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1. Quick Guide to Logging into RecTrac

1. Log into RecTrac: Enter your User ID and password.

RecTrac Logon >

Change Password

2. Enter your drawer number and starting cash amount and click OK.




2. Quick Guide to Pass Swiping for ISR 3 Reporting

1. To record an ISR 3 visit you must use the Military Visit Swipe-In program. Click the Visit
Check-In button located on your main screen.

 Visit

- Check-In
2. Select the correct date
3. Click OK.

Pass Visit Options Update
Wigit Date 12/02/2016
Exit

4, On this screen you or the patron swipes the Military CAC or family member ID card

through the card swipe. You can also type in the member’s ID number manually and
press Enter on the keyboard or click Process Visit.

Swipe Your ID|

Welcome

7 8 9 <<

4 5 6 | Clear
1 2 3 | Help
0 Process Visit




5. If the swipe is valid, the screen displays a message in the green bar stating that the
patron is good to go.

Military Generic Visit Swipe-In

Swipe ID‘

7 8 9 <<
4 | 5 6 | Clear
1 2 3 | Help
0

Process Visit

Note:

a) If a patron does not have his or her ID card, he or she can type in his or her name in
the above field and then select his or her name from a list.

b) If a patron’s card is rejected or he or she is unable to find his or her name in the
database, then he or she is not in the RecTrac database. Follow your installations
procedures for entering a new patron into the database.

c) To exit this program, press the Escape key on the top left corner of your keyboard.



3. Quick Guide to Activity Registration

To register a customer in an activity click Activity Registrations.

Activity

Registrations

Type in the last name of the sponsor and then click Primary Name or hit enter on your
keyboard to access the household for Activity Registration.

Note: For common last names, you can narrow the search by putting a comma at the
end of the last name followed by the first letter of the first name. For example, bob,b (no
spaces) for all Barker’s that have first names that begin with B. (Capital letters are not
required.)

Activity Registration Household Selection

Laakup “

Primary Mame Secondary Mame HAH D Mumber
Home Phone Wk Phone Cell Phone
Farnily b ember Househald E mail Organization Mame
Address Invoice Number
Mew Household Print Last R cpt

Exit

Scroll down to the individual’'s name (for example, Bob Barker), highlight it, and click
Select.

Highlight the household member’'s name that you are enrolling into the activity, if there is
only one member in the household then RecTrac will automatically highlight the name.
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5. Right click in the Actv No field or press F9 to access the activity pull-down menu.

Barker - ty
 em - Lostoms e O |
i Mew Registation
J
i Details Roster Search
J
i Add Roster Information
< >
Updale New Select Fees Std Fees 000
Mod Transaction Description Fee/Disc TaxAmt Deposit  Net Paid Met Fee
Wiew Notes
FR Details
Updats
Remove
Payment HH Update HH Inquin Wigw Pass View Prev  Mame Lookup  Total Mew Chamges Exit
| e ity i il

6. Highlight the class in which to register the customer and click Select or hit the enter key
on your keyboard.

Actv No Sec Description Type  5ubType Category Max Ct Min Cnt Tot Ereal WList Lotta Begin Date BegTime EndDate Erd Time

ShowInBrowser ] Active Sestions [ ] Inactive Sections [ Panding Sections [ ] Cancelled Sedtions

Browser Color Key Full SEEEl =l | Available

Select Cancel
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7. The Actv No field is now populated, and the fee displays in the Std Fees field (on the
right). Click Select (to the left of the fee).

Add Roster Information
o [ e an |

Mod Transaction Description Fee/Dizc Tawhmt Deposit MetPaid MNetFee ~

FA Details
Update

8. Click Payment to display the payment screen.

[ W ] uebethia sms 1 1219 smel tzed 1~ maM |

nailsmodnl 1520 bbA
oo

o agdisk bigqisl  figogad  ImawsT ozidhasd
00.0

zlietad {7
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Make sure the New Amt Due field and the Pay Amt fields are the same when taking

checks and credit cards. If taking cash, you can increase the Pay Amt by the
appropriate amount. For example, if the net amount due is $20 and you receive $30 in
cash, you enter $30 in the Pay Amt field. RecTrac calculates that you have to give $10 in

change back to the customer, and it states this on the receipt.

10. Click Process.

AR Payment Update For ==> Bob Barker
Prev Balance 0.00 Split Payment Detail Delete Split Pt
1 Cazh Pay Type AmtPaid  Reference Line 1 Reference Line 2

Mew Fees

Add Split Pmt
Pay Reference 2 |
Pay User Process
Pay Date Pay Drawer » 3 Prt Dptions M Print Return ko AR Module Details

Fee/Disc Tawbmt Deposit  Met Paid Met Fee

Wiew Notes

FR Details

Update

Remove

HH Update HH Inguiry View Pass Wiew Prev | Mame Lookup  Total Mew Charges Exit

11. The next screen shows the change due.

Change Due:

= $10.00
>~ Press <Enter> to Skip Pause
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12.  The receipt prints out as follows:

ACTIVITY SALES RECEIPT

Receipt # 2535
Payment Date: 120216
Househald #: 250238
Essex Parks Bob Barker Hm Ph: {(B02)555-6555
Essex Junction VT 05452 10 main sirest
Essex Junction VT 05452
FPhone: (545454-5454 testtest.com
Visitus on the Web at: www_your-org-names.com
Enrollment Details
Ennolles Mame: Bob Barker Fizes + Tax Discount Prew Pald CurPald  Amount Dus
Aty Number: 300000-01 Basketball 20.00 0.00 0.00 20.00 0.00
Enroliment Diate: 12022016  [Enrolled)
Mesting Detalls: This Class meets from 02/11/2016 to 02/11/2016 at 8:00PF to 8:00F on Mon thru Sun
Class Losation: Test (@ Essex Parks
Skip Days 07/04/2012, O7/04/2013, O7/04/2014
Fee Detalls: Fee Descripdion Amount Count Discount Sales Tax Todal Fee
Dally 20.00 1.00 0.00 0.00 20100
Processad on 1200216 @ 10:23:41 by ZZ2 FEES CHARGED OMN NEW LINE ITEMS | 20.00
DISCOUNT APPLIED AGAINST THE o.oa
TAX CHARGED ON NEW FEES (+) 0.00
HEW AMOUNT DUE 20.00 |
PREVIOUS NET HOUSEHCLD BALANCE 140.00
[TOTAL DUE 16000 |
MEW FEES PAID ON THIS RECEIPT i-) 20.00
[ToTAL PAID 20.m |
MEW NET HOUSEHOLD BALANCE 140.00

Paymentol ==» 30,01 Made By === CASH WIth Reference ===
Change Due: 10.00



4. Quick Guide to Activity Change

To change an individual’s activity registration click Activity Cancel/Change.

Type in the last name of the customer’s sponsor and click Primary Name or hit the enter
key on your keyboard to access the household for Activity Registration Cancel/Change.

Note: For common last names, you can narrow the search by putting a comma at the
end of the last name followed by the first letter of the first name. For example, bob,b (no
spaces) for all Barker’s that have first names that begin with B. (Capital letters are not
required.)

Activity Registration Cancels/Changes Household Selection

Lookup | bbb

Primary Mame Secondary Mame HAH 1D Murnber
Home Phore ‘wiork Phone Cell Phone
Family tdember Houzehold E mail Organization Name
Address Irveoice Number
Mew Hougehold Print Last Rcpt

Exit

Scroll down to the individual's name (for example, Bob Barker) and click Select or
double click on name or hit enter.
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Highlight the activity you wish to change and click Detail Changes.

Payment History | [+] $0.00

Mod Transaction Description

Changes Met Fee Fee Paid NetDus -~
AR |300000:01-Basketball (Bob) E 12/02/2016

Update Charges Cancellationoid Detall Changes |‘ $0.00
$0.00

Revise Modues Cancel Changes $0.00

The registration update screen is used to change the patron’s registration information
which will appear on the roster report.

Click OK.

Note: In this example we are changing the patron’s Roster Note.

o]
o |

[ |

10
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7. Click the Payment button (bottom left corner) to save the changes.

Note: You must click Payment even if you did not change the charges for the activity.

Barker - Activity Cancel/Changes

Household Transaction Listing Payment History Include Other Balances  Beginning Househald Balance
Date Changes MetFee  FeePaid  NetDue
3000000 12/02/2016 | Detail Mod £.00

Mod Transaction Desciption

Update Chaiges Cancellation/Void Detail Changes H¢H Bal Excluded

Total Changes
HH Inquiry Revise Modules Cancel Changes New H/H Balance

8. A Question box will appear. Click Yes to make the changes or No if you are unsatisfied
with the changes you have made and want to start over.

Cuestion

0 You Have Made The Following Changes:

Original Household Balance:  30.00
Household Balances Excluded:  $0.00
Met Amount of All Changes: 30,00
Resulting Household Balance:  $0.00

Do You Wish To Continue?

11
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9. Click Process to print out a receipt with the changes.
b4 Obpowz WO BUME EEMES] Woqn|s D sz
pah | Hbe WU A HEEISNOE WG | HS|EISU0E [INE S
b pEhEE Ds) [re(sre 2bi pu
= 1 B3h [lgmst l:l - W
L zet 1 bhoce?

Lah HElSIsLCE 5 |

Lt LIS | | |

werurpne (IR o 33 2bif LUy
s sse oo behcons (ENNNNNNE o

BlEA B[EUCE oo

W behweur nbqafe LoL === BOp BILKEL

10.  The next screen shows the change due.

Change Due:

$0.00

Press <Enter> to Skip Pause

11. The receipt prints out as follows:

Enrollment Details
ROSTER CHANGE

Enraliee Mame: Bob Barker Eees + Tax __ Discount _PrevPald __CurPald  Amouni Due
Acihity Number: 300000-01 Basketball 20.00 0.00 20.00 0.0 0.00
Enmoliment Date: 12/02/2016  (Enrolled)
Mesting Detals: This Class meets from D2/11/2016 to 02/11/2016 at 8:00F to 8:00P ocn Mon thru Sun
Class Locabion: Test @ Essex Parks
5kp Days O7/04/2012, 07/04/2013, O7/04/2014
Fea Detalls: Fee Descriptian Aot Court Discount Sales Tax Todal Fee
Dally 20.00 1.00 0.00 0.00 2000

12
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5. Quick Guide to Activity Cancellation

To cancel a registration for a customer click Activity Cancel/Change.

Type in the last name of the customer’s sponsor and click Primary Name to access the
household for Activity Registration Cancel/Change.

Note: For common last names, you can narrow the search by putting a comma at the
end of the last name followed by the first letter of the first name. For example, Barker,B
(no spaces) for all Barker’s that have first names that begin with B. (Capital letters are
not required.)

Activity Registration Cancels/Changes Household Selection

Lookup | b H

Frimary Marme Secondary Hame H/H 1D Mumber
Home Phone Work Phane Cell Phone
Family Member Housgehold Email Organization Mame
Address Inevoice Mumber
Mew Househald Frint Lazt Rept

Exit

Scroll down to the individual’'s name (for example, Bob Barker) and click Select.

13
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4, Highlight the activity you wish to cancel and click Cancellation/Void.

Barker - Activity CancelfChanges

Household Transaction Listing Paymert History | 2] Include Other Balances  Begining Housshold Balance m
Changes NelFse  FeePaid  MatDus

Update Charges Cancellation/Void Detall Changss H/H Bal Excluded m

Total Changes | s |
Payment HH Inquiry Revise Modules Cancel Changes Hew HH Balance m
5. Type in a reason for the cancellation.
6. If a surcharge is to be deducted from the refund, enter that amount in the Surcharge

Amount field.

Note: A surcharge is a fee that is charged when a patron is cancelling a reservation.

Cancel 300000:01-Basketball (Bob) E x

Cancellation Reason

Cancelation Code _li

Surcharge Amount I Surcharge Tax 0.00
Surcharge BillCode 1 Daily

Retund Amount [] Delete Record

Prarate Percent 100.00 Adjust o []Use Fee Reduction First Billcade Only
[] Apply Proration to Fefund - Charge Fees of $0.00 Mon Tax Amount

0K Cancel

7. Click OK.

14



&%) Reclric

uuuuu

8. A Question box will ask if you want to continue. If the information is correct, click Yes.

Question

Surcharge ==>  0.00
Refund =====>» 20.00

Surcharge BillCode DAILY : Daily

Are you sure 7

9. The total changes and the new household balance (New H/H Balance field) will reflect
the monies refunded. When done click Refund (bottom left corner).

Barker - Activity Cancel/Changes

Household Transaction Listing Payment History Include Other Balances  Beginning Housshald Balance m

Mod Transaction Description Date Changes Net Fes
AR 30000001 Basketball (Bob) E C

Fee Paid

Nat Dus
20,00 20

Update Charges Cancellation/Void Detail Changes HeHed Bt [

Tatal Changes | 32000 |

HH Inuiy Revise Madules Cancel Changes NewH/H Baance  [JIEEEEEEN

10. A Question box asks if you want to continue. Click Yes to make the changes.

Question

0 You Have Made The Following Changes:

Original Household Balance: 50,00
Household Balances Excluded:  50.00
Met Amount of All Changes:  520.00-
Resulting Household Balance:  520.00-

Do You Wish To Continue?

15
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11. To refund the monies now to the customer select Refund Now and the pay code. Only
cash or credit card is used for refund now. In this example, cash is used as the payment
type. Click Process.

AR Refund Update For ==> Bob Barker

Cred Balance 0.00 Refund Mow w Fay Histary

New Refunds 2000 PayCode  |FHNEEEIMS Cash
NetRefund [N Retundam | 2000 Add Spit Rfnd

Pay Reference 1 | | | |

Fief &ddress (| Primary () Secomday () OrgMame (| Free Fom

PayUser  [EZ ¢ Process
2 o »

NI Pay Drawer

Pay Date

Split Refund Detailz Delete Split Rfnd
Ref Type Pay Type Refund Amt  Reference Line 1
Prt Options Ma Print Cancel todule Dretails

12.  The next screen shows the change due.

Change Due:

é $0.00

=y

Press <Enter> to Skip Pause

16
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13.  The receipt prints out as follows:

Enroliment Details
CANCELLATION - Refund Of 20.00

Enrollee Name: Bob Barker Fees + Tax Discount _Prev Paid CurPaid  Amount Due
Activity Number: 300000-01 Basketball 0.00 0.00 0.00 0.00 0.00
Enroliment Date: 12/02/2016  (Cancelled)
Meeting Details: This Class meets from 02/11/2016 to 02/11/2016 at 6:00P to 8:00F on Mon thru Sun
Class Location: Test @ Essex Parks
Skip Days 07/04/2012, 07/04/2013, 07/04/2014
PREVIOUS NET HOUSEHOLD BALANCE 0.00
Processed on 12/0216 @ 11:12:39 by 2ZZ FEES CHANGED ON CANCELLED ITEMS (+) 20.00-
DISCOUNT APPLIED AGAINST CANCELLED FEES (-) 0.00
SALES TAX CHARGED ON CANCELLED FEES (+) 0.00
|.NET AMOUNT FROM CANCELLED ITEMS 20.00- |
| L.TOTAL AMOUNT REFUNDED 20.00 |
NEW NET HOUSEHOLD BALANCE 0.00

Refund of === 20,00 Made By === CASH With Reference ===

Authorized Signature Date Authorized Signature Date

17



6. Quick Guide to Rental Processing

To rent an item to a customer click Rental Processing.

Daily Rental
W®  Processing

Type in the last name of the sponsor and then click Primary Name or hit enter on your
keyboard to access the household for Activity Registration.

Note: For common last names, you can narrow the search by putting a comma at the
end of the last name followed by the first letter of the first name. For example, Barker,B
(no spaces) for all Barker’s that have first names that begin with B. (Capital letters are
not required.)

Rental Processing Household Selection

Lookup | bob.H

Frimary Mame Secondary Mame H/H D Mumber
Home Phane ‘whork Phone Cell Phone
Family tember Houzehald E mail Organization Mame
Address Invoice MNumber
Mew Househald Print Last Rept

E it

Scroll down to the individual’'s name (for example, Bob Barker), highlight it, and click
Select.

18
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4, Right click in the Item field or press F9 to access the Rental Iltem Listing menu.

Barker - Rental Item Reservations

@) Individual () Packags () Previous Quartity Available 0 Photo
_ll Mot Selscted Start Rental Now [] Package Price Current Awailabiity
T v Misc. Rental Cmnt Farnily tember Link.
- ‘DTDM | - |ﬂ - | l:|
Avyail Calendar Search
Mo Links Datail Select Fees Std Fees fufuin}
Mod Tranzaction Description Fee/Dizc Tawamt Deposit  Met Paid Met Fee
“Wiew Motes
FR Details
Update

Remove

HH Lipdats | HH lnqui | WiswPass || ViawPisy ||Name Lookus IRTGEINBREEEES Exit

Note: If you are familiar with the rental numbering scheme, you can enter the first 4
numbers in the Item field and right click or press F9 and the list will start from that point
instead of the beginning.

For example:

(®) Individual () Package () Previous

[tem 1 Mot Selected
5. Highlight the item you want to check out and click Select or hit enter on your keyboard.
Rental tem Picklist
Item Print Dese Type Qty/Capac Class  Last Rented Make Miodel -~
S1BKECOOM 09 16
S1BEEDOODZ BIKE 02 Quantity 1 81EQP
S1BKEDOOOZ BIKE 03 Cuantity 1 81EQP
S1BKEDOOD4 BIKE 04 Luantity 1 81EQP 097272016
S1BKEQOODS BIKE 05 Quantity 1 81EQP
6. The Rental Item Reservations screen displays.
7. Select the reservations From/To dates.

19
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8. Make sure the start and end times are correct and accurately reflect your facilities’ turn-in
times.

9. Click the Fees button.

Barker - Rental ltem Reservations

(®) Individual () Package () Previous Quantity Avvailable 1 Phata
21BK [ Start Rental Maw []Package Frice Current dyvailability
From ‘20E 2/0E, & Mizz. Rental Cmnt Family Member Link

Auvail Calendar Search

Mo Links Detail Select Std Fees 0.00

10. Click the Valid box next to the applicable bill code.

11. Click Calc Fees.

12. Click OK.

BIKE 01 for Barker

o] nk

Dy Rental [ oo | 20,00
n Nat Selectzd No no | (I o | 0.00
n Mot Selected Mo No | (I ] [ oo | 0.00
O [ ot Selectsd Mo Mo | I o | 0.00
O [ ot Selected Mo M oo | o | 0.00
O [ ot Selectsd Mo N oo0 | o | 0.00
O [ ot Selectsd No No | I o | 0.00
O [ ot Selectsd No N oo o | 0.00
O [ ot Selectsd No N o000 | [ o000 | 0.00
Condition ® Good (O Damaged () Tataled [eposit Amount 0.o0

Out Code I:I Met Fees Charged For This Reservation: m

o &

20
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13. If you are satisfied with the reservation click the Payment button (bottom left corner).

Barker - Rental Item Reservations
@) Individual () Package () Previous Quantity Avalable a Phato
ltem 1 Mot Selected Start Rental Now [ Package Price Current Availability
From || A 1o 12, 2016 Mise. Rental Crant Family Member Link
e T | I:|
Aovail Calendar Search
Ma Links: Detail Select Fees Std Fees o.oa
Mod Transaction D escription Fee/Disc TaxAmt Deposit  Met Paid Met Fee

BIKE 07 -> 12/05/2016 - 12/06/2016

Wiew Notes
FR Details
Update

Remove

-I HH Update HH Inguins Wiew Pass Yigw Prew | Mame Lookup  Tatal Mew Charges Exit

14. Make sure the New Amt Due field and the Pay Amt fields are the same when taking
checks and credit cards. If taking cash, you can increase the Pay Amt by the
appropriate amount. For example, if the new amount is $75 and you receive $90 in cash,
you enter $90 in the Pay Amt field. RecTrac calculates that you have to give $15 in
change back to the customer, and it states this on the receipt.

15. Click Process.

RN Payment Update For == Bob Barker

Frew B alance 0.00 Split Papment Dietail Dielete Split Pt

New Fees 20,00 Pay Code I Cash Pay Type Amt Paid  Reference Line 1 Reference Line 2
Net &t Dus m Pay Amt 2000 Add 5piit Pt

Pay Reference 1 | |

Pay Reference 2 | |

PoyUser (22N ¢ Process
B Fay Drawer »un Pit Options Mo Print Return ta BN Module Details

Pay Date

16.  The next screen shows the change due.

Change Due:

$0.00

Press <Enter> to Skip Pause

21



17.  The receipt prints out as follows:

&4  Reclrac

Rental Reservation Details

Rental Item: BIKE 01 (81BKE00001) Fees + Tax Discount Prev Paid Cur Paid  Amount Due
Reserv. Number 188 20.00 0.00 0.00 20.00 000
Rental Period: Mon 12/05/2016 @ 10:00A to Tue 12/06/2016 @ 4:00P
Rental Days: 2
Rental Status: Future Quantity: 1
Fee Details: Fee Description Amount Count Discount Sales Tax Total Fee
Daily Rental 10.00 200 0.00 0.00 20.00
Special Questions: How many?: 1
Processed on 12/02M16 @ 11:37:36 by ZZZ2 FEES CHARGED ON NEW LINE ITEMS (+) 20.00
DISCOUNT APPLIED AGAINST THESE FEES (-} 0.00
TAX CHARGED ON NEW FEES (+) 0.00
HH DEPOSIT/VISIT CHARGED 0.00
| NEW AMOUNT DUE 20.00
PREVIOUS NET HOUSEHOLD BALANCE 0.00
[TOTAL DUE 20.00
NEW FEES PAID ON THIS RECEIPT (-) 20.00
NEW DEPOSIT PAID (-) 0.00
| TOTAL PAID 20.00
NEW NET HOUSEHOLD BALANCE 0.00

Payment of === 20.00 Made By === CASH With Reference ===

22
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7. Quick Guide to Rental Change

To change a rental reservation for a customer, click Rental Cancel/Change.

Daily Rental
¥® Cancel / Change

There are three ways to look up a reservation for cancel or change: reservation number
and date, name lookup, and today. Make your choice based on the information you
have. The easiest and recommended method is name lookup.

Facility/Rental Search Criteria

Rezervation Mumber _ [ TInclude Returned Fental lkems

Beainning D ate 0140142000 g Ending Date GRS PEEEN T

[ [1]:8 ] [ M ame Lookup ] [ Today ] [ E xit ]

To look up by name, type in the last name of the customer’s sponsor and click Primary
Name to access the household for Rental Cancel/Change.

Note: For common last names, you can narrow the search by putting a comma at the
end of the last name followed by the first letter of the first name. For example, Barker,B
(no spaces) for all Barker’s that have first names that begin with B. (Capital letters are
not required.)

Rentals Cancels/Changes Household Selection

Lookup | harker H

Prirnary M ame Secondary Mame H/H 1D Murnber
Hame Phaone Wark Phaone Cell Phane
F ariily Member Houzehald E mail Organization M arme
Address Irvaice Mumber
Mew Houzehold Frint Last Ropt

Exit

23
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4, Scroll down to the individual’'s name (for example, Bob Barker) and click Select or
double click or hit enter on your keyboard.

5. Highlight the reservation you wish to change and click Detail Changes.

Barker - Rental Cancel/Changes

Household Transaction Listing Payment History Include Other Balances  Beginning Household Balance
Mod Tranzaction Description Dale Changes Met Fee Fee Paid Met Due
E1BKENNONT > 12/05/16 to 1240616 P | mon] 2000 000

Update Charges Cancellation//oid I Detail Changes I H/H Bal Excluded
Total Changes
Payment HH Irguiny Revise Modules Cancel Changes Mew H/H Balance
6. After you make the changes, you must click the Fees button (at the bottom of the screen)

regardless of whether or not you are changing the original fee.

Detail Change For Rental ltem ==> 81BKEDD001 By Barker

Rental ltern 1 BIKEDM Farmily Member Link,

Fram To 24 B
Total Quantity Std Fees m

Condition (@) Good () Damaged () Totaled () Lost

Check-Out Crnt Code l:li

Misc. Check-Out Comments

Check-In Crant Code l:li

Mizz. Check-ln Comments

1
Ok I Fees Questions Cancel
J

24
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Check the Valid box and click Calc Fees. You can also increase or decrease the fee by
changing the fee amount. The payment screen will automatically recalculate the total
due, if any, based on the fee changes you have made.

B1BKEODDOT -> 12/05/16 to 12/06/16 (P) for Bob Barker

W alid kel m 0
B Daily Rental ves | IEIENN 1 3000
[] l:li Nt Selected Ho Mo I 0 0.00
O [ ot Selected Mol No | I o 0.0
O [ ot Selected No No | (IO 0 0.00
O [ Notselected Mo Mo | I 0 0.0
O (M Notselected No No | I 0 0.0
O [ NotSelecied No No | (I 0 0o
I l:li Mot Selected Mo Mo I 1] 0.00
I l:li Mot Selected Mo Mo I 1] 0.00
Condition (®Good () Damaged () Totaled Dieposit Amount 0.0
Out Code l:l Net Fees Charged Faor Thiz Reservation m

Ok Eiling Calc Fees Cancel

After hitting Calc Fees, notice that the Changes field lists the fees that have been
modified and in the Total Changes field (bottom right corner) it states $10.00 because
we added a $10.00 fee.

Click Payment (even if no payment is due) to save the changes.

Barker - Rental Cancel/Changes

Hawsshold Transastion Listing Papment Histary Includa Dther Balances  Baginning Househald Balance

Mod Tramsaction Descripl
RN |81BKE0000T -» 12

Changes Met Fee Fee Paid Met Due

Update Charges Cancellation void Detai Changes H/H Bal Excluded

Total Changes
Paprent HH Inquiry Revise Modulss Cancel Changes Hew H/H Balance
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10. A Question box will ask if you want to continue. If the changes are correct, click Yes.

Question

o You Have Made The Following Changes:

Original Household Balance:  $0.00
Household Balances Excluded: 50,00
MNet Amount of All Changes: 510,00
Resulting Household Balance: 510,00

Do You Wish To Continue?

11. On the Rental Payment Update Screen choose your Pay Code if you are taking a
payment

12.  Enter in the payment amount.

13. Click Process.

RN Payment Update For ==> Bob Barker

Mew Fees 10,00 Pay Code I Cash
Met Amt Due Pay At 10.00 Actd 5[
:

. |
Fay Reference 2 |
Pay Date FOEFENINE  Pay Drawer
Split Payrment Detail Delete Split Pt
Pay Type Amt Paid  Reference Line 1 Reference Line 2
Prt Optiohs Mo Print Cancel Module Details

14.  The next screen shows the change due.

Change Due:

$0.00

Press <Enter> to Skip Pause
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15.  The receipt prints out as follows:

Rental Reservation Details

RESERVATION CHANGE

Rental lterm: BIKE 01 (B1BKEQ00001) Fees + Tax Discount Prev Paid Cur Paid  Amownt Due
Reserv. Mumber 188 30.00 0.00 20.00 10.00 0.00
Rental Period: Mon 12/05/2016 @ 10:004A to Wed 12/07/2016 @ 4:00P
Rental Days 3
Rental Status Fufture Cluantity: 1
Fee Details: Fee Description Amount Count Discount Sales Tax Total Fee
Daily Renta 1000 2,00 0.00 0.00 30.00
Special Questions: How many?: 1
Processed on 1202116 @ 11:57:52 by ZZZ REVISED FEES ON EXISTING LINE [TEMS (+) 10.00
REVISED DISCOUNT APPLIED AGAINST FEES (-) 0.00
TAX CHARGED OM REVISED FEES (+) 0.00
HH DEPOSITAVISIT CHARGED 0.00
[ NEW AMOUNT DUE 10.00 ]
PREVIOUS MET HOUSEHOLD BALANCE 0.00
[ TOTAL DUE 10.00 |
REVISED FEES FAID OM THIS RECEIFT (-} 10.00
MEW DEFOSIT PAID (-} 0.00
[ TOTAL PAID 10.00 |
MEW MET HOUSEHOLD BALANCE 0.00

Payment of ===

10.00 Made By === CASH With Reference ==>
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8. Quick Guide to Rental Cancellation

To cancel rental reservation(s) for a customer click Rental Cancel/Change.

Daily Rental
¥® Cancel / Change

There are three ways to look up a reservation for cancel or change: reservation number
and date, name lookup, or today. Make your choice based on the information you
have. The easiest and recommended method is name lookup.

Facility/Rental Search Criteria

[TInchude Returned Fental ltems

Rezeryation Mumber _

010022000 b

Beainning Date Ending Date

[ Ok ] [Mamelokup | [ Todaw | | Exit |

Type in the last name of the customer’s sponsor and click Primary Name to access the
household for Rental Cancel/Change.

Note: For common last names, you can narrow the search by putting a comma at the
end of the last name followed by the first letter of the first name. For example, Barker,B
(no spaces) for all Barker’s that have first names that begin with B. (Capital letters are
not required.)

Rentals Cancels/Changes Household Selection

Lookup | harker b

Primary MName Secondary Mame HAH 1D Mumber

Home Phone

F amily tember

Address

Mew Household

Work Phone

Housgehold Ermail

Exit

Cell Phane

Organization Mame

Invoice Nurnber

Print Last Rept
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Scroll down to the individual’'s name (for example, Bob Barker) and click Select or
double click or hit enter on your keyboard.

Highlight the reservation you wish to cancel and click Cancellation/Void.

Barker - Rental Cancel/Changes

Household Transaction Listing Payment History Inchde Other Balances  Beginning Househoid Balance [N
Mad Tr ate Changes Netfee  FeePaid  HetDue
IME 1241716 [F) 2052006 || 3o 000l ooof

Update Charges Cancellation/Void Detail Changes HoH BalEncluded  [IEETEN

Total Changes
Papment HH Inquiry Flevise Modules Cancel Changes HewHoH Balance  [IEEECIN

Type in a reason for the cancellation. If a surcharge is to be deducted from the refund,
enter that amount in the Surcharge Amount field.

Note: A surcharge is a fee that is charged when a patron is cancelling a reservation.
Click OK.

Click Yes to the message box.

Cancel 81BKEDDDDT -» 12/05/16 to 12/07/16 (P) X

Cancellation Code l:II
Surcharge Amount Ty Surcharge Tax 0.00 []&pply To &l Records

Surcharge BillCode 1 Daily Rental

Include $0.00 Deposit Paid in Befund [ Entire Reservation/Multiple Dates

Refund Amalnt [ Delete Recard

Frorate Percent 100.00 Adjust or  []lUseFee Reduction Firzt Billzode Only
[] &pply Praration to Fefund - Charge Fees of $0.00 Mon Tax Amount

oK Cancel
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9. The total changes and the new household balance (New H/H Balance field) will reflect

the monies refunded. When you are finished, click Refund (bottom left corner).

Houserhekd Trarcuaction Listing
Mnd Transaction Descriphion
AN [EIBKEOOON 5 1 205/18 b 1AL R [F]

—

10. A Question box asks if you want to continue. Click Yes to make the changes.

Pagmont Histoy | []

Updaie Chaugns Cancelatioe i Tetad Changes H/H Bl Exchated
Pl

Revise Modules Cancel Change:s

Question

0 You Have Made The Following Changes:

Original Household Balance:  $0.00
Household Balances Excluded:  50.00
Net Amount of All Changes:  §30.00-
Resulting Household Balance:  $30.00-

Do You Wish To Continue?

"

11. To refund the monies now to the customer select Refund Now and the pay code. Only
cash or credit card can be used. In this example cash is used as the payment type. Click

Process.

e 0o
Hewhitidaerce  [EEL

RM Refund Update For ==> Bob Barker

Cred Balance 0.00 Refund Maow e Pay Histary

New Refunds 3000 PayCode NN Cash
NetRefund  [JENEIN Refundémt | 3000 #dd Splt Rfnd

Fayp Feference 1 |

Pay Date

Split Refund Details

Fief Type

Pt Options

RefAddress (| Primary () Secondary () OrgMame () Free Fom

Paylser (22NN ¢ Process
: 1 Pay Drawer »»

Delete Split Rfnd

FPay Type Fefund Amt  Reference Line 1

Ma Print Cancel Module Details
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12.  The next screen shows the change due.

Change Due:

$0.00

Press <Enter> to Skip Pause

13.  The receipt prints out as follows:

Rental Reservation Details
CANCELLATION - Refund Of 30.00

Rental ltem: BIKE 01 (81BKEQO0O01) Fees + Tax Discount Prev Paid CurPaid  Amount Due
Reserv. Number: 188 0.00 0.00 0.00 0.00 0.00
Fental Period: Mon 12/05/2016 @ 10:00A to Wed 12/07/2016 @ 4:00P
Rental Days: 3
Rental Status: Cancelled Cluantity: 1
Cancel Reason: Unahle to make reservation.
PREVIOUS MET HOUSEHOLD BALANCE 0.00
Processed on 1200216 @ 12-:06:58 by ZZZ FEES CHANGED ON CANCELLED ITEMS (+) 30.00-
DISCOUNT APPLIED AGAINST CANCELLED FEES (-) 0.00
SALES TAX CHARGED OMN CAMCELLED FEES (+) 0.00
[RET AMOUNT FROM CANCELLED ITEMS 30.00- |
[ TOTAL AMOUNT REFUNDED 30.00 |
MEW MET HOUSEHOLD BALANCE 0.00
Refund of ==> 3000 Made By === CASH With Reference ==>
Authorized Signature Diate Authorized Signature Diate
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9. Quick Guide to Facility Reservations

To register a customer for a facility reservation click Facility Reservations.

¥® | Reservations

Daily Facility ‘

Type in the last name of the customer’s sponsor and click Primary Name or double
click or hit enter on your keyboard to access the household for Rental Cancel/Change.

Note: For common last names, you can narrow the search by putting a comma at the
end of the last name followed by the first letter of the first name. For example, Barker,B
(no spaces) for all Barker’s that have first names that begin with B. (Capital letters are
not required.)

Facility R

hold Selection

Laakup | harker H

Lookup Mame

Home Phone

Irvoice Mumnber

Mew Househaold

H/H 1D Murnber

‘wiork Phone

Household Email

Intemnal Household

Cell Phone

Organization M ame

Print Last Rept

Exit

Scroll down to the individual’'s name (for example, Bob Barker) and click Select.

Right click in the first box of the upper left hand corner or hit F9 on your keyboard.

Barker - Facility Reservations

® iy | I | [ * Dot

() Group ® Mone () Daly  C'weekly () Monthly () Random

From 12/02/2076 |3 Every Daylsl

Fattemn Detail

Start 07004 [mELE
Head Crit III Status (@) Firm () Tentative () Hold

Purpose ‘ |

| Erd  [11:00°

Select Fees Add Info Avail Calendar

Select the facility from the Facility Listing
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Select date and time of facility reservation. Click Select

Barker - Facility Reservations

(®) Facility COURT WOLLY Detail Pattemn Detail

@ None () Daly  (O)weekly (O Monthly () Random

Ewerny Danlz]

H [u|
Purpose | | .
Select Fees Add Info Al Calendar

Click Payment.

Barker - Facility
© Feciiy | | Detail Pattein Digtail
Otroue [N Wew Reservation @None ODaly Oweekly O Monthly O Random
From 1 g 202201 Every Diayls)
Start {07008 | End [11:00P | O24His
HesdCnt [ 0 | Status (@ Fim () Tentative () Hold
Purpose | J
Select Fees Addlnfe | Awail Calendar

Mod Transaction Description Fee/Divc TawAmi Deposit MetPaid  NetFeo
FR |COURT:ESSEXVOLLY > 12/02/16 - 12/02/18 | 5000 000 000f  000) 000

iew Mates

FFi Datals

Update

Remove

HH Update || HHInqusy | YiewPass || WiswPrav || Nams Lookup|TEEINSRICRSESS it

Make sure the New Amt Due field and the Pay Amt fields are the same when taking
checks and credit cards. If taking cash, you can increase the Pay Amt by the
appropriate amount. For example, if the new amount is $10 and you receive $20 in cash,
you enter $20 in the Total Paid. RecTrac calculates that you have to give $10 in change
back to the customer, and it states this on the receipt. Click Process.

FR Payment Update For ==> Bob Barker

Frev Balance 0.00 Split Payment Detail Delete Split Pmt

MNew Fees A0.00 Pap Code I Cash Pap Type AmtFPaid  Reference Line 1 Reference Line 2
Netamt Duz [T Py A 50,00 Add Spit Prot

Fay Reference 1 | |

Fay Reference 2 | |

016 Pay Drawer | 1 Prt Options

Pay D ate

Mo Print Retur ba AM Madule Details
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Change Due:

$0.00
Press <Enter> to Skip Pause

10.  The receipt prints out as follows:

Facility Reservation Details
Facility: Essex Parks, Volly Ball

Resens. Contact Bob Barker, HM: 02)555-5555
Resers. Mumber: 174 Status: Firm
Date Day Time Fees + Tax Discount Prev Paid CurPaid  Amount Due
1210272018 Fri 8:00A to 11:00A 50.00 0.00 0.00 50.00 0.00
Fee Details: Fee Description Amount Count Discount Sales Tax Total Fes
Facility Rental 50.00 1.00 0.00 0.00 50.00
Special Questions: How many?: 1
Processed on 1210216 @ 12:18:26 by ZZZ FEES CHARGED ON NEW LINE ITEMS (+) 50.00
DISCOUNT APPLIED AGAINST THESE FEES (-) 0.00
TAX CHARGED ON NEW FEES (#) 0.00
HH DEPOSITWVISIT CHARGED 0.00
[[NEW AMOUNT DUE 50.00 ]
PREVIOUS NET HOUSEHOLD BALANCE 0.00
[TOTAL DUE 50.00 ]
NEW FEES PAID ON THIS RECEIFT -} 50.00
NEW DEFPOQSIT PAID (-) 0.00
[ TOTAL PAID 50.00 |
NEW NET HOUSEHOLD BALANCE 0.00

Payment of ==> 50.00 Made By === CASH With Reference ==>
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10. Quick Guide to Facility Reservation Change

To change a facility reservation for a customer click Facility Rsvn Cancel/Change.

~ Facility

- Cancel / Change

There are three ways to look up a reservation for cancel or change: reservation number
and date, name lookup, or today. Make your choice based on the information you
have. The easiest and recommended method is name lookup.

Facility/Rental Search Criteria

Feservation Mumber m

EGFENNT  Ending Date  gele Pl

Beainning D ate

I Ok ] [ Mame Lookup ] [ Today ] [ E xit ]

Type in the last name of the customer’s sponsor and click Primary Name or hit enter to
access the household for Facility Reservation Cancel/Change.

Note: For common last names, you can narrow the search by putting a comma at the
end of the last name followed by the first letter of the first name. For example, Barker,B
(no spaces) for all Barker’s that have first names that begin with B. (Capital letters are
not required.)

Facility Reservation Cancels/Changes Household Selection

Lookup |barker,H

Lookup Mame H/H 1D Mumber |nternal Houzehald
Home Phone ‘wiork Phone Cell Phone
Invoice Mumber Household Email Organization Mame
Mew Houzehold Print Last Rcpt
E it

Scroll down to the individual's name (for example, Bob Barker) and click Select or
double click or hit enter on your keyboard.
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5. Highlight the reservation you wish to change and click Detail Changes.

Barker - Facility Cancel/Changes

Household Transaction Listing 5.y Fese | Payment History | 7] Include Other Balances  Beginning Household Balance 0NN

Mod Transaction D escription Changes Met Fee FeeFaid  MetDue

COURT:ESSE

Update Charges Cancelation//oid Detail Changes HH Bl Excluded [N
Tatal Changes | oo |
Payment HH Inquiiy Revise Modules Cancel Changes New H/H Balance [N

On this screen you can change information, including the facility, dates, and times, and create a
rain date. Once you are finished with changes Click OK.

Note: Any changes to the Facility, Date, or Time fields have to be made for each day
the facility was reserved. The Head Cnt and Rain Date, can be applied to all items
linked to the reservation by clicking the Apply Changes to ENTIRE RESERVATION box.

Detail Change For Rsv# 174 Fac ==> COURT-ESSEX-VOLLY By Barker
Fociy Changed to VOLL2
2 3 T e |11 !

Status (®) Firm () Tentative () Hold | Canceled Maint Comment

Flain Diate [

Satralifuizs Resery ID I} View

Cleanup Minutes Ressrv Commentt l:|

Mew Contact Update Contact

Event Type [ ot #ssioned
Site Typs [ ot Assion=d
Piit Opt [ ot Assion=d
a B Rules/RegHead: Y Not&ssioned
Display Riesy Puipase onWebTrac @ Mo (O Yes
web Event @No Cves

| [] &pply Changes to ENTIRE RESERVATION [Does NOT apply to date changes) 5td Fees

ak Fees Cancel
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6. Note that in the Changes column it states Detail Mod. This means that the date
changed in the previous step has been applied to each line item in the reservation. Click
Payment (even though no fees were changed).

Barker - Facility Cancel/Changes

Housshold Transaction Listing Payment History Includs Dther Balances  Beginning Household Balancs m

Mod Transaction Description

[FR  [COURT:ESSEXVOLL

Met Fee FeeFaid  MetDue

555 o)

Update Charges Cancellation/Void Detail Changes H/H Bal Excluded m

Total Changes m
HH Inguiry Fievise Modules Cancel Changes New HH Balance  [JIEETN

7. A Question box asks if you want to continue. Click Yes to make the changes.

Question

0 You Have Made The Following Changes:

Original Household Balance:  50.00
Household Balances Excluded:  50.00
Met Amount of All Changes:  $0.00
Resulting Household Balance: 50,00

Do You Wish To Continue?
Yes Mo
8. Click Print and in the dark red/brown box click Process to print out a receipt showing the

changes.

FR Payment Update For ==> Bob Barker

Prev Balance 0.00

New Fees oon Foy Code (NN Cash
Netamt e [ECEH Py fmt Add Split Prot

Pay Reference 1

\
Pay Aeference 2 ‘ |

Fay User I Process

Pay Date Pap Drawer s )
Spiit Payment Detail Delete Split Pt
Pay Type AmtPaid  Reference Ling 1 Reference Line 2

Prt Options Mo Print Cancel Module Details
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Change Due:

$0.00

Press <Enter> to Skip Pause

The receipt prints out as follows:

Facility Reservation Details

RESERVATION CHANGE
Facility: Essex Parks, Volly Ball 2
Reserv. Contact
Resery. Mumber:

Date Day
120272016 Fri

?}9‘}: Barker, HM: (802)555-5555

2:00A to 11:004

Status: Firm

_ Discount
50.00 0.00

0.0D

Fee Details: ipti Count Discount _Sales Tax

Facility Rental 50.00 1.00 0.00 0.00 50.00
Special Questions: How many?: 1

Processed on 12002116 @ 12-57-00 by ZZZ REVISED FEES ON EXISTING LINE ITEMS (+) 0.00
REVISED DISCOUNT APPLIED AGAIMST FEES (-) 0.00
TAX CHARGED OM REVISED FEES (+) 000
HH DEPOSITAISIT CHARGED 0.00
[ NEW AMOUNT DUE 0.00
PREVIOUS MET HOUSEHOLD BALAMCE 0.00
[ TOTAL DUE 0.00
REWVISED FEES PAID OM THIS RECEIFT (-} 0.00
MEW DEPOSIT PAID {-) 0.00

[ TOTAL PAID

NEW MET HOUSEHOLD BALANCE

.00
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11. Quick Guide to Facility Reservation Cancellation

To refund a facility reservation to a customer click Facility Rsvn Cancel/Change.

Facility

- Cancel / Change

There are three ways to look up a reservation for cancel or change: reservation number
and date, name lookup, or today. Make your choice based on the information you
have. The easiest and recommended method is name lookup.

Facility/Rental Search Criteria

Reservation Mumber m

Beginning Date 01/01/2000 P Il ECRN 12/31/2099 f

[ ok ] [ Marne Lookup ] [ Today ] [ E it ]

Type in the last name of the customer’s sponsor and click Primary Name or hit the Enter
key to access the household for the Facility Reservation Cancel/Change.

Note: For common last names, you can narrow the search by putting a comma at the
end of the last name followed by the first letter of the first name. For example, Barker,B
(no spaces) for all Barker’s that have first names that begin with B. (Capital letters are not
required.)

Facility Reservation Cancels/Changes H hold Selection

Laookup | harker H

Lookup Mame HH D Number Internal Household
Harne Phone Wwhork, Phone Cell Phoke
Inwaice Number Household E mail Organization Name
Mew Household Frint Last Rcpt

Exit

Scroll down to the individual's name (for example, Bob Barker) and click Select, press
Enter, or double-click on their name.

39



&%) Reclric

ap 49

5. Highlight the reservation you wish to cancel and click Cancellation/Void.

Barker - Facility Cancel/Changes

Household TransactionListing ~ Summary Rese | Payment History Include Other Balances  Beginning Housshold Balance: m

Mod Transaction Description Date Changes Net Fee Fee Paid Net Dug

FRi|COURT-ESSEXVOLLZ - 8004 [174) | 50o00) 50000  noof

Update Charges CancellationVoid Detail Changes HH BalExcced  [ECIE
Total Changes

Payment HH Inquiry Fievise Modules Cancel Changes Hew H/H Balarce

6. Type in a reason for the cancellation.

7. If a surcharge is to be deducted from the refund, enter that amount in the Surcharge
Amount field.

Note: A surcharge is a fee that is charged when a patron is cancelling a reservation.

Cancel COURT:ESSEX:VOLL2 - &:00A (174) x

Cancellation Reason

Canecellation Code l:li

Surcharge Amount I Surcharge Tax 0.00 ] &pply To &l Records
Surcharge BilCode  [FEEIMM Faciity Rental

Include $0.00 Deposit Paid in Refund [] Ertire: RieservationdMultiple Dates

Refund Amount [] Delete Record

Prorate Percent Adiust or  []UseFee Reduction First Billcode Only
] &pply Proration to Refund - Charge Fees of $50 00 Mon Tax Amount

0K Cancel

8. Click OK.
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9. Click Yes.

Question

Surcharge==>  0.00
Refund =====>  50.00

Surcharge BillCode FACIL: Facility Rental

Areyou sure 7

10. The total changes and the new household balance (New H/H Balance field) will reflect
the monies refunded. When you are finished, click Refund

Note: Button will be labeled Payment if value is $0.00.

Barker - Facility Cancel/Changes

Household Transaction Listing Payment History Include Other Balances  Beginning Housshald Balance:

Maod Transaction Description Date Changes Met Fee Fee Paid Met Due
FR |COURT-ESSERNVOLLZ - &004 (174] 2/02/2016 50.00+

Update Charges CancellationAfoid Detail Changes H/H Bal Excluded

Tatal Changes

Refund HH Inquiry Revise Modules Cancel Changes New H/H Balance

11. A Question box asks if you want to continue. Click Yes to make the changes.

0 You Have Made The Following Changes:

Original Household Balance: 50,00
Household Balances Excluded: 50,00
Met Amount of All Changes:  550.00-
Resulting Household Balance:  530.00-

Do You Wish Te Continue?
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12.  To refund the monies now to the customer select Refund Now and the Pay Code. Only
cash or credit can be used. In this example, cash is used as the payment type. Click
Process.

FR Refund Update For ==> Bob Barker

Refund Mow ~
Mew Refunds 50.00 n ash

o “
NetRefund  [IEEEENN Reundant | s0.00 Add Spit Rfnd

Fay Reference 1 | | | |

Cred Balance 0.00 Pay Hiztary

RefAddiess () Primary () Secondary () Org Mam

Process

Pay Date N[ Pay Drawer I > > 2
Split Refund Details [relete Split Rfnd
Fief Type Fay Type Fefund Amt  Reference Line 1

Pt Options Mo Print Cancel Module Details

13.  The next screen shows the change due.

Change Due:

: $50.00 Cash
~ Press <Enter> to Skip Pause

14.  The receipt prints out as follows:

Facility Reservation Details
CANCELLATION - Refund Of 50.00

Facility: Essex Parks, Volly Ball 2
Reserv. Contact Bob Barker, HM: (802)555-5555
Reserv. Number: 174 Status: Cancelled
Date Day ¥ Fees+Tax _Discoynt _PrevPaid _ CurPaid AmountDue
12/02:2018 Fri 8:00A to 11:00A 000 0.00 o0oo 0.00 000
Cancel Reason: Cancelled due to flooding.
PREVIOUS NET HOUSEHOLD BALANCE 0.00
Processed on 12102116 @ 14:31:41 by ZZ7 FEES CHANGED ON CANCELLED ITEMS (+) 50.00-
DISCOUNT APPLIED AGAINST CANCELLED FEES (-} o0oo
SALES TAX CHARGED ON CANCELLED FEES (+) 0.00
NET AMOUNT FROM CANCELLED ITEMS 30.00-
TOTAL AMOUNT REFUNDED 30.00
MNEW NET HOUSEHOLD BALANCE 0.00
Refund of ==> 50.00 Made By ==> CASH With Reference ==>
Authorzed Signature Date Authorzed Signature Date
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12. Quick Guide for POS

To process a POS sale click Point of Sale.

Lol Point of

e Sale

In the Scan No field right click or press F9 to pull up the inventory listing.

Note: If you have a scan gun, scan the barcodes on the items being sold and skip to
number 8.

Scontio [ TrpRoto Ot (T FM Lirk
T TaxOpt (8] Tawsble Sule () NonT amsble Sole
e Hew San Vie Let Ty
. Diap Gt Ak Nakes

Ps o Open Diswer

Wy T T furl. wm

Linit Disc 00 Mt At oo Sndect L

Hod Tramackon Desciplon Fealac [smimt Depost  NelPsd Nel Few
Viess Mins.
FH Dedsds
Updete
Flaenove.

H Updote | il Incury | ViewPots | ViswPrev | Name Lookuo! TetalNew Charost K Ext

The Inventory Picklist screen displays and you can select the item or items being
purchased. Highlight the items being purchased.

Click Select.

Inventory Picklist X
Inventory Code Piint Desoription Status  Price SalePice  (ty On Hand Bty On Order Bin Losation
35F07-BRGAOO0T ctive
36-FO7-BRGRO00Z Chesss Burger Aotive 400 400 99939300 000
36FO7BRGRO00 Double Cheese Burger Active 5.00 500 999,593.00 000
36-FO7-BRGRO004 Chicken Buiger Active 0.00 000 000 000
36-FO7BRGRO00S Burger Active .00 000 000 000
36FO7BAGAROOTO Bacon Cheess Burger Active 500 500 99939300 000
36F07-5IDE0001 Fries Active 200 200 93959300 0.00
36-F07-GIDE0002 Orian Rings Active 20 200 999,399.00 000
50-R07-DIAPOO0T Swi Diapers Active 0.00 000 0.00 0.00
50.R07-T0W/L0001 Tawel Active 0.00 000 000 000
51-F12-50F 70001 Coke Aotive 1.00 100 999,393.00 000
51F12.50FT0002 Spiie Active 1.00 100 999,593.00 000
74FOB-5ANDOODT TURKEY SANDWICH Active 0.00 000 000 000
74FOE-SANDO0DZ TURK CHEESE SANDWICH  Active .00 000 000 000

< >
Select Cancel
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Change the quantity (Qty field) if necessary.

Click Select.

36-FO7-BRGRO00T
354002
36-FO7-BRGRO00T

1.00

Repeat Steps 2 through 6 as many times as needed until all items have been selected
and placed in the Current Transaction Listing field.

Fee/Disc Tarndmt Deposit  Met Paid MetFes
GRO001 -> Burger 300 0.00 000 0.00 3.00

Wiew Motes

FR Details
Update

When finished with item selection, click the Payment button (bottom left corner of the
screen).
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9. Make sure the Net Amt Due field and the Pay Amt fields are the same when taking
checks and credit cards. If taking cash, you can increase the Pay Amt by the
appropriate amount. For example, if the customer gives you a $10 bill, enter $10.00 in
the Pay Amt field. The default Pay Code is 2 (cash), so leave it as is and click Process.

P5 Payment Update For ==> test ZZ7H

Frew Balance ooo Split Payment Dietail Delete Split Pmt
Mew Fees .00 Pay Code || 4 Cazh

Netamt Due  [JIECEI R im 3.00 AddBpit Prot

Pay Type AmtPaid  Reference Line 1 Reference Line 2

Fay Reference

Pay Reference 2 ‘

Pylser [N ¢ Process
Pay Date 5 Pay Drawer o Prt Options No Print RetuntoRN | Module Details

10.  The next screen shows the change due.

Change Due:

$0.00

Press <Enter> to Skip Pause

11. The receipt prints out as follows:

Essex Parks Clerk: ZZ7
Essex Junction, VT @5452

Date: 12/82/2816 Time: 14:46:85

Daily Sale

Description Ext Price

ITEM: 36-F@7-BRGRE2G1 3.0

Burger

Rept# 2545 Sub-Total: 3.08
Sales Tax: g.08
Total Due: 3.80
Tot Paid: 3.88
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13. Quick Guide for POS Refund

1. To process a POS refund, click Point of Sale.

Lol Point of

e Sale

2. In the Scan No field right click or press F9 to pull up the inventory listing.

Point-of-Sale
GCerc TaxOpt (@) Taweble Sale () HonTawsble Sake
e Mo Sals ViewLast Trn
DispCost  AddMotes  CaleDisc
Piice 000 Open Drawer
ay 100 Taxdmt 000
UnitDre  0.00 NetAmt 000 Select Reverse
Mod Traraction Desciptian Fee/Disc TaxAmt Deposit  NetPad  MetFes
View Notes
FR Detais
Update
Remove
HH Update | HH Inquiy | View Pass | ViewPrev | MameLookup Total New Chargss Exit

3. The Inventory Picklist screen displays and you can select the item or items that are
being returned or refunded. Highlight the item being refunded.

4. Click Select.

Inventory Picklist X
Inwentory Code Prirt Description Status  Price Sals Price: Oty On Hand Gty On Order Bin Location
3 ]] 3.00 0.0
3I6-FO7-BRGRO00Z Cheese Burger Active 4.00 4.00 999.933.00 0.oo
36-FO7-BRGROO0Z Double Cheese Burger Active 5.00 5.00 993,933.00 o.on
36-FO7-BRGRO0O04 Chicken Burger Active 0.00 o.oo 0.00 0.00
36-FO7-BRGRO0OG Burger Active 0.00 o.oo 0.00 0.00
36-FO7-BRGROOD Bacon Cheese Burger Active 5.00 5.00 993,933.00 o.on
36-FO7-5IDEOOO Fries Active 200 200 993,933.00 o.on
36-FO7-SIDEOOO2 Onion Rings Active 200 200 999.939.00 0.00
RO-RO7-DIAP000 Swim Diapers Active 0.00 0.00 0.00 0.00
S0-RO7-T 0'w/LO001 Towel Active o.on 0.oo o.on o.on
51-F12-50FTO001 Coke Active 1.00 1.00 999,939.00 0.00
51-F12-50FTO002 Sprite Active 1.00 1.00 999.939.00 0.00
74-FOB-54NDON0T TURKEY SANDWICH Active o.on 0.oo o.on o.on
74-FOB-54NDON02 TURK CHEESE SAMDWICH  Active o.on 0.oo o.on o.on

< >
Select Cancel
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Change the Qty field to a negative figure and click Select.

Note: To make the quantity a negative value, use the minus sign on your keyboard.

Point-of-Sale

s |

TawOpt (@) Taxable Sale () Mon-Taxable Sale

Scan No [ESEIRGEGIIT]
TE[354002
ltern  |3EFO7-ERGROODT | [Buger |

| [Food Grit |

Disp Cost Add Motes Calc Disc

FM Link

Wiews Last Tan

Sice 200 Open Drawer
Oty TawAmt | 0.00
grtoee oo Metdmt | 300 | Select Fieverse
Mod Transaction Description Fee/Disc TawAmt Deposit  MNetPaid Net Fee
Wiew Motes
FF Details
Update
Remave
HH Update HH Inquiry View Pass “iew Prev  Mame Lookup  Tatal Mew Charges Exit

Repeat Steps 2 through 5 as many times as needed until all items being refunded have
been selected and placed in the Current Transaction Listing field.

Point-of-5ale

-

TaxOpt (®) TaxableSale () Mon-Taxable Sal

le

Fhd Link

HH Inguiry Wiew Pass

HH Update

Click the Refund button (bottom left corner of the screen).

TiC New Sale
Item New Sale Yiew Last Txn
Dizp Cost Add Notes Cale: Disc:
Price 0.00 Dpen Drawer
Oty 1.00 Taw At n.oo
Unit Disc oo Het Amt oo Select Reverse
Mod Transaction Description Fee/Disc TaxAmt Deposit  Met Paid Met Fee
Item: 36-FO7-BRGRO0NT -> Buger [-1)
Wiew Notes
FF Details
Update:
Remave

Yiew Prev | Mame Lookup  Total Mew Charges Exit
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8. On the Refund screen, change the pay code to the method of payment that the customer
used to pay for the item. Select Refund Now and click Process.

PS Refund Update For == test ZZ7H

Cred Balance 0.00 Refund Naw w Split Refund Details Delete Split Rfnd

Mew Fefunds 300 Fay Code I Cash Fief Type Pay Type Fefund amt  Reference Line 1

Met Refund Retund Am Add Split Rfnd

Pay Reference 1 | | ‘ |

Ref Addiess () Primary () Seconday () OrgMame  (J Free Fom

Fay User 1 Process Payment Histary

Fay Date AT Pay Drawer »om Pt Options Mo Frint Fieturn to PS Module Details
9. The receipt prints out as follows:

Essex Parks Clerk: ZZ7

Essex Junction, VT 85452
Date: 12/82/2016 Time: 15:86:06

Daily Sale

Description Ext Price

ITEM: 36-F@7-BRGRegE1 3.88-

Burger

Rept# 2546 Sub-Total: 3.88-
Sales Tax: g.08
Total Due: 3.86-
Tot Refund: J.68

Clerk: Security Administrator-GUI

Refund Type: Refund from Cash Drawer Now
CASH Refund of: 3.88
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14. Quick Guide for Ticket Sales in

Touch Screen Processing

1. To process Touch Screen sales, touch Touch Screen POS Processing.

Point of
Sale

Touch Screen
Processing

2. Enter your clerk ID and password. Touch OK.
POS Logon *
Enter Lzer (D I:I
Enter Pazzword I:l
Change Password Help Cancel
3. Touch the button of the tickets that are to be purchased; for example, Rock Concert
Ticket.
Cty Descrip? Total
RockConcet

o EY
e N '

‘ 000 Disc: 0.00

_| Drinks Sides Prics | 000 Tax | 000
Certificates

Daiy EdiE Select FEPrRE Yol
Payment = Receipt
ec
ELIVT e EXIT
P pmm Main Menu CLERK [EEVESTS
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Ticket Number Selection screen displays.
Highlight the ticket serial number(s) from the left hand column and touch the Add button.
Repeat as necessary and touch OK.

Note: You can highlight multiple tickets by holding down the CTRL key on your keyboard
as you are highlighting each ticket. To remove a ticket, highlight it and touch Remove.

Ticket Mumber | or Gy l:l I Retum !
Available Ticket Mumbers ~ Selected Ticket Mumbers
% B
13 14
K14 -
16
7 << Remaove
18
19
20
21
2
23
24
25 W
()8 Reset Cancel

Touch OK to add the tickets to the item listing.

Choose the Price Code you want to charge and click Select when finished.

| Trchoet: ROCK - Reck Comeert - Priee Seleetion ®

Prce Code Descrphon Price
ADULT [t $120.00
CHILD Crid §30.00
e i e i i e e i i
dddoodldddooaEnR
e e e e e
Selact Fasat

Note: A Price Code is a description used to identify the price you are charging. Price
Codes allow you to link more than one price to a Transaction Code, Inventory Item, or
Ticket.
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aty Deseription Total

200 RoskConcert

Drinks Sides

.. W - o o -

Certijcates
Edit Sefect Reprinc: Vo)
Payment Recei -
ey Password ey r—— cLerk DR BTN EXI
Poporewer | INERIE
Swipe

10. At the payment screen, touch the Payment Code field and hit F9 to select the payment
type; for example, Visa/MasterCard. If satisfied, touch Process to complete the sale.

ikt Closeaut -Payment Due

11.

| Payment Dale

Sales Summary Hausehald Link Daily Sale
Selected Old Charges | oo Server/Clerk zzz
Total New Fees | 240.00 Clerk's Name Security Administrator-GUI
Tip Amount | o000 |
Current Credits 0.00
Total Ameunt Due Copies E
N HOEE
Payment Amount | e
Payment Code Bt ﬂ
trrrreeree———————| Y EAEN
Payment Reference 2 ENTER
 pE
ECET—

PAYMENT DUE $240.00 el

m

A receipt prints out as follows:

Eosex Parks

Cleck: 777

Essex Junction, VT @54%2

Date: 13/03/2816

Time: 15:29:48

Daily Sale
Description Ext Price
TERT: ROCK 240,00
Rock Concert
2@ §178.88 (Adult)
Ticket 8
13,14
Rept 2547 Sub-Total: 240,00
Sales Tax: 0,00
Total Due: 248.00
add; 240,00

Clerk: Security Adwinistrator-GUL

CASH Paymemt of: 240,00

Hours of opperation are &

Visit us on the Web at:
. PO O - R £ 0

™

Rept# 3547

B
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15. Quick Guide for Touch Screen Refunds

To process Touch Screen refunds you must be in Touch Screen POS Processing.

Point of
Sale

Touch Screen
Processing

Enter your clerk ID and password. Touch OK.

POS Legon X

Enter User D l:l
Erter Password l:l

Change Pazswaord Help Cancel

Touch the button of the item or tickets that you want to reverse; for example, Rock
Concert.

==> 277 - Daily Sale

Qty Description Total

- Drinks Sides Price 0.00 Tax 0.00
Certificates

oo £ Sfsee itspirhis fuiel
Payment ke R
Recelpt
Vs e ;:BN g Main Menu cLERK BT mappanr o i EXIT

. Swipe

Ticket Number Selection screen displays.
Toggle the "Return” Toggle in the upper right hand side.

Highlight the ticket serial number(s) from the left hand column and touch the Add button.
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Repeat as necessary and touch OK.

Note: You can highlight multiple tickets by holding down the CTRL key on your keyboard
as you are highlighting each ticket. To remove a ticket, highlight it and touch Remove.

Ticket Mumber Selection for Rock Concert, Block # 1

Selected Ticket Mumbers -

13

Cancel

Note: When you are finished you will notice the Payment button has changed to Refund.

Touch the Refund button.

Descrption
Rock Concert

.|
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9. Select your Refund Code.

Note: The Refund Code is the Payment Code you are going to Refund.

R T

Honartstr Doy e
Selected Old Charges 0o Server/Clerk m
Tot New Refunds 24000 || Clerk's Name ‘Securty Administrator-GUI
Tho Ameunt o |
Current Credis 0.00 |
o I e ©
Refund Amount 2 |
Refund Code 2 P
Wi |
Refund Reference 2 | ENTER
Refund Date 12022016 B

REFUND DUE $240.00 | ho |
Rafund Opfion @ Refund Now |0 Refund Vioid O Refund RecTrac O Refund Finance Fafund Apphy

10.  Areceipt prints out as follows:

Essex Parks Clerk: ZZZ
Essex Junction, VT 85452

Date: 12/82/20816 Time: 15:44:43
Daily Sale
Description Ext Price
TCKT: ROCK 249 .00-
Rock Concert
-2 @ $120.80 (Adult)
Ticket Numbers:
13,14
Rcpt# 2548 Sub-Total: 249 .00-
Sales Tax: e.e0
Total Due: 248.00-
Tot Refund: 240.008

Clerk: Security Administrator-GUI

Refund Type: Refund from Cash Drawer Now

CASH Refund of: 248 .60
Authorized Signature Date
Authorized Signature Date
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16. Quick Guide to Touch Screen Open Tickets

To process Touch Screen open ticket sales click Touch Screen POS Processing.

Point of
Sale

Touch Screen
Processing

Enter your clerk ID and password. Click OK.

POS Logan *

Enter User 1D I:I
Enter Password I:I

Change Password Help Cancel

Touch the New Ticket button to begin a new sales tab.

Location Servar Table Ticket Ho Corvars Net At Due Ling Hems  Frinted o]
< >
Cherk Signon { Refresh | Help
New Ticket Spii CaversfLink CC FrtShb=Tot <<Clerk,
Close Out Combing Order Prt
Update Reassign MWind Ticket Kitchen Status Exit
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Enter the table number or a name for the customer in the Table Number field. Note: Up
to eight characters are allowed. Touch OK.

Mew Ticket Update x
Mew Ticket Mo 42
Table Barker
Covers 1 Link CC
Ok, Tickets | Keyboard Help Cancel

Touch the buttons of the items you are selling to place them in the shopping cart.

Touch the Order Print button to print the order on a duplicate kitchen printer, if needed
(typically for food orders).

Touch the Tickets button to return to the Open Ticket Listing screen to process a new
tab for another customer.

Point-of-Sale Update For Server ==» 777 - Daily Sale - Ticket 42 - Table Barker

Qty Description Total
b

- Drinks Sides Price

Certificates
Sal
Payment -
Password

Visit Pop Drawer
. Swipe

REHOVE] REVErse) scoumt INGCES]

h.eprint void;

Receipt
Printer
HON*

AT EXIT




T et

8. All open tickets are listed on the Open Ticket Listing screen. To start a new tab for
another customer touch the New Ticket button and repeat Steps 4 through 8.

9. If a customer does not want to start a tab but would rather pay per transaction, leave the
Table Number field blank and touch OK.

Mew Ticket Update >

10. Add the sale items to the shopping cart.
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11. From here you can touch the payment keys to complete the sale, touch the Payment
button to proceed to the payment screen, or choose the Tickets button to move back to
the Ticket listing screen.

Payment

12. If a customer would like to add more items to his/her tab, highlight the open ticket for that
customer and touch the Update button.

Location Server Table Ticket No Covers Net Amt Due
Barker 2
Sandler

New Ticket Split CoversfLink CC Prt Sub-Tot <<Clerk
Close Qut Combine Crder Prt
Uikt Reassign Wiele Tt Kitchen Status E
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13. Add the additional items to the shopping cart and process the payment or touch the
Tickets button to continue the tab and go to the ticket listing screen.

“

14. To close out an open ticket, highlight the ticket and touch the Close-Out button to display

the payment screen.

Barker

e
Weathers

Split
Cormbine

Reassign

Covers/Link CC

Prt Sub-Tot

“oid Ticket

Order Prt

Kitchen Status

<<Clerk

Exit
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15. At the payment screen process the sale as you would normally.

Ticket Closeout - Payment Due

Selectad Old Charges 0.00 Server/Clerk ZZ7

Total New Fees 3.00 Clark's Name Security Administrator-GUI
Tip Amount 0.00 Ticket Number 42

Current Creclits Table Barker

Taotal Amaunt Dus

Copies @

e e
i i et i,
e e i
Payment Reference 2

o

Payment Amount

Payment Code

ENTER

Payment Date
=

Cancel




17. How to Split an Open Ticket

To split a ticket while in Touch Screen POS Processing, touch the open ticket you want
to spilit.

Note: Splitting a ticket is done if a table with multiple customers wants separate checks
versus one check for the whole table.

Touch the Split button at the bottom of the screen.

Clark Signon | Refresh | Help
3
Maw Tickat Spiit CoversiLink GO Pt Sub-Tet ceClark
Ciose Out . Oredar Prt
Update Reassign ik Thckst Kitchen Status Bt
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In the Ticket Number details screen click on the items you want to split out and then click
on any of the new tickets.

Note: You can multi select items by holding down the CTRL button on your keyboard and
clicking.

e Tehat

Click on OK.

You will now be able to view the new ticket along with the other open tickets on the Open
Ticket Listing screen

Open Ticket Listing For ==> 777 - Security Administrator-GUI
T e Pt .u f T T i
BOWL ZZ7 Weathers 44 1 8.00 3res 4
T =iisil=) s, ' ? T o
[BOWL 777 ‘Weathers 47 0 6.00 3ves 4.—|
< >
Clerk Signon Refresh | Help
New Ticket Split Covers/Link CC Frt Sub-Tot <<Clerk
Close Out Combine Order Prt
Ujpriiis Reassign Wets] et Kitchen Status L

62



18. How to Combine Touch Screen Open Tickets

To combine open tickets while in Touch Screen POS Processing, click the open tickets
you want to combine.

Note: Highlight multiple tickets by holding down the CTRL button on your keyboard and
clicking on the tickets you want to combine.

Open 22 Seciniy Adeviigntior U
Location Servar Table Tickat No Covers Net Amt Dusa Line Items  Printad Oy
EEIN 7z 44 i 800 dves
L [y Sarvdler 46 1 700 3res A

Clark Signon Refresh | Help
New Ticket ~ Coversilink GG Prt SutrTot <<Clark
Update — oid Ticket Kitchen Status Exit

Click the combine button at the bottom of the screen.

Note: The first ticket highlighted will become the Table Name and Ticket No of the
combined ticket.

Your open ticket screen will now display the combined ticket.

Oipen Ticket Li Feames T77 . ity Administrates. GUI

m T T T T i T " .
EOWL 227 Weathers 4d 1 1400 6es 4z

T . —rrer " . T — e

Clork Sigon | | Refrosn | Hep
New Ticket Spit ConersiLink CC Prt SuteTot <eClerk
Close Out Combine Qrder Prt
Update Freassign Void Ticket Kitchen Status Bt
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19. How to do a Split Payment

1. Process a sale as normal and press the Payment button.

2. At the payment screen, select the Split Pay button.

Ticket Closeout - Payment Due

Household Link Daily Sale

Selected Old Charges 0.00 Sarver{Clerk Z77

Total New Feas 14.00 Clerk's Name Security Administrator-GU|
Tip Amount 0.00 Ticket Number 44

Current Credits 0.00 Table Weathers

Total Amount Due 14.00 Copies

(s |5 [«
Payment Amount 14.00] Back

Tab
Payment Code I casn “
e
o

Payment Reference 1

ENTER

Payment Reference 2

PAYMENT DUE $14.00

Process Split il Display Cancal
Transaction Payment s Keyboard

3. Select the first Payment code at the top of the screen and enter in the amount being paid
by that Payment code.

4. Click Add Split Payment to add the 15t payment.

Split Payment Detail

Fay Code I Cash Fay Refl | |
Armount Add Split Payment Pay Ret 2 | |
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The Split Payment is added and displays below in the shopping cart. The dollar amount
in the amount field is the total amount left to distribute.

Split Payment Detail

Fay Code 2 Cash
m I Add Split Payment

Pay Code AmtPaid Rgference Line 1 Reference Line 2

Fay Ref 1

Pay Ref 2

6. Continue to add Split Payments until the total amount is distributed.

Split Payment Detail

Amount noo

Add Split Payrment

Pay Code Cash Pay Ref1
Fay Ref2

Pay Code Amt Paid Reference Line 1 Reference Line 2

9.00 = i 478 _

Wiew Current Wiew Prey Del Dist

Total Amount Paid On This Receipt 14.00 otal Armount Distributed On This Screen 14.00

EHanga Bue EasH m otal Amount Left To Distribute m

Pracess I << Previous [eyhoard Help Exit

Choose Process at the bottom of the screen and you will get the following message.

7.

Question

o Areyou happy with the payment distribution?

R -

To continue with the Splits you have made choose Yes. If you need to make changes
choose No.

9. The next screen shows the change due.
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A receipt prints out as follows:

Change Due:

$0.00

Press <Enter> to Skip Pause

Essex Parks Clerk: 777
Essex Junction, VT 85452

Date: 12/85/2816 Time: 88:54:25

Tckt: 44 Table: Weathers

Description Ext Price

ITEM: 36-F@7-BRGRO@1& 5.00

Bacon Cheese Burger

ITEM: 36-F@7-SIDE@@SL 2.00

Fries

ITEM: 51-F12-SOFTeee2 1.00

Sprite

ITEM: 36-F@7-BRGReg81 3.00

Burger

ITEM: 36-F@7-SIDEQ@S2 2.00

Onion Rings

ITEM: 51-F12-S0FTeeal 1.00

Coke

Rept# 2553 Sub-Total: 14.00
Sales Tax: 0.00
Total Due: 14.00
Tot Paid: 14.00

Clerk: Security Administrator-GUI

CHECK Payment of: 9.00
Ref: Check# 3478

CASH Payment of: 5.80
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20. Processing a Credit or Debit Card on the MX830

10.

Process the sale as normal.

At the payment screen, select the pay code that represents a Credit/Debit Card
payment.

Select Process.
The Credit Card -> Sale screen displays.

Ask the customer to swipe his or her card in the MX830.

VeriFone ERI Payment Processing X

Swipe Card Card Captured Pinpad Decline

Waice Auth

Wait for Customer to choose Credit or Debit.
If the customer selects Debit, wait for the customer to enter pin.

Note: The MX-830 prompts the customer to input their pin number and press  Enter.
For debit cards no signature is needed.

If the customer chooses Credit, wait for customer to sign the MX-830

Note: The MX-830 prompts the customer to sign the signature line on the MX-830 and hit
enter.

If the customer does not sign the MX830 within 30 seconds RecTrac will automatically
print a manual authorization receipt Ask the customer to sign authorization receipt.

Place a copy of the authorization slip in the drawer.
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21. Processing a Credit or Debit Card Refund

Process a refund as normal.
Note: See the Guide for Touch Screen Refunds if you need help processing a refund.

At the payment screen, select the Payment code that represents the Credit Card or
Debit Card you are refunding.

Select Process.

The Credit Card -> Credit screen displays. Ask the customer to swipe his or her card
that is being used to make the purchase.

VeriFone ERI Payment Processing hed

Swipe Card Card Captured Finpad Decline

Amaint

Process Credit m

Mazk

Card

Exp
Frocess Sale

Street

Zip

O

Woice Auth

Cancel

The customer is given a choice on the PIN Pad to process the refund as a Credit Card or
a Debit Card.

If the customer selects credit, the reversal is completed.

If the customer selects debit, he or she is prompted to input his or her PIN number and
press Enter. The clerk is prompted with the following.

When the patron presses enter this the reversal is completed.
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22. Refund to Credit Card with no Customer present
Process a refund as normal.
Note: See the Guide for Touch Screen Refunds if you need help processing a refund.

At the payment screen, select the Payment code that represents Credit Card Manual
Processing. The standard is pay code 7, but could be 80 or 81.

Select Process.
The Credit Card -> Credit screen displays.

On the MX830, enter thel6 digit credit card number and hit the green enter button.

Next, enter the expiration date in the format 01/12 and hit the green enter button.

The sale should now process.
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23. Processing Credit Card Tips

To process tips, click the Tip Processing button.

Tip

Processing

In the Tip Processing screen find the receipt you would like to add a tip too.

Rept # Server CCMask Sale Amt  Tip Amt CashDry

7957 | 640

37120 1M 3.45 0.00
38120 1M 4.95 0.00

Double click on the receipt to add the Tip Amount.

Choose ok to add the tip.

Rept # Server CCMask Sale Amt  Tip Amt CashDryv Show
ST | Open OClosed OBoh
37120 1111 3.45 0.00 1 All Users
38120 1111 4.95 0.00
Sale Amount 6.40
Tip Amount
oG
12 [ [ever]
- , (Cox D [ es ]

Once you have added a tip the sale will be marked as closed and you won’t be able to
edit the tip amount on the same receipt unless you choose Closed or Both in the top
right corner of the screen.

Rept # Server CCMask Sale Amt Tip Amt CashDrv Show

120 1 345 000 Closed O Both

38120 111 4.95 0.00 All Users
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B 10.1 Testing DB Rel 10.1i Daily Processing, 04/07/08 120

Rept # Server CCMask Sale Amt Tip Amt CashDrv Show

- 3120 7957 | 640 300 > | G open OCIose‘

37120 1111 3.45 0.00 1 All Users

88120 1111 495 0.00
Receipt #

Sale Amount 0.00
Tip Amount 0.00

Total Amount m

[r[o s [ ]
(45 6] con
nog
ENE

il

nter

<0 (|

Total Tips Applied 300 W=

Enter the Original Receipt Number...

Repeat the steps until you are finished and press the Exit button in the bottom right hand
corner of the screen.
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24. How to Sell a Gift Certificate

1. Log into RecTrac and proceed to a Point-of-Sale (POS) program either by clicking Point
of Sale or Touch Screen POS Processing.

Point of
Sale

Touch Screen
Processing

2. Select the qift certificate transaction code from the picklist in quick POS or, if you are
using Touch POS, touch the button on the screen that says Gift Certificate Sale.

3. In the Price field enter the dollar amount that the customer wants on the gift certificate. If
you would like to sell more than one gift certificate for the same amount, change the
guantity (Qty field) to represent the number of gift certificates the customer would like to
buy.

Note: If you wish to sell multiple gift certificates for different amounts, you must
individually add them to your current transaction listing for the desired price and quantity
by repeating Steps 2 and 3.

4. Click Select.

Point-of-5ale

Sean o [ ! Tip Fae Ot [ P Lk

T/C \GCERT | | Gift Centificate | TaxOpt (@) Taxable Sale () Non-Taxable Sale

Wiew Last Tun

ml Disp Cost Add Motes Calc Disc S
o T
Unit Dizc Met Ak | Select | Reverse
5. The gift Certificate Purchase Details box will pop up. Select the gift certificate you would

like to use, gift certificate number if cards are pre-numbered, and link the card to a
household or fill out the Free Form Name Link.
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Gift Certificate Purchase Details b g

Gift Certificate Code | ETACHEEN? Gt Cad

Gift Certificate Mumber

Houzehold Link,

Free Farm Mame Link ||

ak. Cancel
6. In the payment screen, select the pay code that represents the manner in which the
customer is paying.
7. Click Process.
8. The receipt will show the gift certificate number, PIN if one is assigned, and amount.
Essex Parks Clerk: 772

Essex Junction, VT 85452

Date: 12/65/2816 Time: 10:02:58

Daily Sale

Description Ext Price

G'Code: GIFTC 50.00

G'Cert#:

116

HH: Bob Barker

Rept# 2554 Sub-Total: 58.688
Sales Tax: @.00
Total Due: 50.00
Tot Paid: 50.00

Clerk: Security Administrator-GUI

CASH Payment of: 50.e8

Note: At this point there is a dollar value assigned to the gift certificate. Remind the customer
that if the card is lost, it is just like losing cash.
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25. How to Redeem a Gift Certificate

Process the sale as normal.

At the payment screen, select the pay code that represents a Gift Certificate payment.

Select Process.

PS Payment Update For ==> test ZZ7Household
Frev Balance 0.00
Mew Fees 4.00 Fay Code I Gift Cert Fay Type
Met &mt Due Pap Amt 400 Add Spit Pt
Fay Reference 1 | |
Fay Reference 2 | ¥ -
ey lis=n Process
Fayp Date Pay Drawer . 1 Pt Options

Split Payment Detail

Mo Print

AmtPaid  Reference Line 1

Return to PS

Delete Split Pmt

Reference Line 2

Module Details

The Gift Certificate Selection screen will display. Type in the gift certificate and PIN (if

one was assigned).

Gift Certificate Selection

Gift Certficate # 1114 |
Gift Cerificate: PIN | |
Ok List Cancel

The receipt will look like the following. Gift Certificate information will be displayed at the

bottom.

Essex Parks Clerk: 777

Essex Junction, VT 85452

Date: 12/05/2016 Time: 16:13:38

Daily Sale

Description Ext Price

ITEM: 120003 1.08 ‘

Grapes

ITEM: 12e@08 1.08

Apple

ITEM: 120001 2.00

Watermelon

Rept# 2555 Sub-Total: 4.80
Sales Tax: a.08
Total Due: 4.0
Tot Paid: 4.00

Clerk: Security Administrator-GUI

GIFT CERT Payment of: 4.00
G*Cert Number: 116
G'Cert Amount Left: $46.00

G'Cert Name: Bob Barker
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26. Quick Guide to Closing Out the End of Shift

To perform the end-of-shift cash out, click the End of Shift Cash Out button.

Count the money in your drawer and enter the amounts as shown below. You will only
need to fill in the Qty fields as the Calc Amount fields will update automatically. The
count always includes your starting cash. After entering all your cash counts click

Process.

Cash Balancing For Drawer ==> 26

Hundieds 1]
Fiftizs

Tens

Fives

Ohes 25
Other AR,

Calc &mount

0.00 Halfs
0.00 Quarters

0

Trenties @ Dimes
3
1

an.00 Mickels
5.00 Penhies
25.00 Other 1
o.on Other 2

Total Cash 130.00

( Process ) Lancel

Calc Amnount
] ulili]
a0 2n.00
40 4.00
20 4.00
200 Zon
30000 0.0
aricieny o.on

A Question box asks if you want to continue. Click Yes to continue or No to recount your

drawer.

~

Question

\‘_ﬁ

‘:) Continue With Cash Balancing Processy?

[

Yes ] | o
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4, Enter all other pay types that are in your drawer, such as checks and credit card
transactions. The credit card and E Check amounts fill in automatically. To enter the new
pay type amounts, highlight the type and click Select or double-click the item. Enter the
Tender Count and Tender Amount on the right-hand side. Click OK. After updating
each pay code, click Process.

Tender Balancing Update

Pay Codel Shaort Desc | Tender it Counted Amt Payment Code Being Updated 3
1|Check ! 2500 Payment Code Description Wisa/MC
2|Cash 0 130,00
I IvisaMC i 70.00!
4 Ames 0 000 Tender Count [Ex: Chk Count] 1
5 Schalarships a 0.00 Tender mount [Ex $150 in Chi] 70.00
6 FCumency 0 0.00 Foreign Cunency Rate 1.00000
10/Gift Cent 0 n.oo
11/ Gift Card 0 0.oo
98 Joumal-RF 1] 0.00
99 System-GL o ooo
Reference
[ Process ] [ Lancel ]
5. You are prompted again. Click Yes to continue.
Fe =
= e
Question >

:{/ Conkinue With Tender Balancing Process?

| Tes | [ Mo ]
6. After you click Process the system creates an End-of-Shift Cash Out Report as follows:
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h’his document conforns to the Privacy Aot of 1974: 18 USC 38 31
Forjt Hood ITR

sisrseissss [Coin Breakdown sesssssssss

Ruet Date: 10411406 SHIFT REPORT Eount Anount
Run Time: 1@:@1:15 Run By: ZIZZ

Halfs:
Cd Description Clrk Cnt Clerk Amount Quarters: 50 20,00
— Tines: 40 4, 00
1 Check 1 25,00 Nickels: e 4,00
I CLash Nk 30,00 Fennies: oa oo I
3 W¥isasHC 1 0. 00 Otheri:

== Other:
STARTING CASH == 100,00
ENDING CASH = 130.00 Total Coin ===zzzzzzzz=> 10,00
MET NEW CASH === .00 Total Currency & Coin =» 139,00
NEW CHECKS o0
NEW DEPOSIT ==== 5.0 T
NOTE: Figures below 10 NOT include any
foreign currency pay types!

Counted By late
TOTAL COUNTED AHOUNT === 125,00
====== [ASH BALANCING WORKSHEET ====== verified By Date
;;;;;;;;; Currency Breakdown sesssssss

Count hnount

Hundreds: tertified By hate
;”“t?& : ) PO s s .
wenties: .
Tens: 3 20,00 ++ NOTE: Close-Out Has ¥een Posted! ++
Flrne: 1 PN srras sas ses .
Ones: 25 25,00
Other: ===== === ===

CASH DRAMER — 3,501
Total Currency ========) 100, 00 I -

Report continues onto the right-----~

7. Sign the counted signature block.

8. Turn in your report with the money from your shift.
9. RecTrac automatically logs you out.

RecTrac is now ready for the next shift to log in.

NOTE: If the End of Shift was not run for the batch on the previous day the starting cash screen
will not appear. If this happens, get a manager so they can correct the situation. Once a batch
is closed, you can no longer make changes to it. If a mistake was made, a manager will have to
reopen the batch, make the corrections, and close it out properly.
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