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C- ETS Credit Card Transactions

Overview

In this guide, we will discuss the proper rules and procedures to follow when settling a ticket to
Credit Card and ETS is the Credit Card Processor.

Use Case(s)

When the Server came back to return the Member’s Credit Card to them after settling the ticket,
the Member indicated they were so sorry, but had meant to use a different card, and wanted to
know if it was possible to change the card that was already swiped. The Server made the
change. Also, at a nearby table, a server inadvertently dumped an entire tray of food on a
Member that had just paid via credit card and was leaving. The Manager refunded the Member
their entire order. At the close of the shift, all Servers reviewed their ticket screens to ensure all

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

Getting Started: Important Rules to Remember

1) Once a card has been swiped, ETS does not allow the user to add items or increase the
ticket total. However, a ticket can be reopened to void items or decrease the amount but
not to increase the amount. This includes tips; if the server forgot to add the tip there is
no way within the POS to add it.

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

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

4) If the club is set up to allow additional gratuity, there will be a 2nd step to finalize the
Credit Card process. It is important to remember that ALL Credit Card tickets must
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complete the 2nd step even if they do not have any additional gratuity to add to the
ticket. Accounting will not be able to post the batch if the 2nd step of closing a ticket
to Credit Card was not completed. Please refer to the Closing Ticket to Credit Card
section of this manual for more information.

5) Credit Card batch close out procedures are communicated by ETS to the club; if the club
does not know what time daily credit cards are processed, please contact ETS.

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

POS Common Tasks

Closing Ticket to Credit Card

To close a ticket to Credit Card within the POS,

1) Inthe POS ordering screen, select Close Ticket.

Quick Cash Close Ticket

Charge

Print Ticket Split Ticket

2) Select the Credit Card Settlement Type.
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= =

Ticket Totals

Cowver Count: 1
Sub Tetal:  $10.00

Tae 5086

Gratuit:  50.00
Service Charge:  $2.00
Totak: 51286

Paid:  50.00

Balance Due: 51286

Cancel

3) Select OK (or Print and Done).

Tervder Fayments

| [
I N N =
o]
Tick#1 Tatsls

i
Ctrai Cout: ]
r Sub Totak 510,00
- . R—— Gratuty:  S000
s100 §27. e

Totae §I3ES

Cetdements
Fad: 50050

Balance Do SI2EE
Mragaticn
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4) Swipe the Card or, select Continue to enter the card manually.

Card Processing |

Card Processing...

PLEASE SWIPE A CARD or press Continue to
manually input card data.

[ Continue ] [ Cancel

]

T el Lyl i i

Additional Gratuity Prompt

This is the 2" step to processing a Credit Card Transaction and where the user enters any
additional gratuity. Remember, ALL Credit Card tickets must complete this step even if they do

not have any additional gratuity to add to the ticket.

1) After the card is swiped or entered manually, the ticket is sent back to the main Tickets

Tab highlighted in yellow.
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Tickats

001
157-2
TO7-2
157-3
157-2
0o

Full Name Area  Table Ticket # Server Name

OHIYGIRL 3COUTS OF Cafe [Quick Ticket] 26615 Administrative User
GLIEST, ACCOUNT Lounge [Cuick Ticket] 27904 Administrative User
GUEST, ACCOUNT Lounge [Cuick Ticket] 27905 Administrative User
Ackermann, Angus Lounge [Cuick Ticket] 32279 Administrative Liser
Takas, Ably Lounge [Cuick Ticket] 32280 Administrative User
Ackermann, Angus Lounge  [Chuick Ticket] 32597 Administrative Lser
Ackermann, Angus Lounge [Quick Ticket] 32598 Administrative User
GUEST, ACCOUNT \ Lounge [Quick Ticket] A2806 Administrative User

Cafe Table 2 -1

E
@ichael Christensen

37462 Administrative User )

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

Enter ticket gratuity (Total: $0.01)

“

Do not process
Print settle ticket on dose

3) Enter the additional Gratuity amount (the user can either use the percentages or

manually key in the amount).

To print a receipt showing the added tip, select Print settle ticket on close.

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

Click OK to complete the transaction.

If there is no tip to add, simply select OK to specify a SO tip.
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Enter ticket gratuity (Total: $0.01)

Do not process

5

C Print settle ticket on dose

Notes:

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

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

Delete/Refund Credit Card Tickets

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

Note: Credit Card tickets that are deleted within 24 hours will be automatically refunded. If
Credit Card tickets are deleted after 24 hours, they will need to be refunded through ETS.

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

System Tools

Locked Tickets Open Tickets Closed Tickets Items Reports Utilities About
Search

Area Member Server Member # Ticket Table

Cafe Worker

3) Highlight the ticket and select Delete. The user will be prompted, Are you sure you want

to delete ticket #XXXXX? Click Yes.

Clased Tickets

GLE ST, ACCOHLINT

Cale Roberts, Billy TMAT [Guick Ticket] 10/19/A0016 T35 P 10193006 7-35 PM
Cale Balin, Kesth Cale Wosker ot 1019016 T10 P 1092006 T:10 PrA
Cae GLEST, ACCOLINT Cabe Woaker Dilete tickes wel] 10/05A016 BT P 10/15R006 G:A7 PR
B i i s, e e Wk 14T
Cale Herzog, Thomas Cale Woakes ot 1192016 44 PR 107192006 645 P
Cale GLEST, ACCOLINT Cade VWoaker oot 1019006 63 PR DOAT92006 Ged3 PR
Cafe Richeit, by Cabe Woaker wet] 10/ 057016 B30 P 10715972006 G40 P
Cale Baneil, Lew Cafle Woaker ot 1015006 12 PR 10/ 192006 Gl PR
Cale Lichtuen, Gavas Cale Wosker ol 1019006 &12 PR DOA 2006 612 PR
Cale Schosmy, letiney Cabe Woaker wel] 10/05 006 B11 P 107197006 611 PM
Cale Cim pelio, Peter Cafle Woaker 0 Sewns e i oek] 1015006 10 P 10152006 10 P
Cale Vanufean, m CabeWosker 795 AT [k Ticket ] 1OFIS0N6 G0 PR DO/ 192006 600 PRA
Cae Ediclleman, Mike Cabe Woaker LT TG |Cuick Ticket) 10/ 15016 B0 P 107197006 608 PA
Cale Cafe Wosker 7 AT40% [Quick Ticket] 10192016 G0F PR 104192006 607 PR

Reopen a Credit Card Ticket

Al sl Gabeae L

(il

Utlities

ArEF Takde 2

If a user needs to reopen a credit card ticket to make corrections, remember the user cannot use
the Credit Card Settlement Button again. To reclose a Credit Card ticket you must close to the
Tab Settlement Type; this will send the adjustment amount to ETS with the difference between
the first close and the second close. It is also important to remember that you can only reopen
a ticket on the same day as the transaction.

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

System Tools

Locked Tickets Open Tickets Closed Tickets Items Reports Utilities About
Search

Area Member Server Member # Ticket Table

Cafe Worker

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

Loshoed Tickets. Open Thiets Closed Tickets e Heports. Utilities About

1rdGd Table 2 ROV ASAONG eRd A N0/ ARG T d AR

Cale Runberts, Billy Cale Woaker Gy 3T s Ticket] TVIHAOG 55 P 101906 7255 PM
Cale Barifin, iisth Cadin Winaker oet] 10V G 00 P 10906 700 P
Cale GUEST, ACCOUMT Cabe Woakes Re-Oipen ticket confirrnation et 1OV 006 AT PR 1OV19/2006 64T PR
B o I B e B DD S B D T i el B
Cale Herzog, Thomas Cale Woaker srauid et Bk vell b rem v B 0 o B, R oet] 10710 TG Gold PR 10P1 97306 GoAS PR
O D @ Bkt chungt Camvea e sl St O e
Cale GANSTACCOUNT  CaleWoskes ot i - o ! set] LOVLHIOLG 643 PR LVIHZ0L6 G4 P
Cale Bickert, Jeremy Cale Woaker oet] TOVLS LG G PR LOVLS AL G Gobd PR
Cale Bansil, Lee CaleWoaker et I IH 006 612 PR 100192006 612 P
Cale Uchtisen, Cirvin Cabe Woake oet] 1VEHIONG 612 PM 1OVL20L6 612 P
Cale Schoemy, ketfrey Cafe Woaker et] TVIGANE 611 PR 1OCTSAG 611 P
Cale Cam paslle, Pstier Cade Woalker 2 SrsEs pAEE o] DOVE 90 6 G0 PR DOV B30 6 610 PR
Cale Vandean, ks Cabe Woakes s 31T sl Ticket] VISHING GO PR 1OVL A0 G 609 P
Cale Edidleman, Mike Cale Winaker 976 ATAAG pusc Ticket] PO 06 Ga0E PR 101906 G0k P

Lairgl, Chirs Cabe Woakes EEY 35 [heck Tacket] TOVEROL G 607 P 1OVLIS 2006 GaOT P

4) Navigate back to the main POS screen, select the reopened ticket, and make the
necessary corrections. When finished, select Close Ticket.
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5) On the settlement screen, select the Tab button (located on the keypad under the
Exempt button). The Credit Card information is stored on the ticket so the user does
not need the Credit Card to reclose the ticket. Click OK to re-close the ticket.

Tender

Notes:

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

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

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

Use the “Charge Tab" Function

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

Card Processing

Card Processing...

PLEASE SWIPE A CARD or press Continue to
manually input card data.

[

O]

L
(0
EEEE

CIECC0]
EIC )

|
|
I

I
l

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

Quick

Quick Cash

Charge

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

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

e |If the client decides to use a different card, please refer to the Change the Credit
Card After the Swipe section of this document (Next section).

Change the Credit Card after the Swipe

If a client decides to use a different card after a card has already been swiped, please follow the
below instructions to remove the first Credit Card and swipe a new one.

1) Navigate to the Close Ticket screen and select the Credit Card Settlement Type (Do not
select the Tab button).
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il
Ele2lw]le|w
=N L=

2) The system will prompt with the below warning. Click Yes to change the Credit Card.
Select OK (or Print and Done) and swipe the new card.

Do not charge the Tab |

a1 credi card has slready been captured For this ticket and can be
'-.\ /.-' charged by clicking the 'Tab' button on the close ticket screen, Are
= wou sure you want to use a different settlement bvpe?

Yes Mo |

Note: The swipe prompt will not populate until OK or Print and Done is selected.

Common Troubleshooting Tasks
Tab Payment Button Not Visible in POS

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

Membership  POS | System | Help

@ Help videos 7

\'@ Syskem Settings
| % Address Categories

Q.} Area Categories

\'@ Area Groups

@y Attachment Cateqories

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

Wy Areas X

Hame

| L‘.ﬁ’ x "'-QV \'@ D @} Search: = Mw::d
Mew Edit  Delste Export | Refresh Clear Fiker Active gt
D & | = || Hame a | = || Quaick: Tickat | = || Settle Ticket 1D | = || Active Layout ID Screen Group Fie =||RPCS |-
E (=]
1 Admin L1} Adrmin
28 Banquet Member 0
29 1]
33 Bar 29 Din Rm Layouk Main FnB with Pics by ...
age Lol T Lrwnng Fom EGster Beverages
27 Carbe's FBE Area 29 Duny R Layouk: Main FnB with Pics by Carlie
24 Carbe's Retal Ares 3 BR Pasta Buffet Golf o
4 Club Functions Balroom 29 Balroom Easter Easher Buffet New

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

correct ETS Key.

oAreas X

Homa By X

HEE % e
« W duas Sebup
bl foea Growws |
£ ] Medd Perinchs
2, Sattlement Overrides
w (B PO Options
[ETIE
[B Inkeration Sertirgs
» (B Member Detals

Aea Infiormation
Mame: | Bar|
Desoription:

FOS Type: & Frg  Retal

Bres Category: |Food b bey

Screwn Geoup: | Main Fril with Pics by Carlie

;I Manasger: | (Mone]

ctive Lyonk: [oin P Lavout

- Dwiplay Cwder; |89

[ Merrber Fiter
B ik Tichat

B oheduie Overmides
3 Ticket Cptions

f Tab Bayriect: [Crade Card - FOB

4) Lastly, be sure to select Save & Close.
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Unprocessed CC Trx Error When Posting

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

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

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

Al

POrS Btk Pompdere Tagmmry
Paadh oyl Wby P (e

Hacipey Dot ILTGANE

7, ¥

FREVIEW OHLY

QAL Poshrg

A el Metut el

di 11 Opsaning 47 B 0D

B 1 AT slesime g TR B30

i ITHE SC Saten Tms Pagabis o Tl

g FTHEED L Emimer T Pl (i B 0D

2 Vi, Courty Haphaliy T g 00 0148

i e o S La Carte 41033 T

(5 Bl e Sk L Ll i Fi&

i 8510 Lepsw et La Dale =i B = il

R e ke e Ly Lt EE n:w

1 ) sy bt =i 584 08

Punibarsg [ okl nnem n.nan

Tick e Dartady

i Hesde Ll Cimdd

Espbinem Rsi 8 e L s L] T Totd  Dhige Ly Codl  Baok GG

] B
BN 4@ |GAMITT ADECR)  MEIT) 7= [T ey F ] (] [T (13 [EE] B [T
B omi e AP AR b FER duim i FEEC duiFé F T Fiide o i [ oo
o i el P ASE R F R Bl i e 5 FEE (A0} F T [ LE km [0 Jam
B omi oA P A E L L FHE da i (o FLE i sk [T {KER] [ o
B omi el Ar Al O B LR Bl i i FoE FELE s FibH ol [ Jaim
L FE NS ELE= S TR FEE B i (o i i daoh [ L3 1] km [0 $aim
BN oai el AP A OO ik FRE . B i T dak {18 dhah {1 (R [0 Fadm
 FE N ELE= S TR i@ H B i 1] dak (IR dhah [ 1] ol [0 Faim
B oo (lemldPART O BEEES - i i FLE (k1 dah [ 1] ol [ Faim
= FELLF S P oS L] E L E] b i fE P daia Bl ¥ i B Sl

i 1) E 0] £ dh i 1] ¥ il i o p T

§, | M e Pvemns math urprodeieed condit Cond rafeactond _J

How to find the Ticket

1) Go to Membership, Approve Charge Batches, and then expand the batch with the error

by selecting the + sign to the left of the batch. All tickets within the batch will be

displayed.
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IR e e e T e e |
Home (4140} Lounge
TzXEe 20 9 9@ 9 9 !ﬁ @ s
Pimmea ik Delate  Export: Mnaui'l Closr Fiter  Acthes | Post Bastch  Edit Bshch Dabe  Rsfresh GL
Transacton Cute = %) Baboh Control Numbsr = (7| Aok Posted Posted Date Batch Locakion (= Lagt M.-edl:-aee Brevoion B
o} 10j20/2006 2301841 (40.00) Food & Berw 1052072006
= 10j20/201L6 SI0LE40 $£53.34 Rt ad 1002072006
53] 107192006 SJOLEFD 01733 Fosted] B Bt 100192006
: 100192006 SM0LE3E $EI2.00 Rt 1001972006
= F 1018/ 2016 SIDNNAT $101.36 Fosod & Bew 1018,/ 2016
Tetal Open += Posted  BlledDate  Descriphon  Member Mumber Settemert Type  Membsr Mams Restoicted I
s 10f1L8/2016 Cafe B3 Member Charge Fiehowicz, 11, John 3
140 10fL8f20L6 Cafe 240 Merrier Charge Faker, Tom 3
=75 10182016 Calw .z Marriser Charge Sanbora, Johh 3
$1.50 10/1 82016 Cafs T Mevniber Changs Kk, Dugridd 3
$1.50 10f120LE Cafe L] Member Changs Cromthes, Chales k|
§5.00 10/18/2016 Cafe 764 Member Charge Thaomas, Cuniel 3
.35 10f18/2016 Cafe 1S Maemmber Charge Esselen, Lason 3
$4.15 107182016 Cale T4 Marnlstr Chargs Cirngesla, Pelar 3
$1.40 10/ 82016 Cale 592 Mernlsér Chargs Hyland, Dunid 3
§1.70 10f10200E Cafs L% Member Changs MoClay, Jobn 3

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

S R e P U
L] (1 Louwnge =
e Edfit  Deslste Rafredty  Clear Filter  Actihve | Post Batch B Bstch Date  Rafresh GL
Trargaction Dabe v El-ell:h Conlrol Kagnker = Bt Poshedd Frystan] (nitn Batch Location Lant Modtied (Hﬂ:l Trwigicn B
I Ifz0f0nd Soigel [ teXal}] Fooed B ey [LTF el ]
it IZ20/2086 SMI840 55094 Rostad LOf20f0L6
o 101972006 5X01832 117,33 Froszed & By L 12f0LG
iz 92006 SM0195E 2,00 Rated gkl rel ]
10/18,/2006 SI1837 $391.36 Foosd & Bew 10/ 18,2016
Total Cpen = Fosted Bl Conbe Dee-pcriphion Membesr Murnber Seltlement Type Member Mame Hestricted 1D
$335 10181206 Cale =23 Pt e Fishowacz, 11, dibe 3
$1.40 10/18{2016 Cofm 40 Mk Charge Falter, Tom 3
=75 10182016 Cofe bals Mk Change Sk, M 3
$1.50 10182008 Cafe 0 M Cheafge Exshresn, Do ¥
f1.50 10/18{2004 Cofm [ Mk Charge Crowithes, Tharles b
$5.00 101206 Cale T Bk CFose Thexrua, Dl 3
Has 101842008 Cofe 1015 Creadt Cord - P28 Esalan, Bason ]
0% 10182006 Cofe ] Marmbar Chargs Cirrpel, Paber 3
$1.40 10181206 Cale [ Pt e vlared, D] 3
$1.70 1013206 Cofs 198 Member Chosrges Moy, John k]
3480 10182016 Cofe L] Mk Change Walartn, Jay 3
$1.70 10181206 Cofe &7 Mo Chiarge Suhiraacter, Machassl 3
f1.78 10/18{2006 Cofm 20 Mk Chorge Eobireon, Jeff 1
] 115206 Cabe L] Fiernkn Chuwge Walartn, My 3
o ] 101842008 Cafe bLulh ] M Chaafigs ERectt, Todd ¥
3 T kTalhT S i A At ot e geakion_ Banon |
20
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3) Double click on the ticket to see what Server has the ticket. (Do Not select Edit

Invoice in POS.)

Home | (SISNCele x

HEE e

Erevare Dasbe | a1 - Sy Tokal a7
[es s 000
Prorbd gt | . = 15 ek o
Ervsmie Bt SMEIT PS5 Tucked W Sarvice {hae pe 000
i o
s Hatrerer, B
Charped By e sty 0.0
Deprphor: SRRy Total o
i P 000
% et Ak Report | (8 Vew Ticket B Vs Irvvoice BatchReport | (B Bt lwoss InPOS | e =
E : . - - = = :
_'htl Tet W Svo Dk W T W Doty il i
B i e Hun Bl Mook Mk
397 S0.00 3078 E R TS

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

Card Swipe ID.

Home | Haberer, Brian  x

4 @ Employes Sshup
i Groups
i Job Codes
iy Persons
4 5] Commncation
%, Physical Address
Wy Emal Addrecs
Ty Phone
% Messages
Fl i";. ety
.[:,, Press
& Depertments
& T
4 gy Other
iy Athachirents
i Custom Fields
T MNokes

(> S I 0 JRCON?)

Emplyes Information

Fst: Q)
Emad: |[haberesbrisndigmad. com

Phons:  |(513) 2255544 ]

™ Salind Employse

L

=

Username: | 604 G,

Pasinord:
Card Swipe ID: | | 604
POSPRE |
Piryrcll D
I Trainirsg Mosde:
I Acoourk B Locked Out

Pascword Sacurity
™ Password Expared
Password Last Changed:
Pasword To Expirs:
Firsk Losgin

Last Loginc

B0 1:04 PM
LZPES201E 1557 PM
LOY1B 2006 B:38 PM
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5) Using the Server’s Card Swipe ID, sign into the POS.

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

Gratuity prompt.

Tickats

1D Full Mame Area  Table Ticket #  Server Name

001 OHI/GIRL 5COUTS OF Cafe [Quick Ticket] 26615 Administrative Lser
001 GUEST, ACCOUNT Lounge [Quick Ticket] 27904 Administrative User
001 GUEST, ACCOUNT Lounge  [Chuick Ticket] 27905 Administrative Lser
157-3 Ackerm anm, Angus Lounge [Cuuick Ticket] 32279 Administrative User
FO7-2 Takas, Abby Lounge [Cuick Ticket] 32280 Administrative User
157-3 Ackermanm, Angus Lounge  [Chuick Ticket] 32597 Administrative User
157-3 Ackermann, Angus Lounge [Quick Ticket] 32598 Administrative User
001 GUEST, ACCOUNT \ Lounge  [Quick Ticket] 32306 Administrative User

Cafe Table 2 -1

k)
@ichael Christensen

37462 Administrative User )

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

can be posted.

Enter ticket gratuity (Total: $0.01)

(I Do not procesr

1 Print settle ticket on dose
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Notes:

e ETS usually processes the daily credit cards by 5am in the morning; if the user is
posting batches for credit card transactions after this time then Do No Process
must be select on the Gratuity prompt. The only thing that will not be processed
is the additional tip; the sales were already processed.

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

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

Best Practices

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

before printing an End of Shift Report.

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

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

Common Questions and Concerns

What if | need to add an amount to a ticket that has already been closed

and credit card processed?

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

decrease the amount or void an item.

The Tab payment option does not appear after | ran a Credit Card, and need

to re-close, how do | enable it?

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

option and select the correct ETS Key. Save settings. Exit and re-open the POS to view update.
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