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 This Guide About
This chapter provides general overview 
information about this Guide. 

Purpose 
This Guide is designed to help you use RealTime 
MerchantSM (RTM) program effectively and 
efficiently. 

Audience 
This document is written for Global Card Services customers who use RTM at 
the user level. Administrator tasks are covered in a separate document, the RTM 
Administrator’s Guide. 

Disclaimer 
This document provides samples of reports available through RTM. All data 
shown in all sample reports is provided as examples only. 

The information in this document is subject to change without notice. GCS 
assumes no responsibility or liability for any errors or inaccuracies that may 
appear in this document. The information is supplied for informational purposes 
and should not be construed as a commitment by GCS. 

The example companies depicted herein are fictitious. No association with any 
real company or organization is intended or should be inferred. 
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What This Guide Covers 
This section provides an overview of chapter contents. 

• About This Guide covers basic information about the book, including 
chapter highlights, typographical conventions, and references. 

• Chapter 1. Getting Started provides an overview of RTM and its features 
and some key information you need to know in order to effectively use 
the system. 

• Chapter 2. Working With Settlements describes how to view Pending 
Settlements, Process pending Settlements, and Reset Batches. 

• Chapter 3. Managing Exceptions covers viewing exceptions in non-
editable pages and working exceptions after you research the problem 
and get authorization to approve or have a reason to reject the 
transaction. 

• Chapter 4. Performing Manual Transactions describes how to perform 
tasks for debit authorization, debit settlement, credit settlement, edit 
transactions, and view transactions. 

• Chapter 5. Working With Reports illustrates and describes the standard 
reports available in RTM, and how to view and print them. 

• Chapter 6. Report Examples & Descriptions provides details and 
illustrations for each report available to Marriott customers. 

• Chapter 7. Using the Help Menu illustrates how to you access an online 
PDF version of this manual from the Help menu. 

• Index provides a comprehensive alphabetical listing of key topics and 
their respective locations in this Guide. 
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Typographical Conventions 
This topic lists, describes, and illustrates the typographical conventions used in 
this manual. 

Table 1: Typographical Conventions 

Item Convention Example 

Menu names; commands 
on menus and buttons; 
titles of pages, sections, 
and boxes where you 
enter information 

Bold in procedures; title 
capitals 

Click Logout. 

Cross-reference links to 
topics within this 
document 

Text matches the 
paragraph in which the 
link occurs; blue, 
underlined; click the link 
to go to its target 

Current Authorization Detail Example 

 

Reference document 
titles 

Italics Administrator tasks are covered in a 
separate document, the RTM 
Administrator’s Guide. 

Common button titles Title capitals, except OK OK and Cancel buttons on a 
confirmation dialog box 

 

Key names, key 
combinations, and key 
sequences 

All uppercase ENTER 

CTRL, TAB 

CTRL+ALT+DEL 

Notes containing 
important information 

Denoted by a note icon, 
underlined text block NOTE:  This is a note 

  example. 

References 
• RTM Administrator’s Guide 

• RTM Marriott Appendix A 
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g Started Chapter 1. Gettin
This chapter provides an overview of RTM and its 
features and some key information you need to know in 
order to effectively use the system. 

We cover the following topics: 

• About RTM 

• Before You Begin 

• RTM Component Overview 

• Password Requirements 

• System Timeout 

• Logging On and Changing Your First-Time Password 

About RTM 
RTM is a real-time authorization and settlement system. RTM provides tools for 
directing and controlling your credit card processing through a single, browser-
based portal.  

As an RTM customer, you access RTM on the Internet using your web browser. 

RTM provides the flexibility of different levels of access according to user role 
(such as Front Desk, Night Auditor, Controller, and so forth) providing view-
only options for certain information and as full access for others. 

Full access features include both viewing and working transactions and selecting 
and viewing report data, according to your business needs.  

• For information about menu options and their functionality, see RTM 
Component Overview beginning on page 10. 
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• If you configure the system, for details about choosing user access 
privileges and creating user accounts, refer to the RTM Administrator’s 
Guide.  

Before You Begin 
In order to use RTM, you need the following: 

• Internet Explorer version 5.0 and above or Mozilla Firefox 1.0 and above 

• Adobe Reader version 6.0 and above 

• A connection to the Internet 

• Your RTM user ID and first-time password 

RTM Component Overview 
This topic illustrates and describe the RTM user interface components available 
from the RTM home page after you log on. 

 

Menu bar 

Message 
Sections 

Figure 1. RTM home page 
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Menu Option Overview 

NOTE: Based on your job function, user privilege level, and your user role established by your 
company, you may not see all available menu options. 

The RTM menu bar provides access to menu categories. The RTM Administrator’s 
Guide provides details about creating user accounts and deciding what functions 
different users can perform, according to business needs and job functions. 

• User menu—the Log Off option is available to all users; Administrators 
see Reset Password, and other user account functions such as Add User, 
Edit User, and so on 

• Messages menu—the Read Messages option is available to all users; 
displays the RTM home page and the most current message information 
in each section (described further in this topic) 

• Settlements menu—view pending settlements, process settlements, and 
reset batches 

• Exceptions menu—view exceptions and work exceptions 

• Manuals menu—view manual transactions; other functions include 
managing debit authorizations and settlements, credit settlements, and 
editing transactions 

• Reports menu—lists all standard any custom reports available in the 
system for your company; all report information is view-only to all users 

• Help menu—a link to an online PDF file of this manual 

Scheduled Outages Section Overview 

 
Figure 2. Scheduled Outages section displayed on the RTM home page 

If Global Card Services has a planned outage, a notification about the outage 
appears on the home page in this section. This message includes the time and 
date of the outage, its duration, and a list of the services the outage affects. 
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Message Center Section Overview 

 
Figure 3. Message Center section displayed on the RTM home page 

The Message Center lists Operations emails sent to your mailbox. 

Password Requirements 
The first time you sign on to RTM, the system prompts you to change your first-
time password to a new, personal password. 

Please note that your new password must meet the following requirements: 

• Your password is case-sensitive. This means that “Password” is not the 
same as “password” or “PassWord”. 

• Passwords must be between eight and 15 characters in length using a 
combination of letters and numbers only. No special characters are 
allowed (such as # or $) 

• Passwords cannot contain the word “password” 

System Timeout 
As an added security measure, RTM automatically logs you off after a certain 
period of inactivity. 

This happens after 30 minutes, and the Login page appears. 

• You must log on again to use RTM. 

• Any transactions or items you did not complete and submit prior to 
timeout are lost and you must re-enter them. For example, if you defined 
a manual transaction but did not click Submit, the entries you made are 
abandoned by the system when timeout occurs.  
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Logging On and Changing Your First-Time Password 
NOTE: Your user name and password are case-sensitive. This means that “Password” is not the 

same as “password” or “PassWord”. 

The first time you log on to RTM, the system requires you to change your 
temporary password to a new, personal password. 

1. If you have a GCS icon on your desktop, double-click it to start the GCS 
RealTime Merchant secure web site in your web browser. 

If you do not have an icon on your desktop, you can access the site by 
starting your web browser and entering the following address: 

https://rtm.globalcardservices.com 

− If you see the following security message dialog box, click Yes to 
continue logging on to RTM. 

 
Figure 4. Security warning dialog box 

The RTM Login page appears with your cursor blinking in the User 
Name box. 

 
Figure 5. Login page 

2. Type your User Name and press TAB, or click in the Password box. 
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3. Type the password provided to you for the first time you log on. 

4. Click Login or press ENTER. 

The RTM home page appears. Depending upon your user privileges, you 
may or may not see all the information that displays in our example. 

 
Figure 6. RTM home page 

NOTE: If you enter an incorrect user name or password, you see an error message in 
the Login box on the page (illustrated below). 
 

 
 
Try again. If you fail three times, the system locks you out and you must contact 
support to have your password reset. 
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ttlements Chapter 2. Working With Se
NOTE: Based on your job function, user permissions, and 

property system configuration, you may or may not see all 
of the menu options, RTM features, and be able to 
perform the procedures described in this chapter. 

This chapter covers the following topics related to 
completing settlements in RTM. 

• About Settlements 

• Viewing Pending Settlements 

• Processing Settlements 

About Settlements 
 features to manually view pending settlements, manually 
, and reset batches that were started and not completed. 

or 
e 

You can  use RTM’s
process settlements

Throughout the day, because RTM data is real-time, you can view settlements f
all venues where data is processed by the system and see the most up-to-dat
information. 
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Figure 7. Pending Settlements List page 

Each batch is assigned to a status category, described below:  

− Loading—Settlements transactions are being put in the database  

− Loaded—Settlement is ready for the user to process through RTM 

− Processing—The user started to process the batch through the 
website, but the process has not completed running 

You may have to scroll down to see the whole page, including all the 
entries on the page, and the Home and Logout buttons. 

From this page you can: 

− scroll through the list of items 

− select another menu item 

− click Home to return to the Message page or 

− click Logout to log off and close the RTM application. 

You cannot use the browser’s back button to return to the Required 
Parameters for Pending Settlements page.  

When you finish viewing the list of settlements, choose another menu 
option. For example, on the Settlements menu, click Process Settlements 
to complete outstanding settlement items. See Processing Settlements on 
page 17 for details. 
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Processing Settlements 
NOTE: Based on your job function, user permissions, and property system configuration, you may 

or may not see the menu option and be able to perform the procedure described in this 
topic. 

You can process a settlement batch consisting of one or more items. Each 
outstanding settlement item is tied to a specific property ID and venue ID, and 
displays as a line item in the Process Settlements List. 

To process a settlement batch, perform the following steps: 

1. On the Settlements menu, click Process Settlements. Or, on the RTM 
home page, in the Status Summary section, click the number link in the 
“There are __ settlement files that need to be processed” message. 

The Process Settlements home page appears where you choose the 
property name and venue ID for the settlements you want to process. 

 
Figure 8. Process Settlements page 

2. In the Required Parameters for Process Settlements section, click the 
Property Name arrow and select the desired single property (or All 
Entries) in the list. 

3. Click the Venue ID arrow and select the desired single venue (or All 
Entries) in the list. 

4. Click Submit. 

The Process Settlements List page appears (Figure 9), showing all the 
settlement batches that are open for the selected property and venue.  
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Figure 9. Process Settlements List page 

The Status column indicates the current status for each batch. You can 
only process settlement batches with the status of Loaded. 

5. Select individual check boxes for each of the transactions you want to 
process, or click Select All to select all of them (in Loaded status).  

6. Click Continue.  

The Verify Selection page appears, showing you the items you selected. 

 
Figure 10. Verify Selection page 

7. If the Verify Selection page shows all of the items you want to see, click 
Continue to continue processing this settlement batch. 

− Click Back (if the Verify Selection page does not display all of the 
items you want to include in this settlement batch) and a 
confirmation dialog box appears. In this dialog box, click OK to 
continue resetting the batch. This action unselects all items you 
previously selected for this batch and returns you to the Process 
Settlements List page with no items selected. 
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− Or, click Cancel and the system cancels the batch and returns you 

to the Process Settlements main page where you select the 
property name and venue ID and start over from the beginning. 

When you click Continue, the Batch Details page appears, listing all 
selected property name/venue ID settlement batch items in separate 
sections. Each section displays the credit card types, exceptions, non-
exceptions, and amounts for all items you selected for processing for this 
settlement batch. 

 
Figure 11. Settlement item detail page 

− For non-exception items, you can also add transaction(s), delete 
transaction(s), or view transaction(s) from this page using the 
Action column menu options for each line item. See Adding a 
Transaction to a Settlement Batch on page 20, Deleting a 
Transaction from a Settlement Batch on page 31, or Viewing 
Settlement Transactions on page 34, respectively. 

− For exceptions, you can also view exception(s) and work 
exception(s) using the Action column menu options for each line 
item. For details on performing those procedures, see Viewing 
Exceptions on page 41 and Working Exceptions on page 43, 
respectively. 

− The Overall Totals section at the bottom of the page displays the 
total values for exceptions and non-exceptions and their 
corresponding transaction dollar amounts, as applicable. 
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8. To complete this settlement batch and process the outstanding items, 
click Approve for Deposit. 

A page appears, displaying a message while the transactions are 
processed by the system. Upon successful completion, the messages 
display accordingly. 

 
Figure 12. Settlement batch process completion message examples 

Moving a Settlement Transaction from PMS to GNS 
NOTE: This procedure is only available if your property system configuration is set up so you can 

manually process settlement transactions. It does not apply to “auto-settle” system 
configurations. 
 
Based on your job function, user permissions, and property system configuration, you may 
or may not see the menu option and be able to perform the procedure described in this 
topic.  

RTM provides a way for you to identify and separately record guaranteed no-
show (GNS) settlement transactions in a batch for a specific property and venue, 
prior to processing the settlement batch.  

This feature allows you to select and move PMS settlement batch transaction 
items to a separate GNS list, for easier account reconciliation. When you create 
the list of GNS transactions, the batch summary, Pre-Settlement, and Settlement 
reports list the GNS and PMS items separately. 

First, you select a single property and venue, then one or more settlement 
batches in Loaded status. Next, you select the Action menu option for each 
transaction individually to move it from PMS to GNS (and vice-versa, as 
necessary). You can view the batch details and verify your transactions are 
properly listed, and even run the Pre-Settlement report to see additional account 
details, before you approve the batch for deposit. 
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To move a PMS settlement batch transaction item from PMS to GNS, perform the 
following steps: 

1. On the Settlements menu, click Process Settlements. 

 
Figure 13. Process Settlements menu option (Settlements menu) 

The page appears where you choose the property name and venue ID for 
the transaction item(s) you want to change from PMS to GNS. 

 
Figure 14. Required Parameters for Process Settlements section 

2. In the Required Parameters for Process Settlements section, perform the 
following: 

a. Click the Property Name arrow and select the desired single 
property. 

b. Click the Venue ID arrow and select PMS. 

c. Click Submit. 

The Process Settlements List page appears (Figure 15), showing 
all the settlement batches containing PMS transactions that are 
open for the selected property. 

 
Figure 15. Process Settlements list 
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IMPORTANT: The Status column indicates the current status for each batch. You can 
only work with settlement batches with the status of Loaded. 
 
If this procedure is interrupted prior to submitting it for deposit (such as 
system timeout for inactivity) and you have to log on again, the batch 
shows the status of Processing. In this instance, you must reset the batch 
before you can continue to complete it. As needed, see Resetting a Batch 
on page 38.  

3. Select individual check boxes for each of the batches containing 
individual transactions you want to change from PMS to GNS. Generally, 
you will know which batch or batches contain the item(s) you want to 
move. If you are not sure, you can run the Pre-Settlement Report and 
identify the correct transactions for this procedure. 

4. Click Continue.  

The Verify Selection page appears, showing the batch or batches you 
selected. 

 
Figure 16. Verify Selection page 

5. If the Verify Selection section shows all of the items you want to see, 
click Continue to proceed. 

If you click either Back or Cancel, a dialog box appears, confirming your 
action to reset the batch.  At this point, either of these options clears any 
selected batches and nothing happens otherwise to the batches. 

 
When you click OK in this dialog box, the dialog box closes and one of 
the following occurs: 

− If you clicked Back, the system clears all selected items in the 
batch and returns you to the page where you select the items in 
under Process Settlements (Figure 15), . 

− If you clicked Cancel, the system clears all selected items in the 
batch and returns you to the page where you select the property 
and venue ID (Figure 14). 
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When you click Continue, the Batch Details page appears, listing all 
current settlement batch PMS transactions for the selected property. The 
line items are grouped by credit card types, listing exceptions, non-
exceptions, and total amounts for all the PMS transactions. 

 
Figure 17. Settlement PMS batch detail page 

6. In the Actions column, click the Select Action arrow (for each line item 
individually), for each transaction you want to move from PMS to GNS 
and select Move Transaction(s). 

 
Figure 18. Action menu 

The page refreshes, displaying the settlement transaction list for the 
selected batch. 

© 2006/07 Global Card Services, Inc. All rights reserved.  
This document is the exclusive property of Global Card Services, Inc. and no part may be disclosed,  

copied, or used without the express written approval of Global Card Services, Inc. 
 

– 23 – 



 
User’s Guide 

 

 
Figure 19. Selected Settlement Transaction list 

7. In the Action column, click the Select arrow (for each line item 
individually) you are moving from PMS to GNS, and select Move to GNS 
on the menu. 

 
Figure 20. Move to GNS options selected 

8. Click Submit. 

A processing message appears, indicating “Success” upon completion. 

 
Figure 21. Processing message 

9. Click Continue to process the batch. 

The system displays the page where you select items to move from PMS 
to GNS (or vice-versa, if you are performing that task), displaying any 
items you did not move. If you moved all items, this list is blank. 
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Figure 22. Move Settlement Transactions list example 

From this page, you can continue moving any remaining items, as 
needed. 

10. Click Batch Details. 

The Batch Summary page appears, displaying separate sections for PMS 
and GNS transactions (illustrated in Figure 23). 

 
Figure 23. Batch details for GNS and PMS transactions 

At this point, your PMS to GNS transaction item move(s) are saved to the 
settlement batch. 

NOTE: It is recommended that you either complete the batch by clicking Approve for 
Deposit, or cancel the batch by clicking Cancel Edit. If you do not perform one 
of these operations to complete the batch, the batch remains in a “Processing” 
state until it is reset. As needed, see Resetting a Batch on page 38.  
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11. Click Approve for Deposit to submit the batch to GCS and complete the 
settlement in the system. To perform any other action at this point in the 
process, refer to Additional Batch Summary Page Options below for 
details. 

The system displays a message during processing, illustrated in Figure 
24. 

 
Figure 24. Submitting Batch processing message 

12. Click Home to return to the RTM home page, or Logout (see below). 

Additional Batch Summary Page Options 
The following additional options appear on the Batch Summary page: 

− Settlement Report displays the Pre-Settlement Report which lists 
all of the current batches of transactions that have not settled for 
the selected property/venue. Running the Pre-Settlement Report 
does not affect the batch’s status, and opens the report in a new 
browser window, so it does not affect the Batch Details page (it 
remains open). 

− Cancel Edit returns you to the Process Settlements home page, 
however, the moved PMS item(s) are now GNS transactions in the 
batch. This feature allows you to change or correct any transaction 
moves prior to approving the batch for deposit and completing 
the batch. If you moved a transaction item in error, perform this 
procedure in its entirety, selecting Move to PMS in step #9.  

− Logout of the system. It is not recommended that you perform 
this action prior to completing the batch. Rather, that you 
Approve for Deposit or Cancel Edit, or you will have to reset the 
batch before you can perform any further actions. If you have 
already completed the batch in the system, you can log out at any 
time without affecting any transactions.  
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Adding a Transaction to a Settlement Batch 
NOTE: Based on your job function, user permissions, and property system configuration, you may 

or may not see the menu option and be able to perform the procedure described in this 
topic. 

When you are processing settlement transactions in a batch, you can manually 
add more transaction items to a batch, as desired, using this procedure. 

To add a transaction to a settlement batch, perform the following steps: 

1. Perform steps #1 through #7 in Processing Settlements beginning on page 
17 to display the Batch Details page where you can add transactions to a 
batch. 

 
Figure 25. Batch Details page, multiple items 

2. On the Batch Details page, locate the section for the appropriate property 
name and venue ID (scroll as needed) to which you are manually adding 
a settlement transaction. 

3. For the appropriate credit card type line item, click the Action arrow and 
select Add Transactions. 

The Add Settlement Transaction page appears (Figure 26).  
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Figure 26. Add Settlement Transaction page 

4. In the Required Parameters for Add Settlement Transaction section, 
complete the following required information: 

− Property Name—This information is view-only, based on your 
selection for settlements. 

− Venue ID—This information is view only, based on your 
previous selection for settlements. 

− Currency Type—Your company’s default currency type appears 
in this box. As applicable, click the arrow and select a different 
currency type for this transaction. 

− Folio/Booking Number—Type the folio or booking reference 
number for this customer’s transaction. 

− Credit Card Number—Type the customer’s credit card number in 
this box; no hyphens or spaces. The credit card type determines 
how many numbers you can type into this box. For example, VISA 
must be 16 numbers. 

NOTE: If the credit card number does not match the credit card type, or if you enter 
an otherwise invalid number, you see an error dialog box informing you 
accordingly. Click OK and enter a valid number to proceed with this task. 
Also, if the number is erroneous for the selected credit card type, you must 
delete the number so the box appears blank before you can cancel the 
transaction and go back and select the correct credit card type. 

− Expiration Date—Type the corresponding credit card’s expiration 
date using mmyy format (no forward slash or hyphen). 

− Authorization Amount—Type the amount for this transaction 
using 123.23 format (including the decimal point, however no 
dollar sign). If the amount is $20, you must enter the decimal 
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point and following zeroes; for example: 20.00 Otherwise, the 
system interprets your entry as 0.2 cents. 

− Authorization Code—Type the credit card company’s 
authorization code in this box. 

5. In the Optional Parameters for Add Settlement Transaction section, type 
the Guest Name, as desired, or in accordance with your company’s 
guidelines. 

 
Figure 27. Add Settlement Transaction page, information complete (example) 

6. Click Submit to add the transaction to the settlement batch. 

The system displays an Add Settlement Transaction processing message 
page (Figure 28). 

At this point, you can also do one of the following: 

− Click Reset to clear all information boxes on the page and re-enter 
information. 

− Click Cancel to return to the Batch Detail page. 

− Click Logout to log off the system and return to the Login page. 
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Figure 28. Add Settlement Transaction processing message page 

When the transaction completes, the system displays the corresponding 
message page. 

 
Figure 29. Add Settlement Transaction complete message page 

7. Select one of the following options: 

− Batch Details returns you to the Batch Details page 

− Continue returns you to the Add Settlement Transaction page to 
continue adding one or more transactions to this batch 

− Logout logs you off the system and displays the Login page 
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Deleting a Transaction from a Settlement Batch 
NOTE: Based on your job function, user permissions, and property system configuration, you may 

or may not see the menu option and be able to perform the procedure described in this 
topic. 

RTM does not actually eliminate a deleted transaction from the system, merely 
removes it from the settlement batch for further processing. In RTM, a deletion 
adds a transaction to the batch with an offsetting amount. This provides an audit 
trail and clear record of all actions performed against all transactions in the 
system. 

To delete a transaction, perform the following steps: 

1. In the Processing Settlements procedure beginning on page 17, perform 
steps #1 through #7. 

2. On the page Batch Detail page, for the line item you are deleting, click 
the Actions arrow and select Delete Transaction(s) in the list. 

 
Figure 30. Batch Detail page, Delete Transaction(s) selected on Actions menu 

The Delete Settlement Transaction page appears (Figure 31) for the 
selected credit card type.  

NOTE: It is important to note that every current transaction in the batch is listed on this 
page and has a blue underlined Delete option in the far left column.  
 
You can only delete transactions one at a time from this list. 
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Figure 31. Delete [Credit Card Type] Settlement Transaction page 

If you have many transactions, you can scroll as needed to see them. The 
system displays transactions in ascending numeric order by date. You can 
also sort in alternating ascending and descending order by clicking any of 
the column headings. For example, if you want to see earlier transaction 
dates, click the Transaction Date column heading to view the transactions 
oldest to latest, and vice-versa. 

3. Click Delete for the transaction line item. 

A dialog box appears, confirming your action. 

 
Figure 32. Delete confirmation 

4. Click OK to proceed with removing the transaction from this settlement 
batch (if you click Cancel, the dialog box closes and the Delete Settlement 
Transaction page remains, without making changes to this batch). 

The system displays a Delete Settlement Transaction progress message 
page. 
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Figure 33. Delete Settlement Transaction processing message page 

5. Click Continue to return to the Delete Settlement Transaction page to 
verify the deletion offset. 

 
Figure 34. Deletion offset example 

6. Continue deleting more transactions, as needed. Or, select one of the 
following options: 

− Batch Details returns you to the Batch Details page 

− Logout logs you off the system and displays the Login page 
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Viewing Settlement Transactions 
NOTE: Based on your job function, user permissions, and property system configuration, you may 

or may not see the menu option and be able to perform the procedure described in this 
topic. 

The system displays all transaction data in real-time, so at any point during the 
day, you can view all settlement transactions in the system using this procedure. 

Also, before you post a settlement batch to the system (if you manually process 
settlements and are not on “auto-settle”), this is also a way for you to view 
transaction details to ensure you’re posting accurate data. 

To view settlement transactions, perform the following steps: 

1. In the Processing Settlements procedure beginning on page 17, perform 
steps #1 through #7. 

 
Figure 35. Batch Detail page, View Transaction(s) selected on Actions menu 

2. On the page Batch Detail page, for the transactions for the credit card 
type you want to view, click the Actions arrow and select View 
Transaction(s). 

The View Transaction page appears, listing all settlement transactions in 
the selected batch. 
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Figure 36. View Transactions list example 

3. Verify the items are correct, then click Batch Details. 

The Batch Details page appears, listing all the transactions. 

 
Figure 37. Batch Details page 

4. If you are finished with the transactions in this batch, perform one of the 
following operations: 

− Click Settlement Report to view transaction details prior to 
posting the settlement batch. For more information on performing 
this procedure, see Viewing a Pre-Settlement Report on page 15. 

− Click Approve for Deposit to proceed posting this batch to the 
system. A page appears, displaying messages while the batch 
processes and completes. 

− Click Cancel Edit to cancel posting this batch. A dialog box 
confirms your action, indicating that any individual transaction 
changes you made are already saved to the system. This resets the 
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batch status so that it may be modified by other users. Click OK to 
proceed, or Cancel. 

 

Viewing a Pre-Settlement Report 
NOTE: Based on your job function, user permissions, and property system configuration, you may 

or may not see the menu option and be able to perform the procedure described in this 
topic. 

The Pre-Settlement Report shows all of the transactions that have processed (in 
real-time) up to the moment you run the report for a property, prior to running 
End of Day. The report shows the amount that will be settled when you perform 
the End of Day process. 

To run a pre-settlement report, perform the following steps: 

1. In the Processing Settlements procedure beginning on page 17, perform 
steps #1 through #7 to display the Batch Details page. 

 
Figure 38. Batch Detail page, Settlement Report button example 

2. On the Batch Details page, click the Settlement Report button at the 
bottom of the page. 

The Report Results page displays the Pre-Settlement Report for the 
selected batch in a new browser window. 
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Figure 39. Pre-Settlement report example 

− Click links in the respective Amount columns for each credit card 
type’s transaction items and view details about each of them. 

− You can also print the report, using the Print button at the top or 
bottom of the page. 

− When you are finished with this report, close the web browser 
window. It is independent from the RTM program browser 
window and remains open until you manually close it. 

3. On the Batch Detail page, perform one of the following operations: 

− Click Approve for Deposit to proceed posting this batch to the 
system. A page appears, displaying messages while the batch 
processes and completes. 

− Click Cancel Edit to cancel posting this batch. A dialog box 
confirms your action, indicating that any individual transaction 
changes you made are already saved to the system. This resets the 
batch status so that it may be modified by other users. Click OK to 
proceed, or Cancel. 
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Resetting a Batch 
NOTE: Based on your job function, user permissions, and property system configuration, you may 

or may not see the menu option and be able to perform the procedure described in this 
topic. 

There are times when you may need to reset one or more batches. For example, if 
someone has started processing four batches, and after two are finished 
processing, a power outage occurs. The two batches that were started have a 
status of “Loading” to all users until you reset them. 

In another example, if you are working with a batch and moving PMS 
transactions to GNS (see Moving a Settlement Transaction from PMS to GNS on 
page 20 for details), if you do not complete the batch, approve it for deposit, or 
the system times out during the procedure for inactivity, the batch shows a 
“Processing” status, you must reset it before you can complete it. 

To reset a batch, perform the following steps: 

1. On the Settlement menu, click Reset Batches. 

The Reset Batches page appears where you select the property name and 
venue ID. 

 
Figure 40. Reset Batches page 

2. In the Required Parameters for Reset Batches section, select the 
following: 

− Property Name—Click the arrow and select the property for 
which you are resetting batches (or All Entries, as applicable). 

− Venue ID—Click the arrow and select the corresponding venue 
for the selected property for which you are resetting batches (or 
All Entries, as applicable). 

3. Click Submit. 

The system displays a Resetting Batches message page. 
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Figure 41. Resetting Batches message page 

4. Choose another menu option, or perform one of the following operations: 

− Click Continue to return to the Required Parameters for Reset 
Batches page. 

− Click Home to return to the RTM home page. 

− Click Logout to sign off the system and return to the Login page. 

 

 

 

 

© 2006/07 Global Card Services, Inc. All rights reserved.  
This document is the exclusive property of Global Card Services, Inc. and no part may be disclosed,  

copied, or used without the express written approval of Global Card Services, Inc. 
 

– 39 – 



 

© 2006/07 Global Card Services, Inc. All rights reserved.  
This document is the exclusive property of Global Card Services, Inc. and no part may be disclosed,  

copied, or used without the express written approval of Global Card Services, Inc. 
 

– 40 – 

ceptions Chapter 3. Managing Ex
NOTE: Based on your job function, user permissions, and property 

system configuration, you may or may not see all of the 
menu options, RTM features, and be able to perform the 
procedures described in this chapter. 
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problem and get authorization to approve or have a 
reason to reject the transaction. 
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timeframe, you can’t work them, and you will have to reauthorize the credit 
card. 
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• Viewing Exceptions 

• Working Exceptions 
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Viewing Exceptions 
NOTE: Based on your job function, user permissions, and property system configuration, you may 

or may not see the menu option and be able to perform the procedure described in this 
topic. 

You can only view exception information in this mode. To change any exception 
information, you must use the Work Exceptions feature (see Working Exceptions 
on page 43 for details). 

To view exceptions, perform the following steps: 

5. On the Exceptions menu, click View Exceptions. 

The page appears where you choose the property and venue for the 
exceptions you want to view. 

 
Figure 42. View Exceptions parameter page 

6. In the Required Parameters for Viewing Exceptions section, select the 
following: 

 Property Name—Click the arrow and select the property for which 
you are working exceptions (or All Entries, as applicable). 

 Venue ID—Click the arrow and select the corresponding venue for 
the selected property for which you are viewing exceptions (or All 
Entries, as applicable). 

7. Click Submit. 

The Exceptions Summary page appears (Figure 43). 
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Figure 43. Exceptions Summary page 

The Exceptions Summary section at the top of the page allows you to 
select the settings for displaying the exceptions and gives you summary 
information about the records displayed;  

 Exceptions displays the number of exceptions for the selected 
Property and Venue. 

 Last POS displays the last time RTM received a point of sale (POS) 
transaction from the property. Examples of POS venues are gift shop, 
bar, garage, and so forth.  

 Last PMS displays the Last Property Management system (PMS) 
transaction RTM has received. An example of this would be a hotel 
bill from the front desk. 

8. Click a Refresh rate number to select 30, 60, or 90 seconds. 

9. Click a TimeFrame value for the data you want to see, either 12 hours or 
24 hours.  

The View Exceptions section may take a few seconds to display. If no 
exceptions exist, a message displays accordingly. 

10. Click Details next to the exception you want to see in the Exception 
Details page. 
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Working Exceptions 
NOTE: Based on your job function, user permissions, and property system configuration, you may 

or may not see the menu option and be able to perform the procedure described in this 
topic. 
 
The maximum timeframe RTM retains exceptions in the system is twenty-four (24) hours. 
You must work them within this timeframe, or the exceptions are no longer available in 
RTM, and you have to re-authorize the credit card. 

Exceptions fall into two categories: Referral or Decline 

• Referral means that the authorization attempt was made, but the bank is 
requesting more information before authorizing the transaction. Referrals 
display in green. 

• Decline means the bank did not approve this authorization. These 
exceptions display in red. You may still be able to call the bank and 
obtain a manual approval over the phone for declined exceptions. 

To work exceptions, perform the following steps: 

1. On the Exceptions menu, click Work Exceptions. Or, on the RTM home 
page, in the Status Summary section, click the number link in the “There 
are __ exceptions that need to be worked” message. 

The page appears where you choose the property and venue for the 
exceptions you are going to work. 

 
Figure 44. Work Exceptions parameter page 

2. In the Required Parameters for Work Exceptions section, select the 
following: 

 Property Name—Click the arrow and select the property for which 
you are working exceptions (or All Entries, as applicable). 

 Venue ID—Click the arrow and select the corresponding venue for 
the selected property for which you are working exceptions (or All 
Entries, as applicable). 
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3. Click Submit. 

The Exceptions page appears. 

 
Figure 45. Exceptions page 

 The Exceptions Summary section displays the total number of 
available exceptions, last POS and PMS postings, and provides the 12 
and 24-hour TimeFrame options. Click the TimeFrame links, as 
desired, to view the corresponding exception lists. 

 The Bank Information section displays the bank contact information, 
in the event you need to call and obtain authorization for processing 
an exception. 

 If there are no current exceptions, a message displays accordingly in 
the Work Exceptions section. 

4. In the Work Exceptions section, to view details for an exception line item, 
in the Details column at the far left, click Details. 

The Exception Details page appears for the corresponding item (Figure 
43). 

 
Figure 46. Exception Details example 
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5. Click Close to return to the Exceptions page. 

6. In the Actions column, click the arrow and select the appropriate action, 
depending on the results of your research: 

a. You may ignore an exception and do nothing with it. It will be 
removed from the exceptions list after 24 hours. 

b. If you have received an Auth code, enter it into the Updated Auth 
Code box for the exception and then select the action Approve. 

c. Select the action Decline if the bank does not approve the 
transaction, 

d. Select Work if you see the exception and don't want to do 
anything with it, and don't want it to show up any more in the 
Exceptions page. 

e. Select Invalid if you see the exception and the card is invalid 
(maybe a test card) and you don't want to do anything with it and 
you don’t want it to show up any more in the Exceptions page. 

7. When you finish working all the exceptions you are going to address 
during this session, at the bottom of the page, click Update. 

The Updating Exceptions page appears (Figure 47). 

 

 
Figure 47. Updating Exceptions page 
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Chapter 4. Performing Manual 

T
NOTE: Based on your job function, user permissions, and 

property system configuration, you may or may not 
see all of the menu options, RTM features, and be 
able to perform the procedures described in this 
chapter. 

The Manuals feature provides ways for you to 
perform manual transactions in RTM.  

Using the options in Manuals, you can authorize 
debits, settle debits and credits, and edit or view 
individual transactions.  

This chapter covers the following topics: 

• Authorizing a Debit 
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Authorizing a Debit Transaction 
NOTE: Based on your job function, user permissions, and property system configuration, you may 

or may not see the menu option and be able to perform the procedure described in this 
topic. 

Debit authorization allows you to manually approve a specific debit charge for a 
specific customer’s bank card. In order to perform this task, you must have the 
credit card number and expiration date available. 

To authorize a debit, perform the following steps: 

1. On the Manuals menu, click Debit Authorization. 

The Debit Authorization parameters page appears. 

 
Figure 48. Debit Authorization parameters page 

2. In the Required Parameters for Debit Authorization section, complete 
the following required information: 

− Property Name—Click the arrow and select the property for 
which you are authorizing a debit. 

− Venue ID—Click the arrow and select the corresponding venue 
for the selected property for which you are authorizing a debit. 

− Currency Type—Your company’s default currency type appears 
in this box, based on property/venue selection. As applicable, 
click the arrow and select a different currency type for this 
transaction. 

− Credit Card Number—Type the customer’s credit card number in 
this box; no hyphens or spaces. 
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NOTE: If the credit card number does not match the credit card type, or if you enter 
an otherwise invalid number, you see an error dialog box informing you 
accordingly. Click OK and enter a valid number to proceed with this task. 
Also, if the number is erroneous for the selected credit card type, you must 
delete the number so the box appears blank before you can cancel the 
transaction and go back and select the correct credit card type. 

− Expiration Date—Type the corresponding credit card’s expiration 
date using mmyy format (no forward slash or hyphen). 

− Authorization Amount—Type the amount for this transaction 
using 123.23 format (including the decimal point, however no 
dollar sign). If the amount is $20, you must enter the decimal 
point and following zeroes; for example: 20.00 Otherwise, the 
system interprets your entry as 0.2 cents. 

3. In the Optional Parameters for Add Settlement Transaction section, 
enter any or all of the following optional information: 

− Folio/Booking Number—Type the folio or booking reference 
number for this customer’s transaction. 

− Authorization Code—Type the credit card company’s 
authorization code in this box. 

− Cardholder Name—Type the name of the cardholder. 

−  Guest Name—Type the name of the guest, if different from 
cardholder. If it is the same, you can type SAME. 

4. Click Submit. 

The Requesting Authorization page appears. 

While the transaction is processing, you will see the animated images 
spinning on the page and the Continue and Home buttons do not display. 

When processing finishes, the animated images disappear and a success 
message or status message displays on the page. The Continue and Home 
buttons are also now available.  
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Figure 32 Requesting Authorization page 

5. Click Continue to return to the Debit Authorization Page or Home to 
return to the Messages page. 
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 Settling a Debit Transaction 
NOTE: Based on your job function, user permissions, and property system configuration, you may 

or may not see the menu option and be able to perform the procedure described in this 
topic. 

Debit settlement allows you to manually settle a debit transaction. 

To settle a debit, perform the following steps: 

1. From the Manuals menu, select Debit Settlement. 

The Required Parameters for Debit Settlement page is displayed. 

 
Figure 49 Required Parameters for Debit Settlement 

2. You must enter all the required parameters and you may enter any 
optional parameters, tool. 

3. Click one of the buttons: 

− Submit adds the transaction to RTM and displays the  
Adding Manual Transaction page. 

− Reset clears the parameters from this page and continues to 
display it. 

− Cancel returns you to the Messages page without adding any 
transactions. 

While the transaction is being inserted into the database, you will see the 
animated graphics spinning on the page and the Continue and Home 
buttons are not displayed. 

When the processing is finished, the animated icons disappear and a 
success message or status message is displayed. The Continue and Home 
buttons are activated, as well.  
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Figure 50. Adding Manual Transaction Status Message Page 

4. Click Continue to return to the Required Parameters for Debit Settlement 
page or click Home to return to the Messages page.  
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 Reports Chapter 5. Working with
NOTE: Based on your job function, user permissions, and property 

system configuration, you may or may not see all of the reports 
on the menu and be able perform all of the related procedures 
described in this chapter. 

Some o
reports and easy, efficient methods of defining and 
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g is configured within your RTM user 

 can 
ime, current information from all venues on the system. 

f the key features of RTM are its standard set of 

generating them. 

You can elect to mask credit card numbers in reports
desired. This settin
profile. You can have this setting turned on or off by 
contacting your Relationship Manager. 

At any point during the day, with the appropriate user privileges, you
generate and view real-t

This chapter covers the following topics, including illustrations and descriptions 
of each standard report, in the order in which it appears on the Reports menu in 
RTM. 

• Defining Criteria and Generating a Report 

• Printing a Report 

• Viewing Additional Detail Reports 

arriott 
les & Descriptions

For detailed descriptions and illustrations for each report available to M
customers, refer to Chapter 5. Report Examp   beginning on 
page 58. ge 58. 
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Defining Criteria and Generating a Report 
All RTM standard reports are available from the Reports menu. For all reports, 
the steps to define and generate them are the same, with the exception of the 
required and optional criteria selections. Those differ, based on report type. 
However, the process for selecting them is the same for all reports. 

If you manage multiple properties, you can define report parameters and run a 
report, then select a different property and all other criteria selections remain as 
you previously defined them, and run the report again (during the same active 
RTM session). When you re-run a report, the new report displays in the same 
browser window, replacing the previous report. 

For example, if you ran a Settlement Report for Hotel One (property) and the 
Café venue, for a range of dates from 09/01/2006 through 09/30/2006, you can 
select a different property, and the venue (Café) and date ranges remain as you 
defined them when you ran the report for Hotel One. Then, you can run the 
report again for the other selected property. Of course, you can alter any criteria, 
as desired. 

To define and generate a report, perform the following steps: 

1. On the Reports menu, select the report you want to run. 

 
Figure 51. Reports menu 

The Required Parameters for [Report Name] page appears  (for example, 
Settlement Report shown in Figure 52 on page 54). 
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Figure 52. Report parameter selection example (Settlement Report) 

2. Choose the following report parameters in the Required Parameters 
section: 

− Property Name (required) – Click the arrow and select the 
appropriate property name in the list. 

The page refreshes, displaying the corresponding list of available 
Venue IDs for the selected property. 

− Venue ID (required) – Click the arrow and select the venue for 
this report. 

 In the Optional Parameters section, select a specific batch or 
date/date range (you must choose one or the other): 

− Submission Batch (optional) – If you know the date of a specific 
batch on which you want to run a report, click the arrow and 
select the specific batch date. When you select a specific batch, the 
page refreshes and the date ranges are unavailable.  

− The Start Date displays the previous day’s date; End Date 
displays the current date. 

You can select a specific date or range of dates using the shortcut 
calendars, or type the date values into the boxes (using 
mm/dd/yyyy format only). 

3. Click Submit. 

The  report displays in a new Report Results web browser window. This 
window is independent from the main RTM program window. It remains 
open until you manually close it. You can have multiple report windows 
open at the same time, if you generate several different reports. 

4. As desired, see Printing a Report on page  55 for details on performing 
that procedure. 
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Printing a Report 
When you generate a report, it displays in a new web browser window. You can 
print a report using the Print buttons that appear at the top and bottom of the 
report display page. 

 
Figure 53. Print buttons example 

The report prints to your system’s default printer automatically. You can select a 
different target printer, as it is available. 

 
Figure 54. Print dialog box example 
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Viewing Additional Detail Reports 
Some RTM reports provide additional detail reports that allow you to “drill 
down” to multiple information levels. 

To access additional detail reports, on any report page, click a blue, underlined 
link (illustrated in Figure 55). If a detail report also has links, there are additional 
detail reports available. For example, the Deposit Report has two additional 
levels of detail reports you can access successively from each detail report page, 
as desired. 

The detail report displays in a new web browser window, independent from the 
primary report and RTM program windows. It remains open until you manually 
close it. 

You can print detail reports in the same fashion as all other reports. 

 

Detail Links

Figure 55. Detail links on report page 
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Chapter 6. Report Examples & 
Descriptions 

This chapter provides details and illustrations for each of the 
following reports available to Marriott customers. 

Report List 
• Current Authorization Report 

• Transaction Search Report 

• Deposit Report 

• Foreign Currency Analysis Report 

• Market Share Analysis Report 

• Settlement Report 

• Pre-Settlement Report 

• Swipe Ratio Report 

• Exception Report 

• Credits Report 

• Credits vs. Debits Report 

• BTR Settlement Report 

• Recon File Validation Report 
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Current Authorization Report 
The Current Authorization Report lists all credit card transactions that are 
authorized for the selected property/venue, but not settled. RTM displays the 
Current Authorization Report in summary format, arranged by card type, 
showing the total numbers of approved and declined authorizations.  

You can click a detail link and see the individual credit card details for the 
selected transaction. For an example of the detail report, see Current Approved 
Auths-Detail Example on page 60. 

 
Figure 56. Current Authorization Report example 
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Current Approved Auths-Detail Example 
The following illustration shows an example of the detail information when you 
click an item link on the Current Authorization Report page.  

 
Figure 57. Current Approved Auths – Detail report example 
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Transaction Search Report 
NOTE: The methods for selecting report definition criteria are the same for all report types. For 

details on performing these tasks, refer to Defining Criteria and Generating a Report 
beginning on page 53, as needed. 

Use the Transaction Search Report to assist with daily transaction reconciliation. 
For example, if you encounter a transaction error, you can search for that specific 
transaction (so it can be corrected) based on property, venue, date or date range 
(these items are required), then by (one or more) additional optional criteria 
selections such as credit card number, folio/booking number, cardholder name, 
guest name, and/or amount. 

This report is also useful if a customer calls and has a question about a specific 
transaction, as you can quickly locate the transaction based on entering a 
minimum of criteria. 

The Transaction Search Report displays the full history for each credit card 
transaction in the system, based on the criteria you select when defining the 
report. This information includes all current and historical information for both 
authorization and settlement. 

This report is divided into eight separate category sections, listed below. You 
may have to scroll down the report output page to see all of the sections, as well 
as horizontally to see all the columns of information, depending upon your 
monitor resolution settings. The report displays data that matches your search 
criteria in each category. 

• Current authorizations—These are authorizations currently being held 
by the property that have not been settled. 

• Historical Authorizations—These are historical authorizations which 
have already had charges settled against them. 

• Transactions queued for bank submission—Transactions that have been 
submitted by the property for payment but are waiting to be sent by GCS 
to the bank. 

• Transactions submitted to bank awaiting confirmation—Transactions 
that have been sent to the bank from GCS that have not been confirmed 
by the respective bank. 

• Transactions confirmed by the bank—Transactions confirmed by the 
bank. 

The following illustration (Figure 58) shows how the required parameters 
display the information for the logged-on user’s property, corresponding venue 
options, and eighteen-month data date range for start and end dates. 
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Figure 58. Transaction Search Report criteria definition page example 

• The Required Parameters for Transaction Search section displays the 
following: 

− Property Name either displays the single property to which you 
are assigned, or All Entries if you are assigned to more than one 
property. All individual properties (by MARSHA code; see  for 
more information, as needed) assigned to you appear in ascending 
alphabetical order. Click the arrow and select the desired 
property, as appropriate. 

− Venue ID either displays a single venue corresponding with the 
selected property (if you are assigned only one), or the All Entries 
selection if you are assigned more than one venue. All individual 
venues assigned to you are listed in ascending numerical order. 
Click the arrow and select the desired venue, as appropriate. 

− The Start Date box displays a date eighteen months prior to the 
End Date, which displays the current date. You can enter (or 
choose on the shortcut calendars) a different single date, or date 
range, as desired for your transaction search. 

• In the Optional Parameters for Transaction Search section, you must 
enter information in at least one box. Enter as many of the optional 
criteria options as desired, to narrow your search. For details on 
performing this task, see Defining Criteria and Generating a Report 
beginning on page 53, as needed. 

− If you do not define at least one of these options, when you click 
Submit, you see the following message dialog box. 
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Figure 59. Required option error message dialog box example 

− Click OK to proceed with closing this dialog box and defining an 
option. 

The following illustration shows an example of a Transaction Search Report. All 
data is representative, however fictitious (and credit card numbers are masked). 

 
Figure 60. Transaction Search Report example 
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 Deposit Report 
The Deposit Report produces a detailed report which itemizes the total dollar 
amount of every settlement, along with a total of the amount of each card type. 
This report reflects what was successfully processed at the bank. 

 
Figure 61. Deposit Report example 

There are two ways to run this report. You can select an existing batch from the 
Submission Batch list, or enter a date range and view all the deposits within that 
timeframe. 

From the Deposit Report, you can drill down and view the following details for 
each deposit venue line item: 

• Deposit Report USD - Details Report 

• Deposit Report-Detail Report 
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Deposit Report USD - Details Report 
This report is the first drill-down detail report in the Deposit Report sequence.  

The following illustration shows an example of item detail when you click a 
Total Amount link for a venue line item on the Deposit Report page. 

You can further drill down to the transaction/customer information level by 
clicking an Amount link in a credit card type category on this report page (see 
Deposit Report-Detail Report). 

 
Figure 62. Deposit Report USD - Detail Report 
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Deposit Report-Detail Report 
This report is the second drill-down detail report in the Deposit Report sequence. 
This report is available from the Deposit Report USD - Details Report when you 
click an Amount link in a credit card type category on the report page for a 
venue line item. This report lists each credit card transaction and its information 
such as credit card number, folio number, guest name, and so forth. 

 
Figure 63. Deposit Report Detail Report example 
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Foreign Currency Analysis Report 
The Foreign Currency Analysis Report is used for properties that process foreign 
currencies. The report shows the percentage of transactions which are processed 
in all currencies by Property, Venue, and date range. 

 
Figure 64. Foreign Currency Analysis Report example 

Market Share Analysis Report 
The Market Share Analysis report shows the breakdown all transactions by all 
card types. This report will show the percentage and volume of all credit card 
transactions. 

 
Figure 65. Market Share Analysis Report example 
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Settlement Report 
The Settlement Report is a detailed report which displays the total dollar amount 
of every settlement and along with the amount of each individual card type. This 
report reflects what was successfully received from the property for each 
settlement.  

Some reports when generated are larger than the page size in this document. For 
those reports, examples are minimized to accommodate this restriction. 
Unfortunately, this renders some information unreadable. For this 
inconvenience, we apologize. For additional information or to request a PDF file 
report example that shows the data appropriately, please contact your 
Relationship Manager for assistance. 

There are two ways to run this report. You can select an existing batch from the 
Submission Batch list, or enter a date range and view all the settlements within 
that timeframe. 

 
Figure 66 Settlement Report example 

The report displays all data that matches the following conditions: 

• Transactions queued for bank submission: Transactions that have been 
submitted by the property for payment but are waiting to be sent by GCS 
to the bank. 

• Transactions submitted to bank awaiting confirmation: Transactions that 
have been sent to the bank from GCS that have not been confirmed by the 
respective bank. 

• Transactions confirmed by the bank: Transactions confirmed by the bank. 
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Settlement Detail Report 
From the Settlement Report, you can drill down and view additional details for 
each venue for each property by clicking links on the report page. 

 
Figure 67. Settlement Detail Report example 
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Pre-Settlement Report 
The Pre-Settlement Report shows the total amount of RealTime settlements 
received from a property prior to running End of Day. The report shows the 
amount that will be settled once a Property performs the End of Day process. 

The Pre-Settlement Report displays the same information as the Settlement 
Report. Click links in corresponding card type categories to see additional 
details. 

 

Detail Links 

Figure 68. Pre-Settlement Report example 
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Swipe Ratio Report 
The Swipe Ratio Report shows the percentage of credit cards that were swiped 
and the percentage of manually-entered credit cards. 

 
Figure 69. Swipe Ratio Report example 
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Swipe Ratio Detail Report 
You can view details for each venue on the Swipe Ratio Detail report in the 
categories of Total Transactions, Swiped, and Manual transactions. 

 
Figure 70. Swipe Ratio Detail Report example 
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Exception Report 
The Exception Report shows the percentage of non-approved credit cards used at 
a property. 

 
Figure 71. Exception Report example 
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Credits Report 
The Credits Report lists all the credits that were included in a particular 
settlement or that occurred during a certain period of time 

There are two ways to run this report. You can select an existing batch from the 
Submission Batch list, or enter a date range and view all the credits within that 
timeframe. 

 
Figure 72. Credits Report example 
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Credits vs. Debits Report 
The Credits vs. Debits Report is a good fraud-prevention tool that shows all 
credits that do not have offsetting debits for a specified time range. If a refund 
does not have a corresponding charge, it will be included in this report. 

 
Figure 73. Credits vs. Debits Report example 
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BTR Settlement Report 
The Billing Transaction Reporting (BTR) Settlement report is created on a cyclical 
basis.  

 
Figure 74. BTR Settlement Report example 
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Recon File Validation Report 
The Recon File Validation Report displays sections of current and historical data, 
consolidated by property location ID, business unit, customer ID, bank total, 
exceptions, and reconciliation totals, by credit card type. 

 
Figure 75. Recon File Validation Report example 
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Help Menu Chapter 7. Using the 
The Help menu provides access to 
this User’s Guide, which you can view, print, and save 

a PDF version of 

on your computer. 
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