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1.0 INTRODUCTION 

1.1 BACKGROUND 

Bookings made through Online Travel Agencies (OTAs) must be paid for by the guest in one 
of the two following methods: 

1. Property Collect – This is where payment is taken at the property for the booking 
directly with the guest. This method results in a single payment transaction between 
the guest and the property. 

2. Travel Agency Collect – This is where payment is taken by the Travel Agency at the 
time of the booking. This method results in two payment transactions occurring, one 
between the guest and the travel agency, and a 2nd transaction between the travel 
agency and the property.  

Within the ‘Travel Agency Collect’ method, there are various nuances that need to be 
understood and managed to ensure that the property correctly receives payment for these 
bookings.  

1.2 PURPOSE 

This document is intended to outline the procedures for taking payment for bookings which 
have been paid directly to the Online Travel Agency (OTA) by the guest.  

1.3 AUDIENCE 

Redhill Hospitality Accounts Department. 

1.4 SCOPE 

This procedure is applicable to all Redhill Hospitality group properties. 

1.5 LEGAL & REGULATORY 

N/A. 
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2.0 PROCEDURES 

2.1 EXPEDIA 

To ensure all payments are received and managed correctly for bookings made through the 
Expedia channel, we must: 

1. Use RMS to identify all Expedia bookings; 

2. Compare Expedia bookings within RMS to booking information within the Expedia 
Extranet; 

3. Once confirming that booking information between RMS and Expedia is accurate, 
request payment from Expedia. 

4. Once payment has been received within our business account, allocate it to the 
relevant bookings to clear them from Accounts Receivable. Note. This step should 
not be completed until payment is received within the bank account, which usually 
occurs several days after requesting payment from Expedia. 

2.1.1 TAKING PAYMENT 

2.1.1.1 RMS 

Step 1: Go to Accounting > Accounts Receivable 

Step 2: Within the ‘A/R Type’ field, select ‘Travel Agent’ 

Step 3: From the list of Travel Agents, select ‘Expedia’ 

Step 4: Within the ‘Auto’ column, select all bookings within the period 
that you will be requesting payment. (Note. This process 
should be completed at the beginning of each month for all 
bookings made during the previous month) 

 
Figure 1: RMS Expedia Account 
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Step 5: Take note of the amount shown at the bottom right corner of 
the table labelled ‘Allocated’. This amount should be the total 
amount of revenue taken by Expedia for the period that we will 
be requesting payment. In the example shown above within 
Figure 1: RMS Expedia Account, this amount is $5,144.30. 

2.1.1.2 Expedia Extranet Site 

Step 6: Log into the relevant Expedia Extranet site 

Step 7: Select ‘Payments’ on the left side navigation bar 

Step 8: From the list of ‘Quick Tasks’, select ‘Request payment from 
Expedia Group’ 

Step 9: Select Data Range (Note. This process should be completed at 
the beginning of each month for all bookings made during the 
previous month) 

 

 
Figure 2: Expedia Payments 

Step 10: On the top left hand corner of the table, select all bookings by 
clicking the box to the immediate left of the ‘Reservation ID’ 
field as illustrated above in Figure 1: Expedia Payments. 

Step 11: Navigate to the bottom of the table. 
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Figure 3: Expedia Invoice Amount 

Step 12: The amount shown in the bottom right corner of the table 
labelled ‘Total invoice amount’ should equal the amount noted 
within RMS. As can be seen above in Figure 3: Expedia Invoice 
Amount, the amount is $5,144.30 which is the same as within 
RMS. 

Step 13: If the RMS and Expedia amounts are the same, select the ‘I 
understand …. ‘ option at the bottom left of the page, and click 
on the ‘Create Invoice’ option. 

Step 14: If you have completed this step correctly, you should then 
receive a message saying “Your payment Request has been 
submitted successfully”. Which completes the process within 
Expedia. 

Step 15: If the amounts between RMS and Expedia do not agree, this 
will need to be investigated and resolved before taking 
payment. The typical causes of this issue are most commonly 
the result of: 

Step 16: a booking which was not correctly moved to Accounts 
Receivable 

Step 17: a booking that was manually changed within the property 
management system, which creates a period change. In this 
instance the payment can still be processed from Expedia in 
alignment with the original booking date. 

Step 18: A booking that was cancelled by the OTA after it was moved to 
Accounts Receivable 
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2.1.2 CLEARING BOOKINGS FROM ACCOUNTS RECEIVABLE 

This is the final step in the process to be completed once payment from Expedia has been 
received in the relevant business account.  

2.1.2.1 RMS 

Step 19: Go to Accounting > Accounts Receivable 

Step 20: Within the ‘A/R Type’ field, select ‘Travel Agent’ 

Step 21: From the list of Travel Agents, select ‘Expedia’ 

Step 22: Within the ‘Auto’ column, select all bookings for which 
payment from Expedia has been received. (Note. These are the 
same bookings as identified in the previous steps) 

Step 23: Once all bookings have been selected, the amount shown in 
the ‘Allocated’ field at the bottom right of the page should be 
identical to the amount received in the relevant bank account. 

Step 24: At the top right of the page, select ‘Payment Method’, then 
‘Receipt’ 

Step 25: From the receipt description, select ‘Direct Credit’ and change 
the ‘Date Banked’ to the date that the money was received in 
the relevant bank account. 

Step 26: Ensure the ‘Total Amount’ is the same as the amount received 
in the relevant bank account. 

 
Figure 4: Allocating Payment within RMS 

Step 27: Select ‘Apply’ 

Step 28: At the top right of the page, select ‘Process’. 

Step 29: All bookings for which payment has been allocated should now 
be removed from Accounts Receivable. 
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Step 30: This completes the process for Expedia bookings. 

2.2 AGODA 

To ensure all payments are received and managed correctly for bookings made through the 
Agoda channel, we must: 

1. Use RMS to identify all Agoda bookings; 

2. Compare Agoda bookings within RMS to booking information within the Agoda 
Extranet; 

3. Once confirming that booking information between RMS and Agoda is accurate, take 
payment from Agoda by generating a Virtual Credit Card to be processed at the same time 
through RMS Pay, which will clear all Agoda bookings from Accounts Receivable once 
processed. Note that this step differs from Expedia in that we are taking payment through 
our payment gateway service and NOT receiving a direct credit payment. 

2.2.1 TAKING PAYMENT 

2.2.1.1 RMS 

Step 1: Go to Accounting > Accounts Receivable 

Step 2: Within the ‘A/R Type’ field, select ‘Travel Agent’ 

Step 3: From the list of Travel Agents, select ‘Agoda’ 

Step 4: Within the ‘Auto’ column, select all bookings within the period 
that you will be requesting payment. (Note. For Agoda, this 
should be all bookings) 

 
Figure 5: RMS Agoda Account 

Step 5: Take note of the amount shown at the bottom right corner of 
the table labelled ‘Allocated’. This amount should be the total 
amount of revenue taken by Agoda for the period that we will 



 

~ 7 ~ 
 

be requesting payment. In the example shown above within 
Figure 5: RMS Agoda Account, this amount is $425.00. 

2.2.1.2 Agoda Extranet Site 

Step 6: Log into the relevant Agoda Extranet site 

Step 7: Select ‘Finance’ on the top navigation bar 

Step 8: From the drop down list, select ‘Current Transactions’ 

 
Figure 6: Agoda Current Transactions 

Step 9: The amount shown in the bottom right corner of the ‘Booking 
Transactions’ table should equal the amount noted within 
RMS. As can be seen above in Figure 6: Agoda Current 
Transactions, the amount is $425.00 which is the same as 
within RMS. 

Step 10: If the RMS and Agoda amounts are the same, select the ‘Select 
all approved‘ option, then select ‘Next’ at the bottom right side 
of the page. 

Step 11: Select ‘Submit’ at the next page, which will generate a Virtual 
Credit Card Number to be used within RMS to take payment. 

2.2.1.3 RMS. 

Step 12: Continuing from the previous RMS Steps, select ‘Payment 
Method’, then ‘Receipt’ 

Step 13: Select ‘Credit Card’, select ‘Do Not Charge Transaction Fee’, 
select ‘Apply’. 

Step 14: Select ‘Process’ at the top right side of the page. 

Step 15: Manually enter the Virtual Credit Card Information provided by 
Agoda, then select the ‘Pay’ option. 
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Step 16: All bookings for which payment has been allocated should now 
be receipted and removed from Accounts Receivable. 

Step 17: If payment has been correctly receipted by RMS, you may now 
return to the Agoda extranet page to acknowledge the ‘Check 
here to … ‘ option, and logout of the extranet. 

Step 18: This completes the process for Agoda bookings. 
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