Execu/Suite@hift4® Credit Card Processing Procedures

Execu/Tech Systems, along with Shift4, has brought the latest innovations into helping you protect

guestsd sensitive cardholder information while gi Vi ng
Execu/ Suite hotel system and Shionf Withthe updategatid cteanc aupd p a
cardholder information  not available . Cards were validated during the clean  -up process enabling

you to use them as ocard on fileodo for dakenaatanellovlse posi t
you to process credit ¢ ards 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 inits 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
placi ng the call.
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Execu/Suite@hift4® Credit Card Processing Procedures
Reservations
Validating Cards on the Reservation Screen:
ValidatingDl NRa 2y (KS wSaSNDIiGAzy AONBSYy Aa (KD F2diBayiQi

validation in the profiled A 01 GKS a@Ff ARFGS OFNRé¢ odziti2zy 0SaARS (GKS

0000110008 o1

Group code: ’7 oy
Arival date; (112810 5 Sun
Mo. of raoms: ’1—
Fioom type: AN oY
Fioom number: ’V oy [] Lock Raam
a

[rate made: 2/25/10 by BLI

Draps: i j whed

|
|
Deposit received:  2.54- |
Date received: 2/25/10 |
|
|

Adubsickig [T [0
Fiate code: ’2— \3\ |
Room rate: |99.DD vieniedi . Tatal roomw Metdue:  330.00
CEmpEny | \)‘ Travel agency:
Guest Mame: |CHANDLEH.GHANT Guarantee code: |MC W [walidate card| 000289
Address: [3978 BURGAR AVENUE Acoount na: [[HEEEGEIE0GHTEET

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:

Th ia2y O2RS gAft RAALILI & 0SAARS (KS
Validating Cards on the Guest Profile Screen (CC:Info)
If you prefer, yowcan save the card validation in the Guest Profile rather than in the reservation.
% Guest Profile o |[= ][]
Make HOTEL Reservation  View Stays Make Dinner Reservation  Reporting  Tools  Switch Primary Address
Profie 10: 1 ; Company: [0 [ Guest Infomation | Gusst Fsferences | Dining Preferences | Heusekesping | | |_Clicki KS &/ [/ L y T 24
[ — Defirtian | —1
Guest Name |DA\/\S, LEE Find/Mewr Car make/maodel .
ot [FEVNSTAEE toerss Tag ‘ | When the CC Info window openg
| e L]0t A01 @kt ARFE S
City/State/Zip: [s4INT ELOUD ,W |EESD3 Frequent Flyer # I
Country - LA . . .
sroen] ¥ T = R 9YGSNI §KS 3FdzSad
' Date validated: 20100510 no3T4e < f . .
e | information as prompted.
Credi card account; [FRPRRRARRITTT -
Mal  Exaoncain (i PO — / ; The validation date and
S . validation code will displa
HOTEL Folio Comment: | ‘ When you return to the
—
— = reservation for this guest the
b Cnae Date 008000 validation code will display.
[ Print Screen Piint Info l Delete I Save J I Exit I
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Execu/Suite@hift4® Credit Card Processing Procedures
Posting Advance Deposits
(188 (KS NBASNDI GA2yE FoydRl kS Ot Kahtoviidicyed® SoLPLaznain §

Busst  ADAMS, ALEXANDER Zipcode 32444 L )f 0dKS &/ KIF NBHS K, pI’ESB 28YS$S
—— e [T FOYUSNDH AF UKS OIF NR
e | [ oo P o present or type the payment cod@r type a
Depattrecale: | E/ED forward slash (/) and press <Enter>.
Deposit required: 221.76
g - Atat N2 OSaa ONBYes( O NR
PLEASE SWIPE CARD ——{ éf SO':I a: éé OI NR 2y -_F

Enter the amount, press <Enter> and click OK.

Use card on file W ‘ ‘ Cancel/Exit Walt Wl” the prOCESS takes place.

Comn: PO ARG fy2 OFNR 614 OFtARFGS
et or swipe the card if available. Proceed, enterin
e cardholder data as prompted.
aK Cancel Edit
Grmets [ | Gt Upon completion of the transaction an
authorization code will display.

Posting Additional Advance Deposits:

BringuptheNB a SNIBIF A2y s &l @S (G KS NBaSNh tihe Adyande Péposiindddyywill Gpenk When G K S
youareatthed / KI NB Sk t Ifi@ddYeBtgf the pagmed éode aiype a forward slash (/) and press <Enter>. When

LINE Y LJG S R O NSIRMEIO Davas RO sise WS ES DAYy I OF NRS2 Pl NRt 9F a @fBrerS@nd, selept 2
Ga ydzZ t SYydidNBE 2N agAlLIS GKS ORBKEB XDl NRBI Ryl FASS8¢ wNROSER 10K
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 depositainstacardonfie o NAy 3 dzLJ 6§ KS NBaSNBF A2y s Of A0}
G/ K NBSk Llfigidyebtgf the pagmeds dode diype a forward slash (/) and press <Enter&nswerYesli 2  cessN®dit

OF NRK¢ | B 3% INRO @ ya !FyautwBuiddn prodessiBglaPieRt, ehtéring a minus sigr) with the amount (such
as-150.00).¢ KS aOF NR 2y FAf{Sé¢ gAff 0SS GKS OFNR dzaSR Yz2ad NBOSyif
need to get the card information fronhée guest.

Groups
§ Credit card information no longer is stored in Groups setup.
8§ Master Folios Credit cards can be preauthorized on master folios in the same manner as they are preauthorized on guest folio:
8§ Guest Folios
# Credit card information will natransfer from the group to the guest since no information was stored in the group.
¢ LT I OFNR ¢la @QFrtARFGSR 2y | NBAaASNII (A 2yt Al2S 6IKKAMGKE 38 2ik
validation/tokeng A f £ | LILJX & (2 SIFOK GNBaSNBIGA2Y fA1S GKA&AEO®
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Execu/Suite@hift4® Credit Card Processing Procedures

Check In

You should preauthorize a card at chéck This sets the amount you preauthorize, assuring you that the funds will be available
I NRAya BrhcedsifgRhe G A 2

6KSY GKS 3dzSai

OKSOla 2dzio

card as a sale at cheakis not recommended.

Checkins From Reservations

When preauthorizing a card,a card has been validatguR 2 yh€ei to swipe the card or enter cardholder informatiagain.
G OF NIRNRY &FAX LIS 0 K By2QeldBaFsS ¢ NINESSstp 00

{AYLX & aStSoi

Ext | [ Logon | [ActiviyLog

{ K2 dzA R

iKS ySSR

aa

Guest name: ‘ADAMS, ALEXANDER

Folio number:

Address: ‘1234 ADAMS AVEMUE

Reservationng: | DO00T0017 | Made: 4420410

City: [LYNN HAVEN

Foliobalance: ||

State/County/Zi: [FL | 32444

Days/dep date 3 = 3
Roomnofype: [203 el
baubsictiden, 1 [0

Ratecods 2 A

Lock Room

Foomrate: [33.00 view/edt iecale
Type pagment [¥S] 3] [ authoiize car d
150,00
Crecit limit; |00

Aocount o, |EEEEEEEELETTT

Deposit recvd: 241.76-

aos

PLEASE SWIPE CARD

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

>

Enter amount to pre-authorize:

(=]
=

Cancel

’ Group

Evpiration date: 4504 Maket/Souce: [CORF U [f0W
Company: | =1 e o [

Home phane: 2505554444 spitfoio? | | [ pawmentinio
Business phane: Master folio: [0 Q A f F
S e [ Communicating Please Wait...

Comment 2 | Mad serice: | ]

Comment 3 |

Pre-Auth Waiting for response

| Save H Hotes H Mare names H Reg card H print Screen H Display folio Foom and Tax lsss Deposic 30 65

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

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

N
Powered by: S’

Walk-Ins

¢ 2 A0K Iy SEA&GAY3I LINRTFAES O2yidl AyAy3a WUse@NR RV SFRA fORENIRY | 2
swipe acard or enter card information. At the prompt enter the amount to preauthorize.

+ Creating a new profile: You may enter card information to validate in CC Info the profile screen. This is optionaddifEo exp
the checkin, simplyOf A O1 4O I d:iiR&EReNthel p&/ment code for the caehd press <Enterzandthen swipe tre card
at the prompt or select Mnual entry if the card is not present.

® |f your hotel is not using Guest Profile:f A O1 & HdAiKE2 NANISS y (G SNJ (G KS anttpiess SBhieradR RS T
then swipe the card at th prompt or select Mnual entry if the card is not present.

Posting payment at checkn (not recommended)

Industry standards and merchant processor recommendations for hospitality assume preauthorizatioscdtosheckn. If you

opt to charge a card at chedhk rather than preauthorize the card, you can do so. However, this slows up the-ichgeicess and is
not the customary method.
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Execu/Suite@hift4® Credit Card Processing Procedures
To post payment at chedk,A y (1 KS & ¢ & LIS LI eappfopriaté codeXsBdh Bs VahsvieSnNold K S& LINE 0S4 a
card® @ CA Y A-tafansweiifgresi RS QL2 40 LI 8YSyld y26Ke t NS & &esii B yd ISINBHOS &2
ONBRAG Ol NRKE LT I OF NR fed ta pap & Sdfane® lddpdsiRibr this &ay s8¢t 1Ok NRO [2NR
LT GKENBOQNR 2y FAf STv @@z BAG Y dzaBSENIB [N ¢carKZosyf 0St260 hiKSN

AW AUDIO / WIDED RENTAL CHe| SSMBE S MOVIE CHARGES DB DIRECT BILL - | PLEASE SWIPE CARD

BNOB |BANOLUET BEVERAGE PKG. | PACKAGE AMENITIES DC_ DINER'S CLUE Ir

BNOF  BAHOUET FOOD AC | FOOM CHARGE D5 DISCOVER CARD:

BNOR | BANOUET ADOM ACH | MILITARY T&) EXEMPT MC_ MASTER CBAD

BN@S | BANOUET SERYICE CHARGEHSAETE | RM CHRG Tax XMPT OVS  OFFLINE VIS4 Use card on file Manual entry Cancel/Exit

FBGR | FLE GRATLITY RDMG |RO0M DAMAGE YS  VISAPATMENT S

FTIP | FO0D TIPS REF |GUEST REFUNDS

GCER | GIFT CEFTIFICATES RAOBE | FOBE PURCHASE

LAUE | LAUNDRY - EMPLOYEE AT AOOM 7%

ey ] Lo Tt Select Use card on file. You do not need to en

L6 LOCALCALL RUZ5 | R LIF/GRD $30

LD | LONG DISTAHCE CALL &YX AMERICAN EXPRESS . .

U R B o the card information.

MISE  MISC CHARGE K LHiLt | POST CHARGES/ PAYMENTS CCMASKTESTING | 53 |
) : Do not enter a Reference. Enter the amount.

e \Ow Process credit card? o @
FoomNa: 205 Arive: 5/1 -
foss ADNS, ALEXANDER Babrce 00
el — — RoomNoc [45 faive 51010 Depat 511110 Daps 1
Fokcs 1045
Coe: [V sl Print folio Void e | [ e sl "
Payment: VS
Reference,
LAST CC SEQUENCE 000348 Aelesence.. |
AP | 4T CoSsauEncE-qes
KN 1 day roomdtax less deposit
Amount P " e

OK? [r/M) 0K (/M)

-
Select Display to see the transactiddotice that the Y- e Ee Qe T W
displayed folio shows the payment along with a referena - W
'tlnnnoyod® {K2dA R &2dz yS$ E”Efiﬁigzz:tﬁ% | i
usethis card in the future, it is 00038Fach transaction SE  WE  OR @R cominT wor s
will have its own sequence number. S/IGI0 S0Te E ELT TR asHiNEs mieh smnms saleme dem: Lelon

2dz aK2dzZA R a¢ALIS GKS 3FdzSadQa OFNR 2N aSt SOdG al ydz f enyile.NE
Ifyoudonotsedl KS a[ ! {¢ // {9v!9b/ 9¢ ydzYo SNJI thefeiding &rd orefiboii thig skay NB S & k t
although you can use a card from history if the guest has used a card inthetpast. R2 &2 &2dz gAff yS
sequence number por to posting. The information will be in Guest History.

¢KS F2fft2¢6Ay3a 3TFdzSad R2Sa y20 KIFIGS I GLfARFGSR OF NR uénéed 2 OA |
number.

Av oY ] - AV 08
BHOE PG [ BN oc
BNOF A [ anaF 05
BHGR A e BNOR 3
BHOS RLTE 0 ovs 4 Bnas ovs
FBER ROMG vs FBGA Vs
TP REF FIIF
GCER T FOBE GLER
LAUE RT LaLE
LAUN RTHE L
L AUz i v
w 1 % 1 1 PLEASE SWIPE CARD
[T [} LM
3 3 IS
> =]
HEXDN, BRLCE AND MARY Bderce 00 Use card on file Enter sequence number
floomMe: [P0 Arwe S/10/10 Depatt 511710 Days: 1
e [10%6 Fobe: [1066 "
e J
Cancel
Coce: V5 Doy | [ Bl | [ ¥od | [[advmers | [ oo | [ ockom .- o =
Referance: ) A
St | Amourk
oerpemy | oKz (vaM)
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Execu/Suite@hift4® Credit Card Processing Procedures

The sequence number can be founddigplaying the folio from Guest Histor The numeric portion of REF is the sequence. In the
illustration shown below, the sequence is 296. You do not need to enter 000296.
LF @2dz R2 y20 (y26 (GKS F2f A2 ydzyo SN GaestHistadtMénud St SOG a[ 221 d:

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/ 18/
Coaroizn, carT 7 Gooiss  Sroario s/oeo Name: [NIXON. BRUCE AND MARY Makel/Soue: [DISC Gop [ ]
CHANDLER, GRANT 111 0001018 3/15/10 4/19/10 - "
JOHENSON, BRENDA LAURA 113 0001022 4/20/10 5/06/10 Address: IR AENUE Company. ‘ ‘
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 4/19/10 4/19/10
LARRAMOURE, BRITTANNIA 202 0001012 2/25/10 4/13/10 Home phone: - |555-444-3333
Bus nhone:
SMITH, ANDREA 112 0001021 4/18/10 4/13/10 Us. phone:
SMITH, JAMIE 101 0001006 2/25/10 4/19/10 Trv agency:
Pmt: Acct: |><><><><><><><><><><><><11ﬂ | Confirm.na: Res'v made: I aster folio; 0000000
DATE TIME EMP  CODE REF 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
. . Checkin/out
If a guest needs a primary folio for room an Gt rans, [FORMS. ALEXANDER ]
X Addiess: [1234 ADAMS AVENUE Aecerion _
tax charges and a secondary folio for Ciy [N RAVEN o
State/CourtyiZi: [FL Exn oo
. . . posit recd: 241,76
incidentals, you can create a second folio fq o e
. . Roomno fyper (203 Find LockRoom 005
the guest. You can preauthorize a credit R
H H H H H Riale cade. [2 Q
card in either folio or in botfiolios. You can S T =
. . 9
preauthorize two cardg one per folio.
Credit lir
P PPN 7 A Type payment: [¥S Qaj
2 dZQf f S y u S NJ u K S LJI fecount Credi i [10000 Group:
> . Expiration d TP ) o
5 | a - 0 ¥ A ]
FT2NBIFINR aflakK odk0 A Cores wwartro: | .
. Home pho Brgraioadts [F558 Sptfoin? Y | pavmert nio
and press <Enter>. To view the secondar senskzie seaqmee Masrtio [T
. P Folio comm Foliotpe: [
F2tA2Qa AYF2N¥YIUAZY -
oA v A z P “ Commen
0SaAaARS UKSie@{ LX AG ¥
[ Save H Notes H More names H Req card H piint Screen H Display folin Room and Tax less Depost. 5088
I Autopost I Make Key [ Options ] Piint CC Recpt | | Guestprofile | | Void pre-auth

In-House Guests

§ !aAry3a a0l GidRhe Pobt Falid ér Bast Charges/Payments screen, epi@yraent code or typéorward slash (/) in the
Code field and press <Enter>. AnsWesli 2 G LINRP OSaad ONBRAG @ NRdgE S OH NR (KYS ITNRY
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.

§ UsinganewcardLy 84 SIFR 2F aStSOGAy3 aOINR 2y FTAESé¢ e2dz At agh

www.executech.com/supportaspx
Page6of 11




Check Out
NOTE: When at the PaShargesPaymens screen, you will see an authorization code if a card was preauthorized and you will see
the last cc sequercnumberif a card has been chargéd L¥

Execu/Suite@hift4® Credit Card Processing Procedures

Checkouts with a preauthorization:

At checkout, when Post Payment screen opens, the Code will default to the payment code of the preauthorizeW@anlill know
LINBI dzi K2NAT FGA2Yy AT
there is no preauthorization.<Enter> through the Code field to post the payment against the preauthorized BgddNOTenter a

GKI G

82dz KI g8 |

Ay

AUDIO /YIDED RENTAL CHy|

MOV

MOVIE CHARGES

DIRECT BILL

BNOE

BANQUET BEVERAGE

PEG

PACKAGE AMENITIES

DINER'S CLUB

BNOF

BANQUET FOOD

RC

ROOM CHARGE

DISCOVER CARD

BNOR

BANQUET ROOM

RCM

MILITARY TaX EXEMPT

M&STER CARD

BNOS

BANOUET SERVICE CHARGE]

RETE | RM CHRG T&XXMPT

OFFLINE YISA

FBGR

FiB GRATUITY

RDMG | ROOM DAMAGE

IS4 PAYMENT

FTIP

FOOD TIPS

REF

GLEST REFUNDS

GCER

GIFT CERTIFICATES

ROBE  ROBE PURCHASE

LALE

LAUNDRY - EMPLOYEE

RT

ROOM TAX

LAUNDRY -%ALET

RIHE | ROOM THEFT

LOCAL CALL

RU25 RM UP/GRD 530

LONG DISTANCE CALL

2%

AMERICEN EXPRESS

LIMO PICKUP/DROP

Cé

CASH PAYMENT

MISC CHARGE

K

CHECK PAYMENT

I

Checkouts with no preauthorizationd dzi

LT

52

Floom Na: (221
Falio: (1019

Code: V5

ADAMS, AL EXANDER

Arrive: 4/19110 Depart: 4/20410 Days: 1

Balance: 44352

[ Display ][ Pint folio ][ Void

][ Adjustment ][ Transfer ][ Package ][Vn\dp[eaulh

Reference: |

Amount:
0k (7N}

APPROVAL CODE(1)=0K263C

¢KS

82dz 4SS YySAGKSNE
history, you can display the folio there and use the sequence number from a prior transaction in a prior stay.

Communicating Please Wait...

paymentcodeor a slash (/). Press <Enter> through each field including the OK? field.

GKSNBE Aa

{ ®rmriudicatingPleaseWl A ( ¢ LINR ANB 4 a
display. If you do not see this, you did not process the
transaction correctly.When the transaction is finished, the
checkout will continue.

[ ]

Sale/Close

Waiting for response

A3
4

Execu/Tech Hospitality Solutions

N/
Powered by: @

Shift4 - Secure payment processing

2dz OFy Of A01 a5A&LI | &¢ ( 2AP#GIGvedibi Sx niinmddaly id theCRER @lynan.

DATE TIME EMPL CODE REF COMMENT AMOUNT BALAMCE
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

GKS 3dz8ai

y Qi

Kt

a |

gt ARFGSR OF NR
PressEnterto accept the payment code displayedtgpe &¢. AnswerYesii 2
SYGiSNJ FyeiaKAy3

gAGK |

Ay wSFSNByOSo

I aa?z
at N
t
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Execu/Suite@hift4® Credit Card Processing Procedures

IncreasingCredit limits:

[ DseLaY GUEST FOLD CCMASK TESTING === ICR

Exit. Legen Acihity Log
OVER CREDIT LIMIT

TWARNING™
% Guest balance of 443.52 is greater than

the guest's credit limit of 150,00, Go to DISpIay Folio

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

COMMENT

Continue with check out? ROOM CHARGE
ROOM TAX
ROCM CHARGE
ROOM TZX
ROOM CHARGE

ROOM TAX
ROOM CHARGE
ROOM T2X

Select Change Folio

Balance due: 243.52

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

‘\\/ £ A C)l Wl dzi Communicating Please Wait...
— Enter Additional

Add-Auth Waiting for response

N\
Powered by @

amount to
. =
preauthorize. C 4

Execu/Tech Hospitality Solutions Shiftd - Secure payment processing

Checkouts with no preauthorization or with a new card

+ |If there is goreauthorizationand the guest wishes to use a different card:
Atcheck2 dziz G KS t2aid tlevYSyid aoONBSy gAfft 2LSyo /I £ A0O]
at the Code field, enter forward slash (/) and press <Enter>. Answer Yelsld2 OS a & $O NS R{AdiA LGS NR
card or select Mnual entry.

#+ |[f there is not a preauthorization but there is a prior transaction for the guest:
At checkout, the Post Payment screen will open. At the Code field enter forward slash (/) and press><Ent
l'yagSNI ,Sa (G2 aLINRPOS&aa ONBRAG OF NRKé {StSO0G a!as C

#+ |f there is not a preauthorization or prior transaction for the guest:
Atthe CodefieldlSy G SNJ F2NB I NR afl aK o6k0 |yR LINBada fr9yiISNpH
or select Manual entry.
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