ento de pagamento - Manual ¢ Si1

Este guia 1rd mostrar na pratica as 3 fases do processo e serd possivel visualizar o manual e em seguida fazer o simulador da
situacao.

Observe bem nas paginas a seguir que no topo existem botdes de: Avancar, Voltar e Iniciar simulador e também quando ja estiver
realizando o simulador sera possivel voltar ao manual pelo botio Momento do manual.

Neste exercicio abaixo iremos utilizar uma situacao de um hotel:

Toda vez que cobramos o pagamento de um hospede, temos que informar no sistema que esta cobranga estd paga, 1sso se chama
langamento de pagamento.

Por exemplo:

Quando ja tiver uma cobranca no sistema, como uma agua no valor de R$10, devemos cobrar o héspede, ¢ quando ele realizar o

pagamento dessa cobranga, devemos lancar este débito no sistema.

A mesma situagdo pode ocorrer com outras cobrangas como: Consumo no restaurante € tambeém no pagamento da didria de
hospedagem.
O langamento apresentado abaixo sera referente ao pagamento da hospedagem.
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_ Client Relations ¥ Bookings ¥ Front Desk ¥ | Inventory ¥  Financials ¥
Home Arrivals 1

H‘E”CI, Joao! Departures uc em Fl’OIlt DES
Front Desk Workspace ) egUIda cm In HO

Default : Default (2/2) In House 2

Walk In Reservation

Miscellanecous ™  Reports ¥

In House (Occupied) Arrivals Departures Max. Available Rooms

2

- Expected Departures Checked Out
OMms
30 ‘I}i IE Rooms Rooms D!

Adults Children Adults Children Adults Children
Expected
L D Arrivals

Po ¥ 54 Pe v P Yo
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_ Client Relations ¥ Bookings ¥ Front Desk ¥  Inventory ¥  Financials ¥  Miscellanecous ¥  Reports ¥

Home / Front Desk / In House { Back to Home

In House @Hep  © 1 wantTo..

Search - |

Confimation Number Travel Agent Room Type Block Code
Conf / Cxl / External Q

First Mame Company Source Membership Mumber

0 nimero do quarto com
0 na frente no campo RO
ente da forma do passo 3

guida pesquise o quarto n
4.
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Inicio do
Simulador

D X |em HOTEL recepcao X

< (O | (3 https://sistemahotelrecepcao.com

Client Relations ¥

Home / Front Desk / In House

Bookings ¥

In House

Search

Room 0229

Sort By: | Arrival Date and ETA descending -

L view Options

| Want Confirmation
]

To... Number

Room Name

[Lancar pagamento - Manual

Front Desk ¥  Inventory ¥  Financials ¥  Miscellaneous ¥

Arrival Departure Rate

Reports ™

Balance

117120577

a[ O
L |

da Silva, José

10-11-2025 11-11-2025 R$291.60

na numeracao em azul d
NCE.

car, sera redirecionado pa
e saldos.

R$0.00

Adults

Children

Room Type to Charge

Anterior | Proximo

{ Back to Home

@ Hep

© | want To...

Modify Search Criteria

Views: @ E

Show | 100 ~ Only 1 result

Reservation Type Membership Type External R

1

0

DBE

Checked In
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_ Client Relations ¥ Bookings ¥ Front Desk ¥  Inventory ¥  Financials ¥  Miscellanecous ¥  Reports ¥

Home / Front Desk / In House / Billing £ Back to In House
Billing

& Notifications | @ Help £ Page Refresh

josédasiva Y 0o
B3 A2 308654859638545 () Rua Brasilia, 345, Bairro Centro, Casa, SP, BR (@ josedasilva@gmail.com % 11999576936
Status

Room Balance
117120577 Checked In

0220 R$0.00

Confirmation

B Show Less

a na barra lateral
Arriva Expected Departure Time

Room Type to Charge Rate Block Code Membership Ty 2 3
10-11-2025 Hon — DBB (Chorged) R$291.60 B 06 para visualiz
Departure Room Type Rate Code

vived Rate mentos feitos m
11-11-2025 Tus DBE ]

B Hide Unpopulated

Reservation Billing

Profile
Additional Information = Packages (1) | Stay Details = Confirmation Letters | Daily Details Deposit / Cancellation (2) = Payment Instructions =~ Fixed Charges | Roufing Instructions Communication (3) | Future & Past Stays (2) = Linked Profiles (1) = Membership (2)
External References | Item Inventory | Linked Reservation = Shares | Track It | Transportation

Accompanying Profiles | Preferences 6
Notifications

Notes (3) | alerts | Attachments | Traces

area de saldos, nessa tela ¢ pos
obrangas, lancar pagamentos fe Gort B | Default view: [ J] 00 | ® windows

realizar o check out. O Other Reservations
1 ¥ wsaVAda Silva, José R$0.00

Drag and drop postings from

Past Ch Inf tion Foli one window to another
ost Charge nformation Folio window.

- . A
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_ Client Relations ¥  Bookings ¥  Front Desk ¥ Inventory ¥  Financials ¥  Miscellaneous ¥  Reports ¥

José da Silva P,
E= A2 308654859638545 (1) Rua Brasilia, 345, Bairro Centro, Casa, SP, BR (@ josedasilva@gmail.com L. 11999576936

Confimnation Status Room Balance

117120577 Checked In 0229 R$0.00

G-I-b Maowve Charges

Sort By: | Default I:I [Il:l ® windows

O Other Reservations

1~ wisaVYA da Silva, José R$0.00
Drag and drop pastings from

Post Ch Inf tion Foli one window to another
ost Charge nformation Folio window.

No postings exist for this folio window. 1 visaVva

R$0.00

R$0.00

e saldos € possivel visualizar os retangulos R$0.00
ateral, chamados de janelas. Ao clicar em ci
ar para essa nova janela. R$0.00
, Vemos acima que estamos selecionados na
outro retangulo, iremos seleciona-lo. e ®

R$0.00

R$0.00
ancar o pagamento S 7
R$0.00

do em Post Paymen
Post Charge |
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_ Client Relations W Bookings ¥ Front Desk w Inventory ¥ Financials ¥ Miscellaneous ¥ Reports ¥

José da Silva §, A
B3 A2 308654859638545 () Rua Brasilia, 345, Bairro Centro, ione 0 Campo Method para informar k. 11999576936

Confirmation Status de CObrang:a. Balance
117120577 Checked In R$0.00

Payment of da Silva, José for Room 0229 X l
views: [ ]| 00 ® windows

O other Reservations

1 wrisa VA

R$0.00 R$0.00 R$0.00 R$0.00 '
1~ wisaYA da Silva, José R$0.00

R$0.00 Drag and drop postings from

L Ch Inf tion Foli one window to another
arge nformation Folio window.

* Method * Expiration Card Reader
VA - Visa VISA XX/XX [ card Present 4R Select a Card Reader 1 wisaVa

cl Credit Card Termina
ear Card Holder

Card Murmber - R$0.00
00000006635

Get Toke
<t foken R$0.00

* Amount Reference Supplement

R$0.00

R$0.00

Apply Payrnent

R$0.00

R$0.00

R$0.00

Post Charge Post Payment
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ECM - Elo Credito Manual

ELM - ELO Debito Manual

RDM - Rede Shop Manual SO, €S8a cobranc;a fo1 feita por
_ Client Relations W Bookings ™  F ) ) ! B . x ,

VCM - Visa Credito Manual ininha de cartdao no crédito com a

José da Silva B, T Hectron Manwa ira mastercard.

E= A2 308654859638545 . 11999576936
PIXO - PIX ONLINE

s PIXQR - PIX QR CODE REDE s selecionar o tipo para continuar. Baiance
117120577 AX - American Express R$0.00

DC - Diner's Club

ED - ELO Debit
ebito (100 ® windows

HP - Hipercard

— O (5] https://sistemahotelrecepcao.com

. . Q) other Reservations
JC - JCB International Credit Card . R$D.Dl} Rsu_uo R$000

- WA . z
1 VIsA '™ da Silva, José MC - MasterCard R$0.00 |
Drag and drop postings from

RD - Rede Shop , ) one window to another
it Charge | Information Folio

. window.

[ VA - Visa — ] vIsA WH/KK (O card Present 4 Select a Card Reader 1 wvisa VA

Credit Card Termina
Clear Card Holder

Card Number R$0.00
000006635

Get Token R$0.00

Reference Supplement R$0.00
0.00 | ERL

R$0.00

Apply Payrent

R$0.00
R$0.00
R$0.00

RE0.00

Post Charge Post Payment
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_ Client Relations » Bookings ¥ Front Desk ¥ Inventory w Financials » Miscellaneous ¥

José da Silva | I selecionar o método de pagamento, vamos
Rua Brasilia, 345, Bairro Centro, Casa, SP, BR '
8 A2 508654659698545 O R S S SR e | ar no campo 10 AMOUNT, o valor.

Confirmation Status

117120577 Checked In

po 11 REFERENCE, iremos informar o C
Payment of da Silva, José for Room 0229 .

Windows

1 w2 , iremos aplicar o pagamento no campo 12. Other Reservations

1~ wvisaY* (3 Silva, José
R%0.00 rag and drop postings from

ne window to another
window.

jt Charge | Information Folio

* Method n Card Reader
MCM - MasterCard Manual () card Present 4@ Select a Card Reader 1 wisaVvA

Credit Card Termina
Clear Card Halder

Card Number ] R$0.00

10 11

Reference Supplement

596.19 cv 16895498 R30.00

Change Payment Currency

R$0.00

I! Apply Payrent I

R$0.00

R$0.00

R$0.00

RE0.00

Post Charge Post Payment
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José da Silva P B
E= A2 308654859638545 () Rua Brasilia, 345, Bairro Centro, Casa, SP, BR (@ josedasilva@gmail.com . 11999576936

Confirmation Status Room Balance

117120577 Checked In 0229 R$0.00

Payment of da Silva, José for Room 0229 X l
Views: G [”:I (® windows

WA
1o 2 e I I o (ol I R O Ot Reservations
: : L : . : : R$0.00
R$0.00 Drag and drop postings from

1 i : ) one window to another
Report Destination X | §t Charge | Information Folio ‘ o
+* Method

MCM - MasterCard Manual ard Reader 1  visa VA

Destinations
Clear ® Preview to Print

O Email i R$0.00
O Download

1~ wisaVA g3 Silva, José

R$0.00

* Amount T

596.19 cv 16895498 R$0.00

Change Payment Currency

s aplicar o pagamento, pode fechar R$0.00

up no X, pois este pop up serve para
1mir o comprovante de langcamento 1
ma € este nao € necessario. R$0.00

R$0.00

R$0.00

RE0.0O0

Past Charge Post Payment
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José da Silva " A
B4 A2 308654859638545 () Rua Brasilia, 345, Bairro Centro, Casa, SP, BR (@ josedasilva@gmail.com R, 11999576936

Confirnmation Status Room Balance

B = .00
117120577 Payment of da Silva, José for Room 0229 r

1 G-I-b Maowe Charges
v Views:

et |
R$0.00 R$0.00 R$0.00 R$0.00 R$0.00 (100 ® windows

-R$596.19 [ Q) Other Reservations
1 ~ wsa VA da Silva, José R$0.00
* Method * Expiration acac I Drag and drop postings from

VA - Visa R [ card Present - i?sda:i:dnw to another
Glear Core oo 1 vemos o lancamento ¢

Card Number emos sair desta tela no
J000000000006635

Get Token po 1 4 . R$0.00

1 wisa VA

1 wisaVA

* Reference Supplement R$0.00
-596.19 BRL

R$0.00
£ view Options

Code Description Posted Amount  Status

R$0.00

5689 MasterCard Manual R$596.19  Posted on 10-11-2025 Print Receipt

R$0.00

R$0.00

R$0.00

RE0.00

v
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José da Silva P
EH A2 308654859638545 () Rua Brasilia, 345, Bairro Centro, Casa, SP, BR (@ ‘josedasilva@gmail.com L. 11999576936

Confimation Status Room Balance

117120577 Checked In 0229 -R$596.19

I-I-l Move Charges

Sort BY: | Default - Views: |:| DD ® windows

O Other Reservations

1~ wisaVA daSilva, José -R$596.19

Drag and drop postings from
one window to another
window.

Post Charge | Information Folio

£ view Options 1 results
D Date Description Amount Supplement Reference

1 wisaVa

D 10-11 * MasterCard Manual -596.19 cv 16895498 -R$596.19

R$0.00
lancado.

R$0.00
langar um pagamento como este quando ¢

. . o o R$0.00
lquer coisa por meio de maquininha de cart

R$0.00
mos do hospede, imprimimos o recibo da m

os dados do recibo no sistema. R$0.00

R$0.00

RE0.0O0

v
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Hello, Joao! Departures

Front Desk Workspace P

Default : Default (2/2) In House

Walk In Reservation

In House (Occupied) Arrivals Departures Max. Available Rooms
L]

F—— Expected Departures Checked Out
l'.l'"

30 P = 5 [

Adults Children . Adults Children Adults Children
wpected
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Home / Front Desk / In House < Back to Home

In House @Help  ©1want To..

Room 0229

Modify Search Criteria

Sort By: | Arrival Date and ETA descending Views: @ E

L view Options show | 100 = Only 1 result

O !rWar\t Room ;T:E::atlon MName Arrival Departure Rate Balance Adults Children Room Type to Charge Reservation Type Membership Type External R

0...
III O [ = [ 0229 117120577 da Silva, José 10-11-2025 11-11-2025 R$291.60 RS0.00 1 DBB Checked In
“
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_ Client Relations ¥  Bookings ¥ Front Desk ¥ Inventory ¥ Financials ¥  Miscellaneous ¥  Reports ¥

Home / Front Desk / In House / Billing < Back to In House
Bllllng & Notifications | @ Help = £ Page Refresh

José da Silva " -] m
B3 A2 308654859638545 () Rua Brasilia, 345, Bairro Centro, Casa, SP, BR (@ josedasilva@gmail.com K. 11999576936

Confimnation Status Room Balance

117120577 Checked In 0229 R$0.00

B Show Less

Arriva Expected Departure Time Room Type to Charge Rate Block Code
10-11-2025 Mon — DBB charged) R$291.60 -

Departure Room Type Rate Code Fixed Rate
11-11-2025 Tue DBE

Membership Type Member Number

B Hide Unpopulated

Reservation Billing Profile

Routing Instructions Communication (3) = Future & Past Stays (2) = Linked Profiles (1) | Membership (2)

Accompanying Profiles | Preferences

Additional Information = Packages (1) = Stay Details = Confirmation Letters | Daily Details Deposit / Cancellation (2) = Payment Instructions | Fixed Charges
External References | Item Inventory | Linked Reservation | Shares | Track It | Transportation

Motifications
Motes (3) | Alerts | Attachments | Traces

4'I+ Maove Charges

Sort By: | Default Views: |:| DI:I ® windows

QO Other Reservations

1~ wisaVA da Silva, José R$0.00

Drag and drop postings from
i ] one window to another
Post Charge | Information Folio

window.

v
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Client Relations ¥  Bookings ¥ Front Desk ¥  Inventory ¥  Financials ¥  Miscellaneous ¥ Reports ¥

José da Silva T
B3 A2 308654859638545 (1) Rua Brasilia, 345, Bairro Centro, Casa, SP, BR (@ "josedasilva@gmail.com ¥ 11999576936

Confimation Status Room Balance

117120577 Checked In 0229 R$0.00

I-I-l Move Charges

Sort BY: | Default Views: D DD ® windows

O Other Reservations

1~ wisaVA da Silva, José R$0.00
Drag and drop postings from

i . one window to another
Post Charge | Information Folio

window.

No postings exist for this folio window. 1  visa VA

R$0.00
R$0.00
R$0.00
R$0.00
R$0.00
R$0.00

R$0.00

RE0.0O0
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José da Silva P
B3 A2 308654859638545 () Rua Brasilia, 345, Bairro Centro, Casa, SP, BR (@ josedasilva@gmail.com . 11999576936

Confimation Status Room Balance

117120577 Checked In 0229 R$0.00

Payment of da Silva, José for Room 0229
views: ([ ]| (0] ® windows

(O oOther Reservations

R$0.00 R$0.00 R$0.00 R$0.00 R$0.00 R$0.00

1~ wvisa‘Ada Silva, José R$0.00

Drag and drop postings from
; ) one window to another
jt Charge | Information Folio

window.

* Method # Expiration Card Reader
VA - Visa -~ VISA XX/XX [ card Present 4 Select a Card Reader 1  vIsa VA

a Credit Card Termina
ear Card Holder

Card Number R$0.00
3000000006635

Get Toke
et foken R$0.00

* Amount Reference Supplement R$0.00
0.00  BRL

R$0.00

Apply Payment

R$0.00
R$0.00
R$0.00

RE0.0O0
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AXM - American Express Manual
DCM - Diner's Club Manual
ECM - Elo Credito Manual

ELM - ELO Debito Manual
MCM - MasterCard Manual

José da Silva §, A

EH A2 308654859638545

Confimation

117120577

1~ wvisa‘Ada Silva, José

Client Relations ¥  Bookings ¥

RDM - Rede Shop Manual
VCM - Visa Credito Manual
VEM - Visa Electron Manual
PTS - Pontos

PIXO - PIX ONLINE

PIXQR - PIX QR CODE REDE
AX - American Express

DC - Diner's Club

I EC - Elo Credito

ED - ELO Debito
! HP - Hipercard

JC - JCB International Credit Card

MC - MasterCard

RD - Rede Shop
- -
[ vA - visa ~ ] visa

Clear

Card Mumber

XO0000000KN6635
Get Token

* Amount

0.00  ERL

Miscellaneous ¥ Reports ¥

(@ josedasilva@gmail.com

Room

0229

R$0.00 R$0.00

# Expiration
XK D Card Present

Card Holder

Reference

R$0.00

Card Reader

#® Select a Card Reader

Credit Card Termina

Supplement

£, 11999576936

X

Apply Payment

Balance

R$0.00

Views: I:I I:Il:l

R$0.00

it Charge | Information Folio n

® windows

(O oOther Reservations

Drag and drop postings from
one window to another
window.

1 wisaVa

R$0.00
R$0.00
R$0.00
R$0.00
R$0.00
R$0.00
R$0.00

RE0.0O0
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José da Silva P
B3 A2 308654859638545 () Rua Brasilia, 345, Bairro Centro, Casa, SP, BR (@ josedasilva@gmail.com . 11999576936

Confimation Status Room Balance

117120577 Checked In 0229 R$0.00

Payment of da Silva, José for Room 0229
views: ([ ]| (0] ® windows

(O oOther Reservations

R$0.00 R$0.00 R$0.00 R$0.00 R$0.00 R$0.00

1~ wisa' da Silva, José R$0.00

Drag and drop postings from
; ) one window to another
jt Charge | Information Folio

window.

* Method Expiration Card Reader
MCM - MasterCard Manual [ card Present R Select a Card Reader 1 wvisaVa

Credit Card Termina
Clear Card Holder

Card Number R$0.00

R$0.00

Reference Supplement
0.00 R$0.00
Change Payment Currency

R$0.00

Apply Payment

R$0.00
R$0.00
R$0.00

RE0.0O0
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José da Silva P
B3 A2 308654859638545 () Rua Brasilia, 345, Bairro Centro, Casa, SP, BR (@ josedasilva@gmail.com . 11999576936

Confimation Status Room Balance

117120577 Checked In 0229 R$0.00

Payment of da Silva, José for Room 0229 X I

Views: I:I DD ® windows

(O oOther Reservations

1 wvisaVA

R$0.00 R$0.00 R$0.00 R$0.00

1~ wisa' da Silva, José R$0.00

R%0.00 Drag and drop postings from
; ) one window to another
jt Charge | Information Folio

window.

* Method Expiration Card Reader

MCM - MasterCard Manual [ card Present R Select a Card Reader 1 wvisaVa
Credit Card Termina
Clear Card Holder

Card Number R$0.00

R$0.00

Reference Supplement

£96.19 R$0.00
Change Payment Currency

R$0.00

Apply Payment

R$0.00
R$0.00
R$0.00

RE0.0O0
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José da Silva P
B3 A2 308654859638545 () Rua Brasilia, 345, Bairro Centro, Casa, SP, BR (@ josedasilva@gmail.com . 11999576936

Confimation Status Room Balance

117120577 Checked In 0229 R$0.00

Payment of da Silva, José for Room 0229 X I

Views: I:I DD ® windows

(O oOther Reservations

1 wvisaVA

R$0.00 R$0.00 R$0.00 R$0.00 R$0.00

1~ wisa' da Silva, José R$0.00

R%0.00 Drag and drop postings from
; ) one window to another
jt Charge | Information Folio

window.

* Method Expiration Card Reader

MCM - MasterCard Manual [ card Present R Select a Card Reader 1 wvisaVa
Credit Card Termina
Clear Card Holder
Card Number R$0.00

R$0.00

Reference Supplement
£96.19 cv 16895498 R$0.00
Change Payment Currency

R$0.00

Apply Payment

R$0.00
R$0.00
R$0.00

RE0.0O0
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José da Silva P
B3 A2 308654859638545 () Rua Brasilia, 345, Bairro Centro, Casa, SP, BR (@ josedasilva@gmail.com . 11999576936

Confimation Status Room Balance

117120577 Checked In 0229 R$0.00

Payment of da Silva, José for Room 0229 X l
- views: ([ ]| (0] ® windows

Lo R$0.00 R$0.00 R$0.00 R$0.00 R$0.00 _ e —
1~ wisa' da Silva, José ' ' ' ' ' R$0.00

R%0.00 r Drag and drop postings from

. . i i one window to another
Report Destination X I 5t Charge | Information Folio ' ——
* Method

MCM - MasterCard Manual ard Reader 1  visa VA

Destinations

. . | i
Clear (® Preview to Print

Card Number O email ’ ' R$0.00

0 Download

+* Amount T ST

£96.19 cv 16895498 R$0.00

Change Payment Currency

R$0.00

R$0.00
R$0.00
R$0.00

RE0.0O0
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José da Silva P
B3 A2 308654859638545 () Rua Brasilia, 345, Bairro Centro, Casa, SP, BR (@ josedasilva@gmail.com . 11999576936

Confimation Status Room Balance

117120577 W ) ) — gie-00
Payment of da Silva, José for Room 0229 X r

R$0.00 R$0.00 R$0.00 views: ([ ]| (0] ® Wwindows

-R$596.19 (O other Reservations

1~ wisa' da Silva, José R$0.00
* Method * Expiration Card Reader Drag and drop postings from

VA - Visa XXX D Card Present @2 Select a Card Reader it Charge | Information Folio n Sr1E windaw o anather

1 WvisAVA

Credit Card Termina window.

Clear Card Holder
Card Number 1 wisaVa

000000006635
Get Token R$0.00

* Reference Supplement R$0.00
-596.19 BRL

R$0.00
£ view Options

Code Description Posted Amount  Status

R$0.00
5689 MasterCard Manual R$596.19  Posted on 10-11-2025 Print Receipt

R$0.00

R$0.00

R$0.00
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José da Silva T
B3 A2 308654859638545 (1) Rua Brasilia, 345, Bairro Centro, Casa, SP, BR (@ "josedasilva@gmail.com ¥ 11999576936

Confimation Status Room Balance

117120577 Checked In 0229 -R$596.19

I-I-l Move Charges

Sort BY: | Default Views: D DD ® windows

O Other Reservations

1~ wsaVs da Silva, José -R$596.19

Drag and drop postings from
one window to another
window.

Post Charge | Information Folio

£ view Options 1 results

VISA VA
D Date Code Description Amount Supplement Reference 1

O 101 5689 MasterCard Manual -596.19 cv 16895498 -R$596.19

R$0.00
R$0.00
R$0.00
R$0.00
R$0.00
R$0.00

RE0.0O0




