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Overview

In this manual, we will discuss the various functionalities within our Retail POS System.

Use Case(s)

The Retail POS system is used in Golf Shops, and other areas of the Club (Spa, for instance),
where retail goods (or services) 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 New Transaction button.

ID Full Hams Ticket &

B5E  Admescls, B Arson 12538%
152 Amato, Thurman 125550

2 Zmith , Mrs Gake L 125450
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Notes:

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

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.

Membership  POS | Swstem | Help

€ Help videos

=% Swstem Settings

Address Categories

=y Area Categories

=g Area Groups

%5 Attachrment 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.

j Schedule Crverrides
(8 Ticket Options

Sh ide Colurmns
v ® Pos Grids =0
% Closed Tickst -
_; MDS'Z :: t = ¥||Member 1d
_; ermber History ¥ |Member Mame
2 Member Info V|| Server Mame
% Member Lookup 41| Table Mamne
B| Dpen Tickets o || Ticket Id
) ¥ | Time Opened
L s

3) Member Lookup - Enter the Member Number or Member Name. If this is not a
member, select Guest.
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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.

Fired hdemmber
Full Ham y
W Smith , Gake i Cospenate Goll hinios

Smith, Carle [T Cosporate Goll hunkos 3
Swith, Gilkan o/ 3106 Oithes Chubs

Srmilh, ot 5t Sawaal

emith, kahin e S Croll

Smith, kohn 51% Cosporate Goll unios

Semith, hartha 1000 Coaporate Goll hnios a7
L ith, Rita 31301 Sp-hanor Conposate Golf

Notes:

Contains

i Il: :

e If 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.
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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

Ui L Opebeie Ceeluie b

5
T N Crp i ST
{.,..--...-.-n: v Sl S
—lm bl st _“ -

Fea Srecanhen

S | [ = BN

Note: There are important areas to point out on the POS screen.

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
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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. i

D: 2 N
Type: Corporate Golf Junior

:f&:‘h” Min Bal- $0.00

62 yrz of age

Birthday: 1056

Birthday: 10/6/1954 .

[763) F83-5787

tvanhook@clubezsential. com

redit Book: $83.33 2 =
I ;IJ

Fagiut il

Top 2™ Line — User can choose what Item Categories to be listed on the bar for
quick access.

Gusrir Fag i ook

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.
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N

L eRDEE ™

HEHE e

EiE PO e Cabagory
o] R Cosgiiary e el 1= Frl Cabagery
Description: I Fease :wh'
ik r Pallre) Cgnsgory
T BA [ rari e S e
B Groge  ME- oo T £ v Cnrk Dol Coure: 1
Percont Cot: M Suteleromint Saat

Gected T | Detes T MesbesChackin 7 sPOSMesh T blnsbiePOSLabarTab ‘f.m'qg
=] ] Fullfums Mat r F o
g 0 Fuliamma Mam g //' B
=) [ Maneddats C F
r a r r
= L} r r
= a m ]
= a r r
r Fawsd 2D r r
™ 1] Fulliisma sem r r
T Ly Functiora Duang P a r ]

M b Furchors HAGE 1 r r
r Gue=t Eang, Drwg i a r LS | ey

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

Sohmes 1RGO0
Tervion Thirgee 50000

Tax  §6.06

Tacs: 55006
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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.

_ e i
iooeds frons Putiers Wiedges “

Hant i Sk

B -

Lidseny Filting w'"‘i'w

M
Mips Taccable

o Tacuaie
Tgearmampni Agom Cug
Combe IrewiLa ol laliring] chat

Tingaitah

Pr Sareons -Han

L E-X-

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. Lookup Item - Allows you to look up an item that has not been set up on the POS screen
layout.

2. Remove Item - User can delete an item from the order.

3. Delete Ticket - Will delete current ticket.
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4. Change Qty - User can change the QTY on an item (including making quantity
negative for a credit).

5. Discount Item - Gives users the ability to discount an item. Requires security rights.
6. Comp Item - Give users the ability to comp an item. Requires security rights.

7. 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.

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

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

item.
10. Quick Cash - One step process to close the ticket to Cash.
11. Quick Charge - One step process to close the ticket to Cash.
12. Close Ticket - Take users to a settlement screen with more closing options.
Bottom Row
13. Exit - Will exit the POS screen back to the main screen.

14. Change Price - Gives users the ability to reduce the price without using a discount.

15. Duplicate Ticket - Ability to create a duplicate ticket from another displayed ticket. This

is useful if several members are to be charged the exact items.

16. Multi Off - Used in conjunction with Remove Item, Discount Item, and Comp Item; when

(ON) users can select multiple Items.

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

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

promo coupon available to redeem.

19. Print Ticket - Prints the pay receipt ticket for signature prior to closing the ticket.

p.11



C- Retail POS Manual

Lookup Item
Allows you to look up an item that has not been set up on the POS screen layout.

1) Select Lookup Item.

2) Enter the ltem Name in the search field and click or
touch to select the Item.

Mame Price  SNU

OnMand|Avad
pdamson |, saco 1co0nces [
Callaway Ion e $000 10009 1065
Ohewvdarnd lron SO00 10009 10T
Mo lscn SO0 1000 1ar
W lron $000 100091071
Pingg hhon SO0 10009 100
Faytbor Moadke b $000 10009 100
T eevd b S000 100091779

Remove Item
User can delete an item from the order.

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

Remave [tem

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

User can change the QTY on an item (including making quantity negative for a credit).

1) Highlight the Item and click Change QTY.

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.

Entér a néw quantity

Discount Iltem

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

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

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 Retail 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)

2)

3)

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

Comp [tem

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?

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 Retail Areas manual.

Select a Comp reason:

Promation

Employes
Mew Year's Eve Long Name and Velume Discount

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

instructions.
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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.

2) Search and select the member or select Guest if this is not a member.

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

Ea

0 Mame Price
1 Footloy Pure Touch 15,00
1 Etonic Gloves £23000

1 Footloy StaSof Glove £22.00

1 Faatloy Pure Touch
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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.

Change Member

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

1) Click on Change Member.

Change

Member

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

e

s ke r {rrgueddr ol heww wr

Upcharge Item

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

1) Highlight the Item, click Upcharge Item.
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Upcharge

[tem

2) Enter the amount to override the price.

Enter Mew Price

50,00

Note: The amount entered must be greater than the item price. If you want to decrease the price
use the Change Price or Discount option.

Quick Settlements

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.

Quick
k Cac
pbie

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.
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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.

%%  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.

AT TS :
a
@ rkegration Set Sy Group: |G|:I‘

4 [B Membar Cetals Active Layout: |
@ Mesmber Filter Tob Payment: |
(B Guuick Ticket
B Sehduls Overrides
B Ticket options
+ 1 PoS G ¥ Alow Chock Infcat
E Tosed Ticksts Diefoul: FOS bo Guest Member
Hember History
—
- e Cesable Grabusty Buthon on Settement
® Pember Loskup Dsble Grabuty Proenpt with Cradt Card
-
S Open Tidsts Disourits Do ot Changs Sarvice Chargs
O Ticket List

Cio Mot Require Send Before Ext

+ Drares Membesr Favorikes Button

Grakuty Ovvernide: | (None) -
Hicks Depaanciant s in PPOS

| Hide Quick Cash

| Hide Quick Member Charge
Hiche: thoee Gt Ciae Eipllancce Butbon 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.
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Syrtem SN
dafid e by
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&
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e T Code i

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.

Home  POG5 Gof X0

= S N )

0: SR
Description: | Golf Shop Counter -
frena: | Gof [

BlscbosdID: 0

Poant; OF Sale Options

Temecut: | 120 POrS Grid Fonk Size: |0 Fiik ]

¥ Alloeer Chock Injiout ™ Exto Listener On Send

I Sock bn Fingerprint Only I Stay on Screen After Send

I ok Ok Fingesprivk: Only ¥ Suppress Quick Cash Prick

I Shock Out Confirmation ¥ Suppress Guidk Charge Print

I Display Open Drawer Button A Start ¥ Suppress Member Charge Al

I Ersbie Eiosk Mods

Tickat Ernplorms:
Mambstr Charge Payment Type:
Credt Card Payment Type:
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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.

Bagmarnity

- =l

S0,

-“
ENEN
ENEN
nm

fatt &
L 0
Boiws Do LT
Hregaton
_- - Cancel &=

$100

- o

Tender Keypad
Top left corner of the screen is the Tender keypad.

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

Ticket Totals

Cowver Count: o

Sub Total: $4150

Taw  §297

Service Charge:  $0.00
Total: $51.94

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

Mot Exempt

T Exempt

:'SIE st

| Tam £ 5 B pt

Options Include:

Not Exempt

Tax Exempt

Service Charge (SC) Exempt

Tax & Service Charge (SC) Exempt

3) Open Cash Drawer will open the cash drawer before completing the settlement.
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5) The pre-fixed values $10, $20, $50, $100 are applied to Cash settlement ONLY.

o | oo |10

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.

Paymenas

T faiie
Wamnber Oharge P05

Cgwts Lt

fob Totst 4150

Tee 5287

Gramsy: 5747
Berecn Choga:  §000
Totat F5084

Pt E5L04

Chissipe: §000

T ganon

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
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.
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Teoruhsd Faamian

1
| mm 'E*ﬁl'l.ﬁ'-: 5¢II.- -
B g
= <
Techen Toasls
NN
Carer {mant Q
- - [ TIE ]

Seriemens

Crabaty  BTAT
Farn Shargm B0
Tata ER1S4

Pac 551948

Thirge B

Haagason

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

Forudier

[

EANEEN
I
I N I

i

— =

e Delete All - will remove all settlements entered to start over.
o Delete Selected - highlight the settlement type you want removed and
select Delete Selected.

510,00
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Payments -
Type Amount
CREDIT CARD $26.94
Cash F$15.00
hember Charge F10.00

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.

Change Price

Gives users the ability to reduce the price without using a discount.

1) Highlight an Item and click Change Price.

Change Price

2) Enter the price (use Percentages as applicable) and click OK when done.

Enter the new price for this tem
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Note: The amount entered must be less than the item price. If you want to
increase the price use the Upcharge button.

Duplicate Ticket

Ability to create a duplicate ticket from another displayed ticket. This is useful if several
members are to be charged the exact items.

1) In POS ordering screen, select Duplicate Ticket.

2) Select how many duplicates you need.

| Duplicate Count

5

3) The system will generate the number of additional tickets that you selected in
the previous step.

— L | »
Kl B0
5 Name Price || |
1 Cleveland Putter $0.00

1 Footloy StaSof Glove £16.00

1 TM Golf Hat £15.00

Note: Use the Change Member feature to change the member attached to any of
the duplicated tickets.
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Multi Select (Off)/(On)

Used in conjunction with Remove Item, Discount Item, and Comp Item; when (ON) users
can select multiple Items.

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

Bl

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)).

Mult On

a) Remove Item

b) Discount Item

c) Comp ltem

Split Ticket

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 on all the ways to split an item
or ticket.

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.
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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 If the member does not have any active coupons the button will be
grayed out.

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.
Notes:

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

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

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

e See Print Preview as an alternative to Printing directly.
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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 FEB Area 7-1 125487 Administrative User
10008 Abbott, Ben M. Carlie's F&B Area 10-1 125488 Administrative User
001 Guest Carlie's F&B Area 11-1 125490 Administrative User

Click the “Member Charge All," button.

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.
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Member Charge All Confirmation

Some of the tickets cannot be member charged:

= 1 tickets are assigned to guest members

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

- @ ®

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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B W eed oups

Active | Sy Attachenek Categonies
B Chock 8 S Change Log
Wy Charge Settlement Trpes
S Custom Fislds Categeries

2 Merchank Processing Tokens
2y Everk Logs k
= Labe Fesy

% Locstions

2y Meal Periods

oy P S

P Thies

2y Mote Categores

LERAENARSAHNNAARER

Sy Tax Coxlla [harma

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

Caiba FB

HB&E e

I0: | ol FE

G -

Brear  Corle's FRE dres L
Blachboard ID: O
Pt OFf Sale Oplard
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

™ Clock Cutt Fingerprin Crly F Sgppeess Quick Cash Prik
ok ot Conffirmation I Suppeess Qusck Chargs Print

T ——
[T Enasbs Kook Miods

Ticket Emplorree:

Mamber Changs Payment Type:
Credt Card Payment Type!
LT

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
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preferred tables, foods, drinks, allergies, etc. However, Retail Areas may use this feature
to enter tee time preferences, shirt/shoe sizes, etc. If member preferences have been
added, 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 2 ]
Type: Cowpruatn Goll Junics j
Wn Balt §0.00
62 pie ol age

uthelay 1006

Wiermber Prefoerences

=y
£
E=

Lagly Maoaning Tee-Tims Toe-Time Prefsence
Large Shirt Sire

Delete a Preference

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

bdernber Preferances

Eantby Bt riinag Towe-Time b T Timmer Priclid
o

Lange

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.
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Proference

12
Early Marning Tee-Time

Lange

Ak Preferense

Ctmgyiry
Shirt S d
Tews Tomie Fraferomese
Lo SRR

it Preipime

"9

Spacebar

Cancel

Change Preference

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

add the new preference from scratch.

Preference Categories

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

Add Preference Category
Club Rental

Aaanaanonn
AnanEnnnan
s [o[e[o [w [ [ [

BOENDOEE o M
. TR O

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.

o: 2

M Bal: 000
52 g of g
Birthday: 10/6

Type: Conposate Goll Junios

Birthday: 10/651354
Echuberrental com

Book: $83.33

MarnDer Higtony

1282006 Golf Events
128671 1/28/3006 Men's Die Hard Credit Offset
128600 17282006 Men's Die Mard Voucher Package
I24538  11/07/2005 Git Cert [samed

124538 11AAT/2005 Prowlay Shivend

124538 11/17/2005 Tithest Pro W 1 Shevwe

174354 11742004 18 Haole Cait

12435 1L/7A014 15 Hole Cark

124554 11/7/2004 Family 15

_iof”

S1.07 Aadmimitrathor Lo

S214% Administrathce User
[(521.45) Aadmimistrative User
S15015 Admimstrative User
S5000 Jim Gamble
S19.7% Jam Gamble
S12065 Jam Gamble
2257 Malm et iat bie Lsei
82257 Madmimisirative User
SAR X idmimistrative Uiser

-n =] :

Notes:

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

Member History

FA01S Tatkewt Pro W 1 Shemee

10001 1060

0

[Titkeist j'
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From and To Dates - enter the start and end date to narrow down the
search.

Enable Multi 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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Ticket DateSold  Sales 1tem
125120 F18/3016 Associate Round

124611 17373014 Goll Events 3 Administatees User

124641 1AE Men's Die Maed Credit Offset Administratiee L

1M6F0  LAAAIG Men's Die Mard Voucher Package Fre #y RESLES GRS L8 B Administrative L
124538 117015 Gt Cert Issmed ) . Jim Gamble
1453 1175 Provly Sleeve Jim Gamble
124538 117015 Titheist Pro WV 1 Sheeve Jim Gamble

124354 11773014 18 Mole Cant Administatiee Lses
124354 10773014 18 Hole Cant o Adminisatiee L

124354 11773014 Family 12 Administealee Ly

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.

Sy Ares Groups

'Ly Attachement Categories

2) Select the applicable Area.
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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.
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Print Preview - Pay Ticket

e Select Print Ticket from the Close Ticket screen.

Prirt Ticket

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

b)

email address on file to function properly.

Print & Email - Prints the ticket and emails the member a copy of the
ticket.

Print - Prints the ticket.

Print Preview - Pay Ticket #12548

|
|
et 123405 11710/1¢ 4:13 PR
Carlie's Staff-L. Usex

Grand Total!

ibba, Abba

(@)
g

o O p
Print

Print &
2 Q@] f
|

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

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).
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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.

2) The Print Preview - Settle Ticket prompt will display. Same options as Print
Preview - Pay Ticket are available.

Frint Preview - Settle Ticket #125485
- (g ©

Vizayard Golf Club

Tkt F: 12548% YLFL0/16 4:20 PR

Carlis"s Fib Table: &

Area

Covers: 1 Btaff:Administcative
n.

CR541) Abdsa Abba

1 Basker of Chips $¥.95

Jub Tocali §3.95
Sarvige Charge: §0.79
Laditiczal Gratuity: §0.00
Tax: §0.34

Tokal: §F5.08

EIESTR CHABGE: $5.08
Change Due: $0.00

IF543] Abba kbiba
Remsining: §1,196.05

Service chargs remaina propecty of
the Club, mot the employes

© 0 O F

Returning an Iltem

To return an Item,
1) Open a ticket for the member that is returning the item.

2) As explained in the previous section, you will click the History button in the
Member Info area of the open ticket to access the Member’s purchase history.
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Smith , Mrs. Gale ).

n: 2 -
Type: Conposate Goll Junoa

Min Bal $0000

B2 e of sge

Binthday: 10/6

Birthday: 10651354
T
@elubessanlial com
Book: $83.33 -
| ¥]
I——

3) A screen with the Member’s Purchase History will display. Search and select the
Item being returned. In the example below, the customer is returning a TM Golf
Hat purchased on 10/27/2016. Click OK.

nber Histony
Ticket  Date Sold Sales Price  Sold By
135437 10V2772006 9 Hole Cant 10000 1032 1026 Acdminitsatie Uker
135437 1OVATANG Clweland Putter 100001 ¥ SO0 Achmintdsathee User

15437 10272006 Footloy Statof Glove $17.14 Administrative User

TR A6 T Gol Hat 10000 2570 S60T Acdministeative User

1| 2] s]a]s]e]7]s]olfol]
-“--nnllﬂ-
(A ]sfolefoe]ml]y ]|
=n-nnn--“

4) The system will generate a new ticket with the credit for the returned item and

the user will close out the ticket as normal. The Close Out screen will display a
Change amount instead of a Balance Due.
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Srnith , Mrs. Gale ),
(- &

Tichost Tolsls
Tiowes Coant [
S Weask  F15.00
T f-LO7

bty LLRe
Terwin Croige 5.0
shat  -16.07

Pt 5003

Fuld ul Fle0?

!If

|_ Subreest 1500
Lirach Chirgee  S0L00
== 1807
Feaet 1607

5) Issuing the refund can be done several ways depending on how the customer

would like to be reimbursed.

Cash Refund - To issue a cash refund, the user would simply select the Cash
settlement button and hit OK/ Print and Done.

Aregasnt
§+1£.07

Tichket Toaay

Lo Dot ks

Coraturty i
) s
51607

Test

LBty
P §-0607

Credit the Member’s Account — To issue a credit to the member’s account, the
user would simply select the Member Charge settlement button and hit OK/Print
and Done. In the image below you’ll see that a credit in the amount of the
returned item is issued to the Member’s account.
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Credit Book — To issue store credit to the customer, the user would simply select
the Credit Book settlement button and hit OK / Print and Done. In the image
below you will see where credit book was issued to the customer in the amount
of the returned Item. The customer may apply this credit towards future
purchases.
Type Description Date  Amourt
ol B8 18 Hole Moer Crisd A% 2 2000
[ Ein:-l!.!'lﬂp LiadiA012 {4l ]
Expied 128130012 00
Eapaixl 12303002 00
T Gl LVIWAD1E (SR04
CreditBook ot 1100 L1000
Croxlitfionk Lraxlit 100/ 201% L1000
etk Tisdt Crixclit LR 014 SN0
CroditBook Coadit SRS L2500
Imvaice Gl 1/17/2015 (S19066)
Ninvaricre Gl 1AT/3005 [$hE ]
CorditBook LConndit

e ————
Gtk

LT b L £100.00

Cresdit

1030/ 3016 41607
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Rain Checks

To utilize the rain check feature you must first create two ltems; an Item to Issue a rain

check and an Item to Redeem a rain check. These items are set up like any other Item

in the Manage Items section of the Items Module. (See the Clubessential tems Manual

for instructions on how to create an item) Then, you must select these items in the Rain

Check Settings of System Settings and enter a default expiration day count.

1) To access the Rain Check Settings, navigate to System across the top toolbar

and select System Settings.

Membership  POS —

=y Address Categories
orting Dashboard o

£,  Aress
%y Area Categories

2y Area Groups

2) Select Point of Sale on the left pane and apply the Issue and Redeem Item under

Rain Check Settings. Also enter a default expiration value in days in the

Expiration Day Count field.

::i Sibeth Sellings X
| L]
- -8}
_I'."' el Dy St Tievetn
"o Acoountneg
-'E_. Adttarid Parralis
Vo Actoaritd Rbcetvalis
B Ernployes
il Gus Bosi Settins

Batch Typer

Event Ded sl foes

=
» B
b S Partier Produti

iy Selrvicenl

R Chschl Settings
Isoum e
L:pcdens o

[Eocpr i Dy Coaard

Fus CorFugpur i,

Tom =

I.F-.'M ron

% 1<

(Mare]
¥ Deplyy Sest Types

™ Merder Privt Lags

P Ciiplay Event Ticksbs

=] Aa g oam it ally Ered Shatt O Mt Doty Chock-ln
I Preet B Baciorourd

™ Babo Defonst Modifier

[T Promet Ve Count

™ Babo-Rmstart On Harde Erme

™ Do not coloulabe rvantory on grid

e B Oresck,
Pncimrraend| L unch

5
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3) Most clients place buttons on their POS home screen for the two rain check
items. This is optional as you can use the Lookup Iltem Feature to look them up
when necessary.

Woods Irons Putters Wedges

Lessony Fitting

Misc.

Misc Taxable o T ke

Tournament Acorm Cup z‘;a:ﬂr:aﬁf
Hnke iEABonN Together

Pro Servces-Man

Issuing a Rain Check

To issue a Rain Check,

1) Open a ticket for the customer as you would normally, select the Issue Rain
Check button (or look up the Issue Rain Check item using the Lookup Item

feature), the Issue Rain Check Window will display as shown in the image below.
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[esue Rain Chack

Dretails

o am
Geoifer |:'L Inl
Purty |
eorr: (RN 1 [2017
o B
9,9
9,9
E 9 18 = Yes Neo
St Appdy st

2) Fill out the details of the Rain Check Form.

a) The Golfer Count will default to 4 but you will use the Up and Down
arrows to select the number of Golfers.

b) Enter the Party Name.

c) Enter the Expiration date — The expiration date will default to the date as
you determined in System Settings as the default number of days to
expire. The expiration date may be overridden by simply using the Up and
Down buttons to change the date.

[ssue Rain Check

Details

Galfer 4_
Party Gale Sm ith|
©-- EXKAF o

Q Q)
O[O
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3) Select whether the Rain Check is for 9 or 18 Holes and if a Cart was used or not.

Round Cart

© 9 18 * Yes O No

4) Select the number of Golfers the Rain Check is being issued for. (Notice that the
system only allows a maximum selection of 4 because the Golfer Count in Step
2is 4).

Selection

1 £ 2 v 4

5) Select to apply the Rain Check as a Group or as Individual Rain Checks.

a) If Group is selected - The display window will appear as shown below.
The user will have one, 9 Hole Rain Check for 4 players.

—

3 - b 4 - plagert

Delate

[ dual

b) If Individual is selected - the display window will appear as shown
below. The user will have four, 9 Hole Rain Checks for 1 player.
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6) Once the rain check details form is filled out, click OK.

7) A S0 rain check item will display on the ticket and the user will close the ticket as
normal.

Smith , Mrs. Gale J.

-

_ Subdokal:  S0.00
Service Charge:  §0.00

[ More Dovn | 5000
Totak  S0.00
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Redeeming a Rain Check

To redeem a Rain Check,

1) The user will open a ticket for the customer as usual, click the Redeem Rain
Check button (or look up the Redeem Rain Check Item using the Lookup Item
feature). The Redeem Rain Check window will open and any rain checks that
have been issued will display as shown below. Select the Rain Check being
redeemed and then click OK.

Redeern Rain Check

Fearch |

I  Hame Holes  Cart ration
21 Gale Smith 1 9 T 1032007
22 GabeSmith 1 9 T 1073072007
23 Gale Smith 1 % T 1043072017

2) A S0 redeemed Rain Check Item will display on the ticket and the user will
close the ticket as normal.

Subtotal: §0.00
Service Charge:  §0.00
Tax 5000

Total:  $0.00
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Credit Book/Gift Cards

Credit Book and Gift Cards are explained in separate documents. Please see our Credit
Book manual for more information on Credit Book, and please see our Gift Cards
manual for more information on Gift Cards.

Bulk Entry

Bulk Entry is used to quickly charge the same Items to more than one member. For

example, a tournament entry fee, lessons, or clinics.

Creating a Bulk Entry

To create a Bulk Entry Ticket,

1) Select New Transaction to open a new ticket as normal.

Mew
Transaction

2) Inthe Member Lookup screen, rather than selecting a single member, you will
select the ‘Bulk Entry’ button (located in bottom right corner). Selecting this
button will allow you to select multiple members. As you click on members they
will list in a window in the top right. Once you have selected all members to be
charged, click OK.
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ST

il Hame Blpember Humber Member Type Age i [rutry Biarsbary
A THST 510 Sacl 16 @ .-ﬁ'-_ i
Abba, Al 541 Congrestatie Goll Rurics [1] Abba, Ak
Abbott, Ben 10006 D Corporate Goll 17 [ 5mith , Gale
Abbaott, 5 hayme 1000C Dep-Conporate Golf 14 @ '-\[14'“-“'-1- Ancly o
Ackerman, Cartes raan Diep-Social 1 i B
Aar kv s, [y 400 Doep-Sencial 15 /
Ackiman, Brandon 404 Sp-Socil @ o
Ak N 13
:ﬁ:ﬂﬁl’iﬂ:{ 549 Corporate Goll 'un.?: @
Aupuinre. Collette 179 Diep-Dieferred Gol 17

Yy ¥ pea v [ e an

---ﬂ-ﬂ-ﬂ-ﬂ
-ﬂ-ﬂﬂllﬂ-

3) Onthe open ticket screen, notice that the ticket opens under the last member
selected in the Member Lookup screen. Select the Item(s) to be charged to each
of the selected members. Then, you have two options to close the tickets.

& T 115
LJU'TIS. '-n-..’-y wa ki

_ R e - .

fareicn £ ..-q.. :'-.

Tartat I.". '\L

a) Quick Charge - This option will quickly charge the accounts of the
selected members for the items ordered all at once.
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b) Create Tickets - If you would like to open the tickets so that you may add
additional items separately and close each ticket out individually, you will
click Create Tickets. A ticket for each member selected will appear in the
open tickets screen. Click to access the individual tickets and close each

ticket as you wish.

ID  Full Name Ticket #

2 Smith, Mrs Gale |, 125451
541 Abba, Abba 125454
2 Smith, M= Gale ), 125455
544 Adams, Andy 125456

v

System Tools

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

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
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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.

Employees have 2 options when clocking out for breaks.

1) Select Clock Out on the main POS screen.

MNew
Transaction

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

Would you bce to end your shit?

“ @l @)

2) Select Options on the main POS screen.

Transaction
[y ck 1D

Select Clock Out and hit Done.

Options

12016
m Begn  11/1/2016 10:51:13 AM

End  [Mot Set]

m
-

End Shift

PR Shutdown

e [$0.00

) (e O]

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.
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Select a job code

Cancel

N

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.

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.

Hm ! @
Transaction

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

Options

(& _jp

Begen  EBO0M01E BATO05 AN
Endl  [Pdart Sat]

Clodk Cut
End Shift

Shutdosm

Tes: [$0.00

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

Report Start: 10701016 O0:54
Repert Cnd; 11/01/1¢ o9z08

Primt Date: 11/01/1% OFz08

Shift Sowsary:
FEB- Foodivuvunannnananans 2.32
Folf- Hard Goods.. ‘e
Fubtotmle. e eaninn

Tocal THXES. cuviuinas

Total Tervice Charge.....
Toral Tips...cususunananans 0.00
Faysents Bec'd....cocanan 30.21
Ticket COUBC..cicicansaansnnn z
Torsl COVELS..cucicacsnansnns 1
Avyg per tioket..cicacanan 15.11
AV PEE COVELD. c.cicananann 30.21

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

TipP(2) cccvununsnsnananans 0.00
Orher Tipd....cociceccacas 0.00
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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.

el 11/1/2016
“ a0t
';Sﬂﬂ.l'zmﬁ
8/26/2016

“ sr2a/2016

Ery

Shutd e

e $0.00

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.

b : @ Tickets
Transaction
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2) Select the End Shift box (Clock Out will automatically select itself when End
Shift is selected). Select Done.

Cptions

Begen  E/30016 83705 AM

Ersd  [Pdat Sat]

| 1

Shutdown

Tips:

Done @ Cancel ®

Options

Options

o

Begin 117172006 85450 AM
Erat  [MeqSet]

End shift 44
Shutdewn

o

Tips [iﬂOﬂ

o) EE)
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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.

| Pririt Preview - Tirmesheet

r."-*."_

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

The tip amount will then display on the main Options screen.
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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.

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.

MNew

Transaction

Cancel

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

End your shift

Wiould yau like to end youwr dhift?

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 '.Iy

&&&

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.
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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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