
How to Run Transactions  
in OPERA with UTG 



TRADEMARK DISCLAIMER 

• UTG®, Shift4 Payments Gateway®, and Lighthouse Transaction Manager™ are 
trademarks of Shift4 Payments and/or its affiliates. All other product and 
brand names are or may be trademarks of their respective owners. 

• “OPERA” and “OPERA PMS” are trademarks of Oracle Corporation or its 
affiliates. For additional questions regarding the configuration and use of 
Oracle products, contact the Oracle help desk or your Oracle representative. 
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EMV Chip Data and Hotels 



WHY YOU NEED TO DO CHIP TRANSACTIONS 

• A few years ago, the credit card industry adopted the EMV standards for 
payment cards and the chip cards that comply with those standards 

• This was done to reduce card-present fraud 

• The chip is very difficult to counterfeit and works very well in stopping 
card-present fraud where a fake or duplicate card is physically presented 
to the merchant during the transaction 

• The credit card industry has given the various industries (retail, 
restaurants, and hotels, etc.) time to adjust to chip processing 

EMV CHIP TRANSACTIONS AND HOTELS 



WHY YOU NEED TO DO CHIP TRANSACTIONS 

• However, chip read credit card transactions (or EMV dipped) are 
becoming extremely important for security and financial implications  

• A merchant will lose any chargeback request if a credit card payment 
transaction has the capability to be chip processed but is not used 

EMV CHIP TRANSACTIONS AND HOTELS 



THE PROBLEM WITH THE CHIP IN HOTELS 

• Within the hotel payments environment, many transactions will always 
be card-not-present (CNP) and therefore never qualify as EMV/chip 
read, including: 

• OTA Virtual Card authorization and payments (e.g., Expedia, Priceline) 
• Refunds to guests (refunds are always processed as CNP in lodging, as the guest has 

typically left) 
• Extra Charges (Extra Charges are also always processed as CNP in lodging, as the 

guest has typically left) 
• Card-on-File Check-Ins (where the clerk uses the guest’s credit card or token that is 

attached to the reservation booking) 
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THE PROBLEM WITH THE CHIP IN HOTELS 

• Within the hotel payments environment, many transactions will always 
be card-not-present (CNP) and therefore never qualify as EMV/chip 
read including: 

• Due In (Arrival) Card Verification Processes (where a hotel on the day of a guest 
arrival runs an authorization to ensure the credit card number provided in the 
reservation is good). If the authorization response to this transaction is used as the 
check-in authorization, the charge will end up ultimately as CNP qualified  

• Post Check-In Charges posted to rooms on a split folio (where the guest isn’t 
present) 

• Some mobile check-in applications 
• Split Folios where the second folio does not obtain a card-present read 

 

EMV CHIP TRANSACTIONS AND HOTELS 



THE PROBLEM WITH THE CHIP IN HOTELS 

• However, when the customer and the chip card are 
present and available, the credit card payment 
authorization should be chip inserted/read 
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Check-In From the 
Reservation Details Screen 



CHECK-IN FROM THE  
RESERVATION DETAILS SCREEN 

OVERVIEW 

• There are generally two ways to check 
guests in OPERA PMS  

• From the Reservation Details screen 
(shown) and; 

• From the Front Desk Arrivals screen  

• The Reservation Details screen allows 
the clerk to adjust room and stay 
details 

 



CHECK-IN FROM THE  
RESERVATION DETAILS SCREEN 

STEP 1: SETTING THE PAYMENT TYPE 

• To perform a proper EMV transaction 
from the reservation details screen, 
the clerk needs to change the 
payment to CP (Chip and PIN)  

• This can be done from the drop-down 
arrow or by just typing CP in the 
window 

 



CHECK-IN FROM THE  
RESERVATION DETAILS SCREEN 

STEP 2: INITIATING THE CHIP AND PIN 
WINDOW 
• Once CP is chosen, the credit card on 

file (usually from the reservation 
booking) disappears 

• Once the Payment Type has been set 
to CP, the clerk needs to press the OK 
button at the bottom right of the 
screen 
 

DO NOT PRESS THE PAYMENT 
APPLICATION ICON TO THE RIGHT OF 
THE CREDIT CARD # FIELD 

 



CHECK-IN FROM THE  
RESERVATION DETAILS SCREEN 

STEP 3: ACTIVATING THE PAYMENT 
METHOD WINDOW 
• The clerk clicks yes to confirm check-in 

process 



CHECK-IN FROM THE  
RESERVATION DETAILS SCREEN 

STEP 4: SUBMITTING A CP  
AUTHORIZATION REQUEST 
• From the Payment Method screen, the 

clerk clicks OK to initiate an request 
for authorization 

Notice there is no credit card attached 
 

• This action will light up the payment 
entry device (PED) 

Note: A room must be assigned to the 
guest before any of this process can be 
performed 



CHECK-IN FROM THE  
RESERVATION DETAILS SCREEN 

STEP 5: ACQUIRING THE EMV 
CHIP DATA 
• The Authorization window indicates that an 

authorization request has been sent to UTG 
then to the Shift4 gateway, then to the PED 

• The PED should be lit and awaiting credit 
card insert 

• There is a 2-minute timeout for the guest to 
insert and process their card 

• After card insertion the PED initiate the 
EMV transaction 



Non EMV Card Not Present 
Deposits With CVV/CID 



NON EMV CARD NOT PRESENT DEPOSITS WITH 
CVV/CID 

OVERVIEW 

• Deposits can be done with Card Not 
Present 

• These are not EMV Transactions 
• CVV or CID is recommended 
• All card input needs to be done on the 

pin pad 
 



NON EMV CARD NOT PRESENT DEPOSITS WITH 
CVV/CID 

STEP 1: SETTING THE PAYMENT TYPE 

• Click on Options 
 



NON EMV CARD NOT PRESENT DEPOSITS WITH 
CVV/CID 

STEP 2: INITIATING THE CHIP AND PIN 
WINDOW 
• Click Payment in the Deposit screen 

and Login 



NON EMV CARD NOT PRESENT DEPOSITS WITH 
CVV/CID 

STEP 3: ACTIVATING THE PAYMENT 
METHOD WINDOW 
• Change Payment Type to CP even if 

there is already a card there 
• Click OK 

 
DO NOT PRESS THE PAYMENT 
APPLICATION ICON TO THE RIGHT OF 
THE CREDIT CARD # FIELD 

 



NON EMV CARD NOT PRESENT DEPOSITS WITH 
CVV/CID 

STEP 4: SELECT ENTER CARD ON 
PIN PAD 
• On the pin pad select Enter Card 
• Screen might be different depending 

on the type of your pin pad 



NON EMV CARD NOT PRESENT DEPOSITS WITH 
CVV/CID 

STEP 5: TYPE IN THE CREDIT CARD 

• Using the number pad, type in the 
credit card number 

• Press Enter when done 



NON EMV CARD NOT PRESENT DEPOSITS WITH 
CVV/CID 

STEP 6: TYPE IN THE EXPIRATION 
DATE 
• Using the number pad, type in the 

expiration date 
• Press Enter when done 



NON EMV CARD NOT PRESENT DEPOSITS WITH 
CVV/CID 

STEP 7: TYPE IN THE CVV OR CID 

• Using the number pad, type in the 
CVV or CID 

• Press Enter when done 



NON EMV CARD NOT PRESENT DEPOSITS WITH 
CVV/CID 

STEP 8: TYPE IN THE AVS DATA 

• If your system is configured for AVS, 
pin pad will prompt for Street Number 
and Zip Code 

• Press Enter when done or to skip 
• UTG will start an authorization and 

respond back to OPERA 



Chip Transactions for 
Multiple Charges on a Folio 



CHIP TRANSACTIONS FOR MULTIPLE  
CHARGES ON A FOLIO 

OVERVIEW 

• Precondition: The customer and chip 
card must be present to perform the 
following transaction 

• When adding multiple charges and to have 
them both chip read, create the multiple 
charges window 

• Initiate the Payment Methods window 
• Change the payment type to CP 
• Prefill in the Amt/Pct 
• Click the OK button 
• OPERA will send two authorizations, one 

after the other, to the chip reader to 
perform the EMV/chip authorization 
 
 



Chip Card Entry After 
Check In 



CHIP CARD ENTRY AFTER CHECKIN  

OVERVIEW 

 • If the customer wants to add or change credit card after 
check in, they can do so. 

• Only one credit card and credit card authorization can be 
saved per window on a reservation.  

• The old card and authorization will be removed when a 
new card is setup for a window. 

• It is possible to have up to 8 cards and authorizations for 
each window of reservation. 

• The payment type for the window will have to be changed 
to CP and an authorization using EMV can be taken. 

 
 



CHIP CARD ENTRY AFTER CHECKIN 

STEP 1: OPEN PAYMENT TYPE SETUP 
WINDOW 

 
• Open the reservation 
• Open Payment Type setup window by clicking on the 

ellipses (…) next to the payment 



CHIP CARD ENTRY AFTER CHECKIN 

STEP 3: CHANGE PAYMENT TYPE FOR 
THE WINDOW 

 
• Click on the drop down for the payment type. If a payment 

type is being replaced select drop down next to it. 
• Select CP from the drop down list 
• Click OK when done 
• Select Auth Rule and Amount 
• Click OK again to close payment type 



CHIP CARD ENTRY AFTER CHECKIN 

STEP 4: INITIATE ADDITIONAL 
AUTHORIZATION WINDOW 

 
• Click Options to open reservation options 
• Click on Credit Cards > Authorization 
• Select the window and click Additional 
• Click OK to initiate the pin pad for guest 

 to use 



Chip Transactions From  
the Billing Screen 



CHIP TRANSACTIONS FROM  
THE BILLING SCREEN 

OVERVIEW 

• If the guest wants to use another card to pay 
than the one used during check in 

• Precondition: The customer and chip card must 
be present to perform the following transaction 

• When performing a billing function, access the billing 
screen via Cashiering and create the charge to the 
guest 

• In the Payment screen, choose CP for chip 
• Any credit card information will be wiped from this 

screen 
• Then click Post  
• The OPERA system will send a payment authorization 

request to the PIN Pad for the chip insert 
 



Chip Transactions From  
the Arrivals Screen 



CHECK-IN FROM THE  
ARRIVALS SCREEN 

OVERVIEW 

• The Arrival window shows all the “Due 
Ins” that are expected for that day 

• OPERA provides a “quick access” 
button to check guests in directly from 
the Arrivals screen instead of needing 
to access the Reservation window 

• All check-in authorizations must have 
a room assignment before a 
transaction can be performed 

 



CHECK-IN FROM THE  
ARRIVALS SCREEN 

STEP 1: SEARCH AND DISPLAY ALL 
DUE IN GUESTS 
• From the Arrivals window press search to 

display all the guests who are due to arrive 
• Guests who match this criteria will be listed 

in the grid on the lower half of the screen 
• Identify the guest you wish to check in 



CHECK-IN FROM THE  
ARRIVALS SCREEN 

STEP 2: CHECK IN GUEST 

• Once the guest has been identified, 
the clerk should press the “Check In” 
button on the right (shown)  

 



CHECK-IN FROM THE  
ARRIVALS SCREEN 

STEP 3: CHANGE THE PAYMENT 
METHOD TO CHIP AND PIN 
• After the “Check In” button has been 

pressed, the Payment Method window is 
initiated 

• To perform a proper EMV transaction, 
the clerk needs to change the payment 
to CP (Chip and PIN) 

• Users can do this by the drop down 
arrow menu (shown) or by simply typing 
in CP into the Method of Payment field 



CHECK-IN FROM THE  
ARRIVALS SCREEN 

STEP 4: SUBMITTING A CP 
AUTHORIZATION REQUEST 
• Once the payment type has been set to CP, 

the clerk needs to press the OK button at 
the bottom right of the screen 
 

DO NOT PRESS THE PAYMENT APPLICATION 
ICON TO THE RIGHT OF THE CREDIT CARD 
NUMBER FIELD 



CHECK-IN FROM THE  
ARRIVALS SCREEN 

STEP 5: ACQUIRING THE EMV CHIP DATA 

• The Authorization window indicates that an 
authorization request has been sent to UTG then 
to the Shift4 gateway then to the PED 

• The PED should be lit and awaiting credit card 
insert 

• There is a two-minute timeout for the guest to 
insert and process their card 

• After card insertion, the PED will initiate the EMV 
transaction 

 



Chip Transactions From  
the Post It Screen 



CHIP TRANSACTIONS FROM THE POST IT SCREEN 

OVERVIEW 

• The Post It function allows posting of 
small Articles to guests 

• It allows the payment for the charges 
to be taken either directly or it can be 
sent to a room to be charged later 

• The EMV Chip functionality might not 
be present in older versions of OPERA 



CHIP TRANSACTIONS FROM THE POST IT SCREEN 

STEP 1: POST CHARGES 

• Post articles on the Post It screen as you 
normally would by clicking on the articles 
on the right. 

• Change Amounts or Quantity as needed. 



CHIP TRANSACTIONS FROM THE POST IT SCREEN 

STEP 2: SUBMITTING A CP PAYMENT 
REQUEST 
• Once all articles have been posted 

click on any one of the CC Payments. 
• Click on Enter to initiate the Payment 

request. 
 

DO NOT PRESS THE PAYMENT 
APPLICATION BUTTON TO THE RIGHT 
OF THE CREDIT CARD NO FIELD 

 



CHIP TRANSACTIONS FROM THE POST IT SCREEN 

STEP 3: ACQUIRING THE EMV CHIP DATA 

• The Authorization window indicates that an 
authorization request has been sent to UTG, then 
to the Shift4 gateway, and then to the PED 

• The PED should be light up and wait for credit 
card insert 

• There is a two-minute timeout for the guest to 
insert and process their card 



Thank you! 
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