
F INANCE GUIDE

Paystack Reconciliation Guide for 
Hotels
A repeatable weekly process for matching Paystack settlements to guest folios, without 
the month-end scramble.

Finance Guide · Updated April 2026

For: hotel finance teams and owner-operators

Published by XYVOO — hotel management and storefront software. This guide is provided for general information 

and reflects practices we've seen work across the properties and shops we support; treat figures and thresholds as 

a starting point to adapt to your own operation.



Why reconciliation slips

Card payments and guest folios drift apart for ordinary reasons — a partial refund, a chargeback, a 
payment taken against the wrong room, a settlement that lands two days after the transaction. None of it 
is unusual. The problem is that most properties only look at it once a month, by which point ten small 
mismatches have become one large, unpleasant investigation.

A short weekly check keeps this to minutes instead of hours.

The weekly reconciliation routine

Pull Paystack's settlement report for the week — total settled, total fees, total refunds.

Pull your folio system's total card receipts for the same date range.

Compare the two totals first, before checking individual transactions — if they match, you're largely 
done.

Where the totals don't match, sort both lists by amount and date, and work through them in order 
rather than searching at random.

Log any genuine discrepancy (not just timing) with the guest name, room and amount, and resolve it 
the same week.

The three kinds of mismatch

Type What it looks like

Timing difference A payment taken late Sunday settles the following 
Tuesday — it's in this week's folio total but next 
week's settlement. Not an error, just a timing gap.Fee difference Paystack's percentage fee is deducted before 
settlement — your folio shows the gross amount, the 
settlement shows net. Reconcile against gross, then 
check the fee total separately.

Genuine mismatch A refund processed in Paystack that was never 
applied to the folio, or a payment posted to the wrong 
room. This is the only category that needs real 
investigation.
Handling refunds and chargebacks
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A five-minute month-end check

Once the weekly routine is in place, month-end becomes a summary, not an investigation:

Total settled for the month matches the sum of the four (or five) weekly settlement totals.

Total refunds for the month matches the sum of the weekly refund logs.

No open items remain in the weekly discrepancy log older than seven days.

Paystack's fee total for the month reconciles against your accounting system's payment-processing 
expense line.

WORTH KNOWING

Almost every 'reconciliation nightmare' we've seen traced back to refunds applied in the payment 
processor but never mirrored on the folio. Fixing that one habit — same-day refund posting — 
removes most of the problem before it starts.

How XYVOO helps

XYVOO's Paystack integration posts settlements straight to each guest's folio and flags anything that 
doesn't match automatically, so the weekly routine above is mostly a five-minute confirmation rather than 
a manual comparison.
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