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Overview

In this manual, we will discuss the various functionalities within our F&B POS System.

Use Case(s)

The F&B POS system is used in Dining Rooms, Snack Shops, and other areas of the Club (Bar
for instance), where food and beverages are transacted.

Accessing the Tool

To access the POS,

1) Click on the POS Icon.

2) Alogo will display moving around the screen, click anywhere on the screen to get the
user login prompt. Enter your Employee Swipe Id (the number assigned to each user).

User Login Required

If you are using the Office system to track hours, an additional screen will display
prompting the user to select a Job Code.
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Select a job code

Cancel

If the user only has one Job Code assigned to their employee profile, it will display “you
have successfully logged in”.

Opening a Ticket
In this section we will discuss the necessary procedures to follow when opening a
ticket.

1) If you have any open tickets they will be displayed on the Tickets Tab: you can
touch or mouse click to open the ticket.

2) To open a new ticket, click on the green Select Table button.

Area Table Ticket# Server Name
544 Aclams, Andy Carlie's F&B Area 6-1 12579 Acdminestrative U

@ 7 Smith, M= Gale ), Carlie's Fa&B frea 721 125480 Administrative Lser
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Notes:

e The Tickets screen should be blank before running the End of Shift
Report.

e If you see tickets listed in the Tickets Tab in yellow, these are Credit Card
tickets that have not been fully closed. This requires the final step of
“Adding the Tip” for this ticket to be completely closed. If there is no
additional tip to add, double click the yellow highlighted ticket, select Do
Not Process and click OK. Depending on your Credit Card processor,
please refer to either our ETS or Openedge Credit Card Transaction
manuals for more information on Credit Cards.
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Enter ticket gratuity (Total: $0.01)
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Cancel

B Do not process,
Prirvt satthe tickal on dosg

e The Tickets display can vary depending on what columns you want to
see. Columns can be removed or added in CMA. To do so, please
navigate to System across the top toolbar and choose Areas.
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Membership  POS

€ Help videos

System | Help

"5 Area Groups

"5 System Settings

Address Categories

%5 Area Categories

"5 Attachment Categories

Double click on the Area in question and navigate to the Open Tickets tab on the

left pane. Once on the Open Tickets tab, select/unselect the column headers

that you would like to see.

Lﬁ schedule Crverrides
(8 Ticket Options

v ™ pos Grids

!_| Closed Tickets
;*_l Member History
;!I Member Info

;’_l Member Lookup
!_| Open Tickets

3) Select the Area and Table.

A

I
1)
r
B

K
©)
]

Close

|3

e in (Dining Room) ...

ol 17

[

(5]
=

ide Colurmns

Area

(ﬂﬁﬁttﬁ't

o
&

Mermber Id
Member Marme
Server Mame
Table Mamne
Ticket Id

Time Opened

[~ = R i e )
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Notes:

If the table has an open ticket it will display the server and member name.
If there is more than 1 ticket on the table it will display the server and how
many tickets are open on the table.

The Areas displayed on the left pane can vary depending on individual
security rights; if you only work the Beverage Cart you may only see the
Beverage Cart Area and may not see any others. If you do not see an Area
listed that you should, have the manager check your Employee setup.

- To check an employee’s setup, navigate to the employee’s profile in
Manage Employees and select the Areas tab. Any Area that is not
selected on the tab will not show in the POS.

Enployess . |
& Mansge Enplopres "' ome Johnson, Bethany

Wy st HEE 9 e

0 Taat Mesiiace Blast

& o Emplrpes Ssbup Ergsinre [famal o
4 Tenchsepes Eapert iy G
S5 Fansos Tmsinacing de dob Codes Frst:  Beltursy Hhide
& Personal Emad | :J
& Y Comenecstion
T Phrpiial Addchrain Fhacne: 'I
9 Club Inteligance %, el Address Plae

iy Phone
Ty Berisacpn
a Accounis Fayabie s :w. 2
" -

B - oy [l vrefficert pmeson

PFiams
Bederiry

Foarapet Pt
Bangpuet honeMeribe
Bar

Barvbrags Cait

Carba’s FRB dres
Carbe’s Bstad Aray

Tl Funchions Balreom
b Funchions Dining Rim

Gy A

Each Area must have unique Table Numbers; you cannot have the same
table number in two different active Area Layouts. All orders and
transactions made on a table will apply to all tables with the same number
in addition to other serious problems.

Each sales area can be configured independently with regards to settings
for such things as cover requirements, tax & service charge rules, ticket
layouts, GL coding, gratuity options, settlement options, etc. Most of which
can be controlled within the Areas settings. Please refer to our F&B Areas
manual for more information on Areas.
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4) Member Lookup - Enter the Member Number or Member Name. If this is not a
member, select Guest.

As you are typing the number or name, the screen will display the results.
Highlight the member to be assigned to the ticket and hit Enter, or touch the
member name, or mouse click on the name to select.

Find Meamber
Fulll B

Coapeniate Goll hinios

Smith, Carbe 503 Cosporate Goll nios n
S ith, Gilkan o/ 3106 Othes Chubs

Semith, fow 5l Sawial

L ith, kehn ] S Goll

Smith, kahn 1L Coaporate Goll unios

Srmith, hartha 1000 Coapanite Gol hnios a7
Lotk Rty X301 Sp=Jansor Corpod ate Ceoll

p.8



C- F&B POS Manual

e [f the Contains button is highlighted, the system will search all name
columns displayed on the screen that meets the search criteria including
First name, Last name, and Member Type.

Example: if you key in John, the system will display all the names that
have John in the first or last name such as John, Johnson, Johnnie, etc,
or if you key in the name of the Member Type only those members in that
type will display. This is the preferred setting.

e If the Starts With button is highlighted, the system will only look at the
beginning of how the Name is displayed.

Example: if the name is displayed as Aaron, Amy R your search criteria
will need be Aaron (not Amy). This is not the preferred setting and often
is a support call because a server accidentally hit the Starts With button.

e The Hide Dependent button gives user the option to filter out the
dependents and spouses from the member display.

e You can sort the screen by each column by touching or clicking the
column heading.

Navigating the POS Screen

Elneg Craky L& =) [T
Cakes (a8} . Toe Cream o Budd Light | Ligues Al
Seivaland Pk -
Sganach Dip -L:l.n:l Beiger . Cookie  HWoseCab  Comslight | e €7
S Salsd Dhemr Mo A Wbt B
French Fries Combo b piar DIy Rl Tray [ Light Spee
slnply (=T

‘i 1

-

Note: There are important areas to point out on the POS screen.
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e Top Left Corner — The information viewed here can be customized using the

information in the member file. Each sales Area can display different
information. There is various member information available for display (this will
be discussed in more details in Area setup). If you click on Member Info the
system will take you to additional information about the member and family.
Prefs is an area you can add information about the member such as favorite

clubs, color, etc. History will show closed tickets from current day and previous
days.

Smith , Mrs. Gale J. ’

D: 2
Type: Corporate Golf Junior
Ef"“‘h‘“ Min Bal: $0.00
a 62 yrs of age
Burthday: 10/6
Birthday: 10/6/1954 .

S

[763) 783-5787
tvanhook@clubessential.com
redit Book: $83.23 2 =
Hist cny
F, I »
Erter
e |
i T T T IR

e Top 1° Line - Displays ticket information: Ticket Number, Date/Time Opened,
Server, Area, Table, and how long ticket has been open in minutes.
Adarrs, Andy L\:-: |T:r "':llu- el Hr__'. pirstes tner

A Bormorematen e

s [ENaR Ot o] e

e Top 2" Line — User can choose what Item Categories to be listed on the bar for

quick access.
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This setting is found in Manage Item Categories. Select the Item Category in
Question and Navigate to the Areas tab. Then, select the POS_Navigation
column (last column to the right); next to the Areas to display the category at the
top of the POS screen.

e
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e Left Middle - Is the Ordering Screen; it lists the items that have been rung up.

- DG
B

2 Mame Price 5 C
1 Spiruch Dip #6939 1 1

1 Hambwr e

mEE .
Servce Cramge: $2.90
[ Wow Do | 3155

Totat  $1950
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e Middle — The Screen Group Layout is user defined: buttons can be setup to
access a single Item, Iltem Category, Combo, single Modifier, Modifier Group, or
another Screen Group.

Salad Sandwich Dessert Wlne Beer
g ¥
]
King Crab Caesar Filet House : :
Cakes (x86) Salad BLT Mignon 8oz lce Cream Chard Bud Light Liquor A=)
’ : Seafood Pork . £
Spinach Dip - Burger i Cookie House Cab  Coors Light | Liguer -2
. Soup Salad , Dessert House Amstel Liqueur &
French Fries combo Clubhouse BBO) Ribs Tray Merlot Light c
Kobe Soup Du Sim ph.r House Popshack
Sliders Tuna Melt Sundae Wine- Btl Corona Ligour

e Bottom — The buttons across the bottom of the screen are system defined and
triggers different functionality; see below for a brief and then more in-depth

description of each button.

POS Main Button Functionality

Top Row

1. Delete Item/Void Item - User can delete an item from the order providing it has not been
sent to the remote printer. Button will change to Void Item once item sent to remote
printer.

2. Add Message - User can add additional message or prep instruction for an Item.

3. Change Modifiers - User can add, change, and delete item modifiers.
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4. Change Qty - User can change the QTY on an item (including making quantity
negative for a credit).

5. Change Seat - If using seat positions, this allows you to assign or change the seat.

6. Add Ticket - Gives the ability to open another ticket without exiting the POS before
completing the first ticket. You can move back and forth to all open tickets from the
POS screen.

7. Delete Ticket - Will delete current ticket.

8. Upcharge Item - Will prompt for an amount to override and increase the price of the

item.

9. Change Table - Use if a member wants to move to a different Table or Area or to join
tickets.

10. Charge Tab - Button is used to capture Credit Card information at beginning of a
transaction instead of waiting until settlement to swipe the card.

11. Save Pref - System will save how the member likes his/her item prepared with
modifiers.

12. Quick Cash - One step process to close the ticket to Cash.

13. Quick Charge - One step process to close the ticket to Cash.

14. Close Ticket - Take users to a settlement screen with more closing options.
Bottom Row

15. Exit - Will exit the POS screen back to the main screen.

16. Discount Item - Gives users the ability to discount an item. Requires security rights.

17. Comp Item - Give users the ability to comp an item. Requires security rights.

18. Multi Off - Used in conjunction with Delete Item, Void Item, Discount Item, and Comp
Item; when (ON) users can select multiple Items.

19. Change Course - If using coursing, user can use this to change the default course for an

item.
20. Get By Bin - Used to lookup Wine bottles by Bin Number.

21. Reorder Item - Used in conjunction with Multi Select (On) to reorder items already ‘Sent’.
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22. Cover Count - Used to change the cover count at any time.

23. Change Member - Used if the member to be billed needs to change for any reason.

24. Coupon Lookup - This button will turn Green to alert the server if the member has a

promo coupon available to redeem.
25. Print Ticket - Prints the pay receipt ticket for signature prior to closing the ticket.

26. Split Ticket - Used if more than one ticket is required on a transaction and to edit
separate tickets.

27. Send - Will send order to remote printers.

Delete an Item
User can delete an Item from the order.

1) Highlight the Item to be removed from the ticket and click Delete Item.

Delete [tem

Notes:

e If you have more than one item to delete, follow the Multi-Select (On)
instructions.

e Delete Item button only displays if you have not sent the item. Un-Sent
items will be listed in Black.

E MName Price 5 C

1 Spinach Dingg 1659 1 1)
1 Homburger ™~  $895 1 0

|1 BE) Rabs 2450 1 2
-REGLILAR BED) 2
|1 Cropmied Caesar 1495 2 2
~CHICKERM 2

1 Basket of Chips $305 2 1

e The button name changes to Void Item if an item has been sent and will
display in Red.
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E!
Name Price § €

T Spinach Dip“_ $6.99 1

1 Harnburger T, $895 1 0

1 BBQ) Ribs §2450 1 3
-REGULAR EBQ 3

1 Crowned Caesar §1495 2 2
-CHICKEN 2

Void an Item

As mentioned, when an Item is sent to the kitchen it will display in Red and the Delete

Item button will change to Void Item.

1) Highlight the Item to be voided from the ticket and click Void Item.

2) Select a Void reason or key in a reason. Void reasons are optional, if you do not
get this prompt then you are not setup to track reasons. For more information on
setting up Void reasons, please refer to the Buttons section of our F&B Areas

manual.

Enter a reason for wid ] A TErn on thiss ticket

UNDERCOORED

_, . ©
-l spcebr | @

3) A message box will pop up if you do not have security rights to void. You will need
to get a manager to continue. Select YES and Enter Pass Code.

©)
|
l
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Delete authorization needed

At least ore of the items marked for deletion has already been sent.
You are not authonzed to delete sent iberm 5. Would you like to enter
the passcode of an emplovee that has this permission level?

- Qv ®

Note: If you have more than one item to delete, follow the Multi-Select (On)

instructions.

Add Message

User can add additional message or prep instruction for an Item.

1) Select the Item to add a message too and click on Add Message.

2) The screen will pop up a listing of predefined messages. Select a predefined
message or key in a message. Click OK when finished.

Enter message for hMarys wings

OM SIDE

-ﬂ-- _

Spacebar
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Note: Standard predefined messages can be created to show on an Area by Area
basis. For more information on setting up predefined messages, please refer to
the Buttons section of our F&B Areas manual.

Change Modifiers

User can add, change, and delete item modifiers.

1) Highlight the Item to modify and click Change Modifier.

2) A box will display listing of all modifiers on the Item.
Highlight the Modifier to change.
On the right side, select one of the following options:
a) Delete if the modifier highlighted should be removed.
b) Add New To Base if another modifier is to be added to the list.
Use the Move Up and Down buttons to rearrange the modifier order.

Click OK when finished.

Change Modifiers

3 Mame Price 5 C !
1 _CHCEER 000 1 2

1 CHEESE #U-DOIZ

=

o | [Elje.

Subtarst  §0000

Strvecl Chaege:  §$0000 ‘
Toc 30,00 OK Cancel
Totak  §0.00
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Change Quantity
User can change the QTY on an item (including making quantity negative for a credit).

1) Highlight the Item and click Change QTY.

2) Enter QTY. When entering a negative QTY, select the minus (-) sign first and then

select the amount of the negative QTY. Use the More option to enter quantities
greater than 19.

Eniter a new quantity

Seat Position

Before selecting any Items, use the arrows above the Item details to set the seat

position. Select Female or Child if applicable (optional, see notes). Begin selecting
[tems to order.

1 Spinach Dip

1 Tura belt

p.18



C- F&B POS Manual

1) If you need to change the seat position, click Change Seat.

2) Select the correct seat number.

Select the new seat I

H
I
I

Cancel

©)

e You can add or remove the Female and Child button.

1) In CMA, navigate to System across the top toolbar and select
System Settings.

Marmbership  POS [ System Jkei
fpa— 2
arting Dashboard & Areas

% Ares Categories

By Area Groups
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2) Select Point of Sale on the left pane and check/ uncheck Display
Seat Types.

1 @&
u 1] \J

% General General

=| Aocounting ; -

&%, Accounts Paysble BEfStercTine: 8| Jooan

% Accounts Receivable Bakch Type: ].ﬁraa Graup ﬂ
&y Employee Evant Default Ttem: | (None) [
iz Guest Room Settings ———

<, Merhearshin IV Display Seat Types

! Paoint of Sale 3 ™ Moni Prink Logs

ik - F i .
b & Partner Products v Display Event Tickets
b 'y Services ¥ automatically End Shift On Nest Day Clock-In

e The seat position selected for the Item is displayed in the ordering screen
in the column labeled S.

E————
Q2 Name

1 Spinach Dip

1 Tuna hdelt $7.95

e Seat number can be modified before and after ltems are sent.

e Seat numbers can be used for splitting tickets.

Add Ticket

Gives the ability to open another ticket without exiting the POS before completing the
first ticket. You can move back and forth to all open tickets from the POS screen.

1) Click Add Ticket.

Add Ticket

2) Search and select the member or select Guest if this is not a member.
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EET R i ] {rgun e Coll hawrw o

o

-~
sl
(o |wle]n]vr]viov|ri(o]er N |--]

3) If you have more than 1 ticket open you will see buttons labeled 1, 2, 3, etc. For
each ticket, click on the seat you wish to work with.

Seat 2 ” 2

(lll;

1 Spinach Dip

1 Tunahdelt

Notes:

e User can see what member is assigned to a ticket by the information at
the top left corner; which will show member number and name. Other
information displayed is also specific to the member on the ticket.

e Thereis no limit to how many tickets you can have open.

e You can place orders on all tickets; when you hit send the orders will be
combined on 1 prep ticket for the kitchen or bar.

e Please see our Split Ticket manual for further information on editing
separate tickets.
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Upcharge Item

Will prompt for an amount to override and increase the price of an item.

1) Highlight the Item, click Upcharge Item.

2) Enter the amount to override the price.

Enter Mew Price

g
8

Cancel

Notes:

e The amount entered must be greater than the item price. If you want to decrease
the price, use the Discount Item option.

e You can upcharge before or after Send.

Change Table
Use if a member wants to move to a different Table or Area, or to join tickets.

1) Within the ticket, select Change Table.

Change

Table
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2) The user will then be prompted to select a new Table or Area.

elect table in (Dining Room) ...

&
&

e 0000

O

2 4

E—
C—
Cr—
e
=
e
[
EErr
T

©)

Z
[]
3
[0}
[72)

e When moving tickets to a different sales Area; the screen layout might change
depending on the setup. The orders placed previously will remain on the ticket
but get credited to the Area in which the ticket is closed.

e You can use this function to join tables by selecting an occupied table. It will be
handled the same as the Add Ticket function.

Charge Tab

Charge Tab is used to store the Credit Card on the ticket at the time the ticket is opened
as opposed to swiping the card at the end when closing. Mainly used by clubs who allow
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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.

Save Pref

System will save how the member likes his/her item prepared with modifiers.

1) Select the Item and complete the order with modifiers and messages. Highlight
the Item and click or touch Save Pref.

2) A window will populate displaying the member’s entire family. Select the family
member for which you are saving the preference.

Select a member or enter a name for this preference |

7|s]s o] -
IIHIIIIII! _
ll--ﬂl-
I \

3) If a preferences has been saved for a member or family member, one or more

buttons will display at the bottom of the first modifier screen when the Iltem is
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ordered. Click or touch the person the order is for. The modifiers and messages
saved in step one will automatically display. See Notes on member preferences.

Ackerman, Carter Openidt 11972016 10054607 A

Ik T450

Add moddier fer BT [Lef B

Saivid Dhange:  $0.53
[T e

- _ginad m o
Tatak § 00,00 | Corter

Notes:

e |f the member decides to order the dish differently than the saved preference,
simply continue with the order as normal.

e You can change the saved preference by following the steps above and
saving to the Item again for the member. This will overwrite the first saved
preference.

Quick Settlement Close

There are two settlement types available for closing the ticket with one step, Cash and
Member Charge. These options do not give you the ability to add additional tip, get

change amount, or split tender. For more closing capabilities select Close Ticket.

In the POS ordering screen, select Quick Cash or Quick Charge.
e Quick

p.25
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Notes:

e Quick Cash will not give you the option to key in the amount of money for
change back; it will close the ticket for the exact amount owing.

e Quick Settlement is a one step process and will not give you any other
options in closing the ticket like adding additional gratuity or split tender.
For more closing capabilities select Close Ticket instead.

e A Settlement Ticket is similar to the pay receipt except it includes the
settlement details on the printed ticket.

e You have the option to hide the Quick Settlement Types from the POS by
Area, or to suppress printing a settlement ticket by POS Terminal.

To hide the Quick Settlements Types from the POS by Area,

1) In CMA, please navigate to System across the top toolbar and choose

Areas.
Membership  POS Help
&) Help Videos 5 System Settings

Sy  Address Cabegories

Sy Area Categories

Sy Area Groups
Sy Attachment Categories

2) Double click on the Area in question and navigate to the POS Options tab
on the left pane. Once on the POS Options tab, select the Hide Quick
Cash/ Quick Member Charge check box. This will remove the Quick
Settlements from the Area specified.
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SUAET S i
. Irbogesbion Sat I, Sereen Group: |Golf

4 [B Herber Dotads Active Layout: |
Mesmbeer Fiter Tab Payment: |
B ook Tucket
M Schechule Overrades
B Ticket Cptions
4 I POS Grids o) Ml Click Tk

{Gmede:ts Defauk POS to Guest Member
¥ Hember History :
Iy iy Detsabibe Gratusty Buthon on Settkement
% Hember Lockup Disabile Gratuty Prompt with Credt Cand
B Cpen Tickats Discounts Do Mot Change Service Chargs
™ Ticket List

Do Mot Reguirs Send Before Exit
| Dras Member Favoribes Button

Gratuy Overide:  (Mone) o E
Hide Depandants in POS

Hicke thee Gift Caed Exalanacs Butiion in POS

To suppress printing a settlement ticket by POS Terminal,

1) In CMA, please navigate to System across the top toolbar and select
Terminals.

&
i
P
]

&
]
#

Frea D egoren
Frea Lrogn.

[Ty £ el o Aletaiert

o= ek ni ) =

;0
& & F F

ey Ly
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&

AZ i b T s

Mokt Prongspng Tolems

&

&

[ Lo L3
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Lot
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N
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At e < B

&

AL U S S U AL 0
&

Motication Trpes S

&

§

wy  Tiee Cocda [heme

2) Double click on the Terminal in question, and put a check mark on
Suppress Quick Cash Print or Charge. This will prevent a settle ticket
from printing when the Quick Settlements are selected.
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HEE e

0 EEEE
Descriphion: | Golf Shop Couner -

Arpa: | Golf _L;&
Blackbosrd ID: 0
Fioink O Sale Options

Timecad: | 120 P75 Grkd Fort Size: |0 fluE ]

FF Allow Clock, Infout I Exk bo Lisberer On Send
I Sock En Fingerprin Only ™ Stay on Screen After Send
I Clock Ok Fingerpeink Only
I Gock Out Confirmation

T Desplay Open Drawer Butbon At Start
™ Enshls Kiosk Mads

Tickek Employes:
Masimbsr Change Payment Type:
Crodd Cord Payment Type:

Close Ticket

The Close Ticket function gives you additional options on how the ticket is settled. In
this section we will cover the various options available.

Tl Ttal 04150

w4287
sty SO00
ca O L1
Tals faast
Pak 3000
-

[y

Tender Keypad

Top left corner of the screen is the Tender keypad.
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1) Gratuity - Select the Gratuity button and you will get the Gratuity Prompt. Enter
the Gratuity amount (or percentage as applicable) and click OK.

Note: Select Clear on the Gratuity Prompt to clear any wrongly entered Gratuity.

You will see the added gratuity in the Ticket Totals section.

Ticket Totals
Cover Count: 1]
iub Total: §41.50
Taw  $297
Service Charge:  $0.00
Total: $31.94
Paid:  $0.00

Balance Due: $51.94

2) Tax/Service Charge Exempt - Select drop down arrow next to Not Exempt and a
list of exemptible features will display. Select the option relevant to the current
charge (requires security rights).

- o

T Ewempl

SC Exempt
Tan &4 SC Exopm pt

Options Include:

e Not Exempt
e Tax Exempt

p.29
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e Service Charge (SC) Exempt
e Tax & Service Charge (SC) Exempt

3) Open Cash Drawer will open the cash drawer before completing the settlement.

Drawer

4) Clear Tender will clear the amount entered to re-enter a new amount.

Clear

Tender

5) The pre-fixed values $10, $20, $50, $100 are applied to Cash settlement ONLY.

| o |0 fs0

Settlements - Settle Ticket

1) Single Settlement Type Used - If you want to settle the full amount to one
settlement type do not enter the amount: simply select the Settlement Type and

the full amount will be applied.

- "
I 0% [ 5
[ 7 [ s | o J5 | ¢ B=]
"
AT £ S

Totst §RLS4
P PSR

Chingt: 000

HaAgation
e B

2) Split Settlement - Is used when the client wants to use more than one settlement
type to pay the amount. For example 10 dollars to Cash, 40 dollars to Credit
Card, and remaining amount to Member Charge. Enter the amount to be charged

p.30
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on the Cash settlement type in the Tender keypad and select the Cash
settlement type, do the same for the Credit Card settlement type, and then select
the Member Charge settlement type and the remaining amount on the ticket will
be applied to Member Charge.

Tarwder Flymient

| Tops

| mm CREDET CARD 2000 -
B -

[ 4 [ 5 |6 Jomo |

e I"II
B -

S
--

Grataty  §TAT

Tarean Charge B0
Tatal BRI
P 551948

hirgs Bous

Note: The amount to split must be entered into the Tender keypad first before
selecting the settlement type.

Forudar

[
I N N

CRIB R

— =

e Delete All - will remove all settlements entered to start over.

e Delete Selected - highlight the settlement type you want removed and
select Delete Selected.

p.31
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Payments
Type Amountl Delete
CREDIT CARD $26.94 | WAl
Cash $15.00
Member Charge $10.00

Exit

Will exit the POS screen back to the main screen.

In the POS ordering screen, select Exit when you want to leave the POS screen.

pit (X

Notes:

e Depending on your setup, you may not be able to exit the POS screen if
you have unsent orders; if you have this type of setup you are required to
hit Send to exit the POS screen.

e You can tell if all orders have been sent, by looking at their text color. If the
order has been sent, they will be listed in Red. Items that have not been
sent will be listed in Black.

So theruleis:
a. If there are any items listed in Black hit Send.
b. If all items are listed in Red hit Exit.

To turn off the Send before Exit feature:

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

Membership  POS | System | Help

@ Help videos 57

'»i-'@ Syskem Settings

5  Address Categaries

'»i-'@ Area Categaries

'»i-'@ Area Groups

@5 Attachment Categaries

2) Select the applicable Area.
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S dress X
Hoins
-
* Al Werds
_/f x @ = -@ B & each: PR
ey Bt Delsta  IDopewt Bofreth  Jear Pller  Actien Helg
o= Pz ks Cauck Tkt Sasttle Thcket D utree Lapout D Soresn Group File RPOS
1 Ao 0 Ak
20 Bangumt Mamber n
i LI}
3 Bar o 9 Den B Lanyout Main Fndl with Pics by .. ::)
Berverage Lol T ey R Laster T=vermges
I7 Corbe's FBE Ares o 29 IDan R Layoat sin Frill veth Pics. By Carle
4 Corbes Retol ives 3 BR Pasts Buffet ol o
4 Thub Functions Balircom 2 Eulroom Excter Easter Buffet Hew

3) Navigate to the POS Options tab and select Do Not Require Send Before

Exit.

LS| Pos Dptions

@ Buttons

@ Inktegration Settings
i @ Mermber Details
(3 Member Filker
(5 cuick Tickst
_‘!| Schedule Crverrides
(8 Ticket Options
4 % pos Grids
_‘_',l Closed Tickets
% Member Histary
_!| Mernber Info
-_‘_1 Mernber Lookup
j Zpen Tickets
% Ticket List

Discount Iltem

Screen Group: |Main FrE with Pics by Carlie

Ackive Layauk: IDin Rrn Layouk

Tab Payment: IETS Cards

/#llows Clock Injout
Defaulk POS ko Guest Mermber
Disable Gratuity Button on Settlement
Dizable Gratuity Prompt with Credit Card
+ | Discounts Do Mok Change Service Charge

i’ Do Mok Require Send Before ExiD

| Draw Member Favarites Button

Gratuity Owverride: | (Nong)

Cy%¢

Gives users the ability to discount an item. Requires security rights.

1) Highlight the item to discount and click Discount Item.

Discount

[temn

2) A message box will pop up if you do not have security rights to Discount. You will
need to get a manager to continue. Select YES and Enter Pass Code.
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Discount approval required

You e rat suthorined to Discount this item. Would wou ke to
wnber th paiscode of & pErson with prmssean 10 diooun? aniten

- Qv ®

3) Select a Discount reason or key in a reason. Discount reasons are optional, if
you do not get this prompt then you are not setup to track reasons. For more
information on setting up Discount reasons, please refer to the Buttons section

of our F&B Areas manual.

B
(1|2 ]3]a]s]e]7]a]s]o e |
(o |wle]r]r]v]ulrt]lo]e x|

[ [o [ [o[w [ [« [
e [ [vIo[wlwl [] ‘.
x

4) Enter the Discount (on the right side are pre-set percentages, if none of these are
what you want click on the % sign to manually enter the desired percentage). If it
is a flat dollar discount amount, then use the numbers on the left of the screen.
Click OK when finished.

Enter a PER [TEM discount (Max: $25.00)
£0.00

Note: If you have more than one item to delete follow the Multi-Select (On) instructions.
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Comp Item

Give users the ability to comp an item. Requires security rights.

1) Highlight the item to comp and click Comp Item, the system will discount the
item 100%.

Comp [tem

2) A message box will pop up if you do not have security rights to comp. You will
need to get a manager to continue. Select YES and Enter Pass Code.

Comp approval required

You are not authorzed to Comp this item. Would you like to enter
the passcode of a person with permission to comp an item?

3) Select a Comp reason or key in a reason. Comp reasons are optional, if you do
not get this prompt then you are not setup to track reasons. For more
information on setting up Comp reasons, please refer to the Buttons section of
our F&B Areas manual.

' Select a Comp reason:

[ Promoien
|| Birthday

| Kitchen Error

5 Server Error

I| Did Not Like

-
-

Cancel
I I

p.35
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Note: If you have more than one item to delete follow the Multi-Select (On)

instructions.

Multi Select (Off)/(On)

Used in conjunction with Delete Item, Void Item, Discount Item, and Comp Item; when
(ON), users can select multiple ltems.

1) Click or touch Multi-Select (Off) and it will change to Multi-Select (On).

w

2) Highlight all the items by touching or clicking the Item. Select one of the
functions below and follow their respective instructions (These are the only
functions that can be used in combination with Multi (On)).

a) Delete Item
b) Void ltem

c) Discount ltem

d) Comp ltem

Change Course

If using coursing, user can use this feature to change the default course for an item. For
example, if an Item was set up as an appetizer but the member wants it as an entrée, you
can change the course to properly group on the prep ticket using this feature.

1) Enter an Item and while the Item is highlighted click on Change Course.

Change

{Course

2) Using the < > arrows, change the course. Click OK when done.
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Change Course

3 Mame Price S|C

1 Spinach Dip

1

m Subtatal:  $0.00
Service Charge:  $0.00
Total:  $0.00

e Item Categories and individual Items can be set up with a default course number

and changed at any time before using this function.

e The system will automatically draw a line divider between courses on the
Send Ticket.

e There are a few setting that need to be turned on for coursing to work.
Please see our Coursing manual for more instructions.

Get By Bin

Used to lookup Wine bottles by Bin Number.

1) Click Get By Bin.

Get By Bin

2) Use the search bar to narrow down your search. Click or touch the Item to select.
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B Number Hem
1 B Phlip St 410 S Blar )

_ "o

[11y

e BTN [ZXG

3) The Item will then populate on the ticket.

2 Name Price 5 c
1 Spinach Dip $699 1 1

1 2 oz Beef Tendarloin $3595 1 3

-ORIORS floo 3
-GARLIC MASHED 5
FOTATOES

Bl Phalip Shaw #19

= 3000 2 0
Sauy Blane i

-1 GLASS

Note: Bin Numbers are applied at the Item level.
To enter a Bin Number:

1) Navigate to the Items module and select Manage Items.

Items 1
£ Manage Items

) Manage Item Combos

&9 Manage Item Categories
&) Manage Item Groups

p.38
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2) Select the Item in question and Navigate to the Point of Sale tab. Enter the
appropriate number in the Bin Number field.

==a

[Hived: Miscste M

HBEBH L e

|
# [y Bemn Sebup :
B twentony Mame: | Moscabo
B Labeis Desiriphion:  PMimeats
4 Fetal Price; §40.00
Membesr Price: §-401100)
I Lol
o Print Corlfigrsbion oo Cobagory?  'ire Do Botties =y
ﬁ—* Wl ity On Hared:
i Reope
ﬂ v age Costs $0.00

l.,.‘

Reorder Item

Used in conjunction with Multi Select (On) to reorder items already ‘Sent’.

1) Highlight the Item to reorder and click on Reorder Item.

Reorder

[tem

2) Enter the QTY to reorder and click OK.

Enter re-order quantity
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3) At the next prompt, enter Yes if you want the order to be sent to the remote
printer, No if you want the Item added to the ticket but not sent to the remote
printer.

Resend?

‘Would you lke to re-send this item?

- Q- ®

Cover Count

Used to change the cover count at any time.

1) Open the applicable ticket and click Cover Count. Enter the number of covers.

Cover Count

2) Enter the correct number of covers.

Select the cover count

p.40
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Note: You have 3 options when you want the system to prompt for covers; the

options can be changed at any time in CMA.

To access these options:

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

Membership  POS | Swstem | Help

€ Help videos

I'IF‘I.

=% System Settings

o

%5 Address Categories

r~f.\_,. Area Categories
o

Qg. Area Groups

e

%5 Attachrment Categories

2) Select the applicable Area.

v
o5 Awens X

Pl

-
2XE S B D O . o
[ Edk Duedete Export Befresh  Clear Flker  Achive Hedp Gt
iD= Hames - Cunck Thked: Setths Ticket 0y Actees Layout D Scraesn Group File RPOS
1 Ademin o By
6 Bt M o
i " 1]
33 Bar o 29 Din Rrm Layouwt *ain Frnll with Pics by ... :‘)
20 Beverage Tal 3 Dwwg Fim Caeler Beverages
27 Carle's FES Area L 29 DR Lok ain Fin vk Pics: by Carlie
24 Carbe's Retald Ares 3 B Pasta Buffet Golf <
4 b Functions Balnoom 29 Balroom Eacher Eacher Buffet hew

3) Navigate to the POS Options tab and put a check on Require Ticket Cover

Count.

a) To be prompted at the beginning of opening the ticket, check

Prompt for Cover Before Table Select.

b) To be prompted the first time you send the order, check Prompt for

Cover Before Send.

c) If Require Ticket Cover Count is checked and neither of the above

options are selected, the system will prompt at the time of closing

the ticket.

p.41
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-
PIE ] PoS Dptions

Buttons
Integration Settings
4 [H member Datals
Merber Fiker
Cuick Tickst
W schedule Overrides
Tickst Options
2 ™ oS Grids
™ Closed Tickets
™ Member History
% mMerber Info
% Member Lockup
™ Open Tickets
% Ticket List

Change Member

Ares Category: |Food i

Sereen Group: [Main Fri with Pics by Carbie

=l Manager: | (None)

Active Layout: [Din R Layot

;I Display Order: | @

Tab Payment: [ETS Cards

Disable Gratuity Button on Settiement

Disable Gratuty Prompt with Creds: Card
| Digtounts Do Mot Change Service Charge
+'| Do Mok Require Send Before Exit

“|| ] Draw Member Favorites Button

Gratuity Override: | (None)
Hide Dependents in POS

=] Schedule Overrides (0)

Require & Send Bafare Prinking Receipt
Require PIN and Swipe Card For Logi

o | Require Ticket Cover Count

[SNE

Used if the member to be billed needs to change for any reason.

1) Click on Change Member.

Change

o Proempt fior Conver Before Send
€ promp for Cover efore Table select
+| Send with Quick Settlement

| Show All Open Tickets in POS

| Show Meal Period Name On Statement

| Show Member Freferences

2) Search by name or member number, Highlight the member and click OK, or double click

the member.

s ke F r

1 orgun e Lol hamem

wr
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Coupon Lookup

The Coupon Lookup works in conjunction with Member Marketing and Item Price
Scheduling.

Please see our Coupons manual for more information on their setup.

1) Place the order, and click on Coupon Lookup.

Coupon

2) The screen will display all available coupons for redemption. Touch or click the
one you want.

Hame Coupon Code
October Birthday BIRTHDAY
Note:

e |f the member does not have any active coupons the button will be
grayed out.

e If a coupon has been applied to an item and you wish to remove the
discount, click or touch the Remove Coupon button.

Print Ticket

Print Ticket is used when you want to print a receipt before closing a ticket. This will
print out the Pay Ticket when selected. Most often used to acquire a signature prior to
closing the ticket.

1) In POS ordering screen, select Print Ticket to print out the Pay Ticket.

Print Ticket

2) Select Exit when finished.
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Notes:

Split Ticket

Use Print Ticket to give the customer information on the charges and to
get a signature before closing the ticket.

The Pay Receipt can be modified to display discounts, service charge,
additional tip, and taxes in a few different formats.

You also have the option to have messages, minimum balances, store
credit balances, and other information included on the pay receipt.

See Print Preview as an alternative to Printing directly.

Used if more than one ticket is required on a transaction and to edit separate tickets.

Split Ticket

Please see our Split Ticket manual for a demonstration of all the ways to split an item

or ticket.

Send

In the POS ordering screen when ready to send items to their designated remote
printers, select Send.

Item Categories determine what printer the Item will go to, it can be
overwritten on the Item level. Please see our Items manual for more
information on Item Categories and how to set up their Print
Configuration.

If the item is not set up to print anywhere, the Send button will exit you out
of POS ordering screen.
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e You can tell if an Item has been sent, by looking at its text color. If the
order has been sent, it will be listed in Red. Items that have not been sent
will be listed in Black.

Other Button Functionality

Member Charge All

Another feature is the Member Charge All button. This button will take all open tickets and
close them to Member Charge without going through the payment screen.

Tickets

ID Full Name Area Table Ticket# Server Name

174C  Aguirre, Collette Carlie's F&B Area 6-1 125486 Administrative User
749C  Ackerman, Ron Carlie's FE&B Area 7-1 125487 Administrative User
10008 Abbott, Ben M. Carlie’s FEB Area 10-1 125488 Administrative User
001 Guest Carlie's F&B Area 11-1 125490 Administrative User

Click the “Member Charge All," button.
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Upon clicking the button, a prompt will display telling the user that one ticket is assigned to
guest members and cannot be member charged. The 3 remaining open tickets assigned to
members however, will be settled to Member Charge. Select Yes.

Member Charge All Confirmation

Some of the tickets cannot be member charged:

= 1 tickets are assigned to guest members

Would you like to continue member charging the remaining 3
tickets?

-0 o

Option will exist to Print a receipt.

Print Settle Receipt?

Would yau like to print a receipt for each ticket?

-~ Q- ©

Member charge will commence.

Member charging ticket 3 of 3

Note: Member Charge All can be turned off at the Terminal level if desired. To do so:

1) In CMA navigate to System across the top toolbar and select Terminals.
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Artie wy A achreenl Calegsned
bewikekIng B ChangeLog
%, Charge Setthement Types
=y Custion FaskSl Cat gt
2 Merchant Processng Tokerns
%% Everk Logs B
Late Foes
2 Locations
2% Meal Period:
oy M S
D P Titles

i Moke Cobegories

AL S S AL S L A S

oy Mobfeastion Typed

2 Sales Terrion

oy Tax Cocda Jrams

2) Double click the applicable Terminal and select Suppress Member Charge All.

Caiba FB

HB&E e

I0: ol FE

G -

dgear | Carle's FOE dres ot
Blackboaed ID: D
Pt OF Sale Ol

Timescut: |0 PYS arid Fork Sizez |0 Fioc o]
' adiow Gk Infiout ™ Ext ko Listerer On Send
™ Clok. In Fingergeink Oniy P oy on Screen Alrer Send
I~ ok ook Fingarprink Cnly [ Suppress Quick Cash Priek
ok ot Conffirmation I Suppeess Qusck Chargs Print
o comommatnnzst (7 somerte o)
™ Enabls Kok Mode

Ticket Emplorree:

Mamber Changs Payment Type:

Credit Card Payment Type:

p P T

Member Preferences

Member Preferences and other information about the member can be manually entered
in POS. Food and Beverage uses this feature most often to input information such as
preferred tables, foods, drinks, allergies, etc. If member preferences have been added,

p.47
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the button will turn green to alert the user there is information about the member. This
information can also be printed to the receipt printer.

To view preferences, in the top left corner of the POS Screen, select Prefs.

Srnith , Mrs, Gale ).

o: = =
Tyges: Coupmaln Goll Junice

Wember Praferences

Frvorfe Sereet
Peanut fllergies
Cosma Duinks:

Delete a Preference

To delete a preference, highlight the Preference line, select Delete.

Mambaer Praferences
Preference

Kelly

Peprat

-

o

Add New Preference

To add a new preference, select Add New, highlight the Category of preference, in the
Enter Preference box enter the description of the new preference, select OK.

p.48
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Peamit Albengies

Cosm Diinkes

Add Preferance

Hame
Fabodili Seinivind Q
Wine bythe boatle a%

dvink

ST

Eriw Prebaands

Spacebar

Change Preference

To change a preference, the user must delete the preference that needs changed and

add the new preference from scratch.

Preference Categories

p.49
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Add New Preference Category

1) To add a new Preference Category, in the Select Category box highlight
the Add New line. Then, in the Enter Preference box, enter the description
of the new preference (not the new category name), Select OK.

Add Preferance

Ereter Prebrerae

Table 10 |
©

Spacebar

2) The Add Preference Category box will appear, enter the new Category
name, and select OK when finished.

Add Preference Category

-

Member History

Member History will the list the member’s previously purchased Items.

To access Member History, select History in the top left corner of the POS Screen.
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Smith , Mrs. Gale J.

n: 2 -
Type: Conposate Goll Junios

Mn Bal: $0.00

G gk of age

Birthday: 10/6

Birthday: 10/651354
Echuberrental com

Hook: $83.33 -
| ¥]
I

Marmber Histony

FE2006 Associate Rownd $1.07 Adimmsstrabroe Lisor

LET1 LA2ER0MG Golf Events 3m $214% Admimistrathas Lser

12671 1282006 Men's Die Mard Credit Offset 10001 2613 [£71.45) Admimitratie User

1670 1282006 Men's Die Mand Voucher Package 10000 2612 §15015 Addminst rative Liser

12538 10/17/2015 Gilt Cert saned 301 S5O0 e Gam bk

124538 107205 Paowlsy Sheeve 10000 2562 $1978 Jem Gam bl Wiaew 1 @
124538 W/17/2005 Titkest Pro W 1 Shoowe 10000 E 060 F1205 Jen Guen bl

1435 117004 12 Hole Can 1000110340 $7257 Admisstiathas Lo

154 11/7/E0N4 12 Hole Cart 1000110750 42352 Admimistrathes User e -@
124554 11/7/3004 Family 12 10000 16104 SAR G Addmimitratioe Liser

X ©

e Inthe Search box you can search the name of the item to narrow down
the search.

Wlembear Histony

Tickei Datle Sold les Hem (0 les Pric: ald By

i Tich:

1 124538 111708015 Titkest Pro ¥ 1 Slevae TR0 1 (e £120% Km Gamble View Ticket I

0

hmhis:'i'
]2 |3 ]alsel7]s]o]o] o
) | ] [
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From and To Dates - enter the start and end date to narrow down the
search.

Enable Multi Select - select more than one ticket to print.

Show Dependents - if selected, the system will display all family member
tickets. If unselected, only the tickets rung under the member selected
will show.

Area name will be the name of the Area you have the ticket open.
o The tickets listed will be tickets that were closed in that Area only.

o To see tickets closed from a different Area, select the Area
button, select the applicable Area.

o Itis important to remember that if you do not see an Area listed,
then the member has NO closed tickets in that Area.

Member Name and Number is displayed at top right corner; you can click
on the name to search a different member. When you hit cancel it will
take you back to the ordering screen and the original member will still be
displayed.

Ticket  DateScld  Sales ltem Sku Sales Price  Sold By

View Ticket - ticket detail can be viewed on the right middle of the
screen; highlight the item to view ticket details and select View Ticket.

o Print Settle Receipt and Print Pay Receipt; you can reprint a ticket
from history at any time.
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Member History

125120 F18/3016 Associate Round

I Wiew Ticket @
124641 1AHHNG Golf Beents L S
1261 LA 001G Men's Die Baed Credis Ozt

3 Administatees User
Administiatese Uss

1M6F0  LAAAIG Men's Die Mard Voucher Package - SRR has M Administratiee L
akf PLALT | WIS 1Y
124508 117772015 Gt Cert lsmsed i e s . lim Gambile
124538 11AWILS vy Sleere = == 0z@ 0 | Jim Gamble
b ReEoTLELE Bomad (A0
124538 1177015 Titheist Pro W 1 Shoeve - fim Gambile
124354 1177014 18 Hake Cart e . Acdministrative User
124354 1177004 18 Hoke Cart Toals .07 Addministrative User

124354 100 HN4 Family 18
O Eaf 2
-III| e |
s 1w

Adminizteative L

Recipe

In Manage Item maintenance, you can enter the recipe of the Item plate and have it
available on the Main POS screen.

1) Select Recipe from the main POS screen.

2) Click the down arrow and select the Item Category. You can search for the name
or use the scroll bar to find the Item Highlight the item and the recipe will display
to the right of the screen.
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e
2

3 Jiket Mignon Bites

Spacebar

Note: Only servers in an Employee Group with the proper security rights will see
the Recipe button on the main POS screen.

To turn on this feature:

1) In CMA, navigate to Employees across the top toolbar and select Groups.

q
a-) Job Codes

a-) Skatus Types

i B e

2) Double click on the applicable Group and select Display Recipe Button at
POS Terminal.
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a-; Groups 3

Home: Server

=

Descripbion:

b4

i Display Recipe Button at POS TerminaD

r Training Mode

™ administratian Group

To add a Recipe to an Item, navigate to the applicable Item within Manage Items
and select the Recipe tab on the left pane. Enter the appropriate recipe.

e Manage e
Homme | Fiet Mignon Bkes %

W& E % e

4 &2 Tem Setup

B trwventory
€5 Labes
£ Pctures

4 (B Point of 5ais

&y Button Shyle
iy Prick Configuration
%

2

Poame: | Filet Migron Bikes
Descriptaon: | Filst Mignon Bited
Fstal Frice: US55

Masmber Price: $17.55

Togm Category: | Appetizerns

Gy On Hand:

Boeerage Costl $5.00

% ™ e o | W

Arial o EEd L

Thinly slices of 5 filats
Marinated in herbs and spices
Served on & bed of letbuce

Drizzled with herb mustard

Gy Countane | 10,000

vy
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Print Preview

The Print Preview feature allows the user to see a Print Preview before any ticket is
printed from the POS system. This Print Preview will display exactly how the ticket will
look when printed and exactly what Device/Printer it will print to. Furthermore, the Pay
and Settle ticket Print Preview will provide the user the option to email a copy of the
ticket to the member as long as the member has a valid email address on file.

Note: This feature must be turned on for each Area the user would like the Print Preview

displayed. To turn on this feature:

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

Membership POS Help
D relpvideos 41 Sy System Settings
%y Address Categories ]
S5 Area Chkegorics
2y Ares Groups
Iy Attachment Categories

2) Select the applicable Area.

X D % @ @ . M s
- a | o] | ik, Tk = sithe Tk FF, i o
[ o) a Badary
o Bariguet Hembe ___.-"'-d- o
e HWJJ-’F& ] n]
ﬂ:__ 1 e - 0 i B L taden et ity s By 3
TN Eemam tak i ) o Trom 3 T
IT Corlls’s POl e o 39 D6 B Lok Mimn. Prill ssithi Pice by Corll
T i’y Bel dres 3 i P e ol o
4 Ol Furdire Baleoos I gl Cailed Eate BiifTod Pl

3) Navigate to the POS Options tab and select Show Print Preview on Pay/Settle in
POS to get the Pay/Settle ticket preview, and Show Print Preview on Send in POS

to get the Send ticket preview.
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Print Preview Examples

In this section we will provide a few examples of the Print Preview feature.
Print Preview - Send Ticket

e Select Send.

The Print Preview- Send Ticket prompt will display. Select Print.

- As mentioned earlier, the Print Preview will display exactly what device(s)
the Send Ticket will print to and, exactly how it will look when printed.
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- The device(s) listed in the Device drop down, are dependent on the Print
Configuration of the specific item selected to send. This is typically
configured at the Item Category level. Please see our ltems Manual for
more information on Item Categories and their Print Configuration.

- Please be aware, if there are multiple devices listed in the Device drop
down, this does NOT mean the user can select which device they would
like the item sent to. This simply tells the user that the item is configured
to send to two separate printers, each time it is sent.

Print Preview - Send Ticket ‘
;lt‘-.l:.. _ !
|

Tickst: 125488 15/10/3& 4:06 PR |

Caplie’s Braff-A. User

Fil Acom |
Aoba, Abka

E(1 covers)

Basket of Chips 1

Print Preview - Pay Ticket

e Select Print Ticket or Print Pay Receipt from the Close Ticket screen.

Prirt Ticket
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e The Print Preview - Pay Ticket prompt will display. Please see below for available
options:
a) Email - Emails a copy of the ticket to the member. Member must have valid
email address on file to function properly.
b) Print & Email - Prints the ticket and emails the member a copy of the
ticket.
c) Print- Prints the ticket.

Print Preview - Pay Ticket #12548

|
|
Ticket: 125485 10/10/16 4333 PR
Carlie's Stafe-A. User |
Fibl Ares |
Abba, Abba
&1 covers)
I Basket of Chipe $3.95

Sub Total: £3.9%
Service Charge: $0.7%
Gratulcy: §0.00

Tax: §0.24

Total: §5.00

Aoditiomal Tipi

Gramd Totall

ibba, Abbs

e Again, the Print Preview will display exactly what device the Pay Ticket
will print - to and, exactly how it will look when printed.

e For Pay and Settle tickets the Device drop down will display only one
printer. The printer displayed will depend on the Receipt Printer
configuration of the specific POS Device the ticket is printed from (Please

see our POS Terminal/ Workstation Setup manual for more information).

Print Preview - Settle Ticket

1) Select OK or Print & Done when settling a ticket. The Print Preview- Settle Ticket
prompt will display> same options as Print Preview- Pay Ticket are available.
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2) The Print Preview - Settle Ticket prompt will display. Same options as Print
Preview - Pay Ticket are available.

CADK,

Print Preview - Settle Ticket #125485

Virayard Golf Club

Tkt ¥z 125485
Caclie's Fib
Area

tovecs: 1 Staff:kdednistoat ive
.

(541} Abka Abba

1 Basker of Chips E.RE

Jub Tocali $3.9E

Jarvice Charge: §0.79
Laditicnal Graguity: §0.00
Tax: $0.34

Toeal: §5.08

EfESER CHABGE: $5.08
Change Due: $0.00

#5431 kbba kbbe
Femaining: §3, 396,05

Service chAIGY TONALEA DOODRCLY of
the Club, mot the employes

© © 0 2

System Tools

Please see our POS System Tools manual for in-depth information regarding
functionality contained within the System Tools button and associated tabs.
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Employee Time Keeping Actions

Clocking-Out vs Ending a Shift

Clocking- Out and Ending a Shift have a few differences in the Office system. Clocking-
Out simply stops the system from recording time on the employee’s timesheet. When
an employee ends their shift, the system is prompted to stop recording sales under the
employee, until the employee clocks back in. It is important to remember that an
employee cannot end their shift without clocking out as well. When an employee clocks
back in for the first time after their last End of Shift, this is when the employee’s next
“Shift” begins. During this time, employees have the ability to Clock-out without ending
their shift at any time. This is mostly used to allow employees to clock-out for breaks,
lunches, etc. without ending their shift. This keeps reporting and timekeeping clean as
the End of Shift Report will display all sales and transactions completed during the
employee’s “Shift” regardless of how many times they clocked out during their shift.
Furthermore, an employee’s timesheet will reflect all instances of when an employee

clocked in and out during their shift.

Clocking-Out for Breaks

As previously mentioned, employees have the ability to clock-out for breaks without
ending their shift. However, before an employee can clock-out the Tickets screen must

be blank reflecting that the employee has no open tickets.

I Full Name Table Ticket #  Server Name

Employees have 2 options when clocking out for breaks.
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1) Select Clock Out on the main POS screen.

The system will prompt, Would you like to end your shift? Select No.

End your shift

Woukd you bie to end your shit?

- @ )

2) Select Options on the main POS screen.

Select Clock Out and hit Done.
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Options

Begm  11/1/2016 10:51:13 AM
Eral  [Not Set]

o lode Cut
1
End Shift

Shutdown

e [$0.00

2 | Done @ Cancel ®

Notes:

e Again, either of these options will clock the user out but NOT end their
shift. Meaning that the employee can clock back in and continue working
on the same shift.

e When clocking back in after a break it is important to remember to
clock-in under the SAME Job Code that started the Shift. For instance, if |
began my shift under the Food & Beverage Management Job Code and |
clocked out for lunch, when | clock back in | need to select the Food &
Beverage Job Code again for timekeeping to report properly.

Select a job code

End of Shift Processes

Before an employee ends their shift, the Tickets screen must be blank reflecting that the
employee has no open tickets. Close all tickets before proceeding.

Cancel

N
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Sl
Table
- .

Table Tidkei #  Server Mame

ECENo)
o

End of Shift Report

Once the Tickets display is blank reflecting no open tickets, an End of Shift Report can
be printed. This report can be printed as many times as the user wants at any time. In
addition, the system also keeps an archive of past End of Shift reports for the user to

access and print at any time.

To print an End of Shift Report,

1) Select Options on the main POS screen.

2) Verify that the most current Shift is reflected (The system will default to the
latest Shift) and select Print Summary.

Options

Begen  £/30,2016 B3705 AM
End Shift

1

Tps: | SO00

~©
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3) A Print Preview will display showing how the report will look when printed, and
the Ticket Device the report will print too. Select Print to continue printing.

Print Preview - Summary Report ‘

..

Exrd ©f Thift Report

Employee; Administrative Uper

Repert Ftart: 11/01/1¢ OD:54
Repert Cnd; 11/01/1¢ o9z08

Primt Date; 11701716 o908
Shift Swwsary:

FEB- Foodisusananananainans 2.32
Folf- Bard Goods..

0 27.32
Total TAXES. casusisananans 1.9%
Total Tervice Charge....«. 0.93
Total Tipdiisasasasananans 0.00
Fayments Bec'diicisasanas 30.21
Ticket COUNC:usssisasssansars

Toral COVEDS:ucisa
vy per icket ...
AV PEC COVED. a4

HSerrlement Tumsary!
HENBER CHARGE(Z) ..cocaaaa 30.21

TipP{2) cccvununsnsnananans 0.00
Orhar Tipd....cociceccacas 0.00

4) As previously mentioned, the system keeps an archive of past End of Shift
reports for the user to access and print at any time. To print a past End of Shift
Report simply select the appropriate shift in the Shift drop down and select Print
Summary.

Sl 11/1/2016
“ lnzms
|8/30/2016
8/26/2016

C
S 2006
EndrsmmT

Shutdewn

e [$0.00
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Ending the Shift

Different operations have different end of shift expectations before an employee can
leave; follow the policies and procedures as advised by the club. The Office System
requires all tickets to be closed and an End Shift completed. This is the preferred
method to ending a shift. Again, please note that an employee cannot end their shift
without clocking-out as well.

To end a shift,

1) Select Options on the main POS screen.

Select
Table

2) Select the End Shift box (Clock Out will automatically select itself when End
Shift is selected). Select Done.

Opticns

Segen  EC0016 BIT05 AM
Ersd  [Mat 5ar]

Shutdown

s ($0.00
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Options

Cptions

- [T

Begin 117172006 85450 AM
Erat  [MeqSet]

tnd shift <)
Shutdeown

e $0.00)

Q] ®

1) Print Timesheet - when selected, the system will provide a report on total hours

worked during the shift per Job Code. A Print Preview will also display when this
option is selected. Select Print to continue printing the report.

I Pririt Preview - Tirmesheet

_
AR DAL Ve eeT
.
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2) Enter Tip Amount - if you report cash tips for tax purposes, select this option and
a prompt will display for the user to enter their cash tips. Click OK when finished.

Enter Tip

3) Change Job Code- if you mistakenly logged into the wrong Job Code, select this
option and a prompt will display asking the user to select the correct Job Code.

Select a job code

4) Clock Out - explained in the Clocking-Out for Breaks section of this document.

=

Cancel
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5) End Shift - this is the last step needed before the shift is considered ended. As
previously mentioned, Clock Out will automatically select itself when End Shift is
selected.

Other Ways to End a Shift

1) Select Clock-Out on the main POS screen.

2) The system will prompt, Would you like to end your shift? Select Yes.

End your shift

Would yau like to end your shift?

3) End of Shift Options will populate.

End Of Shift
Start End Time
117172016 1051 AM 11/1/2006 11229 AN Oh 37m
117174016 1140 AR 11/1/2016 4:31 PM 4h S0m

o

EmEmEn oo
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a) Allinstances of clocking in and out during the shift will display.
b) Print Timesheets

c) Print End of Shift Report

d) Enter Tip Amount.

4) Select OK when finished.

Best Practices

When setting up your POS, ensure the screen settings and options 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.

Ensure your staff is familiar with 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 that impact 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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