
™ 
Pre-Authorization (PayTrace) 

What is Pre-Authorization? 

 Users will be able to apply an 
authorization hold on to a customer’s 
credit card.  This feature allows a user 
to hold a set amount on the 
customer’s credit card for security 
purposes.  

This hold can be voided or captured. 
More than one authorization cannot 
be done on a single reservation. If the 
authorization is not settled within 21 
days, the hold will fall off. If the hold 
needs to be adjusted, the user will 
need to void the current hold and 
resubmit the hold for the desired 
amount.  

If any amount of the pre-auth is 
captured, the remainder would be 
voided. 

 
   



Pre-Authorization (PayTrace) 
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Using Pre-Authorization 

1 PayTrace 

The pre-Authorization option can be 
found by choosing the 
Charges/Payments tab in Guest Folio 
and choosing the PayTrace option 
(the Pre-Authorization option is 
currently only available in PayTrace). 
 

2 CC Authorization WIndow 

Inside the Select Token box of the  
Credit Card Authorization window is 
the Preauthorization option. Check 
the box to activate it. You can choose 
to use either a new card or an existing 
token to process the payment. Once 
this is done, select the card type and 
the amount to be held. This can be 
any amount. When this is done, click 
on proceed to progress to the next 
stage. 
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Pre-Authorization (PayTrace) 

Using Pre-Authorization 

1 Payment Page 

After making the required selections 
and pressing proceed the payment 
page will appear. This page displays all 
billing Information needed to process 
a payment.   
 

2 Processing the Transaction 

After entering the required 
information click on the Process 
Transaction button to process the 
payment.  
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Pre-Authorization (PayTrace) 

Using Pre-Authorization 

1 Confirmation 

A confirmation box will appear 
showing the amount to be held. Click 
proceed.  

2 Rez Details 

The Preauthorized amount and date 
will appear in the rez details and 
Payments/Charges.  
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Pre-Authorization (PayTrace) 

Capturing/Voiding a Preauth 

1 Void 

A pre-authorization void is done to 
release a user’s card if the terms and 
conditions of the reservation have 
been met. To void the pre-auth go to 
the Payments/Charges tab in the 
guest folio and click on PayTrace. This 
brings up the Credit Card 
Authorization window. Click on the 
drop down box marked New Credit 
Card. Notice in the drop down there is 
an option for a Pre-auth. Choose this 
option. The amount will be shown 
along with the options to Capture or 
Void.  Choose void and press proceed. 
 

2 Void Confirmation 

The hold has been removed from the 
card as seen in the screenshot (there 
is no pre-auth information in the rez 
details or the Charges/Payment 
window).  
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Pre-Authorization (PayTrace) 

Capturing/Voiding a Preauth 

1 Capturing 

A pre-auth is captured when a client 
fails to adhere to the terms and 
agreements of a reservation or for 
causing damage while staying at an 
establishment. This will charge the 
credit card of the value that was held. 
   

2 Capture Details 

The capture amount is taken from the 
users card as shown in the payments 
section. A breakdown of the payment 
is listed in the Charges/Payments 
window.   
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