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Overview

Item configuration points transactions to the General Ledger Account for financials. All POS
and Billing Items are linked to an Item such as: Scheduled Billings, Installment Billings, Store
Credits, Gift Certificate, POS Transactions, etc.

In this guide you will learn how to setup Iltem Groups, Item Categories, and Items. Iltems can

be used in various ways such as combos, vouchers, etc. This guide will teach the different

usages of items.

Use Case(s)

e A Club Admin needs to create Items, Item Groups, and/or ltem Categories within CMA.

Accessing the Tool

The Iltems Module is located in the left
hand navigation. See image to the right for
detail.

When you select the Items module; the
top left panel will list the ltem Option
menu(s) that we will cover in this guide.
Items will open in the Manage ltems tab.

Items <

9 Manage Ikems

O Manage Item Combos

8 Manage Itemn Categories
Q Manage Item Groups

O Manage Item Modifiers

9 Manage Item Madifier Gra.,.

= Manage Price Scheduling

“,\3_;1' Approve Inventary Adjust, ..
'ﬁ Inventory Adjustment Wiz, ..
3 Inventory Count Wizard

_!| Inventory Labels

&<

£
=

g & &

Club Intelligence

Show More Butkons
Show Fewer Buttons

Add or Remove Buttons

Marketing
Accounts Payable ﬁ Membership
Events e
Point of Sale
Employees

Interactive Reports

3
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ltem Rules

The ltem Setup consists of three tiers: ltems, Categories, and Groups. All ltems belong to
a Category, all Categories belong to a Group.

Example of a Tier:

Food (Item Group)
Entrée (Item Category)
Lobster Ravioli (Item)
8oz Steak (ltem)
Trout w/Crab Sauce (ltem)

An Item can only belong to one Category and one Group. You can have unlimited number
of ltems in a Category and you can have unlimited number of Categories in a Group.

Please Note: The Tax and Service Charge percentages are determined by either the Item
Category or Item Group (not the Item level).

You can enter the GL Sales Account on the Item, Category, or Group level.

Please Note:

e [tem overrides the category and group settings.

e The Category can override the Group settings (only if the Override Group Settings is
checked).

® The Group settings will be used if there is no override on the Item or Category setting.

Standard Icons

= fﬁ) x ﬂ@\? % D ’.@l ek (20 all Words

) Any Word
M Edit Deleke  Export | Refresh  Clear Filker  Active Help

The toolbar above all grids list the standard icons:

New, Edit, Delete, Export to Excel, Refresh, Clear Filter Active/Inactive ltems, Help

(Navigates to Client Facing Knowledge Base), and the Search field.
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On all maintenance screens the above toolbar lists the standard icons:
Save
Remains on the screen.
Save & New
Saves the record and clears the screen for a new record.
Save & Close
Saves and exits the maintenance screen.
Audit Logs

Shows date of last change, old/new values, and user who made the

change.

Manage ltem Groups

Select Iltems, then Manage Item Groups.
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The Grid that displays will vary from user to user. For example, if the user is only allowed to

see Retail items they will not see FNB or Billing ltems.

To customize your grid to display different columns:

Right click anywhere on the grid and select Customize Columns. A list of Columns will
appear and can be added to the grid by simply double clicking or dragging and dropping

the column in question. The columns available will vary by module.

For more information on grids, please click here to navigate to Clubessential’s Client Resource

Center. Grids can be found under the Interactive Reports Module.

Sales fccourt [= Caktegary Tvpe

| MNew CtrH-r
| Edi CHE
3% Delete Delete

== Undelete
s multi Edit
5 Refresh ChrH-R
&l Prink Grid

%5 | Customize Columns

%5 Generate Summaries

Al Fort Size 3

g Auko Refresh » (D i Bt 5
|=]  &rid Layouts b Created By

23 Retai Created Date
291 Retail Deleted

16 FnBE Folio Settlemeant POS Ikem 1D
289 Retai o .
200 SFb Last Modified By
gy [ Last ModiFied Date
304 Retail
284 Retail

g Billing
2352 FnB

Click on the column heading to sort by any column or use the funnels to filter the information
listed.

To edit an Item Group:
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http://kb.clubessential.com/display/OF/Office+-+Grids

Highlight the Item Group and double-click or select the Edit icon on the toolbar.

To add new groups, click the New icon.

The Item Group screen will appear. See details below.

G Manage Item Groups 3

Home | FB-Food €

HEB % e

Edit Item Gronn Distribution
WEN - -2.E- Food * FrB Cateqory
™ Retail Categary
Description: B
™ Eilling Categary
Folio Grouping: | {Mone)
Area Owverrides
- {Default) = Sales Account: | F12-90-12 Complimentary Food
- Bvdrmiin ;
- Dining Raom Comp Account: | 712-90-12 Complimentary Food Ay
- Pop Shack Discourt Account: | 712-90-12 Complimentary Food (Y
- Club Functions Ballroom
- Guest Banguets b Rewards dccount: | 712-90-12 Complimentary Food Ly
- Fitriess v -
il Asset Account; | 712-90-12 Complimentary Food =Y
- Patio fAsset Adj. dccount: | 712-90-12 Complimentary Food 4
- Club Functions Dining Rm -
- Club Functions Hill-&GE C0E5 Account: | 712-90-12 Complimentary Food Ly
- Guest Bang. Dining Rm OGS Adj. Account: | 712-90-12 Complimentary Food (Y
- Hill Room Dining
- Misc, Dining - Tax Code: | 20% Service Charge & Tax-Food L;QJ
Name

Enter the name of the group.

Description
Additional description of the group; this is optional for internal viewing only.

Folio Grouping
Relates to Guest Room Items.

Select the Group Category that relates to the ltems that will be associated with the Group

e Select FnB Category if the Group is for Food & Beverage POS or Banquet Items.
e Select Retail Category if the Group is for Retail POS Items.
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e Select Billing Category if the Group is for Billing ltems (these items will not be
available in POS).

Area Overrides

Within System, then Areas:

Highlight the Default Area and enter the Account information to the right of the screen
(required).

Please Note: Each Area can have different Account allocations by highlighting the Area name
and entering the accounts.

Select the Accounts for General Ledger allocations:

Sales Account
Select the revenue account that will be credited when items are sold.

Comp Account
Select the account that will be debited for the amount of comps
made at POS.

Discount Account
Select the account that will be debited for the amount of discounts
made at POS.

Rewards Account
The field is related to a future enhancement and currently not used;
you can use any account but it is required before you can save and exit.

Asset Account
For Retail Items only: select the account that should be debited when
inventory is received and credited when inventory is sold.

Asset Adjustment Account
For Retail ltems only: Select the account that will be used
when making Inventory Adjustments (can be a debit or credit based on the
adjustment).

COGS Account (Cost of Goods Sold)

For Retail Items only: select the account that should be debited when inventory is
sold (that offsets the credit to the inventory asset account).
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COGS Adjustment Account
For Retail ltems only: select the account that will be used
when making Inventory Adjustments (can be a debit or credit based on the
adjustment).

Tax Code
The tax code selected will determine the amount of tax and service charge
that will be added to items when sold. (You may refer to the Tax and Service

Charge Setup Manual for more information).

When finished select Save & Close.

Manage ltem Categories

Select Items then Manage Item Categories.
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Items <

) Manage Items
O Manage Item Combos

b Manage Ikem Cateqgaries

G Manage Ikem Groups
@ Manage Item Maodifiers
9 Manage Item Madifier Gro.,—

9 Club Intelligence

ﬁ Accounts Payable
=

rg] Events

a Employees

kﬂ#‘j General Ledger

Guest Roons

Marketing

\fﬂ Membership

£

Q Manage Ikem Caktegaries X

Hame

L] [z K 18

=] Edit Delete  Export

& B DY

Refresh  Clear Filker  Active (Al

Drag a column header here to group by thak column

Marmne

$10 Menu
ACCessory
Appetizers

Balls

Banguest Non-Tax
Bangquek Beer

Banguet Breakfast Entrees & Afternoon Breaks

Banguet Desserts

Banguet Dinner Buffets & Children's Entrees

Banguet Dinner Enkrees
Banquet Food

Banguet Hors d'oeuvres & Late Might Fare

Banguet Ligour

Banquet Luncheon Buffets
Banguet Luncheons

Banquet M/ &

Banquet Non Tax

Banquet Other

Banquet Sales Tax only
Bangquet Service Charge Onlky
Banquet Tax & Service Charge
Bangquet Wine

Beer

Biling - Mo Tax

Ikem Group
F&:B- Food
Golf- Accessories
F&B- Food

Golf- Hard Goods
Banguet

F&E- Beer
Banguet
Banguet
Banquet
Banguet
Banguet
Banquet

F&B- Liquor
Bangquet
Banguet

F&E- MfA Beverages
Banquet

FE- Misc
Banguet
Banquet
Banguet

FaE- Wine

FE- Beer

Billing Items - Mo Minimum

Please Note:

e The Grid will vary from user to user. Example: if the user is only allowed to see Retail

items they will not see FNB or Billing Categories.

® You can customize your grid to display different columns (Please click Here if you need a

refresher on how to customize Grids).

e You can click on the column heading to sort by any column or use the funnels to filter the

information listed.
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e Above the grid is a toolbar listing the standard icons:
o New, Edit, Delete, Export to Excel, Refresh, Clear Filter, Active/Inactive Items,

and Help.

To edit an Item Category, highlight the Item Category and double click or select the Edit Icon on

the toolbar.
To add a new Category:

Click the New icon. The ltem Category screen will appear. At the top of the screen are the
standard icons: Save, Save & New, Save & Close, and the Audit Log.
In the middle of the screen are various Tabs; we will cover each Tab’s function in this

section.

Home | Appetizers X

Mame: ¥ Display on POS % FriE Category

; " Retail Categor
S [~ Tipahle gory
Descripkion: € Biling Categary

™ Rewards Eligible

Ticket Message: | (Mane L4
( ) i [ Owerride Ikem Group Settings
Ttern Group: | F&B- Food A= [ ot e e Er i Bt Default Course: |1
Percent Cosk: |35 [~ Auko-Increment Seak

Itern Selection | Areas | Owertides | POS Ikem Button Style | POS Behavior | Print Configuration

Selected Irens

Source: IItem j

Select Ikems. .

[T always slphabetize Ttems

Marie Type i
18 Hole Women's Guest Day Cambo
Matys wings Item
Shrimp Cocktail 2 Ttem
Basket of Chips Item
Chicken Drummies Ttem
Club Quesadilas Item
Filet Mignon Bites Item
Half Crder Chicken Drummies Ttem
Test Combo Combo
Half Order Onion Rings Item
Jumba Shrimp Cockkail Ttem
King Crab Cakes Item
Kobe Sliders Ttem
Morth Oaks Kobe Sliders Ttem
Morth Oaks Tuna Sliders Ttem
Qnion Rings Item
Sesame Encrusted Tuna Wontons Item
Tempura Asparagus Fries Item
Test button skyle Ttem
test discount Ttem
Underdahl Yeqaie Tray Item
‘Weekly Appetizer Item
Spinach Dip Ttem
PITTSEUR.GH Eem
I ﬂ'ﬂ'nr Tw Irem >

I A Move Up W Move Down




Edit POS Item Cakegory
Mame: | = v Display On POS * Frg Category
; "~ Retail Categary
Description: [ Teeble " Biling Category
= [T Rewards Eligible
Ticket Message: | (Mone L
( ) T [T Cwerride Item Group Settings
Item Group: | F&E- Food vy Dl B s Eover e Default Course: |1
Percent Cost: |35 [T Auto-Increment Seat
Name

This field is required. Enter the name of the Category.

Description
Additional description of the Category; this is optional for internal viewing only.

Ticket Message
This is optional, select a ticket message that will print on POS receipts each time this
item is charged.
For example, if your club is having an upcoming scotch tasting, you might
attach a Ticket Message to a category that includes your scotch items that
provides details of the event.
Please Note: The same type of settings can also be set at the Item level.

Item Group
This field is required. Click on the search icon to see available Item Groups. If you
need to setup a new ltem Group click on the Quick Add button (click here for more
on Manage Item Group).

Percent Cost
You can add a theoretical cost percentage for this category. This cost percent will
be applied to all items associated with this category and report on the Interactive
Reports > Inventory > Gross Margin Report.

Please Note: The ltem level allows a cost dollar; if you have a percentage on the category

level the Item cost dollar will override the category cost percent.

Display at POS
Check this box if the items in this category are to displayed at Point-of-Sale. This is a
default setting and can be overridden on the Iltem level.

Tipable

Check this box if items associated with this Category can have a tip or service
charge applied. This is a default setting and can be overridden on the Iltem level.
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Rewards Eligible
This feature is a future enhancement and is not currently available.

Override Item Group Settings
If this box is checked the system will use the Category settings and ignore the Group
settings. The Override Tab will be activated and required if this field is checked.

Auto-Increment Cover Count
Applies to F&B POS Only. When an item in this category is sold at POS it will
automatically increase the cover count by one. This only applies to F&B Areas that
track covers. This is a default setting and can be overridden on the ltem level.

Auto-Increment Seat
Applies to F&B POS Only. When an item in this category is sold at POS it will
automatically increment the seat number. This only applies to F&B Area that are
setup for Seat Position. This is a default setting and can be overridden on the Iltem
level.

Category
Select the Category Type that relates to the ltems associated with this Category.
e Select FnB Category if the Group is for Food & Beverage POS ltems and
Banquet
Select Retail Category if the Group is for Retail POS ltems
Select Billing Category if the Group is for Billing Items such as Minimums,
Dues, Scheduled Billings, etc...(items in this category will not be seen at
POS).

Default Course
Applies to F&B POS Only. If you have POS Areas in your club that use coursing it is
recommended that you set the default course for the food Categories being sent to
the kitchen. The Category level is only the default and can be overridden on the Item
level and overridden at POS.

ltems Selection Tab

The Selected Items box will list all tems setup for this Category. This section gives you
the ability to organize the items how you want them to appear in the POS button.
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Item Selection | Areas | Owerrides | POS Ikem Bukton Style | POS Behavior | Prink Configuration

Selected Items
Source: IItem j
Select Ttems. .,
[ame | Tvpe | -
18 Hale \Warnen's Guesk Day Combao

Basket of Chips Item

hicken Drummies Item

Club Quesadillas Item

Filet Mignon Eites Item

Half Crder Chicken Drurnmies Item

Half Crder Onion Rings Item

Inventory Test Ikem Item

Jurnba Shrirmp Cackkail Item

King Crab Cakes Item

Kobe Sliders Item

Marys wings Item

Morkh Oaks Kobe Sliders Item

Morkh Oaks Tuna Sliders Item

Onion Rings Item

PITTSELURGH Item

Sesame Encrusted Tuna Wonkons Ikem

SFE - Beer Voucher Item

Shrimp Cocktail 2 Item

Spinach Dip Item

Tempura Asparagus Fries Item

kest Combo i
Test butkon skyle Item

Tesk Combo Combo

kest discount Item LI

Move Up/Down Arrows

Highlight an item and click the Up or Down Arrow to move the item one line at a

time.
Always Alphabetize

Check the Always Alphabetize flag to list alphabetically A to Z. If checked, the

move up and move down feature will be removed.

Select Iltems Lookup
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This will list all items in the system from all categories. You can move an item

from another category to the displayed category by clicking the item to select, and

then clicking Select on the bottom of the Lookup value.

Item Selection | Areas | Owerrides | POS Item Button Skyle | POS Behavior | Print Configuration

Selected Items

Source:  [Ikem j
Select Tkems. ..
o5 Lookup Yalus = B &
Search: P o Quick Add
|z2] Select all || Unselect Al
Item Descripkion fartivve F&E Ikem Retail Tkem Marme On Screen < | ID
Avocado Salad v J Avocado Salad 1829 =
$3.00 Multiple Entree Cha... v v $3.00 Multiple Entre. .. 1565 =
(Kitchen Only) Open Prep ... v o {Kitchen Only) Open. .. 1001
v v 1Egg g5
v v 1 Eqg/Toast a5
1 Eggj o o 1 Eggj 2472
1 Lobster Tail v v 1 Lobster Tail 1535
1 Pancake v ¥ 1 Pancake ar
1 Wheat Pancake v V 1 Wheat Pancake 1936
W v 1/Z BB Ribs 151
W V 1/2 BLT 5and a8
v ) 1/Z Chix Salad 5and... 38z
v v 1/2 Clubhouse 383
i V 112 Deli 320
v v 1/2 Egg Sal5an 384
I N N T =l & 1l et Y-
1 of 1687 rows selected. I Select I Cancel

T UEST OrSCOrT. TCETTT —

Please Note: Another way to change the Item’s Category: Go to the Manage Iltems

module and change within the item itself.

Available Item Combos

To display a list of combos in the system from all categories, change the Source to

Item Combo and select the Item Lookup.
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Item Selection | Areas | Owerrides | POS Ikem Button Style | POS Behavior | Print Configuration

Selected Items

Source: IItem Cornbio j

Select Ikem Combos. ..

r always dlphabetize Ikems

o2 Lookup Yalue = =

Search: L o Quick Add

|z Select all || Unselect Al

Marme - FME Combo Retail Combo Billing Combo
15-Hale Mini Guest Day W
2012 Club Season Op...

9 & 138 Hole Mixer

9 & 18-Hole KickoFf Party

9 Hole Mini Guest Day

9-Hole Waomen's Guest,,
angie's Cambio Tesk

BT3 Buffet and Pool P...
Zandlelight Dinner

Candlelight Dinner wiD...
Couples Guest Day ‘09

Diffley Dinner

Family Bingo

Family Bingo

N N R N N N R e

Fred's Big Burger Special

S [ - LRy SR e

1 of 36 rows selected. Cancel

A% Move Up W Move Down

=

Area Tab

Select the Areas in which the items in this Category are allowed to be sold.
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Item Selection

Edit POS Item Category

Mame: |Appetizers

Description:
Ticket Message: i(None)
Item aroup: | FRE- Food

Percent Cost: |35

Areas

Q

=

¥ Display On POS
[ Tipable
[T Rewards Eligible

{* FnB Category
' Retail Cateqgory
€ Billing Category

[T Owerride Item Group Settings

[T Auto-Increment Cover Count

[T Auto-Increment Seat

Cwerrides | POS Ikem Button Style | POS Behawior | Prink Configuration

Defaulk Course: |1

] Selected VI

[T T TR TN R TN DT T TN T T (N T T TN << < <I <]

Mame =F| Descrip 7| MemberCheckln Vl sPOSMemb =7 bDizablePO5SLaborT ab
Diring B oo 0 FullM ame. Hem -
Grille 0 Full ame. Merm Ird
Cailie’s F&B Area 0 tembetumb I
Adrnin 0 [l
Paop Shack 0 I
Chub Functions Ballroom 0 Il
Guest Banguets 0 I
Fitness Fitness & 2383 [l
Patia 0 FullN ame, Mem I
Club Functions Dining Rm 0 |l
Chub Functions Hill-4GE 0 -
Guest Bang. Dining Rm 0 [l
Hill Room Dinitg 0 I
Misc. Dining 0 |l
Galf 2493 FullName, Mem -
Tenniz Tenniz 2383 FullN amne, Mem [l
Carlig's Retail Area 2383 Fulld ame, Mem I
Guest Fooms 0 FullM ame, Mem |l
Beverage Cart 0 ternberturmb I
Banquet Member 0 FullM arme. kem [l
Banquet Mon-tember 0 I
Timekeeping Only 0 FullMame, Mem |l
Snack Shack Snack Sh 0 FullName, Mem I

1 POS_Mavig ¥ ?Il
W
[

i 1 5 v o e o o e o e o o 9

If the Area is not checked, the items in this category will not be seen at POS.

Employee must be given security rights to each Area; if they do not have permissions they will

not see the Area at POS, on reports, and in searches.

button is Unselect All.

below POS screenshot).

The two buttons to the far right of screen: top button is Select All the bottom

The last column is called POS_Navagation; if you put a check mark for the Area it

will create buttons at the top of the POS ordering screen for quick selection (see

1D: 001
Type: Guest

Min Bal: $0.00
Credit Book: $0.00

Sandwich

Entrees
Ealiee

<

Dessert

&




Override Tab

The Override Tab is only available if Override Item Group Settings is checked.

When this field is checked, the Item Group settings will be ignored and the
Category settings will override the Group settings.

Home | Appekizers X

HEE % e

Edit POS Tken Cakegory

Marne: | Appetizers

Description:
Ticket Message: | (Mone) e,
Itemn Group: | F&B- Food LY

Percent Costi |35

Item Selection | Areas PS Item Button Style

Area Ledger Account Overrides

¥ Display On POS (¥ Frib Category
[~ Tipable " Retail Category

" Billing Category
Rewards Eligible
[~ iCverride Item Group Settings

I Auto-Increment Cover Count

[T Auto-Increment Seak

P25 Behawior | Prink Configur ation

-~ {Default)

= Dining Room

- Pop Shack

- Club Functions Ballroom
-~ Guest Banquets
~Grille

L Carlie's F&E Area

Sales Account:
Comp Account:
Discount Account:
Rewards Account:
Asset Account:
Asset Adj, Account:
CCES Account:
Z00E5 Adj. Account:

Tax Code:

Default Course:

Group Settings is not checked.

POS Button Style

POS Button Style allows for the change of the button size or font size.

Please Note: If the Accounts are grayed out like the screenshot above the Override Item
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Home | Appetizers
1 fey. (@
HRE % e

Edit POS Item Category

Mame: | Appetizers V¥ Display on POS ¥ FrB Category

; " Retail Categor
S [~ Tipable gory
LE=Crpbon: " Billing Category

[T Rewards Eligible

Ticket Message: | (Mane L]
( ) - [T Crerride Item Group Settings
Item Group: | F&E- Food Aoy ™ auto-Increment Cover Count Default Course: |1
Percent Cosk: |35 [T auto-Increment Seat

Item Selection | Areas | Owverrides I POS Ttenn Butkon St‘f|BI POS EBehavior | Print Configuration

Eackground Color: I- 255, 0,0 vl Image Height: | 100 =

Foreground Colar: ||:| 255, 255, 255 Image Width: | 120 -

Caption H Align; ILeFt

POS Bukkon Prewview

Image H Align; IDeFauIt

Image V Align: IDeFauIt

|
=l
Caption ¥ Align: |T|:||:| j
=
-]

Button Height: ol

Button YWidth: o -

Faort Size: 18 -

Button Image — Upload an image to display on the button instead of text. You cannot see
the button but if you hold your mouse at the end of the line or just click the end of the line
you can browse to the image file.

Background Color

Click the down arrow and select the color for the background.
Foreground Color

Click the down arrow and select the color for the text.
Caption H Align

Click the down arrow and select the horizontal alignment of the text.
Caption V Align

Click the down arrow and select the vertical alignment of the text.
Image H Align

Click the down arrow and select the horizontal alignment of the image.
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Image V Align

Click the down arrow and select the vertical alignment of the image.

Font Size
Enter the font you want the text size to be. This is for the button text in POS for
the items associated with this category. You will not see the font change in the
preview box since this is pertaining to the size of the Items not the Category text.

Image Height
Change the image height; 100 pixels is a good starting point.

Image Width
Change the image height; 100 pixels is a good starting point.

POS Button Preview
This box will give you a preview of what the alignment and colors.

Please Note:

e Al fields related to Color and Text are default settings for the Item buttons associated
with the category. For example, | might have a POS button on my screen group design
that is set to list all the items that belong to the Appetizer Category. The system will look
at the button style settings and create buttons for the items based on these settings.

All the fields related to the Image pertain to the Category.
The category settings are defaults and can be overwritten on an ltem level.

POS Behavior

Home | Appetizers X

HEE % e

Edit POS Them Category

Mame: | Appetizers V¥ Display On POS % FnB Category

: " Retail Categar

i [~ Tipable Qory
Diescription: " Billing Cakegory

[ Rewards Eligible

[T Owerride Item Group Sethings
Item Group: | F&E- Food Ld

Ticket Message: | {None) =

[T Auto-Increment Cover Count Default Course: |1

Percent Cast: |35 [T Auto-Increment Seak

Item Selection | Areas | Owerrides | POS Ikem Button Style I POs Behavior B Print Configuration

¥ Print On Pay
¥ Frint On Settle

[ Do not print madifiers
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Print on Pay — If checked, Items in this Item Category will print on Pay Receipts. A Pay
Receipt is the receipt the server presents to a member for signature (or payment
method and additional gratuities to be added).

Print on Settle
If checked, Items in this Item Category will print on Settle Receipts. A Settle
Receipt is the Receipt that is printed after the sale is tendered to Member
Charge, Cash, etc. It will print the final total with additional tip and payment
method.

Do not print modifiers
If this field is checked and the modifier has a price, the price will add into the
base price and the modifier WILL NOT print on the member receipt. Example: if
a pizza is 10 and three additional items were added at 1 dollar each the check will
show 13.00 pizza total. If the field is unchecked the modifiers will be listed
individually on the member receipt.

Please Note:

e If Print on Pay and Print on Settle are not checked the ltems will not be listed on
the receipts. The only time a club should choose not to print an item on a receipt
is if it is a zero priced item. Example: The club might want to track Member
Green Fees or towels that are not charged; they will ring up the item at POS for
reporting purposes but do not want it on the member receipt.

e Do not print modifiers is usually unchecked for food but is checked for Liquor.
Example: if there are additional charges for food add-ons most clubs want to
show that on the receipt. However if there are extra charges for Liquor on the
rocks or up most clubs don’t want that listed on the receipt and prefer to add the
extra charge into the base price.

Print Configuration Tab

Please Note: This tab applies to FnB Item Categories Only and does not apply to Retail

or Billing Categories.

The Print Configuration Tab tells the system which Prep-Printer the items within this

category are sent (Hot, Cold, Bar, etc.). The F&B ltems will inherit the print configuration
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but can be changed on an item level.

item Selection | Aress | Ovenides | POS Button Style | POS Behavior] Print Configuration

EMexsageTme!meType From ToTppe © | To | Start Time | End Time | Diap OFWesk IMes&age

b ltemCategom Anpvwhere POSDewvic  Hot ; : Ary sMame0nDrder

* Select Option
POSDevice
Area

Auea Category

Message Type is always set to ItemCategory.

The From Type works in conjunction with the From field. These fields are used if the club

has more than one kitchen or bar. Click the down arrow to get a list of options.

From Type Options:

POSDevice
If the item is to print to a specific prep printer (kitchen/bar) based on the
Terminal location,click the down arrow and choose From a Terminal
Device (the system will list all devices but you must select a Terminal
device not a Printer device).

Example: The club has an upstairs and downstairs kitchen, if an item is
sent from a POS terminal upstairs it will always print to the upstairs
kitchen no matter what Area was selected

Area
Is used if the item is to print to a specific prep printer (kitchen/bar) based
on the Area the ticket was open. From click the down arrow and choose
the Area.

Example: you have an upstairs and downstairs kitchen, if an item is sent
from the Dining Room it always prints to the downstairs kitchen even if it
was sent from an upstairs terminal.

Please Note: If Area is selected ALL Areas that send orders must be
setup > to Add another Area configuration click the *asterisk; this will
create another line.

Area Category

This option works the same as Areas except it pulls from the Area
Category instead of individual Areas.
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Anywhere
If there is only one kitchen or bar select this option.

From Column Options:

Please Note: The list will vary from club to club.

e |f POSDevice was selected the list will populate all devices (both printer and
terminal).

e |f Area was selected the list will populate all the Areas setup in your system. You
must setup and configure each Area that prints orders to a remote printer.

e |f Area Category was selected the list will populate all the Area Categories set up
in your system.

e Anywhere will only give the option Anywhere.

To Type Options:
The To Type works in conjunction with the To field.

Itemn Selection I Areas | Overndes | POS Button Skyle ! POS Behavior  Print Canfiguration I

|Mes3age TypelFrnm Type |Fn:um ITn Type *[To IStartTime |End Time | Day OF week iMessage
b7 ltemCategory  Anywhers e *| Hot : g Ay MameldnOrder
_*_ Select Ophion
POSDevice Group
To Type:

e POSDevice — Devices are both terminals and printers.

e POSDevice Group - this is the preferred setup; using groups makes it easy to
reroute orders to a different printer if a printer dies or orders need to reroute to a
different kitchen or bar.

To:

e |f POSDevice was selected the system will list all Terminals and Printers setup in
your system.

e |f POSDevice Group was selected the system will list all device groups set up in
your system.

Start Time & End Time

Used when an Area of the club uses more than one kitchen or bar in one day.
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Example: The clubs orders print to a grill kitchen from 8am to 3pm and then from
3:01pm to close the orders print to the Main Kitchen printer.

Itern Selection I Areas l Overnides | POS Button Style I PS5 Behavior  Print Configuration !

|Mes&age Tupe iFn:um Tupe iFn:um !To Tupe !Tn IStart Tim ~ |End Time IDa_l,l Ofweek | Mezzage
FF ltemCategory  Anywhere POSDevic  Hat 5 i j sMamedn0rder
*
Day Of Week

Used only if certain days Areas of the club use more than one kitchen or bar, if this

applies to more than one day each day will need to be setup separately.

[tem Selection ! Areas | Overides | POS Button Style | POS Behavior

Frirt Configuration

i teszage Type i Fram Type

]
| Fram

|T|:| Tyupe |To

Meszage

P ltemCategory  Anypwhere

*

POSDevic  Hot

\StatTim * EndTime | Day Of wieek

A

Sunday
Monday
Tuezday
YWednesday
Thureday

Friday
S aturday

Any

zMame0nOrder

Message

The Category setup should always be sNameOnOrder: this tells the system to default the
send name to what the item description is. The Send Name can be changed on the item

level.

ltem Selection | Areas | Overides | POS Button Stle | POS Behavir  Print Configuration

-He-.ssage Type  From Type

From

ToType To

:Start Tim

* | End Time

Day Of wWeek

Message

bl ltedCategory  Arwwhers

*

POSDevic  Haot

|4

sMamelnlnder

Please Note:

e Do not leave the Message field blank or None; if blank or None no Item description will
print on the prep-printers unless you manually enter the name on the item level.
e If you accidently clicked None and want to fix; highlight the line by clicking the pencil on
the left of the line and hit your delete key on the keyboard.

Click Save & Close when done.

The print configuration is setup by the Clubessential Trainer during implementation.
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Manage Items
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In CMA, select Items then select Manage ltems.

Items

£ Manage Items

4 Manage Item Combos
8 Manage Item Categories
O Manage Ikem Groups
@ Manage Item Maodifiers

e Manage Ikem Modifier Gra, ..

% Manage Price Scheduling

W’} Approve Inventory Adjust. ..
€5 Inventory Adjustrment 'Wiz..,

£} Inventory Count Wizard

Le

Inventory Labels

Club Intelligence

Accounts Payable

Events

Employees

General Ledger

Guests

Guest Rooms

PEEerel %

Marketing

«:’j Membership

@ Manage Ikems X

Harmne

L] 2 K

Tt Edit Delete

Expork

Drag a column header here ko group by that column

Mame 2n Screen

Aloe Up Lip Ice

Fookjoy Womens Colored
Alae Up Sun Tan Lakion Small
Titleist Solo v Logo
Titlgist Tour NxT w) Logo
king Crab Cakes

Wine Dinner Boktles

Tavlar Made Burner Sleeve
Srixon Z Star Sleeve

Tica Leather

London Broil

Food Minimunm

Finance Charge

Corporate Golf Single Cues
Corporate Golf Family Dues
Reciprocal Club Fee

Debt Service

Associate Dues

Surviving Spouse Dues
Prepaid Dues Mo Tax
Social Dues

Senior Dues

Intermediate Dues

Mill Riveer

Locker Rental

Range Plan

Club Skorage

Bread Basket

Alaskan btl

Becks MNA

Becks

Item Description

Fookjoy Wormens Colored
Aloe Up Sun Tan Lakion Small
Titleist Solo vy Logo
Titlgist Tour NET w) Logo
King Crab Cakes

Wine Dinner Boktles

Tavlar Made Burner Sleeve
Srixon Z Star Sleeve

Tica Leather

London Broil

Food Minimunm

Finance Charge

orporate Golf Single Dues
Corporate Golf Family Dues
Reciprocal Club Fee

Debt Service

fssociate Dues

Sukwiving Spouse Dues
Prepaid Dues Mo Tax
Social Dues

Senior Dues

Intermediate Dues

Mill River

Locker Rental

Range Plan

Club Skorage

Bread Basket

Alaskan bl

Becks MNA

Becks

X & % B

Refresh Clear Filker

Ackive

Ikem Price

$4.00
4,00
45,00
$7.75
10,50
$15,95
$0,00
$7.50
$12,50
$0,00
£10,00
$00,00
40,00
£1,200,00
$0,00
40,00
40,00
$0,00
40,00
$00,00
40,00
40,00
$0,00
40,00
40,00
$0,00
40,00
$1.25
44,00
44,00
$4.50

Al

Eil

Please Note:
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e Grids are user defined; the available custom fields are determined by your
employee security rights.

e Contact your administrator to inquire about your employee security settings if you
have questions.

e Clubessential employees are not allowed to change employee security rights; only
a club administrator is allowed to make these changes

e You can customize your grid to display different columns and use the funnels to

filter information

There are three types of Iltems, each have different requirements and capabilities. In the

following sections we will cover each separately.

e Billing Items: In this section, we will cover setting up items to be used for billings such as
Dues, Initiation Fees, minimums, etc. These items are not available at POS.

e FnB Items: In this section, we will cover the fields that apply to the Food and Beverage
Point of Sale.

e Retail Items: In this section, we will cover the fields that apply to the Retail Point of Sale

such as Golf, Tennis, Spa.

Manage Billing Items

Edit an Item

Highlight the Item and double-click or select the Edit icon on the toolbar.
Create a New Item

Click the New Icon.

The Item Maintenance screen will appear, details below.
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G

£ Manage Items %

Home | Food Minimum 20

HEBEE % e

[ Ask For Price

g e setue o
E«_, Inventory
@ Labels Description: | Food Minimum
) pictures Retail Price: $0.00
Paint OF Sale
v 3 ®) Button Style Member Price: $0.00
4
L£5 Prink Configuration Itern Cabegary: | Biling - Mo Tax LY
=1 -
Sy Modifers by On Hand:
|-":":, Recipe
IEI e Average Cosk: $0.00
I AR Owerride: | 120-00-12 Accounts Receivable ol

[T ask Far Mame

[T Ask For Quantiky

[T credit Book Eligible
[T Irvvenkoried Them

[T Track Countdown

[T Daily Special

[T Auto Increment Seak
[T auto Increment Cover

[ Disable ahility to discount

==

OMp ACCOUNE: | (Mone)

ales Account: | 341-90-12 Food Minimurm Income

L%;J
L'y

F active " FnB Item

I5play at POS
[T Round OF Golf

i
& Eilling Item I

[T Ask For Guest

[T Tax Inclusive

[T allow Fractional Quantity & Price

Billing Item

Must be checked.

Active

The system defaults to Active.

Name

Give the item a Name.

Description
This field is not used for billings.

Price

Typically there is no price on the item level, the prices are set up in the billing
setup. The item is mainly used to direct the transactions to the correct Debit or
Credit Ledgers. If this item will not be used as a recurring billing item and
manually charged through Member Charge you can add a price.

Item Category
Click the search icon and select the appropriate Item Category.
A/R Override
Click the search icon and select the GL Accounts Receivable Debit
Account.

Sales Account
Click the search icon and select the GL Credit Account for
income.
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Manage F&B ltems

Edit an Item

Highlight the Iltem and double-click or select the Edit icon on the toolbar.

Create an Item

Click the New Icon

The Iltem Maintenance screen will appear, the fields in the Red boxes can be applied to

F&B ltems.

8 Manage Ikems 2

Home | Filet Mignon Bites

H QM
®
- & [
@ Irvventary
Y Labels
@ Pictures
v [# Pairt Of Sale
2 Button Style
L2} Print Configuration
L2 Modifers
2 Recipe
EE] Youcher

|@|

Mame:
Descripkion:
Retail Price:

Member Price:
Item Category:
Qby On Hand:

fverage Cosk:

Filet Migrion Bites

Filet Mignon Bikes|
$15.95
$17.95

Appetizers ':;-'h

Qby Countdowen: | 0,000
$0.00

[T ask For Price

[T ask For Mame

[T ask For Quantity

¥ Credit Book Eligible
[T Irvventaried Them

¥ Track Countdown

V¥ Daily Special

[T &uto Increment Seak
[T suto Increment Cover

[ Disable ahility to discount

¥ active
™ Dont Display at POS
[T Round OF Golf

I ¥ FrE Item
Retail Ikem
~ Biling Item
[T AskFor Guest

Tax Inclusive
V¥ show Gty Countdown on POS Button

™ &llows Fractional Quankity & Price

Sales Account: | (None) (oY 4
Carmp Account: | (None) (S 4
Discount Account: | (Mone) A7y 4
Rewards Account: | (Mone) k_.Q a
Asset Account: | (Mone) Q.

FnB Item must be checked.

Item Setup Option

Name

This field is required. Enter the name of the Item, use the Tab key on your

keyboard to advance to the Description field.
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Update Other Dhem Hames

, Woukd wou bke bo sek the Qrder Name and Button Caplion fields to
Ehis new value [Filek Migran Bites]?

Please Note: When you tab out of the name box, you will receive the prompt Would you

like to set the Order Name and Button Caption fields to the new value?

ALWAYS click YES to have the system automatically populate the Descriptions for the

following:
Order Name
The name that prints on the prep ticket sent to the kitchen or bar.
POS Receipts
Member Receipt.
Button Caption
The name that appears on the POS Button)
Retail Price
Enter the non-member price (see note below).
Member Price

Enter the member price.

Please Note:

e |f you have a Member and a Non-Member Price you will need to identify
member/non-members in the Member Type Rule/Use Member Pricing setup;
check with your controller or authorized person.

e |f both members and non-members are charged the same price you only need to

enter a Retail Price.
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Item Category
This field is required. Click the search icon and select the appropriate Item Category.
Average Cost

The average cost for F&B Items is a theoretical cost. The Office system does not have an
F&B Inventory system but you can manually enter the cost. Items that have a cost in the
setup will be added to a the Gross Margin Report.

Ask For Price

If this box is checked, the POS system will prompt the user to enter a price each time this
item is ordered. This is usually used for ltems such as Market Price or Open Food.

Ask For Name

When checked, the POS system will prompt the user to enter a name for the item each
time the item is ordered. This is usually used in conjunction with Ask for Price on items
such as Open Food. The name entered will print on the prep tickets and Member
Receipts.

Ask For Quantity

When checked, the POS system will prompt the user to enter a quantity each time the
item is ordered.

Credit Book Eligible

If the item can be paid with the member’s Credit Book (sweeps), check this box. Mainly
used for retail items but can be used for F&B too.

Track Countdown

Checking this box allows you to enter a quantity limit to be sold at POS. If all fields are
set up it will show the countdown on the Item Button.

Example: There are only 10 Steaks and want the system to show the remaining
steaks available at POS on the item button. This feature also disallows the item to
be sold once it reaches the countdown limit. The count will change to X86 on the
button. See example below of what the button looks like at POS.
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When you check Track Countdown two new fields will appear. Check Show
QTY Countdown on POS Button and enter QTY in the QTY Countdown box.

Marne: | Filet Mignon Bites| [T ask For Price ¥ Active % FnE Item
Diescription: | Filet Mignon Bites [ Ask For Name ™ Dont Display at PO3 " Retai Iem
Retail Brice: $15.95 [T Ask For Quantity [T Round OF Galf € Billing Item

_ W cCredit Book Eligible
Rt P i [ Inventoried Tkem [ askFor Guest
Itemn Categary: | Appetizers 'l_.'m I ¥ Track Cl:uuntdownl Mpaeeelsive
by On Hand: | 0.000 IQW Courtdown: |10 I ¥ Daily Special I ¥ show Qb Counkdown on POS Butkon I
Average Cost: $5.00 [T Auto Increment Seat
[T Auto Increment Cover [T allow Frackional Quantity & Price
[T Disable ability o discount

Please Note: This feature is also available in POS > System Tools > Items, then check Change
Countdown.

Daily Special

e |f you have a Button Type setup as Special on the screen group design it will
automatically add the Daily Special Item to the button choices.
e The Item will be listed in the Main POS screen then Specials Tab.

Please Note: This works well in conjunction with Track Countdown. If the Track Countdown ltem
also has the Daily Special checked it gives the server the ability to see what the current
countdown is before approaching the table and will display X86 once it reaches its limit (see POS
screenshot below).

Name Price  Countdown
Mussel and Clam Ragout $10.00

linda test $1.50

Jen's Super Margarita $10.00

Shrimp Cocktail 2 $0.00

Steak $50.00 10

Auto Increment Seat

When checked, the POS system will auto-increment the seat number. Checking this is not
advised if the server does not take the order in sequential seat order.

Disable Ability to Discount
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When checked the item will not be eligible for Discounts or Comps in POS
Active

System defaults to Active. Uncheck this box ONLY if the item is no longer available. You
will still see the Item at POS but it will not let you ring it up. This is used if items are
temporarily not available.

Don’t Display at POS

When checked the Item will NOT be displayed at POS
Please Note: If the Item is marked as Active it still will not display at POS if this field is checked.
Tax Inclusive

Put a check only if the price includes Tax and Service Charge and you do not want the
system to break it out on the Member Receipt.

Allow Fractional Quantity & Price
Designed for Yacht clubs that sell gasoline and need fractional pricing.
Auto Increment Cover

If this box is checked when the item is sold at POS, it will automatically increase the cover
count. Typically, with this feature, only Entrees might have this checked. If your members
often choose salads or appetizers as their entrée it is advisable not to check this field.

Please Note: See your accountant before entering Account information. If there is an
account on the Item level it will override the Item Category and Group setting. Typically
for F&B Items the GL Accounts are setup on the either the Item Category or Item Group
level, not the ltem level.

Sales Account

Select the revenue account that should be credited when items are sold.

Comp Account
Select the account that should be debited for the amount of any comps made at POS.
Discount Account

Select the account that should be debited for the amount of any discounts made
at POS.

Rewards Account
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The field is related to a future feature. Select the clearing account.

Point of Sale Option

8 Manage Ikemns

Home | Filet Mignon Bites <

HEE % e

w @ Item Setup
E‘:‘J Inventory

@ Labels

Mame: | Filet Mignon Bites

Description: | Filet Mignon Bites

by Countdown: | 10,000

Gy

[™ sk For Price

[T AskFor Name

[T Ask For Quartity

¥ Credit Book Eligible

[™ inventaried Ttem

¥ Track Countdown

¥ Daily Spacial

[T &uto Increment Seat

[T Auto Increment Cover
[ Disable ability to discount

¥ Active % FriB Ttem
[~ Dork Display at POS € Retail Trem
™ Round OF Golf " gilling Item

[T askFor Guest
[T Tax Inclusive
¥ show Gty Counkdown on POS Button

[~ allow Fractional Quanticy & Price

WPNE |

¥ Frint On Pay
¥ Print On Settle

™ Do ot print modifiers

£ Pictures Retail Price: $15.95
Bl | Point OF Sal
] <L <l Member Price: $17.95
&y Butkon Style
125 Print Configuratian Itemn Category: | Appetizers
= ;
L& Modifers Qby On Hand:
i% Recpe & Cost 5,00
IE etk werage Cost: $5.
Default Send: | Filet Mignon Bites|
Ticket Message: | {Mone)
Bin Mumber:
Cook Time: | 0,000
Defaulk Course: |0
Default Send

This is the description that will print on the Prep-printers (kitchen or bar). Do Not leave the

field blank if the item needs to print to a remote printer....see notes on next page

Please Note: If you have Expanded Print turned on the Default Send description can only

be 10 characters including spaces. The information you entered in the Name field will

automatically populate the Default Send if you answered Yes to the below message

when entering the name.

Update Dther Tbem Names

LW this new value [Fiet Mignon Bites ]

, Weuk you bke b sek the Order Name and Buttan Captian fields to
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Ticket Message

If necessary, select a ticket message that will print on POS receipts each time this
item is charged. For example, if your club is hosting an upcoming scotch tasting
you might attach a message to each scotch item that provides details of the event.

(The same type of setting can also be adjusted in the Item Category Area).
Bin Number

This number is used if the club has Bin numbers on the wine list. The servers will
be able to look up Wine by Bin Number at POS. This is very useful if the club has a

large wine list.
Cook Time

Not currently used.
Default Course

If your club enters orders by Course it is advisable to assign a default course to

the Item. This Default Course can be changed at POS.
Print on Pay

When checked, the item will print on the Pay Receipts. A Pay Receipt is what the

server presents to a member before closing the ticket to a settlement type.
Print on Settle

When checked, the item will print on the Settle Receipt. A Settle Receipt includes
everything that the Pay Receipt displays but also includes the form of payment

and additional gratuities.

Please Note: The only time Print on Pay/Settle should not be checked is if the Item is a
zero price. If the item has a price and one of these two fields are not checked; the total

on the ticket will be correct but the item will not be listed.
Do not print modifiers

If this field is checked and the modifier has a price, the price will add into the base

price and the modifier WILL NOT print on the member receipt.
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Example: if a pizza is $10 and three additional toppings were added at

$1 each, the Pizza will show as $13.00.

If the field is unchecked the modifiers will be listed individually on the member

receipt with associated price. Example: The pizza will be $10 with three additional

line items $1 each, for $3. Typically this is not checked for Food Items but is

instead checked for Liquor Items.

Example: If the club charges an additional $1 for Liquor on the Rocks, they

would not want the additional charge of $1to print on the receipt as Rocks

- $1and prefer to add the charge into the base price.

Button Style

This area allows you to change how the item button will appear in POS.

) Manage Items X

Home | Filet Mignon Bites €

bR E <

. v @ Item Setup
@ Inventory

&) Labels

@ Pictures

v @ PaigkOf Sale
o
LI{.QJ Frin onrguration
&) Modifers

% Recipe

EEI Youcher

I@I

Marmne:
Descripkion:
Retail Price:

Member Price:
Item Category:
by On Hand:

Average Cosk:

Filet Mignon Bites
Filet Mignon Bites
415,95
$17.95
Appetizers
Gty Counkdown: | 10,000
45.00

C;%.

[T askFor Price

I Ask Far Mame

[T sk Faor Quantity

¥ credit Book Eligible
[T Irwenkoried Tiem

¥ Track Counkdown

¥ Daily Special

[T Auko Increment Seat
[T Auto Increment Cover

I Disable ability ko discount

¥ Active & Fri Ttem
[~ Dort Display at POS " Reetail Ttem
€ Biling Item

™ Round OF Galf
[T askFor Guest
[T Tax Inclusive

¥ show Gy Counkdawn an POS Bukkan

[~ allow Fractional Quantiey & Price

Marme Cn Screen:

| Filet: Mignan EBites|

Graphic File Marme:

Crwverride Category Style: W]

Background Color:
Foreground Color:
Caption H Align:

Caption ¥ Align:

Moveo &

Image H align: Defaule vl
Image ¥ Align: IDeFauIt VI

Image Height: |0

Image Width: |0

Fonk Size: |10

P05 Button Preview

Name on Screen
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This is the description to display on the POS button. The information entered
in the Name field will automatically populate this field if Yes is selected in the

below message.

Update Dther Them Names

, Weuk you bke b sek the Order Name and Buttan Captian fields to
W this nesw value [Fiet Mignon Bites ]

Graphic File Name

Upload an image to display on the button. Holding the mouse at the end of
the line, a light gray box will appear or click the end of the line to browse to

the image file.
Background Color

Click the down arrow and select the the background color.
Foreground Color

Click the down arrow and select the text color.
Caption H Align

Click the down arrow and select the horizontal alignment of the text.
Caption V Align

Click the down arrow and select the vertical alignment of the text.
Image H Align

Click the down arrow and select the horizontal alignment of the image.
Image V Align

Click the down arrow and select the vertical alignment of the image.
Font Size

Enter the text size.
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Image Height

Change the image height; 100 is a good starting point.
Image Width

Change the image width; 100 is a good starting point.
POS Button Preview

This box previews the alignment and colors.

Print Configuration

If the POS Item needs to be sent to a prep printer (kitchen or bar) the settings in

this section are what determine where the order will be sent.

The print configuration is set on the ltem Category level; the Item inherits the
Category settings. The default Category Print Configuration lines will appear in
purple. Nothing needs to be done unless you want to override the Category

settings.

Harme:

eManaga Items X

Filet Mignon Bites 2

DB 2 e

w (g Ikem Sety
Q £ MName: | Filet Mignon Bites I Ask For Price ¥ Active * Frib Item
& mventory  Retail Ttem
B Labels Description: | Filst Mignon Bites I™ Ask For Hame I™ Dont Display at POS =
g Billing Item

[ pictures Fretail Price: $15.95 ™ sk For Quantity ™ Round OF Golf

v [ Point OF sale ¥ Credit Book Eligible
a Member Price: $17.95 E
& Button Style — [T Inwentaried Item [T sk For Guest
3] Print Configuration Ttem Categary: | Appetizers 4 W Track Countdown [T Tax Inclusive
Y ;
L;;‘J Modifers Qby On Hand: | 0,000 Oty Countdawn: | 10,000 ¥ Daily Special ¥ Show Gty Countdawn an POS Buttan
Lw Redpe Average Cosk: $5.00 ™ #uto Increment Seat
EZ' sl ™ &uto Increment Cover [~ allovs Fractional Quantity & Prics

™ Disable ability to discount
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To Change the Print Configuration on the Iltem level:

If you want to change the Print Configuration click the Print Icon with the red circle.

Selecting this option will put a strikethrough on the line, cancelling the default
category settings and adds another line in yellow. Click Print Configuration Page

for instructions or leave as is, if the Item is not to print anywhere.

Frint Configuration

!MessageT_l,l "'_iFn:umT_l,Jpe |me |T|:|T_I,Jpe |TD |StartTime |EndTime iDa_l,lEIfWeek |Message

b | Item Anywhere SelectOp z 7 Any [Mone]

Please Note: To revert back to the default Category settings click on the Purple ball.

Modifiers

Modifiers give the ability to set modifications or choices for additional prep
instructions on the item such as Meat Temperatures, side choices, etc. Every time
the item is rung up in POS, the modifiers will prompt the server to select from the

modifier group.

Select the LookUp value to get a list of available Modifier Groups. Click to select
the Modifier Group to be added, and choose Select on the bottom of the Lookup
to add Modifier Group to the Item.

Select the LookUp value to get a list of available Modifier Groups. Click to select
the Modifier Group to be added, and choose Select on the bottom of the Lookup
to add Modifier Group to the Iltem. Groups listed in the Name box will be forced at

POS.
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Seleck Ttem Madifier Groups. ..

I Auto tncremerk Caver
I Disahle shiity to discount

Haimd

= R TTICT FRT
w« (B Point OF Sale i e I Credi: Bock Exgtle
" rice: :
5 Button Tyle g IT Irvenkoried ltem [T AskFor Guest
5 g stion [em Category: | Appetizers F Track Courtdown T Tax Inclusive
ity On Hared: Oy Countrdown: | 10,000 FF Daly Special ¥ Show Gty Courtdown on FOS Button
eope ok 5
£+J i Average Cost: $5.00 ™ Auto Increment Seat
r

I Allow Fractional Quantity & Frice

COCKING TEMPS

O

A Move Up W Move Down

VEGGIES B’ Lockup Value

1R Select Al || Unsedect Al

Bame

EGG PREP

20 e, SC0A
BREAD
BREAKFAST MEAT
CAN 5004

HOT CEREAL
DRESSINGS
GARNISHJGLASS
GENERAL MOD
LI, MIXERS
OMELETS

ON THE ROKS
QUESADILLAS
PANCAKE ADD OMS
REFILL

A e

1 of 100 nowes sebected,

Sader Carcel

Toeem 1D 2135 | Loaded

Please Note:

e Use the Up/Down Arrows to arrange the order

e [fthe modifier group you want does not exist > click Quick Add; this will take you

to the Modifier Group screen to add a new modifier. You can refer to Modlifier

Groups section of this manual for further instructions.

Recipe

The Recipe can be seen in the main POS screen by clicking the Recipe Button and

searching for the item.

Enter the recipe in the blank area of the Recipe Box. At the top of the Recipe Box

is an Editor Toolbar listing basic MSWord functions allowing for customization.
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8 Manage Ikems X

Home | Filek Mignon Bites 3

HRE % e

) @ Item Setup

Mame: |Filet Mignon Bites
@ Inventary

[ Labels Description: | Filst Mignon Bites
&) pictures Retail Price: 415,05
14 Point Of Sale
¥ . Member Price: $17.95

& Butkon Style

& Print Configuration Item Category: | Appetizers

12y Modifers

Thinky slices of 5 filets
Marinated in herbs and spices
Served on a bed of lettuce

Drizzled with herb mustard

[T Ask For Price

[™ sk For Mame

™ ask For Quantity

V¥ Credit Book Eligible

[T Irwentoried Item
“hy ¥ Track Countdown

¥ Active % Frig Ttem
[ Dot Display at POS " Retail Item
™ Round OF Golf " Billing Item

[T askFor Guest

[T Tax Inclusive

by On Hand: by Countdown: | 10,000 ¥ Daily Special ¥ show Gty Counkdown on POS Butkan
L‘{*-J Recipe
Average Cost: $5.00 [T Auto Increment Seat
Youch
@ ouEner [ &uto Increment Cover [T allow Fractional Quantity & Price
[ Disable ahility to discount
2, [ 2 @ a B B iZE R | EE|E = = = q lnespacngr B - S
Arial =1z - A A B I U U S & X X, A -~ changecase~- 5 A | @ {3

Please Note: Only servers in an Employee Group with the appropriate security rights will

see the Recipe button. To activate this option, go to Employees, then go to Employee

Groups and double click on the Group and put a check on Display Recipe Button at POS

Terminal (see your accountant or authorized personnel to verify these changes;

Clubessential cannot change employee security rights).
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File Accounts Payvable  Events

Transaction Search:

Emplovees

'ﬁ Manage Employees
& Manage Schedules
{5 Text Message Blast
# Timekeeping Export
# Manage Timekeeping

Employvess

& Custom Fields

& | Groups |

£l -
&u Job Codes

fy Skatus Types

i

& Tvpes

Marne:

Description:

General Ledger

Guests  Guest Rooms

Q 5o To Club Website @ Help Wideos

& Groups X

4 @ @

Server

Membership  PO3  System Help

“! Suppork Request

Areas

Employess | Roles

v Display Recipe Buktton at POS Terminal

I [T administration Group

Training Mode

Deparkments

Select Theme

Manage Retail ltems

To Edit an Item:

Highlight the Item and double-click or select the Edit icon on the toolbar.

To Create a New ltem:

Click the New Icon

Item Setup Option

The Item Maintenance screen will appear: the fields in the Red boxes can

be applied to Retail Iltems.
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8 Manage [bems 3

Home | Titleist Pro ¥ 1 Sleeve X

HRE % e

[ sk For Price

[T sk For Mame

[T Ask For Quantity
[# Credit Bock Eligible
¥ Invertaried Ttem

Item Setu
VB s Marne: | Titleist Pro W 1 Sleeve
@ Golf Rounds Setup
@I ITnventary Description: | Titleisk Pro W 1 Sleeve
&) Labels Retail Price: £15.00
% Pictures
§ Member Price: $11.25
v [H Point O Sale
L&) Butban Style Item Category: |Balls LY
[ Print Configuration ity On Hand:
&y Modifers . ot 2 :
H $11.50
@ Recipe werage Cos
EZ] Voucher

| Track Countdawn

[" Daily Special

[T auto Increment Seat
|- Ouko Increment Cover

[T Disable ability to discount

¥ active
[™ Dont Display at POS
V' Round OF Golf

[ askFor Guest

[T Tax Inclusive

™ alow Fractional Quankt

Sales Account: | “Moned

Camp Account: | {Mone)

Discount Account; | (Mone)
Rewards Account: | (Mone)

Asset Account: | (Mone)

Asset Adjustrment Account: | (Mone)
CO0ES Account: | (Mone)

COES Adjustment Account: | {Mone)

Q)
Q)
Q)
Q)
(oNE
o
.;;;u
G,

" FriB Item

& Retail Item

Billing Item

W B Price

Retail Item

Must be checked.

Name

This field is required. Enter the name of the Item and use the Tab key on your

keyboard to advance to the Description field.

Update Dther Them Mames

this new valie [Filet Migran Bites )7

- \ Woukd you Bke to ses the Order Mame and Buttan Caption fieids to

When you tab out of the name box, you will receive a prompt Would you like to

set the Order Name and Button Caption fields to the new value?
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Always click YES to have the system automatically populate the Descriptions
for the following items:

Order Name (This does not apply to Retail)

POS Receipts (Member Receipt)

Button Caption (the name that appears on the POS Button)
Retail Price — Enter the non-member price.

Member Price — Enter the member price.

Please Note: If you have a Member and Non-Member Price, identify
member/non-members in the Member Type setup. Check with your controller or
authorized person to verify. If both members and non-members are charged the
same price, only enter a Retail Price.

Item Category

This field is required. Click the search icon and select the appropriate Item

Category.
Average Cost

The average cost is calculated by the system and cannot be changed if the

item is checked as Inventoried ltem.

Ask For Price

If this box is checked the POS system will prompt the user to enter a price
each time this item is ordered. This is usually used for ltems that do not

have a set price such are repairs.

Ask For Name

When checked the POS system will prompt the user to enter a name for
the item each time the item is ordered. This is usually used in conjunction

with Ask for Price for example repairs, you can add a more specific
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description of the repair. The name entered will print on the Member

Receipts.

Ask For Quantity

When checked the POS system will prompt the user to enter a quantity for

the item each time the item is ordered.
Credit Book Eligible

If the item can be paid for with a member’s Credit Book (sweeps), you will

want to check this box.
Inventoried ltem

Check this box if this item will be tracked as part of the perpetual inventory

tracking.

Please Note: Ifthis field is checked the cost field will be grayed out. Only through
Item Receipts can the cost be calculated and only through Inventory Adjustments

can the cost be changed.
Disable Ability to Discount

When checked the item will not be eligible for Discounts or Comps in POS.
Active

System defaults to Active. Uncheck this box ONLY if the item is no longer
available. The Item will still be visible at POS but it will not be clickable.

This is used if items are temporarily not available.
Don’t Display at POS
When checked the Item will NOT be displayed at POS.

Please Note: If the Item is marked as Active it still will not display at POS if this
field is checked.

Round of Golf
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If you have our Links Tee Sheet this does not apply to your club. The
Rounds report will be tracked by the Tee Sheet sign in’s. If you do not
have the Links Tee Sheet and would like to track this item as a round of
Golf check this field.

Please Note: When this field is checked the option Golf Rounds Setup will be

activated.
Ask for Guest

When checked, the user will be prompted to enter the Guest Name each
time this item is sold at POS. This feature is commonly used for items such

as Guest Green Fees.
Please Note: This allows the shop to track the number of visits of individual guest.
Tax Inclusive

Check only if the price includes Tax and Service Charge and you do not

want the system to break it out on the Member Receipt.
Allow Fractional Quantity & Price

Designed for Yacht clubs that sell gasoline and need fractional pricing.
Please Note: See your accountant before entering Account information. If there is
an account on the Item level it will override the Item Category and Group setting.

Typically for Retail ltems the GL Accounts are setup on the either the ltem

Category or Item Group level, not the Item level.
Sales Account

Select the revenue account that should be credited when items are sold
Comp Account

Select the account that should be debited for the amount of any comps
made at POS.

Discount Account
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Select the account that should be debited for the amount of any

discounts made at POS.

Rewards Account

The field is related to a future feature. Select the clearing account.

Golf Rounds Setup

If Round of Golf is checked it will activate this option different types of play can be

set up here.

B Manage Ikems X

Home | 9 Hole Guest Fee X

o & E

v [ Trem

[ g
@ Labels
@ Pictures
v [# Paint OF Sale
L&y Button Style
i-‘fg Print Canfigur ation
5y Modifers
&y Recipe
E:l Youcher

E2 Golf Rounds Setup

.@.

Mame: |9 Hole Guest Fee
Descripkion: | 9 Hole Guest Fee
Retail Price: £10.50

Member Price: $0.00
Itern Cakegory: | Guesk Fes

Qby Cn Hand:
Average Cosk: $0.00

[T AskFor Price

[T AskFor Name

[T Ask For Quanticy

¥ Credit Book Eligible

7 Irveertoried Teem
Y ™ Track Countdown

[T Daily Special

[T Auko Increment Seat

[ Auto Increment Cover

[T Disable ability to discount

Golf Fee Category: | Full Round|

G

Tirme af Week: IWeekcIav

Golf Fee Type: | Member

%

" Frib Item
= {¥ petail Item
" Billing Item

V¥ Active

¥ Round OF Galf

[T ask For Guest

[T Tax Inclusive

[T allow Fractional Quankity & Price

Click the lookup or drop down for choices; the choices are hardcoded and cannot be

changed.

Number of Holes:

Full
Half
Other

Time of Week:
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Weekday
Weekend

Holiday

Other

Round Type:

Member

Guest
Jr

Tournament

Comp

Outside tournament

Member Event

PGA

Inventory

Only If the field Inventoried Item is checked does the information need to be entered.

eManage Items X

Home | Titleist Pro ¥ 1 Sleeve X

HEE 9

v @. Ikem Setup

|@|

2 <t Tarne: = [T askFor Price ¥ active ; Fri I.tem
Description: | Titleist Pro ¥ 1 Slesve ™" ask For Name I Dont Display at POS * Retail ltem
A" 2bels . $15.00 [T ask For Quarticy ¥ Round OF Golf £ Billng Item
@ Pictures Fier bt il v Credit Book Eligible
v [# Point Of Sale ' : [T sk For Guest
&) Button Style Ltem Category: | Balls “4 T Track Countdown [T Tax Inclusive
%\j’J :qriljjt.fCDHFiguration by On Hand: [T Daily Special
E R:ci:::rs e [T auto Increment Seat . . .
@ i [~ Auto Increment Cover I allow Fractional Quantity & Price
[T Disable ability to discount
SkU Mumber: | 10001 1060
Freferred Yendor: | Titlsist Qi
UPC Code:
EPIC Code:
Default Vendor Ref:
[T allow To Be Sold without Gty Available
SKU Number
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The system will automatically create a SKU Number.

Please Note: The SKU will not be generated until you SAVE. You can create your own
SKU if you do not want the system generated SKU; we highly recommend that if you want

your own numbering system that you use the UPC code.
Preferred Vendor

The vendor you purchase the Item from. To find your preferred vendor, click the

search lcon and select the Vendor.
UPC Code
You can scan or enter the Item UPC code

Please Note: You can also create your own Numbering system; some shops want to use
their old SKU so they do not have to re-label all their merchandise. When you scan the
item in POS the system will first look at the UPC code, if there is no UPC code the system
will look at the generated SKU.

EPIC Code
This field is not currently used.
Default Vendor Ref
Enter the number the supplying Vendor uses to refer to this item
Re-Order
This field is not currently used.
Allow To Be Sold Without Qty Available

If this field is NOT checked the system will look at the QTY on hand, if the item has

a zero QTY you will not be not be allowed to sell the item at POS.

Please Note: If the shop wants the item immediately available to sell but does not
enter the inventory the day it arrives, it is highly recommended that this field is

checked.

Labels
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The Label option will display the Item label format and QTY On Hand. Labels

can be printed for a single item in the maintenance screen.

Haome | Greg Morman Shorts %€

HRHE < e

! » item SEi:LI 2 :

= E’ z i & Mame: |Greg Morman Shorts ¥ ask For Price I
B l Labels Description: I.Sreg Nﬁrman Shorts I™ &sk For Name I
) Pictures Retail Price: $65.00 | I
Point OF Sale =

ke E IMember Price: $0.00 |
|-l("g Butbon Skyle g I
&y Print Configuration Itern Category: | Mens Clu:uthing 'y Track Countdown Il
5y Modifers Gty OnHand: [111,000 | [T Daily Special
5y Reripe Average Cost: £19,75 [T Auto Increment Seat

Youch ' R

E::I oucher [T Auto Increment Cover Il

[T Disable ability to discount

Greg Norman Shorts
(I c;
107512168 100012483
QLY [
Print

e Top is the description of the Iltem.
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e The price.

e Bar Code

e Bottom Right is the SKU

e Bottom Left is a cost code: the shop can use this code to see the
purchased date and cost.

e QTY field defaults to the total on Hand; you can change the QTY if you

wish to print less or more labels, then click Print.

Pictures

Pictures can be uploaded of the ltem(s); the picture can only be seen in this screen

and nowhere else in the system.

Point of Sale Screen

The Point of Sale screen is where you will specify if the item is to print on the POS

Receipts.

Print on Pay

When checked, the item will print on the Pay Receipts. A Pay Receipt is

what is presented to the member before closing the ticket to a settlement

type.

Print on Settle

When checked, the item will print on the Settle Receipt. A Settle Receipt
includes everything that the Pay Receipt displays but also includes the
form of payment and additional gratuities. Typically Retail Shops do not
print a Pay Receipt and only Print a Settle Receipt.

Please Note: If Print on Pay and Print on Settle are not checked the Items will
not be listed on the receipts. The only time a club should choose not to print an

item on a receipt is if it is a zero priced item.

Example: The club might want to track Member Green Fees that are not charged
or towels given at the Pool; they would ring up the item at POS for reporting

purposes but do not want it on the member receipt. If the item has a price and one
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of these two fields are not checked; the total on the ticket will be correct but

the item will not be listed.

Button Style

This area allows you to change how the button for the Item will appear in POS.

Name on Screen

This is the description to display on the POS button. The information you
entered in the Name field will automatically populate this field if you

answered Yes to the below message.

Update Dther Them Names

, Wiould you ke ba set the Qrder Name and Buttan Captian felds to
W this new value [Fiet Mignon Bites]7

Graphic File Name

You can upload an image to display on the button. Holding the
mouse at the end of the line, a light gray box will appear or click the

end of the line to browse to the correct image file.
Background Color

Click the down arrow and select the color you want for the

background.
Foreground Color

Click the down arrow and select the color you want for the text
Caption H Align

Click the down arrow and select the horizontal alignment of the

text.
Caption V Align
Click the down arrow and select the vertical alignment of the text.

Image H Align
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Click the down arrow and select the horizontal alignment of the image.
Image V Align

Click the down arrow and select the vertical alignment of the

image.
Font Size

Enter the font you want the text size to be.
Image Height

Change the image height; 100 is a good starting point.
Image Width

Change the image width; 100 is a good starting point.
POS Button Preview

This box will give you a preview of what the alignment and colors

will look like.
Vouchers
How to Sell the Voucher:

In POS sell the Voucher Item and close the ticket (once a voucher has

been sold it is immediately ready to be redeemed).

How to Redeem the Voucher:

When an item associated with the Voucher is sold the system will see the
member has purchased the Voucher and will prompt a confirmation
message. Member Carlie Smith has a voucher for Item ‘1 Hour Lesson’;

Would you like to use the Voucher? See example below.
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T =T TT TT l_\_1\.o|ll.llll\.-llh

Program Repair

Member Voucher

Member 'Carlie Smith' has a woucher for itern '1 Hour Lesson - Head

I p Adl Pro', Would you like to use the voucher?

Shi w @ ® ’

Youcher Information

Purchased Items 10

Used 0
Ye”OW PUI Remaining 10
Expiration 8/18/2016

Selecting YES:

The system charges the item on the ticket and credits the amount; the ticket total
will be zero. It also credits any difference between the Item Price and the Voucher
Price. This allows you to use existing POS Items at a different price when setting

up Vouchers.
Please Note: The income is recorded at the time you sell the Voucher Item; the system
uses Credit ltem when redeeming the Voucher to reduce the amount remaining.
Selecting NO:

The item will be added to the ticket as normal. The members can chose to use or

not use one of their vouchers.

Voucher Rules

Once you sell a voucher, changes to the voucher setup will not affect any
Vouchers previously sold. Only vouchers sold after the changes will contain the

new setup.
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Example: A voucher is setup to use items 1, 2 and 3. Days later you decided
that item 4 should also be included. Any member that bought the voucher
setup with items 1, 2 and 3 will not get credit when they buy item. Anyone who

buys the voucher after the changes will include items 1, 2, 3 and 4.

Please Note: The vouchers can only be sold through POS. You cannot sell or

redeem them through member charge.
Voucher Setup
Credit Item

Create a POS item just like any other item; set the price at O. This item will
be used to credit the sale. The GL and Tax Code need to match the
Voucher Item being sold; to ensure the setup is correct, point the Credit

Item to the same Category as the Voucher ltem.

Please Note: The income is recorded at the time you sell the Voucher Item; the
system uses the Credit ltem when redeeming the Voucher to reduce the amount

remaining.
Voucher Item

Create a POS item; enter a Name, Price and Category.
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Please Note: The Retail Price is the total value of the Voucher.

@ Manage Items X

Haome | Woucher Package €

H &M 9

v @ Item Setup

€

Youcher Ikems
;j d ﬁ ¥
Youcher Tkem

| 9 Hole Cart
18 Hole Cart:

Mame; | Youcher Package I~ Ask For Price
@ Inventary
@ Labels Description: | Woucher Package ™ Ask For Name
) Pictures I Retail Price: $2,000.00 I I Ask For Quantity
v [ paint Of Sale ™ Credit Book Eligible
= Member Price: $0.00 :
&y Button Style [ Irwentoried Lkem
&y Prink Configuration Item Categary: | Cart Fes [T Track Countdown
LE*.: Modifers by On Hand: |0.000 I™ Daily Special
o BREIOE Average Cost: $0.00 [ auto Increment Seat
¥ouch ' .
QUCIIEE I &uto Increment Cover
[ Disable ability to discount
Youcher Ttem: ™
Allowe Family Use: ¥
Cuankity: | 200
Credit Item: | Galf Cart Credit Y
' Expiration Date: | Friday , February 24,2017 7]

i« Expire In Days: 365

w | Quankity
0.5
1

¥ acti
™ Dont
[T Roun

T askF
I~ Tax1

I allow

Select the Voucher Option:

Voucher Item

Check this box to activates the Item as a Voucher.

Allow Family Use

Check this box if all family members can redeem the voucher.

Quantity
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Enter the number of full QTY to redeem.

Credit Item

Enter the item created in Step 1.

Expiration

Expiration Date

Select the Expiration method.

Select the calendar date.

Expiration in Days

Voucher Items

ltems that will be available to be redeemed (there is no limit).

Select the number of days to expire.

Moucher Tkems
b 4 6
Woucher Them

9 Haole Cart
158 Hole Cart

* | Quankity

0.5
1

Select the New Icon.

The Voucher Detail Box will display, enter the first ltem.

(8-‘- Youcher Details

Voucher Them:
Price:

Quantity:

ID: 56 | Loaded

= S

) Hole Cart

$2.69

0.5

.@ |
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VoucherPOSItem
One of the items available to redeem.
Price
This is the value to be reduced from the total value of the Voucher.

Example: if the total voucher value is sold for $800 and the Item price is $40 the

remaining after redeemed will be 800 — 40 = 760.
Quantity
This is the QTY to be reduced from the Voucher QTY total.

Example: if the Voucher had a QTY total of 10 to be redeemed and the Item QTY is set at

.5 the remaining after redeemed will be 10 —.5=9.5

Click Save & Close.

Please Note: If more than one item qualifies; repeat steps 4a to 4c until all items have been set

up. Please remember to Save & Close when finished.

Manage ltem Combos

Combos allow you to sell multiple items with a single transaction. The Combo transaction

sales can be broken out on the GL Financials or summarized.

Select Item, then select Manage Item Combos.
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O Manage Item Combos

#4 Manage Item Categories
O Manage Item Groups
@ Manage Item Modifiers

9 Manage Item Modifier Gro...

w0 Manage Price Scheduling

? Approve Inventory Adjust, ..
{j Inventory Adjustment Wiz, ..

5 Inventory Count \wizard
j Inventory Labels

i
? Club Intelligence

Accounts Payable

o

+

Events

Employees

o =

=) General Ledger

Guests

. Guest Rooms

Marketing

ﬁ Membership

< O Manage Item Combos 3

Harme

L] [z R 1=

Q= Edit Delete  Export

Mame = [F

18 Hole Women's Guest Day
18-Hole Mini Guest Day
2012 Club Season Opener
Q& 138 Hole Mixer

9 & 15 Hole Mixer

2 & 158-Hole Kickoff Party

9 Hole Mini Guesk Day
A-Hole Women's Guest Day
atest combo

Acorn Cup Invitational
angie's Combo Tesk

BTS BuFfet and Poal Party
andlelight Dinner
Candlelight Dinner wDessert
Couples Guest Day '09

Dif fley Dinner
Entertainment-Cambo
Family Bingo

Farnily Bingo

Food/Bar Test Cambo Ikem
Fred's Big Burger Special

i3 Test Dz Balls-2016

Golf For the Cure Guest
=olf For the Cure Mem

Great Saturday Marning Gek Together
areat Saturday Morning Get Together

Member Member

Memarial Weekend shotgun
Men's Die Hard

Men's Guest Day

Men's Guest Dayz

Mine & Dine

Open price

Professional's Cup

oS O &)
& i
Refresh  Clear Filker  Ackive
Description
18 Hole Women's Guest Day
18-Hole Mini Guest Day
2012 Club Season Opener
9 & 18 Hole Mixer
9 & 15 Hole Mixer
9 & 13-Hole Kickoff Party
9 Hole Mini Guesk Day

3-Hole Waomen's Guest Day

Acorn Cup Invitational

Angie's Combio Test

Candlelight Dinner
Candlelight Dinner wDesserk
Couples Guest Day '09
Diffley Dinner
Entertainment-Cormbo

Family Bingo

Family Bingo

Galf Far the Cure Guest
Golf For the Cure Mem

Great Saturdayw Morning Get Toget
Member Member

Mernorial Weekend Shotgun

Men's Die Hard

Men's Guest Day

Men's Guesk Day

Mine & Dine

Professional's Cup
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To Edit a Combo:
Highlight the ltem and double-click or select the Edit icon on the toolbar.

To Create a New Combo:
Click the New Icon.

The Combo Maintenance screen will appear.
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O Manage Ikem

Combos %

Home | Acorn Cup Invicational €

M % e

Edit POS Item Combo

R T corn Cup Invitakional ¥ Mo Modifier Upcharge " FnB Camba
Descripkion: | Acorn Cup Invitational [T Auto Increment Seat ¥ Retail Combo
” Billing Combio
Itsm Category: | Banguet Food aQ, [T Auto Increment Cover
Price: | $395.00 Split Pricing Evenly
Itemn Selection | POS Behavior | POS Button Skyle
Selected Ikems Item Overrides
Select Ikems. .. Ledger:
hame | Type| Price | Frice: % or %
Tournament Golf Item  $100.00
Tournarent Cart Ttem $25.00
Taurnarent Food Itern  $170.00
Tournarnent Prizes Ikem $100.00
A Move lp S Move Down B remove Selected
Name
Give the combo a Name.
Description
Additional description of the Combo; this is optional for internal viewing only.
Category
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Click the search Icon and select the associated category.
Price

Enter the total price for the Combo.
Split Price Evenly

Click this button if you want the system to evenly distribute the amount to the

items.
No Modifier Upcharge

If the item you are selecting has modifiers with prices; do you want the combo not

to apply the additional charge.
Auto Increment Seat

For F&B only if using seat position (see Manage F&B Items for more details).

Increment Cover

For F&B only if using Cover Count (see_Manage F&B ltems for more details).

Please Note: Select FnB for F&B POS sales, Retail for Retail sales, or Billing for member

billing (POS will not see Billing Combos).
Item Selection Tab

The Select Iltems Lookup icon will list the available items to be added to the

combo.

Please Note: To add a combination of F&B, Retail, and Billing

items, the combo itself will have to be specified accordingly. For * FrE Comba
example, if a Golf Tournament Combo will have both F&B and " Retail Combo
” Billing Combo

Retail items, the combo will first have to be set as an ‘F&B Combo’

to add the F&B item.
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* FrE Combo
Retail Combo

£~ Billing Combo

o2 Lookup Yalue

Search: [ Ex.-'ent b @ Cuick Add

|ﬁ| Select all |_J Unselect Al

Item Description Ackive F&E Ikem . Retail Ikem Mame On Screen - | ID
Event Food | v v Event Food 2551
Event Wines v 1 Event Wines 2554

1 of 1732 rows selected., Cancel

To add the Retail item, change the combo set up to ‘Retail Combo’ and now the Select ltems

Lookup will display all available Retail ltems. Example below.
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{%' Retail Combo

Billing Comba

1 of 388 rows selected.

g Lookup Value = B ER
Search: | Tournament Gaolf W | & Quick Add

{z2] Select Al || Unselect Al

Itermn Description Ackive F&E Tkem | Retail Them Marne On Screen & | 1D

Tournament Golf v =l W Tournament Golf 2379

I Select I Cancel

The Combo will now include both F&B and Retail items. Lastly, remember to change the combo

setup to reflect whether the combo is an F&B or Retail event.
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H B & e

Edit P05 Tkem Combo

Mame: | &corn Golf Tournament [T Mo Modifier Upcharge
Ciescription: | Acorn Golf Tournament [T Auto Increment Seat
Ikem Category! | Appetizers l.‘—*'q, [T Auto Increment Cover

Price: |$50.00 Split Pricing Evenly

Itern Selection | POS Behavior | POS Bukkon Style

Selected Ikems Ttemn Crverrides

Select Ttems.., Ledger: | (Mone)

Mame Price: |$25.00
Event Food
Tournament Golf Ttem $25.00 Duplicate Tem

A Move Up S Move Down Bl Remove Selected

" FnB Combo
* Retail Combo
¢ Billing Combo

$oor %

G

In the Item Overrides box, enter the highlighted ltem Price.
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| =

- Item Dverides
Ledger: | 233.00 State Sales Tax Q,
Prce: | $850 for X

Ledger, enter the GL Account

-~ Ibem Ovemndes
Ledger. | 233.00 State Sales Tax Q,
Price; [ 38,50 for

Items within the Combo to determine the GL Posting. The Item Category selected on the ltem

Please Note: If there is no GL Account listed, the system will use the rules set on the specific

Combo does NOT determine the GL Posting; it is important that you check with your accountant

to ensure the sales are hitting the correct GL. The total of all the items must equal the total of the

Combo Price; you will not be able to save until the Difference amount no longer displays.

-~ Edit POS ltem Camba

Marne: I Acarm Cup Invitational

Description: | Acom Cup Invitational

[tem Categone I Banguet Food

Q

Frice: I $395.00 Difference: I $26.50

Use the Up/Down Arrows to rearrange the order the items are listed.

L Selected ltems

A Movelp |W Mave Down |

POS Behavior Tab
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Hore | &corn Cup Invitational 2
[} L ‘o). 7
HER 2 e

Edit POS Item Combo

Mame: | Acorn Cup Invitational W Mo Modifier Upcharge ™ FnB Combo
Diescription: | Acorn Cup Invikational [T auto Increment Seat %' Retail Combo
™ Billing Combo
Ikem Categary: | Banquet Food (4] [T Auto Increment Cover

Price: | $395.00 Split Pricing Evenly
Iter Selection | POS Behavior | POS Butkon Skyle

¥ Do not print modifiers

Do not print modifiers:

Check these fields if you do not want the itemized detail to print on the member receipt. If

this field is checked it will only print the Combo Name on the member receipt.

Leave Unchecked if you want all items to print on the member receipt; it will print the

Combo Name in addition to the itemized detail.

Please Note: Billing Combos; this field does not apply and always show itemized detail.

POS Button Style tab

Adjust the settings to change the bottom appearance (see POS Button Style for more

instructions).
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Home | Acorn Cup Invitational %

HEE % e

Edit POS Ikem Combao

' Retail Combo
" Billing Combo

Marne: | Acorn Cup Invikational ¥ Mo Modifier Upcharge i~ FriE Combo
Description: | Acorn Cup Invikational [T Auto Increment: Seat
Ikem Category: | Banguet Food "-~'¢, [T Auta Increment Cover
Price: | $395.00 Splik Pricing Evenly

Iterm Selechion | POS Behavior | POS Button Style

Button Image: E’d Image Height: [q

Image \Width: | g

Background Color: II:l 0,000

raregiourd ok Il:l 0500 P25 Button Preview

Caption H Align: IDeFauIt

Capkion ¥ Align: IDeFauIt

Image H Align: |DeFauIt

Ll Ll b Lo Lol L

Image % Align: IDeFauIt

Faonk Size: (O

Manage Modifier Groups

If an item has choices or prep instructions you can add a modifier to the item setup;

modifiers are added to a modifier group and attached to an item.
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I eManage Item Modifier Groups I

Items <
) Manage Items Hame
O Manage Item Combos L
e Manage Item Categories 'J
K=
Q Manage Itkem Groups
Mo Charge

O Manage Item Modifiers
a Manage Item Modifier Groups I

% Manage Price Scheduling

@ Approve Inventory Adjustmen. ..
¥4 Inventory Adjustment Wizard
4 Inwentary Count Wizard

_ﬁ Inventory Labels

Club Intelligence

Accounts Payable

&<

=
b

g B

Events

Employees

General Ledger

Guests

Marketing

. Guest Rooms

'Q?j Membership

Delete  Export

Mame &

200z, 5006

Add 2nd ITEM

ADD CHIPS

Addon$

A00 POTATO

AD0D SALAD

ADD S0UP

400 SOUP OR SaLAD
ADOITIOMAL BUILD YOUR O, ..
ADDITIOMAL PIZZA TOPPIMNGS
ALFREDO MEAT

APPETIZER MCD

AVOCADD SALAD

AYOCADO SALAD CHOICE
BEQ SALCE

BREALD

BREAKFAST MEAT

BUILD ¥OUR OWN MEAT
BUILD YOUR. CWM PASTA MEATS
BUILD YOUR, SN TOPPIMGS
BURGER BUFFET CHOICE
CAMN 5000,

CASUAL ELEGAMNCE

Cheese

CHILD SALCE

CHILD SIDES

CHILD SUMDAE

CHIPS MODIFIER

Coffes Add-Ons

COokING TEMPS

Dessert Modifiers

DESSERT TRAY

DRESSINGS

Diescripkion

ADD POTATO
ADD SALAD

ADDITICAML. ..

AVOCADD S, .,

BUILD ¥OUR. ..

BUILD YOUR. ...

BURGER BLF..,

CHILD SAUCE
CHILD SIDES
CHILD SUMDAE
CHIPS MODL...

Dessert Modi. ..
DESSERT TRAY

Bctive

Min Ikems

Help

o0 | @—=lo|lole| oo 0| eya2ra [ e | o|e|ja | aeyea|~la o |o|lo | eraeta|ole| oo EE

L_;/_I/ x -.\:3‘7 \l'ﬁ:_j D '\@I Search:

Refresh  Clear Filker

Max Ikems

I e e e e = e e I S e L A ¢ N e B e e S i e R S B O B e B e B S R = I = i = = R

Ret

To Edit a Modifier:

Highlight the Item and double-click or select the Edit icon on the toolbar.

To Create a New Combo:

Click the New Icon.
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The Item Modifier Group maintenance screen will appear.

Home | OMELET: X
) [ o
= k (i
HBE % e
Edit PO Ikem Maodifier Group
[WENT=Re  MELETS ' FrE Modifier Group
Description: €~ Retail Modifier Group [T Mo Charge
Min: |0 Ma: |3
Selecked Item Modifiers Edit Tkermn Modifiers
Rt IItem j Price Adjustment:
Select Tkems... Multiplier
Mame | Send Hame | Price | Multiplier| Tvpe |
BACON BACON $0.00 1.00  Modifier
CHEESE CHEESE $0,00 1.00  Modifier
MUSHROOMS MUSHR.CiOMS $0.00 1.00  Madifier
CMIONS OMIONS $0.00 1.00  Modifier
PEPFER. PEPPER $0,00 1.00  Modifier
SALSAGE SALISAGE $0.00 1.00  Modifier
HAM HAM £0.00 1.00  Modifier
A Mowe Lp S Move Down ﬂ Remove Selected

Name
Give the Modifier Group a name.
Description

Additional description of the Modifier Group; this is optional for internal

viewing only.
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Enter the minimum allowed to select from the group; if you enter O

they are not required to order anything from the group and can move

to the next order

if you enter 1 or more they will be forced to select from the group (hnumber

specified) before moving to the next order
Max
What is the maximum limit allowed to be ordered from the group?

Example 1. Meat Temperature might have both a Min and Max of 1; we can

only select one temperature.

Example 2: Wings Sauce might have a Min 0 and Max 2; we can skip the
screen if we don’t want any sauce or choose up to 2 sauces. On the 2nd

choice the system will move to the next order.
FnB Modifier Group

For FB POS items (modifiers are typically used for FB items).
Retail Modifier Group

For Retail POS Items.
No Charge

Will turn off the option to enter a price on the modifier.

Selected Item Modifiers

Click the Select Item Modifiers Lookup to get a list of available item modifiers. Click to

select the modifier, and then click Select at the bottom of the Lookup value.
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Home | OMELETS X
4 | e
e IO
Edit P23 Ikem Modifier Group

Marme; |(COMELETS
Description:

Min: |0 Max:

Selected Iterm Modifiers

€

Source: IItern Modifier

Select Item Modifiers. ..

% FnB Modifier Group
™ Retail Modifier Group

[=]

Il\lm I md hlaen

e S s oy [

™ Mo charge

Edit ke Maodifisrs

Price Adjustment:

Mulkiplier ;

o Lookup value

Search:

@ Select Al |_J Unselect Al

Mame
SCRAMBLED

BASTED

CWER MEDILM

EGG BEATERS

SUMNY SIDE P

SAUCE O SIDE

Up

EMD CUT

CCOKE

DIET COKE

DIET DR, PEFPPER

DIET PEPSI

DR.. PEFFER

MTH, DE'W

PEP3I

STERC A RATET

1 of 588 rows selected,

)

@ Cuick Add

I Select I Cancel

b

Items can also be added as a modifier. To do so, change the Source to Item and a list of

available items will be displayed once the Lookup value is selected.

Selected Ikem Modifiers

Source: IItem
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If a price is to be added to the Modifier Item, highlight the item and enter the price in

the Price Adjustment.

Home | OMELETS X
. q
. .01 | J |
HBE % e
Edit P25 Ikem Modifier Group

Mame; |OMELETS

Descripkion:

Min: |0 Max: |3

Selected Item Modifiers

Source: IItem Li

Select Ikems. ..

%' FnB Modifisr Group
™ Retail Modifier Group

MUSHROOMS MUSHROOMS
OMIONS OMIONS
PEFPER. PEFPER
SAUSAGE SALSAGE

HaM HaM

A Move Up S Move Down

Modifier
IModifier
IModifier
IModifier
Modifier

ﬂ Remove Selected

[T Mo cCharge

Edit Ttem Modifiers
Price Adjustment: | $1,50

reultiplier:

Please Note: You can use Menu Items as modifiers and overwrite the item price

using the Price Adjustment. If you need to add a new Menu Item click Quick Add

within the Lookup Value (see Manage Items for more detail on adding needed

item). If you want the Modifier to be added to the sales reports you will need to

select from the Available Items.

If you select from the Available Item Modifier, modifiers are not included on the sales

reports. Use the Move Up/Down Arrows to arrange the order of the modifiers.
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| Selected tems

A Move Up |v Move Diown | 1

Multiplier

The multiplier will adjust the price of the item based on the terms added. For
instance, if a 2.0 multiplier is added for a "Double" liquor modifier the system

would take the base drink price and multiply by 2.

[Home | cirar x|
Y

v @ Item Setup

= WA
= o @ Inwentory L
e ) Labels Description: | Ciroc
0 0 Bl
: Pictures Retail Price: §5.50
- Point OF Sale
[ ¥ @ = Member Price: $0.00
[ Button Style =
[ Prink Configuration Iremn Category: | Liguor A-] t—n
&y Modifers by OnHand: | 0,000
% e A Cost 0.00
E::' o vertage Cosk: $0.

|| Home [ LIG, MISERS X
HERE % e

Edit PO3 Ikern Modifier Group

Flame: | LI, MIXERS % FnE Modifier Group
; - | i
Description: Retail Modifier Group [~ Mo Chargs
Min: |0 Mazx: |2
Selected Ikem Modifiers Edit Item Modifier
CE— IItem j Price Adjustment: | $0,00
| Select Trerms. .. Multipalisr: 2.00 |
Double Double b1 Modifier :
ALREADY MADE™ AL REALYY MADE 0,00 1,00 MadiFier
BLOODY MARY BLOCDY MARY £1.80 1.00  Modifier
BOOTLER BOOTLES £1.00 1.00  Madifier
Subtotal: $11.00
Sery : 7
Tax:  $0.93
Total: $13.80

Assign the Modifier Group to an ltem:

See Manage F&B ltems then Modifiers.

Manage Price Scheduling
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Price Scheduling allows for the setup of various automatic discounts such as Specials
Promos, Member Type discounts, Marketing Promos, Happy Hour discounts,

Employee discounts, etc. The price schedule can be perpetual or a limited time offer.

Select Items, then Manage Price Scheduling.
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Items £

£ Manage Items

O Manage Ikem Combos

e Manage Ikem Categories

O Manage Ikem Groups

@ Manaqge Item Madifiers

8 Manage Item Modifier Groups

%) Manage Price Scheduling

"\;1' Approve Inventory Adjustmen. ..

%5 Inventory Adjustrment Wizard
¢5 Inventory Count Wizard

_ﬁ Inventory Labels

Club Intelligence

Accounts Payable

Events

& @ %

Employees

General Ledger

Guests

Guest Rooms

P& ¢

Marketing

'ﬂ Membership

% Manage Price Scheduling €

Home

L] 2 X
Mew Edit  Delete
Marne
20% OFf Entree
Associake Found
Birthday Coupan
Birthday October
Zash Round Up
Early Eird Special 2
employes 505 discount
Free Birthday Dessert
Happy Hour House Wine
Happy Hour Soda
Happy Hour-Liquor
Happy Hour-Tap Beer
Hapy Hour Bottled Beer
Item Combo Price Schedule
Kristas Test
Presidents Discount
Robin's test
Schneider Cart Promotion
kest hh

Export  Refresh  Clear Filker  Ackive Help

- [ Descripkion - || Cast Plus Percent | -

01 & % 0 e

$0.00

$0.,00
$0,00
$0,00
$0,00
$0,00
$0,00
$0.00
$0,00
$0.00
$0,00
$0,00
$0,00
$0,00
$0,00
$0,00
$0,00
$0,00
$0,00

To Edit a Combo:

Highlight the Item and double-click or select the Edit icon on the toolbar.
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To Create a New Combo:

Click the New Icon.

The Price Schedule maintenance screen will appear. Enter a Name for the price

schedule.

The Who tab:

Select the criteria for who will get the discount. Once you select from the Who

options, select from the detail associated with the criteria.

Home | Happy Hour-Liquor 2

Mame:  |Happy Hour-Liquor

Wwho | Where | What | When

HEE % e

Prices

Member Tvpe

E

Member

Member Group

Member Tyvpe

Marketing Campaign
All

Advanced

M ame

SO

Senior Golf

Social [LOA)
Fezigned Archive
Azzociate Golf
Junior Corp Golf
Surviving 5pouze
Ciut of Town
Haonarary
Sp-Corporate Golf
Sp-Defered Golf
Sp-Social

v
v
v
v
v
v
v
v
v
v
v

Sn-Senior [3nlf

Please Note: The top button will select all and the bottom button will

unselect all.

The Where Tab:

0]
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This tab allows parameters to be set on where in the club the discount can be
applied. Once you select from the Where options, select from the detail

associated with the criteria.

Home | Happy Hour-Liquor 3
7 o . i
- e} vy
| |
HHBE < e

Mame: | Happy Hour-Liquor

Who | Where | What | When | Prices | advanced

Area :J

Area Group

M ame

Area Category
Al

O 3TTacE.
lub Functions B allroom
uest Banguets

ithess

Iub Funchions Dining Bm
lub Functions Hill-AGE
uest Bang. Dining Rm

ill Rroomn Dining

izc. Dlining

alf

Enniz

arlie’s Retail Area

uezt Rooms

B evverage Cart

EEEEEEREEEE RS

Please Note: The top button will select all and the bottom button will

unselect all.

[m] @

The What Tab:

This tab allows parameters to be set to determine what items are eligible for this
discount to apply. Once you select from the What options, select from the detail

associated with the criteria.
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Home | Happy Hour-Liquor 3
! : ‘o). (L
HE & % e

Marne: | Happy Hour-Liquor

Wha | Where | What | When | Prices | Advanced

Ikemn Group j

Ikem

M armne i

Item Category

(]}

wh= DEE]
#&B- Liquar

&B- M4 Beverages

iling Items - Mo Minimum
EB- Mizc

olf- Hard Goods

alf- Soft Goodz

olf- Acceszones

aolf- Guest Fee
olf- Cart Fee

alf- Pro Services
olf- Guest Book
enniz- Fees

enniz- Merchandize

e e e

Please Note: The top button will select all and the bottom button will

unselect all.

0|

The When Tab:

This tab allows parameters to be set to determine what date range does the

discount apply. Enter the Start Date and End Date or check No End Date if there

is no end to the discount.
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= Manage Price Scheduling

Home | Happy Hour-Liquor X
; L | fey. )

Mame: |Happy Hour-Liquor

Whao | Where | What | When | Prices | Advanced

Start Date | 2/4/2016 E|

End Date: |bx1x2|:|15 E| [T MoEnd Date

The Price Tab:

Enter here how the system will calculate the discount.

Home | Happy Hour-Liguor X
B [ i fo) -

Mame: | Happy Hour-Liquor

Weho | Wehere | What | When | Prices | Advanced

Price; $0.00
Percent OFF; | 50,00 % Qr Dollar OFF: $0.00

[T Use Member Price

[T Exclusive (only apply this discount if it is greater than other discounts, )

Price
Use this if all items are to have the same price. Example: All domestic
beers are sold at $1.00.

Percent Off

Use this if the items are to be discounted by a percentage.
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Or Dollar Off

Use this if items are to be discounted by a flat amount. Example: subtract

$1.00 from item price.
Use Member Price

If the system is to use the Item Member Price; Example: if your club does
not offer Member Price for all members then you can select from the Who
tab which Member Types receive the Member price. The Member Type

setup will not use member pricing.
Exclusive

If checked, the system will only apply this discount if it is greater than other
discounts. This will prevent price schedules from conflicting if there is an

overlap between their specified times of discount.

Advanced Tab:
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Home | Happy Hour-Liquor 2
i T T o
| | Y o
HEN %% e

Marne: | Happy Hour-Liquor

Who | Where | What | When | Prices

Daw(s) of the Week To apply

[ al

[T Sunday

[T Monday
V¥ Tuesday
V¥ wednesday
¥ Thursday
¥ Friday

¥ Saturday

when Schedule applies

¥ Specify a time Start Time:

Price Adjustments to apply

[T CostPlus Mark Up: | 0.00 %

Setting a Cost Plus override disables the regular pricing tab.

Advanced

Found Up option

% MNone
" Mickle
" Dime
) Quarker

" Dpollar

4:00 PM

End Time:

f:01 PM

Day(s) of the Week to Apply:

Select the days (or All) the discount will apply.

Round Up Options

Select the preferred rounding method.

When Schedule Applies

Enter the Start Time and End Time the discount applies.

Price Adjustment to Apply
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System will look at the cost and apply the percent markup. Commonly
used in Retail shops for Employee discounts such as cost +10 percent.

This will not work if the Item does not have an associated cost.

Common Questions and Concerns

Q: When managing my Iltems | am having trouble with Grids, where can | find more

information to guide me?

A: Grid information is located in the Client Resource Center here.

Q: | need Items within a specific Item Category to use a different Tax Code than the Tax Code

used at the Item Group level. How do | accomplish this?

A: Utilize the Override Item Group option within the Item Category. This will allow the user to
override the Tax Code used at the ltem Group level, and only have the Tax Code apply to Items

within the ltem Category.

Q: When | select an Item Category Button in POS, how do | rearrange the order the ltem

Buttons shown within the Category?
A: Use the Move Up/ Move Down options on the Item Selection tab of the Item Category.
Q: How is the GL posting of an Item Combo determined?

A: If there is no GL Account select within the Overrides section, the system will use the rules set
on the specific ltems within the Combo to determine the GL Posting. The Item Category selected

on the ltem Combo does NOT determine the GL Posting.
Q: | have a specific Iltem that will not apply toward Credit Book. Why?

A: Any ltem intended to be redeemable by Credit Book must be flagged as Credit Book Eligible

within the ltem’s setup.

Q: How do | edit the size and color of the Item Buttons within an Item Category Button at the
POS?

A: Navigate to the POS Item Button Style Tab within the Item Category and specify the
appropriate size and color. Changes made on this tab will only affect the ltems Buttons within the

Category, not the Iltem Category Button.
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http://kb.clubessential.com/display/OF/Office+-+Grids

Best Practices

e FEach Area can have different Account allocations by highlighting the Area name and
entering the accounts.

e The Tax and Service Charge percentages are determined by either the Item Category
or ltem Group (not the Item level).
Item overrides the category and group settings.
The Category can override the Group settings (only if the Override Group Settings is
checked).
The Group settings will be used if there is no override on the Item or Category setting.
The Item level allows a cost dollar; if you have a percentage on the category level the
Item cost dollar will override the category cost percent.

e The Grid that displays will vary from user to user; if the user is only allowed to see Retail

items they will not see FNB or Billing ltems.

® You can customize your grid to display different columns. To do so, right click anywhere
on the grid and select Customize Columns. A list of Columns will appear and can be
added to the grid by simply double clicking or dragging and dropping the column in
question. The columns available will vary by module.

e For more information on grids, please click Here to navigate to our Client Facing
Knowledge Base. Grids can be found under the Interactive Reports Module.

e Within reports you can click on the column heading to sort by any column or use the
funnels to filter the information listed.

e Another way to change the ltem’s Category: Go to the Manage Items module and change

within the item itself.
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