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Overview

The following guide reviews how Users can set up their Classic POS system to be able to charge
Tickets in Classic POS when the Member has a physical Credit Card present. This guide has been

broken down to include instructions for both a Set Device and a Roaming Tablet.

Set Device

After Readers are configured with CE Payments, POS Devices that will work as a Set Device and
not roam throughout the Club will need to be configured to work with one specific reader (Often

the iPP320 Reader). Please follow the instructions below:

System Tools

Users will log in to the POS and select System tools on the bottom left corner of the main POS

screen.

Select the Utilities tab.

System Tools
Locked Tickets Open Tickets Closed Tickets ltems Reports | UHalities | About
———————————————— z’—'
Area Member Server i Ticket  Table
Select Credit Card.
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System Tools
Locked Tickets Open Tickets Closed Tickets Items Reports Utilities
Settings l’ Credit Card -—
——

ETS EMV Terminak |

Chiftd Terrminat [

Then Navigate to the CE Payments Device Lookup. For POS Devices that will only be using a

single reader, use the Lookup feature to find the corresponding Reader for the Device.

System Tools
Locked Tickets Open Tickets Closed Tickets Items Reports

Settings Credit Card

ETS EMV Terminal

Shiftd Terminal

Shiftd Receipt Columns:

o)
L
I~

Shiftd P2ZPE Device Type: |
CE Payments Device: |

[l Confirm gratuity amount after settlement with credit card

z

cc1

cCc2

cc3

cc4

Cancel

Once the device is selected, click Save Configuration and Yes to the confirmation prompt.



Shift4 Terminal: I

Shiftd P2PE Device Type:

Apply Changes?
The configuration settings cannot be changed unless the application

Gt (DVhZRth ShW3hKYCKsunx LN closes. Would you like to apply the changes and dose the

application?

Shift4 Receipt Columns:

CE Payments Device:
[ Confirm gratuity amount after settlement w

[ Default Credit Card Gratuity Form to Print & P
] Prompt for tab notes before swiping for cr
= Prompt for CE Payments Device on Settle

(j v e ®

~Terminal Override Date

ERE

Please Note: Once a reader is selected, this will be the only reader that can be used on the

device in which you just set up.

Roaming Tablet

After Readers are configured with CE Payments, POS Devices that will work as a Roaming Tablet
throughout the Club will need to be configured to prompt the user to select the Credit Card

Reader closest to their proximity (Often an iISMP4 Reader). Please follow the instructions below:

Please Note: /It is extremely important for the club’s Local IT to physically label the readers so

users can easily distinguish between readers when prompted.

System Tools

Users will log in to the POS and select System tools on the bottom left corner of the main POS

screen.

Select the Utilities tab.
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System Tools
Locked Tickets Open Tickets Closed Tickets ltems Reports | Uilities About
e ——" ’
Area Member Server il Ticket  Table
Select Credit Card.
System Tools
Locked Tickets Open Tickets Closed Tickets Items Reports Utilities

Settings | Credit Card R
ETS EMV Terminak |

Chiftd Terrminad

For POS Devices that will work as a Roaming Tablet, select Prompt for CE Payments Device.

System Tools

Locked Tickets Open Tickets Closed Tickets Items Reports

Settings Credit Card

ETS EMV Terminal

Shift4 Terminal

Shift4 Receipt Columns:

034

Shift4 P2PE Device Type: ‘
CE Payments Device: ‘

LI Confirm gratuity amount after settlement with credit card

I Default Credit Card Gratuity Form to Print Settle Receipt

] Prompt for tab notes before swiping for credit card tab

® Prompt for CE Payments Device on Settle)

Save Configuration @

Click Save Configuration and select Yes to the confirmation prompt.
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Shiftd Terminal: |

Shiftd P2PE Device Type:

Apply Changes?

The configuration settings cannot be changed unless the application
closes. Would you like to apply the changes and close the
application?

Shift4 Receipt Columns:

034

CE Payments Device:

[I Confirm gratuity amount after settlement w
U] Default Credit Card Gratuity Form to Print &

C1 Prompt for tab notes before swiping for cr

B Prompt for CE Payments Device on Settle

Save Configuration @

“Terminal Override Date

[Default]

When enabled, this setting will prompt the user to select a credit card reader when settling a
ticket.

Test Credit Card Transaction

Next step is to test a Credit Card Transaction. Please follow the instructions below.

Double click the POS Application to launch the Point of Sale.

Select the applicable POS Device. (Eg. Gov Bar POS)
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Select Device

Pool Grill POS
Pool POS

! Tennis POS

Enter your POS Pin Code (Consult Club Admin if you do not know your code).

User Login Reguired

Enter emplayee

8

|

Cancel

Depending on the nature of the POS Station, choose Select Table/New Transaction to start a

new ticket.

TOLL Brier Creek

Select
Table

If the POS is an F&B Environment choose any table. If Retail, skip this step.
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H
)

X

Cher

€

Choose Guest to start a guest ticket.

Jakactille, Cheisiaphes D Resideny ol

[baschilla, Gloria A <A Sp-Resident Social
amadilla, Kathtm AQB2-C Deep-Risident Social
[y, Diarep! LAFIER D Mon-Residena Chay
Py, ik AN2T M- Risadent Chilts
Py, Arbiess AN2T-A S Mon-Reudent Claly
o Kassed Karimy, Adham MIR8-H D Resichend Club

o]
|
-
-

NT, GUEST prepensy PR
& .-

e m-uuﬁ -

General
Modifiers
DO NOT Bar
**TO-GO**  AS ENTREE
MAKE Menu
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In the POS ordering screen, select Close Ticket.

i

Quick Cash Close Tick

Print Ticket Split Ticket

Select the Credit Card Settlement Type.

Tender Payments

Ticket Totals

Setlements

Mavigation

OK

| Amount

Cover Count:
Sub Total
Tax

Gratuity:

$20 $50 100 Service Charge:

Totak
Paid:
Balance Due:

$10.00
50,86
$0.00
52,00
§12.86
50,00
$12.86

Select OK (or Print and Done).
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Teredai il

Clrwad Loarr

by Totat: 4100

Grabube
Hervice Chargee

Tatak

If this is a Set Device configured to work with only one reader, you will move straight to inserting

the Card. If this is a Roaming Tablet, select the Reader that is closest to you and then insert the

card.

Select Device

cc1

cc2

Insert the Card.
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Additional Gratuity Prompt

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

not have any additional gratuity to add to the ticket

After the card is processed the ticket is sent back to the main Open Tickets Tab highlighted in

yellow.
1D Full Name Area  Table Ticket # Server Name
001 OHIAGIRL SCOUTS OF Cafe [Cuick Ticket] 26615 Administrative User
001 GUEST, ACCOUMNT Lounge [Cuick Ticket] 27904 Administrative User
001 GUEST, ACCOLUNT Lounge [Cuick Ticket] 27905 Administrative User
157-3 Ackermann, Angus Lounge [Quick Ticket] 32279 Administrative User
FO7-2 Takas, Abby Lounge [Quick Ticket] 32280 Administrative User
157-3 Ackermann, Angus Lounge [Chuick Ticket] 32597 Administrative User
157-3 Ackermann, Angus Lounge [Quick Ticket] 32598 Administrative User
001 GUEST, ACCOUNT \ Lounge [Quick Ticket] 32806 Administrative User
@Micha&l Christensen . Cafe Table2-1 37462 Administrative User )

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

Enter ticket gratuity (Total: $0.01)

Do not process
Print settle ticket on dose




Enter the additional Gratuity amount (the user can either use the percentages or manually key

in the amount).

e To print a receipt showing the added tip, select Print settle ticket on close.
o Ifthere is no tip to add, simply select OK to specify a $0 tip.

e The ticket can also be Reopened from this screen if necessary.

Click OK to complete the transaction.

Enter ticket gratuity (Total: $0.01)

@ 8
:
—
Do not process
C Print settle ticket on dosH

Calculator

Starting a Tab

Charge Tab is used to store the Credit Card on the ticket at the time the ticket is open as
opposed to using the card at the end when closing. Mainly used by clubs who allow non-member

visits; this allows them to capture the Credit Card information before the sale.
Select Charge Tab, and then Insert the card.

Please Note: If this is a Set Device configured to work with only one reader, you will move
straight to inserting the card. If this is a Roaming Tablet, select the Reader that is closest to you

and then insert the card.
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Proceed to enter the order as normal. When finished, select Close Ticket.

Quick
Quick Cash =
i Charge

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

complete the transaction.

Setlements

Select OK (or Print and Done).
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@n_i-
EA

Ticket Tolsy

Cerwtr Ceasie
Sk Totsk: 51000
nE
Grabube 000
Hervice Chargee W00
Totat  $12.84
Pt 5000
Bl Dok 51286

Please Note: If you have not inserted the card the Tab button will not appear.

Delete/Refund Credit Card Tickets

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

Payments

Select System Tools on the bottom left corner of the main POS screen.

Navigate to the Closed Tickets tab.
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System [ools

Locked Tickets Open Tickets Closed Tickets Items Reports
Search

Area Member Server Member #

Utilities

Highlight the ticket and select Delete. The user will be prompted, Are you sure you want to
delete ticket #XXXXX? Click Yes. This will communicate back to CE Payments and Refund the

Ticket.

Closed Tickwin

Urilitien

Loched Tickets Cipen Tichety LT

CANEST, ACCTHINT FTHEF Tabde

Cale Poterts, Billy Cabe Woaker oy 74T |Gk Ticket]
Cale Bamlin, Kesth Cabe VWorker ot
Cale GUEST, ACCOLNT Cabe Wodke Dielete ticket ]
B i B i ] B e Rk 0 AR
Cale Herzoq, Thomas Cale Voaker oet]
Cale GUEST, ACCOLINT Cabe VWoaker et ]
Cale Pickerd, Wty Cabe Woakes o]
Cale Bl Lew Cabe Wonker ook}
Uektiien, Gurwan b Wiseker et
Schaerry, ketlney Cale Wiodkes wil
Cim peio, Peter Cale Worker o Spwis pos ot
Varndiran, fm Cal Wit kee 5 ATAT ik Ticket]
Echeileman, Mike Cabe Woake L 7416 |Guick Ticket]

1w ATaS ouick Ticket]

119 AT16 T35 PrA
V1972016 T.10 PHA
VYIS F0NE BT P
1019/ 016 Gedd PRA
IO/ IS R006 643 PRA
1015/ F016 B30 P
1019 H016 G132 P
IV19Y 2006 512 PRA
T IFN6G 1L P
10V 1972016 & 10 PrA
IOV ISY 206 B8 PRA
1015/ F016 Bl P
1O/ 197 2006 G PRA

10197 A0LE T35 PR
101006 710 A
107192016 A7 P
1019/ 3016 a5 P
10197006 Gd3 A
10415/ 7016 Goali P
101906 Ge1 P
10N 6 &12 A
10719/ 016 E:11 1A
10192016 G140 A
10105 G090 A
10419 016 G P
10197006 607 P

Reopen a Credit Card Ticket

If a user needs to reopen a credit card ticket to make corrections, remember the user cannot use

the Credit Card Settlement Button again.

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

systermn Tools

Locked Tickets Open Tickets. Closed Tickets Items Reports Utilities About
Gwardh

Area Member Server Member # Ticket Table

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

ticket will be erased. Click Yes.

Loked Tickets Open Tickety Closed Tickeiy (LR T Reparia Utilities Abouk

GLEST. ACCOUNT Pk inrrabhee L 37462 Tabks 2 EVRVIONE AT AM NOTAVIIE FA7 A
Cale Foberts, Elly Cafe Worker iy FMAAT sk Ticket] IOV G 705 P DOV G 0% P
Cale Bt iy, Kesth Cafle Worker oet] IR 00G 0P IOV 6 700 P
Cale GUEST, ACTOUNT Cafe Wikt Fhe-Cpan ticket confiernation et OV IHHOILG BAT PR 1OVL9 2006 64T P

I 8 Tt o Lt i

Cale Herzog, Thomas Calle Vo bey ::;ﬂ::::::;;l::;ﬁ::‘:::: oet] TR HIIG Godd PR 10VTG 26 G P
Cale CASEST, ACCOILIT Cale Worker S FE— - wet] WVERFONG 6% PR LOVE 2006 643 PR
Cale Rickert, Jeromy Cabe Woaker wt] TEOVERHTE 6:39 PR TOVLO/ 2006 G0
Cale Barmil, Loe Cafe Worker ot IOV OG G2 P L0V SO G 6D 2 P
Cale Ukchmaen, Gervin Cale Woaker ort] IVEWHLG E1Z P 1006 617 P
Cale Schoeny, kelfrey Cabe Wosker et TOVERAOLE 11 P 10V L9 206 6:11 B
Cale T palle, Pister Calle Wik v P ETETT R | ORS00 G G0 PR B0V NN 6 G 1D PR
Cale Vandsan, lim Cabe Wosker 795 IFANT [k Thcket] TEVERONE 608 P 1OVLH 200G G0 P
Cale Edcdleman, Mike Cafis Worker L IMN6 ok Ticket] OFE I G Gl P DOV 0200 B 0 P
Cale lairel, Chirs Cale Windloor LEY IS Ok Ticket] VOV S0 G 60T P BOVE 20 G 60T P

Navigate back to the main POS screen, select the reopened ticket, and make the necessary

corrections. When finished, select Close Ticket.
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Quick

Quick Cash Close Ticket

Charge

Print Ticket Split Ticket

On the settlement screen, select the Tab button (located on the keypad under the Exempt

button). The Credit Card information is stored on the ticket so the user does not need the Credit

Card to reclose the ticket. Click OK to reclose the ticket.
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