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Preface

This document outlines the configuration and describes the Charge It functionality
available from Version 8.13.0.0 onwards.

Audience

The Charge It User Manual is intended for system administrators, support and
users familiar with the Suite8 modules.

Customer Support
To contact Oracle Customer Support, access My Oracle Support at the following URL:

https://support.oracle.com

When contacting Customer Support, please provide the following:

e Product version and program/module name

¢ Functional and technical description of the problem (include business impact)
e Detailed step-by-step instructions to re-create

e Exact error message received and any associated log files

e Screen shots of each step you take

Documentation

Oracle Hospitality product documentation is available on the Oracle Help Center at
http://docs.oracle.com/en/industries/hospitality/

Revision History

Date Description of Change

August 2018 e Initial documentation
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1 Charge It Functionality

Introduction

The new feature Charge It is available to support direct payment against article postings.
It will now be possible to pay for articles directly by cash, credit cards and vouchers in
addition to posting them to the room.

Feature Availability

The functionality is only available when the global setting Charge It - Enable Direct
Article Payment under Setup > Configuration > Global Settings > Billing > Billing3 is
activated.

Prerequisites
Suite8 Version 8.13.0.0 or higher

Charge It Functionality 5



Global Settings

2 Configuration

1. Activate the setting Charge It — Enable Direct Article Payment under Global Settings
> Billing > Billing3

[E Gicbai Settings - Demo Vession
Search Text € Search
Reset filter

5| Accounts Receivable

1. Common Functions
# Conference Management
R

% Giobal Settings

&) MFPOS Setup

&l Miscellaneous

sore
) Software Interfaces

) Suite 8 Homepage

&) Table Reservation

%) Travel Agent Processng
) Users

) Voucher Management

The nformation and basic parameters that are
requred for the operation of Suite 8 are entered via
the Global Settings opton.

R

Biling ] | Biling 2 Bing 3 | Currency 4

¥ Checkout Withaut Closing Folo alowed
™ Vacate depar ting guest automatcally at checkin
I Never show message

I Enable sutomatc FA crestion upon Checkout

¥ Notify About Guest Messages before Chedk out

oo nat set for any window |
[ Send Invoices as Emai rom Biling Hatory I Enable Hotl Segment fitering for Folo Style
[V Send Invoices as Email from Folo Sceen

I~ Show Biing Window search on the Biing Screen
[ Enable Payment Receipts

[ Store Payment Recepts in Blling History
I™ Enable Monthly Exchange Rates e
¥ Enable Foreign Currency Credit Cards =
¥ Enable Biing Instruction Limits 0] avelon
Warning On Posting Amount Limit 1,000.00 [r— S
O avelon =]

™ Pre armival keys
FAGup forre arivala | =] [ |7 Giapett -enabie orect irade Payment!
[ Post departure keys Default FA Group -l
FA Group for Post departures = Defauilt Profile. |

Defauit Folo -/

7 Allow Separate Folio Numbers for ity Ledger Folos
¥ Post alldays' charges on early chedkout

I Group Postings belonging to the same: Chedinunber
¥ Enable Second Confimation on Cashier Closure

¥ Enable Day Rebates

Bing |coM | Couniry Specs | Generic | Central | Interfaces | Miscefaneous | Might Audit | Profile | Reports | Reservation

¥ Enable Advanced Posting Spit

¥ Show contact and address detais on bilng windows

I Store Proforma invoices lke normal invoces

I~ Add Arrangement Code of main postng to tax postings
Defauit video Checkout for Billng Windows

[~ Override Defauit Profie
I~ Override Defauit Folo

Search:

T g eh

2.
come up.

As soon as the Charge It — Direct Article Payment setting is activated, other fields

3. Select the appropriate values in the fields as explained below

Values

Fields

Default FA Group:

Default Profile:

Default Folio:

The FA group under which the Financial Account used for Charge It
must be created.

A new FA group of type - FA for Direct Article Payment must be
created from Setup > Configuration > Cashiering > Financial Account
Groups

The default profile to be used for the Financial Account creation for
Charge It. The user can either directly enter the profile or search for
and select a profile by clicking the select button.

The default folio style used to print charge it invoices. The charge it
invoice report must be created using the charge it .rtf /.s8r template
and must be configured in setup > configuration > folio styles as type =
Only Checkout

Configuration



Override Default Profile When unchecked, the default profile selected is applied to the charge

it transactions.

When checked, the user is presented with a window to override the
default profile and select a different profile for every charge it
transaction.

Override Default Folio When unchecked, the default folio is printed for every charge it

transaction.

When checked, the user is presented with a window to override the
default folio style and select a different folio style for every charge it
transaction.

Example:

v Charge It - Enable Direct Artide Payment

Default Profile |Charge It Profile e
Default FA Group |.-5.F' Article Posting Accoumj
Default Folio |F|:||il:| Detailed j

[T Owverride Default Profile
[ Dverride Default Folio!

Charge It - Payment Types

The Payment methods available for direct article payment in the Charge It screen are
configured via the department code definitions from the Setup > Configuration >
Department Codes.

Configuration

The payment methods are configured as department codes of Type = Credit. Only the
following payment types are supported for Charge It Payments:

Cash(Base Currency)
Credit Card
Voucher

Foreign Currency

A checkbox - In Charge It is introduced in the Disabled section.

When unchecked, the given payment department code will be available in the charge it
screen as a payment option.

When checked, the given payment department code will not be available in the charge it
screen as a payment option.



3 Charge It Transaction
Charge It with default profile and default folio

Pre Requisites:

—_

Global Setting - Charge It — Enable Direct Article Payment is active

A Financial Account Group of type = 16 (Direct Article Payment) is created and is
chosen in the global setting — Default FA Group drop down

A default profile is selected in global setting

A default folio is selected in global setting

Global Setting — Override Default Profile is inactive

Global Setting — Override Default Folio is inactive

Payment method department codes are set up for cash, credit cards such as Amex,
MasterCard, VISA etc.

L

N W

Charge It Transaction:

1. Go to Cashiering > Charge It
2. Enter Cashier credentials
3. On the Charge It screen, the user is presented with all the payment department codes
configured with “Disabled - in Charge It” unchecked along with Room Charge and
Voucher options
B chargert - 8 x
o || 1 |MIN Minibar -| |<None> - x
Li] Soft Drinks Code [Description oty Jprice [Amount _[Frgn Am. [curr. |
g Mineral Water
;7] Peanuts
o |
1
[
_s |
Clear
M Delete Close
Charge to Room Cash American Express Eurocard
Diners Club Visa Card EC Maestro Card More ->
—— £ [ P
4. Enter the quantity and chooses articles to be posted.
5. Select a payment method for example Cash.
6. The Payment Posting screen with the Payment Department Code (Cash, foreign

currency, Amex, VISA etc) and amount defaulted from the values in the charge it
screen is presented to the user. The payment department and amount fields are
disabled and the user cannot edit the payment type and the amount.

8 Charge It Transaction



E Payment Posting

[ame: |Acht. Wilco J
Payment Department: 00 Cash j
Amount: | 39,00 EUR
Comment: |

o
4@ Close

In case of credit cards, the section to enter the card details will be enabled and ready

for user entry.

In case of voucher, the voucher management search screen will open for the user to
enter the voucher number and select it for redemption. In case the voucher amount is
less than the article totals, after the application of the voucher, the user will be able to
complete the payment for the rest of the amount by using the other valid payment

methods.

7. Click on Post. A folio in a folio style as defined in the global setting — default folio
style will be printed and the user is back on the charge it screen for performing the

next transaction.

Charge It with user chosen profile and user chosen folio

style

Pre Requisites:

1. Global Setting - Charge It — Enable Direct Article Payment is active

Charge It Transaction




1. A Financial Account Group of type = 16 (Direct Article Payment) is created and is
chosen in the global setting — Default FA Group drop down

A default profile is not selected in global setting

A default folio is not selected in global setting

Global Setting — Override Default Profile is active

Global Setting — Override Default Folio is active

Payment method department codes are set up for cash, credit cards such as Amex,
MasterCard, VISA etc.

oG W

Charge It Transaction:

1. Go to Cashiering > Charge It
2. Enter Cashier credentials
3.  On the Charge It screen, the user is presented with all the payment department codes
configured with “Disabled - in Charge It” unchecked along with Room Charge and
Voucher options
B charge it - X
~o || 1 |MIN Minibar -| |<None> ] x|
1 J [ Soft Drinks Code |Description [oty [price  [Amount [Frgn Am. [curr. |
A Mineral Water
a3 J Peanuts
) ——
s |
1|
L |
e |
= — o
@ Delete Close
Charge to Room Cash American Express Eurocard
Diners Club Visa Card EC Maestro Card More ->
[orgDesrption 7] T Cumiatveosing
4. Enter the quantity and choose articles to be posted.

5. Select a payment method for example Cash.
6. A select profile window is presented to the user to choose a profile that needs to be
associated with the given charge it transaction.
EJ select Profile . O by

Profile : v oK.

&) Cancel

7. Select a profile and click OK.
8. The Payment Posting screen with the Payment Department Code (Cash, foreign
currency, Amex, VISA etc) and amount defaulted from the values in the charge it
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screen is presented to the user. The amount field is disabled and the user cannot edit
the amount.

E Payment Posting

— O H
Clear D

Payment Department: 00 Cash j
Amount: | 33.00 EUR S
Use Boru:
| ichi
Comment: |

L

o
4@ Close

In case of credit cards, the section to enter the card details will be enabled and ready
for user entry.

In case of voucher, the voucher management search screen will open for the user to
enter the voucher number and select it for redemption. In case the voucher amount is
less than the article totals, after the application of the voucher, the user will be able to
complete the payment for the rest of the amount by using the other valid payment
methods.

9. Click Post.
10. You are presented with the Folio Styles screen to choose a Folio Style to be used to
print the folio for the given charge it transaction.

Charge It Transaction 11



E] Folio styles — ¥

=1 .
Customer: [acht, Wilco [403] Window: |1 & Brint

= F i
Balance: ||j,.:u:| &] Preview

k=l Don'tPrint
Style: alio Detailed -

@ E-Mail

[ Display telephone details on invoice
— Open Setup

j before Print

Currency: |

&) Cancel

11. Choose a Style and Preview/Print/Don’t Print and complete the transaction.
12. A folio in the chosen folio style is printed and the user is back on the charge it screen
for performing the next transaction.

Note: A new financial account is automatically created in the
background for each charge it transaction where the
postings are not posted to a guest’s room and the financial
account is checked out at the end of the transaction. This FA
number can be printed on the folio. Any given charge it
transaction can also be viewed from the Billing Screen.

Charge It — Charge to Room

Pre Requisites:
Global Setting - Charge It — Enable Direct Article Payment is active

User Flow:

1. Go to Cashiering > Charge It
2. Enter Cashier credentials
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B chaege t - 8 X =Tr

File.

0 fl. [MIN Minibar -| |<None> Ll

—. Code_|Deseription [gty [price  [Amount [Frgn am. [cur. | B
4000 Soft Drinks 9 2.50 22,50

| MnealWater 4003 Peanuts 1w 300 @
— 4011 Beer Helneken 1 X i) 3.00

4003 Peanuts 1 3.00 3.00 n

[ bertenden <

5[ o o - -« - -

Long Descripaon ] 1 o posny --

3. Enter the quantity and choose articles to be posted.

4. Click Room Charge. User must be prompted to enter the Room Number or the
Profile of a guest associated to a reservation. The user can additionally search for a
room/guest to post the charges to by going to the Billing Guest search screen.

Select Profile ot

Room Mo @ IZﬂl ' Post

Profile : ISEI:I'Et,. Sandra |

5. Enter a valid room no and click OK.
6. The articles are posted to the room of the guest and the transaction is completed. The
user is back on the charge it screen for performing the next transaction.

Charge It Transaction 13
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