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Preface

Purpose

This document describes the steps for processing credit card transactions and functions
for the Oracle Payment Interface (OPI) service on premise solution with OPERA Cloud.

This document is applicable across all the OPI on premise versions (6.2, 19.1, 20.1, 20.2
and 20.3).

Audience

This document is intended for OPERA Cloud end users utilizing OPI as a payment
interface.

Customer Support

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

https://iccp.custhelp.com

When contacting Customer Support, please provide the following:

e Product version and program/module name

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

e Exact error message received

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/

Table 1 Revision History

Date Description

October 2020

Initial publication

February 2021 e Updated the document for Oracle
standards and fixed grammatical errors.

April 2022 e Added Post It functionality for processing
Chip&Pin in Other Payments chapter

March 2023 e Added Advance Check In functionality in
Check In chapter
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Date

Description

April 2023

May 2023

August 2023

January 2024

Added Assumptions chapter

Added Alternate Credit Card for
Incidentals: After Check-In (through Chip
& Pin) section to In House Payments
chapter

Added Delayed Charges section to Other
Payments chapter

Moved Authorization Reversals section to
Other Payments chapter

Added Token ID Limitations to What has
Changed section

Added Post Check-In Payments (Card
Present) section to In House Payments
chapter

Add Post Check-In Payments with CC
Surcharge section to In House Payments
chapter

Amended Refund section

Updated the Customer Support section
with the new support portal name and
URL

Updated Pay Only section with steps

Added Manual entry of Authorisation
codes is not supported to What has
changed section
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Functionality Overview
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The Oracle Payment Interface (OPI) allows Oracle partners to support payment
integration including OPERA PMS, OPERA Cloud and Suite 8 (PMS). This integration
solution allows customers to have the same payment partner solution across multiple
Hospitality products.

In addition to providing integrated payments, the OPI solution supports the tokenization of
card data, adding a layer of additional security and thus reducing the scope of PCI
security concerns.

The following are notable key features of OPI:

e Faster transaction times with single point of entry for card payments
e Robust payment data security

e Easy reconciliation and accounting processes

e Low administration costs

e Streamline operations, providing better customer service

e Value added services, including support for dynamic currency conversion (DCC)
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Configuring CHIP AND PIN (EMV)

To process Chip and PIN payments, you must set up the Chip and PIN payment devices
available at your property.

To configure Chip and Pin (EMV):

1. From the Administration menu, go to Enterprise | OPERA Controls | Groups |
Credit Card | Parameters.

2. Online Settlement: Select this check box to allow online settlement. OPI is an online
settlement and this must be checked to activate the Chip and PIN Application Setting.

3. Select this check box to enable CHIP AND PIN payment types.

— Chip and PIN Enabled Payment Types: When the IFC | Chip and PIN
application parameter is set to Y, this option is visible and selected by default.
You may not deselect the check box. Select the LOV to choose the credit card
payment types that will trigger a Chip and PIN message with or without credit
card data to the EMV Device. Payment types that are configured here will not
require a credit card number or expiration date to be entered when selected as a
payment method on the Reservation screen or on the Payment screen. This data
can be provided in the response message from the Payment Partner.
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Home / Enterprise / OPERA Controls

OPERA Controls

* Required Field
Hub - DFLT_FIRST
Property

= Property

Q

TYEHOON

Functions Allowed within Subscription
Unlimited

Functions Activated within Subscription

Complimentary Functions Activated

34
Accounts Receivables
Blocks
Cashiering

Channel Management
Credit Card

End Of Day

Events

Exports

Front Desk

General

IFC

Inventory Management
Look To Book Sales Screen
Membership

profile

Rate Management
Reservations

Room Management

< Back to Home.

O Help

View Options

€ oPERa Controls provide the ability to customize OPERA Cloud functionality by activating or deactivating Functions, turning Parameters on or off, and selecting values

for Settings.

To immediately reflect any Functions changes, click on reload application link below. Note: After reload you will return to Administration Home screen

Reload Application

Credit Card

Functions

Parameters

@ of

Chip and Pin
Activate Chip and Pin Functionality
Adding this complimentary feature will not affect the subscription-based function count.

Chip and Pin Payment Method
Credit Card types that should exhibit Chip and Pin functionality when using a Chip and Pin enabled terminal,

MC,VA,AX PO,VS,DC,DS,0PL.DS JCB &

Automatic Autharization
Ingileates f the Automtic Credit Card Authorizotion Scheduling functionality & active.

Exclude No Post Reservations From Automatic Authorization
When s active, as “No Post” are ot included in any qutomatic processes for Credit Card Authorizations.

Use Folio Balance for Automatic Credit Card Authorization
Automatic Crecit Cord Authorization will process the fuil folio balance Guthorization oniy If the batanee of the folip &

eds olreacy authorized amount

Automatic Authorization Interval Time
‘Speciftes the interval in minutes after completion of an automatic credit card authorization and the start of the next instance. Minimurn of 60 minutes.

60 &

Batch Settlement
ctivates Batch Settlements ty for supported systems. This parameter ond Online Settiement porometer are mutually exclusive.

Credit Card Type Check/Usages
Enable g cross check between the credit cord type and usages for that card type, This feature is used for any credit card types where o separate transaction code (s applied to each specific
usoge of the card.

Credit Limit Overage Payments.
rocessing of autematic payments for
Credit Limit Overage payments are processed base

ajolio when the balance is equal or higher than the credit limit set for credit card payment method. Automatic

Interval Time setting.

Manual Authorization Notification
Enables an authorization message delivery fo the cred processing vendor, when o manuol credit card authorization code s obtoined and entered in the reservation. Available If the
credit cord interface uses web-enobled transaction processing via VPN or secure HTTP.

OPI Cloud Credit Card Processing
Activate OPI Cloud Credit Card Delivery and Disable FC Cantrolier for Credit Card Processsing,

Online Settlement
Activates Oniine Settlements functionality for supported systems. This parameter and Batch Settlement porometer are mutually exclusive.

Tempararily Store Offline Settlements
Indicates if the property wants to store failed Online Settiements (Gue ta the credit card interface not running) and proce
day.

them offtine at the end of the

Pre-authorize Credit Cards prior to Check In
Abllity to pre-gutharize credit cards on reservations up to 10 days prior to check in

Send Total Tax in Settlements
Specifies f the system is required to send Total Tox mounts in settiement requests to the interfoce.

Configuring Credit Card Terminal

Configure the Payment terminals used that the payment partner will activate to have the
card swiped or manually enter in.

1.

From the Administration menu, go to Administration | Interfaces | Interface

Devices | Credit Card Terminals.

Click New.

Enter the following information for the reader:
Property: Enter or select the property.

Terminal ID: The terminal ID number provided by the vendor. You can also locate

this number on the actual card reader device. This data is what will populate the
wWsNum tag in the OPERA/IFC8 messages.

ORACLE
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Terminal Label: A label or description for the terminal/device that identifies its
physical location. This helps you easily identify the terminal/device when it appears in
a list of devices.

Device Area: Link the device to an area.

Click Save.

¥ view Options

Property Terminal Label Terminal ID
PROP1 Terminal 04 Terminal 04 N
PROP1 Terminal 05 Terminal 05
PROP1 Terminal 06 Terminal 06
PROP1 Terminal 07 Terminal 07
PROP1 Terminal 08 Terminal 08
PROP1 Terminal 09 Terminal 09
PROP1 Terminal 10 Terminal 10
PROP1 Terminal 11 Terminal 11
PROP1 Terminal 12 Terminal 12
PROPI Terminal 13 Terminal 13

2-3



Reservations

Credit Card Manual Entry

Credit Card Manual Entry, also known as Mail Order/Telephone Order (MOTO)
Transactions, can be processed through two different methods:

e Using the OPERA Cloud Application.
Or
e You can manually enter the details using the payment device.

For both methods, you need to notify your Payment Partner to make sure that they are
informed of the requirement to support these transaction types.

In order to test the below scenarios, see Booking a Reservation section of the OPERA
Cloud user guide.

Credit Card Guarantee through the OPERA Cloud
Application (Manual Entry into OPERA Cloud)

To enter a card number into OPERA through the OPERA Cloud Application:

1. From the OPERA Cloud menu, select Bookings, select Reservations, and then
click Manage Reservation.

@ PERA w jent Relations » Bookings ¥  Front Desk » nvent v  Financials v annel » Miscellaneous v » 4 [ J
Hello, Kwame! PR ’ X A S o
a5 2 different use & »  WalkinF t Dashboard last upd e

Arrivals In House (Occupied)

| , l 12
M7° 4. v,

2. Search for and open the reservation.

ORACLE 3.1
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@ ‘OPERA Cloud Client Relations *  Bookings =  Front Desk = nventory *  Financials *  Channel + >
Home / Bockings / Reservations / Manage Aeservation € Back to Home
Manage Reservation @rep O
Advanced Search Go to Basic Search | €
st Comemunication Reservation Status Carceiled On
5 -
3t N Created On Crested By

& 84

- T e

3. Click | Want To... and select Payment Instructions.

@ OPERA Cloud Client Relations = Bookings ~ Front Desk = Inventory = Financials = Channel = Miscellansous =
Home / Bookings / Reservations / Manage Reservation < Back to Home
Manage Reservation Q@rep | © wantTo..

Modify Search Criteria m
Sort By Name A-Z - views: |EER)

un}

B View Options show | 200 Only 1 result | B Collapse ANl
1 Want Cenfirmation
To Property Lo Name Reservation Type  Arrival Departure Nights Rate Code Rate Room
s B 1051059 op Checked Out 10/04/2020 19/04/2020 0 IHUSUPDA £100.00 12
[ (1) Deposit llation (3)  Future & Past Stays (1) Linked Profiles (1) Payment Instructions | Stay Detalls = Stay Revenue
.
®0PERA Cloud Client Relations *  Bookings *  FrontDesk *  Inventory *  Financials *  Channel *  Miscellaneous »
Home / Bogiings./ Reservatians / Manage Resenason < Backto Home
Manage Reservation Qe | ©iwant oo,
| Want To.
Name tested
# Modify/Update Create @ View GoTo
Y/p
Assign Room Copy Reservation Delivery History Billing riteria m
Check In e5ign Registration Card Changes Log Profile
Sort 8y NameA-Z Place Reservation on Queue Registration Card Closing Sonipt Reservation @ =
Show 3 Mare Show 3 Mare Property Interface Controls
£F view Options jult | 1@ Collapse all
!I:Jlllt | Show All _—
— Reservation Billing
2 | Packages (1)  Stay Details Deposit Cancellation (1) | Payment Instructions Assign
A Alerts (1) | Motifications Profile 7
A Alerts (1) Communication (1) Future & Past Stays (2)  Linked Profiles (1)
« I »

4. Click New/Edit Payment Instructions.
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Chapter 3

Reservations
eOPERACImd Client Relations *  Bookings »  Front Desk ¥  Inventory ¥  Financials ¥  Channel ¥  Miscellaneous + £ f [
Home / Boakings / Reservations / Manage Reservation € Backto Home
Manage Reservation O rep | @ 1wantTo..

Payment Instructions

Mew/Edit Payment Instructions )
O o Post 8 Auto Settle O video Chedeout - -
Lritenia
Pre~stay Charging Type Credit Limit Auto Pay
SortBy: | NameAZ| () Post-stay Charging . BE=0
10
£ view Options ult | B Collapse AN
1 Want ) .
To. | Window Payment Methods and Routings Room
ﬂi | Window Method Card Number Expiration g Payee Routing/Transaction Codes  Routing Dates Assgn
A& Rlerts (1) 1 & Mc o8B 0400 tested, OPI
+ I 4

5. Select the payment Method (VA, MC, CP and so on).
6. Enter the Credit Card Number.
7. Enter the Expiration date in MMYY format.

8. Tab or click out of the field and the request to exchange the card number for a token
is initiated.

9. Upon successful response, click Save to attach the token to a reservation.

e OPERA Cloud

Payment Instructions

Hame / Bookings / Reservatis.
= ired Fleld
Manage Reserv
O norost Auto Settle O video Checkout
_ & Fre-stay Charging Tree Credit Limit duto Fay
Mame tested 1 [ Fost-stay Changing N * Reservation Type
Doy
GDED Q) roun et
- w o+
..
Window Payment Methods
oy NameAZ H=0
Window 1 ‘Window 2 Window 3 Window 4 Window 3 Window & ‘Window 7 Window 8
MC
¥ View Opticns L it | @ Collapse Al
.'h_“'“ | - Method Card Hoider £redtt Card Tprminy Room
VA - Visa - v ICEP . ICRP —
[+ B
e ED | . sssn
P Add Email
& Nerts () | 77T 3 - Nights*(Dally Rate - (Persons™Amer ~ mal
. 0OO00DDODDDITT11 p— .
SN et Token 100
| - Expiration
KR
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Credit Card Guarantee through the OPERA Cloud
Application (Manual Entry into Payment Device)

To enter a card number into payment device:

1.

7.

From the OPERA Cloud menu, select Bookings, select Reservations, and then
click Manage Reservation.

Search for and open the reservation.
Click | Want To... and select Payment Instructions.
Click New/Edit Payment Instructions.

Select the general CP-Chip and Pin Payment Method, or a specific defined Chip and
Pin Payment, such as Master Card, VISA.

If the Hotel does not have a Payment device for reservations, enter the Card
Number and Expiration date manually. A token request is triggered automatically.

£ NOTE:

If the Hotel has a Payment device for reservations, do not enter Card Number
or Expiration data.
Click Get Token. This step triggers the Payment device.
t Q@

1031361 Arrival ROSIE - Rosie's Bed & Breakfast sa00

ICHP - JCEP

Add Em
3. Nights*(Dally Rate + (Persons"Amounti) = i

Get Token Jfj— 100

Credit Card Guarantee through the OPERA Cloud
Application (Card Present)

To enter a card number through OPERA Cloud:

1.

2.

3.

From the OPERA Cloud menu, select Bookings, select Reservations, and then
click Manage Reservation.

Search for and open the reservation.

Click | Want To... and select Payment Instructions.
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4. Click New/Edit Payment Instructions.

eOPERAClnud Client Relations =  Bookings =  FrontDesk = Inventory = Financials =  Channel ~  Miscellaneous = * f L J

Horme / Bookings | Reservations / Manage Reseraton € Back 1o Heme

B rdp | O want T

Manage Reservation

Payment Instructions

O no rest ALtD Setthe
Pra-Stay Charging T
SortBy: | NameA:2 [ Post-stay charging
o
£ view Options it | B Collapse a
| Want Wi .
To | Window Payment Methads and Routings Reom
e | Window Method Card Number Expiration :1’:" Payee Routing/Transaction Codes  Routing Dates LR
A Alerts (1) 1 & mC 0400 tested, OFY
« I— 3

5. Select the Method of payment.

6. Click Get Token. This step triggers the Payment device.

@OPERAC‘OUd Payment Instructions x A

< Back to Home

Home / Bookings / Resenvatic
Help | © 1 want To.

* Required Field
Manage Reserv
No Post Auto Settle O video Checkout
Search Pre-Stay Charging Type Credit Limit Auto Pay
Name tested A O Post-stay Charging ; i + Reservation Type
- GDED Group Deduct
- 10|+ Q
riteria Search
Window Payment Methods
Sort By: | Name A-Z BE=s=
Window 1 Window 2 Window 3 Window 4 Window 5 window & window 7 window 8
L4 View Options & vc ult | @ Collapse All
1 Want
Ton. |« Method Card Holder Credit Card Terminal Room
— = | CP-ChipandPin v | @ 3C&P-3C&P
8 | i
s EB o sssin
- Add Email
A Alerts (1) Coro Nomber 3 - Nights*(Daily Rate + (Persons*Amo1 ~
C— ~Amount ,
Get Token 100
Expiration
Cancel Save

£ NOTE:

If you are accessing the Payment device for the first time after Chip and Pin
installation, a panel appears to select a Credit Card Terminal (the pin pad
terminal mapping is previously completed by the OPI Installer).

7. Select a terminal to be activated for this transaction.

Once the terminal is selected, it will be saved for future use until the application or
browser cache is cleared.

ORACLE 3.5
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8. Click Select Terminal.

6 OPERA Cloud g

Home / Booiings / Reservatic

Payment Instructions

< Back to Home
- Recquired Finkd

Help | @1 want To..
o Post @ cuto settle O video Checkout

Manage Reserv

Pre-Stay Charging Type Credit Limit Auto Pay

= Resereation Type

Mame tested & () Poststay charging

GDED Group Deduct
_ Y Q ou
Window Payment Methods
SortBy: | Name A-Z
Windowr 1 Window 2 Window 3 Window 4 Window 5 Window 6 windew 7 Windew 8

£ view options - Mc

1 Want 1

Tou. - Method

I =  CP - Chip and Pin
= | Clear

© Confirm or select an alernate location

& Alerts (1)

« I— € Display Al Terminals
Get Token
Expiration AIRPORT CLus CONCIERG FOE Mo Device Area
O Concierge 01 - 1501 @ conclerge 02 - 1518 O« ge 03 - 1

9. Arequest to receive a token is automatically initiated.
10. The device is activated to swipe, or chip read the card.

11. The Token, Card Type, Expiration Date, and last 4 digits of the card number is
successfully returned.

12. Click Save. The token is saved into a reservation.

e OPERA Cloud

Home / Bockings / Resrvatic

Payment Instructions
< Backto Home

Manage Reserv Help | © 1nent To..

Auto Settle O video Checkeut

Cradit Limit Auto Pay

Mame W [ Post-stay Charging * Reservation Type
' GDED Q| Geoee Desr

‘Window Payment Methods

o L BE=s
‘Window 1 Window 2 Window 3 Window 4 Window 5 Window & Window T Window &
¥ view Options & e bt | B Collapse Al
—_— Ve = st JCAP - 3088 _
Card Nusmb Add Email
v T— 3 - Nights*(Daily Rate « (Persons*Ama: ~ '
- Amunt .
+ I—
Get Token 100
- Expratn
XXX

To View Token ID

Only users with the task to view sensitive data can access the full token number.
To view the token:

1. From the OPERA Cloud menu, select Bookings, select Reservations, and then
click Manage Reservation.

ORACLE 3.6
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2. Search for and open the reservation.
3. Click  Want To... and select Payment Instructions.

4. Click New/Edit Payment Instructions.

5. Click information icon ( 0 ) next to the Card Number to view the full token.

Window Payment Methods

—
Window 1 Window 2
- e

6. The Token Number appears in the Credit Card Information window as shown in the
image below.

ORACLE
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Post a Payment

To perform a post payment:

1.

Chapter 3
Reservations

From the OPERA Cloud menu, select Bookings, select Reservations, and then

click Manage Reservation.

Search for and open the reservation.

Click I Want To... and then select Billing.

| Want To...

Va Modify/Update

pe

pet

Assign Room
Check In

Place Reservation on
Queue

Link to a Reservation
Cancel Reservation

Synchronize to External
System

Custom Charge
Exemptions

@ Create
Copy Reservation

eSign Registration
Card

Registration Card
Link Reservation
Key Packet

Proforma Invoice

@ View
Changes Log

Closing Script

Delivery History

® GoTo
Billing ’
profile

Create Keys

Property Interface
Controls

Memb

fText U

Charged)

4.

Enter your credentials.

OPERA

* Required Field

Cashier ID
65

* Pariiwced

L. Y

5.

6.

Click Login.

"_I Remember my Casl

Cashier Sign In =

€  Enter your password o Sign in

Click I Want To... and select Post Payment.

Text U

3-8
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7.

8.

@ FERA Clonsl Bookings FrontDesk Wwentory *  Firencali *  Channel »  Miscellensous »  Report Fl
Billing .
¥ ?
o Q - o]
| Want To... x
o=
# Modify/Update ® Create @ View @ GoTo
g Generate Folio for Autherization and Profile I 00
window History
- Reservation
! - E Information Folie Search Transactions -
Post Redemgption Create Keys "
Interim Folic Billing Summary
Transfer Posting Property interface
() Pro-Forma Folio Folio History Controls )
Post Adjustment 1 -
Changes Log
Post Service Recovery
Adjustment
Post Rate Code
Vioad Folio
Adjust Custom Charges
r 1

Enter the payment Amount.

Click Apply Payment.

- Payment of OCTS, TEST, Dr for Room 326

$0.00

= Method
MC - Master Card
Clear

Card Number

Get Token
= Expiration

XXX

$0.00

= Amount

10.00 UsD

9.

$0.00

Card Holder

Credit Card Termina
3C&P - 3CHP

Reference

$0.00

upplement

Post Charge

8 1

50.00 $0.00 »

— e )

Payment is processed and appears in the guest’s reservation as shown in the image

below.
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Window 1

ME - Muster Card #80

o

Deposit

® o 2 3 4 5 6 7 8 1
— $0.00 3000 50.00 $0.00 30,00 $0.00 $0.00 ¥
re e 51000
ICHP - BOAP
« Mestod
MC - Master Card - &
Clear
cart M ICHP - BCHP
o
Get Token
« Expation
XK
Amouat Retesen,
1000 | USD
ity 10 Frocess Rebate
Description Posted Amount  Status Window
500 Mastercard $1000  Posted on 23/03/2020 1 Pring RecHpt

To create a deposit payment:

eSign Registration Card

@ View
Delivery History

Changes Log

Closing Script

1.
click Manage Reservation.
2. Search for and open the reservation.
3.
| Want To...
# Modify/Update @ Create
Assign Room Copy Reservation
Check In
Place Reservation on Queue Registration Card
Link to a Reservation Show 3 More
Cancel Reservation
Synchronize to External System
& show Less
Shaw All
Reservation

Call History (1) | Stay Details

Notifications
A Alerts (3)

4.

Billing
Deposit Cancellation (1)

![O e

Communication (5)

Future & Past Stays (20)

From the OPERA Cloud menu, select Bookings, select Reservations, and then

Click | Want To... and then select Deposit Cancellation.

® GoTo
Billing
Profile
Reservation

Property Interface Controls

Payment Instructions = Upgrade

Linked Profiles (1)

In the Deposit panel, click New to create a new deposit.

ORACLE
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Deposit Cancellation x

| Reservation e
| Contirmation Humber Projected Total Revenue Total Depost Paym
1062479 $63.64 s0.00
Name Total Deposit Request Deposit Maturity Type
§0.00 heck in
Projected Revenue
$63.64
Deposit
|
| No results found.
|
Cancellation
New
£} view Options
Cancellation Penalty Description Comments
arm 0.00 cancellation penalty if cancelled after 24,/04/2020. 4PM Cancel H

5. Enter the Deposit Amount.
6. Enter the Due Date.

7. Click Save.

Deposit Cancellation

=

Reservation =
| Confirmation Number Projected Total e Total Depost Payments
1062479 563.64 $0.00
Naer otal Deposit Requests Deposit Maturity Type
$0.00 Check in
| Progected Roc Revenue
$63.64
Deposit -]
* Required Field
Type Percentage = Due Date
Rooms - + i)
| Ocposkt Ruke = Deposit Amount Commeants
| Q 15.00 USD
|
| Cancel ﬂ
Cancellation e
ﬂ View Options
Cancellation Penalty Description Comments
4P 0.00 cancellation penalty if cancelled after 24/04/2020. 4PM Cancel 5

8. Deposit payment is processed and appears in the guest’s reservation as shown in

the image below.

ORACLE
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| Deposit Cancellation x

| Reservation =
| 1062479 $63.64 $0.00
k Tots Deposit Reguests Deposit Maturity Type
50.00 Check in
563.64
Deposit =]
|
1 Deposit Rule Requested Paid Outstanding Comments
| Deposit Rule - Manual $15.00 $0.00 $15.00
| Cancellation (-]
| New
£ view Options
Cancellation Penalty Description Comments
4EM 0.00 cancellation penalty if cancelled after 24,/04/2020. 4PM Cancel

Deposit Cancellation (reversal)

To cancel an advanced deposit:

1. From the OPERA Cloud menu, select Bookings, select Reservations, and then

click Manage Reservation.

2. Search for and open the reservation.

3. Click I Want To... and then select Deposit Cancellation.

4. Enter negative amount in the Deposit Amount field.

5. Enter the Due Date.
6. Enter the comments, if any.

7. Click Save.

ORACLE
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eOPERA(I-Dud

Home [ Boskings / Reserans

Manage Resery .-

DA &F

Cancellation

£} view Options
Camceliation Penalty

Percentage

* Depout Amount
-15.00 UsD

Description

Comments

arp

Q00 cancellytion penaity i cancelled per 24/04,2020

480 Cargel

¥ =

€ Back 1o Home

Help | ) want To

8. Reversal is processed and appears in the reservation as shown in the image below.

e OPERA Cloud

Home f Bookings / esenvatic

Manage Reserv

Resenvation -]
Confirmation Nurmber Prolecsed To t Tota! Deoost Paymerts
1062479 $63.64
Nase Totsl Depost Requerts
$0.00
Preiected oo Beverue
$63.64
Deposit -]
£ view Options
Deposit Rule Requested Paid Outstanding  Comments
Deposit Ruke - Manual 1500 $0.00 $15.00 i
Deposit Ruke - Manual -515.00 0,00 “$1500  Deposit reversal i
Cancellation e
£ view Options
Cancellation Penalty Description Comments
v 0.00 cancellation penalty if cancelied after 24/04/2020. 4PM Cancel H

§f ®

< Back to Home

Help | ) 1 want To...

an
=8l
B Collapse All

Room

Assign

ORACLE
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Check In

Advance Check In

At times, when guests arrive to the property prior to a room being ready, you can flag a
reservation as Advance Checked In for arrivals due in on the current business date. This
enables guests to post charges to their reservation folio prior to check in and helps the
rooms management team prioritize room cleaning and assignment. Individual
reservations (including Walk In reservations, Pre Registered reservations, and
reservations that are in Queue) and group block reservations can be Advance Checked
In. See Advance Check In sections of the OPERA Cloud help documentation for more
information.

This guide will focus on the arrivals from the Front Desk menu-> Arrivals and details the
steps to be followed where the card is presented on arrival.

To perform check in:

1. From the OPERA Cloud menu, select Front Desk, and then select Arrivals.
2. Search for and open the reservation.
3. Click | Want To...

4. Select Check In.

Home / Front Desk / Anfals

Arrivals

@ Create @ View @GoTo

onfirmation
[ i External Rel

OSIE 1031361

1031185

OSIE 1029918

Resenvation Billing
Call History (1) | Stay Details Deposit Cancellation (1) Payment Instructions

Notifications Profile
A Rlerts (1) Communi ication (1) | Future & Past Stays (1) Linked Profiles (1)

5. Onthe Check In Reservation screen, review the guest reservation details:
a. Inthe Room Selection panel, assign a room to the reservation.

b. Select the Verify Payment panel.

ORACLE 4-1
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Check In
Check In Reservation I 6
© Rocen upgrade malitis for s rerenad =m
i O
. =
D ©
c. Click the payment Method drop-down and select the payment type as CP-Chip
and Pin.
d. Verify the authorization rule from the Rule field.
6. Click Advance Check In.
i
- 5. Amen A Select a Card Reader Emed
#NOTE:

If you are accessing the Payment device for the first time after Chip and Pin
installation, a panel appears to select a Payment Terminal (the pin pad
terminal mapping is previously completed during the OPI Installation. See
OPERA Cloud OPI Installation guide for details on Terminal mapping).

7. Select a terminal to be activated for this transaction.

Once the terminal is selected, it will be saved for future use until the application or
browser cache is cleared.

8. Click Select Terminal.
Upon Terminal Selection:
— Information will go out to IFC8 - OPI - Payment Device.
— The payment device will alert the customer to present the card.

— After guest inserts / swipes a card, a Token / Authorization request is
automatically initiated.

— A Token, Card Type, Expiration, and last 4 digits of the card number is
successfully returned along with a successful authorization.

ORACLE 4.2
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— Upon successful authorization / tokenization, the guest will be Advanced checked
in. To review the guest’s reservation information, click Go to Reservation.

Select a Credit Card Terminal

|

0 Confirm or select an alternate location

@ Display All Terminals

——
AIRPORT CLUB CONCIERG FDE No Device Area
O Concierge 01 - 1501 G) Concierge 02 - 1518 O Concierge 03 - 1525
T DTN O
Home / Front Desk / Arivals / Manage Reservation

Manage Reservation

o Overview
* Deposit / Cancellation Reservation Overview
@ us
Confirmation Number Status Property
2209949379 Arrival Advance Checked In
© Show Less
Arriva Rooms Room Rate Cod
10-20-2022 Thu 1 1BED (ch TP
10-21-2022 #1i 1BED e 103 $100.00
06:17 PM

9. The authorization is processed and appears in the Payment Authorization window as
shown in the image below.

Payment Instructions e
Auto Settle
Video Checkout
a o . CHECKED IN Checed i
Window Payment Methods and Routings
Window Method Card Number Expiration Card Holder Payee Routing/Transaction Codes  Routing Dates

1 @ MC 20000000000019988 (X

10. The authorization approval is saved with the reservation and when the room is ready,
the reservation is automatically checked in.

Get Token & Pre-Authorization

Check in (Card Present)

Check in can happen from any area of the OPERA cloud application where Check in is
selected. See Front Desk and Reservations sections for the check-ins performed through
Front desk and Reservations.

This guide will focus on the arrivals from the Front Desk menu—> Arrivals and details the
steps to be followed where the card is presented on arrival.

To perform check in:
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1. From the OPERA Cloud menu, select Front Desk, and then select Arrivals.
2. Search for and open the reservation.
3. Click | Want To...

4. Select Check In.

Home / Front Desk / Anfals

Arrivals

Search

| Want To... x
SortBy: | NameA-Z -
# Modify/Update @ Create @ View ®GoTo
=gy A oom & Delivery History silling
1 Want Confirmation
O Property  pumber ] Profile
1031361 Registration Card Closing Script Reservation
Show Show 3 More Property Intarface Controls
1031185
s
1029918
Reservation Billing
. Call History (1) | Stay Details Deposit Cancellation (1) Payment Instructions
Notifications Profile
A Rlerts (1) Communication (1) | Future & PastStays (1) Linked Profiles (1)

5. Onthe Check In Reservation screen, review the guest reservation details:
a. Inthe Room Selection panel, assignh a room to the reservation.

b. Select the Verify Payment panel.

Check In Reservation @ Hetp
-]
O Room upgrade svailable for this reservation
LNO)
1031361 IHUADVD1 st000 - Arvival
B Show Less.
o
stox ospvor - - -
07/04/2020 Tur STOK (cravges sam -
i
08/04/2020 wes
(-
ol isony 1) | Stay Dot Deponi ancetaton (1) | Beymant nsrctons Commricaion (13 | Pt & Pt Sy (1) | Liked Brofles 1)

w
A florts (1

o Privacy

c. Click the payment Method drop-down and select the payment type as CP-Chip
and Pin.

d. Verify the authorization rule from the Rule field.

6. Click Complete Check In.
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@ Foom selecton @ Verty Payment @ reriators © "o

@ verify Payment

CEP - 3P

5 Nights* Dty Rate + (Persons*Amounti] ~

Get Token 100

: m

ZNOTE:

If you are accessing the Payment device for the first time after Chip and Pin
installation, a panel appears to select a Payment Terminal (the pin pad
terminal mapping is previously completed during the OPI Installation. See
OPERA Cloud OPI Installation guide for details on Terminal mapping).

7. Select a terminal to be activated for this transaction.

Once the terminal is selected, it will be saved for future use until the application or
browser cache is cleared.

8. Click Select Terminal.

Upon Terminal Selection:
— Information will go out to IFC8 - OPI - Payment Device.

— The payment device will alert the customer to present the card.

— After guest inserts / swipes a card, a Token / Authorization request is
automatically initiated.

— A Token, Card Type, Expiration, and last 4 digits of the card number is
successfully returned along with a successful authorization.

— Upon successful authorization, the guest will be checked in.
0 Confirm or select an alternate location

@ Doisplay All Terminals

——
AIRPORT CLUB CONCIERG FDE No Device Area

O Concierge 01 - 1501 G) Concierge 02 - 1518 o Concierge 03 - 1525

Cancel Select Terminal

T ODTTTENTT O

9. The authorization is processed and appears in the Payment Authorization window as
shown in the image below.
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10. The guest is checked in successfully. To review the guest’s reservation information,
click Go to Reservation.

e s
p = Ty
#

0008

i
£

eww

ORACLE
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In House Payments

Top Up Authorizations

A Top Up Authorization allows an additional authorization amount to be taken during the
guest stay.

To enter the authorization amount:

1. From the OPERA Cloud menu, select Bookings, select Reservations and then
click Manage Reservation.

2. Search for and open the reservation.
3. Click I Want To... and select Payment Instructions.

4. Click the vertical ellipsis, and select Credit Card Authorization.

Payment Instructions %
New/Edit Payment Instructions

O nNoPost Auto Settle Days Credit Card Authorization

Pre-Stay Charging Reservation Type Credit Card History

Checked
D Post-Stay Charging CHECKED IN View Routing Instruction

Move Payment Method »

Window Payment Methods and Routings

Window Method Card Number Expiration Card Payee Routing/Transaction Codes Routing Dates [

r
Holder

1 |

2

5. Select Additional option.
6. Enter the Authorization Amount.

7. Click Run Additional Authorization.
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Authorization & History

VA - Visa wvisa

XX/XX

8. The payment processing screen appears.

Payment Processing

Processing

Amount

Window 1 $20.00

Method Card Holde

VA - Visa WVIsA

Card Number Credit Card Termina
ICEP - ICEP

xperation

b4 04

9. Confirmation of posted authorization appears in the Authorization and History
screen.

Authoriz

on & History

Credit Card Histan

Bodsiang Manual

Method Card Hodder Fobo Balandce

MC - Master Card 0.00

Cand . ATorTed At Amaurt Needed

Card Numbes

530,00
0 20,00
Easipter
XXX
iéw Optita:
Approval cc ... Trangaction
Status Date Code Amount Type Credit Card Expiration Type Auth/Sattle Swiped

I Successful 4762020 1140 AN246 20000 M 040K, additional Authedization LU
L
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Post Check-In Payments

Post Check-In Payments (Card on File)

Payments during the guest stay can be made at any time from the billing screen using
the tokenized card on file.

To process a payment using the tokenized card on file:

1. From the OPERA Cloud menu, select Bookings, select Reservations, and then
select Manage Reservation.

2. Search for and open the reservation.

3. Click | Want To... and then select Billing.

o - = m
O
n
Want X
- wos
102086 2 Modiy/Undate D Creste @ Vie © GoTo
< =]
Protle o

34243009 ¢ STOR
‘.

242000
sy s MUAD

4. Click Post Payment.

5. Enter the payment Amount to be charged and click Apply Payment.

@OF’ER}\ Cloud Client Relations *  Bookings *  Front Desk *  Inventory ¥  Financials  Channel ¥  Miscellaneous ~ * f l J
Home / Front Desk / In Hous Payment of tested, OPI for Room 120 < Back 1o In House
Billing & Page Refresh
i 4 5 6 7 1 =
50.00 50.00 50.00 50.00 50.00 50.00 50.00 »
A se
-$22.00
Contimat
1062479
* Method
MC - Master Card - @
Show More
Clear Credt Card Termins
Li]
Get Token ps
* Expiration
; eservations
1 ~ @
op charges to
Jes from cne
+ Amount * Reference Supplement prother
£ View Options k2.00 | usp
O pae O overide Debit Activity to Process Rebate
e P me
O 2504

$0.00

6. The payment is processed and applied to the reservation.
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@ OPERA Cloud 5y ®
Mome / Front Desic / In Housq Back to In House
Billing 1| © Page Refresh
¢ L 0 vt
# se
- Method
B MC - Master Card - @
1062479
Clear Cresi Cant Termina
ICuP - 3C&P
Shaw More
Li]
Gat Token
- Expiration
UK S
Servations
1T & « Referemce
fop charges to
44.00 | USD Jes from ene
Oe ity 1o Process Rebate st
¥ view Options
O Dpate L view Options
Code Description Posted Amount  Status Window
O 2504
8080 Mastercard $22.00  Posted on 25/04/2020 1 Print Receipt 200
50.00

f
Post Check-In Payments (Card Present)

As a best practice have the guest present their card whenever possible to process a
payment.

To process a payment using a card presented by the guest:

1. From the OPERA Cloud menu, select Front Desk, and then select In House.
2. Search for and open the reservation.

3. Click I Want To... and then select Billing.

4. Select the guest room which requires the payment.

5. Click Post Payment.

6. Click the Payment Method drop-down and select the payment type as CP-Chip and
Pin.

7. Enter the payment Amount to be charged and click Apply Payment.

L NOTE:

If you are accessing the Payment device for the first time after Chip and Pin
installation, a panel appears to select a Payment Terminal (the pin pad
terminal mapping is previously completed during the OPI Installation. See
OPERA Cloud OPI Installation guide for details on Terminal mapping).

8. Select a terminal to be activated for this transaction.
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Once the terminal is selected, it will be saved for future use until the application or
browser cache is cleared. The payment device will alert the customer to present the
card. After guest inserts / swipes a card, if transaction is successful, a Token, Card
Type, Expiration, and last 4 digits of the card number is returned to OPERA.

9. The payment applies to the guest folio.
Post Check-In Payments with CC Surcharge

To process a payment using a card presented by the guest with credit card surcharge:

1. From the OPERA Cloud menu, select Front Desk, and then select In House.
2. Search for and open the reservation.

3. Click | Want To... and then select Billing.

4. Select the guest room which requires the payment.

5. Click Post Payment.

6. Click the Payment Method drop-down and select the relevant Payment Type the
guest has presented, and do not add any card information into OPERA Cloud.

7. Apply Surcharge: Select to apply a credit card surcharge (available when the Credit
Card Transaction Surcharge OPERA Control is active).

£ NOTE:

If you are using the Automated Credit Card Surcharge feature in OPERA, the
CP Payment type does not add the surcharge. If you need a surcharge to be
added, please refer to Post Check-In Payment with CC Surcharge section for
details.

8. Enter the payment Amount to be charged and click Apply Payment. This activates
the payment device.

L NOTE:

If you are accessing the Payment device for the first time after Chip and Pin
installation, a panel appears to select a Credit Card Terminal (the pin pad
terminal mapping is previously completed by the OPI Installer).

9. Select a terminal to be activated for this transaction.

Once the terminal is selected, it will be saved for future use until the application or
browser cache is cleared. The payment device will alert the customer to present the
card. After guest inserts / swipes a card, if transaction is successful, a Token, Card
Type, Expiration, and last 4 digits of the card number is returned to OPERA.

10. The Payment details are automatically updated in OPERA Cloud.
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Adding Alternate Credit Card for
Incidentals: After Check-In (through Chip
& Pin)

To add an alternate credit card to a guests profile after Check-In:

1. From the OPERA Cloud menu, select Front Desk, and then select In House.

2. Search for and open the reservation.

3. Click | Want To... and select Payment Instructions.

4. Click Window 2.

5. Select Payment Type as CP-Chip and Pin and the Authorization Rule as needed.

6. Click OK to save.

Payment Instructions x

No Post Auto Settle Video Checkout
Pre-Stay Charging Type Reservation Type

— CHECKED IN Checked In
O Post-stay Charging Days

- +
Window Payment Methods
——
Window 1 Window 2 Window 3 window 4 window 5 Window & Window 7 Window 8
VIsA VA iy CP mon DS VISA VA VISA VA ViIsA VA ViIsA VA Amse AX
# Method Rule Credit Card Termina
CP - Chip and Pin -~ | 5 - Amount - Terminal-1 - Terminal-1
Clear + Amount Credit Card Wallet
Card Number 201 Select a Credit Card
Email

Card Reader
Get Token ) I

D test O opt in Email Folio
Expiration

O card Present

Card Holder

7. Click the vertical ellipsis and select Credit Card Authorization.
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Authorization & History

H|

Method Card Holder
VA -Visa VISA —

Authorized Amount

o 0.00

Card Number

Expiration

xx/xx (J card Present

Method Card Holder

CP - Chip and Pin & =
Authorized Amount
0.00

Card Number

Expiration

[ card Present

Additional option.

Credit Card History

Additional | Manual
Folio Balance
4,74,682.34
Amount Needed
474883.34

Additional | Manual
Folio Balance
1,03,165.66
Amount Needed

1,03,366.66

Select the alternate payment (in this case CP) from the Window 2 and select

Verify the Additional Authorization Amount to be authorized and click Run Additional

Authorization to activate the Payment Terminal for Chip & Pin.

£ NOTE:

Follow the prompts on the Payment Terminal Device to complete the

transaction.

Additional Authorization X

* Required Field
Method
CP - Chip and Pin i

Card Number

Expiration
[ card Present

Card Holder
Credit Card Termina
Terminal-1 - Terminal-1

Currently Authorized Amount
0.00

Folio Balance

1,03,165.66

+ Authorization Amount

103,366.66 = USD

Cancel Run Additional Authorization

ORACLE
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Check-Out

Settlement

To process a check out and settle guest charges:

1. From the OPERA Cloud menu, select Front Desk, and then select In House.
2. Search for and open the reservation.

3. Click | Want To...

[ - -~ | =2 2a [0
£} view Dptions 00 = (]
| Wart Canfemation N
ty Proparty  por e Mame Easeranen Type  Arival Daparture Hights Rt Coste Rate Raom
= EB 1062479 Checked in 50,2020 2770442030 3 T $35.00 0 3
ik MlertE (1] Commewmication (1) Deposit Canceliation (1) FuSure & Past Stays (1) Uimked Profiles (1) Packages (1) | Payment inpinections Sty Details

4. Select Check Out.

ORACLE
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I Want To...

# Modify/Update @ Create
Check Out Copy Reservation
Move Room @Sign Registration Card

Link to 3 Reservation Registration Card
Synchronize to External System @ show 3 More

Show Al
Reservation Billing
Packages (1) Stay Details Deposit Cancellation (3)  Payment Instructions

(| Notifications Profile
A Alerts (1) Communication (1) Future & Past Stays (2)  Linked Profiles (1)

5. Folio Settlement confirmation screen appears.
6. Verify the card information on file:
a. If replacing the main card with a new card, update the payment method, verify
the amount, and click Settle and Send Folio. This step triggers the Payment
device.

b. If using the same card on file, proceed with the below steps.

7. Verify the Amount to be settled and click Settle and Send Folio.

-37.00 USD

(O Override Debit Activity to Process Rebate

& View Options.
Code Description

8080 Mastercard

8. Select the Destination option for the folio, and then click Process.
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9.

Click Check Out Now.

Card Holder

Credit Card Terminal
3CHP - 3CEP

Status

Posted on 25/04/2020

Posted on 25/04/2020
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Pay Only

To process pay only payment:

1. From the OPERA Cloud menu, select Front Desk, and then select In House.
2. Search for and open the reservation.

3. Click | Want To...

@c::cq; Cloud Bookings ®  FrontDesk »  Imwentory =  Financials =  Channel =  Miscellaneous = » f »
e frart Dese /1 Hsuse £ Backto Home
In House @ratp O 1wan To

Fam

(I

SortEy | Name A2 - 2 m

B view Options Som | 200 = || Ovly resull | B Collagse Sl

\Wamt properyy  Confirmation Hama Rpseration Type dmivas Daparturs Hights Rate Coda Rata Fizam

-] 1062479 tested, 0P Chacked In FED42000 2T/042000 2 DUz $35.00 D 12

& Alerts (1) | © ieation (1} Depasit C jom (3} Futurs & Pase Staya (2) | Limked Profiles (1) Packagen (1) Paymant instructions | Stay Detaiy

4. Select Billing.

6OPERA Cloud Client Relations v Bookings ¥  FrontDesk ¥  Inventory ¥ Financials v  Channel v  Miscellaneous v

Home / Front Desk / In House

< Backto Home

In House Quelp  © 1wt To..
1 Want To...
# Modify/Update @® Create @ View ®GoTo
Check Out Copy Reservation Delrvery History 8illing
Move Room e5ign Registration Card Changes Log Profile
SortBy: | NameA-Z Link to 3 Reservation Registration Card Closing Script Reservation

Synchronize to External System

Show 3 More

Show 2 More

£ \iew Options. ult | @ Colfapse All
| Want [+] Al
To... ! Room
Reservation 8illing
] l | Packages (1) Stay Details Deposit C Payment O
O Alerts (1) | Notifications Profile

A Alerts (1)

Communication (1)

Future & Past Stays (2)  Linked Profiles (1)

5. Click Post Payment.
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No pastings exist for this folio window.

6. Select payment Method as Pay Only.
a. Ifthe card is present or the card number need to be entered on the device, verify
the amount, and click Apply Payment. This will activate the device for card
entry.

b. If the card number and expiry are available, then enter the Credit Card Number
and the Expiration Date in MMYY format.

7. Tab or click out of the field and the request to exchange the card number for a token

@ v ciows Client Relations *  Bookings ¥  FromDesk v  Iwetory v  Financials »  Chanael *  Miscellaneous »  Reports = ¥ ®
e o Cese e S < Backito Ak
Billing * Hotscasons | @ ey | © Page retven

# = Ty

A

P . - o

Togasez i x

0 Showie

R 3 4 5 6 7 8
s0.00 000 s000 sa00 000 000
sa00
1~ (@8] tested, OPI ]

2 Magiek

ICEP - AP

Gt Teen 1w

000 UsD e

000
3000
$0.00

$0.00

8. Upon successful response, verify the Amount to be settled and click Apply
Payment.
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500 wess [T 0O

oo

:::::::

so00

so00

000
so00
3000

so00

Dynamic Currency Conversion (DCC)

e Dynamic Currency Conversion or DCC as it is commonly known is a service which is
offered through the Payment Partner that allows your international guests to settle
their bill in their home currency.

e When a payment is being processed, the DCC offer will be presented on the payment
device, and once approved the details are updated back to OPERA Cloud.

e Payment Partners will provide training in relation to DCC during the implementation
and can assist with any questions you have about this service.
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Delayed Charges

Delayed Charges are payments that need to be processed for a guest that is not in
house. This can be No Show Fee, Late Charge, or Mini Bar Charge. Payments for
these charges can be processed:

e Using the tokenised card on file
e Using a MOTO card transaction
1. From the OPERA Cloud menu, select Front Desk, then select Departures.

2. Enter search criteria, then click Search.

3. Select the checked out reservation in the search result, then click | Want To. . . and
select Go To > Billing.

4. Click Reinstate Reservation.

Or

5. If the Open folio functionality is active and in use, there is no need to reinstate the
reservation you can post a charge and payment. Go to step 7.

illi otifications elp | & Page Refres
Billin & Notificat @ Hel Page Refresh
o 1 Want To.. x
. = B
Confimnation # Modify/Update @® Create @ View @ GoTo
2421131 Reinstate Reservation Generate Folio for Authorization and profile
Window History
Reservation
Shaw Mare Information Folio Search Transactions
Property Interface
Pro-Forma Folio Billing Summary Controls
Folio History
o oo ® windows
O other Reservations
e =t

Reinstate Reservation x

€ Guest is checked out. Do you want to reinstate?

Send the check in to the interface,

6. Click Reinstate.
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Home / Front Desk / Departures / Billing
Billing
t
Confirmation

2498229

Show More

1~ wisa VA percy Vere

£¥ View Options
[ pate Code. Descrintion

Status

Departure

Amount _ Supplement
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< Back to Departures

& Notifications | @ Help | £ Page Refresh
] O v
Room Balance
®wn $0.00
SortBy: | Default ~ | | Views El 0o ® windows

Q Other Reservations

Drag and drop postings from
one window to another
window.

12 results

1 wisa VA

[ Post Redemption ][ Post Charge ][ Post Payment ] Check Out

Reference

7. Select Post Charge if you need to post a new charge or skip this step if the charge

already exists.

8. Click Post Payment.

9. The tokenised card on file will pop-up as the Payment type with the final due amount.

I P2yment of [ for Room 101 x
Post Charge
1 wsava 2 3 4 6 7 8
$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
$4.20
* Method Card Holder
VA - Visa ~  VISA
Clear Credit Card Termina
Card Number MSO - MSO
1]
Get Token
= Expiration
Card Present
= Amount Total Amount Supplement
4.20  UsD $4.20
S Reference
Apply Credit Card Surcharge  50.00
Apply Payment

10. If a new card is provided for the additional charges, then manually enter the Card
Number and Expiry dates. See Credit Card Guarantee through the OPERA Cloud
Application (Manual Entry into OPERA) section for details.

11. Click Apply Payment to activate the Payment device.

L NOTE:

If you are accessing the Payment device for the first time after Chip and Pin
installation, a panel appears to select a Payment Terminal (the pin pad
terminal mapping is previously completed during the OPI Installation. See
OPERA Cloud OPI Installation guide for details on Terminal mapping).

12. Select a terminal to be activated for this transaction.
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Once the terminal is selected, it will be saved for future use until the application or
browser cache is cleared. The payment device will alert the customer to present the
card. After guest inserts / swipes a card, if transaction is successful, a Token, Card
Type, Expiration, and last 4 digits of the card number is returned to OPERA.

13. The Payment details are automatically updated in OPERA Cloud.

Refunds

ZNOTE:

e For ‘post check-out’ processing, the guest should Go To > Billing and
click Reinstate Reservation to initiate the refund process.

e Reinstate Reservation is not needed if the Open folio functionality is active
and in use.

Refund on existing card on file

The Refund feature is supported by OPI and OPERA Cloud. A refund is a transaction that
can be performed any time to credit funds back to the card holder. The refund amount
can be different from the payment amount that was initially processed.

You can post a rebate (refund) to a credit card when the Credit Card Rebate Validation
OPERA Control is active. In addition, OPERA Cloud will verify that the rebate amount
does not exceed the previously charged amount to the credit card. This will validate the
debit with the credit on the same credit card and pop up a message if the user tries to
refund more than what has been charged.

e From the OPERA Cloud menu, select Front Desk and then select In-House.

e Enter search criteria and click Search. Select the reservation from the search results,
click | Want To . . . and select Billing.

e Onthe Manage Billing screen, click Post Payment, select the payment method, and
provide the credit card details, enter the negative payment amount, and click Apply
Payment.

Following two conditions should be met to process the refund:

o Refund feature needs to be activated by the Payment Service Provider.
e OPERA Cloud users need privileges to process the negative payments.
To process the refund on existing card on file:

1. From the OPERA Cloud menu, select Front Desk and then select In House.

2. Search for and open the reservation.
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@DPERAL'I(:UH Client Relations =  Bookings »  FrontDesk =  Inwentory Financials »  Channel »  Miscellaneous ~ » 4 »

Home F Bociings [ Resenations / Marage Reseration

< Back to Home

Manage Reservation

200 - Only Tresult | @

LWt praperyy  Confirmation Nare Reservation Type  Arrival Departure Nights Rate Code Rate Reom
Te... Number

-] [m 1051059 tested, OM Chacked Out 15/04/2020 15/04/2020 0 IHUSUPDA £100.00 12
[ ieation (1) Deposit G ion (30 Future & Past Stays (1) Linked Profiles (1) | Payment Instrsctions  Stay Details | Stay Revenue

3. Click | Want To...

4. Select Billing.

QOPERA Cloud Client Relations *  Bookings *  FrontDesk *  Inventory *  Financials *  Channel *  Miscellaneous v » ¥ ®

Hame / Bookings / Reserations / Manage Reservation. < Back to Home

Manage Reservation @ rielp | © 1 Want To..
- I Want To... x
Name A
# Modify/Update @ Create @ View @ GoTo
Aswign Agom Copy Reservation Delivery History Billing
Check In eSign Registration Card Changes Log Profile
Sort By Name A-Z Place Reservation on Queue Registration Card Closing Script Reservation
Show 3 More Show 3 Mare Property Interface Controls
L3 view Options ult | @ Collapse all
1 Want | 3 Show all —
To... N
Reservation Billing
= | | Packages (1) Stay Details Deposit Cancellation (1) Payment Instructions Assion
A Alerts (1) Notifications Profile
A Alerts (1) Communication (1) Future & Past Stays (2} Linked Profiles (1)
« I— v

5. Enter your credentials if requested.

6. Select Post Payment.

ORACLE
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@ODE{A Cloud Client Relations *  Bookings *  FrontDesk *  Inventory *  Financials *  Channel *+  Miscellaneous + * f L

Home [ Bockings/ Resenvations | Marage Reservation / Biing < Back to Manage Resenvation

Billing & notifications | @ Help | © Page Refresh
P g O vor -
e P - Balace
1062479 Arrival - 50.00
Show More:

views: ]| 00 ® windows
© Other Reservations
1 - @ wc $0.00
Drag and drop charges to
mve charges from one
window to ancther,

Post Charge | Informaticn Folic [

Mo postings exist for this folio window.

1 @ ne
$0.00
2
$0.00

-_9.7.: Charge l'—v,\ Payment

7. Enter negative amount in the Amount field.

8. Provide Reference detalils, if any.

9. Click Apply Payment.

@ OPERA Cloud Client Relations ¥  Bookings ¥  Front Desk ¥  Inventory ¥  Financials ¥  Channel ¥  Miscellaneous v » f [ ]

L] C a
@ SE x

posp ® v 2 3 4 5 6 7 8 1
M TR e $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

&% view Options 3
O Date $30.00
1 MC
0O 2504 « Method Card Hoicer
) e MC - Master Card - @ B0.00
Clear Credit Card Temina
Card Mumber 3C&P - 3C&P
O 2504 ° 50.00
O s Get Token
* Expiration
50.00
O =m OUXX
0O 25w 50.00
* Amount Raference Suppiennent :
o000 | usp
50.00
.00

-~
50.00

(resmpion | [(romcmse ) [Lrestrumen |

10. The payment is processed and applied to the reservation as shown in the image
below.
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@OPERACluud e Baclicss - -

Confirmation
1062479

£k view Options -~
O Dpate - Method Card Holder
MC - Master Card - @ MC
O aspe a
ear Credit Card Termin
0O aspe Cora Humber IC&P - 3CEP 0.00
(1]
O 2w Get Token
|~ Expiration §0.00
0O 2s5m4 XX/
O aspe po.00
« Amount Reterence Supprement
9 e poo | uso $0.00
L8 view Options
Code Deseription Posted Amount  Status Window 50.00
8080 Mastercard ~$30.00  Posted on 25/04/2020 1 Print Receipt
Apply Payment

(ot ) () s ) (D

Refund to a new card on file

Refund can be made at any time from the billing screen using the tokenized card on file.
To process the refund to a new card on file:

1. From the OPERA Cloud menu, select Front Desk and then select In House.
2. Search for and open the reservation.

Click | Want To...

w

»

Select Billing.

@OPF.RA Cloud Client Relations ~  Bookings *  FrontDesk *  Inventory ¥  Financials =  Channel Miscellaneous Ed 4 L g
Home | Booikings | Reservations / Manage Resenvation < Backto Home
Manage Reservation @ el | © 1 want To..
' Want To... x
Name
# Modify/Update @ Create @ View @ GoTo
Aswign Agom Copy Reservation Delivery History Billing riteria _
Check In eSign Registration Card Changes Log profile
Sort By: Name A-Z Place Reservation on Queue Registration Card Closing Script Reservation = 22
Show 3 More Show 3 Mare Property Interface Controls
£} View Options ult | @ Collapse all
1 Want | 3 Show All
Te... N Lzzw
— Reservation Billing
=2 | | Packages (1)  Stay Details Deposit Cancellation (1) Payment Instructions Assign
A Alerts (1) MNotifications Profile
A Alerts (1) Communication (1) Future & Past Stays (2)  Linked Profiles (1)
« — B

5. Enter your credentials if requested.

6. Select Post Payment.

ORACLE
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@ODERA Cloud

Home [ Bockings / Ressnvations / Marage Reservation / Biing

Client Relations *  Bookings *  FrontDesk =  Inventory *  Financials *  Channel = »

¥ ®

Miscellaneous =

< Back to Manage Resenvation

Billing & notifications | @ Help | & Page Refresh
P g 0 vt
oczers Al - e
Shes .
Views: g oo ® windows
© other Reservations
1 ~ @M $0.00
Post Charge | Information Falic i
Mo postings exist for this folio window.
1 @ N
$0.00
2
$0.00
-
7. Select the payment Method (VA, MC, CP and so on).

@

©

10.

Enter negative amount in the Amount field.
Provide Reference details, if any.

Click Apply Payment. This will initiate the device to enter the card data.

@ OPERA Cloud TR o tiEID e GEmiTie  (memmme  rmsHo o @rmrele el o » € ®»
# ) a
A sE
1062479
® vc 2 6 7 8 1
ﬁ View Options $0.00 $0.00 50.00 $0.00 $0.00 $0.00 $0.00 »
O Date $30.00
MC
O 25w, « Method Card Hoider
O 25 MC - Master Card -~ @ B0.00
Clear Credit Card Temnina
D 25, Card Number 3C&P - 3CAP
- £0.00
o
O 2504 Get Token
+ Expiration
50.00
0 =m UK
D 25/04
50.00
 Amount Reterence Supplerment
o.oo | usp

11. The payment is processed and applied to the reservation.
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Post it allows you to post articles to rooms but also to settle charges immediately without

a room number.

To perform post it:

1.
select Post It.
The Post It screen appears.
2. Select the articles that are configured for Post It.

From the OPERA Cloud menu, select Financials, select Cashiering, and then

When you select an article, that article and its price (and associated taxes) appear in

the posting window as shown in the image below.

@OPERA Cloud Client Relations ¥  Bookings ¥  FrontDesk ¥  Inventory ¥  Financials ¥  Channel ¥  Miscellaneous ¥ Reports ¥ ¥ o
Home / Financials / Cashiering / Post It < Back to Home
Post It @ Heip
Article X Daciion ctivate Minus Posting ast Post
8 it s 00 et i esing 03 psom
3010 Bottled Water 215 %
Test $10,00 Sprite 475 Sprite s475 Bagpipers  $100,00 Chair $30,00 3010 sprite w75
7000  popside ¥ 500 %
[ Misc $5.00 ] [ Redbull $8,00 ] Teachers $120,00 I Coca Cola 520,00 I [ Popsicle SS.WJ
[ Sunscreen $10,00 l [ Chocolates $75,00 l

Amount: $12,50

Click Pay and select the Method of payment as one of the credit card payment types

3.
or as (Chip and Pin) and no need to enter any card data.
@ OPERA Cloud Client Relations ¥ Bookings ¥ Front Desk v Inventory v Financials ¥  Channel v Miscellaneous ¥ Reports ¥ f [ ]
® Payment bte Minus Posting: [ Fast Post ‘

‘Article
QO Tansaction Codes

O chorge to a Room

I
8
[al= 1= =]

sunGl

Test 10,00

Bounges - 10.1z5.15023

Sunscreen  $10.00

Q

Amourt: $12,50
ence: $0,00

ems: 3

(3]

ZNOTE:

If you are accessing the Payment device for the first time after Chip and Pin
installation, a panel appears to select a Payment Terminal (the pin pad
terminal mapping is previously completed during the OPI Installation. See
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OPERA Cloud OPI Installation guide for details on Terminal mapping).

4. Select a terminal to be activated for this transaction.

Once the terminal is selected, it will be saved for future use until the application or
browser cache is cleared.

5. Click Complete Sales to run the transaction (authorization followed by sale, or just a
sale) to activate the Payment Device.

The payment device will alert the customer to present the card. After guest inserts /
swipes a card, if transaction is successful, a Token, Card Type, Expiration, and last 4
digits of the card number is returned to OPERA.

—g Article upc Description O Activate Minus Posting [ Fast Post

x

3010 Bottled Water 275

[ Sun Glasses  -$4,00 ] I hajmola lozeng snmJ l Bottled Water 5275 I [ Absolut 550,00 ] [ Lays ss‘on] Code  Description Price

= = [E =S = S
—— Payment Processing Transaction in Progress
e $500 %X
EEE T S p—
[om o = =
Method
MC - Master Card | @

6. Report Destination window appears to print the Post It Folio.

Report Destination x

Foliz Style

9 - Detailed Folio (Room)
View In Currency

Folio Text
Report Destination =l
Destinations

@ Priew D& to Print
O Email

7. Click Process to print the payment receipt for Post It Folio.
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Post It Room No.
~Con.Title “Con.XFirst Con XLast Asrival
Departure
Page No. :1of1
INVOICE Folio No. 115750
Membership No : Conf. No. .
AR Number . Cashier No. : 50
Group Code . User ID g
Company Name :
Account No :
Cost Center
Thank You For Staying With Us 30-03-22
Date Text Exchange Charges Credits Charges Credits
uso uso usD uso
24-12-21  Restaurant 1 Beverage 275 0.00 0.00
Bottled Water
24-12-21  Restaurant 1 Beverage 4.75 0.00 0.00
Sprite
24-12-21  Pool Snack Bar 5.00 0.00 0.00
Popsidie
24-12-21  Visa 12.50 0.00 0.00
XXXXXXXXXTXX1881 XXIXX
Date Deposit Amount Folio Type Tax Amount
Total 12.50 12.50 0.00 0.00
Balance 0.00 USD 0.00 USD
Total incl. vat 1250 USD 0.00 USD
Net Amount 12.50 USD 0.00 USD
Merchant ID 564546132 Credit Card # KXXXXXXXXXXX 1881
Transaction ID Credit Card Expiry XXXX
Approval Code A1234 Capture Method Manual
Approval Amount  12.50 Transaction Amount  12.50 [
1USD=1USD

Declined or Failed transactions

There are many reasons why a transaction may decline. For example, this can be due to
insufficient funds, the card being reported lost/stolen, or a loss in connection to the bank.

For a declined transaction, you will see a “Failed” status response in OPERA Cloud with
a Decline response error.

If you are not sure why your card has been declined, you need to contact your Payment
Service Provider for details.

Authorizations Reversals

OPERA Cloud and OPI supports Pre-Authorization Reversals. This is an automated
electronic reversal message sent to the Payment Service Provider to request the release
of the pre-authorization.

OPERA Cloud does this automatically if these two conditions apply:

1. A pre-authorization exists

7-10



ORACLE'

Chapter 7
Other Payments

2. The main card type is replaced with a new card.

For example, if the authorization on Check-In was processed to a Visa and the payment
on Check Out was through Master Card, then change the payment method to MC and
OPERA Cloud will automatically send out the authorization reversal request for the Visa
card.

To perform authorization reversals:

1. From the OPERA Cloud menu, select Bookings, select Reservations, and then
click Manage Reservation.

2. Search for and open the reservation.
3. Click | Want To... and select Payment Instructions.

4. Click New/Edit Payment Instructions.

Payment Instructions x

Newy/Edit Payment Instructions

[ nNo Post Auto Settle Days Credit Card Authorization

Pre-Stay Charging Type Reservation Type Credit Card History

D Post-Stay Charging B CHECKED [N Cheote] View Routing Instruction
Move Payment Method »

Window Payment Methods and Routings

Window Method Card Number Expiration Payee Routing/Transaction Codes Routing Dates

Card
Holder

1

5. Click the payment Method drop-down and select the payment type of your choice.
6. Enter the Credit Card Number.
7. Enter the Expiration date in MMYY format.

8. The new Token is received and the request to release the authorization on the
previous card is triggered.

9. Click Save.
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Window Payment Methods

—
windaw 1 Window 2

- e

* Method
Vi - Visa
Chear

0 video checkout
Credit Limit Auto Fay

« Reservation Type

GOED Q oo Drct

ORACLE
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Balancing Reports

A critical part of the integration of payments is the reconciliation process. To balance the
transactions processed through OPI, a report is needed to reconcile with the Payment

Service Provider reports.

To access OPERA Cloud reports:

1. From the OPERA Cloud menu, select Reports and then select Manage Reports.

@a‘-r-m.*. Cloud Client Relations *  Bookings FrontDesk »  Inventory »  Financials *  Channel v  Miscellaneous *  Reports = ¥ »
e Manage Reports
) ~
Hello, Qs (-]
Not you? Signin as a diferent user Dashee €O orts b | & Refresh
Detault § 1 Page

Your dashboard page is currently empty.
Add New Tiles

2. Enter a Report Name and/or select a Report Group from the drop-down list.

3. Click Search to display the report.

@OPERA Cloud Client Relations ¥ Bookings ¥  FrontDesk ¥ Inventory *  Financials *  Channel ¥  Miscellaneous ¥ Reports ¥ ¥ @

Home /Reports / Manage Reports < Backto Home

Manage Reports © 1l
* Required Field
+ Property Report Name Report Group O show intemal
Q All Reports -
Reset Search

New Report | Manage Report Groups | Manage Scheduled Reports |

>
£ View Options
Multi
Report Group Report Internal Name Property
Report
Blocks and Groups N
Actual Business Block Rooms rep_actbh
B1 Publisher Contract Merge sample_cont_merge
Banquet Check Folio by Event sample_bqt_chk_folio_by_event
Banquet Check Folio by Revenue Type/Group sample_bqt_chk_folio_by._rev
Block Information resblkinfo
Blocks by Cutoff Date resblockbycutoffdate
Business Block Short List rep_bh_short H
Daily Forecast rap_daily forecast H
Deposits rep_deposit
o - al

[ soccrmar | v ] vowicotre. | ot | ot ranes ]| rei/ oo
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Pre-Authorization Rules

e OPERA Cloud provides support for automated Pre-Authorization Rules. You can set
the rules as follows:

— A standard rule across the OPERA Cloud Property.
Or

— A customized pre-authorization rule based on Room Type, Room Class, Rate
Code, Rate Category, Reservation Type and Source Code.

e These rules are used upon check-in and control the pre-authorized amount against a
guest card upon arrival.

e See About Credit Card Authorization Rules for details.

What has changed?

As customers install this new solution, it is important to acknowledge that there are
changes in the way the card data is handled and processed, which means a change to
Standard Operating Procedures that are in place.

Before activating the new solution some of the areas are recommended for review:
Full Card Number No Longer Stored in OPERA Cloud

o Description of Issue: Initially the full card number was stored in OPERA Cloud.
When it is encrypted, it is still accessible to the users who had necessary user
privileges. When OPI is installed, the OPERA Credit Card Vault feature swaps the
credit card with a Token ID and only the Token ID is stored. With OPI activation, no
user has access to guest card number from OPERA Cloud.

e Review: Because the credit card number is no longer stored, it is important to
discuss any processes within the business that were previously dependent on card
numbers. This is essential in helping you understand how your business processes
may be impacted, and in assisting you with determining a new solution.
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Chargebacks

e Description of Issue: Hotels often deal with chargeback requests for credit cards
and may require the full card number for the chargeback.

e Review: Because the credit card number is no longer stored in OPERA Cloud, it is
important to have a discussion with your Payment Service Provider regarding
Chargeback management.

Pay Only

e Description of Issue: The Pay Only function in OPERA Cloud is designed to accept
only Sale transactions. This is used by the Card types that do not support pre-
authorizations. Some examples of the payment types that can be set up are, Debit
Cards, Virtual Credit Cards, AliPay and WeChat.

e Review: It is important to discuss which payment types you need to be set up during
the installation process.

Pre-Authorizations

o Description of Issue: Hotels are often managing guest complaints for pre-
authorizations held on guest credit cards. It is important to understand that OPERA
Cloud and OPI supports the electronic Pre-Authorization Release transaction type, it
is up to the Card Holder’s bank to release the pre-authorization. Many banks today
do not support the electronic Pre-Authorization Release message. Therefore, the
hotels may question why holds remain on guest credit cards.

e Review: Hotels can still use the existing processes to release pre-authorizations if
they are still being held for any reason. It is always recommended to review the pre-
authorization rules carefully before implementing OPI to avoid any unnecessary
funds being held on a guest card. If possible, it is recommended to process a
payment rather than a pre-authorization.

Token Limitations

e Description of Issue: When OPI is implemented all cards in the OPERA Data Base
are Tokenized. While this is more secure, it is important to note that these tokens are
not credit cards and are handled differently.

e Review:
— Tokens cannot be copied from one reservation to another
— Tokens cannot be saved to guest profiles
— Tokens can be copied from one window to another in the same reservation

— Tokens cannot be manually entered into OPERA
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Manual entry of Authorisation codes is not supported

e Description of Issue: Legacy Payment Interface supported manual entry of
authorisation codes into OPERA Cloud, which can then be processed with payments
later. OPERA Cloud users would call the bank to generate the manual authorisation
code and enter it into OPERA Cloud. This feature was used when payment terminals
were offline or if the guests card had declined.

e Review: The manual enter of authorisation codes is not supported with the OPI
integration with OPERA Cloud. This is because the auth code generated over the
phone was not generated via OPIl and cannot be recognised by OPI.
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