Execu/Suite® Shift4® Credit Card Processing Procedures

Execu/Tech Systems, along with Shift4, has brought the latest innovations into helping you protect
guests’ sensitive cardholder information while giving you a seamless integration between your
Execu/Suite hotel system and Shift4’s credit card payment solution. With the updates and clean-up,
cardholder information not available. Cards were validated during the clean-up process enabling
you to use them as “card on file” for advance deposits and preauthorizations. Tokenization allows
you to process credit cards without the need to save cardholder information in your system. A token
is created for you to use to post advance deposits, run preauthorizations, and run transactions such
as payments.

The instructions in this user guide are general procedures on the correct way to process credit card
transactions through Execu/Suite and Shift4. Not all instructions apply to all properties. For example,
if your property does not post reservation advance deposit payments, that section will not apply to
you. If you are unsure, contact your property manager.

Please read this user guide in its entirety prior to performing any of the procedures described herein.
If you call Execu/Tech Systems for support you are expected to have read these instructions prior to
placing the call.
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Execu/Suite® Shift4® Credit Card Processing Procedures

Reservations

Validating Cards on the Reservation Screen:

Validating cards on the Reservation screen is the fastest way to enter the guest’s card information if you don’t need to save the card

validation in the profile. Click the “validate card” button beside the “guarantee code” field and follow the prompts.

Group code

Arival date:
Mo. of raoms:
Fioom type:
Foom number:

Adults/child:

[ A
’WﬁSun
i (Shawin)

[CET

’V oY [] Lock Raam
P

Draps:

0000110008

o1

[rate made: 2/25/10 by BLI

+ [ wed

Deposit received:

2.64-

Date received: 2/25/10

wiewdedit 1e-calc

Tatal room ar ;33264 Metdue: 330,00
Foom rate

Travel agency:

Fate code: |2 \3\ |
- [33.00
|

Company:

Qy

walidate card| 000223

Guest Name: |EHANDLEF|, GRANT
Address: |99?8 BURGAR AVENLE

ML Qy

Account ho: |>¢¢0¢0¢0¢0¢¢<0851

Guarantes code:

City: [COLUMBLS Expiration date: ’W

State/country: ’W Depozit req'd/ date due: B4 |929‘ID \3\
Postal code; (43201 : ’W oY ’W oY
Ermail address: |sam@abc.com Master folio: ’07 Q

Home phone: ’W Tax exempt?: ’N—

Bus. phone: Confrm letter?: ’Y—

Comment 1: | Split folia?: ’—

Comment 2: | Maid service: ’— o)

Comment 3: |

The|validation code|will display beside the “validate card” button on the reservation screen.

Validating Cards on the Guest Profile Screen (CC Info):
If you prefer, you can save the card validation in the Guest Profile rather than in the reservation.

% Guest Profile o (= [E]
Make HOTEL Reservation  View Stays Make Dinner Reservation  Reporting  Tools  Switch Primary Address
Frofile ID: |14 ; Company: [0 Guest Infomation | Guest Preferences | Dining Freferences | Housekeeping| |+ ,Clle the ”CC Info" bUttOﬂ.
QRO Definition —
Guest Name |DA\/\S, LEE Find/Mewr Car make/maodel .
Cuest rese: [152 WA STREET Licerss Tag ‘ | When the CC Info window opens
| Birthday [MMDDYY) i " X ”
brive I click “validate card”.
City/State/Zip |5AINT FLoue ,W |EEBD3 Frequert Flyer I
Country
i e = ~ Enter the guest’s cardholder
' Date walidated: 20100510 no3T4e < f
—nc':‘”‘j Name on card: [LEE DAVIS = information as prompted.
‘-pdate\/alues
Creek card acoount; [RRRRRRRRRRTTTT -
Makel|  Evpistondate iy} [CO¢ . The validation date and
Souce Zp cods: 5000 lidati de will displ
Er— orcntnF———— validation code will display.
HOTEL Pl Conme: | When you return to the
——
- reservation for this guest the
bt Enange Date: B0 validation code will display.
l Print Screen Piint Info l Delete JI Save J I Exit I
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Execu/Suite® Shift4® Credit Card Processing Procedures
Posting Advance Deposits:
Save the reservation and then click the “Deposit” button. The Advance Deposit window will open.

Guest  ADAMS, ALEXANDER Zipoode: 32444 In the ”Charge/ payment type” field, press
. ) .
R R <Enter> if the card type’s payment code is
RRRRGRRRRT ] (et oonas ovaldses | 7010 present, or type the payment code, or type a
Departredate: | S/2/10 forward slash (/) and press <Enter>.

Diepost required: 221.78

Deposit received: .o X
" % At “Process credit card?” select Yes.

Room rate:

PLEASE SWIPE CARD

Use card on file W ‘ ‘ Cancel/Exit

Comment:  [ADAMS, ALERANDER

Charge/ payment tppe: ~ [WS
Amount:

QK Cancel Edit

|_Select “Use card on file” to use a validated card.
Enter the amount, press <Enter> and click OK.
Wait will the process takes place.

If no card was validated, select “Manual entry”
or swipe the card if available. Proceed, entering
cardholder data as prompted.

Gurerteecodss | cEriens dorftcharge Upon completion of the transaction an
authorization code will displav.

Posting Additional Advance Deposits:

Bring up the reservation, save the reservation and then click the “Deposit” button. The Advance Deposit window will open. When
you are at the “Charge/ Payment type” field, enter the payment code or type a forward slash (/) and press <Enter>. When
prompted, “Process credit card?” select Yes. To use the existing card on file, select “Use card on file”. To use a different card, select
“Manual entry” or swipe the card if available. Proceed as prompted. The “card on file” will be the card used most recently to post a
deposit for this guest. To use another card you need to get the card information from the guest.

Crediting Advance Deposits/ Refunds / Cancellations:

To refund or partially refund a deposit against a card on file, bring up the reservation, click “save” and then click “deposit”. At the
“Charge/ payment type” field, enter the payment code or type a forward slash (/) and press <Enter>. Answer Yes to “Process credit
card?” and select “Use card on file”. Proceed as you would in processing a payment, entering a minus sign (-) with the amount (such
as -150.00). The “card on file” will be the card used most recently to post a deposit for this guest. To use another card used you
need to get the card information from the guest.

Groups
¢ Credit card information no longer is stored in Groups setup.
¢ Master Folios: Credit cards can be preauthorized on master folios in the same manner as they are preauthorized on guest folios.
¢ Guest Folios:
# Credit card information will not transfer from the group to the guest since no information was stored in the group.
# |f a card was validated on a reservation to which you answer “yes” to “make another reservation like this”, the
validation/ token will apply to each “reservation like this”.
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Execu/Suite® Shift4® Credit Card Processing Procedures
Check In

You should preauthorize a card at check-in. This sets the amount you preauthorize, assuring you that the funds will be available

when the guest checks out. Should the need arise, additional amounts can be preauthorized during the guest’s stay. Processing the
card as a sale at check-in is not recommended.

Check-ins From Reservations

When preauthorizing a card, if a card has been validated you don’t need to swipe the card or enter cardholder information again.

Simply select “card on file”. To use a new card, swipe the card or select “Manual entry”.

Ext | [ Logon | [ActiviyLog

Guest name: [ADAMS, ALEMANDER
foidress: [1234 ADAMS AVENLE
City: [LYNN HAVEN
State/County/Zp: L | 32444

Days/dep date 3 = 3
Roomnofyps (213 Find Lock Reom | 005
baubsictiden, 1 [0

F @

Rate code:

Roomiale: (5900
Type payment: T &
Creditlimt [00
Account ha.; [FOEIERSEGEEHITTT
Expiration date: 009 |

view/edit ie-cale

authorize card

Company: | Q

Home phone; [050-555-4424

Check-in/out
Folis nurbe.
Reservation no Made: 4/20/10
Foliobalance: ||

Deposit recvd: 241.76-

G |
Market/Sowce: [CORF (] [ADMN (3]
Taw evempt?. [N

PLEASE SWIPE CARD

Use card on file ‘ ‘ Manual entry ‘ ‘ Cancel/Exit

>

Enter amount to pre-authorize:

Cancel

==
G

spitfoio? | | [ pawmentinio
Business phone: Master foli; [0 Q] - - -
ol conment | raiote [ Communicating Please Wait...
o | e I I
Comment 3 |
Pre-Auth

e i e (el e (e

| Autopost ‘ Make Kep ‘ Options | Print CC Recpt Guest profile Woid pre-auth

Valid payment code, <Ese to losk-up, ' o swipe credit card

Waiting for response
Room and Tax less Deposit. 90,68

Y
Powered by: "

Walk-Ins

*+ With an existing profile containing a validated card: When authorizing the card, select “Use card on file”. You will not need to
swipe a card or enter card information. At the prompt enter the amount to preauthorize.

*+ C(Creating a new profile: You may enter card information to validate in CC Info the profile screen. This is optional. To expedite
the check-in, simply click “authorize card” or enter the payment code for the card and press <Enter>, and then swipe the card
at the prompt or select Manual entry if the card is not present.

o

If your hotel is not using Guest Profile: Click “authorize card” or enter the payment code for the card and press <Enter>, and
then swipe the card at the prompt or select Manual entry if the card is not present.

Posting payment at check-in (not recommended)

Industry standards and merchant processor recommendations for hospitality assume preauthorization of cards at check-in. If you

opt to charge a card at check-in rather than preauthorize the card, you can do so. However, this slows up the check-in process and is
not the customary method.
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Execu/Suite® Shift4® Credit Card Processing Procedures
To post payment at check-in, in the “Type payment” field enter the appropriate code (such as VS), answering No to “process credit
card?”. Finish the check-in, answering Yes to “post payment now?” Press <Enter> at the Code field and answer Yes to “process
credit card?” If a card has been validated or if the card was used to pay an advance deposit for this stay, select “Use card on file”.
If there’s a card on file, you will see “LAST CC SEQUENCE=(number) as shown below. Otherwise swipe the guest’s card.

AV AUDI0 /VIDED RENTAL CHe| S MBYE | MOVIE CHARGES DB DIRECTBILL - | PLEASE SWIPE CARD
BNGB  BANOUET BEVERAGE PRGN FACHAGE AMENITIES oc DINER'S CLUEB 1-
BHQF | EAHOLUET FOOD RC ROOM CHARGE DS DISCOVER CARD
BNBR  BAMOUET ROOM IRERE MILITARY TAX EXEMPT MC MASTER CARD
BNES | BANOUET SERVICE CHARGE[RETE | M CHRG TAx XMPT OVS  OFFLINE VISA Use card on file Manual entry Cancel/Exit
FBGRN FL.E GRATUITY RDMG  ROOM DaMAGE WS VIS4 PAYMENT (S
FTIP  FOOD TIPS REFSN G EST REFUNDS
GEERNN GIFT CERTIFICATES ROBE ROBE PURCHASE
BANESS L4UNDAY - EMPLOYEE RT ROOM Tk
BN o - vhLeT c N Select Use card on file. You do not need to enter
LC LOCAL CALL BUZSN R UF/GRD $30
1) LONG DISTAMCE CALL A AMERICAN EXPRESS h d . f .
LMD | LIMO PICKUP/DROP CA  CASH PAYMENT the card information.
MISC IS0 CHARGE CK CHECLK| POST CHARGES/ PAVMENTS CCMASKTESTING | 52 ([
. . 5 Do not enter a Reference. Enter the amount.
ADANS, Al \Ow Process credit card? e 00
Poom No: 205 Arive: 51 -
Foio 105 ADANS, ALEYANDER [
e - RoomNoc |28 Auive: A0 Depat 51110 Daye: 1
] s
Coe: [V sl Print folio Void e | [ e sl
Refetnce LAST CCSEQUENCE=000348 o rvs
| Cosscoomroce e k| T s
Amount ’7 P = 1 day 1oomtax less deposi
OKk? [Y/N): Ok YN
1.0 BL)
H H H (1045 - BLJ 205 0os 159.00
Select Display to see the transaction. Notice that the Rl e, M| _Gisc [EM| || I
Name: [ADAMS, ALERSNDER Checkedin: [5/10/10
H H . Address: [1234 ADAMS AVENUE Depatt |5/11/10
displayed folio shows the payment along with a reference, R e L Erteen
Company ]
a“" 2’
AP#000383. Should you need the “sequence number” to P I e \
Pot [ | Lk [ ]
use this card in the future, it is 000383. Each transaction [ eV CovE REF commEnT - BeLANCE
. . 5/10/10 5:07p P BLJ VS apf000383 VISA PAYMENT 178.08- 178.08-
will have its own sequence number. Balance due:  173.06-

You should swipe the guest’s card or select Manual Entry to enter the card information manually if there is no validated card on file.
If you do not see the “LAST CC SEQUENCE” number on the Post Charges/Payments screen, there is no card on file for this stay,
although you can use a card from history if the guest has used a card in the past. To do so, you will need to look up the card’s
sequence number prior to posting. The information will be in Guest History.

The following guest does not have a validated card associated with this stay. Selecting “Use Card on File” prompts for a sequence

a N WOV 1 01E ] - AV 08
ENOB G [ BNOB 0c
BNOF AC [ anaF 05
ENGR AM Me BNOR ue
ENOS RCTE s 4 BNTS ovs
FBGR ADMG s FRGA vs
G REF FTIF
GEER FOBE GLER
LALE AT LaUE
LAUN RTHE LA
3 RUZ i
w A% 13 PLEASE SWIPE CARD
Usi0. 5 [}
isC 3 Hig
@ =]
MIXON, BRUCE AND MARY Baerce 00 Use card on file Enter sequence number.
oo He: (208 Amve. 5070 Depatt 57100 Daye |
Fole: 109 Foie (1046
I 0K
Cancel
; s
Coce. [V5 Doy | [ B ok vod | [ advement | [ Tiansime | [ Package it Code: |
Fferance: . . . Refesence:
Aot | Amourk:
owrpemy | oK? My

S
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Execu/Suite® Shift4® Credit Card Processing Procedures

The sequence number can be found by displaying the folio from Guest History. The numeric portion of REF is the sequence. In the
illustration shown below, the sequence is 296. You do not need to enter 000296.
If you do not know the folio number, you can select “Lookup Guests by Name” from the Guest History Menu.

GUEST HISTORY NAME ROOM FOLIO NO. ARRIVE  DEPART Folio: 0001014 Fiesv empl Chik-inn empl WPl Room no.: 107 Room rate/code: 399.00/2
ADAMS, ALEXANDER 102 0001007 2/25/10 4/20/10
BAKER, B 222 2/03/ /197
e, s o v Ne. [NESGN,ERUCE AD MAEY Maketsouce: [DSE Bos [
CHANDLER, GRANT 111 0001018 3/15/10 4/1%/10 - "
JOHNSON, BRENDA LAURA 113 0001022 4/20/10 5/06/10 Addless' SEBJUANER WENLE CUmDan}'. ‘ ‘
JOHNSON, BRENDA LAURA 109 0001016 3/15/10 5/07/10 FORT WORTH ‘ |TB1U4 Check-r: 341510 11:09pm Check-out: 4/13/10 5:50pm
JOHNSON, JANET 112 0001029 5/06/10 5/06/10
JOHNSON, WAYNE PAUL 107 0001023 4/20/10 5/06/10 Comment: Adults/chidrer: |1 El Spit falio: [N
KNIGHT, JASON 201 0001020 4/15/10 4/1%/10
LARRAMOURE, BRITTANNIA 202 0001012 2/25/10 4/13/10 Hame phone: |555-444-3333
NIXON, BRUCE AND MARY 107 0001014 3/15/10 4/1%/10 .
SMITH, ANDREA 112 0001021 4/18/10 4/13/10 Bus. phone:
SMITH, JAMIE 101 0001006 2/25/10 4/1%/10 Trv agency:
Pmt: Acct: |><><><><><><><><><><><><11ﬂ | Confirm.na: Res'v made: I aster folio; 0000000
DATE TIME EMP  CODE FEF COMMENT AMOUNT BALANCE
4/19%/10 11:55p C N-A RCTE RM 107 ROCM CHARGE 99.00 99.00 -
4/19/10 5:42p P BLJ VS8 2P§0002%6 VISA PAYMENT 99.00- .00
Guest Balance: .00
Split Folios:
. . Cheekinfout
If a guest needs a primary folio for room and s e [ADAS. ALEXANDER oo [
Addiess: [1234 ADAMS AVENUE
H Reservtion ho Made: 47
tax charges and a secondary folio for Ciy: [N HAVEN —
) ] . State/Country/Zip: ’T E Deposit recvd: 241,76
incidentals, you can create a second folio for PR
. . Room no Ayps: [203 Find Lock Room | 0QS
the guest. You can preauthorize a credit v I
. . . . . Fiale code: |2 Q
card in either folio or in both folios. You can .y =
. . 7
preauthorize two cards — one per folio. e pan
Fredt Type papment: [¥5 Q
You'll enter th t cod t oot [
ou'll enter e payment code or type Credi i [100.00 Group
Espiration T o
H “ Y+ A o [RRAARTTTT
forward slash (/) in the “Type payment” field e et | Tew gz 1
. L=l Brgraioadts [F558 Spltfolio? [Y | [ paymertinio
and press <Enter>. To view the secondary Busies: g SPHOKZIE sE00mmE Moterti: | Q1
. . . . . Folia comm Foloype: |
’ “w 4
folio’s information, click “payment info - agsmion T G
Commen
H " H H ” H
beside the “Split folio?” field.
[ Save H Notes H More names H Req card H piint Screen H Display folia Foom and Tax less Deposit. 30,88
I Autopost I Make Key [ Dptions ] Print CC Recpt | | Guest prfile I Void pre-auth

In-House Guests

¢ Using “card on file”: On the Post Folio or Post Charges/Payments screen, enter a payment code or type forward slash (/) in the
Code field and press <Enter>. Answer Yes to “process credit card?”. At the prompt, select “use card on file”. If prompted for a
sequence number you can display the folio and view the number in the Reference column for prior payment from the card.
Enter this number at the Sequence prompt.

¢ Using a new card: Instead of selecting “card on file” you will swipe the card or select Manual Entry.

www.execu-tech.com/support.aspx
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Execu/Suite® Shift4® Credit Card Processing Procedures
Check Out

NOTE: When at the Post Charges/ Payments screen, you will see an authorization code if a card was preauthorized and you will see
the last cc sequence number if a card has been charged. If you see neither, there is no “card on file”. However, if the guest is in
history, you can display the folio there and use the sequence number from a prior transaction in a prior stay.

Check-outs with a preauthorization:

At check-out, when Post Payment screen opens, the Code will default to the payment code of the preauthorized card. You will know
that you have a preauthorization if you see the approval code. If you don’t see APPROVAL CODE followed by an alphanumeric code,
there is no preauthorization. <Enter>through the Code field to post the payment against the preauthorized card. DO NOT enter a
payment code or a slash (/). Press <Enter> through each field including the OK? field.

AV 4UDI0 /YIDED RENTAL CH: SSMBWE MOVIE CHARGES DB DIRECT BILL -
BNOB  DANOUET BEVERAGE PRGRS PACKAGE AMENITIES DC  DINER'S CLUB . “ . . e . .
BNOF|ENGUET FO0D RE | FooH Crlfice DS _ DISCOVER CERD The Shift4 “Communicating Please Wait”progress window will
BNOR  CANGOUET ROOM BEMES MILI TARY Tax EXEMPT MC  MASTER CARD
BHOSS BANOUET SERVICE CHARGESSRERERS Rt CHRG TAX XMPT OVS  DFFLINE ¥ISA 1 1 H
FBGR  FiB GRATUITY BDMG | ROOM DAMAGE V5 WISA PATMENT dlsplay' |f you do nOt see thlsl you dld nOt process the
FTIPSN FOOD TIPS BERSN GUEST REFUNDS . . . . .
BCER | GIFT CERTIFICATES ROBE | FUEE PURCHASE transaction Correctly. When the transaction is flnlshed, the
BAHESS L 2UNDRY - EMPLOYEE RT ROOM TAX
LAUN  LAUNDRY -VALET RIHES FOOM THEFT Check_out WiII Continue.
LC LOCAL CALL RU2S R UP/GRD $30
LD LONG DISTANCE CALL s AMERIC&N EXPRESS
BIKMORN L IHO PICKUP/DROP Cé CASH PAYMENT H H H
e T l Communicating Please Wait...
4 m ] »
ADAMS, AL EXANDER Balance: 44352 -
Room Mo: 221 Arrive: 4/19110 Depart: 4/20410 Days: 1
Folio: [1079 Sale/Close Waiting for response
Code: [V5 [ Display ][ Pt folio ][ Yoid ][ Adjustment ][ Transfer ] [ Package ][de preauth __/ ‘
Reference: =
,75 eee]] APFROVAL CODE(1}=0KZ63C /,’? Powered by. "
Amount:
e Execu/Tech Hospitality Solutions Shift4 - Secure payment processing

You can click “Display” to see the transaction. You should see AP# followed by six numerals in the REF column.

DATE TIME EMPL CODE REF COMMENT AMOUNT BALANCE
4/19/10 11:55p C N-& RC EM 221 ROOM CHRRGE 55.00 55.00
4/19/10 11:55p C N-& RT EM 221 ROOM TAX 11.88 110.88
4/20/10 11:55p C N-& RC EM 221 ROOM CHRRGE 55.00 205.88
4/20/10 11:55p C N-& RT EM 221 ROOM TAX 11.88 221.76
5/06/10 11:55p C N-A RC EM 221 ROOM CHRRGE 95.00 320.76
5/06/10 11:55p C N-& RT EM 221 ROOM TAX 11.88 332.64
5/10/10 11:55p C N-& RC EM 221 ROOM CHRRGE 95.00 431.64
5/10/10 11:55p C N-& RT EM 221 ROOM TAX 11.88 443.52
5/10/10 5:53p P BLJ VS np$000385 VISL PAYMENT 443.52- .00

Balance due: .00

Check-outs with no preauthorization but with a “card on file”:

If the guest has a validated card associated with this stay, you will see “LAST CC SEQUENCE” followed by a six-character number.
Press Enter to accept the payment code displayed or type “/”. Answer Yes to “Process credit card?” Select “Use card on file.”
Don’t enter anything in Reference. Press <enter>for Amount if correct. Answer Y to OK?

www.execu-tech.com/support.aspx
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Execu/Suite® Shift4® Credit Card Processing Procedures

Increasing Credit limits:

[% DISPLAY GUEST FOLIO CCMASK TESTING = Ich

Ent Legen Acinitp Log

OVER CREDIT LIMIT — —
Foia
Hame:
i WARNING™ s

L Guest balance of 443.52 is greater than . .

the guest's credit limit of 150,00, Goto Dlsplay Folio —
» Grougr:

You must go to 'Change Guest Information
and authorize the credit card for additional

COMMENT

ROOM CHARGE
ROOM TAX
ROOM CHARGE
ROOM T2X
ROOM CHARGE

Continue with check out?

ROOM TAX
ROOM CHARGE
ROOM T2X

Crwckondou: [ 4730 | [ arwn
]
Resenvaienre: | OO0TIO00 | Made: 2002110

5 Select Change Folio

Balance due: 243.52

Dare Prrinsspage | | PirtSoeen | | Chongoin Fost PartFobo ] showVaids

Enter additional amount to authonze

10000

~ Click ‘authorize card”. Communicating Please Wait...

—
— Enter Additional

Save Notes Mo names Regcad pint Sereen || Disply fcko Add-Auth Waiting for response

= [ e amount to
N/
Powered by. "

Shiftd - Secure payment processing

preauthorize.

Execu/Tech Hospitality Solutions

Check-outs with no preauthorization or with a new card:

#* |f thereis a preauthorization and the guest wishes to use a different card:
At check-out, the Post Payment screen will open. Click “void preauth” to void the existing preauthorization. Then,
at the Code field, enter forward slash (/) and press <Enter>. Answer Yes to “process credit card?” Swipe a new
card or select Manual entry.

* If there is not a preauthorization but there is a prior transaction for the guest:
At check-out, the Post Payment screen will open. At the Code field enter forward slash (/) and press <Enter>.
Answer Yes to “process credit card?” Select “Use card on file”.

# |f there is not a preauthorization or prior transaction for the guest:
At the Code field enter forward slash (/) and press <Enter>. Answer Yes to “process credit card?” Swipe the card

or select Manual entry.

www.execu-tech.com/support.aspx
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Execu/Suite® Shift4® Credit Card Processing Procedures
Important Reminder

AR SRRt NOTE:

e v S— If you don’t see the “Communicating Please Wait” display at some point during
e — — - j the transaction, the transaction didn’t process through Shift4. If unsure, go to
G Communicating Please Wait... .
o — $550ntheNet to make sure. If you don’t have access to $$5OntheNet website,
= | Soelclose Hating fr responce = contact your manager or auditor. If the transaction did not go through Shift4

ExeculTech Hospitalty Soluions. Shifd - Secure payment processing

o - 4 % pg‘,' [ = but posted in Execu/Tech, void the transaction and do it again, taking care to do
it correctly. When you display the folio, in the REF column you should see AP#

Papmert [V

—rem| P followed by six numbers.
snoue [0
okzpemy 7
Guest History

To use a credit from Guest History, open Guest History and select Display Folio. In the Reference column you will see the sequence
number for prior credit card transactions. This is the number to use when prompted for a sequence number.

Folio: 0001014 Resv empk Chik-in empl WP Roomno.: 107 Room rate/code: 99.00/2
. [NI<ON. BRUCE AND MARY DISC | [oRE S
ADAMS, ALEXANDER 102 0001007 2/25/10 4/20/10 Address: |98 JUPITER AVEMLIE Compaty: | |
BAKER, BELINDA 222 0001005 2/03/10 4/19/10
Ceapies, GRANT 17 oosioze  s/0e/i0 /05710 FORT wORTH | [7&10a Checkin  3/15/1011:09pm Check-out 4/19/10 5:50pm
KEHANDIER, GRANT 111 00010}3 3/}5/10 4/1%/10
EF = NN Conmert acutsronien [0 spiviois ||
JOHNSON, JANET 112 0001029 5/06/10 5/06/10 Hame phone; | 555-444-3333
JOHNSON, WAYNE PAUL 107 0001023 4/20/10 5/06/10
KNIGHT, JASON 201 0001020 4/18/10 4/18/10 ELIS DthE
LARRAMOURE, BRITTANNIA 202 0001012 2/25/10 4/19/10
Ty iy
SMITH, ANDREA 112 0001021 4/159/10 4/1%/10
SMITE, JRMIE 101 0001006 2/25/10 &/18/30 Pt Aot [PRREGMITT | Canfirm.no: Res'v made Master folio: 0000000
DATE TIME EMP  CODE REF COMMENT AMOUNT BALAMCE
4/15/10 11:55p © N-AR RCTE EBM 107 ROOM CHARGE 55.00 99.00 -
4/19/10 5:42p P BLJ VS  AP§00029%6 VISA PAYMENT 59.00- .00
Guest Balance: .00

Other Transactions

¢ Off-line postings: In the rare event that you need to post a credit card transaction that you do not want to post to Shift4, you
should create a new charge code such as OCC for off-line credit card.

¢ Reverse check-outs: Should you need to reverse a check-out, select Reverse Check-out from the Check Out screen. When you
reverse the check-out, preauthorization will be lost. However, the last credit card sequence number will display and the last
card processed will be available as “card on file”.

¢ Adjustments: On the Post Payment screen, first select Display so that you can see the sequence number (Reference). Then
from Display select Post to return to the Post screen. Select Adjustment. You’ll be prompted for the adjustment code such as
VS. At the “process credit card” answer Yes. Select “use card on file”. At the prompt, enter the sequence number. Proceed,
remembering to enter a minus sign with the amount.

www.execu-tech.com/support.aspx
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Execu/Suite® Shift4® Credit Card Processing Procedures

¢ Voids: Should you need to void a current-day credit card transaction, select the Void button on the Post Payment screen and
follow the prompts.

Ay 4L % VOID TRANSACTIONS =] % VOID TRANSACTIONS ||
BNOB 54  Ciick on tem to void .
TR — Click ot itemn to void
e B e | Time mpl [Code |Reference omment_ A =
BGS E/| artan N e SHARGE e Date | Time | [Fmnl [Tode [Referance |Camment T At | A
FBGR  rif | a0/ m | C[NA M 221 CHARGE 419411
o Loia [ om T = vt |t Dere — EGET c icati PI Wait -
w: ¥ m | C [NA R 221 T I 4720411 Ommunlca Ing ease al ann
T | C [N RM 221 CHARGE = 4420411 L
LT L ) m | C [N Fib 221 TH = —
LC L0 /10| 545om | P |BLJ APHO00312 |VISA PAYMENT 443521 BB L ]
GO
& == o . =
MISC_ i1 Void/Del Waiting for response —
> 510110
51011
1w .
I A A -
- /7 Powersaty q} -
Code: Diplay Fiirt folia i er ransfer ackage it i i
mm [ | Execu/Tech Hospitality Solutions Shiftd - Secure payment processing  ——
— -
Amourt
G i Ezit/Done ] [ Mext page

1D.:BLI

¢ Posting payment at check-in (not recommended): Industry standards and merchant processor recommendations for
hospitality call for preauthorization of cards at check-in. If you opt to charge a card at check-in rather than preauthorize the
card then when you check in the guest enter the appropriate code (such as VS) in the payment code field but answer No to
“process credit card”. Once the check-in is completed and saved, answer Yes to “post payment now?” Press <Enter> at the
Code field if the correct payment type displays. Otherwise type slash (/) or enter the payment type and press <Enter> and
answer Yes to “process credit card?” Swipe the card at the prompt or select “Manual Entry”. If a card has been validated or if it
was used to pay an advance deposit for this stay, you can select “Use card on file”. If there is a prior stay for the guest you can
use a card from history. (See Guest History section of this document.)

Other Options

¢ Your system can be set to require preauthorization at check-in. This is set in the Parameter Record. If it is your hotel’s policy to
preauthorize at check-in, we suggest you set this option, avoiding errors.

¢ Your system can be set always to ask “post payment now?” at check-in for all payment types. This should be set to Yes only if
you post credit card payments at check-in rather than preauthorizing. Preauthorizing is recommended. This is set in the
Parameter Record. The most common and recommended setting is for cash only.

¢ Your system can be set to allow off-line entries. This is discouraged since it allows bypassing Shift4 when posting credit card
payments. Instead, you should set up a payment type such as OCC to be used in the rare instance you want to post a credit card

transaction without the transaction going to Shift4. If the transaction does not go to Shift4, you will not receive the money. You

must contact Execu/Tech in order to do this. Your default setting is not to allow off-line entries. We recommend you create a
code such as OCC for those rare instances which you most post a credit card payment without processing the payment through
Shift4.

www.execu-tech.com/support.aspx
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Execu/Suite® Shift4® Credit Card Processing Procedures

Definitions

*

* & & o o

Shift4: The real-time authorization and payment gateway between Execu/Tech software and your bank/processor allowing
secure and rapid transactions. See http://www.shift4.com/.

Masking: Protection of cardholder information by not retaining or displaying it.

Validation: Submission of cardholder information for authentication and creation of a numeric representation.
Tokenization: The replacement of cardholder data with a unique, randomized representation of the data. See
http://www.shift4.com/tokenization.htm.

Token A unique ID created to reference actual data associated with a specific transaction, allowing card to be used more than
once without the need to enter the cardholder information again.

Preauthorization A hold placed on a guest’s credit card for a specific amount in order to “set aside” that amount for you to
charge against at a later time. This is the recommended method, even when advance deposits are received.

Approval Code The number returned by Shift4 verifying a transaction whether a preauthorization or a sale.

Sale A completed transaction, such as an advance deposit or a payment at check-out.

Manual Entry Entry of cardholder information in the absence of a card in hand.

Card on File Either a validated card, a card used as an advance deposit payment, or a card used in a prior sale.

Sequence Number The transaction number of a previously used card. In Execu/Suite, this number displays in the Reference
column on the Display Folio screen. This number displays on the Post Payment screen as an authorization code shows when a
card has been preauthorized. Only the most recent sequence number displays on the payment screen.

Reference Number The number displayed on the Display Folio screen in Execu/Suite. For processed credit card sales, this
number will begin with AP, followed by the “sequence number” of the transaction.

i4Go Shiftd’s internet protocols securing sensitive cardholder information, allowing you to enter safely your guests’ credit card
information in order to process and complete the transaction.

Folio An accounting term for the record or “page” in a ledger where transactions such as charges and payments are posted.
Also known as the “guest bill” it represents the guest’s account. If the guest has prepaid, the folio will have a credit balance
until charges have been posted against the payment. If the guest is to pay at check-out or later, the folio will have a debit
balances as charges accumulate.

Master Folio An account for the posting of transactions such as charges and payments other than those that should post to a
guest’s folio.

Ledger: An accounting term for a “book” of folios or sub-ledgers. In hotel accounting, the Guest Ledger represents the sum of
all folios. In hotel accounting, City Ledger represents the sum of all customer account balances. When a guest is to be direct
billed, the guest’s balance is transferred from Guest Ledger to City Ledger. Both Guest Ledger and City Ledger are General
Ledger Accounts Receivable sub-ledgers. Prior to electronic transmissions, credit card transactions were considered long-term
city ledger receivables but now generally are considered guest ledger postings.

Void The cancelling of a previous same-day transaction to create a state as if the transaction had not been done.

Adjustment The reversing of a transaction by the posting of off-setting transactions, either in full, or in part, so that the sum for
a given charge or payment has been altered by the amount of the adjustment.
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