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C— Retail Areas

Overview

An Area is used to define settings pertaining to a designated location of the Club where
transactions will occur. Although Areas are set up during Implementation, occasionally, an area
will need to be modified to coincide with operational changes. In this document, we will
discuss the various settings to be maintained in a Retail Area.

Important: Itis NOT recommended to create a new Area without first contacting Clubessential
Support.

Use Case(s)

The Golf Shop at a Club has expanded, and has a new Manager with an increased focus on
Customer Service and operational efficiencies. As such, changes to the original configuration
of the Golf Shop area will need to be made. For example, the Draw Member Favorites button
will now be enabled so that Staff can view and inquire about Member satisfaction regarding the
latest 10 items purchased by the Member. Additionally, the Require Comp Selection option will
be enabled to ensure visibility is gained as to why staff is providing complimentary items by
requiring them to enter a reason code.

Accessing the Tool

To access Areas,

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

L5 Swskem Settings

Membership P05
€ Help videos 5

%y Address Categories {57
&% Areas

5 Area Categories

5 Area Groups

5 Attachment Cakegories

2)  The Areas Grid will launch.

p.2



C- Retail Areas

o Areas X
Hicarme:
-
.-2"\ ) |
—| L‘.d' x \@ B @ Search:
Edit Delete Export  Refresh Clear Filker  Active Help
D = | = || Name a | = || Gk Ticket | = || Settle Ticket ID | = || Acthee Layout ID
=]
1 Adrmin 1]
28 Bangust Member 0
29 Banquet Non-Mamber o
33 Bar o Z9 Din R Lanrout
26 Beverage Cart 3 Dining Rm Easter
27 Carlie’s Fa8 Area o Z9 Din R Layout
24 Carlie’s Retal Ares 3 BR Pasta Buffet

0 Al Words
Ay Whord
Screen Group File RPOS
=]
Admin
Main FnB with Pics by Carlie
Bewerages
Main FnB with Pics by Carlie
Gof o

3) The primary functions associated with managing Areas are embedded in the Area setup
screen, which can be accessed by double-clicking on an existing Area.
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Retail Areas - Tab Overview

In this section we will review the various tabs within a Retail Area.
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Area Setup
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1. Name - Enter the Name of the Area.
2. Description - Enter an optional Description of the Area.

3. Screen Group - Select the Screen Group/ Menu to be displayed at POS for the Area.

Pikon- T

[ B Cal ErRi Ay
Al D

Cowribeh R Ll EP——

g e e

Active Layout - Not applicable to Retail Areas.
Tab Payment - Not applicable to Retail Areas.

4. POS Type - For Retail Areas set this field to Retail.
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C- Retail Areas

5. Department - Select the Department to be associate with this Area (Required).
6. Area Category - Select the Area Category to be associated with this Area (Required).
7. Manager - Select the Manager of this Area using the lookup (Optional).

Display Order - Not applicable to Retail Areas.

8. Schedule Overrides - This allows the user to override the Screen Group that shows in
the POS, during a certain time frame for this Area.

1&2) Enter the Start and End Time of the Schedule Override.
3) Select the Screen Group to show during this time frame.

4) Select Save.

A Sereshgroup Crvésrides = [l &5
o:mt [Sunday =] | o000 am =
End: [Sunday =] oo =
=

Start [ End [ screengrou [

Dt Exit
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POS Options

Numbers highlighted in red
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1. Allow Clock In/Out - Check if employees will be clocking in/out in this Area

are not applicable to Retail Areas.
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Show Print Preveew on Send n POS
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checked, a clock-out button will appear on the POS.

New
Transaction

2. Require a Send Before Printing Receipt - Not applicable to Retail Areas.

. When

3. Default POS to Guest Member - If checked, the POS will default to the Guest Member
Account at the POS.
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4. Require PIN and Swipe Card for Login - If checked, users are required to enter an ID

to access POS.
5. Disable Gratuity Button on Settlement - If checked, the gratuity button on the
settlement screen will not be accessible.

6. Require Ticket Cover Count — Not applicable to Retail Areas.
Prompt for Cover Before Send - Not applicable to Retail Areas.
Prompt for Cover Before Table Select - Not applicable to Retail Areas.

7. Disable Gratuity Prompt with Credit Card - If checked, user will not be prompted to enter
a gratuity amount when tendering a transaction to credit card.

8. Discounts Do Not Change Service Charge - Not applicable to Retail Areas.
9. Do Not Require Send Before Exit - Not applicable to Retail Areas.
10. Send With Quick Settlement - Not applicable to Retail Areas.

11. Draw Member Favorites Button - If checked, an additional tab will populate called
Members in the POS. This tab shows above the Screen Group when a member is
selected. This tab will show the 10 most recent items the member has purchased.

Arvi B

Srmith |, Mrs, Gale ), Fitdes 12

oz
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Mo Bt 5000
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C- Retail Areas

12. Show all Open Tickets in POS - When unchecked, users will only see their own
tickets. Check this box to allow servers to see ALL open tickets.

I Full Name

13. Show Meal Period Name on Statement - Not applicable to Retail Areas.
14. Hide Dependents in POS - Removes all Dependents from the POS Member Look-up.
15. Show Member Preferences - If checked, Member Preferences will be accessible at POS.

Adarns, Andy

Type! Conpeaale Gall Juni
M Hall 310000

16. Hide Quick Cash - If checked, the Quick Cash button will not be accessible.

17. Hide Quick Member Charge - If checked, the Quick Member Charge button will not be
accessible.

l Quick Cash

Print Ticket

18. Show POS Check-in - This will display the check-in feature at POS. If the club has an
area where members have to check-in (i.e. Fitness Area, Pool) this box will need to be
checked for that area.
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C- Retail Areas

Member Check- In Item - Select the Item to be charged when a member
checks in.

Guest Check- In Item - Select the Item to be charged when a guest checks in.

Check-In Labaor

Member

19. Hide the gift card balance button in POS - This will remove the ‘Gift Card Balance’
button in the POS.

20. Hide the ‘Labor’ Tab in POS - If checked, the user will not be able to see the Labor Tab in
this Area.

Tickets

ID Full Name

21. Prompt for member on seat in POS - Not applicable to Retail Areas.

22. Show Summary Breakout on Statement - If checked, transactions can be broken out on
statements either by Item Group or Item Category (Specific tems cannot be shown on a
statement, tem Category is the lowest level that can be shown).
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Note: If breaking out by Item Category, navigate to the Statement Options Tab and
hit Select All. Any category not checked on this tab with show as ‘Other’ on

statements.
;: ot Tk 3 -
e e Tesarpdu =,
S Ot Fickasty ECr Fil e
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Br4/16 25240 Pool
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23. Prompt for Send on Re-Order - Not applicable to Retail Areas.

24. Request Member Email on POS ticket - If checked, the user will be prompted to enter an
email address if the member does not have one on file.

Print Email on Same Receipt - If checked, the email entered will print on the
receipt.

= |

1]2s]a]s|e]7]slo]o
fwlelrfr]v]ufi]o]e]
Alsfofefe]n]yfxfc]-

)

e [<[c [V [s [\[o[. []
BiR—==—

Cancel

25. Use Coursing - Not applicable to Retail Areas.

26. Use Firing - Not applicable to Retail Areas.
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27. Require Comp Selection - If checked, the user is required to select a Comp reason
when Comp Item is selected at the POS.

Select a Cornp reason:
Unhappy Custormer

Promotion

Employes

Mew Year's Eve Long Name and Valume Discount

Lost ltam

28. Allow Employees to Change Display Order in POS - If checked, a Move Up/ Move Down
feature will be enabled to allow employees to adjust the order of the items appearing on
a ticket in POS.

<[] | |- |- (S >
Q3 Mame Price
1 18Hole Cart $19.58

1 Callawaylron £200.00

Subtotak §219.58
Service Charge: £0.00

Tax  $1567
Totak §235.25

L —

29. Show Print Preview on Pay/Settle in POS - If checked, the user will be shown a print
preview of the print and settle ticket when their respective buttons are selected.
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30. Show Print Preview on Send in POS - Not applicable to Retail Areas

31. Group Like Items at POS - If checked, like items will be grouped together to create one
line on the ticket in POS. For instance, if 2 of the same sleeves of balls are selected,
rather than have 2 separate lines, the POS will group them together on 1 line.

32. Show Company Toggle in Member Lookup at POS - If a club has a multi-company setup

and they want members from all companies to show in the POS, check this box to
enable the Company Toggle.

s b s b ok
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33. Show Tee-Time as Read Only at POS - Not applicable to Retail Areas.

Buttons

Standard Messages can be created to help quicken the transaction process at the POS. Retail
Areas can include only Comp and Discount reasons.

To create a new message, first navigate to the Buttons tab, select the New Icon, give the
message a Name, Value (This is what will appear at the POS), and a Type. Lastly, select Save &
Close when finished.

drwy Cabepory]  Radasl

j Harager:  (horm)
=] oeplay eders #
) Shede Cverrites 1)

% Morbar Lochug ey Vipar's. v Ry M e Wiolurres Diconnt
8 oy Tkt P g
% Ticket List Linhuangey Do D

Comp and Discount

Standard Comp and Discount reasons can be added. Any Button with a Type of Comp and
Discount will appear when the Comp Item and Discount Item buttons are selected at the POS.

Discount

Comp [tem

[tem
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Enter the reason for discounting this item

1] o fsfa]s]e]7fs]o]o]
(o |wlefrfr]v]u]ifol]e|
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Spacebar Cancel

1

Member Detail

The Member Details tab allows the user to configure the information that shows when Member
Info is selected at the POS.

Abba, Abba

ID: 541

ype: Corporate Golf Junior

in Bal: $1.200.00
tzanderson{@clubeszential.com
oading Credit Book.__.

Member
Info

Member Groups
18 Hole Group

Options Include:

e Show Member Minimums
e Show Credit Book

e Show Custom

e Show Custom Fields

e Member Groups
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Member Filter

The Member Filter Tab allows the user to omit certain Member Types from showing in the

POS.
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To apply this feature, select the correct Area and navigate to the Member Filter Tab. Select
the Applicable Member Types. Any members within the Member Types selected on this
screen will not show in the POS for the Area they are selected.

« [ pors options
@ tuons
B trbegration Setting:
~@

frey Cotegory: | Rstal L

&

(=T -5 |l:-d‘

'ﬂ Manager: | (MNors) :t.“

sicthos Layout: [

] ety orders [

Tsh Payment: *] ke Crovictes (0
8 ymen: | =]
L T
B Tkt Options
v [ pors Grids
4 Clound Ticksts sd ) Hass Diecrption
E% Meber History pry— 4" Frospact
) Hember info W A" Prospest for 2011 “A° Prospect for 7011
B pembar ook = A" Prospect For 2012 “A" Prospect for 2012
™ Open Tickets C - T—
& Tickes List | PO 2 Provgect 2093 Prospect
r Prge’s Test | Broge's Test 1
r firge’s Test & frvga's Teest 2
r Rascciabe Gof Bt Golf
C e s Bussiness
© Corpos sbe Gof
C I rpon abe Golf Jumcr Corporate Golf huter
C Josherred God ol rrend Gl
Quick Ticket

Not applicable to Retail Areas.

Schedule Overrides

If the Employee Scheduling Module is utilized and the user would like to override the system set
employee scheduling rules, please select the Override System Employee Schedule Settings
check box.

@ Member Fier 1 | =
-
, E};;:’; Uptions o | Override System Employes Scheduls Settings
M Closed Tickets Ermplayes Scheduling
M Mernber Hishory oﬂhﬂr Tirree:: ||F 12:00 AM _'::’
2 Member Info o o Enforce Employes Schedules
M Member Lookup
5 Cipen Tickets Albowe marty dhock in
M Ticket List Alowe late clock out
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Once selected, additional options will populate. Options include:
Close Time - This is the time the Area closes.

Enforce Employee Schedule - If schedules are not currently set to be enforced on a system
wide basis and the user would like this Area to enforce employee schedules, check Enforce
Employee Schedules.

Allow early clock in - If checked, please specify how many minutes in advance users
can clock in.

Allow late clock out - If checked, please specify how many minutes late an employee
can clock out.

Ticket Options

The Ticket Options tab is where the Send, Pay, and Settle Ticket templates are applied. Please
contact Clubessential Support for more information on this tab.

POS Grids

To add/ remove columns from the various grids within the POS, please see the below
instructions on each specific grid.

Closed Tickets

To add/ remove columns on the Closed Tickets screen in System Tools, please navigate to the
Closed Tickets Tab and check/ uncheck the applicable columns. Available columns are
included in the screenshot below.

W schedule Cverride
Ticket Optians

=h ide Calurins
v % pos Grids 7\
- : rea
I Closed Tickets 7| Merber 1
% Member History 7| Member Name
# Member Infa || Server Mame
) Member Lookup | Table Mame
% open Tickets || Ticket 1d
® Ticket List || Time Closed
=1+
\¥) Tirme Opened
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Setarn Tewols 1
i, il apens e
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Member History

To add/ remove columns on the Member History screen, please navigate to the Member
History Tab and check/ uncheck the applicable columns. Available columns are included in the
screenshot below.

M Schedule Overrides
(3 Ticket Cptions
v ™ POS Grids
) (losed Tickets b
i | Member History

ide Calumns

| Y area
o | |Date Sold

- , [#] | ke Mame
% Member Info 7 lpri

;':ﬁ Member Lookup Ig| ;EEE

™ Qpen Tickets ﬁ Sold By
) Ticket List 1) Ticket

Adams, Andy

1D: 544

Type: Corporate Golf Junior
Min Bal: $100.00
csandersoni@clubeszential.com
Credit Book: $0.00

Member
Info
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Member Info

To add/ remove information next to the Member Info button, please navigate to the Member

Info Tab and check/uncheck the applicable columns. Available columns are included in the

screenshot below.

_‘!l Schedule Owverrides

[ Ticket Opticns ShigtiHide Columns
v % pos Grids FaNn
] () Age
_“',| Clse Tlckets || Birthday
- 1““'_' = || Birthday with vear
& Member Info || Credit Book Details
# Member Lookup || Credit Book Tatal
% Open Tickets || Email
) Ticket List V|
¥ || Member Dependents
|| Member Groups
|| Member Mirimurm
\:’/ Phone
Amos, Dr. Luciano
1D: 341

Member
Info

: Birthday: 8/3/1965
Prefs (651) 283-6982
m'fﬂ'_DSCh@cluhsull. net
History {::ednt Book: $0.00 P =
|| — I I S
Member Lookup

To add/ remove columns on the Member Lookup screen, please navigate to the Member

Type: Corporate Golf Junior
Min Bal: $243.15

51 yrs of age

Birthday: 8/3

s

Lookup Tab. Current Visible Columns are on the left, and Available Columns are on the right.
Assign a column by selecting an Available column and clicking on the Left Arrow. Conversely,

to un-assign a column, click on the Assigned column, and then click the Right Arrow.

The order the columns appear at the POS can be arranged using the Move Up/ Move Down
feature at the bottom of the selected Visible Columns.
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Four Month
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Lasst Paryrivesnit Assount
Lasst Payymesnt Custs

Lat Status Charge Reason
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To add/ remove columns on the Open Tickets screen in System Tools, please navigate to

the Open Tickets Tab and check/ uncheck the applicable columns. Available columns are

included in the screenshot below.
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) schedule Overrides

(8 Ticket Options oh
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Ticket 1d
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Ticket List

To add/ remove columns on the main Ticket List screen, please navigate to the Ticket List
Tab and check/ uncheck the applicable columns. Available columns are included in the
screenshot below.

,-_ﬁ Schedule Overrides
[ Ticket Options
v % pos Grids

® Closed Ticket =i
# Closed Tickets [ (5] |Full rame
% member History [#] {Member 1d
® Member Info | B |server Mame
% Member Lookup || Table
; o :'J.: o

Ticket Id
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ﬂl Name T@J
503 Smith, Carlie 135186
510 A TEST 125213
562 Wood, Tyler 125214
858  Almeida, Mr. Arron 125217
558 est?, test 125242
01 125250

Best Practices

When setting up areas, ensure the settings in the system, align with the best possible
operational flow of your respective Retail area. If settings are not necessary/used, ensure they
are disabled to prevent staff from clicking unnecessary buttons.

Use settings to provide opportunities for your staff to enhance the Member experience. Settings
such as Member Info, Member Preferences, and Member History can increase your staff’s ability
to provide a better level of service to your Members.

FAQs

When settings are changed in the POS, do users need to exit out,
and log back into the POS for the changes to take effect?

Yes, once changes are made, ensure users exit, and log in to a new POS session to ensure
change(s) in settings take effect.
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