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Overview 
Welcome to the Poynt Lodging App Merchant Guide!  This document will help you learn about the 
functionality and features within the Poynt Lodging solution. 

Launcher 
The Poynt Launcher screen serves as your Home screen.  From here, you can access the available 
apps to help run your business.  Your Poynt Terminal includes: 
 

- Lodging App: 
o Allows you to perform all transaction types for your lodging business 

- Settlements App 
o Allows you to review transactions in your Settlement batch and Close out your batch for 

settlement 
o Allows you to manage old Check-In’s and purge (void) those transactions 

- Help App 
o Allows you to review FAQs for common scenarios 
o Allows you to access the Diagnostics App for troubleshooting 

- Calculator 
o Allows you to have quick access to calculator 
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Lodging App 
Once you tap on the Lodging App icon, you will land on the Lodging App main screen.  By default, the 
Check-In screen will be your main screen.  You will see additional tabs to allow easy access to other 
main functionality. 
 
From this screen, you can: 

1. Begin a Check-In transaction 
2. Tap on Check-Out to begin a Check-Out transaction 
3. Tap on Quick Stay to begin a Quick Stay transaction 

• A Quick Stay transaction defaults the check-in date to the current date, allows the clerk to 
set the check-out date, and then immediately charges the customers card and places the 
Quick Stay transaction in the current day’s Settlement batch. 

4. Tap on Sale to begin other types of transactions (see Sale section) 
5. Tap on left-navigation menu to access Transactions List 
6. Tap on right-navigation menu to access Non-Reference Refund (owner-permission only) 
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Lodging – Check-In transaction 
For Check-In transactions, the customer’s card will be authorized for the Total Stay Amount entered 
in.  The authorization is placed on the customer’s card until the customer is ready to Check-Out.  On 
the day of Check-Out, the lodging clerk would complete the Check-Out flow to capture the 
authorization held on the customer’s card.  The Checked-Out transaction is then placed in the current 
day’s Open Settlement Batch until the batch is submitted and closed later that day by the lodging 
clerk/manager.  
 

1. To begin a Check-In transaction that will Check Out at a later date, tap in the Total Stay 
Amount. Tap Next. 

2. Continue by tapping in the Check-In date. Tap Next. 
3. Then tap the Check-Out date. Tap Next. 
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4. Enter the Room Number for the guest. Tap Next. 
5. Enter the Folio Number for the stay.  Tap Next.   

a. Note: Folio Number is an optional Lodging setting that can be disabled in the Poynt.net 
HQ web portal > Store Settings > Lodging Settings tab. 

 

 
 

6. Insert / Swipe Card or Tap NFC for Payment. Wait for the card authorization. 
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7. Wait for the customer signature on the customer screen.   
a. Option: You can also choose to skip this step and obtain signature on the printed 

receipt. Tap ‘Skip Signature’ to proceed to Receipt screen. 
8. Wait for customer receipt selection (email, paper, none or text). 

a. Option: You can also print out a receipt by tapping on the ‘Receipt’ tab. 
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Lodging – Check-Out transaction 
When a guest is ready to Check Out, go to the Check-Out tab to begin the process for capturing the 
authorized Checked-In and placing that Checked-Out transaction in the current day’s Open 
Settlement Batch which will be submitted and closed later that day by the lodging clerk/manager. 
 

1. Tap on Check-Out tab.  Enter the Room Number. Tap Next. 
 

 
 

2. A pop-up window will appear.  Confirm by tapping on the correct record to Check Out.  
3. Review the details of the Checked-In Stay (eg Room Number, Folio Number, dates of Check-

In/Out, amounts, last 4 digits of card, etc). Tap on Check Out to proceed. 
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4. Confirm with guest whether to Check Out using the Same Card as the Check In.  Tap Same 
Card to proceed. 

5. Review the amount to capture for the Check-Out. Tap on Capture to proceed. 
 

 
 

6. Wait for the customer signature on the customer screen.   
a. Option: You can also choose to skip this step and obtain signature on the printed 

receipt. Tap ‘Skip’ to proceed to Receipt screen. 
7. Wait for customer receipt selection (email, paper, none or text). 

a. Option: You can also print out a receipt by tapping on the ‘Receipt’ tab. 
8. You can see the Check-Out record with the ‘Completed’ Transaction Status in the Details List. 
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Lodging – Quick Stay transaction 
For Quick Stay transactions, the customer’s card will be authorized for the Total Stay Amount and be 
immediately captured and placed in the current day’s Open Settlement Batch until the batch is 
submitted and closed later that day by the lodging clerk/manager. Quick Stay allows you to charge 
the guest up front for the entire stay regardless of whether the guest checks out at a later date. 
 

1. To begin a Quick Stay transaction, which will capture funds on the same day, tap on the 
Quick Stay tab.  Enter the Total Stay Amount. Tap Next. 

2. By default, a Quick Stay’s Check-In Date is set to the current date. Continue by tapping in the 
Check-Out date. Tap Next. 

 

 
 

3. Enter the Room Number for the guest. Tap Next. 
4. Enter the Folio Number for the stay.  Tap Next.   

a. Note: Folio Number is an optional Lodging setting that can be disabled in the Poynt.net 
HQ web portal > Store Settings > Lodging Settings tab. 
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5. Insert / Swipe Card or Tap NFC for Payment. Wait for the card authorization. 
 

 
 

6. Wait for the customer signature on the customer screen.   
a. Option: You can also choose to skip this step and obtain signature on the printed 

receipt. Tap ‘Skip Signature’ to proceed to Receipt screen. 
7. Wait for customer receipt selection (email, paper, none or text). 

a. Option: You can also print out a receipt by tapping on the ‘Receipt’ tab. 
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Lodging – Sale transaction 
At times, you may need to process transactions which are not Check-In, Check-Out, or Quick Stay.  
For all of these other transactions, use the Sale tab. You will be prompted to select/tap the applicable 
Sale transaction type.  Sale transactions for the types Purchase and Delayed Charge will also prompt 
for Extra Charge reasons; you may select more than one Extra Charge reason for that transaction.  
Sale type and Extra Charge reason(s) will appear on the guest receipt as well as Transaction 
Reports. 
 

For Sale transactions, the customer’s card will be authorized for the Total Amount entered in and be 
immediately captured and placed in the current day’s Open Settlement Batch until the batch closes 
later that day by the lodging clerk/manager.  
 

1. To begin a Sale transaction (which will capture funds on the same day) tap on the Sale tab.  
Select a Sale transaction type. Tap Next. 

2. For Sale Types of “Purchase” or “Delayed Charges”, you will also be prompted to choose 
“Extra Charge Reasons”.  Select/tap all reasons which apply. Tap Next. 
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3. Enter the Total Amount for the Sale transaction. Tap Next. 
4. Enter the Room Number for the guest to associate the Sale transaction to the guest’s room 

stay. Tap Next. 
5. Enter the Folio Number for the stay.  Tap Next.   

a. Note: Folio Number is an optional Lodging setting that can be disabled in the Poynt.net 
HQ web portal > Store Settings > Lodging Settings tab. 

 

 
 

6. Insert / Swipe Card or Tap NFC for Payment. Wait for the card authorization. 
7. Wait for the customer signature on the customer screen.   

a. Option: You can also choose to skip this step and obtain signature on the printed 
receipt. Tap ‘Skip Signature’ to proceed to Receipt screen. 

8. Wait for customer receipt selection (email, paper, none or text). 
a. Option: You can also print out a receipt by tapping on the ‘Receipt’ tab. 

 

  



 16 

Lodging – Modify Stay (Incremental Authorization) 
At times, if you need to Modify a guest’s stay – whether to extend the Check-Out Date or to Increase 
the Amount of the Authorization on the card, you can use Modify Stay to process these changes. 
You can Modify Stay by searching for and pulling up the details of an existing Checked-In 
transaction from the Details List.  
 

1. Tap on the 3-bar left-hand navigation menu and tap on Details List option.  Search by Room 
Number or locate the record from the Details List. Tap on the record. 

2. Tap on Modify Stay to proceed. 
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3. You can choose to Increase the Total Stay Amount to process an Incremental Authorization 
on the guest’s credit card on file. OR You can choose to Update the Check-Out Date. OR 
You can choose to Modify both the Total Stay Amount and Check-Out Date.  Tap on the 
field(s) you wish to modify. 

a. Modify Amount:  
i. You can increase the amount of the Total Stay which will process an Incremental 

Authorization on the existing card on file for the stay. 
ii. You can decrease the amount of the Total Stay (for example if the guest is 

checking out earlier than originally specified). Note: The decreased amount is 
saved until the clerk Checks-Out the guest stay record. 

b. Update Check-Out Date: 
i. The highlighted date is the original Check-In Date.  If you need to change the 

Check-Out Date, tap on the new date to update the stay with the new Check-Out 
Date. 

c. Tap on the bottom right Update button to proceed with the Modified Amount and/or 
Check-Out Date. 
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4. You will see a pop-up box confirming your Updates/Modification (either Total Stay Amount, 
Check-Out Date, or both). 

5. You will see a pop-up box showing Updating in progress. 
6. You will return to the Check-In Stay Details which will show you the Updated Changes. 
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Lodging – Add Charges (Incremental Auth Transaction) 
At times, you may need to process transactions which are added to the guest’s credit card on file for 
the Stay.  You can use the Add Charges functionality directly from the Stay Details screen.  
 

You will be prompted to select/tap the applicable Extra Charge reasons; you may select more than 
one Extra Charge reason for that transaction.   
 

For Add Charges, these type of transactions will be processed as an Incremental Authorization to 
the Checked-In stay amount.  The customer screen will display the signature and receipt screens for 
the Incremental Authorization.  Receipts will display the reason(s).  Incremental Auths are captured at 
the time of the guest Check-Out along with the checked-in authorization amount for the Total Amount 
of stay.  
 

Incremental Auth transactions processed from the Add Charges flow will be displayed under the Stay 
Details tab from the Stay pop-up. 
 

 
  



 20 

 

1. To begin an Add Charges (Incremental) transaction (which will add an Incremental Auth to 
the Stay), search for and pull up the details of an existing Checked-In transaction from the 
Details List. 

2. Tap on Add Charges. 
 

 
 

3. Select a Sale transaction type, choose the Charge “Reasons”.  Select/tap all reasons which 
apply. Tap Next. 

4. Enter the Total Amount for the Sale transaction. Tap Next 
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5. Wait for the card authorization. 
6. Wait for the customer signature on the customer screen.   

a. Option: You can also choose to skip this step and obtain signature on the printed 
receipt. Tap ‘Skip Signature’ to proceed to Receipt screen. 

7. Wait for customer receipt selection (email, paper, none or text). 
a. Option: You can also print out a receipt by tapping on the ‘Receipt’ tab. 

 

 
 

8. When the Add Charges (Incremental Auth) transaction is completed, you will see the Add 
Charge Details in the pop-up details for that Stay: 
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Lodging – Void Stay 
At times, if you need to Void or Cancel a guest’s Check-In stay record prior to the transaction 
capturing or settling, you may do so by pulling up the Stay record from the Details list.   
 

You may Void any Check-In transactions which have not yet been settled or closed out in the 
settlement batch.  Processing the Void on the Check-In will cancel the authorization on the 
customer’s card and release the funds held. 
 

NOTE: For Quick Stay, Checked-Out, and Sale transactions processed during the current day 
which have not yet settled or batch closed, you may Void those transactions which are sitting in the 
current day’s Open Settlement Batch from the Settlements App as long as the batch remains open.  
Refer to the section on Settlements. 
 

To Void a Check-In transaction that is authorized (in Pending status): 
 

1. Tap on the 3-bar left-hand navigation menu and tap on Details List option.  Search by Room 
Number or locate the record from the Details List. Tap on the record. 

2. Tap on Void to proceed. 
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3. You will see the details of the original authorization transaction for the Check-In.  Tap on Void 
to proceed. 

4. A pop-up screen will confirm whether you would like to proceed with the Void. Tap Yes to 
continue. 

5. The transaction details screen will display a confirmation that the transaction has been voided. 
 

 
 

6. When the Void on the Check-In transaction is completed, you will see the Stay record as 
“Canceled” in Details List, and the pop-up details for that Stay will show status of “Void”: 
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Lodging – Refund transaction 
At times, if you need to Refund an already captured and settled transaction (ie Checked-Out, Quick 
Stay, or Sales transactions), you may do so by pulling up the Stay or Sale transaction record from the 
Details List.  You may Refund any settled transactions (which are indicated by the “Completed” or 
green checkmark status icon).  Processing the Refund will place the refund transaction in the current 
day’s open Settlement Batch, and the refund will be completed once the batch is submitted and 
closed later that day by the lodging clerk/manager 
 

1. Tap on the 3-bar left-hand navigation menu and tap on Details List option.  Search by Room 
Number or locate the Stay or Sale record from the Details List. Tap on the record. 

2. Tap on Refund to proceed. 
3. You will be prompted to provide a Refund transaction type (ie whether the refund transaction is 

for a Card Deposit, as an example).  Tap Next. 
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4. You will be prompted to confirm the amount you wish to Refund.  Tap on the amount field if 
you need to change the amount for a Partial Refund.   

5. Tap Refund to complete.  
 

 
 

6. When the Refund transaction is completed, you will see the Stay or Sale transaction record as 
“Refunded” in Details List, and the pop-up details for that Stay or Sale record will also show 
“Refunded”: 
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Lodging – Non-Reference Refund transaction 
At times, if you need to Refund a customer’s credit card directly without referring to a previous Stay 
or Sale transaction record, you may process a Non-Reference Refund.  NOTE: Only Terminal User 
logins who are “Owners” can view this option in the Lodging app; “Employees” will not see this menu 
option.  
 

Processing the Refund will place the refund transaction in the current day’s open Settlement Batch, 
and the refund will be completed once the batch is submitted and closed later that day by the lodging 
clerk/manager. 
 

1. Tap on the 3-dot upper right-hand navigation menu and tap on Non-Reference Refund option. 
2. You will be prompted to provide a Refund transaction type (ie whether the refund transaction is 

for a Card Deposit, as an example).  Tap Next. 
3. Enter Refund Amount. Tap Refund. 
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4. Insert / Swipe Card to Refund. Wait for the refund confirmation. 
5. You will see Refund confirmation and also can choose receipt selection (email, paper, none or 

text).  Option: You can also print out a receipt by tapping on the ‘Receipt’ tab. 
 

 
 

6. When the Non-Reference Refund transaction is completed, you will see the transaction 
record as “Refunded” in Details List, and the pop-up details for that transaction record will also 
show “Refunded”: 
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Lodging – Auth-Only transaction 
At times, if you need to process an Authorization-only (meaning the hold on funds is not captured) in 
advance of a guest’s stay, you can run a Manually-Entered Auth-Only transaction in order to review 
or confirm AVS and CVV Response codes.  This is used in situations where the merchant needs to 
verify that the customer has a valid payment method by reviewing the AVS/CVV Response Codes. 
 

1. Tap on the 3-dot upper right-hand navigation menu and tap on Auth-Only option. 
2. Enter Auth-Only Amount. Tap Charge. 

 

 
 

3. If you need to manually enter card information to verify the auth-only, choose the right-hand 
drop-down. Choose Manual Entry. 

4. You will be prompted to choose if Card is Present or not.  If cardholder is not present, tap No. 
5. Follow instructions to manually enter the following data on the smaller customer screen: card 

number & expiration, CVV, Zip code, & Address Street Number 
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6. If the transaction successfully authorizes, continue with the subsequent screens.  If the 
transaction returns results where the AVS or CVV do not have an exact match, you will be 
presented with the choice to either Proceed or Void the authorization. 

7. You may then choose receipt options showing the AVS/CVV results for the auth-only. 
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Lodging – Account Verification ($0 Auth) transaction 
At times, if you need to process an Authorization Only for $0 in order to verify guest has a valid card 
in advance of the guest’s stay, you can run a Manually-Entered Account Verification transaction in 
order to review or confirm AVS and CVV Response codes.  This is used in situations where the 
merchant needs to verify that the customer has a valid payment method by reviewing the AVS/CVV 
Response Codes. 
 

1. Tap on the 3-dot upper right-hand navigation menu and tap on Account Verification option. 
2. There is no amount required for Card Verification so the default is $0. 

 

 
 

3. If you need to manually enter card information, choose the right-hand drop-down. Choose 
Manual Entry. 

4. You will be prompted to choose if Card is Present or not.  If cardholder is not present, tap No. 
5. Follow instructions to manually enter the following data on the smaller customer screen: card 

number & expiration, CVV, Zip code, & Address Street Number 
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6. If the card information successfully verifies, continue to the receipt option screen.  If the 

transaction returns results where the AVS or CVV do not have an exact match, you will be 
presented with the choice to either Proceed or Void the authorization. 

7. You may then choose receipt options showing the AVS/CVV results for the card verification. 
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Lodging – Manual Entry transaction 
At times, if you need to process a Manual Entry transaction to charge a customer’s credit card 
(whether the card is present but not able to be swiped or the card is not present for a phone order), 
you may key in the card information once you have entered the necessary information (room number, 
amounts, etc) for the Check-In, Check-Out, Quick Stay or Sale transaction type.  When you are at the 
pop-up screen that prompts for “Tap/Insert Card”, you may choose the Manual Entry method. 
 

 
 
NOTE: Manual Entry transactions will prompt the clerk to enter/tap in the credit card information on 
the smaller secure customer screen and then continue processing on the merchant screen once card 
information is entered.  
 

Processing a Manual Entry transaction will prompt the clerk to review any displayed AVS Response 
Code information (if returned by the card issuer) and then determine whether to Proceed or Void the 
transaction.  
 

1. On the “Please insert card fully” screen, tap on the upper right-hand drop-down menu and tap 
on Manual Entry option.   

2. You will be prompted to indicate whether the customer’s credit card is present or not. 
a. Card Present transaction will prompt merchant to enter the following: 

- Credit card number 
- Credit card expiration month and year 
- CVV 
- Zip Code 

b. Card Not Present transaction will prompt merchant to enter all of the same as Card 
Present and also: 
- Street Number 
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3. Enter in required cardholder credit card number and expiration month and year.  Please note 
that part of the card number will be masked for security reasons. 
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4. Enter in required V Code (or Security Code) information – also known as 
CVV/CVV2/CVC/CVC2/CSC and is the secure code typically on the back of a credit card.   
 

Please note that if the V Code is not present on the card or if the V Code is illegible, the 
merchant can tap on the Cancel button on the CVV entry screen and proceed to the next step. 
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5. For Card Present transactions, enter in Zip Code information.  For Card Not Present 
transactions, enter in Zip Code information and then enter in Street Number information. 
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6. Manual Entry transactions are processed for V Code and AVS Code matching. A manually 
entered transaction may be approved by the cardholder’s issuing bank even if the address 
verification information or card verification does not match.  AVS Code and V Code processing 
provides the merchant additional information to help make informed decisions prior to shipping 
products to their customer.  The merchant to can determine to Void or Proceed with the 
manually entered transaction based on the V Code and AVS Code responses. 

a. If both the V Code and AVS Code Match and the transaction is authorized, then the 
transaction proceeds directly to Receipt option screen. 

b. If either the V Code or the AVS Code does not match and the transaction is authorized, 
then the merchant screen will display information on whether the V Code or AVS did not 
match.  Tap on ‘Details’ to view the additional AVS Response Code information. 

i. The merchant can choose to ‘Void’ the transaction or ‘Proceed’ with the 
transaction and go to the Receipt option screen. 

 

 
 
 
 
 
 
Note: For Manual Entry transactions, the printed receipt will show the V Code and AVS Code 
information. 
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Lodging – Details List 
Below is a legend for how to Stay records are displayed with Transaction statuses.  The Type column 
on the left side represents the records related to a Stay or a “stand-alone” Transaction (such as a 
Sale or Non-Reference Refund) and shows the Stay Type.  A Stay might have multiple transactions 
associated with the Stay record (ie original check-in followed by incremental authorizations); 
therefore, the far right column displays a Transaction Status Summary. 
 
Types: 

- Check-In 
- Check-Out 
- Quick Stay 
- Sale 
- Non-Reference Refund 

 
Transaction Status Summary: 

- Pending: Shows a Stay record that has not yet checked-out or been captured/settled 
- Completed: Shows a Stay or a Sale that has captured/settled 
- Canceled: Shows a Stay or Sale where all transactions have been voided 
- Refunded: Shows a Stay or Sale where all transactions have been refunded 
- Partially Refunded: Shows a Stay or Sale where some portion of the transaction(s) have been 

refunded 
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Lodging – Stay Details 
Below is a legend for how to Stay Details pop-up screens are displayed with additional information, 
such as: 

- Stay Info (room/folio, dates, statuses) 
- Card Info 
- Transaction History 

 
Button Actions will allow you to: 

- Modify Stay (for Checked-In stays) to process Incremental Authorizations or Update Check-
Out date 

- Add Charges (Sale) to process a Sale transaction and associate it with the Stay record 
- Take Transaction Actions, such as Void, Refund, or Check-Out, when applicable 

 
Stay Details pop-up screen will also allow you to toggle between a Stay Details tab and a Sale Details 
tab in the bottom half of the screen.  The Stay Details tab will show you details for the stay transaction 
history, such as date/amount of Authorization, Capture, Void, or Refund.  The Sale Details tab will 
show you any associated Sale transactions when a clerk chose to “Add Charges” and process 
separate payments for various transaction types, such as Delayed Charges, No Shows, etc.  Sale 
Details will show you records for each type of sale transaction and include Extra Charge reasons 
when applicable. 
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Settlements App 
The Settlements App will allow you to review summary information about the current open settlement 
batch, review detailed transaction information for records in the current batch, process transaction 
actions such as Void, and submit the settlement for batch close. 
 

You will see the following options:  
- "Settle" allows you to review a Settlement Summary of transactions in the Open Batch. 
- "Transactions" allows you to view a detailed list of transactions in the Open Batch and/or 

Awaiting Checkout transactions. 
- "Batch History" allows you to view previously generated Settlement Reports. 

 

In addition, you may access Settlements via the web when you log in to your poynt.net merchant 
account. The same functionality that is in the Settlements App on the terminal is also available on the 
web.  You may also access the same Settlements Batch History reports on web as well. 
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Settlements – Review Summary 
When you tap on Settle to review a Settlement Summary of transactions currently in the Open Batch, 
you will see the below page which display summary amounts for: 
- Sales 
- Tips (if applicable) 
- Refunds (if any) 
 

If you have any Transactions Pending Review (such as Check-In’s which have not yet Checked-Out), 
you will see a button option to Review Transactions. 
 

After reviewing the summary and/or Transaction details, and if you are ready, then tap on Settle 
Open Batch. 
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Settlements – Open Batch Transactions 
Tapping on Review Transactions will take you to a detailed list of transactions in your Open Batch.  
 

The tab for Open Batch shows you all transactions (eg Checked-out, Quick Stays, Sale, Refund) 
which are currently in the Open Settlement Batch.  If you need to Edit a transaction in order to Void, 
tap on the Edit button. Note: Captured transactions, such as Check-outs, Quick Stays, Sale 
transactions, can be voided as long as they have not yet been settled. 
 

You can also toggle or tap on the tab heading for Awaiting Checkout to review a list of Checked-In 
stay transactions which have not yet Checked-Out.  See next section. 
 

When you have completed your transaction review and are ready to Settle, tap on Review button to 
go back to Summary screen and tap Settle Open Batch. 
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Settlements – Awaiting Check-Out Transactions 
The tab for Awaiting Checkout shows you all Checked-In stay transactions which have not yet 
Checked-Out.   
 

This tab will allow you to manage any old or “stale” Check-In’s which might need to be Voided if they 
have not been processed in a while.  You may individually Void each record by tapping on the Edit 
button.  In addition, if you want to” Void All” old Check-In records in this tab, you may use the Purge 
All button.  You will then see a pop-up box confirming whether you want to Purge (or Void) All 
transactions in the Awaiting Checkout tab.   
 

You can also toggle back to the Open Batch tab. 
 

When you have completed your transaction review and are ready to Settle, tap on Review button to 
go back to Summary screen and tap Settle Open Batch. 
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Settlements – Batch History 
After you perform Settle Open Batch, you will see the Settlement Report Summary. 
 

You may also tap on Batch History which will take you to a detailed list of Settlement Reports for 
past batches.  
 

You’ll see a list of generated Settlement Reports with the most recently settled batch at the top. You 
can access the same Settlement reports by logging into your poynt.net account > Sales & Reports > 
Reports for the report in html, pdf, or excel formats.    
 

The Settlement Report shows you a summary of what Sales by card type settled, as well as Tip and 
Refund totals. 
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Poynt.net HQ Web Portal  
Poynt HQ (poynt.net) is a web portal that allows merchants to: 
 

- View sales and transactions 
- Add additional web or terminal users 
- Generate reports 
- View / set Business Setting 
- Upload custom background images for the Poynt terminal 

 

Every new merchant is sent a web invitation email prompting you to set-up an account in Poynt HQ.  
Simply click on the link to create a password.  Upon login you will land on the dashboard page which 
shows you a summary view of activity for your account. 
 

  
  



 45 

HQ Web – Lodging Settings 
Your Lodging Setup includes a few additional settings you may apply to your Lodging App on your 
terminal. 
 

Settings: 
1. Total Stay Amount vs Room Rate Amount 

a. By default, the Lodging App will prompt you to enter a Total Stay Amount for every 
new Check-In or Quick Stay transaction.  The amount entered will be the amount 
charged to the guest. 

b. You may choose to change the default, and instead, configure the Lodging App to 
prompt for a Room Rate Amount.  A Room Rate Amount will take the amount entered 
in and multiply by the Length of Stay.   

i. For example, if the clerk enters a Room Rate Amount of $100.00 and the Check-
In Date is 12/1/16 and Check-Out Date is 12/3/16 (and Length of Stay = 2), then 
your Total Stay Amount would be $100.00 x 2 = $200.00. 

2. Folio Number prompt (Default = off) 
a. If you require additional stay reference number, you may configure the Lodging app to 

prompt for Folio Number for every transaction.  
3. Tax Rate (Default = off) 

a. If you would like a percentage tax rate to be applied to every transaction in the Lodging 
app, enter in a percentage.  For all transactions, the amount entered will be the base 
amount.  Tax will then be calculated off of the base amount and a final Total Amount will 
be charged to the guest.  Receipts will show a Sub-Total, Tax Amount, and Total. 
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HQ Web – Stays List 
Once you are logged in to your Poynt.net HQ web account, you may navigate to review a list of your 
Stay transaction records. 
 

1. Click on Sales & Reports at the top navigation and then click on Stays tab on the left navigation. 
a. By default, the Stay List will show a Filtered view of all of your current open Check-In stay 

records. 
2. Additional Filtered views are available for: 

a. Checked-Out stay records 
b. Quick Stay records 
c. Non-Stay records (which include any stand-alone Sale transactions processed which were 

not linked to a Stay (by Room Number) 
3. Each Stay record allows you to click on the Details button or the Receipt button 

a. Details will show you the transaction history for that Stay 
b. Receipt will allow you to email a receipt to your guest 
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4. You may also choose the last filter to view All Transactions which will display a list of most 
recently processed transactions. 

5. Additional options: 
a. You can search for Stay or Transaction by Room Number or Folio Number, as well as card 

last 4 digits, cardholder first or last name (if recorded), transaction amount, or date. 
b. You can also filter by specific Transaction statuses. 
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HQ Web – Stay Details 
When viewing your Stay List, you may click on the Details button to view a display of additional 
information on that record.  This would include information on the Stay status (eg Checked-In, 
Checked-Out, Quick Stay, etc) as well as Stay-related information (eg Check-In/Out dates).  
 

1. From the Stay list, click on the Details button.  The Stay Details pop-up will appear. 
a. In the top color-highlighted box, you will see information on the Stay.   

i. You can click on Details to view the Transaction status history (eg Authorize, 
Capture, Refund, etc). 

ii. You can click on Receipt to send an Email Receipt to the guest which will include 
stay information and amount. 

b. In the bottom box, you will see any associated Sale transactions tied to that Room / Folio.  
This includes the Sale Transaction type and/or any Extra Charges reasons. 

i. You can click on Details to view the Transaction status history (eg Sale, Refund, 
etc). 

ii. You can click on Receipt to send an Email Receipt to the guest which will include 
Sale Type information and amount. 

 

 
  



 49 

HQ Web – Email Receipt 
When viewing your Stay List, you may click on the Receipt button to email a copy of the Stay or Sale 
receipt to your guest.  This email receipt would include information on the Stay Type (eg Check-In, 
Check-Out, Quick Stay, Sale etc) as well as Stay-related information (eg Check-In/Out dates) or Sale-
related information (eg Sale type, Extra Charge reasons). 
 
Example of Email Receipt for Check-Out stay:  
 

 
 
Example of Email Receipt for Sale transaction: 
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HQ Web – Lodging Transaction Report 
Once you are logged in to your Poynt.net HQ web account, you may navigate to generate 
Transaction Reports for your Lodging Stays and Sales. 
 

1. Click on Sales & Reports at the top navigation and then click on Reports tab on the left 
navigation. 

a. You can choose to generate Transaction Report across all terminals (if you have more than 
one) or for a specific terminal. 

b. In addition, you can generate reports by specific Employees as well; report will show only 
those transactions processed by that employee’s terminal user login. 

c. You can choose a specific date or a date range for the report. 
2. Reports are available in html, pdf (printable view), or excel formats. 
3. Lodging Transaction reports will show: 

a. Summary break-downs by Stay type (eg Check-In, Check-Out, Quick Stay, Sale) 
b. Each section will contain detail transaction rows relevant Stay Info or Sale Info 

 

 
  



 51 

HQ Web – Settlement 
Once you are logged in to your Poynt.net HQ web account, you may navigate to review and submit 
Open Batch Settlements.  You can settle via the web with the same functions as on the Poynt 
terminal. 
 

1. Click on Sales & Reports at the top navigation and then click on Settlements tab on the left 
navigation. 

2. On web Settlements, you can view Summary amounts for Sales, Tips (if applicable), and Refunds 
(if any) and by card type. 

a. If you have Checked-Out stays, Quick Stay, or Sale transactions waiting to be settled, you 
will see those transactions in the Open Batch tab. 

b. If you have any Check-In’s not yet checked out, you can view and/or Void those from the 
Awaiting Checkout tab. 

3. From either tab, you can also Void captured transactions which have not yet settled. 
4. When ready, click on “Settle Open Batch”. 
 
For merchants with multiple terminals, you can also Settle All Terminals at once or choose individual 
terminals to settle. 
 

 


