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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 TRANSACTIONS 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 LJ

* 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
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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 LJ

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

» Refundsto 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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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: [—...-
* 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
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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

Reservations Cashiering Rooms AR Commsions End Of Day lizcelaneous
Management

OVERVIEW | =

‘*‘“"—"‘ & MOATL - Arrivals - Confirmation No. 14128752
m G {EIMOATL - Reservation 14138752 DUE IN
* There are generally two ways to check o vame Empinee s R —
. = Eetasiail First Name | ; Email | =] rou-\ .
guests in OPERA PMS Bk o= e B & comni= s RS g
: T Language [E 2 welooz g Py [ ] Contact |
* From the Reservation Details screen g pm— |
= = ore Fields |
(ShOWn) a nd" rl: Assignment y I | 07-25-18 BE  Wednesday Res. Type Ei! Guaranteed! | CRSRes. # |
. @ Messages Nights (1] Market [H1 | #|TempOfice | TARecLoc
* From the Front Desk Arrivals screen — roeres B e P T ] o
g races ults 2| i ] rigin | ] irect Gues %
. . @J No.ofRms. 1 |  Uparade [ I3 Payment VAT | #| |F==) DI::' mL___ %
* The Reservation Details screen allows AP oteuncon woom e BRI #| wc Rox |a|  ommcwas i@yt ——*
. —— Room | ] _ Exp. Date 04122 |  Swiped? [~ Specaisx | 2|
the clerk to adjust room and stay I e D et | —| o L
e . i Billing Info PO em Inv. | | #|
d eta | |S ackanes | 4 OPMSResConfl™ | g CalerName|

Block Code | #]
COMP Reason | | ®

| _Comments | Profile Notes |
Al

ETA[1738 | | Approval Code [073288 | Contactinfo |
co | | Approval Amt. 1.00] | Cont |

Save | oK
Created By On g7.25.18 Updated By Opfions | Close

—l
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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
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CMOATL - Reservation 14138752 DUE IN

Hame .Emn]a\nee

First Name g
Tite s | #| country[us | + BEE
Language E | VIR (003 | &)

CL More Fields

T

Arrival [5-5] E Wednesday
nights 1|
Departure [07-26-18 |F  Thursdas
Adults [2 | Child |0
No. of Rms. |1 Upgrade 3|
Room Type |RSIK | 2| RTC [Raxx s
Room 2| ONM T
Rale Code [FHsE00 | #| Reason|[ITEM |
Rate 0 Fried Rate

Packages | | OPMS Res Conf |
Block Code 2| ETA[17 38

COMP R [ 1 [

|_Comments | Profile Notes |

Created By On g7.25-18
i

Guest Balance 0.00
Approval Code (073289
Approval Amit

End Of Day Miscelaneous

Phone =i Agent

] Company
T Group

Email
LastRoom® 1406
Pref. Room #

Party

Res. Type CC G| #| Guaranteed | CRSRes. #
Market [H1 | #| Temp Office TARecLoc
Source HI 1§ g Hotel Manag: Cuslom Ref

Spedals (X =

Commants [TEST HOOKING 8

Billing Info lIPf}
Caller Name
Contact Info |

1.00] || Conf

Save oK

| % ftem Inv. | | |

) G_Dﬂ&ﬂs ] C_l-:\Sé ]




CHECK-IN FROM THE
RESERVATION DETAILS SCREEN

STEP 2: INITIATING THE CHIP AND PIN ﬂ

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

Front Desk

CIMOATL - Reservation 14138752 DUE IN

Name

L & [

Commasions

End Of Day

First Name [Noma
Title [ | #/| Country US
Language [E WP [003

Ct  More Figlds

Arrival [07-25-18 |E = Wed
Mights 1|
Departure [07-26-18 |l  Thursday
Adults [2] Child [0
Mo. of Rms. [1 Upgrade |
Room Type [RSXK | &/
Room 4
Rate Code [FHSE0D |
Rate |
Packages
Block Code
COMP Reason |

nesday

|
2l emafizas
2l oo
|_Comments ] Profile Notes |

Created By On pg7.25.18

RTC. [Raxk.

s| Reason[TEW |8

Fixed Rate |

Phone [404-005-7548 |
Email

Last Room # [1406

Pref. Room #
Party

Res. Type CC "'EE Guaranteed

I CRSRes. #
Market |H1

* | Temp Office

TARecLoc
Source HM | &|HotelManag: | Custom Ref, |

2|

|8

DNM-: Spedlals [X

Billing Info PO

GuesiBalanca
: Approval Code |
Approval Amt

Caller Name
Contact Info

Cont

Commants [TEST BOOKING, ¥ |
Hem im
OPMS Res Conf I

MWiscelansous ’

! J

ﬁ
fiong s
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CHECK-IN FROM THE
RESERVATION DETAILS SCREEN

B 2 ¢ | v B G

Cashiering Rooms AR Commessions End Of Day Wiscefansous

STEP 3: ACTIVATING THE PAYMENT
METHOD WINDOW

). 14138752

MOATL - Reservation 14138752
* The clerk clicks yes to confirm check-in -] S|
First Name Email | Cor‘gl:;s;
! = - Last Room # [1406 }
p ro Ce SS Title !Hs | i Couniry US : Pref Room# | 1 Source
B Accounts EASgRSgs |E X 003 LSy Party | oyt
E T Ct More Fields
Assignment Arrival (Rl B Wednesday Res. Type CC G| #| Guaranteed!  CRS Res. #
@ Hessages Mights 1] Market H1 | #|TempOffice = TARecLoc
Departure [07-26-18 |FH  Thursday Source HM | & | Hotel Manag:  Custom Ret.
E{] . aguits [27] cChila [0 Origin DR | #/| Direct Guest :
=he s - 2 . Disc, Amt
; No. of Rms Upgrade | i L CF e Reason
g Wake-up Cals Room Type 8| RTC [R4XK 3| m

Shift4
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——

Room E4[0irty | DN T

OPERA
Rate Code [FHS s| Reason [TEM s g\, Checkin guest

Rate Fined Rate |

1 — g Mo |
Packages 1 % OPMS Res Conf _EZLJ —

Block Code

ETA [17:38 | N——
COMP Reason | [

mu Pml'lu Notes l-m. o . _ Post

Created By On pr.25.18 Updated By On g7-25-18

cIo Approval Amt |

Specials X
Comments [TEST BOOKING
em lmy

Caller Name
Contact Info |
cont [

Save | QK

Options ! Close




CHECK-IN FROM THE
RESERVATION DETAILS SCREEN

Front Desk Commissions End Of Day

STEP 4: SUBMITTING A CP ﬂ@? S| kX1 € B

AUTHORIZATION REQUEST ﬁ
* From the Payment Method screen, the - ,
clerk clicks OK to initiate an request — e

for authorization g

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

B .
Assignment
@ Messages
Ia'.'] Traces
I

g Viake-up Cals

Arrival |[7-25 168

MNights |1

Departure [07-26- 1o
Aduits |2 Chi

No. of Rms. |1
Room Type |[RSXK
Room
Rate Code -
Rate |
Packages
1 Block Code |
COMP Reason

Method Of Payment (CP

Credit Card No

e U

Fived Rate |
OPMS Res Conf [

Billing Info

Guest Balan[f@ [

|
S 11 Approval Code |
2l oo

Approval Amt.

|_Comments | Profile Notes | _DeposivCxi | __MNo Post |
4

Created By

n §7-25-18 Updated By

|
=

0.00

Item v

Caller Name |
Contact Info

| | cont
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CHECK-IN FROM THE
RESERVATION DETAILS SCREEN

STEP 5: ACQUIRING THE EMV (® E o)k 2 & - & L)

CHIP DATA —— e ——

* The Authorization window indicates that an & 2 Y | e
authorization request has been sent to UTG : o D+ comor [+ SR i_ s
then to the Shift4 gateway, then to the PED |

* The PED should be lit and awaiting credit . o |
card insert g N

* There is a 2-minute timeout for the guest to — omlo
insert and process their card e )

 After card insertion the PED initiate the cownmm 11| oo sl
EMV transaction <
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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

Shift4

PAYMENTS

(

- .

ﬂ Arrivals
F 3
Queue
EETR  Reservatons
m In House
Guests
l; i Accounts
Assignment
@ Messages
I?}:J Traces
g Wake-up Calls

——_— !

Reservations Front Desk Cashiering

GEMOATL - Amrivals - Confirmation No. 14138752

(IIMOATL - Reservation 14138752 DUE IN

!

Rooms
Management

Name Employee k|

First Name |

Title Ms. | #| Country [Us
Language [E | wrfooz

Ct  More Fields |

ﬁ Wednesday
Nights 1|
Departure [07-26-18 |BH  Thursday
Aduits 2] chila [0]
Mo. of Rms. ;1—
Room Type [RSXK | &

E3 —

| =

Uparade |
RTC. [ROK

Room | &

Rate Code FHSEOD | #| Reason TEM *

Rate | 00| _|
Packages | | &|
BlockCode | | #|
COMP Reason | | &

2l co
|_Comments | Profile Hotes |

Created By

On g7.2s.
E 07-25-18B

Fixed Rate [ .
OPMS Res Conf [

Phone J

Email J e

Last Room # {1406

Pref. Room # |

Party |

Res. Type Mil Guaranteed |
Market [H1 | | Temp Office
Source [HM | | Hotel Manag
origin [DR_| #| Direct Guest

Payment [vA| | #| |[F%F]

Credit Card # o005 44| Gy

Exp. Date [04/22 Swiped? I
CC Holder

Billing Info IPO 3|

Guest Balance 0.00

ETA [17:38

Updated By

Approval Amt.

On g7.25-18

o) T

Agen?[

mpany

Group |

Source | *
Contact | |

CRSRes. # |
TARecLoc |
Custom Ref.

Disc. Amt. | o |

Reason
Speclals X 1
Comments [TEST BOOKING %
Item Inv. |
Caller Name |
Contact Info |

1.00| | Cont |

Save QK

Opfions ]




NON EMV CARD NOT PRESENT DEPOSITS WITH
CVvVICID

STEP 1: SETTING THE PAYMENT TYPE e T —T
Title |—| i| First |'fESt | Ernail | | Company !|
City | | state [ |2] Group 2|

L ]

* Click on Options ooy L2l varouge L4 souee

Contact %]

More Fields | Last Stay 30-MAY-  LastRoom 0412 Pref,Rm| | LastRate  o0.01

Arrival [05/30016 | E#  Wonday Res.Type [CHE] +|Checkedin | Discamt [ | %[ ]
[ 1

Mights Market ﬂ Leisure Reason
Departure [D5/31716 |9  Tuesday Source [G.0.5|_+| Global Resel

sduts (1] chinl] [ Origin [GDS |_#|6DS

o

Features ] %]

Mo, of Rms. l:l Payment ﬂ#chip and Specials l:lﬂ
[ 1=
RoomTywe [ | +| mrc K | #||credtcanano [ | & Preferences H

Room (1114 | 2|7 pnw Bppate [ | MNoPast fem I

RateCode [l | 2|¥  FiedRate cardHoer ] customper [ ]
Ustom Her.
Rate | 90.01]_| mpovalcose 11 T ]

Packages |:|ﬁ Approval Amt. :' ¥ Print Rate

Caonfitmation [

Blockcode [ | #|  Era[035 ] Guest Balance cotme |

Comments |

Save

Crested By SUPERYISOR  On OS/30M6 Updated By SUPERWISOR  On 05/3046 Options
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NON EMV CARD NOT PRESENT DEPOSITS WITH

CVV/CID
STEP 2: INITIATING THE CHIP AND PIN
WINDOW
* Click Payment in the Deposit screen e S
and Login ==
Total T00.00 000 Balance|  100.0) DDT BEeDcl;?nt
Cormmen t: | Close
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NON EMV CARD NOT PRESENT DEPOSITS WITH
CVvVICID

STEP 3: ACTIVATING THE PAYMENT

IPayment Ei +| Chip and Pin}
METHOD WINDOW Cﬁ;ﬁﬂ:ﬁ
* Change Payment Type to CP even if petree :
there is already a card there sesieario L LAl o I
* Click OK
Res. Type DEF_____ | #| DepositPaid
CopiesofReceipt Close

DO NOT PRESS THE PAYMENT
APPLICATION ICON TO THE RIGHT OF
THE CREDIT CARD # FIELD
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NON EMV CARD NOT PRESENT DEPOSITS WITH
CVvVICID

STEP 4: SELECT ENTER CARD ON
PIN PAD Please slide card or Tap

* On the pin pad select Enter Card

e Screen might be different depending
on the type of your pin pad
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NON EMV CARD NOT PRESENT DEPOSITS WITH
CVvVICID

STEP 5: TYPE IN THE CREDIT CARD

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

Enter Card Number

3528 3429
Sy Shiftd

* Press Enter when done
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NON EMV CARD NOT PRESENT DEPOSITS WITH
CVvVICID

STEP 6: TYPE IN THE EXPIRATION
DATE

* Using the number pad, type in the
expiration date

Enter Expiration Date

73
T

* Press Enter when done
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NON EMV CARD NOT PRESENT DEPOSITS WITH
CVvVICID

STEP 7: TYPE IN THE CVV OR CID

* Using the number pad, type in the

CVV or CID Enter CVV or CID from card

[23

* Press Enter when done
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NON EMV CARD NOT PRESENT DEPOSITS WITH
CVvVICID

STEP 8: TYPE IN THE AVS DATA

* |If your system is configured for AVS,

pin pad will prompt for Street Number
21091
and Zip Code -

s it com

* Press Enter when done or to skip

e UTG will start an authorization and
respond back to OPERA
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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

* |nitiate the Payment Methods window
e Change the payment type to CP

o 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

Shift4

PAYMENTS

Name |=heize |_| Phone | | I Agent l:l_J
Tile | _| First [ Email [ Company | 2]
city | | state | |+ Group JE3 |
county 5] ¢]  LanguageE | ¢ souce |
we [ ] ¢] contact[ | ¢]
M i | Last Stay Last Room Mew Guest  Pref. Rm | Last Rate
Arrival [0 ] Tuesday Res. Type | s |Creditcard ¢ | piscamt| ] %[ |
Nights Market _| Leisure Reason :lil
Departure |:|_[ Wednesday Source |0/F _*l Direct .
adutts [_] chia 2] ] Origin |- all TS :'j
. . 0 —
RoomTpe [ |+ mrc. [0 [ *]|creditcadNo, Frefarances
Room +|T Dpum Yk OTVSITE - Payment Methods
i3m0 LeJ™ e pa Window [PayType  [Credit Card [Expiry JAuth Rulgamt/ Pt [Name [sRNo.  [swiped|
Rate [ 9900] | 1 ce 1 1.50|Sherzer, Max
+
Rt e 7 T E P ) I Y ] T R N ]
otk Code 3
4 | | |
s . | \ |
- 4
Crested By SUPERVISOR  On 021008 8 ' ﬂ
| Close.
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CHIP CARD ENTRY AFTER CHECKIN

OVERVIEW

e |f 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.

* Itis 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.

Shift4

PAYMENTS

¥ OTVSITE - Paviment Methods

|Windnw FPay Type Credit Card Expiry |Auth Rulefdmt/f Pot Hame AR Mo, Swipedl
l1 21| Btz | 1) test, test
2 WA MOOROGGHCOHIT|1 2125 ] 20.00test, test
3 Mc MRORCGLLOGa4841 2023 al 20.00jtest, test
4 Ds PO CROGO(4608]1 2022 5 20.00/test, test
] WA YOOOGGROGOHA25TN 2723 ] 20.00test, test
G A POOGGLLOG22aT 1 2023 al 5.00(test, test
7 MC PO CROGHAT 1|1 2024 g 5.00[test, test
a A SROGOCGCROO0001 |1 2024 5 5.00(test, test

Rule Description : Mights*(Daily Rate)
Estimated Approval Amount © 325.00 USD

History

Ok

Close




CHIP CARD ENTRY AFTER CHECKIN

STEP 1 . OPEN PAYM ENT TYPE SETUP YE|OTVEITE - Resetvation 43417 CHECKED I
: Name [i= st || Phone [3013586555 | agent| | s
WI N DOW Title [Mr | # | First [test | Email | | Company *|
City [Silver Spring | state [vD | 2| Group *|
Cauntry g Language g Source |:|
. + *
 Open the reservation vel__Le] contact 2|
Mare Fields Last Stay Last Room Pref. Rm |:| Last Rate
* Open Payment Type Setup WlndOW by Cllelng on the Arrival @ Saturday Res. Type ﬂ Checked In Disc.Amt.| | %| |
ellipses () next to the paymeﬂt Mights Market [LEISU # | Leisure Reason +|
Departure ﬂ Sunday Source g Property Sale
Adults el | ] Origin + | DS Fealures — |
Mo. of Bms. Payment b E Specials * |
RoomTpe [~ | +|  RTC.K | #| Creditcard No. [cocooooooaa| B[ | FrETEreneE — |
Roorm ﬂr DM Exp. Date I Mo Post fterm Inv. |
RateCode [LEl | #|7  Fised Rate Card Holder | |
Rate | 12900 | Approval Code [OKS4TZ | CUS;D;;T\]E:' %J
FabelEs :lﬂ Approval Amt. | 11.00 v F'rintRat;a Canfirmatian r
BlockCode | | #| ETA Guest Balance | 0.00] cotme[ ]
Commerts | | = |
Save [8]:4
Crested By sUPERvISOR  ©ON 1102201517 Updsted By sypEryisor  ON 1102020 1519 Opfions Close
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CHIP CARD ENTRY AFTER CHECKIN

STEP 3: CHANGE PAYMENT TYPE FOR

City |Silver Spring B, AL L Group | | *]
Country g Fayment WMethods x| STRE |:|
* Click on the drop down for the payment type. If a payment s + | Crntart +!
' ' . OTVEITE - Payment Metht Find| %
type is being replaced select drop down next to it. _ |
' Wiiindow [Pay Tyvpe 1 e Code |Descripti0n AR Mo, Swiped History
 Select CP from the drop down list |1 ¢ E:}* 5 American Express st
E CA Cash st
e Click OK when done 3 cK o 2
4
e Select Auth Rule and Amount 5 irect i
B oC Ciners Club
° i i DS Discover Card
Click OK again to close payment type - 0 Discover C2 4
g Up Union Pay
WA Yisa
J 3 | 2+l Close
M Cancel T TTITTE |
: |

Shift4
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CHIP CARD ENTRY AFTER CHECKIN

{3 OTVEITE - Reservation 43417 CHECKED IN @5 OTVSITE - Credit Cards Menu
Namelesl PEOTVSITE - Reservation Optinns . x|pnt I:lﬂ
STEP 4' IN ITIATE ADDITIONAL Title (1| 2| First [test o) I Autharization I Credit Card History
= City [Silver Soring Accompanying Add On AgentiCompany n I:|ﬂ
B L 1
AUTHORIZATION WINDOW = L = i AN 3
Wore Fielde | Last Stay 02 Ca#dﬂstory Changes Caonfirmation b.oo|
Arrival [02/108 | Credit Cards Delete DepositCiL camt[ ] |:|J
Nigts [1 Resson| | I OTVSITE - Autharization
H H H H Departure 0215028 |EH Fixed Charges History Housekeeping
* Click Options to open reservation options . SN — WncowFament Tws[oreatcard E5.0% | [ o
No.of Rms Loreer Hessages Package Opton | ypecials| | & ! 2 000000000002221 1223 addfional
i i i i L 1= R
* Click on Credit Cards > Authorization Roomwe || <| pary S e
Room 0108 ] ¢ ' - 4 5
. . .. Rate Code ﬂr Rate Info. Register Card Resync
A I
* Select the window and click Additional Rate [tz _ Rt
Roam hoye Routing Shares remo [ ]|
Packages [ | ¢ -
1 1Niti 1 I:lﬂ Traces Track It Walued Program [l Confrmaton [
* Click OK to initiate the pin pad for guest Block Cose : ! , cotme |
Wailist Wake-up Call WWeh Links ]
to use
Close _;\/e oK
Crested By sUPERVISOR O 11002020 1517 Updated BY SUPERvISOR @0 11020201519 I options Close

@ OTWSITE - Additional Authorization

Fayment Method cp

Credit Card | |

Expiration Date | |

Currently Authorized Amount | D.DD|

CurrentGuestBalance| D.DD|
—

AdditionalAuthorizatiunAmnunt| D |

[0]14 I Close |
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CHIP TRANSACTIONS FROM
THE BILLING SCREEN

OVERVIEW

* |f 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

Shift4

78 OTVSITE - Payment [Wind. 1- B 1 [om, Nicklas

Payment Code [9100 | #| p

Currencﬂ =] | US Dollar

Amount | 0.00| USD

- Room 0506]

S AT S —

2

(o) _aooe |
e

PAYMENTS
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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

Shift4
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Armval From [03-27-17

TR LMFL - Artivalz - Confirmation Mo. 6677220
Mame [pin | FirstName |
Company | | Comp. Ne. |
Croup | J Elock !
sgunce | ]
Agant | | I&TA Na. |
Contact | | Postal Code |

* Name
PINPAD, TEST

|[Room Type

ATV

|cRS NoTA Rec Lot | | Search
| ConfiCy No. | Advanted
| mem. TypeiNo. | | 2] | Clear
= Arival To [03-27-17 |y
| pary |
| Communication |
Depatture [Rms |Prs  Status Mem. Level =]
Walkin
Check In
/ Canceal
Req. Card
Brofile
ﬂl Options
Edit
Close




CHECK-IN FROM THE
ARRIVALS SCREEN

STEP 1: SEARCH AND DISPLAY ALL G LUFL _Arvals - Confirmaton No_ 6677328
DUE IN GUESTS S | "ol T —
* From the Arrivals window press search to ;"L,”,EZ: { mf‘;j:!mm—ﬂ] ”Em-mﬁ;-l_'m_”_jf' 5 ==
display all the guests who are due to arrive o | oo | commicnn] |
* Guests who match this criteria will be listed
in the grid on the lower half of the screen R R e S T T ) A Wem Lovel 2|

* |dentify the guest you wish to check in

'

Balkin

Check In
/ Cancel
Req. Card
i i Profile
- Options
! | o |20
Edit
Close
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CHECK-IN FROM THE
ARRIVALS SCREEN

ST E P 2 : C H EC K IN G U EST g3 LMFL - Arrivalz - Confirmation Mo, 6677320

Name [pin ] EirstName | |cRS NoTA Rec Lot | ) , Search
Company | ] Comp. Mo, | | Conticx Mo, [ | Advanced
. H ot rou ock | em. Type f No. 2 | aar
 Once the guest has been identified, g e R | N

button on the right (shown)

" Name Room |Room Type Artival Departure [Rms |Prs  Siatus Mem. Level =]
PINFAD, TEST EXE

WalklIn

Check In

Cancel

Req. Carg
Profile

q | ﬂ_ Options

Edit
Close
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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)

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

>hirtd

Name [PINPAD, TEST

Method Of Payment [VA | 2| AR visa
]
creat cargNo. [ |

Flndl%

Code [Descnption l ;I
MC Master Card
AX American Express
DS Discaover Card
DC Diners Club
DB Direct Bill f City Ledger
CA Cash
CK

Check

Pmntl-temu
Chip and Pin
me

Wethod Of Payment |CP

g 1 | .| Chip and Fin

=

QK




CHECK-IN FROM THE
ARRIVALS SCREEN

STEP 4: SUBMITTING A CP " -PaymentMethod
AUTHORIZATION REQUEST e
* Once the payment type has been set to CP, Room [T s

Chip and Pin

the clerk needs to press the OK button at Mtnod Of Payment [CP
the bottom right of the screen Credit Card No

Expiration Date

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

>hirtd



CHECK-IN FROM THE
ARRIVALS SCREEN

STEP 5: ACQUIRING THE EMV CHIP DATA ‘@""’f_“:““‘“‘““”“
* The Authorization window indicates that an il N
authorization request has been sent to UTG then - -
to the Shift4 gateway then to the PED e i £
. ian;eeﬁcED should be lit and awaiting credit card —— - —

* 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

>hirtd
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CHIP TRANSACTIONS FROM THE POST IT SCREEN

%8 OTVSITE - Post It

OVERVIEW ‘ { Cakes ][ Chips ]{ Cookies ]
* The Post It function allows posting of

small Articles to guests =
* |t allows the payment for the charges I N

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

L E oy e
toms [ _ ool g3

>hirtd



CHIP TRANSACTIONS FROM THE POST IT SCREEN

STEP 1: POST CHARGES %I:-pmn 2.00‘ [ Cakes ][ Chips ][ Cookies ]
* Post articles on the Post It screen as you

normally would by clicking on the articles

th . ht Armount ]
On e r| . akes 1.50
g 2000 Soda
* Change Amounts or Quantity as needed.
Eoom Charge M
| e ) w1 9B, b3
toms [IED - s g3 o

>hirtd



CHIP TRANSACTIONS FROM THE POST IT SCREEN

"8 OTVSITE - Post It

STEP 2: SUBMITTING A CP PAYMENT — 25| Gmm) (= ) el
REQU EST Credit Card No. | [=5

* Once all articles have been posted R
click on any one of the CC Payments.

e Click on Enter to initiate the Payment
request.

DO NOT PRESS THE PAYMENT

APPLICATION BUTTON TO THE RIGHT umoro ;
OF THE CREDIT CARD NO FIELD ] e e
3 50) e ) [z

>hirtd



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 Powert DS
to the Shift4 gateway, and then to the PED ot 3sms
* The PED should be light up and wait for credit
Ca rd Insert Settlerment in Progress.. I:l

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

>hirtd
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Thank you!
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