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Overview

When Members book a Guest Room, sometimes a deposit needs to be held. This guide covers

the basics on how to add a Deposit using a Credit Card to a Folio.

Use Case(s)

User needs to add a Deposit to a Guest Room using the Member’s Credit Card.

Updating Room Information

1) Book a Reservation for the specific Member.
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2) Enter the number of occupants staying in the room.

p.2




C- Guest Rooms - Deposits

TEETBEEK<T >

[¢ Jamary 3 < 2007 >
SMTWTFS

= N ¥ 7
r_t}_] Mew Reservation | Find Reservation: ‘ n “ ‘@

1 2 3 4 58 6 7
B9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25[26[ 27 28
25 30 31

Foom Types:

Lookup ¥alue (Double Click or Press Enter To Select & Yalue)

Il Dl Suite

™ Shew waking list Shirler
™ Show canceliations Kassube

$ 0 & &

New Reservalion

oW 6 X

| Trai Gery
| 118 of 118 records found,

= ‘ J | ey P
Sawve Save@Close Cancel | Follo | Add Room Add Adult Remove adult | Approve Cancel Room Waking List | CheckIn | Check Out Send hlokFication
Room Arrive Depart AD | CH |NR | Status ¥
e |1 | [0 [ct [m | E ! q
= je7jzor 1f29j2017 o0l o mm]]
Hame | Type $ | Enable Email Pheane:

3) Select a room to update the information.
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Entering Credit Card

Once the reservation has been made, select the corresponding room and select Add Credit
Card.
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Please Note: Open Edge/PPI platforms do not support saving a credit card for a room.

Once Add Credit Card is selected, a window will populate allowing the User to enter Member

Credit Card information.
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look slightly different.

Please Note: ETS is the current example, the window from a different Payment Processor may

Once Member Credit Card information has been entered and saved, it will populate for the room,

as seen below.

p.6



C- Guest Rooms - Deposits

:_+-] Mewt Resarvation | Find Raservation:
Lt

T3 7 /@3 <K< >

< Jamwary > < 2007 >

SM TWTF S Rooim 1ype
Standard Room

12324567 |20
2 3W IR B |5ee ;
1506 7 18 19202 ﬂ Suite
zn e nx e | 7 Standard Room
29 30 31
Room Types: 209 Suite
M " .ot\:.:
vl Standard Roam 210
I Suite 212 Standard Room
| Dehooe Suite ﬁi‘ Suite
214 Standard Room
216 Standard Room
217 Standard Room
ng Standard Room
219 Standard Room
21 Deluxe Suite
224 Deluxe Suite
™ Show watting st i
™ show cancellations
New Reservation

0 X

Check o Send Notification

&l

Check In

Approve Cancel Room  Waiting List

Save Save® Close Cancel Add Room  Add Adult Remove Adut

H@X$0a a

Depart | [ Room | ameniies || Rates | niotes | Credit Card || Notificaions |
| Type : . : .
Sryth, Garrett Guest B Caxd On File I@ Update Credit Ca;dJ
-—— -
- l% Remove Credit CudJ

Please Note: Credit cards are linked to rooms not individual occupants. If two or more

occupants are in a room, only one credit card may be attached to a room.
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Settle Folio

Select the Folio Button to open the Folios for this reservation.
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Select the room to add the Deposit. Then select Settle Folio.
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Enter the amount for the Deposit.

Then choose whether to quickly settle this deposit to the sponsoring Member Account or
Cash/Credit/Member Charge Other to open POS to settle another way.

¥ Folio: 636, Sponsor: ACCOUNT, GUEST [001]
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The Screen Group created for the Guest Rooms module will open and show the deposit amount
on a ticket waiting for you to settle.

Select Close Ticket to move to the settlement screen.

Subitatal:
Service Charge:

Tac
atak:

Tatal

Select the method you wish to settle the deposit. In the example below we will select the Credit
Card settlement type.

Select Print & Done to start the credit card process.
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ACCOUNT, GUEST Area: Guest Rooms

[}
Type: Guest
Credit Book: $0.00

1 Cther Payment $50.00

Settlements

Subtotal:  $50.00
Service Charge:  $0.00
Tac  $0.00

Total: $50.00

$0.00

Payments

Type

Amount

Ticket Totals

MNavigation

Print

Cancel

Cover Count:
Sub Total:

Tax:

Gratuity:
Service Charge:

Totak

Paid:

Balance Due:

]

$50.00
§0.00
$0.00
$0.00
£50.00
§0.00
$50.00

If there is already a Credit Card assigned to the room, a prompt will ask if the card on file is the

one to be used for this room.

Grat

service Chal

Cancel

If yes, then the Credit Card on file will be charged. If no, a prompt will ask the User to swipe or

manually enter information for another Credit Card, as seen below.
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Settlernents

Change:

aslecza

Cover Count:
ub Total:

Tax:
Gratuity:
b Charge:
manually input card data. Total:
Paid:

0

$50.00
$0.00
$0.00
$0.00
$50.00
$50.00
$0.00

The deposit will now be reflected as a credit on the room Folio.
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Double clicking the transaction row will allow for edits. From here the deposit description field

can be changed to ‘Deposit for Guest Room’ or something similar.
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Select Save and Close to save the information. The Deposit will now be listed as Deposit for

Guest Room on the room Folio.
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