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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.
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6. Insert/ Swipe Card or Tap NFC for Payment. Wait for the card authorization.

CHECK-IN CREDIT CHECK-IN CREDIT
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Please insert card fully Authorizing
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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.

CHECK-IN CHECK-IN
$10.00 $10.00

pOeYq) TESTTEST-vOD RPN TEST TEST-VOID
| w0041 | w041

SUMMARY RECEIPT SUMMARY NOTES RECEIPT
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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.
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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.

R Folio Status

123456 654321 Checked-In

Check-in Check-out

Room Dec 02 Dec 03

Select record to check out
TEST TEST-VOID
0041

Dec02 Dec03
05:45 AM - w 0041

@ STAY DETAILS EEETE S ZVES

12-02-2016 Authorize

@ CHECK OUT

10



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.

(X)

TRANSACTION #E0937491 12/02/2016 | 05:47 AM

RO TEST TEST-VOID
| e00a1

Use Same or New Card?

@ SUMMARY RECEIPT

CONFIRM AMOUNT TO CAPTURE
New Card Same Card

AMOUNT S 10.00

CANCEL CAPTURE @
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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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4
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Waiting for Signature Waiting for Receipt.
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@ Dec 01 - $50.00  Refunded
M o PR $5500  Comoleted
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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.
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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.

QUICK STAY CREDIT QUICK STAY CREDIT

$11.00 $11.00

SUMMARY

Please insert card fully Authorizing

CANCEL CANCEL
] ]
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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.

QUICK STAY QUICK STAY
$11.00 $11.00

TEST TEST-VOID PSR TEST TEST-VOID
w0041 | wgoa

SUMMARY RECEIPT SUMMARY NOTES @RECEIP!

DISCOVER

=
/

Waiting for Signature Waiting for Receipt.

Return card to customer.

SKIP SIGNATURE @

8 O rornt
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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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CHECK-IN CHECK-OUT

QUICK STAY

@ Select your charges

NEXT

CHECK-IN

CHECK-OUT QUICK STAY

Select your charges

NEXT

Charges

Extra charge reasons
*Select all that apply
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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.
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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.

$10.00 $10.00

WO TEST TEST-vOID WP  TEST TEST-VOID
P w0041 <

SUMMARY SUMMARY RECEIPT SUMMARY NOTES RECEIPT

Waiting for Receipt.
Return card to customer.
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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.

A~ N ~
ja= LODGING je= LODGING
#= LODGING Dat
S DETAILS LIST 0 123456 Dec02  Deco03 $10.00 Pending
Room Folio Status
Checked-In
© s en - $10.00 Completed 123456 654321
e - Check-in Check-out
@ 44445555 peco2  Dec03 $11.00  Completed Dec 02 Dec 03
0 88 Dec02  Dec03 $6.93 Pending
TEST TEST-VOID
0041
@ 123456 Dec02  Decod $15.00 Completed
SALE DETAILS
e 112233 Dec 02 - $10.00 Completed
12-02-2016 Authorize
@ 44445555 Do o' hec 0 $11.00 Completed
@ 789456 Dec oz Dec 03 $11.00 Completed
. . CHECK OUT
@ 1979 oo s $100.02  Completed
@ Dec 01 - $50.00 Refunded
[co WY PSR $55.00  Completed
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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.

CURRENT TOTAL $10.00
CURRENT TOTAL o $ @ 5.00 CURRENT TOTAL
0 NEW TOTAL $15.00
NEW TOTAL NEW TOTAL
Select date to update Check-Out date

Select date to update Check-Out date

Select date to update Check-Out date

December 2016 @

December 2016

December 2016

CANCEL CANCEL
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You will see a pop-up box confirming your Updates/Modification (either Total Stay Amount,

Check-Out Date, or both).
You will see a pop-up box showing Updating in progress.
You will return to the Check-In Stay Details which will show you the Updated Changes.

Room Folio Status

123456 654321 Checked-In

Check-in Check-out

Dec 02 Dec 04

SN TEST TEST-VOID
=) 0041

Are you sure you want to update
Check-Out date to 12-04-2016, and

update the amount to $15.00 STAY DETAILS [EEN/VES

12-02-2016 Authorize
CANCEL

CHECK OUT
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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.

R

Folio

888888 888888

Check-in Check-out

Apr17 Apr19

VI EURG STANDARD
VISA 0002

STAY DETAILS SALE DETALLS

Authorize /

04172017 Authorized

Incremental Auth

04-17-2017 Purchase >Gift shop

CHECK OUT
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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.

@ woe v w000 | W

888888 888888
e nm 0 Tl $80.00  Mone

Check-in Check-out
e 2899 NJW“ w»n $87.00 Pending Apr17 Apr19
e 8888 Apr17  Apris $12.00  Pending WY VI EURG STANDARD

0002

0 8880 or1?  Aor2S $49.50 Completed

SALE DETALS

788999 7 18 $49.50  Pending Authorize /
0 o e 0417207 Authorized
0 8888 Apr18  Apr19 $135.30 Completed
QO = L e $45.00  None
CHECK OUT

0 8855 A8 Apr19 $49.50 Completed
0 7888 or1?  foris $12.00  Pending
P

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

Enter Sale Amount

Charges 31000

Extra charge reasons
*Select all that apply

[ Restaurant [ Telephone

2
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Gam (G ;
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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.

ADD CHARGES m ADD CHARGES
m ase0002 S —I O . O O 0002 S '] 0 ‘ O O

SUMMARY RECEIPT SUMMARY NOTES RECEIPT

ADD CHARGES
= $10.00

SUMMARY

/.‘

O Waiting for Signature Waiting for Receipt

Processing

S “
a O rovt 8 O roma

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:

Room Fol

888888 888888

Check-in Check-out

Apr17 Apr19

s $60.00

STAY DETALS EEETIES S ZUES

Authorize /

AL E Authorized

Incremental Auth:
Purchase >Gift shop

04-17-2017

CHECK OUT
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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.

N
=] LODGING

f= LODGING

B oeTALSUIST

Room Folio Status

66 66 Checked-In

Check-in Check-out

Dec 06 Dec 07

USPERSO CARDO4
VISA 0010

BIEAQV PR  SALE DETAILS Add Charges

12-06-2016 Authorize $0.55

@

CHECK OUT
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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.

TRANSACTION #B58CC664 12/06/2016 | 09:03 AM TRANSACTION #B58CC664 12/06/2016 | 09:03 AM

$0.55

USPERSO CARDO4 USPERSO CARDO4
VISA [penives VISA [patsan

Are you sure you want
to void this amount?

$0.55

RECEIPT RECEIPT

Authorized

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”:

—
= jec= LODGING ) /ﬂ\

Transaction

Type Room Date Total Qe

66 Checked-In

@ 66 Dec06  Dec07 $0.55  Canceled Follo Status

8388888  Decos  Dec08 $10.00 Completed

Check-in Check-out
#1a432f6d Dec 06 Dec 07
Purchase Dec0é N god1 85'00 o

e 4444444 Dec 06 - $8.00 Completed USPERSO CARDO4

VISA
0010
@ 9999999 ‘Decos  Dec 0o $11.00 Completed
SALE DETAILS

° 25 Dec 06 - $28.80 Completed 12-06-2016 Authorize

| 12-06-2016 Void

O » bec0s  Dec 0o $20.00  compieted
#417ac2as
‘Assured pecos [ 0102 $5000 @

Reservation

0 122 Dec06  Dec08 $600.00  Pending

° 48 Dec 06 - $48.00  Refunded

-
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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.

N
ja LODGING
Transaction
Type sm.mm Date Total Smulz.k
p—
@ 4545 Dec19  Dec24 $10.00  compieted Room Folio Status
4545 4545 Checked-Out
@ 8989 bec12  Dec1d $10.00  Pending
ged‘ ’1’ 5 CD"“:""’E'A @ Select your refund
@ Dec 07 - $10.00 Refunded ec ec
@ 3344 bec 07 Du.: 0 $10.00  Refunded ‘ No Show ’ [ Purchase ’
0 3434 Dec 26 Doc. 3N $20.00  Pending Card Deposit Delayed Charge
SaLEoETLS
e 2424 Dec 07 - $10.00  Completed 12:07-2016 Authorize ‘ Express Service ’ [ Assured Reservation
12-07-2016 Capture
e 2323 Dec 07 - $10.00 completed
CANCEL
@ 2233 Deo1l  Deotd $10.00 Completed
#90150393 REFUND
e
Deloyed Chorge 0997 B3 2205 8500 @
e 5010 Dec 06 - $50.10 completed
-
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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.

()

TRANSACTION #93BEA29A 12/07/2016 | 02:48 AM

$10.00
@ 2205

SUMMARY RECEIPT

NOTES RECEIPT @

CONFIRM AMOUNT TO REFUND

$ 10.00

CANCEL REFUND@

O rovnt

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”:
— =
= B LODGING A /ﬁ\
Type Room Date Total “«szzov
@ 4545 Dec19  Dec24 $10.00  Refunded . -
4545 Checked-Out
@ 8989 Dec12  Dec1d $10.00  Pending
Check-out
@ Dec07 - $10.00  Refunded Dec 24
@ 3344 Dec o7' Dec 09 31 0.00 Refunded
Q 3434 vec26  Dec $20.00  Pending
Dec26  Dec31
SALE DETAILS
e 2424 Dec 07 - $10.00 completed 12-07-2016 Authorize
12-07-2016 Capture
e 2323 Dec07 - $10.00  Completed
12-07-2016 Refund
@ 29 Dec11  Dec14 $10.00 Completed
#9¢150393
D;ayedchuge peco7 [ 2205 $500 @
e 5010 Dec 06 - $50.10 Completed
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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.

N
je== LODGING

N ~
ja= LODGING L A

Non Reference Refund

CHECK-IN CHECK-OUT QUICK STAY SALE

Card Deposit

Enter Total Stay Amount @ Enter Total Amount to Refund

SOOO @ Select your refund S_I 0.00

No Show 1 { Purchase }
Card Deposit Delayed Charge

Express Service } [ Assured Reservation ‘

2 2
5 S
8 8
0 0

O N b =
A © o w
O N b =
A © o w
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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.

NON-REF REFUND CREDIT NON-REF REFUND
$10.00 $10.00

@
= | CE

SUMMARY NOTES SUMMARY RECEIPT

'

Insert or Tap to Refund

CANCEL
a O rovnt

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”:

= = LODGING
——— ()
X))
[YDSJ Room Dats otas o TRANSACTION #4C72447F 12/07/2016 | 06:13 AM
@ . Dec 07 - $10.00  Refunded
K?)
e 20 Dec 07 - $20.00 compie
QO ~ Dec07 - $50.00 complted 2]
w2205
e 5000 Dec 07 - $5.00 completed
SUMMARY ITEMS RECEIPT
° 500 Dec 07 - $5.00 Completed
0 711111 Dec07  DecOS $0.05  Pending
° 45 Dec 07 - $45.00 Ccompleted
o 2500 Dec 07 - $25.00 Completed
e 18 Dec 07 - $15.00 Completed
e 45 Dec 07 - $39.00 Completed
F_ N
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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.

Enter Total Stay Amount | Enter Amount to Authorize

$0.00 $100.00

2 2 3
5 5 6
8 8 9
0 0 a

O N » =
A © o w
O N » =

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

AUTH-ONLY
$100.00

Card present?

Enter card information on the
customer-facing screen

CANCEL

8 O ront

28



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.

AUTH-ONLY
BB o $100.00

SUMMARY

A

V code: Not Match
AVS code: Match

Details

a O rona

Elayg minal
490 s Caufgrm'; Ave, #200

550-3002147
@  $100.00 '

SUMMARY

Mon 04/17/2017 8:13 PM

AVS response code: Z

Address (Street) does not match, Zip matches.

voip PROCEED
a O rom
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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.

VERIFY CARD CREDIT

Enter Total Stay Amount

$0.00

Insert or Swipe Card

3
6
9
a

2
5
8
0

O N » =

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

Card present? '_

Enter card information on the
customer-facing screen

CANCEL

a O rona
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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.

Elavon Terminal
490 S California Ave, #200
Palo Alto CA 94306
650-3002147

—— SOOO —— SO 00

SUMMARY
SUMMARY

A

V code: Match

AVS code: Not Match AVS response code: Z

Address (Street) does not match, Zip matches.
Details

voio PROCEED WO EROCERD)
= 0 ror a © ronar
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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.

CHECK-IN
$10.00

SUMMARY
Card present?

Enter card information on the
customer-facing screen

CANCEL

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
- Cvwv
- 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.

Enter CC info on secure customer screen

1 2 3 1

2 3
4 5 6 » 4 5 6
7 8 9 7 8 9
CANCEL 0 ENTER CANCEL 0 ENTER
$10.00
*
F] Merchant screen

- . .
Enter card information on the InStrUCtlons -
customer-facing screen cc info

Enter Expir info on secure customer screen

1 2 3 1 2 3

4 5 6 * 4 5 6

7 8 9 7 8 9
CANCEL 0 ENTER CANCEL 0 ENTER

CHECK-IN
$10.00

Merchant screen
instructions:
Expir info
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4. Enterin required V Code (or Security Code) information — also known as
CVVI/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.

Enter V Code info on secure customer screen

1 2 3 1 2 3

4 5 6 * 4 5 6

7 8 9 7 8 9
. CANCEL, 0 ENTER CANCEL 0 ENTER

Bl Choose reason for CVV cancel
CHECK-IN [ % CVV not present on card ’

[ E CVV not clear to be read ’

$10.00
CANCEL
2 3
Merchant screen
WA,TE v instructions:
V Code info

CANCEL

a O rovnt
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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.

Enter Zip Code on secure customer screen

ENTER CANCEL 0 ENTER

$10.00
x
=0 «—Merchant screen
WAITING FOR ZIP (RES) inStrUCtions :
- Zip Code

Enter Street # info on secure customer screen

1 3

2 1 2 3
4 5 6 * 4 5 6
7 8 9 7 8 9

0 CANCEL 0 ENTER

cHeckiN
$10.00

SUMMARY NOTES

*

WAITING FOR STREET NUMBER

Merchant screen
instructions:

B

8 O romat



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.

Customer screen

S_I OOO S,] OOO Please Sign S_I OOO Choose Receipt S‘] 0.00
~ ~

Authorizing Authorizing

Merchant screen

CHECK-IN
CHECKIN CHECKN CHECKIN m

Waiting for Receipt

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
on the

is a legend for how to Stay records are displayed with Transaction statuses. The Type column
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

— @ LODGING Q B
" o . o Transaction )
Stay Type | e || Lal s status W Transaction status Icons
@ Check In @ 56565 Dec07  Dec10 $10.00 | Refunded Captured/ Completed (V)
@ Check Out @ Paritally Refunded (4
. Dec 07 - $10.00 | Refunded
@ Quick Stay Refunded o
e Sale e 35353 Dec 07 - $15.00 | completed Declined @
@ Non-Ref Refund ) <
) ) Voided/Canceled X ]
Q 89898 Dec21  Dec23 $10.00 | Pending
HOE e Ean 20| ©
@ 363636 bec07  Dec12 $10.00 | completed
home own Edms  $s00| ©
Q 4848 Dec‘26” De<; 28 $10.00 Pending
@ 69 bec02  Dee03 $100.00 | completed
@ 3010 Dec'08.v De<; 10 $30.10 Pending
[co MY e $10.00 Lcompleted |
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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.

Stay Details Screen

Stay Info

- Room # / Folio #

- Check-In/Out dates
- Stay Status:

Folio

- Checked In 89898

- Checked Out
- Quick Stay

Check-out

Dec 23

Stay Transaction Info
- Card Info
- Brand/Last4 CC #
- Cardholder Name (if available)

- Stay Total

BRI IPURY | SALE DETALS

Stay Details Tab 12:07-2016 Authorize

- Stay Txn History
- Authorize Date / Amount
- Capture Date / Amount
- Void Date / Amount
- Refund Date / Amount

CHECK OUT

Actions
- Modify Stay

- Incremental Auth

- Update Check-Out Date
- ,Add Charges (Sale Txn)
7 Re-print receipt
- sTransaction
/ - Void

- Refund

- Check-Out

Sale Details Tab
- Txn Type:
- Purchase
- Delayed Charge
- No Show
- Card Deposit
- Express Service
- Assured Reservation
- Extra Charge Reasons
- Restaurant
- Gift Shop
- Mini Bar
- Telephone
- Laundry
- Other
- Date / Amount

Room Fol

89898 89898

Check-in Check-out

Dec 21 Dec 23

STAY DETALS | SALE DETAILS I

Purchase
Gift shop

12-07-2016
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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.

o SETTLEMENTS

SETTLE

Review and settle transactions in the open batch.

TRANSACTIONS

View and make adjustments to unsettled transactions.

BATCH HISTORY

View Batch History.
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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.

Settlements /ﬁ\

Settlement B

Q@ Review Open Batch $1 89.00

Close (19) $189.00
Base sales $22900
Tips $OOO
Total sales $22900
Refunds $-4000
SETTLE OPEN BATCH
17 transactions are not included in the open batch ($383.70).

REVIEW TRANSACTIONS
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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.

Settlements

Transactions

Q

Open batch (19)

Date ID/Name
12/7/2016 #{8f85086
10:49:09 PM

Rm 159874

12/7/2016 #85edf0ab
10:45:38 PM
Rm 2222222

12/7/2016 #6969e1a8
10:44:30 PM

Rm 258258

12/7/2016 #5f59e3dd
4:19:51 PM

12/7/2016 #adc38del
4:17:39 PM

Rm 56565

12/7/2016 #ced95545
4:16:56 PM

12/7/2016 #646fb7d8
4:16:30 PM

Awaiting checkout (17)

Payment Total

vissRRER $10.00

visa RRER $10.00

visaRRRR $10.00

B220s -$10.00

@i -$10.00

32205 $5.00

B3 2205 $2.00

Settlements /ﬁ\
Transactions @ Review
Q
Open batch (19) Awaiting checkout (17)
Date ID/Name  Payment Total
12/7/2016 #18f85086
10:49:09 PM visa RRER] $10.00 & EDIT
Rm 159874 159847
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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.

Settlements /ﬁ\ Settlements /ﬁ\
Transactions ® Review Transactions ® Review
‘/77 .7\\‘\ v/’
\Q { ! int ) ‘\9 )
Open batch (19) | Awaiting checkout (17) Open batch (19) | Awaiting checkout (17)
Date ID/Name  Payment Total
Date ID/Name  Payment Total
12/7/2016 #1987f78d
9:58:30 PM 111 $10.00 Purge 17 transactions? This action is
Rm 357415 Fo 357412 permanenl.
12/7/2016 #4bceeOb1
9:53:49 PM =111 $10.00
Rm 789456 Folio 789456
12/7/2016 #11c46212
3:37:04 PM 1111 $10.00
Rm 89898 Folio 89898
12/7/2016 #bd03b359
3:04:00 PM 1111 $10.00
Rm 4848 Folio 4848
12/6/2016 #77464c0b
11:19:57 PM B3 2205 $40.05 -
Rm 40104010 Fe 40104010
12/6/2016 #a48d61b2
11:14:16 PM B3 2205 $30.05
Rm 30103010 Folio 3010301(
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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.

Settlement Report Batch History Settlement Report Settlement Report
© s $189.00
$189.00 [ oows | sz2900
$229.00 “
=
S =]
p b
$0.00 - “
$229.00
$-40.00 “
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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.

@®POYNT

Email address

Password

:"" —_— i ;

o POYNT SALES & REPORTS

DAILY WEEKLY MONTHLY
W™ Dashboard 48 0 $41 73 1 52 RECENT ACTIVITY View al
Check-ins Check-outs Revenue
b= St 11/28/16 y AOUN
~ lelals @ 117 $500.00 °
[® Settlements o
11728116 ° - X
@) Reports 6:51 pr Unknown $0.00
28/ ‘ o
e @ 120 $2.50 o
11/28/16 ' e
I I 4:03 o @ 7411 $47.58 °
] - =] HEQKED IN
11728116 ' o
W Ochor NN Rogutar stay W Quick stay [ Purchase 4:01 pm @ ran o °
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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.

O POYNT ALES & BUSINESS Business >
& Your business Poynt Elavon Test Lodging * M

=

Poynt Elavon Test EEE
Lodging 200

Test Lodging & Tost Lodging &

ir
80247 g c
< Basic info Payment settings Lodging settings Merchant screen Customer screen Txn receipts

Total Stay Amount
Default stay amount Ask clerk for total stay amount

Test Lodgir

Folio number

Tax rate 0
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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

O POYNT SALES & REPORTS

i Dashbos Stays $4,731.52 $4,731.52 $30,982.11 $30,982.11
-
@ "M DecS Dec? $10.00 $0.00 g
@ 1M1 DecS Dec 9 $0.00 $0.00 =3
@ 987 Dec 4 Dec8 $0.00 $0.00 [ Detads |
L/ (&) =n
7411 Nov 30 Dec 2 $47.58 $0.00
=
©®© » Nov 30 §25.00 $0.00 =
O POYNT SALES & REPORTS v
i Dashbos Stays $4,731.52 $4,731.52 $30,982.11  $30,982.11
AN e 55555 DecS Dec?9 $50.00 $0.00 g
. @ 336 Nov 28 Dec 7 $80.52 $0.00 mlm
O $853.39 20.00 oa
e 17 Nov 28 Nov 30 $500.00 $0.00 mm
G 233 Nov 28 Nov 30 $50.00 $0.00 g
[ J— 500 .00 S—
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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.

O POYNT SALES & REPORTS BUSINESS SUPPORT POYNT ELAVON TEST LODGING @

[ Dashboard Stays $4,731.52  $4,731.52  $30,982.11  $30,982.11
Today Week Month Alltime
b= Stays

B Settlements CHECK-INS

u a
z
g
g )
K ¢

(] 17 Checked Out VoD Al Schi... I w0 $500.00
Py — CHECK-0UTS o S
epor
QUICK STAYS = "
Purchase Nov 28 Lilla Rodr.... [ xo0ex Elesih
897 Nov: X
NON-STAY ° (Mini Bar) e Dsaezzent $34.00
ALL TRANSACTIONS i= Details
BN o - Nev2s oo, B = oo
S Receipt
EE Details
o 336 Checked Out Nov28 Evelyn .. [T xx - $80.52
i= Details
(® ° Nov 28 Greg Grant [ xoccx
6548 Checked In e N $50.00
. T % e =
s ®
. [:= Details |
“ (@ ° %0 Checked In Nov28 Card - $6.90
x (® D #8c4 & Receipt
= 0 s S— cs000
@ (Laundry) 9:38am D #53abdé0a & Receipt i
(®
(® [:= Detaits |
o 39 Checkedn Nov2s KeyaFra... [T % - $75.65
i= Details
° 789 Checked Out Nov2s == $89.00
iE Details
o 39 Checked In Nov28 = §75.65
EE Details
o 777 Checked Out povzs) 5 $80.00
3:42 o [ Receipt |
° 433 e Nov 28 Alfred Di... [ xoox Sl §100.00
313 D #{312094 & Receipt N
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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.

STAY DETAILS

ROOM CHECK-IN CHECK-OUT STAY TOTAL SALES TOTAL
5236 Nov 20 Nov 22 $2.00 $4.40

CHECKED OUT

11/19/16

Fieca Blick T o 44339031

SALES DETAILS

TIME TYPE REASON TOTAL
Nov 19, 5:11 am Card Deposit N/A $2.35
o Bernadette Doyle I oo/ #cbas08a7 $2.35

View details about this stay -
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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:

View receipt

POYNT ELAVON TEST LODGING

Nov 29th, 2016 @ 1:59 pm

CHECK OUT
876543210 $40.00
$40.00
$0.00
$40.00
TOTALPAID $4000

CAPTURE
Test Test-void

1agree to pay the above total according to my card issuer
agreement

<

Nov 29,2016
Nov 30,2016

1Day

Example of Email Receipt for Sale transaction:

O POYNT SALES & REPORTS BUSINESS SUPPORT POYNT ELAVON TEST LODGING @
&« Dashboard Stays $4,731.52  $4,731.52  $30,982.11  $30,982.11
Y
Today Week Month Allime
k= Stay:
Q #c74¢572¢ Nov 28
B Settlement: SECes Selayed Charge ove $0.00 = Receipt
ALE Delayed Charg 356 p
CHECK.OUTS
@) Reports
QUICK STAYS aNIbe ¥ SALESTOIA
@ s Nov 26 $25.00 0=y
Purchase 39 prm = Recei
ALLTRANSACTIONS
TXNID/TYPE DATE SALES TOTA
QO e Gase
= Recei
View receipt
$68.00
POYNT ELAVON TEST LODGING ‘s——‘ TOTAL [ := Details |
5.00
Nov 29th, 2016 @ 2:08 pm
SALES TOTAL
Tpe of s s $50.00 -w
~Purchase
Reason:
- Mini Bar
999999 $3000 E=x3
$3000
$0.00
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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

Poynt Elavon Test Lodging Sales Non-Lodging
Transactions across all terminals Date D Program ID Extra charge reasons Total
) 11/29/16 #43bfaffc purchase mini bar $30.00
Report Period: Nov 18, 2016 — Nov 30, 2016 2:08 pm
Generated: Nov 29, 2016 @ 11:34 pm 11/29/16 #8281bae0 delayed charge gift shop, laundry, mini bar, other, restaurant, telephone $25.00
Total # Txns: 193 1:06 pm
11/29/16 #82f97d9f express service $36.99
7:42 am
Breakdown 11/29/16  #863036€0 purchase laundry, mini bar $36.90
7:09 am
Net Total $14,349.73 11/29/16 #0189e170 no show $1.10
6:00 am
Total check-ins (64) $7,429.14 11/29/16 #83cc78c7 no show $8.00
5:55
Total check-outs (52) $5,628.74 an
11/29/16 #470e132d purchase telephone $5.00
Total quick stays (19) $588.23 5:45 am
Total sales non-lodging (21) $621.06 11/20/16  #18857b7a no show $5.00
Card Refunds
Check | Date ID/Note Cardholder Total Tip Cashback Employee Room number  Folio number Program ID Extra charge reasons
eck Ins
11/18/16  #85d66fd0 Visa 0010 -$993.30 $0.00 $0.00  Manager Manager
Room Check-in Check-out Stay Total Sales Total 7:21am USPERSO CARD04
11/18/16  #9647e929 Visa 0010 -$385.00 $0.00  $0.00 Manager Manager
35768 12/4/16 12/5/16 $1,070.05 $0.00 7:21am USPERSO CARDO4
14000 11/29/16 11/30/16 $0.00 $0.00 11/18/16 #b9b3142e  Mastercard 2124  -$2,540.86 $0.00 $0.00  Manager Manager
8:19am
773 /2016 13016 $0.00 $0.00 11/18/16 #136edel7  Visa 0010 -84000 $0.00 $0.00  Manager Manager
8889 11/29/16 11/30/16 $25.00 $0.00 8:22 am USPERSO CARDO4
11/18/16 #1dadbdde Visa 0010 -$29.99  $0.00  $0.00 Manager Manager
7963 11/29/16 12/8/16 $325.00 $0.00 8:23 am USPERSO CARDO4
7556 11/29/16 12/2/16 $0.00 $0.00 Card Declines
Check Outs Date ID/Note Cardholder Total Tip Cashback Room number Folio number Program ID Extra charge reason ,
11/22/16  #602c54f6 Visa 0043 $49.98  $0.00 $0.00  Manager Manager 804
Room Check-in Check-out Stay Total Sales Total 10:42 am VISA TEST CARD 4
456123 12/1/16 12/2/16 $10.00 $0.00 11/25/16  #4aceabfa Mastercard 4111 $66.55  $0.00 $0.00  Manager Manager 882
: : 6:55 am Card 04 DI Test
7654321 11/29/16 11/30/16 $40.00 $0.00 11/25/16 #824b31a3 Mastercard 4111 $66.55 $0.00 $0.00 Manager Manager 882
6:55 am Card 04 DI Test
876543210 11/29/16 11/30/16 $40.00 $0.00
Card Voids
Quick Stays Date ID/Note Cardholder Total  Tip Cashback Employee Room number Folio number Program ID Extra charge reasons
" -~ 11/20/16  #defc5845 Visa 0119 $69.00 $0.00 $0.00 Manager Manager 69
Room Check-in Check-out Stay Total Sales Total ©:50 am Card 03 DI Test
6543210 11/29/16 11/30/16 $22.00 $0.00 11/29/16  #3bbf59b5 Visa 0119 $90.00 $0.00 $0.00 Manager Manager 7962
11:41am Card 03 DI Test
987654321 11/29/16 11/30/16 $20.00 $0.00 11/29/16 #2bc8Bea2 Visa 0119 $100.07 $0.00 $0.00 Manager Manager 7555
11:45am Card 03 DI Test
2222 11/28/16 1172916 $55.74 $0.00 11/29/16  #3bact230 Visa 0119 $2500 $0.00 $0.00 Manager Manager 7773
887 11/28/16 11/29/16 $0.00 $0.00 12:48 pm Card 03 DI Test
11/28/16 #32607053 Mastercard 3003 $2.50 $0.00 $0.00 Manager Manager 120
771 11/28/16 12/2/16 $77.25 $0.00 1:13 pm
300 11/28/16 11/30/16 $25.00 $0.00
300 11/28/16 11/29/16 $5.00 $0.00
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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.

O POYNT SALES & REPORTS BUSINESS SUPPORT POYNT ELAVON TEST LODGING @
| Dashboard Settlements
= Stays SETTLE ALL TERMINALS REVIEW OPEN BATCH
Poynt Elavon Test
@ Settlements L/odgin‘g o Sales (6)
6 terminal(s) in store
Base $162.00
) Reports i
INDIVIDUAL TERMINALS Close (6) $162.00 & Discover $162.00
TID 8024778493911 Total $162.00
P61SWD068GS003247 Refunds (0) $0.00
TID 8024778493907
P61SWD066GS001898
(5521 SETTLE OPEN BATCH
Last batch
$211.54 REVIEW TRANSACTIONS
Submitted
11/17/16 @ 3:50 am A 7 transactions are not included in the open batch ($1,241.55). Q
Open batch (6) Awaiting Checkout (7)
TID 8024778493780
P61JNB235FS000360
DATE ~ ROOM# ID/NAME PAYMENT TOTAL
TID 8024778493928
e ISR 11/30/16 #0d630483
PETSWPOXGE005217 @ 35768 VISA ACQUIRER TEST CAR... 1 0010 $1,070.05 m
B17h B 18h
R L s2000 0]
TID 8024778493913
P61SWD05XGS001460 11/18/16 #f7bcdec3 -
CY T s10000 IR oo ]
11/18/16 #f05056d0
TID 8024778493914 @ SYED F ASAR = $
P61SWD096GS005282
11/10/16 #42a355a5
EDED V) cecomaesca BB s11.00 [ oo ]
11/10/16 #dad5a3fa -
@ Nene DISCOVER TESTCARD &3 11 $5.50 m
11/10/16 #ad8eafc2
@ Nene DISCOVER TESTCARD & 111 $22.00
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