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About EMV 
INTRODUCTION 

Innsoft has partnered with Zeamster to provide our clients with EMV processing 
capabilities. This document outlines some of the new features Innsoft has added to 
Check-Inn® to make it EMV compatible. Below is a list of some of the new features: 

 Has the ability to process EMV credit cards 
 Accepts “contactless” payment options like Apple Pay, Google Wallet, NFC 

transactions, etc. 
 Prints smaller sales receipts (S80 terminal only) 
 Recharges/refunds credit cards with ease 
 Voids transactions 
 Pre-authorizes up to three cards per guest or reservation 
 Is PCI compliant (credit cards are no longer stored on your computer) 

WHAT IS EMV? 

EMV is short for Europay, MasterCard, and Visa, the companies that developed the 
technology. It uses a microchip embedded on its face that offers more security for card-
present transactions than the magnetic stripe on the back. 

SYSTEM REQUIREMENTS 

The EMV terminal requires a wired Ethernet connection to process cards and an 
electrical power outlet connection. The Ethernet connection must be on the same 
network as the computer using Check-Inn; wireless networks are not compatible. You 
will receive the required setup equipment with your terminal shipment. 
  



Software Setup  EMV Setup and User Guide 

About EMV Software Setup Processing Credit Cards in Check-Inn 

Credit Card Procssing (Batch Screen)  Appendix A - Tokenization 

Appendix B - Troubleshooting 

SETTING UP YOUR TERMINAL 

Click PAX S300 or PAX S80 below, to access the setup guide included with your 
equipment. 

 

 

 

 

 

 

 

  

http://www.innsoft.com/wp-content/uploads/PAX-S300-Setup-Guide.pdf
http://www.innsoft.com/wp-content/uploads/PAX-S80-Setup-Guide.pdf
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Software Setup 
IMPORTANT! It is highly recommended that you call Innsoft Technical Support to 
configure your Zeamster account information into the Check-Inn software.  

In most cases, Innsoft Technical Support already has your setup information. Innsoft 
Technical Support can be reached at 503-643-8162, option 2, and is open Monday–
Friday from 7 AM to 4 PM (PT). 

Your terminal must be set up before proceeding to the next step, below. 

You will need your Zeamster account information to be able to set up and initialize your 
terminal(s).  

The following login information is required:   
 User ID 
 API Key 

ENTER MERCHANT ACCOUNT INFORMATION 

1. Click Settings, and then click Credit Cards & Phone Limit.  
The Credit Cards & Phone Limit screen is displayed. 

2. Click the Processing Setup button or press <F3>. 
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The Credit Card Processing screen is displayed.  

 

3. Select Zeamster as your processor (Gateway) from the Credit Card Processor 
drop-down list. 

 

4. Enter the merchant setup information you received from Zeamster: 
 Enter the User ID in the User ID field. 
 Enter the API Key in the API Key field. 
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5. Click the Reinitialize Location & Terminals button; this will complete the 
Location and Terminal ID fields. If these are not filled during this step, see 
Appendix B – Troubleshooting. 

 

6. Multiple locations or terminal IDs may appear. Select the location and terminal 
you wish to use by clicking the drop-down arrows. 

 

7. Click Done or press <F10> 
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IDENTIFY PRINTING OPTIONS 

On the Credit Card Processing screen there are four printing options. These options 
determine when and how many receipts will print after processing a credit card 
transaction or pre-authorizing a credit card. 

 

This printing option: Does this: 
Print Pre-Auth Receipts Forces the program to automatically print a credit 

card authorization draft when a credit card is pre-
authorized 

Duplicate Pre-Auth Receipts Forces the program to print separate customer and 
merchant receipts when a credit card is pre-
authorized 

Duplicate Sales Receipts Forces the program to automatically print separate 
customer and merchant receipts when a credit card 
sale is processed 

Disable Auto Printing Turns off auto printing for receipts 
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PURGE OLD CARD INFO 

IMPORTANT! It is highly recommended that you call Innsoft Technical Support before 
purging old credit card information. Using this feature will purge credit card numbers 
from Guest History.  

Innsoft Technical Support can be reached at 503-643-8162, option 2, and is open 
Monday–Friday from 7 AM to 4 PM (PT). 
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Processing Credit Cards in Check-Inn 
This section includes information on the following topics: 

 Pre-authorization 
 Charging and refunding credit cards 

PRE-AUTHORIZATION 

Innsoft has enhanced the pre-authorization capabilities within Check-Inn. The Guest 
and Reservations screens can now have up to three different pre-authorized 
credit cards. This is beneficial if you have guests that want to split the balance between 
two or more credit cards, or if you have an Expedia reservation and you would like to 
keep the Expedia card on file and still be able to pre-authorize the guest’s credit card for 
incidentals. 

Note: Pre-authorizations must be used in 30 days or less, depending on the issuer. 

This section contains information on the following topics: 
 Pre-authorize a card using the terminal 
 Pre-authorize a card on file 
 Modify a pre-authorization 
 Link a pre-authorization 
 Unlink a pre-authorization 
 Void a pre-authorization 
 Print a receipt for a pre-authorization 

You can start the pre-authorization process from the Guest or Reservation screen. On 
the Guest screen, click the Cash Register button. On the Reservation screen, click the 
Enter Deposit button. (See images below.) 

 
 

 

Reservation screen Guest screen 
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A pre-authorization verifies that the funds are available, though it does not actually 
charge the card. It reserves the requested amount and places a hold on the guest’s 
funds. Once you are in the cash register, you can process a pre-authorization by 
clicking the Authorize Card button. (See images below.) 

 

  

 

Guest screen 

 

Reservation screen 
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Pre-authorize a card using the terminal 

Innsoft suggests using the terminal to pre-authorize cards to help prevent against credit 
card fraud. 

1. Click the Authorize button or press <A> to authorize a new credit card. 

 

2. Enter the amount you wish to pre-authorize in the Enter Amount field. 
3. Verify the correct terminal is selected in the Terminal field, and click the 

Terminal button or press <F10>. 

 

The program displays a confirmation screen to verify the amount.  
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4. If the amount for the pre-authorization is correct, click Yes or press <F10>. If the 
amount is incorrect, then click No or <ESC> to start over. 
The terminal illuminates.  

5. Ask the guest to follow the prompts on the terminal.  

If: Then: 
The transaction completes 
successfully 

An approval message displays, followed by 
the approval code for the transaction. 

You receive an error 
message 

See Appendix B – Troubleshooting. 

 

Note: You can have up to three authorizations per guest record. To pre-authorize 
another card, follow the steps listed in Pre-authorize a card using the terminal. To return 
to the guest cash register, click the red X or press <F10>. 

  



Processing Credit Cards in Check-Inn  EMV Setup and User Guide 

About EMV Software Setup Processing Credit Cards in Check-Inn 

Credit Card Procssing (Batch Screen)  Appendix A - Tokenization 

Appendix B - Troubleshooting 

Pre-authorize a card on file 

If you have a tokenized credit card on the Guest or Reservation screen, you can use the 
Card on File button to pre-authorize a card. For more information regarding 
tokenization, see Appendix A - Tokenization. 

1. Click the Authorize button or press <A> to authorize a new credit card. 

 

2. Enter the amount you wish to pre-authorize in the Enter Amount field, and then 
click the Card on File button or press <F8>. 

 

The program displays a confirmation screen to verify the amount.  

3. If the amount for the pre-authorization is correct, click Yes or press <F10>. If the 
amount is incorrect, click No or < ESC> to start over. 
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Modify a pre-authorization 

If you need to modify the amount of one of your pre-authorizations, you can do so by 
using the Modify button on the Credit Card Authorization screen. 

 

1. Select the pre-authorization you wish to modify by clicking the corresponding 
radio button.  

 

2. Click the Modify button located at the bottom of the Credit Card Authorization 
screen or press <M>. 

  
A screen displays where you can enter a new amount.  
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3. Enter a new amount in the Enter Amount field, and click Modify or press <F10>.  
The program displays a confirmation screen to verify the new amount.  

4. If the modified amount for the pre-authorization is correct, click Yes or press 
<F10>. If the modified amount is incorrect, click No or <ESC> to start over. 
Once the modification is complete, you will see an approval with the approval 
code for the transaction.  

If you receive an error message, see Appendix B - Troubleshooting. 

5. To return to the Cash Register screen, click the red X or press <F10>. 

Link a pre-authorization 

Use this feature to link pre-authorizations that were created under one guest number to 

another guest. Linked pre-authorizations have a link symbol  next to the credit 
card symbol.  

Note: You can only link pre-authorization from one guest or reservation at a time. 

1. Access the Credit Card Authorization screen for the guest you wish to link a pre-
authorization to. 

2. Click the Link button. 

 

The Link Pre-Authorization window displays. 
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3. Enter a guest or reservation number for the guest you want to link the pre-
authorization from into the Guest/Order # field, and click the Link Pre-Auth 
button or press <F10>. 

 

If there are pre-authorizations associated with that guest or reservation number, 
those pre-authorizations will link to the current guest or reservation. 

Note: If multiple pre-authorizations were created under the guest or reservation 
number entered, all pre-authorizations from that guest or reservation number will 
link. 

 

  

 

 

 The link symbol indicates 
that the pre-authorization 
was linked from another 
guest.  
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Unlink a pre-authorization 

1. Access the Credit Card Authorization screen for the guest you wish to unlink a 
linked pre-authorization from.  

2. Click the Unlink button. 

 

You are asked to confirm your request to unlink the pre-authorization,  

3. Click Yes or press <F10>. If you don’t want to unlink the link pre-authorizations, 
click No or <ESC> to cancel. 
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Void a pre-authorization 

Voiding a pre-authorized transaction releases the hold on the guest’s funds. If you want 
to void a pre-authorization, you first need to go to the Credit Card Authorization screen 
where the pre-authorizations are listed. 

1. Click to select the pre-authorization you wish to void, and click the Void button at 
the bottom of the screen.  

 

 You are asked to confirm your request to void the transaction,  

2. Click Yes or press <F10>. If you don’t want to void the transaction, click No or 
<ESC> to start over. 

Once the transaction successfully voids, you will see a success message. If you receive 
an error message, see Appendix B - Troubleshooting. 

To return to the Cash Register screen, click the red X or press <F10>. 
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Print receipt for a pre-authorization 

You can print a pre-authorization receipt at any time. This action does not change the 
current pre-authorized transaction.  

1. To print a pre-authorization receipt, go to the Credit Card Authorization screen. 
2. Select the transaction you wish to print, and click the Receipt button at the 

bottom of the screen. 

 

 
A confirmation message prompts you to confirm your request to print the receipt.  

3. Click Yes or press <F10> to print the receipt. If you don’t want to print the receipt, 
click No or <ESC> to start over. 

You can print or email pre-authorization receipts. To return to the Cash Register screen, 
click the red X or press <F10>. 
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CHARGING AND REFUNDING CREDIT CARDS 

This section contains information about the following topics: 
 Charging a new credit card using the terminal 
 Recharging a card 
 Charging a token from the vault 
 Charging a pre-authorized card 
 Charging a card on file 
 Manually authorizing a credit card 
 Manually charge a credit card with phone approval 
 Refunding a credit card 

Charge a new credit card using the terminal 

Innsoft strongly suggests that you process credit card transactions through the 
terminal using EMV. This helps prevent in-person credit card fraud.  

1. To charge a new credit card, go to the Cash Register screen. 
2. Enter the charge in the Amount field, and click the Select Payment Type 

button. 
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3. From the drop-down list, select Credit Card Sale, and click the Done <F10> 
button. 

 

4. After you have entered the charges and payments into the cash register, click the 
Continue button or press <F10> to get to the Charge Credit Card screen. 

5. Select the New Credit Card tab.  
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6. Use the down arrow to select the terminal you want to send the transactions to, 
and click the Terminal button or press <F10>. 

 

The terminal illuminates.  

7. Ask the guest to follow the prompts on the terminal. 
Once the transaction successfully completes, you see an approval message 
followed by the approval code for the transaction.  

If you receive an error message, see Appendix B - Troubleshooting. 
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Recharge a card 

You can recharge a previously charged credit card from the Recharge Credit Card tab. 

To recharge a credit card, first go to the Cash Register screen. 

1. Enter the charge in the Amount field, and click the Select Payment Type 
button. 

 

2. From the drop-down list, select Credit Card Sale, and click the Done <F10> 
button. 

 

3. After you have entered the charges and payments into the cash register, click the 
Continue button or press <F10> to view the Charge Credit Card screen.  
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4. Click the Recharge Credit Card tab. 

 

5. Locate the guest/confirmation number. 

If you are using: Then: 
The Guest or Reservation 
cash register 

The guest or confirmation number 
automatically populates in the Guest/Order # 
field. 

The standalone cash register The guest number defaults to 0. 
 

6. To find past credit cards, first confirm that the guest number is correct, and then 
click the Search Sales button or press <F2>.  
The transactions displayed are previous credit card transactions that were done 
under the guest number entered in the Guest/Order # field.  

To find credit card transactions done under another guest, simply enter that 
guest's number and click Search Sales <F2>. 
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7. To recharge the card, select the correct credit card from the drop-down list, and 
then click the Recharge Card button or press <F10>. 

 

A confirmation message displays to confirm that you want to charge the amount 
to the selected card.  

8. To confirm, click the Yes button or press <F10>. If you do not wish to charge the 
selected card, click the No button or press <ESC>. 
Once the transaction successfully completes, you see an approved message.  

If you receive an error message, see Appendix B - Troubleshooting.  

 



Processing Credit Cards in Check-Inn  EMV Setup and User Guide 

About EMV Software Setup Processing Credit Cards in Check-Inn 

Credit Card Procssing (Batch Screen)  Appendix A - Tokenization 

Appendix B - Troubleshooting 

Charge a token from the vault 

1. To charge a token, go to the Guest or Reservation Cash Register screen. For 
more information on Tokenization, see Appendix A – Tokenization. 

2. Enter the charge in the Amount field, and click the Select Payment Type 
button. 

 

3. From the drop-down list, select Credit Card Sale, and click the Done <F10> 
button. 

 

4. After you have entered the charges and payments into the cash register, click the 
Continue button or press <F10> to view the Charge Credit Card screen.  

  



Processing Credit Cards in Check-Inn  EMV Setup and User Guide 

About EMV Software Setup Processing Credit Cards in Check-Inn 

Credit Card Procssing (Batch Screen)  Appendix A - Tokenization 

Appendix B - Troubleshooting 

5. Click the Recharge Credit Card tab. 

 

The guest number is automatically entered in the Guest/Order # field.  

6. If you want to charge a token from another guest number, simply modify the 
guest number before searching the vault.  

7. Once the correct guest number is displayed, click the Search Vault button or 
press <F3>.  

 
All tokens (credit cards) associated with that guest number display in the drop-
down list.  
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8. Select the card you wish to charge and click the Recharge Card button or press 
<F3>. 

 

A confirmation message displays to confirm that you want to charge the amount 
to the selected card.  

9. To confirm, click the Yes button or press <F10>. If you do not wish to charge the 
selected card, click the No button or press <ESC>. 
Once the transaction successfully completes, you will see an approval message.  

If you receive an error message, see Appendix B - Troubleshooting.  

 



Processing Credit Cards in Check-Inn  EMV Setup and User Guide 

About EMV Software Setup Processing Credit Cards in Check-Inn 

Credit Card Procssing (Batch Screen)  Appendix A - Tokenization 

Appendix B - Troubleshooting 

Charge a pre-authorized card 

To charge a pre-authorized card, you must first pre-authorize a credit card. For details 
on how to pre-authorize a new credit card see Pre-authorize a card using the terminal or 
Pre-authorize a card on file. 

1. Go to the Guest or Reservation Cash Register screen. 
2. Enter the charge in the Amount field, and click the Select Payment Type 

button. 

 

3. From the drop-down list, select Credit Card Sale, and click the Done <F10> 
button. 
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4. After you have entered the charges and payments into the cash register, click the 
Continue button or press <F10> to view the Charge Credit Card screen.  
If the guest or reservation has a pre-authorization, the program will default to the 
Preauthorizations tab on the Charge Credit Card screen. If the guest does not 
have a pre-authorized card, the Preauthorizations tab will not show. 

 
5. Select the pre-authorization you wish to use by clicking the corresponding radio 

button.  
6. Press the Charge button or press <F10> to process the transactions.  

Note: If you charge the same amount or less than the amount pre-authorized, it 
will charge the card the sale amount entered, and any extra amount pre-
authorized will be released. 

A confirmation message displays to confirm that you want to charge the amount 
to the selected card.  

7. To confirm, click the Yes button or press <F10>. If you do not wish to charge the 
selected card, click the No button or press <ESC>. 
Once the transaction successfully completes, you see an approval message.  

If you receive an error message, see Appendix B - Troubleshooting.  
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Charge a card on file 

To charge a card on file, you must first have a tokenized credit card on either the Guest 
or Reservation info screen. For more information on Tokenization, see Appendix A – 
Tokenization. 

1. Go to the Guest or Reservation Cash Register screen. 
2. Enter the charge in the Amount field, and click the Select Payment Type 

button. 

 

3. From the drop-down list, select Credit Card Sale, and click the Done <F10> 
button. 

 

4. After you have entered the charges and payments into the cash register, click the 
Continue button or press <F10> to view the Charge Credit Card screen.  
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5. Click the Credit Card on File tab.  
Note: If there is no credit card on file, this tab does not display on the Charge 
Credit Card screen. 

 

The Credit Card on File tab displays the first six and last four digits of the 
tokenizied card on file.  

6. Click the Charge button or press <F10> to charge the amount to the card on file. 

  

  



Processing Credit Cards in Check-Inn  EMV Setup and User Guide 

About EMV Software Setup Processing Credit Cards in Check-Inn 

Credit Card Procssing (Batch Screen)  Appendix A - Tokenization 

Appendix B - Troubleshooting 

A confirmation message displays to confirm that you want to charge the amount 
to the selected card.  

7. To confirm, click the Yes button or press <F10>. If you do not wish to charge the 
selected card, click the No button or press <ESC>. 
Once the transaction successfully completes, you will see an approval message.  

If you receive an error message, see Appendix B - Troubleshooting.  
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Manually authorize a credit card 

Note: Innsoft suggests using the terminal to manually charge a credit card whenever 
possible.  

1. To manually authorize a card, go to the Cash Register screen. 
2. Enter the charge in the Amount field, and click the Select Payment Type 

button. 

 

3. From the drop-down list, select Credit Card Sale, and click the Done <F10> 
button. 

 

4. After you have entered the charges and payments into the cash register, click the 
Continue button or press <F10> to view the Charge Credit Card screen.  
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5. Click the Manual Autorization tab.  

 
6. Manually input the credit card number or token number in the Credit Card 

Number field. Then enter the credit card expiration date in the Expiration Date 
field. If you have entered a token, an expiration date is not required.  
Note: The CVV number is optional and not required to process the credit card. 

7. Click the Authorize button or press <F10> to process the card. 

 

A confirmation message displays to confirm that you want to charge the amount 
to the card.  

8. To confirm, click the Yes button or press <F10>. If you do not wish to charge the 
selected card, click the No button or press <ESC>. 
Once the transaction successfully completes, you will see an approval message. 
If you receive an error message, see Appendix B - Troubleshooting. 
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Manually charge a credit card with phone approval 

Note: Only manually charge a credit card with phone approval to force 
transactions into the batch. You need to call the credit card phone authorization 
center to get the authorization code.  

1. To manually authorize a card with a phone approval, go to the Cash Register 
screen. 

2. Enter the charge in the Amount field, and click the Select Payment Type 
button. 

 

3. From the drop-down list, select Credit Card Sale, and click the Done <F10> 
button. 
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4. After you have entered the charges and payments into the cash register, click the 
Continue button or press <F10> to view the Charge Credit Card screen.  

5. Click the Manual Autorization tab.  

 
6. Click the drop-down list, and select Manually Authorize Card with Phone 

Approval.  

 
7. Manually input the credit card number or token number in the Credit Card 

Number field. Then enter the credit card expiration date in the Expiration Date 
field. If you have entered a token, an expiration date is not required.  

8. Input the authorization code retrieved from the credit card phone authorization 
center into the Authorization Code field. 
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9. Click the Force button or press <F10> to force the transaction into the batch. 

 

A confirmation message displays to confirm that you want to charge the amount 
to the card.  

10. To confirm, click the Yes button or press <F10>. If you do not wish to charge the 
selected card, click the No button or press <ESC>. 
Once the transaction successfully completes, you see an approval message.  

If you receive an error message, see Appendix B - Troubleshooting.  
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Refund a credit card 

1. To refund a credit card, simply go to the Cash Register screen and enter a 
negative charge amount (for example, -108.30) in the Amount field.  

 

2. Click the Select Payment Type button. 
3. Select Credit Card Sale from the drop-down list, and then click Done or <F10>.  

 

4. After you enter the refund into the cash register, click the Continue button or 
press <F10> to view the Charge Credit Card screen.  
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5. Verify on the Charge Credit Card screen that it says REFUND (and the amount 
of the refund) in the top-left corner.  

 
6. Use the tabs on the Charge Credit Card screen to refund to a new card, an 

existing card, a card on file, or to manually refund a credit card.   

 

Unless you send the refund to the terminal, a confirmation message displays to 
confirm that you want to refund the amount to the selected card.  

7. To confirm, click the Yes button or press <F10>. If you do not wish to charge the 
selected card, click the No button or press <ESC>. 
Once the refund successfully completes, you see an approved message.  

If you receive an error message, see Appendix B - Troubleshooting. 
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Credit Card Processing  
(Batch Screen) 
In this section, you can find information about the following topics: 

 Viewing the current batch 
 Viewing today 
 Searching transactions 
 Viewing transaction details 
 Authorizing credit cards (from batch) 
 Voiding transactions 
 Reprinting transaction receipts 
 Printing lists 

VIEW CURRENT BATCH 

When using Zeamster as your gateway, batches are automatically submitted daily. You 
can customize the time of day that the batch is submitted. Contact Zeamster for details 
on when your batch is submitted. 

1. To view the current batch, you first need to go to the Credit Card Processing 
screen. From the main grid, click the Audit button or press 5 on your keyboard, 
then click the Credit Card Processing button or press 6 on your keyboard.  
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2. On the Credit Card Processing screen, click the History button. 

 
The Batch Totals screen defaults to the latest batch.  

3. To view an older batch, change the batch number using the up and down arrows, 
then click the Display button or press <F2> to display the batch totals for the 
batch number entered. 

 
4. To view a list of transactions associated with that batch, click the Details button 

or press <F3>. 
Note: You can also view batches using the Search function. See Search transactions 
for more information about the Search function.  
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VIEW TODAY 

To view transactions that were done today, click the View Today button or press <F3>. 
This includes auth-only transactions as well as declined transactions.  

 
Note: When completing an authorization, the transaction shows under the day the pre-
authorization was made. Viewing the latest batch is the best way to view completed 
authorizations.  



Credit Card Processing (Batch Screen)  EMV Setup and User Guide 

About EMV Software Setup Processing Credit Cards in Check-Inn 

Credit Card Procssing (Batch Screen)  Appendix A - Tokenization 

Appendix B - Troubleshooting 

SEARCH TRANSACTIONS 

1. To search for transactions, click the Search button or press <F2>. 
 

On the Search Credit Card Transactions screen, you can search by one or all of 
the search criteria.  

 
2. Click to select the check box for the criteria you wish to search by, complete the 

corresponding field, then click Search. 
Note: When searching by Transaction Status Search the statuses you select will 
be the status of the transactions displayed (for example, if you want to view 
approved transactions only, select the Approved check box). If all Transaction 
Status Search options are selected, it is the same as if none were selected. 

Note: You can only view 1000 
transactions at a time. Refine 
your search to view fewer 
transactions.  
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View transaction details and batch 

1. Display transactions by either performing a custom search using the Search 
<F2> button, clicking the View Today <F3> button, or by viewing batch details 
from the History button.  

 
2. Right-click any transaction. 
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3. Make a selection (View Details or View Batch), depending on the information 
you want to view. 

 

To view: Select this: 
Transaction details View Details 

 
The Batch Entry Details window is displayed. 

 
The batch that the transaction 
is associated with 

View Batch 
 
Note: If the transaction is not associated with 
a batch, this option is not available. 
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AUTHORIZE CREDIT CARD (FROM BATCH) 

If you need to make direct corrections to transactions in the batch, you can do so 
through the Authorize button. These transactions will not reflect on the financial 
reports.  

1. Click the Authorize button or press <A>. 

 

2. Enter either a positive amount to charge a credit card, or a negative amount to 
refund a credit card in the Sales Amount field. 

 

3. Once you have entered the amount, click the Done button or press <F10>. 
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4. On the Charge Credit Card screen, you can charge/refund a new card using the 
New Card tab, or you can manually enter the credit card information using the 
Manual Authorization tab. Press the Terminal button (New Card tab) or the 
Authorize button (Manual Authorization tab) to process the transaction. 

  

5. If you wish to recharge or refund a card from the Credit Card Processing screen, 
select the transaction prior to step 1, and then click the Recharge Credit Card 
tab. 

 

The program automatically selects the card from the processor.  

6. Click the Recharge Card button or press <F10> to process the transaction. 
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COMPLETING PRE-AUTHORIZATIONS (FROM BATCH) 

Use this feature to complete a pre-authorization from the batch screen.  

 
1. From the main screen of Check-Inn, click Audit.  

 

The Audit screen is displayed.  

2. Click Credit Card Processing. 

 

The Credit Card Processing screen is displayed.  
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3. Download transactions by either clicking the View Today button or doing a 
custom search using the Search button. 

 

 
4. Click to select the pre-authorization you wish to complete. 

Note: The selected transaction must show "Auth Only" in the status column. 

 

  

Check the Status column to be 
sure that the transaction you 
select has a status of "Auth 
Only" (it is a pre-authorization). 
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5. Next, click the Authorize button. 

 

The Add Batch Entry window displays. 

6. Enter the amount you wish to authorize in the Sales Amount field, and click the 
Done button or press <F10>.  
Note: If you enter an amount greater than the pre-authorized amount, the 
transaction may not be approved. 
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A message displays asking if you wish to complete the selected authorization for 
the amount entered.  

 

7. Click Yes to complete the authorization. 
Note: If you click No, the program will continue to the Credit Card Sale screen 
where you can complete a new transaction. 

If the transaction is approved, you will see an approved message. If you received 
a message other than approved, the pre-authorization may be stale (old) or 
check to make sure the amount entered is not greater than the pre-authorized 
amount. 
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VOID TRANSACTIONS 

Note: Transactions can only be voided before the batch is submitted. 

1. Click to select the transaction you wish to void. 

 

2. Click the Void button or press <DEL>.  
A confirmation message displays to confirm that you wish to void the transaction.  

3. Click Yes or press <F10> to confirm. Click No or press <ESC> to cancel.  
If the transaction is voidable, you will receive a success message.  

If the transaction is not voidable, you will receive an error message saying that 
the transaction is not voidable. 
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REPRINT TRANSACTION RECEIPT 

1. Click to select the transaction you wish to print.  

 

2. Click the Print button or press <P>. 
3. Press the Print Receipt button on the Print screen. This displays a print out of 

the transaction that was selected in step 1.  
Note: Print Receipt only works on sales or refunds.   
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PRINT LIST 

1. Display transactions by either performing a custom search using the Search 
<F2> button, clicking the View Today <F3> button, or by viewing batch details 

from the History button.  
 

2. Click the Print button or press <P>.  
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3. Click the Print List button or press 2.  

 

This displays a printable list of the transactions. Totals can be found at the end of 
the list. 
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Appendix A – Tokenization 
This section includes information on the following topics: 

 Tokenizing a credit card in Check-Inn 
 Viewing an existing token 
 Updating an existing token 
 Storing/creating multiple tokens for one guest 
 Using stored tokens 
 

Innsoft and Zeamster have teamed up to make PCI compliance easier than ever. With 
Check-Inn powered by Zeamster, you now have the ability to “tokenize” credit card 
numbers. This means the program does not transmit or store credit card numbers while 
requesting approvals.  

After you enter the credit card number into Check-Inn, the program requests a “token” 
from Zeamster. The “token” is a 24-digit code (composed of letters and numbers) that 
the property can use to charge, refund, authorize, and void transactions.  
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TOKENIZING A CREDIT CARD IN CHECK-INN  

Note: You can manually tokenize a card by clicking the card type found on the Guest or 
Reservation screen. 

1. Enter the guest’s credit card information into the guest record, then click 
Continue. 

 

You may see a brief message that reads “Creating credit card token.”  

 

If you are checking a guest in, you need to complete the Check-In process before 
the card is tokenized 

That’s it! The card is tokenized. To view the token, go back into the Guest Info 
screen. You can now use that token for every transaction for this guest. 
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VIEWING/UPDATING AN EXISTING TOKEN 

Viewing/updating a token in Check-Inn allows you to view/update some of the details for 
an existing token. You can update items like the name, expiration date, and guest 
number the token is associated with, without the need to re-enter the credit card.  

View an existing token 

1. Click the word Token on the Guest or Reservation screen. 

 

 Check-Inn displays the details of the token, which include the following:  
 First six and last four digits of the card number 
 Card type 
 Expiration date 
 Name on the card  

Note: The name on the card is pulled automatically from the guest screen.  

 

To update the token, see Update an existing token.  
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Update an existing token 

1. On the Guest or Reservation screen, change the name on file or expiration date 
to the information you want the token to update to. 

2. Click the word Token. 

 

3. To update the token, press the Update button or press <F2>. 
  

You may briefly see a “Please Wait” message, then Check-Inn displays a box 
asking you to confirm the changes.  

4. If you wish to update the name, expiration date, and guest number, click Yes or 
press <F10>. If you do not wish to update the token, click No or press <ESC>.  
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Store/create multiple tokens for one guest 

Check-Inn can display up to 10 tokens per guest. There are multiple ways to tokenize or 
store credit card tokens in Check-Inn. Below is the quickest way to add multiple credit 
card tokens to a guest. 

1. On the Guest Screen, erase the current token. 
2. Type the new credit card number and expiration date. 

 

3. Click the card type to the right of the expiration date. 
You are prompted with a message asking, “Do you wish to create a credit card 
token?”  

 

4. Click Yes. 
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Check-Inn displays a message letting you know it is communicating with 
Zeamster to create a new token. You now see the new token in the Card # field. 

 

To add more tokens, repeat these steps. 

Use stored tokens 

Tokens can be used to recharge or refund a previously tokenized credit card. To use a 
token, navigate to the Guest Screen, and then follow these steps: 

1. Double-click a guest that you would like to charge/refund using a token. 
2. Click Cash Register. 
3. Type an amount to charge or refund the card. 
4. Click Select Payment Type, select Credit Card Sale from the drop-down list, 

and then press Done. 
5. Press Continue at the bottom of the Cash Register screen. 

You will notice several tabs at the top of the new window. 

6. Click the Recharge Credit Card tab. 
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7. On the Recharge Credit Card window, ensure the Guest Order # is correct, and 

click Search Vault or press <F10>.  
 

The last ten tokens that were created for this guest number are displayed in the 
drop-down list. 

8. Select the card you want to recharge or refund from the drop-down list, and click 
Recharge Card. 
Check-Inn asks you to confirm the amount to recharge or refund the card.  

9. If this amount is correct, click Yes or press <F10>. If it's not correct, cancel out of 
this screen and make the correction in the Cash Register screen.  
Check-Inn should display a response from Zeamster, usually an approval code or 
a decline message.  

If you receive an error message, see Appendix B - Troubleshooting. 
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Appendix B – Troubleshooting 
Below is a collection of errors that could potentially occur, along with some 
troubleshooting tips.  

If problems persist, call Innsoft Technical Support for assistance. Innsoft Technical 
Support can be reached at 503-643-8162, option 2, and is open Monday–Friday from 7 
AM to 4 PM (PT). 

 

 
“ERROR: The terminal timed out waiting for a card or input”  
This error message occurs when a credit card is not inserted into the terminal quickly 
enough. Resend the transaction to the terminal again, and insert the credit card more 
quickly.  

 

 
“ERROR: Cannot initialize terminal” 
This error message occurs when the terminal cannot be reached. Check your Internet 
connection and/or the power and Ethernet connections on the terminal. Reset your 
terminal if the issue persists. 

 

 
“ERROR: Declined” 
This error message occurs when a credit card is declined. Typically, this appears when 
the card does not have sufficient funds. Try the card again, or use a different credit 
card. Use the terminal to process the card whenever possible.   
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“ERROR: Internet was lost while processing the transaction.”  
This error message can occur if the Internet connection was lost before or during a 
credit card transaction. Check your Internet connection and retry the transaction. 

 

 
“ERROR: Internet was lost while processing the transaction. Please check 
current batch transactions before proceeding.” 
This error message can occur if the Internet connection was lost during the middle of a 
credit card transaction. If you receive this message, do not try to process the transaction 
again. Verify your Internet connection, and then check the Batch screen to see if the 
card was processed. If you do not see the transaction in the latest batch, then retry. 

 

 
“Unable to download credit card transactions.” 
This error message occurs if you try to download credit card transactions from the batch 
screen and either you don’t have an Internet connection or there is an issue with your 
Zeamster gateway setup.  
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“ERROR: The track data is invalid” 
This error message occurs if the card had a bad swipe when using the terminal. Resend 
the transaction to the terminal and re-swipe the credit card. Use EMV whenever 
possible. 

 

 
“ERROR: Disconnected” 
This error message can occur when trying to process a card. Check your connections 
and retry the transaction. Call Innsoft Technical Support if this error message occurs 
often. 

 

 
 
 
 
 

 
“ERROR: Duplicate transaction” 
This error message occurs when you try to process a credit card for the same amount 
multiple times. If the second transaction is intentional, change the amount by 1 cent. 
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