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C- Openedge Credit Card Transactions

Overview

In this guide, we will discuss the proper rules and procedures to follow when settling a ticket to

Credit Card and Openedge is the Credit Card Processor.

Use Case(s)

When the Server came back to return the Member’s Credit Card to them after settling the ticket,

the Member indicated they were so sorry, but had meant to use a different card, and wanted to

know if it was possible to change the card that was already swiped. The Server made the

change. Also, at a nearby table, a server inadvertently dumped an entire tray of food on a

Member that had just paid via credit card and was leaving. The Manager refunded the Member

their entire order. At the close of the shift, all Servers reviewed their ticket screens to ensure all

tickets had been closed out, and all gratuities were added and/or finalized.

Getting Started: Important Rules to Remember

1)

Once a card has been swiped, (either at opening or closing of the ticket), the user must
follow the proper delete procedures. Do not reopen the ticket and try to delete the items
and the ticket; this will put the ticket in an Invalid state. If the Invalid Ticket message is
received, please contact Clubessential Office Support. They will need to fix the ticket
and the club accountant will have to contact Openedge to delete the Credit Card charge.

It is important to close all Credit Card tickets before the end of day. Once the Credit
Cards have been processed, users cannot add tips or make changes to the ticket
through POS. The user will need to log into the Openedge websites to edit the
transaction and go through member charges to correct the member account.

If the club is setup to allow additional gratuity, there will be a 2nd step to finalize the
Credit Card process. It is important to remember that ALL Credit Card tickets must
complete the 2nd step even if they do not have any additional gratuity to add to the
ticket. Accounting will not be able to post the batch if the 2nd step of closing a ticket to
Credit Card was not completed. Please refer to the Closing Ticket to Credit Card section
of this manual for more information.
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4) Credit Card batch close out procedures are communicated by Openedge to the club;
if the club does not know what time daily credit cards are processed please contact
Openedge.

5) Openedge should have given the club a Login (Username & Password) and trained
someone at the club to view & edit transactions from the Openedge website. If the club
does not know their Username and Password, they will need to contact Openedge.

POS Common Tasks

Closing Ticket to Credit Card

To close a ticket to Credit Card within the POS,

1) Inthe POS ordering screen, select Close Ticket.

Quick Cash £t Close Ticket

Print Ticket Split Ticket

2) Select the Credit Card Settlement Type.
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Payments

e

Ticket Totals
Cover Count: 1
Sub Total:  $10.00
Tax: 5086
Gratuity:  50.00
Service Charge:  52.00
Tetal: $12.86
Paid:  S0.00
Balance Due:  512.86

Maigation

3) Select OK (or Print and Done).

Terder Paymenis

|
SD m Typ= J |

- -
--- - o
Crvir Count:

Tax SOES
Gratuty, 5000
.}
$5‘J E']-‘JU _ Serveor Charge: 5200
Totse 51286
Setfements
Pa: 5000

Balsnew Doz SHTEE
Mindgation
R ———————
|
Wi

4) Swipe the Card or, select Continue to enter the card manually.
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Additional Gratuity Prompt

This is the 2" step to processing a Credit Card Transaction and where the user enters any
additional gratuity. Remember, ALL Credit Card tickets must complete this step even if they do
not have any additional gratuity to add to the ticket.

1) After the card is swiped or entered manually, the ticket is sent back to the main Tickets
Tab highlighted in yellow.

Tickate

I Full Name Area  Table Ticket # Server Name

001  OHIFGIRL 5COUTS OF Cafe [Quick Ticket] 26615 Administrative User
001 GUEST, ACCOUNT Lounge [Quick Ticket] 27904 Administrative User
001 GUEST, ACCOUNT Lounge [CQuick Ticket] 27905 Administrative Llser
157-3 Ackermann, Angus Lounge [Quick Ticket] 32279 Administrative Liser
FOTF-2 Takas, Ably Lounge [Cuick Ticket] 32280 Administrative User
157-3 Ackermanm, Angus Lounge  [Chuick Ticket] 32597 Administrative Llser
157-3 Ackermann, Angus Lounge [Cuuick Ticket] 32598 Administrative Liser
001 GUEST, ACCOUNT \ Lounge  [Cuick Ticket] 32806 Administrative User

X
@ichael Christensen Cafe  Table2-1 37462 Administrative User )

2) Select the ticket in yellow and the Gratuity Prompt will populate.

Enter ticket gratuity (Total: $0.01)

Gratusty [W

Do not process
Print settle ticket on dose

3) Enter the additional Gratuity amount (the user can either use the percentages or
manually key in the amount).
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To print a receipt showing the added tip, select Print settle ticket on close.

The ticket can also be reopened from this screen if necessary.

Click OK to complete the transaction.

If there is no tip to add, simply select OK to specify a SO tip.

Enter ticket gratuity (Total: $0.01)

Calculator

Do not process
Q Print settle ticket on dose J® 0

Notes:

e There should be no tickets listed in the main Tickets tab (Yellow or not) before
printing End of Shift report.

e If the 2nd step was not complete and accounting is unable to post the daily
batch click here for instructions to fix.

Delete/Refund Credit Card Tickets

The most important thing to remember when attempting to delete a Credit Card ticket is that
the ticket must be completely closed first (both settled and 2™ step) before it can be deleted
through System Tools in POS. This is the only way the deleted transaction will communicate
back to Openedge.

Note: Credit Card tickets that are deleted within 24 hours will be automatically refunded. If

Credit Card tickets are deleted after 24 hours, they will need to be refunded through Openedge.

1) Select System Tools on the bottom left corner of the main POS screen.
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2) Navigate to the Closed Tickets tab.

Systemn Tools

Locked Tickets Open Tickets.
Search

Area Member

Closed Tickets

Items

Cafe Worker

Member #

Ticket

Utilities

Table

3) Highlight the ticket and select Delete. The user will be prompted, Are you sure you want
to delete ticket #XXXXX? Click Yes.

Leshad Tickets Open Ticksty Closed Tickety

Al s iabre Ly

Itemu

o

.?S?EEEEEEES?E

Riaberts, Billy
Balin, Kesth
CLREST, ACCOLIMT
Herzog, Thomas
GLEST, ACCOUNT
Richert, btprmy
B, Lee
Lichtueen, Gurvin
Schoerry, letiney
Cimpelio, Peter
Vondean, bm
Eddciem an, Mike

Cafe Woaker L AT ik Ticket]
Cabe VWoeker et]
CaleWorkey | Debete icket =
At i 1 i il I e Bkt #1HT1
Cafe Wiaker ot
Cabe Wieker o]
Calle Woeker ol
Cabe Woeker ard]
CafeVWoeker et
Calle Woaker o]
Calle Wosker EY] Fiwas s | neek]
Cabe VWieker 5 AT ik Ticket]
Calle Woakes 9T AT406 |Ouick Ticket)
Cabe VWoeker 137

Reopen a Credit Card Ticket

IS [Ouick Ticket]

g

10/19/ 016 T35 P
1019016 T-10 Pl
10/ 150N BT P
1019016 fdd P
1019006 643 P
10/ 15/ A016 B30 P
1019006 &12 P
119016 12 P
10/05/A0165 B11 P
1192016 10 P
1019006 G0 PHA
10/ 157016 B0 P
1019016 BT PHA

o et o e

10719/ 2006 T-35 P
10197006 710 PhA
VY1 R00G E:47 PhA
10193016 A5 P
1019 2006 543 P
1019 7016 G40 PA
1019/ 3006 E12 P
IO R006 &12 P
1015 F006 G111 P
10/ 19/ 2016 10 P
IO/ 19 A00G 00 PhA
V19016 G0 P
10/ 197 3006 60T P

If a user needs to reopen a credit card ticket to make corrections, remember the user cannot use

the Credit Card Settlement Button again. To reclose a Credit Card ticket you must close to the

Tab Settlement Type; this will send the adjustment amount to Openedge with the difference
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between the first close and the second close. It is also important to remember that you can
only reopen a ticket on the same day as the transaction.

1) Select System Tools on the bottom left corner of the main POS screen.

2) Navigate to the Closed Tickets tab.

Systern Tools

Locked Tickets Open Tickets Clozed Tickets Items Reports Utilities About
Search

Area Member Server Member # Ticket Table

Cafe Worker

3) Highlight the ticket and select Re-Open. The user will be warned that all Payments
made on this ticket will be erased. Click Yes.

Loshoed Tickets.

Opsn Tickets

Closed Tickety Utilitizs About

Cale CRUREST, ACCOLRT Audainrt it L ooy ITAGT Tabdhs 2 DOV AAONG Te33 Al DOV AONE a2 Al
Cale Ronberts, Billy Cafe Woaker 9 AT Ousc Tickek] TVIGAOG 78S PR 109G 73S P
Cale Buiflni, Bisth Cale Wodkis et 102006 700 P TOVISA006 7:10 PR
Cale GAREST, ACCOUNT Cabe Wosket Re-Cipan ticket confirmaticn wet] TOVLOUG AT P LOFIH20L6 BT P
B e I - B T g i B i el
Cale Herzog, Thomas Cale Woakes wrwd sl s ookl b oo o o et S pet] 1O H00 6 G P 10V193006 BoAS P
I v ————
Cale CGAREST, ACCOLRT Cale Woaker e o g W Bl ot IOVEIOL6 643 P 1OV 2016 643 P
Cale Rickert, Jetemy Cale Woaker oet] TOVTSAIG G P 1OV A0 G b PR
Cale Buanil, Lo Cale Woaker oet] TOIHAONG 602 PR 1OVISR006 612 P
Cale Lichatissn, Camas Cale Wkt o] IOV G G2 PR 1OFT 006G 617 PR
Cale Schoemy, ety Calle Woaker wet] TG 60 P 1OVISA006 611 P
Cale Cam palle, Postier Cade Woaker Foe araps pAsE o] BOVE G0N 6 600 PR ROV B30 6 650 PR
Cale Waondaan, ke Cale Wioaket O 11T sl Tacket] IVESA0 G Go0E P 1OV 300G Gas PR
Cale Excllem an, Bike Cale Woaker 976 AT6 (o Ticket] 101K 2016 6:08 PR 107192006 GO P
Cale Wodkit FET) IVERONG 607 PM 1OV 2006 607 P

Lanigl, Chim

35 [ Ticket]

4) Navigate back to the main POS screen, select the reopened ticket, and make the

necessary corrections. When finished, select Close Ticket.
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Print

Close Ticket

5) On the settlement screen, select the Tab button (located on the keypad under the
Exempt button). The Credit Card information is stored on the ticket so the user does not
need the Credit Card to reclose the ticket. Click OK to re-close the ticket.

Notes:

The Tab button will only be visible when the card information is on file for the
Credit Card, meaning the card has already been swiped.

If the Tab button is not visible after reopening a Credit Card ticket, the Tab
settlement will need to be activated for the Area the ticket was completed.
Please refer to the Activate the Tab Settlement section of this document.

Basic rule of thumb: if the Tab button is displayed then use the Tab settlement
and not Credit Card settlement. If the Tab button is not displayed use the Credit
Card settlement to swipe the card (there is no credit card information on file for
the ticket).
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Use the “Charge Tab” Function

Charge Tab is used to store the Credit Card on the ticket at the time the ticket is open as
opposed to swiping the card at the end when closing. Mainly used by clubs who allow
nonmember visits; this allows them to capture the Credit Card information before the sale.

If the user wants to capture the Credit Card before the sale, it must be done before any items
have been entered.

1) Select Charge Tab, Swipe the Card or select Continue to manually enter the card
information.

2) Proceed to enter the order as normal. When finished, select Close Ticket.

Quick Cash

Print Ticket

3) Select the Tab Button (located on the keypad under the Exempt button). The Credit Card
information is stored on the ticket so you do not need to swipe the card again. Click OK
to complete the transaction.
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Notes:

e If you have not swiped the card, the Tab button will not appear.

e Itis important to remember when using the Charge Tab the settlement cannot

be changed once the card has been swiped. If the guest decides to pay with a
different method a new ticket will need to be open. The ticket that has been
swiped with the Credit Card will need to be deleted following the steps to Delete

a Credit Card Ticket.

Common Troubleshooting Tasks
Tab Payment Button Not Visible in POS

The Tab payment button must be activated for each Area the club sees fit (Not applicable to
Retail Areas) in Office CMA. In most cases, this is already set up during implementation. If the
Tab button is not visible after reopening a ticket closed to Credit Card, follow the below steps.

1) Navigate to System across the top toolbar and select Areas.

Membership  POS | System | Help
@ Help Videns

Q, Swskem Settings

@y Address Categaries

»'-‘g Area Categaries

'il', Area Groups

@y Attachment Categories

2) Select the Area that needs the Tab Settlement button activated.

oy Areas X
Hame
A -
_././ x \_1;’ \1{;) D g Search: neba il
Mew Edit  Delste Export | Refresh Clear Fiker Active Help s
I = R - Cuuick: Ticket Settle Ticket 1D Active Layout ID Screen Group Fie RPOS
1 Admin 0 Adrmin
28 Banquet M 0
29 Banquet 3 0
33 Bar & o 29 Din Rm Layout Main Frll with Pics by ... __-_:_D
2 erage Cal 3 CArang Fm Caster Beverages
27 Carbe's FRE Area L4 £9 D Ren Layout Mairs Fri with Pics bry Carlie
24 Carke's Retal Area 3 EBR Pasta Buffet ol v

4 Club Functions Balirocm 29 Balroom Easter

Easter Buffet New
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3) Onthe Area Information section, navigate to the Tab Payment option and select

Credit Card.

o Aress X

Homa | Bar X

HEE @ e

w W fuma Sebup
L -]

] Meal Periocks
2 Settement Cverrides
w [ oS Options
Emlnm
B Integration Settirgs
» [ Mamber Dutals
(B Menber Pt
B ousch ekt
™ srhedule Dvermides
3 Ticket Ophions

4) Lastly, be sure to select Save & Close.

. rL'-‘(E;L.ﬁ«reas x

Home | Bar X

o

Anea Informalion
Mame: | Bal
Dessoription: | D Ares

POS Type: 15 Frd € Retsl
Department: | Food
Area Cotegory: | Food bBey

ST GroUD; |Hmmmm By ke

actve Lponk IDI'\ B Lot

(Tobs Paymars: [Crade Cord - P

;l Panager: | (Pone) O3t
_a Dispiary Oeder: |9
=] scheshie Overcdea {13

A

Unprocessed CC Trx Error When Posting

If a batch will not post because of an error stating ‘You have invoices with Unprocessed Credit

Card Transactions’ (See below screenshot) this means that a ticket has not been fully

processed, and is still waiting for the 2" step of the Credit Card transaction to be completed.

PS5 Bk Potrg Sumemary

el Comdecl M b Prgasis Dy !

iscthrty D 1271 /2006

FREVIEW OHLY

G Possng

i cimsd ekt Capali

@ 11060 Cpnsng wm T

B 1 M A Mt IR el

@ ZATO0 5T Salen Tas Papable B T

200 S L Emime T P (e B0

@ 200 Yk oty Hasphalty T (S L]

S0 Fend St Lo Cower 0830 Lt

& AEE- R Sk La Dol BwE an

80100 Licpe Slens La Dl (liE =il

& AN Wi ke La [t Em it

A Gah by ecors e e 5

o Toksl nnem nnan

Teckns Dwisdy

T Hede Tl Doede

Fispdinme Rt Subtitel Deimrt  OiTe Tas Tl Dhagw  Cah  Codl  Bask GétCad

0 o
B om JemTAScoy M P eE B BR Rm RBR BN R B e
B AL i i e iR BH R BRI RE EE R
B i R At b iES gaE M BN BE B BH s MR R
B o AR AR b [ TR T N T T TR TR LU T T
B ] R A HE ME i e dNE ke iR e MR e
B i AL e EE R BS RS BE B BE EE RS
B A AL 18 e RS BN RN BE BB BN EE
B i AL R EE ORE BS RS B DR B EE RS
B i AR A b I I . T
B 08 |t i E ME R RS B M BB e MR R

L B s DM Ihe M B M o

s | Pna bt Pt vt i o pd Lind bt
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How to find the Ticket

1) Go to Membership, Approve Charge Batches, and then expand the batch with the error
by selecting the + sign to the left of the batch. All tickets within the batch will be
displayed.

B S e e |
Mome | (BAL40)Loungs 3¢
XES 2 Q9 © 9 9 9 @ o
Mew  Edt  Delete Export | Refresh  Cleor Fiter  Acties | PostBabch  Edt BatchDate Rafresh oL
Trarcsacticn Date - Exsbch Condrod Murmbesr = [Ty 4 Porsted Posted Dk Batch Location Last Modifiesd Date: Drrwdoe B
= 10/20/2006 501841 (40,013 Food & Berw 10/20/ 2006
E 10/20/2006 SH0LE40 $=93.34 Retad 102072016
Bl 10/19/2006 SHIEH $117.33 Fooed i Barv 1071912016
= 10719/2006 5X01638 62200 Pistad 10/19/2016
:_:? 10/10/2016 SI0103T $391.36 Food & Bey 10,/18/2016
Tokal e w Poghed Bl Desbe Dessiriptin PMarniaer b Sattlemnart Tvpss Pk Blaimes Risshricted I
15 10fLBf20LE Cafe Ba3 Memmber Eh\l'\qe Fiehioswcz, 11, John 3
$1.40 10/LB/Z0L6 Cafe 40 Membee Charge  Falbes, Tom 3
278 10/L8/20L6 Cafe 4z Merrioee Charge Sankern, Jehn 3
150 i07LEEDLE Cafe 0 Merber Charge  Kohnen, Danid 3
$1.50 10]LAfOLG Cafe o Member Charge  Crowther, Charles 2
00 10/ LAf20L6 Cafe Fia} PMemnber l:hl\qt Thamas, Danesl k)
= 10/ LE{Z0L6 Cafe LS Memnber Changs Espelen, Lason E
.15 107182016 Cafe 754 Merrbae Charge i, Peter 3
$1.40 107LEOLE Cafe 592 Merber Charge Hyland, Danid 3
$1.70 1/LB/20LE Cafe 150 Member Charge  MeCla, Jobn 2

2) Look at the Open column. (If the open Column is not there, customize the columns to
add it.) Any tickets checked as Open have not been fully processed and are still in the
2" step of the Credit Card Transaction.

R
Home | (SO140)Lounge =
| (4 X o 209 9 9 9 9N Q|
Bew  Edt Delste Export | Refresh  Cewr Filter  Acthes | PostBatch £t BatchDabe  Refresh Gl
Trafmactionn Do - Batich Corrol Kumiar = Bt Pbed Pugtad Date Batch Lesation Last M—dmo Irwozizn By
[l e T LS L [5 =K1} ] Poscedl i e LofahfaLd
102072006 SM01840 $E73. 4 Retad L0/ 202006
10/LS2006 SI01839 $117.33 Food & Bev LOf1920L6
1092006 SM01636 $E22.00 Foetad LOFIBRaLG
10,18,/2006 SW1A3FT $391.36 Fivsdl B Bew (G E: T 1T
Totsl Open = Fosted Bl Custe Deescription Mot Number Seltlemant Type Merrbeer e Restricted 1D
$3.35 1JISE016 Cafe &3 M Chiegn Pishowicz, [T, Jshn 3
$1.40 10J1842016 Cofe 40 Memmber Charge Falter, Tom 3
2.5 118016 Cafe a2 M Chirge Santong, Mihe 3
$1.50 10J18HAE Cafe T30 Merribss Chust ger Eshren, Dawvid 3
$1.50 10183016 Cofe L] Member Charge Crowther, Gharles 3
B0 IIS016 Cafe T Mot Churgn Tharrua, Carinl 3
$4.25 10J18{2016 Cofe 1015 Credt Cord - F88  Essslen, Jason 3
415 101842006 Cafe T Mt Charge Cimpeda, Paber 3
$1.40 1OJIS0IE Cafe =02 Mt Tt iyl D] 3
$1.70 101842015 Cofe 158 Member Chsrge Moy, Jobn 3
=] idjidhiae Cofe e b Charge Walarkn, Jay ¥
$1.70 10182016 Cafe &7 Merrber Chisrge Schieider, Michasl 3
$1.75 10J1842016 Cofe 0 Member Charge Fobireon, Jeff 3
2.5 118016 Cafe e M Chirm Walartn, Jay 3
$4.20 10182015 Cafe 1019 M Chusrige Elt, Todd 3
£ T AR AL, (" an e Blarrkans “hust e Fegrabion, Garon, A
§50.
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3) Double click on the ticket to see what Server has the ticket. (Do Not select Edit

Invoice in POS.)

Homs  (58350) Cale x

HEBE e

Dty
Trvvoacs Diphes | [T 1-| Sy Tkl a9
Do $0.00
Servicn Chae 000
Irvvaice Babch ST PrS Ticked Wz i
T §o.28
Dl To kst er, Brian .._‘:)
Chuwip] By e T Gy oo
Depcriphor: Y Fotal §a=
A i 401 0
% Toe sk Repot | % viewRoet | v Irvoice Bich Report | (B Bl boe 005 | e e
[ Errepers Dhawnes ;. - = - - - .
|Sub Tl 7 Gve O T Tawhni 7 Diacouriy 7 Tad il v
s HI F B0 B ok bk
§1a7 £0.00 £0 78 000 FTh 3

4) The Server's Card Swipe ID is needed. If the Card Swipe ID is not known, please
navigate to the System tab within the Server's employee profile and make a note of their

B1f005 1:14 PM
122005 157 PM
10§ 18/ 200 6 388 PM

Card Swipe ID.
& Manage Emglovees X
Home | Haberer, Bisn %
L =
)
HEE < e
4 @ Employes Setup Emglyes Information
ey Groups
s Job Codes Frst: IR Madde: Lt
i .
iy Faran Ermsl:  [Paberesbeisndgmad com = e
4 5] Comerinication l J
Ty Physkcal Address Phone:  [(513) 2255544 -
Wy Emad Address I sa E
iy Phone
T Messages
4 iy Senurity
1 feess
&% Departments
B sistem
a iy Other
o Attachmants Usernams: | 604 5 Password Ssourity
= Custom Frelds 5 ,
s el
W Hokes ™ Password Expired
T e
i Pagewond To Expirac
Paryrcll IDx Coee
B Last Login:
T fccount s Locked Out
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5) Using the Server’'s Card Swipe ID, sign into the POS.

6) The ticket will be displayed in yellow. Click on the ticket to populate the additional

Gratuity prompt.

om

157-3
To7-2
157-3
157-3
001

Full Name Area  Table Ticket #  Server Name

OHISGIRL 5COUTS OF Cate [Quick Ticket] 26615 Administrative Lser
GUEST, ACCOUNT Lounge [Quick Ticket] 27904 Administrative User
GUEST, ACCOUNT Lounge  [Chuick Ticket] 27905 Administrative Lser
Ackermann, Angus Lounge [Cuuick Ticket] 32279 Administrative User
Takas, Ablry Lounge [Cuick Ticket] 32280 Administrative User
Ackermann, Angus Lounge  [Chuick Ticket] 32597 Administrative User
Ackerm ann, Angus Lounge [Quick Ticket] 32598 Administrative User
GUEST, ACCOUNT \ Lounge [Quick Ticket] 32806 Administrative User

3 Cafe Table 2 -1

@ichael Christensen

7) Select Do Not Process and click OK. This will complete the transaction and the batch

37462 Administrative User )

can be posted.

Enter ticket gratuity (Total: $0.01)

B Do not process

1 Print settle ticket on close

Notes:

n

Openedge usually processes the daily credit cards by 5am in the morning; if the

user is posting batches for credit card transactions after this time then Do Not
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Process must be select on the Gratuity prompt. The only thing that will not be
processed is the additional tip; the sales were already processed.

e If the ticket did have additional tip that should have been processed, the user will
need to contact Openedge to edit the credit card transaction or...

e Openedge should have given the club a Login User & Password and trained
someone at the club how to view & edit transactions on the Openedge website; if
login credentials are not known, please contact Openedge.

Best Practices

Ensure all gratuities are added, and all tickets are closed out from the Open Tickets Screen

before printing an End of Shift Report.

Utilize the Tab feature if edits to the ticket need to be made after a credit card has been swiped.

Remember edits can only decrease, not increase amounts to the ticket.

Common Questions and Concerns

What if | need to add an amount to a ticket that has already been closed
and credit card processed?

Generate a new ticket to add the item and charge the Member. A ticket may be reopened only to

decrease the amount or void an item.

The Tab payment option does not appear after | ran a Credit Card, and need
to re-close, how do | enable it?

Enable the Tab payment feature in Office CMA by going to System, Areas. Select the area that
needs the Tab feature activated. Then, navigate to the Area Information section, Tab Payment

option and select the correct Credit Card option. Save settings. Exit and re-open the POS to

view update.
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