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New Login Screen, Home screen and Toolbar 

New Login Screen 

The login screen has had a makeover. 

 

New Home Screen  

The home screen has been updated providing extended functionality along with the updated 

icons for the Links Modules. 
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There is now a recent activity list where users can easily get back to screens they have recently 

had open.  

Additionally the user can hover over key modules to get a sub-menu. 

 

New Toolbar 

There is now a tool bar that can be activated in the top left of the screen when Links is active 

by hovering the mouse over a launch pixel. The menu options will be the same as the 

module menu on the home screen with the addition of Recent and Booking options. 
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The toolbar can be activated by the Toolbar Config button on the bottom of the module 

screen. The hook size is the size of the launch pixel that will activate the tool bar, 1 is the smallest 

launch size. 
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POS Changes 

New Look and Screen Resize 

The POS screen has a new look and will now re-size anywhere from 1024 x 768 screen resolution 

to a full screen. 

 

The previous visits screen and the previous transactions view have been repositioned which 

allows for the enlargement of the Tender and keypad buttons.  

The Functions button now opens up on top of the tender and keypad buttons instead of 

another screen. If you do not choose an option and wish to return to the tender and keypad 

buttons the Exit button can be selected.  
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Function and Hold/Retrieve Buttons Lockdown  

The use of the Function and Hold/Retrieve buttons can now be restricted via Security Groups. 

Within the Security Group set up, there are two options  

 Can use POS Function Keys 

 Can use POS Hold/Retrieve Transaction Keys 

If these aren’t selected, the user will not be able to use the Function and/or Hold/Retrieve 

buttons. This can be turned on in Admin> Security> Security Groups.  

 

If staff do not have the correct security access, the buttons are greyed out on the POS screen 

for these staff. 
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Simple Refunds 

A Simple Refund allows you to setup a refund button on your POS layout, this allows staff to 

enter the amount required to refund upon selection of the button.  

To enable this, you need to setup a new Service with $0 price. 

 

Once set up, this can then be added as a ‘Product’ through POS> Till> Touch Screen Layout.   

 

When the Service is then selected, a prompt for Refund option is made available and the user 

is immediately prompted to enter an amount.  
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The amount will show as a refund in POS and can be refunded as normal.  
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Discount Reason Pre-populates  

If you use the discount button in POS, the button label now fills into the Discount Reason box 

along with the % when selected. 

 

When setting up the POS discount button from POS> Till> Touch Screen Layout and select the 

discount option, ensure that you enter the button label as to what will be the discount reason. 
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Credit Card Surcharge 

You now have the ability to set a surcharge per Credit Card type and assign a service code 

to track that income.  

When the ‘Credit Card’ tender type is selected (or EFTPOS tender for LinksPOS or PC-EFTPOS 

clients) the below screen will prompt the user to select a Credit Card type and apply the 

relevant surcharge. 

The ‘Total to Pay’ will be calculated and will be inclusive of the surcharge. 

 

Select ‘OK’ to finalise the transaction. Links will automatically add the applicable Credit Card 

surcharge line to the transaction. 
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This can be set up in Admin> POS> Setup. 

 

Note: If you want the surcharge to appear at the bottom of the list of products on the receipt 

ensure you give it a Service code starting with Z during the Service setup process. 

 

Also it is advisable to have ‘Other’ available as an accepted Credit Card type (especially if 

you are using PC EFTPOS). Just don’t tick the Surcharge option, this can then be used to 

indicate when a card is used that doesn’t require a surcharge (e.g Bank card) 

 

Links Modular Solutions recommend contacting your Tax Attorney and consulting your 

Merchant Services Agreement prior to implementing credit card surcharges. 
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Emailing POS Receipts 

POS receipts can now be emailed to Customers. 

An ‘Email Receipt’ button has been added to the Transaction Maintenance screen as shown 

below. 

 

Click on the ‘Email Receipt’ button to open the Email Customer screen.  

If the transaction has been assigned to a Customer with an email entered this email will 

appear by default. Alternatively an email address can be entered at the time of sending the 

email. 
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The email will be received in the recipient’s inbox in the same format if the receipt had been 

printed. 

 

Your Email for SMTP needs to be setup please see the Links Wiki if you need assistance in this 

setup. If you have already setup SMTP or you wish to use the local email on that computer 

then you will need to go to Admin> Setup PC> Setup for PC and select ‘Can Email’. 
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Other Cost for Sessions is now available when the cost is set to $0.00 

Bookings can now be made using the ‘Other Cost’ option when the cost is set to $0. 

Previously this booking option was only available if a cost greater than $0 was entered. 
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Postcode Survey can now be set by host (PC) 

The Postcode Survey is now by host (PC) instead of all locations. The Postcode Survey is now in 

POS> Till> Setup. 
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Reference Number field Mandatory in Customer Setup 

The REF# field in the Customer Screen can now be a mandatory field. Once turned on staff 

will not cannot save the customer until completed. 

 

To turn this on go to Admin> Site> Mandatory Fields. 
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Customer Screen Changes 

From the customer screen you are now able to go straight to that customer’s ‘Invoice 

Account’ as well as their ‘Customer Account’, without the need of going to each of the areas 

separately and re searching. 

Once the relevant screen is open it has the same functionality as the normal Accounts screen 

and Customer Account screen. 

7 

View Invoice Account 
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View Customer Account  

 

 

Search by Debtor ID, ABN and Blocked Accounts in the Client screen 

When searching for a Client in any screen you now have the ability to search using the 

Debtor ID and ABN number. You can also include show Blocked Accounts. 

  

 

 

 

 



 

Release Notes 2015.2                                               May 2016  23 

 

Ability to add Clients ABN and Billing Address 

From the Client Setup screen you now have the ability to add a Clients ABN number and billing 

address. With the billing address you can also use the button ‘Same as Client Address’ to copy 

the details.  

  

If you require the additional Client Billing address to appear on the Client Invoice you will 

need to recreate the Invoice Template Models in Admin> POS > Invoicing> Template Models. 

Please refer to the Admin User Guide for assistance if required. 

Once the additional mail merge fields have been created the Client Billing address will 

appear as a merge field that can then be added to the Client Invoice templates. This is 

done from Admin> POS> Invoicing> Templates. Please refer to the Admin User Guide for 

assistance if required. 
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The Client billing address will also displays on the Booking Confirmation Letter. The merge field 

will need to be added to your Links Booking Confirmation template if required. This is done 

via Admin> Letters> Templates and selecting Facility Booking Confirmation. Please refer to 

the Admin User Guide for assistance if required. 
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Primary Contact is now a Mandatory Field for Clients 

When adding a Client the Primary Contact is now a Mandatory field.  
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Multiple Client Contacts 

You can now add multiple Client Contacts to the one Client.  
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Client Marketing Information  

There is now the ability to collect and store Client Marketing Details. A ‘Marketing’ button has 

been added to the Client screen. These fields can be set as mandatory in Admin> Site> 

Mandotory Fields.  

  

Select the ‘Marketing’ button to open the Client Marketing Details screen. This screen 

contains the below tabs to store data relevant to the Client as shown below.  

Marketing 
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Company 

  

Extras 
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Tracking 

For more information on Tracking please see the Facility Enquires part of this document. 
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Account Block option 

There is now an option to Block Accounts from invoicing. When this option is selected, no new 

transactions can be added to the account. This stops users from creating new facility bookings. 

Staff that are Administrators can change the status of blocking and unblocking accounts.  

 

If a user tries to add a transaction to a blocked account, they will receive the following 

message.  
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If a user tries to make a facility booking for a blocked account, they will receive the following 

message.  

 

Ability to PDF Account Invoices  

To add There are two new invoice templates  

 Client Facility Booking Invoice  

 Customer Facility Booking Invoice  

One of these must be selected as the template when issuing an invoice so that is opens as a 

PDF document. 

Additional Merge Fields are available for invoice templates:  

 Booking Name  

 Booking ID 

 PO Number  

 Total Pax 

The merge fields need to be added via Links Support.  
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1. To edit the templates go to Admin> POS> Invoicing> Templates and select Add New 

Template. 

 

2. Select the template model as ‘Client Facility Booking Invoice’  

3. Select Add New Template.  

4. Enter the New Template Name  

5. Select the Tick Box to ‘Use Links Default Template’  

6. Select Ok 
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When issuing the Invoice it will open as a PDF. 
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Due Date Options on Invoices 

There is now an option to select ‘End of Month’ or the ‘Due in’ which will set the due date as 

applicable. 

To default to the end of the month click the ‘End of Month’ Button. 

 

To default to due in a certain amount of days from the current date, select the number of days 

from the ‘Due in’ drop down box.  

 

30, 60 and 90 days are already entered. If you wish to enter more options, you can do this in 

Table Maintenance - ‘Invoice Days Due’. Table Maintenance is accessed from Admin> Site> 

Table Maintenance. 
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Ability to have all Invoice Lines unticked as a default 

When issuing an invoice, there is now the option to have the lines unselected as a default.  

 

To set this default, go to Admin> POS> Setup.  
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Ability to issue Invoices by Location and Booking ID  

On multi location databases, you can now filter charges by location and booking ID using 

the drop downs. 

By Location  

  

 

By Booking ID 

 



 

Release Notes 2015.2                                               May 2016  38 

 

Ability to Issue Negative Invoices  

You can now issue an invoice as a ‘Credit Note’ as a reference for the Client/Customer.   

1. From the POS module type in the negative amount i.e. -100\  

2. Click on the [...] to select the relevant service code for this credit to be applied from 

 

3. Click the Account button to apply the credit payment to the Customer/Client 

Account. 

 

4. This can be viewed on the Clients Account 
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5. Select Issue.  

You can create a different template for this purpose and label it ‘Credit note’. Please see 

above on setting up a new Invoice Template or the Admin User Guide for assistance. 
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6. When you Select ‘OK’ a Pop up Screen will appear indicating that this invoice will be 

issued as a Credit Note. 
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Barcodes across Remote Desktop for Access Barcodes 

You can now print Access Barcodes if you are using a Remote Desktop connection and 

have the New Access module.  

To turn this feature on, go to Admin> Site> New Access Parameters and select ‘Access for 

Casual Sales’ (Barcodes) 

 

For the service to print a barcode it must have the activity assigned for that Access Point. This 

is done in Admin> Products/Services> Services (Services> Service Master for Multi Location). 

 

Your printer must also be setup with the below settings for LinksPrint Port (or modified to suit 

your printer/environment) 
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Please contact Links Support to ensure that your printer is compatible and to have the virtual 

port driver installed. Please note that Support will need remote access to the PC that will be 

printing the barcodes.  

Now when you sell the Service at POS it will print the receipt with a barcode at the bottom 

for a single entry. 
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Visits Dashboard 

There is now a Visits Dashboard. This allows you to have a live feed of Visits from set access 

points in the centre/s. This can display the following:  

 Members 

 Visit Pass holders 

 Services 

 Students  

 Pax from Facility bookings 

To set this up, go to Admin> Site> Other Site Parameters or Setup Locations> Visits Dashboard 

Tab. 

To setup a Tally Type 

1. Press the ‘New’ button 

2. Create a Tally Name in the ‘Tally Type’ field 

3. Select ‘Save’ 
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Add the Memberships, Visit Passes, Services and Class Types to include in the tally as 

applicable. 

 

You can also set a tally to be an accumulation of crowd numbers from selected Facilities. 
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There is also the ability to create a tally that is a combination of other tallies. When setting up 

the tally then Tick the Tally’s to also include. 

 

To display hourly totals (last hour) ensure the below setting is applied per Tally Type. 

 

To open the Visits Dashboard from POS go to File> Visit Dashboard. 
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The following will appear the first time you open the Visit Dashboard. 

 

You can setup a logo by right-clicking in the top of the window and adding a file. 

 

To set up the tally’s you wish to display, right click on open space, select Panel Layout and 

choose the number you require. 

 

To add a Tally, right click on an area that displays ‘Right- Click Here’ and select the Tally to 

add. 
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If you wish to remove a Tally you can right click on an existing Tally and select the option of 

clear. 

To change the screen refresh rate, right-click in free space, go to the Counter Refresh Rate 

and select the Rate required. 

 

You can choose the text colour for the Number of visits. This can be done when you right-

click in free space and select ‘Theme Colour’.  

            

To exit the screen, right-click in free space and select ‘Exit’. 
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The Visit Dashboard will look like the following once setup. 
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Facility Changes 

Ability to view ‘Recent Bookings Opened’  

From the Links Toolbar you can view and open the recently opened bookings by hovering over 

the Bookings button. 

 

New Facility Screen size and Look 

The Visual Facility Booking screen has a new look and will also now re-size anywhere from 1024 

x 768 screen resolution all the way to full screen. 
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Separate Quick Reference Buttons on Facility Visual Scheduler by Host (PC) 

You can now have separate sets of quick launch Facility buttons in the Visual Facility Booking 

by host (PC). 

 

When you update a button it now asks you whether you want it for all machines logged into 

the location or just this host (PC) specifically. 

 

Ability to have multiple Visual Booking Schedulers Open 

You can now have multiple Visual Booking Schedulers open at the same time. This allows you 

to create multiple bookings without the need to close other bookings. 
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Vacancies Search Changes 

From the Vacancies screen you can now switch on the ability to have a drop down options 

for the time filters rather than manually typing the time in.   

 

This can be in AM/PM or 24 hour time. To enable and set the option go to Admin> Site> Other 

Site Parameters (Setup Locations for multi-location)> Facility Tab and select the tick box for 

‘Use Time Dropdowns on Vacancy Search screen’ then choose either AM/PM or 24 Hour. 
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There is now the option to add booking lines to a booking when they would otherwise be 

unavailable. For example when making a booking from the vacancies screen, you can 

choose to select Unavailable Times, Enquiries and Booked Space (if booking an enquiry) if you 

have the correct security group privileges.  

 

These options are based on the user privileges and are changed through Security Group 

Settings. These are set up through Admin> Security> Security Groups> Facility Tab. 
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Facility Favourites 

You can now setup a Favourite Facility List.  The Favourite allows you to select from pre-

selected booking options rather than having to select these options individually off the facility 

tree.  

An example of this would be a Carnival that we have called Carnival A. This uses Lanes 1-5 of 

the 50m Pool and the Male & Female Change Rooms. When the favourite of Carnival A is 

selected, it pre fills with the selected Facilities setup for Carnival A. 

  

Favourites are set up in Admin> Facility> Facility Favourites. In this screen, all Staff/User Roles 

are available to add Facility Favourites to.   

1. Select a User Role 

2. Select the New button 

3. Enter a description for the Favourite 

4. Select ‘Add’ to select the Facilities to add to this Favourite 
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5. The List of Facilities will now show select ‘Save’. 

 

These favourites can be edited once created by Selecting the ‘User Role’ then selecting the 

‘Favourite’. 
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Favourites are allocated by Staff Role. If a Staff member does not have this role against them, 

they will not see the Favourite List to use.  

If needed, staff can be added to a role in bulk by through Admin> Admin> Staff Roles. Select 

the ‘Role’, select the ‘Add New Staff’ button and add all applicable staff.  
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Facility Calendar View 

In addition to the Visual Booking Scheduler, you can now access a new monthly and weekly 

calendar view. These can be accessed via POS> Facility> Facility Calendar or the Calendar 

button on the Visual Facility Booking screen. 

  

  

The Calendar will open to the last Facility that was looked at or when opening from the Visual 

Facility Booking screen the Facility that is selected in the Tree. The default view is weekly.  

 

The user can select a location and required facilities to display.  
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Selected facilities will display the bookings over the selected date period using the below 

colour-key.  
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More detail can be seen by hovering over a booking. 

 

The display can be changed to monthly view and dates changed using the calendar 

controls.  

 

Monthly View. 
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You can see a Daily view by double clicking on a date in the Calendar. 

 

You can filter on the types you wish to view. 
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Changes to the Create Booking Screen 

There have been a large amount of additions and changes in the Create booking screen.  

   

The following are the changes made to the Create booking Screen: 

 Addition of Major Events option 

 Ability to select which client you wish to have as the contact for the booking 

 Addition of a PO Number section 

 Addition of recording Pax per booking Line 

 Ability to show the duration of the booking per hour instead of Minutes 

 Pre/Post renamed to setup/packdown 

 Ability to use default setup/packdown times for a booking 

 Ability to edit products/services per booking line 

 Multi edit screen now allows for bulk edit of products and services 

 Letter and Email Buttons have moved and allow for saving the Confirmation to a 

specific document folder 

 Document button, allows to view all documentation on this booking as well as emails 

sent 

 Booking change log has moved 

 An apply changes button has been added to allow for the booking to update 

without making the booking and then going back in to make changes 
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Major Event Option 

Using the Major event option, allows you to report on facility bookings that includes specific 

details required by large centres that run large events.  

When making a booking select the ‘Major Event’ option. 

 

Details of the major event can be added for applicable dates in the below screen. 

NOTE: Crowd Numbers here is manual input separate to booking crowds 
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Once saved a row can be cloned to another date for ease of data entry. The date will 

automatically select the next booking date if this booking has multiple dates. 

 

You also have the ability to remove a Major Event from a booking by unselecting the ‘Major 

Event’ Option. This will clear the event data. 
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The report is found in Reporting> Facility> Major Events Summary. 

 

Grouped by Event Date option 

 

Or Grouped by Booking ID 

 

The event fields are also available to add as merge fields to your confirmation letters if 

required. 
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Apply Changes Button 

You can now select the ‘Apply Changes’ button which means you no longer need to close 

the booking to save the changes.  

 

Instructions Field Changes 

In the instructions field for a Facility Booking it now has a Countdown of characters remaining. 

Once you get to 255 characters you can no longer add any additional Characters in the 

instructions field. 
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Pax/Crowd Numbers  

When making a booking, each line can now have a Pax/Crowd number entered. This is 

done by double-clicking on the Pax column in the booking screen and entering the number 

in. 

 

This can also be done from the Multi Edit Screen via the Edit Booking button as a fill down or 

individually. 

 

If selected, the Pax can also be adjusted when the booking is attended.  
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To turn this on go to Admin> Site> Other Site Parameters (Or Set Up Locations for multi 

location sites)> Facility tab> Prompt for Pax on Attend 

 

When the facility booking is attended from the booking screen the following prompt occurs. 

 

When attending from the Visual Booking Scheduler a prompt will also occur. 
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The Bookings by Date report has a column for Pax numbers with a total. 

 

When you generate a confirmation letter for the booking, the Pax number is shown under the 

Pax column as shown below. The Booking confirmation template will need to be edited to 

include this. 
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Booking Duration in Hours instead on Minutes 

You can now choose to have the booking duration showing in hours instead of minutes.  

 

This change can be made by going to Admin> Site> Other Site Parameters (Setup Locations 

for multi location)> Facility Tab> Show Booking Duration in Hours 
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Pre/Post Changes 

Pre/Post has now been renamed to Setup/Packdown. Users can now select booking lines 

and apply defaults or manually enter a Setup/Pack down value. 

 

There is a new area in Facility Setup to set default Setup/Pack down durations for each 

Facility if required. This is set up in Admin> Facility> Setup Facilities. 
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Edit Quantity of Products and Services per Booking Line  

You can now edit the quantity and cost of Products and Services by booking line. You can 

use the ‘Edit Product/Service’ button to update the Quantity and Cost without the need to 

delete and re add. 
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Multi Edit Screen now allocates Products and Services to Bookings in Bulk 

By selecting the bookings, you can then use the Edit Products and Services tab to either add 

or remove the Products/Services. 

To bulk add Products or Services, select the booking lines to add them to, select ‘Add 

Service’ or ‘Add Product’, find your Product/Service and ‘select’. 

 

Enter the quantity and cost and select OK. 

 

Once you have finished ensure you save to apply the additional Products/Services. 

To remove the Products/Services, filter the booking lines as required and go to the Edit 

Products/Services Tab. Select the Products/Services to remove and select the red cross. 

Select the ‘Save’ button to save the removal of the Products/Services. 
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Booking Letter Changes 

When in a Facility booking, the letter button has moved when launching a confirmation letter 

(or pro forma invoice). Please see the change below. 
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After selecting the ‘Letter’ button and entering the dates to include for the letter the 

following screen will appear. 

 

Select your Template to use by selecting the […] button then select ‘OK’. 

 

This confirmation letter can then either be saved to your document folder with the File name 

above, opened in a word document or emailed. Once selecting your option the ‘Create’ 

button will created the confirmation letter in your desired option. 

You can select the ‘Documents’ button to recall all saved documents for the booking. This is 

how it will appear in the Facility Bookings Documents screen. 
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Once you have saved all the Letters/Documents you require, these can be selected and 

attached to an email. 

 

Once sent it will record in the email correspondence screen for that booking/contact. 
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Email Changes 

After selecting the ‘Email’ button and entering the dates to include for the letter the 

following screen will appear. 

 

Select your template to use from the […], update your file name as applicable. The ‘After 

Create’ will have ‘Email’ Select the ‘Create’ button. You will then be taken to the following 

screen. 

 

Check and change your ‘Email to’, add any BCC or CC, Enter a ‘Subject’ and ‘Message’ 

then select ‘Send’. 

The Email will now show in the Email Correspondence of this screen.  

NOTE: Your Email for SMTP needs to be setup please see the Links Wiki if you need assistance 

in this setup. If you have already setup SMTP or you wish to use the local email on that 
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computer then you will need to go to Admin> Setup PC> Setup for PC and select ‘Can 

Email’. 

Facility Booking Part Payment is Identified on the Payment Screen 

The Facility payment screen is able to identify when the existing transactions are present and 

can reduce the outstanding fee accordingly. 

Example. The booking below owes $50 per line. 

 

When we select ‘Update and Pay’ the Payment Screen shows $150.00 outstanding and 

defaults to $50.00 for the past three dates. 
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If you Pay $50.00 for the first two lines and $25.00 for the third line today. 

 

Next time you go to do a Facility Payment the booking line only charges $25.00 for the third 

line now as it recognises the initial $25 paid. 
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Ability to close off bookings from Financial Changes 

You now have an option to select a box, to ensure no changes to any financials on a booking 

can be changed. 

From the Documents screen you have an ‘Invoice Sent’ Tick box when the user clicks this a 

warning is displayed to indicate that the Facility Booking is not able to be changed. 

 

Documents screen showing the Invoice Sent flag is ON.  User does have permission to reverse 

this flag.  (Administrator or specified security group has permissions to clear this flag). 

 

 

When the Invoice Sent flag is ON, the Facility Booking screen editable functions are disabled 

and "Invoice Sent" is displayed next to the Close button.  User is still able to Pay an amount 

against this booking using the Pay button. 
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When the Invoice Sent flag is ON, the editable functions are disabled on the Transaction 

Maintenance screen. 
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To allow the ‘Invoice Sent’ option to be unselected the following needs to be ticked in 

Security Groups. ‘Can reverse Invoice Sent Flag’. 
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Facility Enquiries 

Links now has the ability to allow you take enquiries for facility hire and keep track of enquires 

made by customers with tentatively outlining the space has expressed interest.  

A menu item has been created in POS to add a new enquiry POS> Facility> New Enquiry. 

 

When the New Enquiry screen is open you can enter new enquiries without making a booking 

and review previously entered enquiries. Enter in the required information and save, from the 

bookings tab you can select the facility and times wanting from the Vacancies button. 

 

You can also create a new enquiry through the Booking Scheduler, Find the space and times 

you wish to enquire on and select like a normal booking but instead select the booking option 

of New Enquiry/Create Enquiry. 
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When an Enquiry has been made this will not block the lines out as if a booking has been 

made. It indicates an expression of interest for that Client or Customer. These will show as purple 

in the Visual Facility Bookings screen. 

 

The below security parameter’s dictate which booking and/or enquiry clashes the user is 

allowed to override.  

These are set up through Admin> Security> Security Groups> Facility Tab. 
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When making a booking from the New Enquiry screen the options of ‘Include Enquiries’ and 

‘Include Booking Space’ will be available to add facility booking lines where an existing 

booking and/or enquiry exists. These options are based on the user privileges as above. 

  

Once you have made your Enquiry the booking lines can be edited by clicking on the 

‘View/Edit Bookings’ from the Booking Tab.  This will then open the ‘Facility Booking – Modify’ 

screen where prices and additional Products/Services can be edited.  
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Booking lines will also highlight blue if the new enquiry clashes with an existing enquiry and red 

if the new enquiry clashes with an existing booking. 

  

The View/Edit screen allows users to modify all aspects of the enquiry booking lines (e.g days, 

times, charges and additional Products/Services). 

 

The enquiry can be converted to a booking by clicking the ‘Convert to Bookings’ button. 
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This will launch the booking edit screen displayed below where the status will update to 

‘Confirmed’ but indicate it came from an enquiry. 

 

The Enquiry can be viewed visually by clicking the ‘View Scheduler’ button. 

 

You can also restrict staff from accessing the enquiry screen this can be turned on from Admin> 

Security> Security Groups> Facility Tab. 
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When staff do not have access they will see the following message when they try to access 

the enquiry screen. 
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Facility Quotes 

You can now create a quote for a Facility Booking. 

To create a new quote template 

Go to Admin> Letter> Templates. 

  

Select Facility Booking Quote and Click ‘Add Template’. 

  

Select [...] and then select the location to save the template. This should be the same 

location as your other Links Templates, ideally on a shared drive. Give the File a name this 

must be saved as a ‘.dot’ file format. 
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Select ‘Get Links default Template and save in a specified location’. Enter the ‘description’ of 

the template this can be ‘Quote Template’ or another description in the ‘Enter Template 

description’ field. 

  

Select ‘ok’ and the ‘Quote Template’ will appear.  

 

To edit an existing quote template 

Go to Admin> Letter> Templates and Select ‘Facility Booking Quote’ and Click ‘Edit 

Template’ and the Document will open in Microsoft Word. Make the required changes and 

save as normal. 
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To create a quote 

Click the ‘View/Edit Bookings’ button from the enquiries windows. 

 

Select the ‘Quote’ button in the bottom left of the screen 
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Enter the dates you wish to quote for (default is the date of the first and last booking lines 

chronologically). You will then be taken through to the quote creation screen. 

 

Click on the [...] and Select the relevant quote template, click ‘OK’. 

 

 

You can then select to save, open or email the quote. 
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If you choose to ‘Save’ it will save it to the ‘Documents’ section of the enquiry/booking based 

on the template you have setup for quotes. 

 

If you choose to ‘Open’ it will show a preview of the file based on the template you have 

setup for quotes and also save a copy in the ‘Documents’ section of the enquiry/booking. 
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If you choose ‘Email’ it will create a PDF of the quote based on your template and email it 

using the below screen. 

 

Facility Follow up Screen and Report 

Follow ups for enquiries can be entered within the New Enquiry screen. POS> Facility> New 

Enquiry>Follow Up tab. 

Entering a Follow Up 

A new follow up can be entered under the ‘Follow Up’ tab when in an enquiry. 
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Viewing a Follow Up 

When you are in an enquiry, the follow up can be viewed in the ‘Follow Up’ tab. 

 

You can show all enquiry follow ups for that Client/Customer by checking the ‘Show All’ option. 

 

Enquiry Manager 

POS> Facility> Enquiry Manager 

Additionally you can view Follow Up lists under Find Enquiry for ‘My Follow ups’. 

 

 

 

Or ‘Overdue Follow ups’. 
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You are able to print and/or export for follow ups. 

 

The Export will appear like the below example. 

 

 

The Printed option will appear like the below example. 
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Facility Document Storage 

You can now attach or link documents to a Facility booking or enquiry. For example, floor plans 

for a booking. 

You will first need to create an External Document Path through Admin>Site>Site Set up> 

General Tab. 

 

Documents can be accessed via the Enquiries screen below. 

 

 

When viewing the documents, you will see a list of already attached documents. To attach a 

new document click the ‘Add File’ button. 
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Select the file you wish to attach. 

 

It will save a new record in the default file-path with a sub-folder of the Booking/Enquiry ID. In 

the example below the Booking/Enquiry ID is 82. 
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Members Changes 

Authorisation on Membership Expiry 

When selecting Override expiry in the Members module, there is now security restrictions on 

which staff are able to complete this. This is turned on in Security Groups under the Members 

tab> Modify a Customer Account. 

If a staff member doesn’t have access based on their security level, when selecting the 

‘Override Expiry’ button, an authorisation screen will appear and a staff member with the 

required level of access will need to enter their Links Staff Code and password.  
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Classes Changes 

Class Visual Scheduler Screen Size Auto fill and New Look 

The Visual Scheduler will now re-size anywhere from 1024 x 768 screen resolution to full screen.  

 

 

Classes Number of skills that can be attached to a Class Level 

The number of skills that can be attached to a Class Level is no longer limited to 21 skills. You 

are able to enter any amount of skills required. 
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Complete Cancellation of Student booking now shows in the Audit Log 

You are now able to use the Audit log to view a list of all student bookings that have been 

completely cancelled from a class. 

When staff use the ‘Completely Cancel Booking’ option when cancelling a student. There is 

no history on the Student for this lesson. 

 

 

There is no record of cancellation on Cancellation Report 
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However, it now shows in the Audit Log. 
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Admin Changes 

Staff ID areas now allow entry of Special Characters 

Sites using NT Authorisation and some usernames have hyphens & underscores, Links now has 

the ability to allow for these within the staff ID and can be used in any area within Links where 

Staff Code is required. 

 

LMS_DDOverides Export now includes Class Type Description 

When you run the LMS_DD Overrides export, there is not the option to include the Class Type 

Description which will assist with multi location sites. This is run in Admin> File> Export to Excel 

utility. 
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Additions to the Audit Log 

Ability to view the Aurthorised Staff Member and the Logged in user for some POS action in 

the Audit Log. 

These include 

 Voids and  

 No Sale transactions  

By double clicking on the line in the results box, you are able to View the Staff Member who 

Authorised the POS action and who the Logged in user was. 
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Preferred Supplier added to LMS_ProductsAndBarcodes View 

When you run the LMS_ProductsAndBarcodes export, there is now the option to include the 

Preferred Supplier.  
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Facility settings now setup under the Location 

The Facility settings have been moved to Admin> Site> Other Site Parameters (Or Set Up 

Locations for multi-location sites)> Facility Tab. 
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Ability to Select the Default Client Search Option  

Under the Facility settings tab you can select the default search option when searching for a 

client. You can select the search default to be either the Clients Name or the Company 

Group depending on your requirements. 
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Ability to Choose to Show the Copy Prime Usage Message 

From the Facility settings tab you can choose if want the ‘Copy Prime Usage Message to 

appear when making/updating bookings.  
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Changes to Security Groups and Menu Security 

There has been a large number of changes with the Security Groups and Menu Security. We 

would advise that once you have upgraded, you work through all security groups to complete 

an audit of what is selected.  

‘Open’ function for producing Confirmation Letter by Security Group 

You have the ability to restrict which security groups can open a Facility Booking Confirmation 

letter in Microsoft Word. This will prevent staff from making unauthorised changes.  If you don’t 

want staff to have access to the OPEN Function leave this field un-ticked. 

 

 

The letter can then only be saved as a PDF to which can be re-opened later from the 

documents section. 
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Ability to Unissue Invoices by Security Group 

You now have the ability to restrict which staff are able to unissued invoices that have 

already been issued. If this is selected then those staff will be able to unissue issued invoices. 

 

Security for Print Cards 

You have the ability to restrict which staff can Print Cards by Security Group.  

 

Ability to Lock Visit Pass Maintenance Screen to Read Only 

You now have the ability to restrict which staff are able to make any changes in the Visit Pass 

Maintenance Screen. This is done in Security Groups. Admin> Security> Security Groups> VP 

tab. It this is Selected then those staff will be able to Make Changes to Visit Passes. 
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Once Ticked and staff with read only go to Maintain Visit Passes they cannot change 

anything. 
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Location Access now configurable by Staff Member (Multi Location Database only) 

In staff setup, the locations that each staff member can access is now configurable. This is 

only available if the user has permission to change the location as defined in the Security 

Group Menu.  

By default, all Staff Members will have access to all locations. An admin user can then restrict 

a staff members available locations from the Staff Setup screen. There is no bulk update 

screen.  
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If the Staff Member does not have permission to change the location, the screen will look like 

this. 

 

The User will only be able to view their Home Location and cannot change or view other 

locations.  

Upon start up, if Links has no Home Location, the user is prompted for a location. At this point, 

ALL locations are listed as there is no User logged in at this point.  
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The staff member will be required to select a home location.  

 

Upon login, a check is made to see if the staff member can access the Home Location. If 

not, the user is presented with a list of available locations.  

 

Once logged in, the staff member may change location using the change location button 

as normal, however they will only be able to select from their list of locations.  
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In other screens of Links, the staff member will only be able to view their locations that they 

have access to, including: 

POS 

 Manage Facility Favourites  Vacancies 

 Find Products  Access Points 

 Facility Booking Payment  Facility Booking Search 

 Setup Customer  Visual Scheduler 

 Till Off Secure  
 

Admin 

 Bulk Bonus Days  Bulk Facility Override Price 

 Bulk Facility Price Updates  Bulk Price Change 

 Bulk Sessions Access  Bulk Sessions Update 

 Bulk Web Registration  Bulk Suspension 

 Suspension Fee Update  Direct debit 

 Inactive Products  Kiosk Settings and Registration 

 Mandatory Fields  Online Product Sales 

 System Security  Sales Settings 

 Retention Program Setup  Alternate Price Mode 

 Appointment Types  Class Type Setup 

 Setup Customer Accounts  Setup LinksPay Direct Debit 

 Setup Direct Debit Details  Setup Email Settings 

 Facility Setup  Setup Kits 

 Setup Locations  Setup New Access 

 Setup Receipts  Copy Product Location Details 

 Product Master Setup  Setup a Product 

 Setup Product Units  Setup Product Location 

 Product Grouping Setup  Setup Public Holidays  

 Sessions  Site Setup 
 

Members 

 Bulk Price Update 
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Reporting Changes 

Enquiry Conversions to Facility Bookings 

There is a new report to show the conversion of Facility Enquiries to Facility bookings called 

Enquiry Conversions. 

To display a list of enquiries that have been converted to a booking during a date/facility 

range use the below example.  

 

 

 

 

To view a list of enquiries that haven’t been converted during a date/facility range use the 

below example. 
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Reports for Bookings with Charges yet to be Invoiced  

A new report is available to view bookings that have yet to have their charges sent to 

account to Invoiced. This can be viewed by going to Reporting> Facility> Bookings with 

Outstanding Invoice. 

 

Enter the date range, select the Report Mode you wish to view and then select the Booked 

By option as required. 

Report Mode: Show Bookings with invoice charges not paid  

 

Report Mode: Show bookings with charges not sent to an invoice 
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Ability to report for Un-issued Invoices  

You now have the ability to run the Invoice Reconciliation Summary to show those Accounts 

that have Unissued Invoices. This can be run by going to Reporting> POS> Reports> Invoices> 

Reconciliation Summary. 

Select the Run date, tick ‘Unissued Invoices Only’ and select the ‘Show Account’ options as 

required. 
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Ability to Include Credit Notes in the Invoice Reconciliation Summary Report 

You now have the ability to run the Invoice Reconciliation Summary to Include Credit Notes 

that have been issued. This can be run by going to Reporting> POS> Reports> Invoices> 

Reconciliation Summary. 

 

Ability to report for Credit Notes Only 

You now have the ability to run the Invoice Reconciliation Summary to show ‘Credit Notes 

Only’. This can be run by going to Reporting> POS> Reports> Invoices> Reconciliation 

Summary. 

Select the Run date, tick ‘Credit Notes Only’ and select the ‘Show Account’ options as 

required. 
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Extra columns for Booking Charge Breakdown Export 

Extra fields have been added to the Booking Charge Breakdown Report as below. This report 

is found via Report> Facility> Booking Charge Breakdown. 

 

Standard Unit Price and Standard Charge columns have been added to reflect where a 

booking or other charge has been billed at a non-standard rate. 

 

Tax % column added. 
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Booked by & Debtor ID added. 

 

 

Additional Columns/Filter for Booking Charges vs Paid Report 

Report> Facility> Booking Charges vs Paid Report. 

Total Booking Charges column added (reflects all charges for the booking ID regardless of 

date filter) 

Difference column added (illustrates the difference between charges for this date period 

and Total Charges) 

 

Added ability to have no ‘From Date’ selected allowing for all booking charges to be 

included. 
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Prime Usage by Pax 

The Prime Usage report can now be run by Pax. 

 

By Activity and Month 

 

By Activity and Week 
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By Facility and Week

 

By Facility and Month 
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Pax on Centre Attendance Breakdown 

Pax has the ability to record on the Centre Attendance breakdown report. This enables you 

not to sell a free service for those who attend facility bookings that are not charged, or 

alternatively compare those who paid and didn’t for a particular service sold. 

 

 

  



 

Release Notes 2015.2                                               May 2016  125 

Ability to now Export the Voucher Liability Report 

You now have the ability to export the Voucher Liability Report. 
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Additional Switch for the Void Transaction Report 

This report now allows you to show either the Void Date or Transaction Date 

 

 Transaction Date: will show the date of when the original transaction occurred  

 Void Date: the date the void actually occurred  

Report Preview – Transaction Date Flagged  

 

Report Preview – Void Date Flagged 

 


