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Purpose

This document describes the steps for processing credit card and prepaid card transactions in
OPERA Cloud using the Oracle Payment Interface (OPI) Cloud Service.

Audience

This document is intended for OPERA Cloud end users utilizing the OPI Cloud Service.

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

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

« 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/.

Revision History

Table 1 Revision History

_________________________________________________________________________________|
Date Description of Change

July 2025 Initial Publication

July 24, 2025
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Functionality Overview
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The Oracle Payment Interface (OPI) Cloud Service provides OPERA Cloud User a single
interface for industry-standard payment acceptance and opens the door to an ecosystem of
payment services.

In addition to the set of services for credit card and token exchange transactions, OPI Cloud
also offers a hosted token exchange form (OPERA Pay) for capturing card data manually for
token exchange.

The OPI Cloud Service supports Pay By Link functionality. When a hotel guest makes a
reservation, OPERA Cloud sends a Pay By Link URL request to the Payment Service Provider
through OPI.

The OPI Cloud Service supports Prepaid Card transactions via service-to-service
communication. Card holders can redeem the prepaid cards as payment at your property.
Prepaid card functionality is available with an active Stored Value System (SVS) integration
service to a partner solution.

The OPI Cloud Service provides a solution for tokenizing hotels that are not currently tokenized
through a Payment Service Provider and do not have an integrated EFT solution with OPERA
Cloud.

The following Prepaid card transactions are supported:
e Activate/lssue a Prepaid card

* Re-load (Top-up) a Prepaid card

* Redeem a Prepaid card Balance

* Balance Inquiry

* Bulk Prepaid Card Transactions for Issue or Redemption

July 24, 2025
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Assumptions

The OPI Cloud Credit Card Processing OPERA Control needs to be active in order to
use the OPI Cloud for credit card transactions. See Activating OPI Cloud Service for more
information.

The Prepaid Card OPERA Control needs to be active in order to use the Prepaid Card
functionality. See Activating Prepaid Card Functionality for more information.

The Prepaid Multi Record Processing OPERA Control needs to be active in order to use
the Prepaid Multi record processing for bulk prepaid card transactions. See Activating
Prepaid Card Multi Record Processing for more information.

Configuring CHIP AND PIN (EMV)

User Guide
G37014-01

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

1.

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

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.

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.

July 24, 2025
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Chapter 2
Configuring Credit Card Terminal

Home / Enterprise / OPERA Cortrols < Back to Home

OPERA Controls @ Help

Search & 4] Ssettings Vlew()p!luns‘ Q Dl

* Required Field

Hub - DFLT_FIRST € OPERA Controls provide the ability to customize OPERA Cloud functionality by activating or deactivating Functions, turning Parameters on or off, and selecting values
8 property for Settings.
A To immediately reflect any Functions changes, click on reload application link below. Note: After reload you will return to Administration Home screen.
* Property

Reload Application

Q

Credit Card

Groups

Functions Allowed within Subscription
Unlimited
Functions Activated within Subscription

Complimentary Functions Activated

Accounts Receivables
Automatic Authori
Blocks Indi d Authorization Scheduling functionality is active.
Cashiering
Automatic Authorization Failure No
atic

Channel Management

Credit Card

End Of Day
Events

Exports

Front Desk

General

IFC

Inventory Management
Lock To Book Sales Screen
Membership

Profile

Rate Management
Reservations

Room Management

® o Temporarily Store Offline Settlements
n f the property wants to store failed Ontine Settiements (due to the credit card interfoce not running) ond process them offline ot the end of the

® o Pre-authorize Credit Cards prior to Check In
b ¢ Credit Cords on s

® o Send Total Tax
s

Specifies if the system &

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.

a p w0 DN

User Guide
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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 WSNum tag in
the OPERA/IFC8 messages.

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.

July 24, 2025
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Configuring Credit Card Terminal

8. Click Save.

B e
Pty Tprmingd Label Tormng 15
S [— e
S E— I
1
ey 08 s m i
2 s - !
- - i
S Hemarad i
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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:

« Using the OPERA Cloud Application.
Or

* 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, refer to the Booking a Reservation section of the OPERA
Cloud user guide.

Tokenized Properties are hotel or resort properties that use tokenization for credit-card
transactions. The token exchange is handled through OPI Cloud, which connects with
Payment Service Providers (PSPs) to issue and manage tokens. For tokenized properties, you
cannot view the full credit-card details (PANSs) in the OPERA Cloud only masked digits (for
example, the last four digits) are shown.

* See Credit Card Guarantee through the OPERA Cloud Application (Manual Entry —
OPERA Pay for Tokenized Properties) for details.

e See Credit Card Guarantee through the OPERA Cloud Application (Manual Entry Into
Payment Device for Tokenized Properties) for details.

e See Credit Card Guarantee through the OPERA Cloud Application (Card Present for
Tokenized Properties) for details.

 See To View Token ID (Tokenized Properties) for details.

Non-Tokenized Properties are OPERAICIloud properties that process credit-card payments
without using tokenization. They are not connected or integrated with a Payment Service
Provider through OPIICloud. As the OPIICloud Token Proxy Service is not activated,
payment-card numbers (PANs) are not converted into tokens. Instead, credit-card data is
stored directly (typically masked) in OPERAICIoud’s card fields.

¢ See Credit Card Guarantee through the OPERA Cloud Application (Manual Entry for Non-
Tokenized Properties )for details.

¢ See Credit Card Guarantee through the OPERA Cloud Application (Customer Provided
Token Vault) for details.

User Guide
G37014-01 July 24, 2025
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Credit Card Manual Entry

Credit Card Guarantee through the OPERA Cloud Application (Manual
Entry — OPERA Pay for Tokenized Properties)

The OPERA Cloud users with the CCTRANS role can directly access the hosted Token
exchange form (OPERA Pay) from OPERA Cloud offered through OPI Cloud Service to
manually enter the credit card details. Once the details are entered, the OPI Cloud Service
(OPERA Pay) sends the details to the PSP to tokenize the card and communicate back to
OPERA Cloud. See Assigning CCTRANS Role to a User using Oracle Identity Management
(OIM) manually or Assigning a User to CCTRANS Group using OPERA Cloud Identity
Management (OCIM) for more information.

OPERA Cloud shows the masked credit card token and expiry date. You can also update the
credit card details if required using the Modify option.

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

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

@ OPERA Cloud Client Relations ¥ Bookings ¥ Front Desk ¥ Inventory ¥ Financials ¥ Channel ¥ Miscellaneous ¥ » 0 =]
Home Blocks >
Hello, ! e » o
Not you? Sign in as a different user. Rt D House Posting Account Dashboard last updated at 0426 PM. & Refresh =~ @ Help
New Page : Testing 1 Default1 Reservations Workspace ) Look To Book Sales Screen © Add Page
Room Diary Manage Reservation f

© Add New Tiles
Reservation Sales Screen

2. Search for and open the reservation.

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

I Want To... X
/ Modify/Update @® Create @ View ® GoTo
Assign Room Copy Reservation Delivery History Billing
Link to a Reservation eSign Registration Card Changes Log Profile
Cancel Reservation Registration Card Reservation
Synchronize to External System Link Reservation
Enroll Guest

B Hide Unpopulated

Reservation Billing
Stay Details = Call History = Confirmation Letters  Daily Details Payment Instructions = Deposit / Cancellation = Fixed Charges
eSigned Registration Cards | External References = Item Inventory Prepaid Cards
Linked Reservation = Packages = Shares | Transportation Profile
Notifications Communication (1) = Future & Past Stays (1) = Linked Profiles (2)
Housekeeping = Notes (2) Alerts | Attachments Membership (3) = Accompanying Profiles | Guest Profile = Preferences
4. Click New/Edit Payment Instructions.
User Guide
G37014-01 July 24, 2025
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ORACLE Chapter 3
Credit Card Manual Entry

Payment Instructions X

I New/Edit Payment Instructions

[ No Post O Auto Settle O Video Checkout

Pre-Stay Charging Type Reservation Type
- CHECKED IN Checked In
D Post-Stay Charging Days

Window Payment Methods and Routings

Window Method Card Number Expiration ‘I Payee Routing/Transaction Codes Routing Dates Card Pres¢
i VISA VA XX/XK OPICLOUD O
2 ViIsA VA XK OPICLOUD O
3 VIsA VA XX/XX OPICLOUD O
4 VIsA VA XUXX OPICLOUD, O

4 ———— »

| Payment Instructions b4

| No Post Auto Settle O 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 6 Window 7 Window 8
VIsA VA visa VA VISA VA visa VA
* Method Card Holder Credit Card Terminal
CA- Cash ~ @ MSO - MSO
Clear Rule Email
Card Number 2 - Nights*(Daily Rate + Amount) - Add Email
| * Amount
Expiration 200

(O card Present m
|

@® Note

You cannot edit the Card Number and Expiration fields as they are disabled.

5. Click Add to manually add the credit card details.
The OPI Cloud Service (OPERA Pay) screen appears.

User Guide
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ORACLE
Credit Card Manual Entry
s =ma
Credit Card Details
Card Number
w5
6. Enter the Credit Card Number.
7. Enter the Expiration date.
8. Click Submit. This transaction converts the card details to a token.
The Payment Instructions screen appears with a message as shown in the image below.
Information
@ Credit card was manually entered.
9. Click OK.
The Payment Instructions screen appears with masked Card Number and Expiration
fields. If required, you can click Modify to update the Card details.
User Guide
G37014-01 July 24, 2025
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Credit Card Manual Entry

l

Payment Instructions

No Post Auto Settle [:] Video Checkout
Pre-Stay Charging Type Reservation Type
— CHECKED IN Checked In
D Post-Stay Charging Days
- +
Window Payment Methods
——
Window 1 Window 2 Window 3 Window 4 Window 5 Window 6 Window 7 Window 8
VISA VA VISA VA VISA VA VISA VA
* Method Card Holder Credit Card Terminal
MC - Master Card -~ @ MSO - MsO
Clear Rule Email
. . Add Email
Card Number 2 - Nights*(Daily Rate + Amount) - mal
* Amount
Get Token 200

* Expiration

XX/XX [:] Card Present

10. Click Save to attach the token to a reservation.

@ Note

‘Credit Card Manually entered’ pop-up is displayed only when the Payment
Services Directive parameter is active.

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

e Turn On Payment Service Directive option

OPI Cloud Credit Card Processing
Activate OPI Cloud Credit Card Delivery and Disable iFC Controller for Credit Card Processsing.

Online Settlement
Activates Online Settlements functionality for supported systems. This parameter and Baich Settlement parameter are mutually exclusive.
@ oi Temporarily Store Offline Settlements
Indicates if the property wants to store failed Online Seftlements (due to the credit card interface not running) and process them offline

at the end of the day.

® on Payment Services Directive
Enables Payment Services Directive (PSD2) specifications for processing of credit card payments and settlements when an EFT interface is configured at the property.

Credit Card Guarantee through the OPERA Cloud Application (Manual
Entry Into Payment Device for Tokenized Properties)

To enter a card number into the payment device:

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

User Guide
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ORACLE Chapter 3
Credit Card Manual Entry

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

ClickNew/Edit Payment Instructions.

g p 0 DN

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

6. 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. If not already selected, select the Payment device you wish to
trigger.

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

= Reqpuiend | wsdd ‘

= k

8 '

— At Q

= +
L 1oy Pa L
_—
Wikl WA
- M Pt 1
VA - Vs -  Vma T8 Selectn Card Resder

Clews
Taresinal 1 - Terminal 1
Add Ermal

Gest Tokoan

Credit Card Guarantee through the OPERA Cloud Application (Card
Present for Tokenized Properties)

The Card Present check box is deselected by default and remains deselected if you manually
enter a credit card number. A 'Credit card was manually entered' message appears when you
manually enter a credit card. This check box is automatically selected if you insert or swipe a
credit card in a credit card terminal.

User Guide
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Credit Card Manual Entry

@® Note

‘Card Present’ check box is displayed only when Payment Services Directive
parameter is active.

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

e Turn On Payment Service Directive option

® o OPI Cloud Credit Card Processing

Activate OPI Cloud Credit Card Delivery and Disable IFC Controller for Credit Card Processsing.

® o Online Settlement
Activates Online functionality for supported systems. This p neter and Batch parameter are mutually exclusive.

Temporarily Store Offline Settlements
Indicates if the property wants ta store failed Online Settlements (due to the credit card interface not running) and process them offline

at the end of the day.

® on Payment Services Directive
Enables Payment Services Directive (PSD2) specifications for processing of credit card payments and settlements when an EFT interface is configured at the property.

To enter a card number through OPERA Cloud:

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. ClickNew/Edit Payment Instructions.
5. Select the Method of payment.
6. Click Get Token. This step triggers the Payment device.
Fergpairrd it ‘
= - = C
o GOED Q
- *
-::“‘c:m ard Fin - n W Faader]
Chaii
Add Erad
Gt Tashars
=
=3
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10.
11.

12.

@ Note

Chapter 3

Credit Card Manual Entry

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).

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.

Click Select Terminal.

i =l

A request to receive a token is automatically initiated.

The device is activated to swipe, or chip read the card.

The Token, Card Type, Expiration Date, and last 4 digits of the card number are

successfully returned.

The Card Present check box is automatically selected indicating the card was present.

Click Save . The token is saved into a reservation.

Copyright © 2022, 2025, Oracle and/or its affiliates.
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Credit Card Manual Entry

" Required Field

& B ]

- ¢ - ;

0 e GOED 0, o=

- +
il it Methods
T —
L L
= Rpameni !
VA - Vies - Wl W Resder]

Claar
Toresdngl-1 - Terminad- 1
Add Emadl

Gt Tekish

« [uparstica

To View Token ID (Tokenized Properties)

Only users with the task to view sensitive data can access the full token number. For tokenized
properties, you cannot view the full credit-card details (PANS) in the OPERA Cloud only
masked digits (for example, the last four digits) are shown.

To view the token:

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 New/Edit Payment Instructions.
5. Click information icon
(
) next to the Card Number to view the full token.
User Guide
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6.

= Rpgabrnd Flckd
E st eatihe LL- e L
Fre-ShEy Chi - = Resraation Type
[ sost-stay Chige am Q) wwns
- *
Window Paymient Methods
= Ao d . -
4 VA VA [ 3 [ N awrcs anan 2] L 3 VR W

* Mo < nace

MC - Magter Casd ~ . £ Select s Card Reader
Clear . S —

X Torminal-1 - Teresinal-1
: 2 - Hights"{Daly Rate - Ampunt) - I
o .
| — A Email

Gt Token P
= Lxpinabion

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

_

* Rarquiced | irad
[ resfiont B 2t Eebii baciond
E w-m Crargerg » o ey prem g
Ui i apm =]
] 3 Charg
| 5
Winclowy Payrnent Mathods
W Wi
[ whd o T

M Seleey s Corel Ramdse

Terminsi-1 - Tevmimal-§

Add Emall

Credit Card Guarantee through the OPERA Cloud Application (Manual
Entry for Non-Tokenized Properties )

The OPI Cloud Service provides a solution for tokenizing hotels that are not currently tokenized
through a Payment Service Provider and do not have an integrated EFT solution with OPERA
Cloud.

The OPERA Cloud users with the CCTRANS role initiate the credit card entry request within
OPERA Cloud. The system then redirects them to the OPI Cloud Service popup window

User Guide
G37014-01
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Credit Card Manual Entry

(OPERA Pay Widget), where they can enter credit card details. A token is generated and

returned to OPERA Cloud.

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

Manage Reservation.

@ OPERA Cloud

Home

Client Relations ¥

Hello, !

Not you? Sign in as a different user.

New Page : Testing 1 Default1

Bookings ¥ Front Desk ¥ Inventory ¥ Financials ¥ Channel ¥ Miscellaneous ¥ » ‘ EJ
Blocks >

Events > Q search Site Map [x]
Reomeifers D House Posting Account Dashboard last updated at 0426 PM. & Refresh | @ Help

Reservations Workspace P Look To Book Sales Screen

Room Diary

2. Search for and open the reservation.

Manage Reservation {b

Reservation Sales Screen

© Add Page

© Add New Tiles

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

| Want To...

Z Modify/Update
Assign Room
Link to a Reservation
Cancel Reservation

Synchronize to External System

B Hide Unpopulated

Reservation

Stay Details = Call History
eSigned Registration Cards

Linked Reservation | Packages = Shares

Notifications

Housekeeping = Notes (2) Alerts

Confirmation Letters

External References

® create

Copy Reservation
eSign Registration Card
Registration Card

Link Reservation

Enroll Guest

Daily Details

Item Inventory

Transportation

Attachments.

4. Click New/Edit Payment Instructions.

X

® View ® GoTo

Delivery History Billing

Changes Log Profile

Reservation

Billing
Payment Instructions = Deposit / Cancellation  Fixed Charges
Prepaid Cards
Profile
Communication (1) | Future & Past Stays (1) = Linked Profiles (2)
Membership (3)  Accompanying Profiles = Guest Profile = Preferences

Payment Instructions X

No Post

Pre-Stay Charging

Window Payment Methods

Window Method

Card Number

O Post-Stay Charging

Credit Limit Auto Pay

Expiration Card Holder

I New/Edit Payment Instructions

Reservation Type
6PM 6pm

1 e

User Guide
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Chapter 3
Credit Card Manual Entry

Payment Instructions X

* Required Field

No Post

Pre-Stay Charging

Window Payment Methods

Window 1 Window 2
* Method
[ CA - CASH ~: ] =]
Clear

Card Number

Expiration
Add
Card Holder
® Note

O Post-Stay Charging

Credit Limit Auto Pay

Window 4 Window 5

Rule
2 - Nights*(Daily Rate + Amount)
* Amount
100

Card Reader
@} Select a Card Reader

Window 6

* Reservation Type

6PM Q om

Window 7 Window 8

Credit Card Terminal

Select a Credit Card Terminal
Credit Card Wallet

Select a Credit Card

Email

Add Email

Cancel Save

You cannot edit the Card Number and Expiration fields as they are disabled.

Click Add to manually add the credit card and expiry details.

The OPI Cloud Service pop-up window appears.

Payment Instructions X

* Required Field

E Oracle Payment Interface Cloud Service - Google Chrome

o=
-0

o x l
&

No Post

Pre-Stay Charging

Window Payment Methods

Window 1 Window 2
* Method
CA - CASH -3
Clear

Card Number

Expiration

Card Holder

Enter the Credit Card Number.

Enter the Expiration date.

Credit Card Details

=
Q 6pm

dow 7 Window 8

Card Number

Expiration

Card Terminal

“ard

& ncel

User Guide
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8.

9.

* Required Field
u No Post

B3 Pre-stay Charging

Window Payment Methods

Window 1 Window 2

* Method
VA - VISA =
Clear

* Card Number

* Expiration

Card Holder

Window 3

VISA

0O Post-Stay Charging

B3 Credit Limit Auto Pay

Window 4 Window 5

Rule
2 - Nights*(Daily Rate + Amount)
* Amount
100

Card Reader
%% Select a Card Reader

Chapter 3
Credit Card Manual Entry

Click Submit. This transaction saves the card details to the Payment Instructions screen.

The Payment Instructions screen appears with masked Card Number and Expiration
fields. If required, you can click Modify to update the Card details.

Payment Instructions X

* Reservation Type

6PM Q 6pm
Window 6 Window 7 Window 8

Credit Card Terminal

- Select a Credit Card Terminal
Credit Card Wallet
Select a Credit Card
Email
Add Email

Ca ”Cel

Click Save. The card is securely saved as a OPI token in the database.

View Credit Card Details (Non-Tokenized Properties)

OPERA Cloud users with the CCTRANS role and with the task to view the credit card details
can view the credit card details.

When the user clicks the i icon next to the card field in the OPERA Cloud, they are redirected
to a new OPI Cloud Service popup window. This popup window communicates with the OPI
Token Service to detokenize the credit card token and display the card number in a secure,
OPI Cloud hosted interface. The OPERA Cloud does not handle or display the actual card
number at any point.

1.

g & W DN

User Guide
G37014-01

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 select Payment Instructions.

Click New/Edit Payment Instructions.

Click information icon

(
i

) next to the Card Number to view the details.

Copyright © 2022, 2025, Oracle and/or its affiliates.
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Chapter 3
Credit Card Manual Entry

Payment Instructions X

* Required Field
No Post O Post-Stay Charging * Reservation Type

| . R [
Pre-Stay Charging Credit Limit Auto Pay i Q Pm

Window Payment Methods

——
Window 1 Window 2 Window 3 Window 4 Window 5 Window 6 Window 7 Window 8
ViISA VA
* Method Rule Credit Card Terminal
VA - VISA ~  VISA 2 - Nights*(Daily Rate + Amount) - Select a Credit Card Terminal
Clear * Amount Credit Card Wallet
* Card Number 100 Select a Credit Card
0 Email
Card Reader Add Email
* Expiration #® Select a Card Reader

Card Holder

Ca ncel

The OPI Cloud popup window appears to view the credit card number and expiration
details.

Payment Instructions X

* Required Field

No Post D Post-Stay Charging * Reservation Type
’ P 6
Pre-Stay Charging | Credit Limit Auto Pay | 6PM O\ o
| @ Oracle Payment Interface Cloud Service - Go...  — (@) X B
Window Payment Methods %
—— = o
Window 1 Window 2 Wind Window 7 Window 8
VIsA VA Credit Card Information
* Method Credit Card Number Bl
VA - VISA ~ | VISA redit Card Terminal
Clear Expiration Wallet
# Card Number redit Card
0 1
* Expiration ‘ Close ‘

ot T ——

Cancel Save

Credit Card Guarantee through the OPERA Cloud Application (Customer
Provided Token Vault)

The OPERA Cloud users with the CCTRANS role initiate the credit card entry request within
OPERA Cloud for non-vaulted properties. The system then redirects them to the OPI Cloud
Service popup window (OPERA Pay Widget), where they can enter or update the credit card
details. A token is generated and returned to OPERA Cloud. See Credit Card Guarantee

User Guide
G37014-01

July 24, 2025
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Post a Payment

through the OPERA Cloud Application (Manual Entry for Non-Tokenized Properties ) for
details.

View Credit Card Details (Custom Provided Token Vault)

OPERA Cloud users with the CCTRANS role and with the task to view the credit card details
can view the credit card details. See View Credit Card Details (Non-Tokenized Properties) for
details.

Post a Payment

To perform a post payment:

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 Billing.
4. Enter your credentials, if requested.
a. Select the Cashier ID.
b. Enter the PIN to proceed.
c. Click Login.
5. Click I Want To... and select Post Payment.

6. Enter the paymentAmount.
7. Click Apply Payment.

8. The payment is processed and appears in the guest’s reservation as shown in the image
below.

User Guide
G37014-01 July 24, 2025
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Chapter 3
Deposit

1 @ 4 5 ] 7 ]
$0.00 $0.00 1050 $0.060 $0.00 .00 to.0a
§10:00
= Wdatteadt S prern—— 0 Btay
MAC - Masier Caed - w0l caed e % Select a Card Readtr
Chaae SRS )
1 i Tarerinal 1 - Terminal 1
&
Get Taken
Femram) ol &
1000 USD $0.00
perv—
Apply Credd Card Surcharge - $0.00
- R &
Code Dascription Posted Amount  $tatus Windos
B080 [ETE PR (9000  Peqnpd o Bi-0d-2001 rnd Recept

Deposit

To create a deposit payment:

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 Deposit | Cancellation.

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

Deposit § Cancellation

Feservation 2
TUNEHET $100.00 fo00
$15000 Ohack In
$100.00
Depant 2
3 View Cptices
Dhepeadit Rule Type Fequested Paid Cutitanding  Comments
Darpeos Ruise - Sraal oS 15008 000 15000 Flat amoant H
Cancellation [=]

Mo results found.

5. Enter the Deposit Amount.

6. Enter the Due Date.

User Guide
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Deposit Cancellation (Reversal)

7. Click Save.

Depost f Cancellation

Regervation =]
ONEEET S1o0.00 J $2.00 :
5.1 wom L'h.au:lcin
$100.0
Deposit -]
< Rpquired Bleld
o s ek Dute
Wi - + 09.04.2021
e F * Dhrpeond Armst
Q es D
Cancellation =}
Mo results found.

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

Depost / Cancellabon

Reservation =
TOUERET S100.00 $0.00
5000 Cheiin '
$100.00
Deposit [=]
-ﬂ Wit (DR,
Dhepenit Rude Type Fqueited Paid Dutniareing  Commests
Dappcriat Tuibd - Blanual B0y S0 000 SIS000  Flat Amoorni ¥
it Al « Mbfeusl L § 30,00 [T £ 3300 i
Canceflation 2
Mo reslts found,

Deposit Cancellation (Reversal)

To cancel an advanced deposit:

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

User Guide
G37014-01 July 24, 2025
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Deposit Cancellation (Reversal)

Search for and open the reservation.

Click I Want To... and select Deposit | Cancellation.
Enter a negative amount in the Deposit Amount field.
Enter the Due Date.

Enter the comments, if any.

Click Save.

N o g M e Dd

f:u"|.'u.'|e.i|: J Cancellaton

Fessirvation =]
2015857 $100.00 0000
£40.00 Check in
Froseciod Soc Bl
$100.00
Deposit =]
+ Required Field
- PeETiag: = Pt Dy
Rooms - + 5042021 =
s Dhpeiant Adsdaiinl et
D. 1000 UED Deposit Reversal

Cancellation |

[=

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

Deposit / Cancellation

Reservation 2
2015957 S100.00 50.00
54000 Chack in
£100.00
Deposit =]
1 H§
£ Verw Optices
Diepat Fode Type Ftvusted Faid Quistanding  Comments
Deposal Bule - Manual B § 8000 F5080 1000  Depost Bole FT l
Deposd Fulg - Wanugl Rooms 13000 0] 3000 I
Depost Fuke - Manoal RO 58000 $0.00 -§7000 - Deposh Revevsal H
Cancetlation =]
Mo results found.

User Guide
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Tokenize and Import Credit Cards for Rooming List Functionality

Tokenize and Import Credit Cards for Rooming List Functionality

See https://docs.oracle.com/search/?
g=OPERA+Cloud+Rooming+List&lang=en&category=industries&product=en%2Findustries%2
Fhospitality for details. Refer to Importing and Mapping a Rooming List File with Tokenized
Credit Cards topic.

User Guide
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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 Advance check in:

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

3. Click I Want To... .

4. Select Check In.

o

"
Mg B, T
L "
o
Voemt [ —
X Praparty = — [_I
a [+ ]
| Le] BEIIL
-]
& I:I il
ol vipimery (1] Sy Dy Cmpesn Cosqmipnen |11 Bpymaed lngirprses
Py— Cmmuriatind (1] Byturn B Poot Phryt (1] ik gl €1

5. Onthe Check In Reservation screen, review the guest reservation details:

a. Inthe Room Selection panel, assign a room to the reservation.

User Guide
G37014-01 July 24, 2025

Copyright © 2022, 2025, Oracle and/or its affiliates. Page 1 of 6


https://docs.oracle.com/en/industries/hospitality/opera-cloud/23.2/ocsuh/c_advance_check_in.htm#AdvanceCheckIn-80575A70

ORACLE Chapter 4
Advance Check In
O e
a & __:I
{ B ] a
iy L] L]
K (=] D"--r-r!
ErmyesEm
b. Select the Verify Payment panel.
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.
0
N 9
= T T
® 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 by the OPI Installer).

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.
User Guide
G37014-01 July 24, 2025
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Advance Check In

Sedect a Credit Card Terminal

)  Comfirm or sebect am attivnute Bcatson

Upon Terminal Selection:
e The payment device will alert the customer to present the card.

e 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 / tokenization, the guest will be Advanced checked in.
To review the guest’s reservation information, click Go to Reservation.

Manage Reservation

L IR0
#
TR TR ) Rariyad 4
=2
L Ih‘.t kL 1 TBED Erwpas THR
1;)}' Hx =D . g 1Bl I.Il;-CIDO

BT bl

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

e e

Pt Ty Lot et (B EeS T — e R

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

User Guide
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Get Token & Pre-Authorization
Check in (Card Present)

The check-in process described below is the same from any area of the application where
check-in is initiated. Refer to the 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:

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

3. Click I Want To... and select Check In.

4. On the Check In Reservation screen, review the guest reservation detalils:

a. Inthe Room Selection panel, assign a room to the reservation.

b. Select the Verify Payment panel.

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.

5. Click Complete Check In.

User Guide
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Copyright © 2022, 2025, Oracle and/or its affiliates. Page 4 of 6


https://docs.oracle.com/en/industries/hospitality/opera-cloud/23.2/ocsuh/ch_front_desk.htm#FrontDesk-B99788DC
https://docs.oracle.com/en/industries/hospitality/opera-cloud/23.2/ocsuh/ch_reservations.htm#Reservations-Intro-B980D12E

ORACLE Chapter 4
Get Token & Pre-Authorization

"o =

@® Note

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

6. 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.

7. Click Select Terminal.

Sedect a Credit Card Terminal

fact Berrraresl

Upon Terminal Selection:
e The payment device will alert the customer to present the card.

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

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

*  Upon successful authorization, the guest will be checked in.

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

User Guide
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Get Token & Pre-Authorization

9. The guest is checked in successfully. To review the guest’s reservation information, click
Go to Reservation.

'II--'-..IW.--- & e -
Check In Reservation B
[ —
0 = CI=Ey
. o W Dana Claciadin
B e
s [=]
— e e —— e
? e . o —_ -y
[Er= = Do
B TR M
[
ey
e— | I
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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’s 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 J

| New/Edit Payment Instructions

No Post O Auto Settle Video Checkout Credit Card Authorization
3 Pre-stay Charging Type Reservation Type Credit Card History

- CC Credit Card ...
O Post-Stay Charging Days View Routing Instruction

Move Payment Method »

Window Payment Methods and Routings

ve

Window Method Card Number Expiration Card

@ q = -
Holder Payee Routing/Transaction Codes Routing Dates

1 VISA VA XX/XX OPI_Pre-auth

The Authorization and History screen appears.

5. Select theAdditional option to obtain additional authorization amount on the required
payment method or window.

User Guide
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Top Up Authorizations
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6. Enter the Authorization Amount.
7. Click Run Additional Authorization.

8. The payment processing screen appears.

Flease wait for the vendor response.

1

L.

9. Confirmation of posted authorization appears in theAuthorization and History screen.
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Post Check-In Payments

Fahowization & Hislory
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Post Check-In Payments (Card on File)

User Guide
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Chapter 5
Post Check-In Payments

Payments during the guest’s 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 click

Manage Reservation.

2. Search for and open the reservation.

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

4. Enter your credentials if requested.

a. Select the Cashier ID.

b. Enter PIN to proceed.

c. Click Login.

The Billing Information screen appears.

July 24, 2025
Page 3 of 10



ORACLE Chapter 5
Post Check-In Payments

Billing & prwtcanr i) visp . D Tuga ety
¥ = Sy
THETEE Ot Qe [T
5]
00 @ s
0o -
1 v 0D
- ':.
D Tota Darigsas Bmsmt  Seppiempnr [T— LA
= ~ .

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

Fott Charge

1 @~ 2 3 4 5 [ T ]

00 50,00 50,00 o0 000 50,00 5000
ol

- Wheth - Eapwaten # Ensier

ME - Master Card - W o ) cand Bresent TP Sebecta Card Roadher
Chear il L -

it i Tormbnsl-1 - Terminal-1

o
Gart Taken
1000 USD 1000

Apprly Crest Card Sorchargs  BOUSD

7. The payment is processed and applied to the reservation.
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@ OPERA Cloud
o | Prgrt st | i e
Billing
o
* Marthm
1“"" MC - Masier Card - &
Clear et Car S
[ BEETE =L i e 4
L]
Gerd Token
* Dt
0K -
e araanony
IR . ... Erterere
o charpes i
400 USD :!.:.CT.
9 veew 5o O Cveerice Detst Activity to Frocess Rebate it
s
O owe EF view Opons
O i Code Description Posted Amoont  Status Window ME
] i 12500 e 2 i o

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

Search for and open the reservation.

1.
2.
3. Click I Want To... and 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 Pinor
Pay Only.

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

User Guide
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Post Check-In Payments

I X

| Post Charge

visa Vi 2 3 4 5 6 7 8 1"
€20.00 €0.00 €0.00 €0.00 €0.00 €0.00 €0.00 »

€50.46

= Method Card Holder
CP - Chip and Pin ~ ViIsA

Clear Credit Card Terminal
Card Number Select a Credit Card Terminal
Get Token
* Expiration
Card Present
* Amount Total Amount Supplement
5046 EUR €22.00

Reference
| Surcharge

a Apply Credit Card Surcharge €2.00

Apply Payment

@ 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 by the OPI Installer).

8. 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 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.

Payment Processing

l

Processing Amount
Window 2 €50.46

Method
CP - Chip and Pin  {{i#

@ Confirm or select an altemate location

@ Display All Terminals

No Device Area

®

Select Terminal

9. The payment applies to the guest folio.
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Chapter 5
Post Check-In Payments

Post Check-In Payments with CC Surcharge

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

1.
2
3
4,
5
6

User Guide
G37014-01

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

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

Select the guest room which requires the payment.

Click Post Payment .

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.

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,
refer to the above steps for details

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

—
visa VI 2 3 4 5 6 7 8 1"
€20.00 £€0.00 €0.00 £0.00 €0.00 €0.00 £0.00 »

€50.46

* Method Card Holder
CP - Chip and Pin ~ VisA
Clear Credit Card Terminal
Card Number Select a Credit Card Terminal

Get Token

* Expiration

XX/XX Card Present

* Amount Total Amount Supplement

5046 EUR €22.00

- Reference
Surcharge

Apply Credit Card Surcharge ~ €2.00

Apply Payment

July 24, 2025
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Chapter 5
Adding Alternate Credit Card for Incidentals: After Check-In (through Chip & Pin)

@® 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).

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.

!

Payment Processing

Pracessing Amount
Window 2 €50.46

Method

CP - Chip and Pin ([

@ Confirm or select an altemate location

[ @) Display All Terminals

No Device Area

®

Select Terminal

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

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:

User Guide
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1
2
3
4.
5
6

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

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

Click Window 2.

Select Payment Type as CP-Chip and Pin and the Authorization Rule as needed.
Click OK to save.

July 24, 2025
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Adding Alternate Credit Card for Incidentals: After Check-In (through Chip & Pin)

Fayment Instructions

[ I AL Satthe o
B Pre-stay Changing wierart o T
. CHECKED BN Creonen
] 3y Changng
- +
Window Payment Methods
——
Window 1 Wnsiw J Wiedow 1 Wndcw & Window § Windiw § Window 7T WS
WIEA VA W P w— D5 WIgA VA WS4 VA WHSA A WIS WA smnen. A
* ideio = pei, el Binad
€P . Chip and Pin - Lo § - Amownt - Terminal-1 - Terminal-1
Claar oy r— s Eedl Wik
Select o Credit Caad
201
Gt Token -
et 0 cetin Emad

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

Authorization & Histony

VA - Wisa VISA = 474 63234
474 55334

o .00

CP - Chip snd Pin [0 100, 16566

I:I..I:I:I . 1,00, 36465

[ cwrd Bresent

8. Select the alternate payment (in this case CP) from the Window 2 and select Additional
option.

9. 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.

User Guide
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Adding Alternate Credit Card for Incidentals: After Check-In (through Chip & Pin)

Additional Authorization

* Required Field
Method

CP - Chip and Pin [0

Carg Number

Expiration

I:'I Card Present
Lard Moader
Credid Card Terming!

Terminal-1 - Terminal-1

Curmently Autmonized Amcort
0.00

Folko Balance

1.03,165.66

= Ruthorization Amount

103,366,866 USD

Cancel

Fun Additionsl Authonzation

User Guide
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Check Out

Settlement

To process a check out and settle guest charges:
1.
2.
3.

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

Search for and open the reservation.
Click I Want To... and select Check Out.
a. Select the Cashier ID.

b. Enter PIN to proceed.

c. Click Login

The Folio Settlement confirmation screen appears.

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.

Verify theAmount to be settled and click Settle and Send Folio.

Gt Token

Cedle

5¥#E00 USD

w300

Deescriphinn

W

O

55,00

Podsted Ameunt  Stabud

¢ Reader)

Tarmibnal-1 - Terminal 1

addhi1d

Windew

x|
[~roven

Copyright © 2022, 2025, Oracle and/or its affiliates.
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ORACLE Chapter 6
Pay Only

6. Select the Destination option for the folio, and then click Process to view the report.

7. Click Check Out Now.

1 e
ETT)
" SRl v A Eid St
VA - Wisa - O N T M Resder]
- SO ey B
& b Tarminsl 1 . Tarminal. 1
(O
Gt Toian
'H e A Tt
T AT oo
e ot
B ey et Cand Suithaigs  SOU00
| 3 virs Cptora
| tode Bescrigticn Posted Amonrt  $2atun Wirdaree
B2 Viaa SRIE0E  Postied o 05-08: 221 i et Bgoeipt
[ Vg BIR00  Postied om 05-04- 021 ' Erep—
)

8. The guest is checked out successfully. To review the guest’s reservation information, click
Go to Reservation.

Pay Only

To process the pay only payment:

User Guide
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Pay Only

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

Click I Want To... and select Billing.

P W NP

Enter your credentials if requested.

a. Select the Cashier ID.

b. Enter PIN to proceed.

c. Click Login.

The Billing Information screen appears.

5. Click Post Payment.

1 o (%] -
s - C=xy
- = s - TP
.
-]
o
1 — T 100
-]
[=9 s T e I e e =
- —

6. Select the 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.

Post Charge
I
1 VISAVA 2 VISAVA 3 @ MC 4 5 6 i 8
$0.00 $0.00 $0.00 $0.00 $0.00
$12.00 $0.00 $0.00
* Method Card Holder
[ PO - Pay Only > ] =2
Clear Credit Card Terminal
Card Number MSO - MSO
Get Token
Expiration
Add
* Amount Total Amount Supplement
12.00 USD $12.00
Surcharge Reference

Apply Credit Card Surcharge ~ $0.00

Apply Payment

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

I

0,00 $ixi00 000
5, 14400 .00 o oo #m
= bt * Lapiston 3 S e
TR ™ - | e U B Carci Presere AP Readert
ata Tormsinal-1 - Terminad 1

5100 USD L

8. Upon successful response, verify the Amount to be settled and click Apply Payment.

B ——
1 w3 v 3 w4 F == [ T &
003 LRFRE. ] £8.00
Fog E et 300 {8 §00%
= At + Lgaation iz b
W Vs T TAK [0 card pomant W Bapden
. Torminal-1 - Terrinal- 1
Li]
Gat Token
Rrasmrl iy A i
noe LSO N
| hpply Cowd Card rchurge 5008
L v
Cod Dewrigtion Pagiad hmgunr  frascd Wi red e
[ (] P Ri0  Posed om 0h-04- 02T i Pt e
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Other Transactions

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:

1.

User Guide
G37014-01

Using the tokenised card on file

Using a MOTO card transaction

From the OPERA Cloud menu, select Front Desk, then select Departures.
Enter search criteria, then click Search.

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

Click Reinstate Reservation.

Esfing . [¥] T Fage b
' : - oy
po =
a
Al @
S - :-J
Or

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.

Click Reinstate.

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

July 24, 2025
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Delayed Charges
Billing W e 7] o .
' = CIEEEY
il Db Vs @ a1 s
o
Owtawn - @
o
1 e $0.00
n P T s S | |
Duss Castn [ PRS- LrrT— M.
| =)

8. Click Post Payment.

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

—

1 WA Ve 2 3 4 5 [ Fi ]

0.0 58,00 56,00 000 $8.00 $0.50 5,00
5420

T

VA - Vi - WA
Clear . "

M5O . M5O
1]
Get Token
B card pre
ik -
420 usp B

000

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— OPERA Pay) section for details.

11. Click Apply Payment to activate the Payment device.

@® 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 by the OPI Installer).

12. 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.

User Guide
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Refunds

Payment Processing

l

Processing Amount

Window 2 €50.46

Method
CP - Chip and Pin [}

@ Confirm or select an altemate location

O Display All Terminals

No Device Area

O]

Select Terminal

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

Refunds

@ Note

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

* 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.

User Guide
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Refunds

@® Note

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.

*  From the Administration menu, go to Enterprise | OPERA Controls | Groups |
Cashiering | Parameters

e Turn On Credit Card Rebate Validation option

Cashiering

Parameters

Credit Card Rebate Validation
Allow making a rebate by Credit Card Number. In addition, OPERA will verify that the rebate amount does not exceed the previously charged amount to the credit card.

Configure Setting X

Credit Card Rebate Validation

Allow making a rebate by Credit Card Number. In addition, OPERA will
verify that the rebate amount does not exceed the previously charged
amount to the credit card.

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

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

< 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:

* Refund feature needs to be activated by the Payment Service Provider.

* OPERA Cloud users need privileges to process the negative payments.

To process a 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.

User Guide
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Refunds
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3. Click I Want To... .
4. Select Billing.
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5. Enter your credentials if requested.
6. Select Post Payment.
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Refunds
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7. Enter negative amount in the Amount field.
8. Provide Reference details, if any. This field is mandatory for refunds in OPERA Cloud.
9. Click Apply Payment.
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Refunds

Refund to a new card

Refund can be made at any time from the billing screen using a new card that is presented.

@® Note

*  You will not be able to process a refund to a new card with no debit activity if the
OPERA Control Credit Card Rebate Validation is active within the property.

*  You can process a refund to a new card when the Exclude Rebate Validation on
PAY-ONLY when Card Number not Available OPERA Control is active. This
parameter enables to exclude the rebate validation for payments made by credit/
debit cards that are configured as pay-only, when the card number is not available.

To process the refund to a new card:

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

Search for and open the reservation.

2
3. Click I Want To....
4. Select Billing.

mrmp B g e e e S

Manage Reservation

4 et =

0w Oisn

I
L]

5
Fan " & e ® Ve
- =2
e & T e EEam
o a
I v . Ml st
e i —
= EE Fadiagem il Sy Crialy P Cormwtition LU Fegreaed irgbre e g
s il 1 i .
& Rl 111 Cpmomgrup piepa. |1 Fotarw & Pwet Stwyn 1T Limbad Popfian (11
a1}
5. Enter your credentials if requested.
6. Select Post Payment.
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7. Select the Window where the refund should be processed and select the Pay Only/Direct
Settlement payment Method.

8. Enter negative amount in the Amount field.

9. Provide Reference details, if any. This field is mandatory for refunds in OPERA Cloud.

10. Click Apply Payment. This will initiate the device to enter the card data.
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11. The payment is processed and applied to the reservation.

Post It

Post it enables you to post articles to rooms, such as mini bar items, to in-house reservation
accounts. It also allows you to settle charges immediately without a room number.

To perform post it:

1. From the OPERA Cloud menu, select Financials, select Cashiering, and then select
Post It.

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

When you select an article, that article and its price (and associated taxes) appear in the
posting window as shown in the image below.

User Guide
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3. Click Pay and select the Method of payment as one of the credit card payment types or as
(Chip and Pin) and no need to enter any card data.
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5000
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@® 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).

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.

User Guide
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Payment Processing

l

Processing Amount

Window 2 €50.46

Method
CP - Chip and Pin [}

@ Confirm or select an altemate location

@ Display All Terminals

No Device Area

O]

Select Terminal

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 the guest inserts/
swipes a card, if the transaction is successful, a Token, Card Type, Expiration, and the last
4 digits of the card number is returned to OPERA Cloud.
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6. The Report Destination window appears to print the Post It Folio.
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Declined or Failed transactions

1 - Detailed Folio (Date)

View In Currency

Report Destination -

7. Click Process to print the payment receipt for Post It Folio.

Declined or Failed transactions

There are many reasons why a transaction may decline. This can be due to insufficient funds,
the card is 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 customers card has been declined, you need to contact your Payment
Service Provider for details.

Authorizations Reversals

User Guide
G37014-01

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

OPERA Cloud does this automatically if these two conditions apply:
1. A pre-authorization exists

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 I Want To... and select Payment Instructions.

July 24, 2025
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© © N o O

Click New/Edit Payment Instructions.

Payment Instructions X

I New/Edit Payment Instructions

O No Post [ Pre-Stay Charging Credit Limit Auto Pay
O Exclude from Auto Authorization O Post-Stay Charging Reservation Type
CHECKED IN Checked In

Window Payment Methods and Routings

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

1 VISA VI XX/XX

Click the payment Method drop-down and select the payment type of your choice.
Enter the Credit Card Number.

Enter the Expiration date in MMYY format.

The new Token is received and the authorization on the previous card is released.
Click Save.

Payment Instructions X

(3 No Post (O Pre-Stay Charging Credit Limit Auto Pay

Reservation Type

CHECKED IN Checked In

O Exclude from Auto Authorization D Post-Stay Charging

Window Payment Methods

Window 1 Window 2 Window 3 Window 4 Window 5 Window 6 Window 7 Window 8
VisA VI amex| AX
* Method Card Holder Credit Card Terminal
VI - VISA ~ VISA
Clear Rule Email
Card Number 5 - Amount -
) Swiped — [ opt In Email Folio
Get Token 1000
* Expiration

Card Present

Cancel Save

10. To view the successful Authorization reversal, go to Credit Card History from the

Payment Instructions screen.

User Guide
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Authorizations Reversals

Authorization & History x

Search |
Authorizations O Payments O Refunds O Failures
Report
Authorization History
ﬂ' View Options
Status Date Approval Amount £ Credit Card Expiration Transaction Auth/Settle Card Pr
Code Type Type
Successful ~ 01.12.2024 02:: 219291 110.00 VA XX/XX Check In Authorization
Successful  01.12.2024 06:' 818664 1000... AX XXX Scheduled Authorization [:]
Successful ~ 01.12.2024 07:' 471576 1890... VA XX/XX Scheduled Authorization D
»

4
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Prepaid Cards

Prepaid Cards allow you to view and manage the details of a stored value or gift card. You can
view the card transactions, issue the card, reload (top-up) the card, or redeem the card
balance.

The prepaid card feature enables you to:

e Activate/lssue a Prepaid card
* Re-load a Prepaid card
* Redeem a Prepaid card Balance

e Balance Inquiry

@® Note

e Prepaid Cards functionality requires an active SVS Interface configured
in Property Interfaces under the Interfaces menu option in Administration
menu.

* You can access OPERA Cloud and activate the prepaid card parameter for a new
property. Once the parameter is active, all prepaid card transactions are supported
by OPI Cloud Service via service-to-service communication. See Activating
Prepaid Card Functionality for more information.

Activating/Issuing Prepaid Card

You can activate or issue transaction for a prepaid card or a stored value card (SVC). This
option allows you to activate or issue the card and add a value to the card as per the amount
given.

You can activate or issue a prepaid card either from the Reservation Information or Billing
screen.

@® Note

Only you can activate or issue a prepaid card once the guest has checked in
successfully.

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

User Guide
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Activating/Issuing Prepaid Card

@ OPERA Cloud Client Relations ¥ Bookings ¥ Front Desk ¥ Inventory ¥  Financials ¥ Channel ¥ Miscellaneous v 3 0 =
R Blocks »

Hello, ! Eents 4 Q Search Site Map o
Not you? Sign in as a different user. Reszveans D House Posting Account Dashboard last updated at 0426 PM. & Refresh =~ @ Help

New Page : Testing 1 Default1 Reservations Workspace ) Look To Book Sales Screen © Add Page

Room Diary Manage Reservation &

© Add New Tiles

Reservation Sales Screen

2. Search for and open the reservation.
3. Click Prepaid Card details link.
Or
4. Click I Want To... and then select Billing.

Enter your credentials if requested.

a.
b.

C.

Select the Cashier ID.
Enter PIN to proceed.
Click Login.

The Billing Information screen appears.

Billing

& Notifications | @ Help & PageRefresh

b o

Status Room Balance
Checked In 9 105 $0.00

242113
B Show Less

Arrva Room Code O Fixed Rate Vembershio Tyoe
09-23-2022 1 STDK

Biock Code
Departus
09-24.2022 sat

Expe: ure Time

& Hide Unpopulated

Reservation Billing

Stay Details | Call History | Confirmation Letters ~ eCoupons | eSigned Registration Cards Payment Instructions | Deposit / Cancellation | Fixed Charges | Prepaid Cards ~ Routing Instructions

External tem Inventory | Lirked Reservation | Locators — Package: Profile
Track it | Transportation Future & Past Stays (1) | Linked Profiles (1) | Accompanying Profiles | Awards | Communication
1S Membership |~ Preferences
Attachments = Guest Messages Notes = Service Requests = Traces Wakeup Call

Post Payment

Post Redemption

5. Click Prepaid Card details link.

Prepaid Cards 0

Issue Card

No results found.

6. Click Issue Card.
The Prepaid Cards screen appears. Complete the following:
a. Prepaid Card Interface: Select the prepaid card interface from the list.
b. Card Number: Enter the gift card number.

c. Namel/First Name: Default the primary profile linked to the reservation.
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d. Amount: Enter the issue amount.
e. Payment Options:

i. Post Amount to Room: Select the post issue amount to guest folio (reservation
account).

® Note

This option is available only once the guest is checked in.

Or

ii. Make Payment: Select the payment needs to be provided at this time. This option
requires payment for the gift card at the time the card is issued.

i. Method: Select a payment method from the list.

You can enter credit card details manually through OPERA Pay. See Credit
Card Guarantee through the OPERA Cloud Application (Manual Entry—
OPERA Pay) for more information.

ii. Card Number: Enter credit card number.

iii. Expiration: Enter credit card expiry date.

Prepaid Cards X
* Required Field
+ Prepaid Cards Interface Sirst Mamz = Amount
Q 100.00 | USD
PREPAID SYSTEM = Card Mumber
Name
Payment Options
nt To Room Make Payment
O Amount will be posted to the guest folio. O Payment needs to be provided at this time.
+ Method Card Holder
-
Clear Credit Card Termina
Card Number Select a Credit Card Terminal

f. Click Issue Card.
User Guide
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ORACLE’

Chapter 8
Reloading (Top-up) Prepaid Card

Prepaid Cards x

* Required Field

* Prepaid Cards Interface

Q OP! Cloud Service SVS Interface

# Card Number

* Name

Payment Options

Post Amount To Room

(® Amount will be posted to the guest folio.

Room Name Reservation Status

First Name

* Amount

200.00 | USD

Make Payment

QO Payment needs to be provided at this time.

Alternate Name Arrival Departure No Post

105 Checked In

09-23-2022 Fri 00-24-2022 Sat

Reloading (Top-up) Prepaid Card

CEnCEI

You can reload transaction for a prepaid card or a SVC. This option allows you to add funds to

the prepaid card.

You can reload a prepaid card either from the Reservation Information or Billing screen.

® Note

You can reload a prepaid card once it is issued.

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

Manage Reservation.
2. Search for and open the reservation.
3. Click Prepaid Card details link.

Or

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

Enter your credentials if requested.
a. Select the Cashier ID.

b. Enter PIN to proceed.

c. Click Login.

The Billing Information screen appears.

User Guide
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ORACLE

Chapter 8
Reloading (Top-up) Prepaid Card

5.

Billing & Notifications | @ Help |  Page Refresh
i - CIES
Confirmatio Status Room Baiance
2421131 Checked In 9 105 50.00
& Show Less
-]
Arrval Rate Code O Fixed Rate Membership Type
09-23-2022 éi ve =
Departure Rate Hoelo Member Number
09.24.2022 Sat $10.00 - —
Expected Departure Time
B Hide Unpopulated
Reservation Billing
Stay Details | Call History | Confirmation Letters  eCoupons | eSigned Registration Cards Payment Instructions | Deposit / Cancellation | Fixed Charges | Prepaid Cards  Routing Instructions

Extemal References | Item Inventory | Linked Reservation | Locators | Packages | Shares

Profile

Hackin, | drengporsion Future & Past Stays (1) | Linked Profiles (1) | Accompanying Profiles | Awards | Communication

Notifications Membership | Preferences

Alerts | Attachments | Guest Messages —MNotes  Service Requests  Traces  Wakeup Call

Post Redemption

Click Prepaid Card details link.

The Prepaid Cards screen appears.

Prepaid Cards x

Issue Card

£* view Options

Name Card Number Balance  Issue Date Expired Date

19.21  02-21-2023 Tue

Manage

Select a card, click the vertical ellipsis, and click Manage.

The Prepaid Card information screen with card details, including card balance, appears in
the left-side panel; card transaction details are in the right-side panel.

User Guide
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ORACLE Chapter 8
Reloading (Top-up) Prepaid Card

]
i Prepaid Cards x I
Search e

Property Prepaid Cards Interface Card Number

Issue Card

- Card Details (QPERA Transactions
Balance Date Number Type Amount
e 02-21-2023 Issue $200.00

Issue Date
02-21-2023 Tve

Expiry Date

7. Click Reload Card.
The Reload Prepaid Card screen appears.
a.  Amount: Enter the reload amount.
b. Payment Options:

i. Post Amount to Room: Select Amount will be posted to the guest folio option
to post the payment to the guest account.

Or

ii. Make Payment: Select the Payment needs to be provided at this time option to
pay for the prepaid card reload at the time of reload.

i. Method: Select a payment method from the list.

You can enter credit card details manually through OPERA Pay. See Credit
Card Guarantee through the OPERA Cloud Application (Manual Entry—
OPERA Pay)for more information.

ii. Card Number: Enter credit card number.

iii. Expiration: Enter credit card expiry date.
c. Click Reload Card.

User Guide
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ORACLE

Reload Prepaid Card

Chapter 8
Redeem Prepaid Cards

|

* Required Field

Prepaid Cards Interface
* Card Number

* Name

Payment Options

Post Amount Te Room

(® Amount will be posted to the guest falic.

Room Name Reservation Status

First Name

* Amount

500.00 USD

Make Payment

QO Payment needs to be provided at this time.

Alternate Name Arrival Departure No Post

105 Checked In

09-23-2022 Fi 09-24-2022 Sat

Redeem Prepaid Cards

Cancel Reioad Card

You can enter a redemption amount equal to or lower than the card balance and not exceeding

the folio balance.

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

Manage Reservation.

User Guide
G37014-01

Search for and open the reservation.
Click I Want To... and then select Billing.
Enter your credentials if requested.

a. Select the Cashier ID.

b. Enter PIN to proceed.

c. Click Login.

The Billing Information screen appears.
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ORACLE Chapter 8
Redeem Prepaid Cards

Billing & Notificstions | @ Help & Page Refresh
b s [p=x]
Cenfirmation Status Room Balance
2421131 Checked In e 105 $700.00
B Show Less
Arrival Room Type Rate Code [ Fixed Rate Membership Type
09-23-2022 Fri STDK TYP —
Desarire Rate ok Coce Member Number
09-24-2022 sat $10.00 -
Expected Departure Time
B Hide Unpopulated
Reservation Billing
Stay Details | Call History | Confirmation Letters | eCoupons | eSigned Registration Cards Payment Instructions | Prepaid Cards (1) | Deposit/ Cancellstion | Fixed Charges
External References | Item Inventory | Linked Reservation | Locators | Packages | Shares Routing Instructions
Track It | Transportation Profile
Notifications Future & Past Stays (1) | Linked Profiles (1) | Accompanying Profiles | Awards |~ Communication
Alerts | Attachments | Guest Messages | Notes | Service Requests | Traces = Wakeup Cal Membership | Preferences
SortBy: | Default - | views: El 0o ® Windows
QO Other Reservations
1~ visaVA $700.00
Drag and drop postings from
o B} o o jow to anather
ost Charge | Informa H °
28 o Antione Ey—r
#, L) |
Confirmation Status Room Balance
2421131 Checked In e 108 $700.00
E— N $0.00
3
$0.00
4
$0.00
5
$0.00
6
$0.00
7
$0.00
8 I
$0.00 ‘

4. Click Post Redemption.
The Payment Information screen appears.
a. Select the billing window to post redemption.
b. Select a card from the list.
i. Click Get Balance to request card balance from vendor.

ii. Amount to Redeem. Enter the amount to redeem on the prepaid card and post as
payment towards settlement; amount cannot be greater than card balance.

iii. Click Redeem.
Or
c. Click Add Row to add a card to the reservation.
i. Name. Enter name on card.
ii. Card Number. Enter the card number.
iii. PIN. Enter card PIN (if required).

iv. Click Get Balance to request card balance from vendor.

User Guide
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ORACLE Chapter 8
Balance Inquiry

v. Amount to Redeem. Enter the amount to redeem on the prepaid card and post as

payment towards settlement; amount cannot be greater than card balance.

vi. Click Redeem.

- Payment of-for Room 105 x

1 wisavA | 2 3 4 5 6 7 8
$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
$700.00
¥ view Options Add Row
Interface Name Card Number PIN Card Balance Amount to Redeem
12025 KK Get Balance £ usD I Redeem I
Amount Due

$700.00

I - r=yent of I for Room 105 x

1 ViIsAVA 2 3 4 5 6 7 8
$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
$700.00
£} view Options Add Row
Interface Name Card Number PIN Card Balance Amount to Redeem
12025 XK 2246 € 1000 | UsD [ Redeem |

Amount Due

$690.00

Payment(s) will be posted to the selected billing window.

Balance Inquiry

You can inquire for the balance of a prepaid card or store value card from the vendor.

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 Billing.
Enter your credentials if requested.
a. Select the Cashier ID.
b. Enter PIN to proceed.
c. Click Login.

The Billing Information screen appears.

User Guide
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ORACLE Chapter 8
Balance Inquiry

Eil\mg & Notifications | @ Help | & Page Refresh
b s [p=x]
Cenfirmation Status Room Balance
2421131 Checked In e 105 $700.00
B Show Less
Arrival Room Type Rate Code [ Fixed Rate Membership Type
09-23-2022 #i STDK TYP —
Desarire Rate ok Coce Member Number
09-24-2022 sat $10.00 -
Expected Departure Time
B Hide Unpopulated
Reservation Billing
Stay Details | Call History | Confirmation Letters | eCoupons | eSigned Registration Cards Payment Instructions | Prepaid Cards (1) | Deposit/ Cancellstion | Fixed Charges
External References | Item Inventory | Linked Reservation | Locators | Packages | Shares Routing Instructions
Track It | Transportation Profile
Notifications Future & Past Stays (1) | Linked Profiles (1) | Accompanying Profiles | Awards |~ Communication
Alerts | Attachments | Guest Messages | Notes | Service Requests | Traces = Wakeup Cal Membership | Preferences
SortBy: | Default - | views: El 0o ® Windows
QO Other Reservations
1~ visaVA $700.00
Drag and drop postings from
[ . o low to anather
ost Charge | Informa °
28 o Antione E—
#, L) |
Confirmation Status Room Balance
2421131 Checked In a 105 $700.00
E— N $0.00
3
$0.00
4
$0.00
5
$0.00
6
$0.00
7
$0.00
8 I
$0.00 [

4. Click Post Redemption.

The Payment Information screen appears.

a. Select the billing window to request the card balance.

b. Select a card from the list.
i. Click Get Balance to request card balance from vendor.
Or

c. Click Add Row to add a card to the reservation.
i. Name. Enter name on card.
ii. Card Number. Enter the card number.
iii. PIN. Enter card PIN (if required).

iv. Click Get Balance to request card balance from vendor.

User Guide
G37014-01 July 24, 2025
Copyright © 2022, 2025, Oracle and/or its affiliates. Page 10 of 11



ORACLE Chapter 8
Balance Inquiry

- Payment of-for Room 105 x

1 wisavA | 2 3 4 5 6 7 8
$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
$700.00

¥ view Options Add Row

Interface Name Card Number PIN Card Balance Amount to Redeem

12025 KO Get Balance £ usD I Redeem I
Amount Due
$700.00

I - r=yent of I for Room 105 x

1 ViIsAVA 2 3 4 5 6 7 8
$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
$700.00
£} view Options Add Row
Interface Name Card Number PIN Card Balance Amount to Redeem
12025 OO 2246 2 10.00 usD l Redeam l

Amount Due

$690.00

You can view the balance under Card Balance for the selected billing window.

@ Note

Once a Get Balance action is performed, the user can continue to retrieve an
updated Card Balance from the vendor by clicking Get Balance

icon.
User Guide
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Bulk Prepaid Cards

Bulk Prepaid Cards allow you to process multiple records simultaneously when issuing or
redeeming Prepaid Cards. You need to activate the Prepaid Multi Record Processing
parameter for a new property before issuing or redeeming prepaid cards.

The bulk prepaid card feature enables you to:

Issue bulk Prepaid cards

Redeem bulk Prepaid cards

® Note

e Prepaid Cards functionality requires an active SVS Interface configured
in Property Interfaces under the Interfaces menu option in Administration
menu.

*  You can access OPERA Cloud and activate the prepaid multi record processing
parameter to perform Bulk prepaid card transactions. See Activating Prepaid Card
Multi Record Processing for more information.

Activating/Issuing Bulk Prepaid Cards

You can activate or issue transaction for bulk prepaid cards or a stored value cards (SVC). This
option allows you to activate or issue multiple cards and add a value to each card as per the
amount given.

You can activate or issue a prepaid card either from the Financials—>Cashiering—>Manage
Prepaid Cards—>Issue Prepaid Card Information or Front Desk—>In House—>Manage
Reservation—>Billing> Prepaid Cards screen.

1.
2.

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

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

Click Prepaid Card details link.

Or

Click I Want To... and then select Billing.
Enter your credentials if requested.

a. Select the Cashier ID.

b. Enter PIN to proceed.

c. Click Login.

The Billing Information screen appears.
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ORACLE Chapter 9
Activating/Issuing Bulk Prepaid Cards
Home / Front Desk / In House / Billing < Back to In House
Billing & Notifications = @ Help = & Page Refresh
d .
i @
345206‘;1 Checked In 21B €7,0§U.00 éo.éo :
B Show Less
o]
02.09.2022 s St e e et
z;;;zmozz Thu ;“;KVW ;;;uoo — e
B Hide Unpopulated
Reservation Billing
Call History (1) = Stay Details = Confirmation Letters  eSigned Registration Cards = External References Payment Instructions = Deposit / Cancellation | Fixed Charges = Prepaid Cards | Routing Instructions
Linked Reservation | Packages = Shares | Transportation Profile 1
Notifications Communication (1)  Future & Past Stays (3) ~ Linked Profiles (1)  Accompanying Profiles
Alerts ~ Attachments | Notes Membership | Preferences
oty | Defaut - ves[T]00  © windows
5. Click Prepaid Card details link.
6. Click Issue Card.
The Prepaid Cards screen appears. Complete the following:
a. Prepaid Card Interface: Select the prepaid card interface from the list.
b. Name/First Name: Default the primary profile linked to the reservation.
c. Card Number: Enter the gift card number.
d. PIN: Enter the pin number.
e. Amount: Enter the issue amount.
f. Click
Add Rows
to add multiple cards simultaneously for issuing Prepaid Cards. To add multiple cards,
you can repeat steps c¢ through e.
g. Payment Options:
i. Post Amount to Room: Select the post issue amount to guest folio (reservation
account).
® Note
This option is available only once the guest is checked in.
Or
ii. Make Payment: Select the payment needs to be provided at this time. This option
requires payment for the gift card at the time the card is issued.
i. Method: Select a payment method from the list.
You can enter credit card details manually through OPERA Pay. See Credit
Card Guarantee through the OPERA Cloud Application (Manual Entry—
OPERA Pay) for more information.
ii. Card Number: Enter credit card number.
User Guide
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ORACLE Chapter 9
Redeeming Bulk Prepaid Cards

iii. Expiration: Enter credit card expiry date.

h. Click Issue Card to issue multiple cards.

Prepaid Cards x

* Required Field

* Prepaid Cards Interface * Name First Name
Q
SVS Single Interface
- 1|4 Add Rows
* Card Number PIN * Amount
10.00 EUR
20.00 EUR Delete
10.00 EUR Delete
10.00 EUR Delete
10.00 EUR Delete
Payment Options
Post Amount To Room Make Payment
® Amount will be posted to the guest folio. QO Payment needs to be provided at this time.
Room Name Reservation Status  Alternate Name Arrival Departure No Post
21B Checked In 02.09.2022 Wed 02.10.2022 Thu

The Delete option allows you to delete specific record.

The issued multiple cards are displayed as shown below.

Prepaid Cards X

Issue Card

' L¥ View Options

Name Card Number Balance Issue Date Prepaid Card  Expired Date
5331 01102024 Wed
8392 01.102024 Wed
5084 01.102024 Wed
8126 01102024 Wed
5587  01.102024 Wed

Redeeming Bulk Prepaid Cards

This option allows you to redeem multiple cards with amounts and balances at a time.

User Guide
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ORACLE Chapter 9
Redeeming Bulk Prepaid Cards

® Note
Amount to Redeem cannot be greater than the balance amount
Amount to Redeem cannot be a negative value
*  Amount to Redeem cannot be zero

» Total Amount to Redeem cannot be greater than the balance of the folio where
the redemption is going to be posted

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

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

Or
3. Click I Want To... and then select Billing.
Enter your credentials if requested.
a. Select the Cashier ID.
b. Enter PIN to proceed.
c. Click Login.

The Billing Information screen appears.

Home / Front Desk / In House / Manage Reservation / Billing < Back to Manage Reservation

Billing & Notifications = @ Help = € Page Refresh
# e
Confimatior Roon Balance Comp Balance ©)
3403770 Checked In - €90.00 €0.00
I show More
Sort By: | Default ~  views: (] 00 ® Windows
Q Other Reservations
17 e AX €90.00
Drag and drop postings from
Post Charge | Information Folio [KR8 °”°d"”‘”“’°“"° another
window.
L¥ View Options 8 results

() pate Code Descrintion Amount _ Supplement Reference

4. Click Post Redemption.
The Payment Information screen appears.
a. Select the billing window to post redemption.
b. Select a card from the list.
i. Click Get Balance to request card balance from vendor.

ii. Amount to Redeem. Enter the amount to redeem on the prepaid card and post as
payment towards settlement; amount cannot be greater than card balance.

c. To redeem multiple cards, you can repeat steps a through b. Click Redeem.
Or

User Guide
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ORACLE Chapter 9
Redeeming Bulk Prepaid Cards

d. Click
Add Rows

to add multiple cards simultaneously for redeeming Prepaid Cards.
i. Name. Enter name on card.

ii. Card Number. Enter the card humber.

iii. PIN. Enter card PIN (if required).

iv. Click Get Balance to request card balance from vendor.

v. Amount to Redeem. Enter the amount to redeem on the prepaid card and post as
payment towards settlement; amount cannot be greater than card balance.

vi. To redeem multiple cards, you can repeat steps i. through v. and click Redeem.

1 ame AX 2 3 4 5 6 7 8
€0.00 €0.00 €0.00 €0.00 €0.00 €0.00 €0.00
€0.00
LF View Options Add Row
Interface Name Card Number PIN Card Balance Amount to Redeem
SVS Single Interface XXKX Get Balance & EUR
SVS Single Interface XXXX Get Balance & EUR
SVS Single Interface XXXX Get Balance & EUR
SVS Single Interface XHXX Get Balance < EUR
Amount Due
€40.00

1 awec AX 2 3 4 5 6 7 8
€0.00 €0.00 €0.00 €0.00 €0.00 €0.00 €0.00
€90.00
LF View Options Add Row
Interface Name Card Number PIN Card Balance Amount to Redeem
SVS Single Interface X0 6473 © 20.00 | EUR
SVS Single Interface XK 1405 & 10.00 EUR
SVS Single Interface X0 3468 < 10.00 EUR
SVS Single Interface XHXKK 1464 & 10.00 EUR
Amount Due
€40.00

Payment(s) will be posted to the selected billing window. The redeemed multiple cards are
displayed as shown below.

User Guide
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ORACLE Chapter 9
Redeeming Bulk Prepaid Cards
I Information
1 awe AX 2 @ Successfully processed 7 8
€0.00 €0.00 €0.00 €0.00 €0. )
€40.00
£} View Options Add Row
Interface Name Card Number PIN Card Balance Amount to Redeem
SVS Single Interface XXXX 6473 EUR
SVS Single Interface XXXX 14.05 EUR
SVS Single Interface XXXX 34.68 EUR
SVS Single Interface KRRX 14.64 EUR
Amount Due
€40.00
User Guide
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Pay By Link

The OPI Cloud Service supports Pay By Link functionality. When a hotel guest makes a
reservation, OPERA Cloud sends a Pay By Link URL request to the Payment Service Provider
through OPI.

Send a payment link (including URL) to the hotel guest through email
Check the payment status for the reservation.

Check Pay By Link payment status during the Payment status check at Check-in and
Cancel Reservations.

You need to configure the Pay by link endpoint, activate the below controls, and configure
email settings for Pay By Link functionality:

Updating Core Configuration with PSP Endpoints — See Updating Core Configuration with
PSP Endpoints for more information.

Activating Pay By Link functionality — See Activating Pay By link Functionality for more
information.

Configuring Advanced Deposit Handling — See Configuring Advanced Deposit Handling
for more information.

Configuring Pay By Link Delivery by Email — See Configuring Pay By Link Delivery by
Email for more information.

Send Payment Link

The Send Payment Link allows you to send the payment link (including URL) to the guest
through email.

S A

User Guide
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@® Note

The Pay By Link option is available only for Reservations in ‘Arrival’ and ‘Reserved’
status.

From the OPERA Cloud menu, select Front Desk, and then select Arrivals.
Search for and open the reservation.
Click I Want To... and select Deposit | Cancellation.

In the Deposit panel, click New and complete the following.
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ORACLE

Chapter 10
Send Payment Link

Deposit §f Cancellation

Reservation 2
I0IERET $150.00 .00
5150.00 Chack In
£100.00
Depant 2

Diepesait Ruule Typs Réguerted Paid Cutitanding  Commenti

Cepo - LiErar £ 5153 50 1 0 Flak A
Cancollation |

Mo results found.

e.

Deposit Rule: Select a deposit rule from the list to setup the deposit requirements or
manually enter details.

Rule Selection )¢

ﬁ' View Options

Rule Comments Due Date Amount  Percentage Percentage Due
FULL1DAY Full deposit 19.02.2022 €0.00 100.00%
FULL Full Deposit 17.02.2022 €100.00
Description 17.02.2022 €15.00
FLAT60 flat 60 amount 19.02.2022 €60.60

Cance

Percentage: If a deposit rule was selected a percentage of the rate will populate the
field; update as required.

Deposit Amount: If a deposit rule was selected a deposit amount will populate to the
field; update the deposit amount as required.

Due Date: If a deposit rule was selected a due date will populate to the field; update
the deposit amount as required.

Comments: Enter any comments applicable.

5. Click Save.

User Guide
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ORACLE

6.
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Chapter 10
Send Payment Link

Deposit / Cancellation

l

Reservation =
Confirmation Number Projected Total Revenue Total Deposit Payments
4061702 €200.00 €0.00
Name Total Deposit Requests Deposit Maturity Type
Test 1, Reservation €100.00 Check in
Projected Room Revenue
€200.00
Deposit |

* Required Field

Type Percentage * Due Date
Rooms - + 17.02.2022 I
Deposit Rule * Deposit Amount Comments
FULL Q 100.00 EUR Full Deposit
~
Cancel Save
Cancellation B

Click the vertical ellipsis Actions menu for the Deposit rule and select Send Payment
Link to send the PBL request to PSP.

You can Select Email option to select an email address from the existing list or select New
Email to configure new email settings.

Select Pay By Link Email X

* Required Field

Select Pay By Link Email = Email Type * New Email
QO Sselect Email -
® New Email

Cancel Send Payment Link

a. Select Pay By Link Email: Select pay by link email from the list. This option is
available for Select Email option.

b. Email Type: Select an email type from the list. This option is available for New Email
option.

c. New Email: Enter an email address. This option is available for New Email option.
Click Send Payment Link to send the payment request link to the guest.
The payment link is successfully sent to the email provided.

You can check the payment status from the Deposit screen for individual reservation to
check whether the Deposit Payment has been paid using the payment link.
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ORACLE

Chapter 10
Check Payment Status - Check-in Reservation

Deposit / Cancellation

I
s |

Reservation

Confirmation Number

Projected Total Revenue

Total Deposit Payments

4061702 €200.00 €0.00
Name Total Deposit Requests Deposit Maturity Type
Test 1, Reservation €200.00 Check in
Projected Room Revenue
€200.00
Deposit il
Delete
O View Options Post Deposit
Deposit Rule Type Requested Paid Outstanding Check Payment Status
Deposit Rule - Manual Rooms €100.00 €0.00 €100.00 Resend Payment Link 1
Deposit Rule - Manual Rooms €100.00 €0.00 €100.00  Full Deposit

| Deposit / Cancellation b ¢ '

Reservation =
Confirmation Number Projected Total Revenue Total Deposit Payments
4061702 €200.00 €115.00
Name Total Deposit Requests Deposit Maturity Type
Test 1, Reservation €215.00 Check in e
Projected Room Revenue
€200.00
Deposit |
New
| £} View Options
Deposit Rule Type Requested Paid Outstanding Comments
Deposit Rule - Manual Rooms €100.00 €0.00 €100.00  Full Deposit
B Deposit Rule - Manual Rooms €15.00 €15.00 €0.00 Description

Deposit Payment

Paid

Credit Card Number

Receipt Number

€15.00 646
Transaction Date Expiration Comments
19.02.2022 Sat XX/XX Posted via payment link
Deposit Rule - Manual Rooms €100.00 €100.00 €0.00 Full Deposit

The Resend Payment Link allows you to send pay by link to other users.

Check Payment Status - Check-in Reservation

User Guide
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You can check the payment status at Check-in Reservations. If the PBL payment link is send to
the guest, check for the payment status during the Reservation Check-in.

1.

The process for sending the payment link remains the same. See Send Payment Link and
follow the steps 1 through 8 to send the payment request link.

On the reservation screen, click Check In. Payment status check is performed upon

landing on the check-in screen and post the deposit payment to the reservation. It checks

July 24, 2025
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the payment status during the Reservation check-in for the reservations waiting for the
payment.

Check In Reservation @ el

Reservation Overview

b o ... |

Process Payment Link - Checking Payment Status X

Confimmation Rate Code Rate Status Back to Back

4061702 IHUPROMO5 $1C @ Deposit Payment has been paid using the payment Arrival

link.
o) v, ()

Property Room Type e

FINCSG STDK — — -
A Rate Code Block Code Member Number
nee HopRomos - - Mobile Key Screen
Departure Balance
21.02.2022 Mon €879.00

< Back to Manage Reservation Registration Card Advance Check In

View Changes Log
e Click I Want To... and select Changes Log.

* Reservation changes log records the payment status check details.

Changes Log Qe
16 results
£} View Options
Date Time Action Type Description User IP Address
09/09/2024 01:49 PM PAY BY LINK GENERATE PAY BY LINK SUCCESSFUL, Payee: Reservation, for: DEPOSIT, id: 1308974 and
09/09/2024 01:49 PM PAY BY LINK GENERATE PAY BY LINK EMAIL SENT, Payee: Reservation, for: DEPOSIT, id: 1308974 and ...
09/09/2024 01:49 PM PAY BY LINK GENERATE PAY BY LINK, RECEIVED OPI RESPONSE, Payee: . Reservation, for: DEPOSIT, id:
09/09/2024 01:49 PM PAY BY LINK GENERATE PAY BY LINK RECORD NOT FOUND, Payee: Reservation, for: DEPOSIT, id: 130.
06/17/2024 03:32 PM UPDATE RESERVATION DEPOSIT AMOUNT 100.00->15.00 DEPOSIT COMMENTS: Full Deposit->Description RESV DEP.

Check Payment Status - Cancel Reservation

You can check the payment status at Cancel Reservations. If the PBL payment link is send to
the guest, check for the payment status during the Reservation Cancellation.

@® Note

*  You can perform Cancellation only if Cancel with Deposit OPERA Control is
active.

*  You can process Auto Deposit refund for Credit card payment method
reservations only when Auto Deposit Cancellation Refund for Credit cards
OPERA Control is active and the reservation is cancelled out side of the
cancellation penalty period.

1. The process for sending the payment link remains the same. See Send Payment Link and
follow the steps 1 through 8 to send the payment request link.

2. Click 1 Want To... and select Cancel Reservation.

Allows the Payment status check for Cancelled and No show reservations from the
Deposit/Cancellation screen. ( Incase payee has already made a payment that the

User Guide
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application has not yet received before Cancel/ No show action, you can always check the
payment status to ensure the payment has been posted)

Cancel Reservation X

Cancellation Details B

* Required Field .
4 Information X
* Cancel Reason

Q

@ Deposit Payment has been paid using the payment link.

* Cancel Description

Y
O Delete Trace for this Reservation

Deposit / Cancellation
Cancellation History

Cancel Cancel Reservation

View Changes Log
e Click I Want To... and select Changes Log.

» Cancel Reservation changes log records the payment status check details.

Home / Bookings / Reservations / Manage Reservation / Manage Reservation / Changes Log < Back to Manage Reservation

Changes Log @ telp
27 results q
¥ View Options
Date Time Action Type Description User IP Address
09/10/2024 06:07 AM PAY BY LINK PAY BY LINK - PAID , Payee: for: Deposit, id: 1414963, Resv#: 2340068 =
09/10/2024 06:07 AM UPDATE RESERVATION ~ WINDOW NUMBER 1 CREDIT CARD NUMBER CHANGED CREDIT CARD EXPIRATION DATE CHA...
09/10/2024 06:07 AM UPDATE RESERVATION DEPOSIT PAYMENT -> Posted via payment link
09/10/2024 06:07 AM PAY BY LINK PAY BY LINK - PAID, Payee: Test 1, Reservation, for: Deposit, id: 1308974, Resv#: 2340068
User Guide
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Review Standard Operating Procedures

Pre-Authorization Rules

User Guide
G37014-01

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.

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

Refer to About Credit Card Authorization Rules for details.

July 24, 2025
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https://docs.oracle.com/en/industries/hospitality/opera-cloud/23.2/ocsuh/c_admin_financial_cashiering_about_credit_card_authorization_rules.htm#AboutCreditCardAuthorizationRules-7B26D8EB

Appendix

Seeded roles using Shared Security Domain (SSD)

The user roles are seeded using SSD requested by OPERA Cloud users based on their

persona and approved (or directly assigned) by the approver.

Manually Adding CCTRANS Role through OIM

The OPERA Admin user will create CCTRANS role using Oracle Identity Management (OIM)

manually.

To manually add role through OIM:

1. Log in to OPERA Cloud using the URL provided.

2. Enter your Admin User Name and Password in the fields provided.
3. From the Side menu, select Identity Management.

The Oracle Identity Management screen appears.

ORACLE S=shnzon P = m

LE21d
Ui urkers Marige 1oy

4. Click the Manage tab and select the Roles tab to manually create a role.

The Role Information screen appears.

Home Roles x

i Roles
Search Q, Advanced
Actions w View w o Create Open Delete ¢ Refresh [ 2" Detach
Name Role Description

‘s ALL USERS Default role for all users

5. Click Create .
The Create Role screen appears.
User Guide

G37014-01
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Home Roles x Creafe Rofe x LEI

Create Role

This wizard walks you through the sleps to create a Role.

L] cancel  MNext
Attributes Hierarchy Access Policy Members Organizations Summany

General Role Information
Definge members 10 this role manualty,

* Name CCTRANS

* Display Name CCTRANS
Role E-mail
Role Description

* Owned By

4 Catalog Attributes
* category Role
Audit Objective
Risk Level -
User Defined Tags
Approver User
Approver Role
Certifier User
Cartifier Role
Fulfiliment User
Fulfillment Role
Certifiable
Auditable

Requestable

6. Under General Role Information , specify values for the fields:
a. Name: Enter name of the role.
b. Display Name: This field is automatically displayed based on the Role Name.
c. Role E-mail: Enter email id of the role.
d. Role Description: Enter description of the role.

e. Owned By: Enter the role owner details.
Click

) A
to search and select owner. If a value of the Owned By field is not specified, then it
takes the logged-in user as the role owner.

7. Under Catalog Attributes, specify values for the attributes.
a. Catalog: Enter the Catalog name.
b. Audit Objective: Enter the Audit Objective.
c. Risk Level: Select Risk level as, High Risk, Medium Risk, or Low Risk.

User Guide
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d. User Defined Tags: Enter user defined tags.

e. Approver User:
Click

to select the approver user.

f. Approver Role:
Click

to select the approver role.

g. Certifier User:
Click

to select the certifier user.

h. Certifier Role:
Click

to select the certifier role.

i. Fulfillment User:
Click

to select the fulfillment user.

j.  Fulfillment Role:
Click

to select the fulfillment role.
k. Certifiable: Select to enable the role to appear in the certification.
I.  Auditable: Select to enable the role to appear in audit.

m. Requestable: Select to mark the role as Requestable entity.

@® Note

A role can be created without role hierarchy, associated access policies and role
members.

8. Click Next until you reach Organization page.

9. In the Organizations page, you can specify the organizations to which this role will be
published.

To assign organization:
a. Click Add Organizations.The search panel appears.

b. From the list of Organizations, select the required organization and click Add Selected
to add it to Selected Organization list.

User Guide
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If you want to deselect any organization from Selected Organization list click Remove
Selected.

c. Click Select. The Organizations tab is displayed with the Organization to which this
role will be published.

Add Organizations x
Please note that only one organization can be attached to the role.
Search Organization Name w Q
Resuits
View w
Organization Name Type Organization Status
Company Active
' Add Selected Remove Selected

Selected Organizations
View w
Organization Name Type Hierarchy

Company

Select Cancel

d. Click Next.The Summary page of the Create Role is displayed. It displays the role
summary information of the role that will be created.

10. Click Finish. The role is created successfully.

Assigning CCTRANS Role to a User

The OPERA Admin user assigns the CCTRANS role to OPERA Cloud users who can directly
access hosted Token exchange form (OPERA Pay) from OPERA Cloud.

To assign CCTRANS role to a user:

1.
2.
3.

User Guide
G37014-01

Log in to OPERA Cloud using the URL provided.
Enter your Admin User Name and Password in the fields provided.
From the Side Menu, select Identity Management.

The Oracle Identity Management screen appears.

S50 200
ORACLE 5502 CE el L e |

Lesry Rodgy
L Sy AT roieh
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4. Click the Manage tab and select the Users tab to assign the role to a user.
The Users Information screen appears.

5. Select the user that you want to assign the role.

& My & [eable S Digin B L A i T} Bt P g
Alom * Ve ¥ - Rebguees Ko 17 Rl - Dwtach
HENL TS Demeraiption |:'Pll e Avugredd Oin Eagusst B St Diadw Emad Duis

The Roles tab appears with the list of roles assigned to the user.
6. Click Request Role.
The Catalog screen appears.

7. Click the search icon next to the Catalog field and enter the CCTRANS role and click
Search.

8. Select the CCTRANS role that you want to assign. Click Add Selected to Cart.

[ S50 21.2.0,0
PAC-L.-E = L L ﬁ o ﬂ —— m
x  Fols Aoces Regat w &
L
A acconn - Cancel  Mant el
alsiog
e
Categoties iy Mol o Sabected o Cart
P B LPMRLGACCTRANS
8 Bl LPRPLOA i

[

The selected role catalog item is added to the request cart.
9. Click Next and then click Submit to submit the request.

The role is assigned to the user when an approver approves the request.

User Guide
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Seeded roles using OPERA Cloud Identity Management

OPERA Cloud Identity Management is a cloud ready identity and access management service
for OPERA Cloud. OPERA Cloud Identity Management replaces Shared Security Domain
(SSD) as the core identity and access management engine for OPERA Cloud. Identity and
Access Management (IAM) Identity Domain is a container for managing users and roles
through Oracle Single Sign-On (SSO) configuration to access OPERA Cloud services.

Creating a Group

The Chain Admin or Property Admin user will create a CCTRANS group using OPERA Cloud
Identity Management.

1. Loginto OPERA Cloud Identity Management using the URL provided.
2. Enter your User Name and Password in the fields provided.

3. Select the Groups tab and click the Manage user groups to create a group.

User Guide

G37014-01 July 24, 2025
Copyright © 2022, 2025, Oracle and/or its affiliates. Page 6 of 14



ORACLE Chapter 12
Seeded roles using OPERA Cloud Identity Management

OPERA Cloud Identity Management

Welcome, I

Users

Groups Administrators Tools
Manage users Manage user groups Manage User Administrators Import users and groups

My Profile Reset my password Reports Oracle Support Access
Manage my profile Reset my password Manage reports Manage support user access

The Groups Information screen appears.

OPERA Cloud Identity Management

)
)
i

T Groups

Q Try group name or description

Location SH

[i‘i:e':if. s

Group Name < Location < Type < Description < CreatedOn & Action T

364 Results | T Create Group

4. Click Create Group
(

+ Create Group

) to create a CCTRANS group.

The Create Group screen appears.

User Guide
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Create Group
Required Information
Group Name ] Location
CCTRANS ‘ 0SHP2 h
Group Description
CCTRANY
v Users
Q Try username or email or lastname or firstname
Account Status Locked  Identity Status Active
288 Results
| cancel
Enter the Group name.
Enter the Group Description about the group.
Select or enter the Location manually. For example, Organization code (chain (SH) or
property (349).
Click Create to create a group.
The Group profile screen appears.
= OPERA Cloud Identity Management a ® -
+ Groups
/# Edit Group l [ﬁf Delete Group
Required Information
Group Name Location
C CCTRANS OSHP2
Group Description
CCTRANS
CCTRANS
Location
0OSHP2 Users
Q. Try username or email or lastname or firstname
Account Status Locked | Identity Status Active
=+ Assign Users ® Remove Users
Username < FirstName < Last Name O Email ¢ Action T
Assign Users to this group
‘ Assign Users
Once the group profile is created, you can assign CCTRANS user to the group. See
Assigning a User to CCTRANS Group for assigning user to the group.
User Guide
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Creating a User

The Chain Admin or Property Admin user will create and manage users and their access to
OPERA Cloud services using OPERA Cloud Identity Management.

1. Log in to OPERA Cloud Identity Management using the URL provided.
2. Enter your User Name and Password in the fields provided.

3. Select the Users tab and click the Manage users to create a user.

OPERA Cloud Identity Management

Welcome, G

Users

Groups Administrators Tools
Manage users Manage user groups Manage User Administrators Import users and groups
My Profile Reset my password Reports Oracle Support Access
Manage my profile Reset my password Manage reports Manage support user access

The User Information screen appears.

= OPERA Cloud Identity Management 2 0 -

T Users

Q  Username, Name, Email

Account Status Locked  Identity Status Active

‘ Reset Password

282 Results | + Create User

l More Actions ¥ I E‘

~ First 2 Last Identity . Account . Primary . Last A Created ..

Usemame ol Name 7 Emall Status Status = Location =  Access on ACtlon: i
[} = Unlocked SH MonSep...  2023-05-..
D Unlocked MonSep..  2023-05-...
O Unlocked SH MonsSep...  2023-05-...
User Guide
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4, Click Create User

(
+ Create User

)

The Create User screen appears.

Create User

Required Information

Last Name ‘

Email Address ‘

Primary Work Location

‘ SH

- ‘

Vv Additional Information

First Name ‘ Middle Name Recovery Email

Preferred Language i ‘

Secondary Work Location Employee Number Job Title

Department ‘

Country
us

-

User Type v ‘ Phone Number

> Groups

Under Required Information, specify values for the fields:

a. Last Name: Enter the last name of the user.
b. Email Address: Enter email address of the user.

Username: Enter the username for the user.

0

=y

d. Primary Work Location: Select the primary work location from the drop-down list.

e. Additional Information section:

First Name: Enter the first name of the user.

ii. Middle Name: Enter the middle name of the user.
iii. Recovery Email: Enter the recovery email of the user.
iv. Preferred Language: Select the preferred language of the user.
v. Secondary Work Location: Select the secondary work location from the drop-
down list.
vi. Employee Number: Enter the employee number of the user.
vii. Job Title: Enter the job title of the user.
viii. Department: Enter the department of the user.
ix. User Type: Select the user type from the drop-down list.
x. Country: Select the country from the drop-down list.
xi. Phone Number: Enter the phone number.
6. Click Create to create a user.
User Guide
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= OPERA Cloud Identity Management a @ .

T Users

Q X Username, Name, Email

Account Status Locked  Identity Status Active

1 Result ‘—i— Create User ‘ ‘ Reset Password | | More Actions ™ ‘III‘
Username 3 First ~ Last ~ Email & Identity .. Account . Primary . Last ~ Created . Action 3
Y Neme ¥  Name s Status ~  Status =  Location ~  Access = On h e

[ ace | Unlocked SH MonSep...  2023-06-...

After a user account is created, a welcome invitation is sent to the user, requesting that
they activate the account. The new user account must be activated before it can be used.

If the user account is not activated after a designated time period, then the administrator
can send another invitation to the user to activate the account.

Welcome to domain in hgbuidentity,
Rept <% Reply All —> F d
Oracle <no-reply@oracle.com> Sinel | HiEw o
To Thu 15-06-.
@ If there are problems with how this message is displayed, click here to view it in a web browser.

Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

Hello

Your domain in hgbuidentity account is ready. To get started, activate your account

Aclivate Your Account

Details

If the activate your account link doesn't work, please copy and paste the following URL into the address bar of your
browser.

hitps: ffidcs-2945ed4184fc44e583d80142c1t6eb14.identity pint. oc9qadev.com:443/ui/v1, tpwd?
token=0jjo1DAY JGUKVEAYREPH7XWAIID3%2BrdleU 1bfYihd0Y %3D

Important: This link will expire on Thursday, June 22, 2023 2:18:31 AM CDT_
If vou don't recoanize this messace. contact vour svstem administrator at

About Oracle Cloud | Legal Nofices and Terms of Use: | Privacy Statement

This is a system generated message. Do not reply to this message. You are recefving this e-mail as a result of your current relationship with Oracle

Cloud. General markeling opi-out preferences have been over-ridden fo ensure that you receive his e-mail

Gopyright @ 2020, Oracle and/or its affiliates. All rights reserved

7. Click Activate Your Account to get started.

The Reset Password screen appears.
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% TR ™ L1 - . . F L TR RER A

ORACLE Cloud

hgbuidentity
dentity domain @

Reset your password

Set a password for your user account,

Mew Password

Confirm Mew Password

8. Set a password for your user account.
a. Enter and confirm New Password.

The user can log into OPERA Cloud Identity Management portal to view the user
details.

Once the user is created successfully, you can assign CCTRANS group to a user. See
Assigning a User to CCTRANS Group for more information.

Assigning a User to CCTRANS Group

The Chain Admin or Property Admin user will assign a user to CCTRANS group using OPERA
Cloud Identity Management.

1. Log in to OPERA Cloud Identity Management using the URL provided.
2. Enter your User Name and Password in the fields provided.

3. Select the Groups tab and click the Manage user groups to assign a user to cctrans
group.
The Group Information screen appears.

User Guide
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T Groups

Q  CCTRanNs X Lo y group name or description
Location SH

52 Results | T Create Group \ | [dl Delete G \[I]\
Group Name 0 Location < Type < Description < CreatedOn ¢ Action C
8 ccrrans 0SHP2 = CCTRANS 2023-06-26T06:04:1... |

4. Enter the Group nhame, Description or select the Location check box. Click Enter.

5. Select the group name check box and click the CCTRANS group that you want to assign to
a user.

The Groups profile screen appears.

OPERA Cloud Identity Management o -

* Groups

/ Edit Group ‘ | T4 Delete Group

Editable

Required Information

Group Name Location

C CCTRANS OSHP2

Group Descriptio

CCTRANS
CCTRANS

Location

0SHP2 Users
Q 7[_.‘ username or email or 1astname or firstname

Account Status Locked | Identity Status Active

—~+ Assign Users

Username & FirstName < Last Name < Email & Action &

Assign Users to this group

‘ Assign Users

6. Click Assign Users
(

Assign Users

) to assign users to the CCTRANS group.

The Assign Users screen appears.

User Guide
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Assign Users

Q X Tryusername or email or lastname

Account Status Locked Identity Status Active

1 of 1 selected

Username First Name O Last Name < Email &

Enter the username, email, firsthname or lastname. Click Enter.
Select the Username check box that you want to assign to the CCTRANS group.
Click Update.

The Groups profile screen appears with assigned users.

OPERA Cloud Identity Management

T Groups

# Edit Group

[ I8 Delete Group

Editable

Required Information

Group Name Location

C CCTRANS OSHP2

Group Description

CCTRANS
CCTRANS

Location

0SHP2 Users

‘ Q. Try username or email or lastname or firstname

Account Status Locked  Identity Status Active

l (® Remove Users

Username ¢ FirstName < LastName < Email < Action &

1 Result l —+ Assign Users

You have successfully added the user(s) to the group.
Click Assign Users

(
-+ Assign Users

) to assign additional users to the CCTRANS group.
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