
Execu/Suite® Shift4® Credit Card Processing Procedures 

 
www.execu-tech.com/support.aspx  

Page 1 of 11 

 

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

guestsõ sensitive cardholder information while giving you a seamless integration between your 

Execu/Suite hotel system and Shift4õs 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 òcard on fileó for advance deposits and preauthorizations.  Tokenization allows 

you to process credit c 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 instruc tions 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 

placi ng the call.  
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Reservations    
Validating Cards on the Reservation Screen: 

Validating ŎŀǊŘǎ ƻƴ ǘƘŜ wŜǎŜǊǾŀǘƛƻƴ ǎŎǊŜŜƴ ƛǎ ǘƘŜ ŦŀǎǘŜǎǘ ǿŀȅ ǘƻ ŜƴǘŜǊ ǘƘŜ ƎǳŜǎǘΩǎ ŎŀǊŘ ƛƴŦƻǊƳŀǘƛƻƴ ƛŦ ȅƻǳ ŘƻƴΩǘ ƴŜŜŘ ǘƻ ǎŀǾŜ ǘƘŜ ŎŀǊŘ 

validation in the profile.  CƭƛŎƪ ǘƘŜ άǾŀƭƛŘŀǘŜ ŎŀǊŘέ ōǳǘǘƻƴ ōŜǎƛŘŜ ǘƘŜ άƎǳŀǊŀƴǘŜŜ ŎƻŘŜέ ŦƛŜƭŘ ŀƴŘ Ŧƻƭƭƻǿ ǘƘŜ ǇǊƻƳǇǘǎΦ   

 
 

The ǾŀƭƛŘŀǘƛƻƴ ŎƻŘŜ ǿƛƭƭ ŘƛǎǇƭŀȅ ōŜǎƛŘŜ ǘƘŜ άǾŀƭƛŘŀǘŜ ŎŀǊŘέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǊŜǎŜǊǾŀǘƛƻƴ ǎŎǊŜŜƴΦ 

 

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.  

 

 
 

Click ǘƘŜ ά// LƴŦƻέ ōǳǘǘƻƴ. 

When the CC Info window opens 

ŎƭƛŎƪ άǾŀƭƛŘŀǘŜ ŎŀǊŘέΦ   

9ƴǘŜǊ ǘƘŜ ƎǳŜǎǘΩǎ ŎŀǊŘƘƻƭŘŜǊ 

information as prompted.   

The validation date and 

validation code will display. 

When you return to the 

reservation for this guest the 

validation code will display. 
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Posting Advance Deposits: 

{ŀǾŜ ǘƘŜ ǊŜǎŜǊǾŀǘƛƻƴ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ǘƘŜ ά5ŜǇƻǎƛǘέ ōǳǘǘƻƴΦ  ¢ƘŜ !ŘǾŀƴŎŜ 5ŜǇƻǎƛǘ window will open.   

 

 
 

 

 

Posting Additional Advance Deposits: 

Bring up the ǊŜǎŜǊǾŀǘƛƻƴΣ ǎŀǾŜ ǘƘŜ ǊŜǎŜǊǾŀǘƛƻƴ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ǘƘŜ ά5ŜǇƻǎƛǘέ ōǳtton.  The Advance Deposit window will open.  When 

you are at the ά/ƘŀǊƎŜκ tŀȅƳŜƴǘ ǘȅǇŜέ field, enter the payment code or type a forward slash (/) and press <Enter>.  When 

ǇǊƻƳǇǘŜŘΣ άtǊƻŎŜǎǎ ŎǊŜŘƛǘ ŎŀǊŘΚέ ǎŜƭŜŎǘ Yes.   To use the ŜȄƛǎǘƛƴƎ ŎŀǊŘ ƻƴ ŦƛƭŜΣ ǎŜƭŜŎǘ ά¦ǎŜ ŎŀǊŘ ƻƴ ŦƛƭŜέΦ  ¢ƻ use a different card, select 

άaŀƴǳŀƭ ŜƴǘǊȅέ ƻǊ ǎǿƛǇŜ ǘƘŜ ŎŀǊŘ ƛŦ ŀǾŀƛƭŀōƭŜΦ  tǊƻŎŜŜŘ ŀǎ ǇǊƻƳǇǘŜŘΦ  ¢ƘŜ άŎŀǊŘ ƻƴ ŦƛƭŜέ ǿƛƭƭ ōŜ ǘƘŜ ŎŀǊŘ ǳǎŜŘ Ƴƻǎǘ ǊŜŎŜƴǘƭȅ ǘƻ Ǉƻǎǘ ŀ 

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 fileΣ ōǊƛƴƎ ǳǇ ǘƘŜ ǊŜǎŜǊǾŀǘƛƻƴΣ ŎƭƛŎƪ άǎŀǾŜέ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ άŘŜǇƻǎƛǘέΦ  !ǘ ǘƘŜ 

ά/ƘŀǊƎŜκ ǇŀȅƳŜƴǘ ǘȅǇŜέ field, enter the payment code or type a forward slash (/) and press <Enter>.   Answer Yes ǘƻ άtǊƻcess credit 

ŎŀǊŘΚέ ŀƴŘ ǎŜƭŜŎǘ ά¦ǎŜ ŎŀǊŘ ƻƴ ŦƛƭŜέΦ  tǊƻŎŜŜŘ ŀǎ you would in processing a payment, entering a minus sign (-) with the amount (such 

as -150.00).  ¢ƘŜ άŎŀǊŘ ƻƴ ŦƛƭŜέ ǿƛƭƭ ōŜ ǘƘŜ ŎŀǊŘ ǳǎŜŘ Ƴƻǎǘ ǊŜŎŜƴǘƭȅ ǘƻ Ǉƻǎǘ ŀ ŘŜǇƻǎƛǘ ŦƻǊ ǘƘƛǎ ƎǳŜǎǘΦ  ¢ƻ ǳǎŜ ŀƴƻǘƘŜǊ ŎŀǊŘ ǳǎŜŘ ȅƻǳ 

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. 

 LŦ ŀ ŎŀǊŘ ǿŀǎ ǾŀƭƛŘŀǘŜŘ ƻƴ ŀ ǊŜǎŜǊǾŀǘƛƻƴ ǘƻ ǿƘƛŎƘ ȅƻǳ ŀƴǎǿŜǊ άȅŜǎέ ǘƻ άƳŀƪŜ ŀƴƻǘƘŜǊ ǊŜǎŜǊǾŀǘƛƻƴ ƭƛƪŜ ǘƘƛǎέΣ ǘƘŜ 

validation/ token ǿƛƭƭ ŀǇǇƭȅ ǘƻ ŜŀŎƘ άǊŜǎŜǊǾŀǘƛƻƴ ƭƛƪŜ ǘƘƛǎέΦ   

Lƴ ǘƘŜ ά/ƘŀǊƎŜκ ǇŀȅƳŜƴǘ ǘȅǇŜέ ŦƛŜƭŘ, press 
ғ9ƴǘŜǊҔ ƛŦ ǘƘŜ ŎŀǊŘ ǘȅǇŜΩǎ ǇŀȅƳŜƴǘ ŎƻŘŜ ƛǎ 
present, or type the payment code, or type a 
forward slash (/) and press <Enter>.    

At άtǊƻŎŜǎǎ ŎǊŜŘƛǘ ŎŀǊŘΚέ ǎŜƭŜŎǘ Yes.    

{ŜƭŜŎǘ ά¦ǎŜ ŎŀǊŘ ƻƴ ŦƛƭŜέ ǘƻ ǳǎŜ ŀ ǾŀƭƛŘŀǘŜŘ ŎŀǊŘΦ  
Enter the amount, press <Enter> and click OK.  
Wait will the process takes place. 
 
If ƴƻ ŎŀǊŘ ǿŀǎ ǾŀƭƛŘŀǘŜŘΣ ǎŜƭŜŎǘ άaŀƴǳŀƭ ŜƴǘǊȅέ 
or swipe the card if available.  Proceed, entering 
cardholder data as prompted. 
 
Upon completion of the transaction an 
authorization code will display. 
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Check In 
 

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

ǿƘŜƴ ǘƘŜ ƎǳŜǎǘ ŎƘŜŎƪǎ ƻǳǘΦ  {ƘƻǳƭŘ ǘƘŜ ƴŜŜŘ ŀǊƛǎŜΣ ŀŘŘƛǘƛƻƴŀƭ ŀƳƻǳƴǘǎ Ŏŀƴ ōŜ ǇǊŜŀǳǘƘƻǊƛȊŜŘ ŘǳǊƛƴƎ ǘƘŜ ƎǳŜǎǘΩǎ ǎǘŀy.  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 ŘƻƴΩǘ need to swipe the card or enter cardholder information again. 

{ƛƳǇƭȅ ǎŜƭŜŎǘ άŎŀǊŘ ƻƴ ŦƛƭŜέΦ  ¢ƻ ǳǎŜ ŀ ƴŜǿ ŎŀǊŘΣ ǎǿƛǇŜ ǘƘŜ ŎŀǊŘ ƻǊ ǎŜƭŜŎǘ άaŀƴǳŀƭ ŜƴǘǊȅέΦ   

 

 

 

Walk-Ins 

 

 ²ƛǘƘ ŀƴ ŜȄƛǎǘƛƴƎ ǇǊƻŦƛƭŜ ŎƻƴǘŀƛƴƛƴƎ ŀ ǾŀƭƛŘŀǘŜŘ ŎŀǊŘΥ  ²ƘŜƴ ŀǳǘƘƻǊƛȊƛƴƎ ǘƘŜ ŎŀǊŘΣ ǎŜƭŜŎǘ άUse ŎŀǊŘ ƻƴ ŦƛƭŜέΦ  ¸ƻǳ ǿƛƭƭ ƴƻǘ ƴŜŜŘ ǘƻ 

swipe a card 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 optional.  To expedite 

the check-in, simply ŎƭƛŎƪ άŀǳǘƘƻǊƛȊŜ ŎŀǊŘέ 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. 

 If your hotel is not using Guest Profile:  /ƭƛŎƪ άŀǳǘƘƻǊƛȊŜ ŎŀǊŘέ ƻǊ ŜƴǘŜǊ ǘƘŜ ǇŀȅƳŜƴǘ ŎƻŘŜ ŦƻǊ ǘƘŜ ŎŀǊŘ 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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To post payment at check-in, ƛƴ ǘƘŜ ά¢ȅǇŜ ǇŀȅƳŜƴǘέ ŦƛŜƭŘ ŜƴǘŜǊ ǘƘŜ appropriate code (such as VS), answering No ǘƻ άǇǊƻŎŜǎǎ ŎǊŜŘƛǘ 

card?έΦ  CƛƴƛǎƘ ǘƘŜ ŎƘŜŎƪ-in, answering Yes ǘƻ άǇƻǎǘ ǇŀȅƳŜƴǘ ƴƻǿΚέ  tǊŜǎǎ ғ9ƴǘŜǊҔ ŀǘ ǘƘŜ /ƻŘŜ ŦƛŜƭŘ ŀƴŘ ŀƴǎǿŜǊ Yes ǘƻ άǇǊƻŎŜǎǎ 

ŎǊŜŘƛǘ ŎŀǊŘΚέ  LŦ ŀ ŎŀǊŘ Ƙŀǎ ōŜŜƴ ǾŀƭƛŘŀǘŜŘ ƻǊ ƛŦ ǘƘŜ ŎŀǊŘ ǿŀǎ ǳǎed to pay an advance deposit for this stay, select ά¦ǎŜ ŎŀǊŘ ƻƴ ŦƛƭŜέΦ    

LŦ ǘƘŜǊŜΩǎ ŀ ŎŀǊŘ ƻƴ ŦƛƭŜΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ά[!{¢ // {9v¦9b/9ҐόƴǳƳōŜǊύ ŀǎ ǎƘƻǿƴ ōŜƭƻǿΦ  hǘƘŜǊǿƛǎŜ ǎǿƛǇŜ ǘƘŜ ƎǳŜǎǘΩǎ ŎŀǊŘΦ 

  

  
 

 

 

 

 

 

 

¸ƻǳ ǎƘƻǳƭŘ ǎǿƛǇŜ ǘƘŜ ƎǳŜǎǘΩǎ ŎŀǊŘ ƻǊ ǎŜƭŜŎǘ aŀƴǳŀƭ 9ƴǘǊȅ ǘƻ ŜƴǘŜǊ ǘƘŜ ŎŀǊŘ ƛƴŦƻǊƳŀǘƛƻƴ Ƴŀƴǳŀƭƭȅ ƛŦ ǘƘŜǊŜ ƛǎ ƴƻ ǾŀƭƛŘŀǘŜŘ ŎŀǊŘ on file.  

If you do not see ǘƘŜ ά[!{¢ // {9v¦9b/9έ ƴǳƳōŜǊ ƻƴ ǘƘŜ tƻǎǘ /ƘŀǊƎŜǎκtŀȅƳŜƴǘǎ ǎŎǊŜŜƴΣ 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.  ¢ƻ Řƻ ǎƻΣ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ƭƻƻƪ ǳǇ ǘƘŜ ŎŀǊŘΩǎ 

sequence number prior to posting.  The information will be in Guest History. 

¢ƘŜ ŦƻƭƭƻǿƛƴƎ ƎǳŜǎǘ ŘƻŜǎ ƴƻǘ ƘŀǾŜ ŀ ǾŀƭƛŘŀǘŜŘ ŎŀǊŘ ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ ǘƘƛǎ ǎǘŀȅΦ  {ŜƭŜŎǘƛƴƎ ά¦ǎŜ /ŀǊŘ ƻƴ CƛƭŜέ ǇǊƻƳǇǘǎ ŦƻǊ ŀ ǎŜǉuence 

number. 

 

               

 

Select Use card on file.  You do not need to enter 

the card information. 

Do not enter a Reference.  Enter the amount. 

 

 

Select Display to see the transaction.  Notice that the 

displayed folio shows the payment along with a reference, 

!tІлллоуоΦ  {ƘƻǳƭŘ ȅƻǳ ƴŜŜŘ ǘƘŜ άǎŜǉǳŜƴŎŜ ƴǳƳōŜǊέ ǘƻ 

use this card in the future, it is 000383.  Each transaction 

will have its own sequence number.    
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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. 

LŦ ȅƻǳ Řƻ ƴƻǘ ƪƴƻǿ ǘƘŜ Ŧƻƭƛƻ ƴǳƳōŜǊΣ ȅƻǳ Ŏŀƴ ǎŜƭŜŎǘ ά[ƻƻƪǳǇ DǳŜǎǘǎ ōȅ bŀƳŜέ ŦǊƻƳ the Guest History Menu.   

  
 

 

Split Folios:  

 

 

 

 

 

 

 

 

 

 

 

In -House Guests 
§ ¦ǎƛƴƎ άŎŀǊŘ ƻƴ ŦƛƭŜέ:  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 ǘƻ άǇǊƻŎŜǎǎ ŎǊŜŘƛǘ ŎŀǊŘΚέΦ  !ǘ ǘƘŜ ǇǊƻƳǇǘΣ ǎŜƭŜŎǘ άǳǎŜ ŎŀǊŘ ƻƴ ŦƛƭŜέΦ   LŦ ǇǊƻƳǇǘŜŘ ŦƻǊ ŀ 

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:  LƴǎǘŜŀŘ ƻŦ ǎŜƭŜŎǘƛƴƎ άŎŀǊŘ ƻƴ ŦƛƭŜέ ȅƻǳ ǿƛƭƭ ǎǿƛǇŜ ǘƘŜ ŎŀǊŘ ƻǊ ǎŜƭŜŎǘ aŀƴǳŀƭ 9ƴǘǊȅΦ 

 

If a guest needs a primary folio for room and 

tax charges and a secondary folio for 

incidentals, you can create a second folio for 

the guest.  You can preauthorize a credit 

card in either folio or in both folios.  You can 

preauthorize two cards ς one per folio.   

¸ƻǳΩƭƭ ŜƴǘŜǊ ǘƘŜ ǇŀȅƳŜƴǘ ŎƻŘŜ ƻǊ ǘȅǇŜ 

ŦƻǊǿŀǊŘ ǎƭŀǎƘ όκύ ƛƴ ǘƘŜ ά¢ȅǇŜ ǇŀȅƳŜƴǘέ ŦƛŜƭŘ 

and press <Enter>.    To view the secondary 

ŦƻƭƛƻΩǎ ƛƴŦƻǊƳŀǘƛƻƴΣ ŎƭƛŎƪ άǇŀȅƳŜƴǘ ƛƴŦƻέ 

ōŜǎƛŘŜ ǘƘŜ ά{Ǉƭƛǘ ŦƻƭƛƻΚέ Ŧield. 
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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 chargedΦ  LŦ ȅƻǳ ǎŜŜ ƴŜƛǘƘŜǊΣ ǘƘŜǊŜ ƛǎ ƴƻ άŎŀǊŘ ƻƴ ŦƛƭŜέΦ  IƻǿŜǾŜǊΣ ƛŦ ǘƘŜ ƎǳŜǎǘ ƛǎ ƛƴ 

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 

ǘƘŀǘ ȅƻǳ ƘŀǾŜ ŀ ǇǊŜŀǳǘƘƻǊƛȊŀǘƛƻƴ ƛŦ ȅƻǳ ǎŜŜ ǘƘŜ ŀǇǇǊƻǾŀƭ ŎƻŘŜΦ  LŦ ȅƻǳ ŘƻƴΩǘ ǎŜŜ !ttwh±![ /h59 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.   

             
 

¸ƻǳ Ŏŀƴ ŎƭƛŎƪ ά5ƛǎǇƭŀȅέ ǘƻ ǎŜŜ ǘƘŜ ǘǊŀƴǎŀŎǘƛƻƴΦ  ¸ƻǳ ǎƘƻǳƭŘ ǎŜŜ AP# followed by six numerals in the REF column. 

 
 

Check-outs with no preauthorization ōǳǘ ǿƛǘƘ ŀ άŎŀǊŘ ƻƴ ŦƛƭŜέ: 

 

LŦ ǘƘŜ ƎǳŜǎǘ Ƙŀǎ ŀ ǾŀƭƛŘŀǘŜŘ ŎŀǊŘ ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ ǘƘƛǎ ǎǘŀȅΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ά[!{¢ // {9v¦9b/9έ ŦƻƭƭƻǿŜŘ ōȅ ŀ ǎƛȄ-character number.  

Press Enter to accept the payment code displayed or type ά/έ.   Answer Yes ǘƻ άtǊƻŎŜǎǎ ŎǊŜŘƛǘ ŎŀǊŘΚέ  {ŜƭŜŎǘ άUse card on file.έ   

5ƻƴΩǘ ŜƴǘŜǊ ŀƴȅǘƘƛƴƎ ƛƴ wŜŦŜǊŜƴŎŜΦ   tǊŜǎǎ ғŜƴǘŜǊҔ ŦƻǊ !Ƴƻǳƴǘ ƛŦ ŎƻǊǊŜŎǘΦ  !ƴǎǿŜǊ ¸ ǘƻ hYΚ   

 

  

¢ƘŜ {ƘƛŦǘп άCommunicating Please WŀƛǘέǇǊƻƎǊŜǎǎ ǿƛƴŘƻǿ ǿƛƭƭ 

display.  If you do not see this, you did not process the 

transaction correctly.  When the transaction is finished, the 

check-out will continue. 
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Increasing Credit  limits: 

  

 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

 If there is a preauthorization and the guest wishes to use a different card: 

At check-ƻǳǘΣ ǘƘŜ tƻǎǘ tŀȅƳŜƴǘ ǎŎǊŜŜƴ ǿƛƭƭ ƻǇŜƴΦ  /ƭƛŎƪ άǾƻƛŘ ǇǊŜŀǳǘƘέ ǘƻ ǾƻƛŘ ǘƘŜ ŜȄƛǎǘƛƴƎ ǇǊŜŀǳǘƘƻǊƛȊŀǘƛƻƴΦ  ¢ƘŜƴΣ 

at the Code field, enter forward slash (/) and press <Enter>.  Answer Yes to άǇǊƻŎŜǎǎ ŎǊŜŘƛǘ ŎŀǊŘΚέ   {ǿƛǇŜ ŀ ƴŜǿ 

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>.  

!ƴǎǿŜǊ ¸Ŝǎ ǘƻ άǇǊƻŎŜǎǎ ŎǊŜŘƛǘ ŎŀǊŘΚέ  {ŜƭŜŎǘ ά¦ǎŜ ŎŀǊŘ ƻƴ ŦƛƭŜέΦ 

 If there is not a preauthorization or prior transaction for the guest: 

At the Code field ŜƴǘŜǊ ŦƻǊǿŀǊŘ ǎƭŀǎƘ όκύ ŀƴŘ ǇǊŜǎǎ ғ9ƴǘŜǊҔΦ  !ƴǎǿŜǊ ¸Ŝǎ ǘƻ άǇǊƻŎŜǎǎ ŎǊŜŘƛǘ ŎŀǊŘΚέ  {ǿƛǇŜ ǘƘŜ ŎŀǊŘ 

or select Manual entry. 

 

     

 

 

Go to Display Folio 

Select Change Folio 

/ƭƛŎƪ ΨŀǳǘƘƻǊƛȊŜ ŎŀǊŘέΦ 

Enter Additional 

amount to  

preauthorize. 

 








