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1. CREDIT CARD MANAGEMENT

MANAGE & CHARGE CREDIT CARDS
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1.1
How to charge or pre-authorize credit 

card ?
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1.1 CREDIT CARD
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CHARGE OR PRE-AUTHORIZE CREDIT CARD
 Select the reservation and navigate to the credit card window

STEP
1

Select the roomstay

STEP
2

STEP
3

Launch the credit card 
management page



1.1 CREDIT CARD
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CHARGE OR PRE-AUTHORIZE CREDIT CARD
 Get the credit card data

STEP
4

View the credit card 
data



1.1 CREDIT CARD
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CHARGE OR PRE-AUTHORIZE CREDIT CARD
 Access the credit card data

STEP
5

Fill the CC access password (Only if the 
property has activated the feature)

STEP
6

View CC data



1.1 CREDIT CARD

WinSaaS @Copyright 20198

CHARGE OR PRE-AUTHORIZE CREDIT CARD
 View the credit card data

STEP
7

Use this credit card data to 
enter in the POS key pad or 

a payment web page



1.1 CREDIT CARD
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CHARGE OR PRE-AUTHORIZE CREDIT CARD
 Charge the credit card using your payment devices

STEP
8

Charge the credit card using your 
payment devices



1.1 CREDIT CARD
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CHARGE OR PRE-AUTHORIZE CREDIT CARD
 Inform the system of the payment result using your devices

STEP
9

After a successful payment using your 
payment devices click in the “Add Status” 
button to register in the system the action 

and the result



1.1 CREDIT CARD
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CHARGE OR PRE-AUTHORIZE CREDIT CARD
 Select what did you try to do using your payment device

STEP
10

Select what type of action you 
did in the payment device



1.1 CREDIT CARD
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CHARGE OR PRE-AUTHORIZE CREDIT CARD
What action did you do with your payment device

STEP
1

In this example you 
charged a full payment



1.1 CREDIT CARD
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CHARGE OR PRE-AUTHORIZE CREDIT CARD
What was the result of the payment action

STEP
11

The result was a 
success



1.1 CREDIT CARD
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CHARGE OR PRE-AUTHORIZE CREDIT CARD
What amount did you try to charge

STEP
12

Fill with the value 
entered in the payment 

device

STEP
13

Save the status



1.1 CREDIT CARD
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CHARGE OR PRE-AUTHORIZE CREDIT CARD
 Save and confirm the new status

STEP
14

Confirm the new 
status and save the 

changes



1.1 CREDIT CARD
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CHARGE OR PRE-AUTHORIZE CREDIT CARD
 Go to the associated folio account and create a new payment entry

STEP
15

Click and Navigate to the reservation 
folio\account page to create the payment 

entry in the guest account 



1.1 CREDIT CARD
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CHARGE OR PRE-AUTHORIZE CREDIT CARD
 Add a new payment entry

STEP
16

Select “ADD 
PAYMENTS”



1.1 CREDIT CARD
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CHARGE OR PRE-AUTHORIZE CREDIT CARD
 Select the credit card, fill the value charged and save

STEP
17 Fill the amount 

charge

STEP
18

STEP
19

Select “Credit Card”

Save the new entry



1.1 CREDIT CARD
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CHARGE OR PRE-AUTHORIZE CREDIT CARD
 Verify the payment entry and confirm

STEP
20

Confirm the 
payment and save



1.1 CREDIT CARD
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CHARGE OR PRE-AUTHORIZE CREDIT CARD
 Verify the new payment entry

STEP
21

Payment entry created 
in the reservation 

account



1.1 CREDIT CARD
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CHARGE OR PRE-AUTHORIZE CREDIT CARD
 Refresh and check that the account is now balanced

STEP
22

The account is now 
balanced



1.1 CREDIT CARD
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CHARGE OR PRE-AUTHORIZE CREDIT CARD
 Recheck again in the reservation page

STEP
23

Select the 
reservation

STEP
24

STEP
25

STEP
26

Recheck by going to 
the bookings page

Account is balanced

Verify the new 
payment entry



1.2
How to manage credit card status
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1.2 CREDIT CARD
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MANAGE CREDIT CARD STATUS
 Navigate to the reservation you want to manage the card status

STEP
1

Hover the reservation to 
manage the credit card status

STEP
2

Navigate to the 
calendar page



1.2 CREDIT CARD
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MANAGE CREDIT CARD STATUS
 Navigate to the credit card management page

STEP
3

Navigate to the credit 
card management 

page



1.2 CREDIT CARD
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MANAGE CREDIT CARD STATUS
 Add a new credit card status

STEP
4

Add a new status



1.2 CREDIT CARD
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MANAGE CREDIT CARD STATUS
 Fill the status data and save

STEP
5

Fill the new status 
dataSTEP

6

Save the status



1.2 CREDIT CARD
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MANAGE CREDIT CARD STATUS
 Edit an existent status and change some data

STEP
7

Edit the new created 
status



1.2 CREDIT CARD
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MANAGE CREDIT CARD STATUS
 Change some status data

STEP
8

Change the status

STEP
9

Save the status



1.2 CREDIT CARD
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MANAGE CREDIT CARD STATUS
 Delete a credit card status

STEP
10

Delete the old status



1.2 CREDIT CARD

WinSaaS @Copyright 201931

MANAGE CREDIT CARD STATUS
 Confirm the deletion

STEP
11

Confirm the status 
deletion



1.2 CREDIT CARD
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MANAGE CREDIT CARD STATUS
 View the status

STEP
12

View the updated 
status



1.3
Report to channel partner an invalid 

credit card ?
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1.3 CREDIT CARD
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REPORT TO PARTNER INVALID CREDIT CARD
 Select the reservation to report an invalid card

STEP
2 Click to open window with 

the selected reservation

STEP
1



1.3 CREDIT CARD
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REPORT TO PARTNER INVALID CREDIT CARD
 Navigate to the credit card status page

STEP
3

Navigate to the 
credit card page



1.3 CREDIT CARD
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REPORT TO PARTNER INVALID CREDIT CARD
 Get the credit card data and try to charge

STEP
4

Get the credit card data 
and try to charge



1.3 CREDIT CARD
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REPORT TO PARTNER INVALID CREDIT CARD
 View the card data

STEP
5

Charge the credit card using 
your payment device (POS, 

webpage, etc)



1.3 CREDIT CARD
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REPORT TO PARTNER INVALID CREDIT CARD
 The payment was declined using your paymend devices

STEP
6



1.3 CREDIT CARD

WinSaaS @Copyright 201939

REPORT TO PARTNER INVALID CREDIT CARD
 Add a new status defining what you did and the result

STEP
7

Inform the system of a payment declined 
by creating a new credit card status.

STEP
8

Save the new status

The button is disabled because you need 
to create a new status in the system 

before you can report an invalid credit 
card to a channel partner



1.3 CREDIT CARD
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REPORT TO PARTNER INVALID CREDIT CARD
 After creating the status you can report an invalid card to the partner

STEP
9

The button is now enabled because 
you have created a payment declined 

status



1.3 CREDIT CARD
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REPORT TO PARTNER INVALID CREDIT CARD
 Report an invalid credit card to the channel partner

STEP
10

Press OK to report to 
channel partner



1.3 CREDIT CARD
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REPORT TO PARTNER INVALID CREDIT CARD
 The report was accepted by the partner and correctly enqueued

STEP
11

The partner has received 
the invalid credit card 

report

STEP
12

More info



1.3 CREDIT CARD
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REPORT TO PARTNER INVALID CREDIT CARD
Wait for the channel partner to send new credit card data

STEP
13

Wait the time defined by the channel 
partner (Ex: Can be 2 hours for last 

minute reservation or 1 day for 
standard bookings)

IMPORTANT NOTE: After the guest update the credit card 
data the channel partner will send a new reservation 
modification to HotelASP with the new credit card.

To know if you have received a modification check the 
BOOKINGS page. The system shows the most recent updates 

or you can go to the reservation page and verify the last 
update time in the CHANNEL MANAGEMENT tab



1.3 CREDIT CARD
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REPORT TO PARTNER INVALID CREDIT CARD
 If you did not receive (or receive) any data you should try charge again

STEP
14

Try again to charge 
the credit card



1.3 CREDIT CARD
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REPORT TO PARTNER INVALID CREDIT CARD
 For the 2º time the payment was declined

STEP
15

The payment is again 
refused



1.3 CREDIT CARD
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REPORT TO PARTNER INVALID CREDIT CARD
 Add a 2º status and request cancellation due to invalid credit card

STEP
17

Request cancellation 
due to an invalid credit 

card

STEP
16

Optional: You can add a new “TRANSACTION 
DECLINED” status or edit the actual one. The 

important is to keep the system updated regarding 
the CC status. In this example we kept the same 

status even considering we had 2 tries at the POS 
payment device.



1.3 CREDIT CARD
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REPORT TO PARTNER INVALID CREDIT CARD
 Report a cancellation due to an invalid credit card

STEP
18

Confirm cancellation



1.3 CREDIT CARD
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REPORT TO PARTNER INVALID CREDIT CARD
 The cancellation request was successfully accepted by the partner

STEP
19

The channel partner confirmed 
the request to cancel the 

reservation due to an invalid 
credit card

STEP
20

Close CC window 
and go to the 

reservation window



1.3 CREDIT CARD
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REPORT TO PARTNER INVALID CREDIT CARD
 Before the partner cancellation the reservation is still in RESERVED 
status

STEP
21

The reservation is still in “RESERVED” 
state and is waiting for a partner call 

to change to “CANCELLED”.

Please wait for the partner.



1.3 CREDIT CARD
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REPORT TO PARTNER INVALID CREDIT CARD
Wait for the channel partner cancellation

STEP
22

Wait a couple of 
minutes



1.3 CREDIT CARD
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REPORT TO PARTNER INVALID CREDIT CARD
 The channel partner cancellation has arrived and the status is now 
CANCELLED

STEP
23

The reservation is now 
cancelled by the 

partner



1.3 CREDIT CARD
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REPORT TO PARTNER INVALID CREDIT CARD
 Check the reservation status

STEP
24 Select the cancelled 

reservation

STEP
25

Select the channel 
management tab



1.3 CREDIT CARD
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REPORT TO PARTNER INVALID CREDIT CARD
 Check additional information about the invalid card reporting

STEP
26

Verify when and 
who reported



1.4
How to report to channel partner a 

cancelation due to an invalid credit card?
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1.4 CREDIT CARD
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REPORT CANCELLATION DUE TO INVALID CREDIT CARD
 Select the reservation that will be reported (via BOOKINGS page)

STEP
1

Select the reservation to cancel due 
to invalid CC

STEP
2

Select the credit card 
page



1.4 CREDIT CARD
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REPORT CANCELLATION DUE TO INVALID CREDIT CARD
 Select the reservation that will be reported (via CALENDAR page)

STEP
2

Click to open the 
reservation window

STEP
1



1.4 CREDIT CARD
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REPORT CANCELLATION DUE TO INVALID CREDIT CARD
 Request the cancellation due to an invalid card

STEP
3

IMPORTANTE NOTE: The 
request cancellation button is 

enabled only if you have a 
payment declined status and 

you already reported an 
invalid credit card to the 

channel partner



1.4 CREDIT CARD
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REPORT CANCELLATION DUE TO INVALID CREDIT CARD
 Confirm the report

STEP
4

Confirm cancellation



1.4 CREDIT CARD
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REPORT CANCELLATION DUE TO INVALID CREDIT CARD
 Check if the result is ok

STEP
5

Verify the partner result. Ok means 
that the partner accepted the 

cancellation



1.4 CREDIT CARD
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REPORT CANCELLATION DUE TO INVALID CREDIT CARD
 After a couple of minutes the reservation status will change to 
CANCELLED

STEP
6

Wait a couple of minutes and 
refresh. The reservation status will 

change automatically to 
“CANCELLED” state



1.4 CREDIT CARD
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REPORT CANCELLATION DUE TO INVALID CREDIT CARD
 Check the reservation status

STEP
7

Select the cancelled 
reservationSTEP

8

Select the channel 
management tab



1.4 CREDIT CARD
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REPORT CANCELLATION DUE TO INVALID CREDIT CARD
 Check additional information about the reporting

STEP
1

Verify when and who requested 
the cancellation due to an 

invalid credit card



1.5
Configure Card Tasks for the Front-

desk\Payment Staff
(Setup default  payment actions for each rate)
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1.5 CREDIT CARD
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CONFIGURE CARD TASKS
 Help the Front-Desk\Payment Staff to Process Credit Card Tasks such 
as Payments & Authorizations

Associate to each RATE a credit card action for 
the front-desk\payment staff to do

The front-desk\payment staff will execute the 
tasks shown in the page until no more tasks 

are available

OBJECTIVE: Help the front-desk staff to process more quickly the credit card payments and authorizations
HOW: By setting default payment actions to each rate. The staff only needs to follow the instructions

CONFIGURE CARD TASKS VIEW & FILTER CARD TASKS



1.5 CREDIT CARD
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CONFIGURE CARD TASKS
 Navigate to the edit rate rules page to setup the card tasks

STEP
1

Navigate to the EDIT RATE 
RULES page



1.5 CREDIT CARD
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CONFIGURE CARD TASKS
 Configure the card action task defaults for each rate

STEP
2

Select the rate to 
configure

STEP
3

The rate selected

STEP
4

Configure what is the default card action task associated with the selected rate.
This information is used to show what reservations will appear in the CREDIT 

CARD TASKS page. 

Helps the front-desk staff to know and understand what to do with each 
reservation regarding the credit card charge. 

In this example we are saying that the default action for the 
BOOKING.COM\SINGLE ROOM\NON-REFUNDABLE RATE is to charge a pre 

payment of the total amount.



1.5 CREDIT CARD
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CONFIGURE CARD TASKS
 Setup the default action\task for each rate

STEP
5

Configure the default action

STEP
6

Save the settings

The default credit card action to be executed by the front-
desk staff for the BOOKING.COM\SINGLE ROOM\NON 

REFUNDABLE RATE is:

PRE PAYMENT TOTAL AMOUNT



1.5 CREDIT CARD
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CONFIGURE CARD TASKS
 Setup the default action\task for each rate

STEP
7

Select the standard 
rate

STEP
8 The default credit card action to be executed by the 

front-desk staff for the BOOKING.COM\SINGLE 
ROOM\STANDARD RATE is:

PRE AUTHORIZE 1 NIGHT

STEP
9

Select the standard 
rate



1.5 CREDIT CARD
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CONFIGURE CARD TASKS
 Navigate to the credit card tasks page

STEP
10

Navigate to the CREDIT CARD 
TASKS page

Shows all BOOKING.COM\SINGLE ROOM\STANDARD 
RATE reservations and defines the action 

AUTHORIZE 1 NIGHT

Calculates the amount of the 
1º night to charge

Shows all BOOKING.COM\SINGLE ROOM\NON 
REFUNDABLE RATE reservations and defines the action 

CHARGE TOTAL ROOM AMOUNT



1.5 CREDIT CARD
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CONFIGURE CARD TASKS
 Alternative way to mark a reservation to be shown in the credit card 
tasks page

STEP
11

Select the 
ACCOUNT tab

STEP
12



1.5 CREDIT CARD
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CONFIGURE CARD TASKS
Mark a reservation to be shown in the credit card task page. 

STEP
13

Check the “IS TASK” box. This will select the 
reservation to be shown in the credit cards 

tasks page.

This means that the Front-Desk Staff should 
do some action on this reservation



1.5 CREDIT CARD
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CONFIGURE CARD TASKS
 This reservation is now marked has a task to be worked by the staff

STEP
14

Confirm update and 
save



1.5 CREDIT CARD
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CONFIGURE CARD TASKS
 Navigate to the credit card tasks page

STEP
16

The reservation selected as “IS TASK” is now shown in the credit card tasks page. 

IMPORTANT NOTE: The rate FAMILY ROOM was not configured to be shown in this 
page. The alternative is to mark the reservation with the “IS TASK”

STEP
15

Navigate to the credit card 
tasks page



1.6
View & Filter Card Tasks
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1.6 CREDIT CARD
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VIEW & FILTER CARD TASKS
 Navigate to the credit card tasks page

STEP
1

Navigate to the credit card tasks 
page

Ta
sk

Ta
sk

Task\Action to Do.

IMPORTANTE NOTE: This rate was configured has a card task (View 
chapter 1.5 CONFIGURE CARD TASKS)

There is no action defined because this reservation was marked has a 
“IS TASK”.

IMPORTANTE NOTE: Only the rates configured has card tasks have 
actions pre defined (View chapter 1.5 CONFIGURE CARD TASKS)



1.6 CREDIT CARD
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VIEW & FILTER CARD TASKS
 Task Main Areas, Structure and Content

P
re

 p
ay

m
en

t 
Ta

sk

Reservation data

P
re

  A
u

th
o

ri
za

ti
o

n
 

Ta
sk

Rate Task\Action to Do

Status list. Actions done and the 
associated results

Additional information about the 
task and results from the system

Folio balance Amount to 
charge

Amount to 
charge

Task\Action to Do



1.6 CREDIT CARD

WinSaaS @Copyright 201977

VIEW & FILTER CARD TASKS
 Task Actions, To Dos and Details

Ta
sk

 A
ct

io
n

Ta
sk

 A
ct

io
n

Ta
sk

 A
ct

io
n

Task Details

Task To Do

Task To Do

Task To Do

Task Details

Task Details

Folio Balance

Folio Balance

Folio Balance



1.6 CREDIT CARD
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VIEW & FILTER CARD TASKS
 Filter by work pending and action types

STEP
2

Filter by type of actions

Filter by work type:

WORK PENDING: Select all tasks that don’t have 
the latest status as successful payment

WORK COMPLETED: Show tasks that have the 
latest status as successful payment



2. REPORT STAY CHANGE

Report to channel partner a roomstay
change
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2. REPORT STAY CHANGE
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REPORT TO CHANNEL PARTNER A ROOMSTAY CHANGE
 Select the reservation to change

STEP
1

Select roomstay to change 
and report to channel 

partner



2. REPORT STAY CHANGE
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REPORT TO CHANNEL PARTNER A ROOMSTAY CHANGE
 Change the dates

STEP
2

Change the date. In this example change the 
check-out date.

IMPORTANT: Before reporting to channel you need 
to change the dates or the price in the system. 

Only after can you report to the partner.



2. REPORT STAY CHANGE
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REPORT TO CHANNEL PARTNER A ROOMSTAY CHANGE
 Confirm the changes

STEP
3

Confirm the roomstay
check out change

Folio account before the 
change

Folio balance before the 
change

Room charge is 100 and 
account balance is 0



2. REPORT STAY CHANGE
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REPORT TO CHANNEL PARTNER A ROOMSTAY CHANGE
 Verify the changes

Guest account after 
the change

STEP
4

Account balance 
after the change

Room charge is now 
200

Account balance is 100 because the 
other 100 were already paid

Room charge after 
the change



2. REPORT STAY CHANGE
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REPORT TO CHANNEL PARTNER A ROOMSTAY CHANGE
 Report a change to the channel partner

STEP
5

Navigate to the CHANNEL 
MANAGEMENT tab

STEP
6

IMPORTANT NOTE: Fill the new ROOM CHARGE 
amount.

This is not the account balance. It’s the new total 
room charge. In this example it was initially 1 night for 
100 Euros and now it’s one more night making a total 

of 200 Euros

Press “REPORT STAY CHANGE” to 
report to the channel partner the 
new reservation dates and price.

STEP
7



2. REPORT STAY CHANGE
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REPORT TO CHANNEL PARTNER A ROOMSTAY CHANGE
 Confirm the report stay change

STEP
8

Confirm the stay change



2. REPORT STAY CHANGE
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REPORT TO CHANNEL PARTNER A ROOMSTAY CHANGE
 The report was successfully accepted by the partner

STEP
9

Report to channel partner 
was successful



2. REPORT STAY CHANGE

WinSaaS @Copyright 201987

REPORT TO CHANNEL PARTNER A ROOMSTAY CHANGE
Wait for the channel partner modification of the reservation

STEP
10

Wait a couple of minutes for 
channel partner acknowledges the 

change



2. REPORT STAY CHANGE
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REPORT TO CHANNEL PARTNER A ROOMSTAY CHANGE
 Select the reservation changed

STEP
11

Select the reservation changed by 
the channel partner. 



2. REPORT STAY CHANGE

WinSaaS @Copyright 201989

REPORT TO CHANNEL PARTNER A ROOMSTAY CHANGE
 Verify the changes to the reservation

STEP
12

Select the CHANNEL 
MANAGEMENT tab

The channel 
reservation status is 

changed from NEW to 
MODIFIED

Changes made to the 
reservation



2. REPORT STAY CHANGE
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REPORT TO CHANNEL PARTNER A ROOMSTAY CHANGE
 Check additional information about the report

STEP
13

Verify when and who did 
the last change



3. REPORT GUEST NO-SHOW

Report to channel partner a guest no-show
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3.1
Guest No-Show 

with Invalid Payment
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3.1 REPORT NO-SHOW
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REPORT TO CHANNEL PARTNER GUEST NO-SHOW
 Select the reservation to report a no-show

STEP
1

Select the reservation 
to report a guest no-

show



3.1 REPORT NO-SHOW
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REPORT TO CHANNEL PARTNER GUEST NO-SHOW
 Go to the credit card management page

STEP
2

Navigate to the credit 
management page to try to 

charge the guest credit card for 
1º night



3.1 REPORT NO-SHOW
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REPORT TO CHANNEL PARTNER GUEST NO-SHOW
 Get the credit card data

STEP
3

Open the credit card 
data page



3.1 REPORT NO-SHOW
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REPORT TO CHANNEL PARTNER GUEST NO-SHOW
 View the card data

STEP
4

Charge the guest credit 
card using your payment 

device 



3.1 REPORT NO-SHOW
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REPORT TO CHANNEL PARTNER GUEST NO-SHOW
 Charge the card using your payment devices

STEP
5



3.1 REPORT NO-SHOW
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REPORT TO CHANNEL PARTNER GUEST NO-SHOW
 Tell HotelASP that the transaction was declined

STEP
6

Fill the system CC 
status data

STEP
7

Save the new CC 
status



3.1 REPORT NO-SHOW
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REPORT TO CHANNEL PARTNER GUEST NO-SHOW
 Report the invalid card to the channel partner

STEP
8

IMPORTANT NOTE: Before reporting a NO-SHOW 
you need to report to your channel partner an 

INVALID CC.

This will inform the channel partner that it should 
not charge commission in the NO-SHOW. 



3.1 REPORT NO-SHOW
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REPORT TO CHANNEL PARTNER GUEST NO-SHOW
 Confirm the report

STEP
9 Confirm to the channel 

partner the report of an 
invalid CC



3.1 REPORT NO-SHOW
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REPORT TO CHANNEL PARTNER GUEST NO-SHOW
 The channel partner successfully accepted the no-show

STEP
10

Verify the answer from 
the channel partner

STEP
11

Close the CC page 
and go to the 

roomstay page



3.1 REPORT NO-SHOW
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REPORT TO CHANNEL PARTNER GUEST NO-SHOW
 Navigate to the CHANNEL MANAGEMENT tab 

STEP
12

Navigate to the CHANNEL 
MANAGEMENT tab



3.1 REPORT NO-SHOW
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REPORT TO CHANNEL PARTNER GUEST NO-SHOW
 Report the guest no-show to the partner

STEP
13

Select WAIVE FEES if you will NOT 
charge the NO-SHOW.

In this example and because the CC 
was invalid (and already reported to 
the partner) we already now that we 
cannot charge the guest credit card. 
For that reason we recommend to 

waive fees and therefore inform the 
partner that he should NOT charge 

the associated commission

STEP
14 Press “REPORT GUEST NO 

SHOW” button to report the 
no-show to the partner



3.1 REPORT NO-SHOW
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REPORT TO CHANNEL PARTNER GUEST NO-SHOW
 Confirm the guest no-show report

STEP
15

Confirm the report
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REPORT TO CHANNEL PARTNER GUEST NO-SHOW
 Verify the partner result

STEP
16

The request was 
successfully sent to the 

partner
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REPORT TO CHANNEL PARTNER GUEST NO-SHOW
 Check the reservation status before the partner modification

STEP
17

The roomstay status before 
the partner update
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REPORT TO CHANNEL PARTNER GUEST NO-SHOW
Wait for the partner cancellation due to the guest no-show report

STEP
18 Wait until the partner sends the 

guest no-show confirmation
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REPORT TO CHANNEL PARTNER GUEST NO-SHOW
 The channel partner has cancelled the reservation

STEP
19

Reservation status after 
receiving the partner 

update
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REPORT TO CHANNEL PARTNER GUEST NO-SHOW
 Select the cancelled reservation due to a no-show

STEP
20 Select the reservation with 

the no-show

STEP
21 Navigate to the CHANNEL 

MANAGEMENT tab
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REPORT TO CHANNEL PARTNER GUEST NO-SHOW
 Verify some additional information about the no-show reporting

STEP
22

Verify when and who did 
the last no-show report
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REPORT TO CHANNEL PARTNER GUEST NO-SHOW
 Change the HotelASP (Not the Partner) reservation status to NO-
SHOW

STEP
23

Press  the NO-SHOW button to update the HotelASP
system that this reservation is a NO-SHOW

IMPORTANT NOTE: Change the status to NO-SHOW only 
after reporting to the channel partner the NO-SHOW. 
Reporting a NO-SHOW to a channel partner does not 

automatically change the system status to no-show. You 
need to manually change it as shown in this example

STEP
24

Confirm the NO-
SHOW



3.1 REPORT NO-SHOW

WinSaaS @Copyright 2019112

REPORT TO CHANNEL PARTNER GUEST NO-SHOW
 The system (HotelASP) reservation status is now changed to NO-
SHOW

STEP
25

The reservation is now 
updated in the system as a 

NO-SHOW

STEP
26



3.2
Guest No-Show 

with Valid Payment
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REPORT TO CHANNEL PARTNER GUEST NO-SHOW
 Select the reservation to report

STEP
1

Navigate to the 
reservation
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REPORT TO CHANNEL PARTNER GUEST NO-SHOW
 Navigate to the credit card management page

STEP
2

Navigate to the credit card 
management page
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REPORT TO CHANNEL PARTNER GUEST NO-SHOW
 Get the credit card data

STEP
3

Navigate to the credit 
card data page
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REPORT TO CHANNEL PARTNER GUEST NO-SHOW
 View the data

STEP
4

Use the credit card data in 
your payment device to 

charge the 1º night
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REPORT TO CHANNEL PARTNER GUEST NO-SHOW
 Charge the credit card using your payment devices

STEP
5
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REPORT TO CHANNEL PARTNER GUEST NO-SHOW
 Create a payment OK status entry

STEP
6

Create a new payment OK status 
informing the system that you 

successfully charged the 1º night

STEP
7

Save the status
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REPORT TO CHANNEL PARTNER GUEST NO-SHOW
 Close the window and go to the reservation page

STEP
8

Close and go to the 
roomstay page
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REPORT TO CHANNEL PARTNER GUEST NO-SHOW
 Go to the CHANNEL MANAGEMENT tab

STEP
9

Navigate to the CHANNEL 
MANAGEMENT tab



3.2 REPORT NO-SHOW

WinSaaS @Copyright 2019122

REPORT TO CHANNEL PARTNER GUEST NO-SHOW
 Report the guest no-show to the channel partner

STEP
10

Because you already charged the 
guest credit card for the 1º night. 
You should not select the WAIVE 

FEES checkbox 

STEP
11 Press the “REPORT GUEST 

NO SHOW” button



3.2 REPORT NO-SHOW

WinSaaS @Copyright 2019123

REPORT TO CHANNEL PARTNER GUEST NO-SHOW
 Confirm the report

STEP
12

Confirm the guest 
no-show report
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REPORT TO CHANNEL PARTNER GUEST NO-SHOW
 Verify the channel partner returned result

STEP
13

Verify the request was 
successfully submitted to the 

channel partner
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REPORT TO CHANNEL PARTNER GUEST NO-SHOW
Wait for the channel partner to change the reservation status

Wait until the channel partner 
sends the no-show confirmation

STEP
14
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REPORT TO CHANNEL PARTNER GUEST NO-SHOW
 The partner channel has now changed the reservation status to 
CANCELLED

STEP
15

The reservation is changed to 
CANCELLED by the channel 

partner because of the reported 
guest NO-SHOW
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REPORT TO CHANNEL PARTNER GUEST NO-SHOW
 Check for additional information

STEP
16

Navigate to the CHANNEL 
MANAGEMENT tab
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REPORT TO CHANNEL PARTNER GUEST NO-SHOW
 Check additional information

STEP
17

Verify when and who 
reported guest no-

show
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REPORT TO CHANNEL PARTNER GUEST NO-SHOW
 Change the reservation status to NO-SHOW

STEP
18

Select the 
reservation

Press “NO-SHOW” button to change the reservation 
status from CANCELLED to NO-SHOW

The roomstay was 
cancelled by the partner

STEP
20

STEP
19
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REPORT TO CHANNEL PARTNER GUEST NO-SHOW
 Verify that the reservation status is NO-SHOW

STEP
21

The reservation is now 
in NO-SHOW status



4. REPORT GUEST MISCONDUCT

Report to channel partner a guest 
misconduct
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REPORT TO CHANNEL PARTNER GUEST MISCONDUCT
 Navigate to the selected reservation

STEP
1 Navigate to the roomstay you 

want to report a misconduct
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REPORT TO CHANNEL PARTNER GUEST MISCONDUCT
 Select the CHANNEL MANAGEMENT page

STEP
2

Navigate to the CHANNEL 
MANAGEMENT page
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REPORT TO CHANNEL PARTNER GUEST MISCONDUCT
 View the report guest misconduct box

STEP
3

Report guest 
misconduct
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REPORT TO CHANNEL PARTNER GUEST MISCONDUCT
 Select the misconduct category

STEP
4

Select the 
misconduct category
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REPORT TO CHANNEL PARTNER GUEST MISCONDUCT
 Select the misconduct subcategory

STEP
5

Select the subcategory 
(Only available after 

selecting the category)
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REPORT TO CHANNEL PARTNER GUEST MISCONDUCT
 Fill additional information and submit the misconduct report

STEP
6

If needed write some 
additional details

Escalate to the channel 
partner supervisor

Allow the guest to 
booking again in your 

property

Press “REPORT GUEST 
MISCONDUCT” to send request 

to channel partner

STEP
7

STEP
8 STEP

9
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REPORT TO CHANNEL PARTNER GUEST MISCONDUCT
 Confirm the misconduct report

STEP
10

Confirm report
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REPORT TO CHANNEL PARTNER GUEST MISCONDUCT
 Verify the result returned by the channel partner

STEP
11

Request was successfully 
submitted to the channel 

partner


