as Hotel, Retail, and Card Not Present.  Please read the steps below depending on the transaction 

type you wish to record. 

 

HOTEL TRANSACTION  ï PRE-AUTHORIZATION  

When processing a hotel transaction, you have three options. 1) Pre-Authorize the card at check in, and process 

(POST) on checkout, 2) process the charges on check-in, or 3) process the charges on check-out. Check with your 

processor for any information on qualifying rates for processing Hotel Pre-Authorizations. 

 

PRE-AUTHORIZATION  

 

1. To process a pre-authorization, left click on the ñRecord Transactionò icon on the upper right side of the 

Contact Data Screen. 

 

 
 

2. On the Payment Screen, enter the amount to be paid then select ñCredit Cardò as the payment type, then 

select ñSave.ò  

 

 
 

3. Setting the Payment Type to Credit Card will trigger the Process Credit Card Charge Screen. 
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4. RezOvation allows you to connect to many different payment gateways. Select the Merchant Account you 

wish to process the transaction. 

 

 
 



RezOvation, LLC  RezOvation Desktop Credit Card Processing Userôs Guide 

 
RezOvation www.RezOvation.com Page #15 
700 Brazos Street, Suite B-700  support@RezOvation.com 512-322-2777 

Austin, Texas  78701   

 
 

5. Select Pre-Authorize Amount as the Transaction Type. Note that Pre-Authorize will only be enabled if the 

Merchant Account selected is configured to process Hotel Authorization. Only one Pre-Authorization may 

be assigned to an invoice.  

 

 
 

6. Left click the Swipe Card button. Swipe the credit card. Note: only RezOvation approved 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 

ñCard Presentò box.  Note that in this case, you may be charged a higher processing rate since the card 

swipe data is not being recorded. 

 

 
 

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

Click OK to exit the transaction.  

 

 
 

8. To POST the transaction, check out the guest on the departure day, and then record another transaction. At 

this point you will have an option to POST under the charge type.  
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PROCESS CHARGES (no pre-authorization) 

 

1. To process a charge without pre-authorizing (either on check-in or check-out), left click on the ñRecord 

Transactionò icon on the upper right side of the Contact Data Screen. 

 

 
 

2. On the Payment Screen, enter the amount to be paid then select ñCredit Cardò as the payment type, then 
select ñSave.ò  

 

 
 

3. Setting the Payment Type to Credit Card will trigger the Process Credit Card Charge Screen. 
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4. RezOvation allows you to connect to many different payment gateways. Select the Merchant Account you 

wish to process the transaction. 

 

 
 

5. Select Process Sale Transaction as the Transaction Type.  
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6. Left click the Swipe Card button. Swipe the credit card. Note: only RezOvation approved 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 

ñCard Presentò box.  Note that in this case, 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.  In this case, you should NOT check the Card Present box. 

 

 
 

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

Click OK to exit the transaction.  
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RETAIL TRANSACTION   

Retail transactions can be identified as 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 ñRecord Transactionò icon on the upper right side of the 
Contact Data Screen.  

 

 
 

2. On the Payment Screen, enter the amount to be paid then select ñCredit Cardò as the payment type, then 
select ñSave.ò This will trigger the Process Credit Card Charge screen to appear.  

 

 
 

3. The credit card processing window will appear.  

 



RezOvation, LLC  RezOvation Desktop Credit Card Processing Userôs Guide 

 
RezOvation www.RezOvation.com Page #20 
700 Brazos Street, Suite B-700  support@RezOvation.com 512-322-2777 

Austin, Texas  78701   

 
 

 
 

4. RezOvation allows you to process transaction to multiple payment gateways. Select the desired Merchant 

Account to process the transaction. Note: RezOvation Desktop will attempt to pass reservation information 

in the retail transaction if the Merchant Account selected is setup as HOTEL/ LODGING.  

 

 
 

5. Select Retail Sale Charge as the Charge Type  
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6. Select one of the methods to enter the guest card information.  

a. Left click on Swipe card and swipe the card  

b. Select Pick Previous to select a card that is stored in the desktop software  

c. Hand key credit card information into the corresponding fields. The CVV code is important in the 

event that you did not swipe the card and a customer contests a charge.  In some cases you may 

also receive a discount for providing the CVV information. Hand entered card types will also 

enable a ñCard Presentò tab. Click this field if the card is present but cannot be swiped. Note: You 

maybe asked to provide proof that the card was present at time of transaction.  This can be done by 

imprinting the card to the invoice.  

 

 
 

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

will appear.  
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CARD NOT PRESENT 

Card not present transactions refer to transactions made in which the physical 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 in a higher rate from the processor.  

 

All RezOvation Booking Engine charges are card not present transactions.  

 

To process a card not present transaction in RezOvation Desktop, simply leave the Card Present checkbox 

unchecked when hand keying a retail transaction.  

 

How Can I Process A Charge At Check Out And Receive The Best Possible Rate When I Do Not Have The Guestôs 

Credit Card? 

You can pre-authorize the transaction at check-in and process a POST after check-out.  Follow the steps above to 

use this option (Hotel Transactions). 

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

There are different requirements based on whether you are swiping the card (ñcard presentò) or keying the card 

(ñcard NOT presentò). 

 

1. Swipe cards whenever possible from the Online Credit Card Processing window (see the section on ñSteps 

for recording and processing a payment?ò above).  Note that if you swipe a card from the Contact Data 

screen, then only the card number and expiration is stored.  Typically this option is only used if you want 

to hold a credit card number for the guest at check-in without processing any charges.  If you process a 

transaction and do not swipe the card again, you will not receive a swiped rate. 

2. When keying in cards, you should always ask for the billing address on the card.  Note that this may be 

different than the customerôs home address especially in the case of corporate cards. 

3. When keying in cards, it is recommended that you request a CVV or security 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 third-party gateway is configured properly.  For example, in most cases you should 

have ñAddress Verificationò set to ñactiveò or ñonò.  While you do not have to require an Address 

Verification match, some properties do choose this option to make sure that they are getting the best rates 

possible.  However, this may cause cards to show as ñdeclinedò even when the card is otherwise considered 

ñgoodò.  Please view the third-party gateway instructions for more information.   

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 volume of transactions 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 on non-reservation (retail 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 non-reservation transactions without getting a downgrade.   

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

 If your property ever 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 change, the second (or ñduplicateò) transaction may not settle (batch) at the end of the day.   
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Can I Issue Refunds For Charges That I Processed Before I Started Using RezOvation Desktop? 

For security reasons, you must have a reference transaction ID in RezOvation Desktop before issuing a refund.  If 

the original transaction was not processed in RezOvation Desktop, then you must use the online Virtual Terminal, 

which is available by logging in to the Merchant Partners website here: http://www.onlinemerchantcenter.com/ or 

www.authorize.net.    

How Do I Issue Refunds From Within RezOvation Desktop?  

VOID  

If the transaction you wish to refund has not yet batched (same day transaction), you can process a Void. See the 

void section below for more information on how to process a void.  

 

 

HOTEL -AUTH REVERSAL  

After you process a Hotel Pre-Authorization, you may wish to reverse the authorization. If you wish to cancel a 

Hotel Pre-Authorization, you can process a Hotel Auth Reversal on the invoice. 

 

1. To issue refunds that have already batched, within RezOvation Desktop 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 

óRecord Transaction.ô   

 

 
 

2. Type in the refund amount preceded by a negative sign (e.g. -100) or click the Refund button, then press 

Save.   

 

http://www.onlinemerchantcenter.com/
http://www.authorize.net/
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3. The Void/ Refund Credit Card Transaction dialog will appear.  To view a list of processed transactions 

assigned to the invoice, left click on the ñChangeò button.  

 

 
 

4. Select the transaction you wish to process the credit and left click the ñSelectò button.  
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5. After selecting the transaction, the dialog will close. Select ñHotel-Auth Reversalò under Charge Type and 

left click on Save Transaction to process the reversal. 

 

 
 

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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REFUND/ PARTIAL REFU ND 

A refund/ partial 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 Pre-Authorization, you may wish to reverse the authorization. If you wish to cancel a 

Hotel Pre-Authorization, you can process a Hotel Auth Reversal on the invoice.  

 

1. To issue refunds that have already batched, within RezOvation Desktop 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 

óRecord Transaction.ô   

 

 
 

2. Type in the refund amount preceded by a negative sign (e.g. -100) or click the Refund button, then press 

Save.   
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3. The Void/ Refund Credit Card Transaction dialog will appear.  To view a list of processed transactions 

assigned to the invoice, left click on the ñChangeò button.  
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4. Select the transaction you wish to process the reversal and left click the ñSelectò button.  

 

 
 

5. After selecting the transaction, the dialog will close. Select ñHotel-Auth Reversalò under Charge Type and 

left click on Save Transaction to process the reversal. 

 

 
 

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.   

 

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

You must log in to Authorize.net gateway (www.authorize.net) and refund the transaction.  Please see the 

Authorize.net / QuickCommerce Userôs Guide on our site at www.RezOvation.com for more information.  This can 

be found by following the links for ñDocumentationò then ñRezOvation Booking Engineò. 

http://www.authorize.net/
http://www.rezovation.com/assets/Documents/Book/BE-QuickCommerceUsersGuide.pdf
http://www.rezovation.com/
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How Do I Void Transactions? 

Transactions that have not been batched can be voided from RezOvation Desktop or the online virtual terminal. 

These transactions are typically same day transactions. Once you have voided the transaction in the gateway, you 

will need to record the refund in RezOvation.  To do this, follow the steps below: 

  

1. In the Contact Data screen, 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 óRecord Transaction.ô 

 

 
 

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 the Refund button.  Then press ñSave.ò 

 

 
 

3. The Void screen will appear.  Left click on Change to select the transaction you wish to void.  
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4. Select the transaction you wish to void and left click the Select button.  
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5. Select Void as the Charge Type and left click on Save Transaction to process the void. Note: The void 

option will only appear for transactions processed on the same day.  

 

 

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 óPrint Invoiceô icon on the upper right side of the Contact Data Screen.  You can then print a receipt 

that shows their payment.   

 

If you want the customer to sign the receipt you can use our optional credit card receipt printer to print credit card 

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 appear at the bottom of your receipt.   
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If I Use RezOvation Desktop To Process Credit Card Payments What Do I 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 (available from RezOvation).  

For retail swiped transactions you must swipe the card into RezOvation Desktop at the time that you process this 

transaction.  For lodging swiped transactions you must pre-authorize the charges at check-in and then post the 

charges at checkout. 

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

Typically it will take 2-3 business days (excluding holidays).  American Express and Discover charges may take 3-5 

business days. 

Who Do I Contact If I Have Questions About Or Problems With Credit Card Processing? 

Contact First National Processing at 866-492-1030.  Before calling you should have your merchant number 

available.  This number is printed on your monthly statement.   For questions specific to the Merchant Partners 

gateway or virtual terminal, visit their website at http://www.onlinemerchantcenter.com/. 

Why Do I See Multiple ñBatchesò On The Gateway? 

Batches are organized by Industry Code and it is a requirement that they be 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 check-in/check-out date information.  Typically advanced deposits are 

classified as Direct Marketing because these are keyed transactions that do not have a check in or check out date 

attached to them. 

http://www.onlinemerchantcenter.com/
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Retail 

Card present transactions with NO check-in/check-out date information.  Typically point of sale transactions or 

reservation payments that are NOT pre-authorized are classified as Retail. 

 

Hotel 

Card present transactions with check-in/check-out dates.  You must use the pre-authorization feature OR take 

payment at check out in order to transfer check-in/check-out information. 

If I Have An Existing Credit Card Reader Can I Use That To Swipe Credit Cards Into RezOvation Desktop? 

 It MAY work if the existing credit card reader can be attached to your computer, reads type 1-2 data, and can be 

reprogrammed to work with RezOvation.  Note however that our technical support team cannot provide any 

assistance with third-party hardware products nor can they assist with reprogramming your existing card reader.  

Are There Any Limitations To The Amount Of Charges I 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 monthly 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 receipt 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.  

What Should I Do If I Need To Process A Credit Card Charge That Is óAbnormally Largeô? 

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 the chances that your funds will 

be temporarily restricted by the risk department.   

What Constitutes An óAbnormallyô High Credit Processing Amount? 

An example would be a Bed and Breakfast that normally averages $250.00 per ticket and they have a one time 

wedding charge 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 I Have My Average Ticket Amount And Monthly Volume Amount Adjusted If I Routinely Process Large 

Transactions? 

Yes.  In fact, there is a place on the First National Processing merchant account forms entitled óVisa/MasterCard 

Risk Evaluationô that allows you to enter your normal average ticket charge and average monthly processing 

volume.  When 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 I Track My Credit Card Transactions Via The Internet? 

Yes.  The merchant center web site is https://www.onlinemerchantcenter.com. 

Will I Get Monthly Statements Mailed To My Business? 

Yes.  

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

Yes, you can take almost 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 application form so you can accept whatever cards you choose.   

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

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

 

How do I disable the Credit card processing features if I donôt use credit card processing through RezOvation 

Desktop? 

Should you decide that you no longer wish to use the credit card processing module in RezOvation Desktop, you can 

disable this feature by following the steps below. Note: This will only disable the Credit card processing module in 

RezOvation Desktop. You will need to contact your processor separately to discontinue any active merchant 

accounts. 

 

1. Start up RezOvation Desktop. Go to Tools -> Configure. 

 

 
 

2. Left click on Credit Card Processing tab in the Configure RezOvation Screen. Select the ñDisable credit 

card processingò radio button.  Left click close to exit the configuration screen.  

 

https://www.onlinemerchantcenter.com/
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3. Go to Tools -> List Edit 

 

 
 

4. The List Edit Screen will appear. Select the Payment tab and uncheck all Payment Types that have the 

Credit Card field checked.   

 


