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Point of Sale Overview

Links Modular System allows for Point of Sale (POS) to be executed in three different ways
Keyboard, Touch Screen or Touch Pad.

All fransactions can be processed via POS and payment can be taken via Cash, Cheque,
EFTPOS, Credit Card, Voucher/Credit Note or Account Payment.

The POS can be formatted to display with an emphasis on cash keys, function keys or the large
screen which will display both.

Various multi-functional POS fills can be created and displayed as required depending on the
environment in which they are o be utilised and the touch screen allows for unlimited layering

of functionality.

Each button performs an individual processes ranging from the sale of a product to providing
a discount to registering a member/student visit.

Colour coding of buttons provides a quick reference for identification.

B3+ Point of Sale

I = Tetsl & 0.0 Totak ¢
Description thl Aml,$| Change: §

Wi

Mo wisits koday -

Wigits Today Picture +
Adult S wim

($2.70)

--- o .
C Cash Card
&P Maintenance
Locker
- -- - e

Youcher/
Credit Mote:

Cash Functions

Child S wirn
[$2.20) Cheque Account Hold

Ciedit Card Layby/ Split Retrieve

Concession Swim
($2.80)

Rietumn/

EFTFOS Refurd

Infant A 3 Family Crecit Famnily Swim
nfant Accessories EEf 1$5.60] 7 3 9 a7
0
P Additional Child to
[T il Credit ot 4 5 6 | X
Purchase
($1.00
1| 2] 3 |<<
; . Piink Previous
Facilty Bookings | Account Payment Layby Payment Clear Transaction No Sale Fleceipt TOp 0 $

The following pages will systematically describe how to customise a Point Of Sale screen in
order to have it work effectively for your business; in addition the various functionalities
contained within the Point Of Sale Module for future usage.
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General Tab

B Till Setup 5

General | Printer/Cash Drawer | Appearance | PC-EFTPOS

-~

Till
[® Show Touch Keyboards f¢' Large Screen
[ Prompt for description on transaction hold i Show Function keys

[ Print receipt from Cazh buttan ) Sy Dok Cawhlave

[ Show small wisits histary details Session Bookings

" F C | Butt
Refresh visits in POS window [secs] |2 " FZZ:z Z: MZSI_:;E[: o I

Kevboard Layout: | ﬂ

TouchScreen Layout: |5T,.i-.\NDAF|D j

[® Dizplay Prices for Praducts and Services

Access Point

Access Point Mame: j |

| Haz Card Device Card Reader; | j

PIN Device
I~ Has PIN Device

v 0K | X Cancel
Til Select the required fill for this computer from ﬂ
Show Touch ltem no longer used
Keyboards
Prompt for A transaction may be placed temporarily on hold for future
description on processing; selecting this will result in a prompt to request for a
fransaction hold reason why item is to be held.
Print receipt from Select to allow for receipts to be printed using the cash button.

Cash button
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Show small visits
history details

Refresh visits in
POS window
(secs)

Large screen

Show function
buttons

Show quick cash

buttons

Keyboard Layout

Touch Screen
Layout

Display Prices for

Products and
Services

Access Point

Has Card Device

Card Reader

Has Pin Device

Will display visits made by the customer.

This is how often the visits will refresh.

This will display both function and Quick cash buttons.

This will show the function buttons only.

This will show the Quick cash buttons only.

This is if you wish to use a keyboard layout Nominate the
particular layout you wish to display.

This is if you wish to use a touch screen layout. A layout ID must
be selected in order for this to display. Refer fo Touch Screen
Layout set up.

Select this box if you wish for the prices for products and services
to be displayed on the POS touch screen buttons.

Access Points are used to determine where in the centre a
person is visiting. Access points are setup in Admin > Site> Other
Site Parameters/Setup Locations> Access Points.

Select this option if you will be using a card device.

If you have a card device select the appropriate device for use.

Select this if you have a PIN device.

Access parameters through POS

The access parameters that allowed users to restrict particular membership and visit pass types
along with class types through particular access points are available through POS. If you

require such functionality please contact Links for assistance with setting up this option.

Point of Sale Module
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Till Set up

This is where you set up your POS screen, working through the different tabs to select
appropriate settings. Prior o set up you need to have ftills and access points created. See
Admin> Site> Other Site Parameters/Setup Locations - Tills and Access Poinfs.

Printer/Cash Drawer Tab

E5. Till Setup |

General Printer/Cash Drawer | Appearance | PCEFTROS |
" OPOS " Direct to Part
" LinksPrint
[v Receipt Printer Connected [ EPSOM Printer Connected
[ Journal Printer
e | =l
Frinter Diriver Name: ﬂ

[w Cash Drawer Cannected

Prirter Driver Name: ﬂ

I [v P0OS Display Post Connected

Comm port attached to: -

v oKk | X cancel |
Printer Driver Select this if you are using an Epson driver
OPOS Select this is you have installed OPOS
Direct to Port This is used for terminal services and serial printers
Links Print This can be used over terminal services for speed
Receipt Printer Check if areceipt printer is connected
Connected
EPSON Printer Always check if a receipt printer is connected
Connected
Journal Printer No longer used with Links
Type Select Omron Thermal

Point of Sale Module December 2012 6
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Printer Driver

Name

Cash Drawer
Connected

Printer Driver

Name

POS Display Post
Connected

Comm port

Select the driver name if relevant

Check if a cash drawer is connected

Select the same driver as the printer

Check if you wish to use a display post

Select which comm port the display post is connected to

attached to

Appearances Tab

r T— I
5 Till Setup H__. " ﬁ M
General| Printer/Cash Drawer  Appearance | PCEFTROS |
—Sample
r Current Trangaction
372291726 ]
Description | a | At |
Tatal $:| 0.o0
—Scheme Change Setting
Hame: I LI Setting: IListBackgmund vl
Save | Henamel Ereatel Deletel { il Font I
¥ OF | X Cancel
\—— e —— — = — |

The appearance screen allows you to customise the colours and fonts of the display panels in

the POS screen.

To Change Appearance

1. Use the drop down box ~linthe Seftting to select which area you would like to change,

start with input background.

Point of Sale Module December 2012
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3. Confinue through the other three options.
4. When it comes to the writing you are able to change the Font as well as the colour.
5. Once the desired appearance has been achieved select OK.

PC-EFTPOS Tab

This will be setup by a Links Representative and your Bank/Financial Institution.

i Bl
B3, Till Setup (X

o i ’ - .

Generall Printer/Cash Drawer | Appearance  PCEFTROS

PC-EFTPDS

I~ Has EFTROS Termninal

¥ Ok ¥ Cancel

i = —— = -]
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Post Code Validation

There is postcode validation within the database that will allow you to select the postcode/zip
code for a suburb/city where there is more than one code. To activate this feature go to

Admin> Site Menu> Site Setup.

[® Show Custorner Emergency / Health Details
[® Usze Guest Paszes

[¥ Enable Toolbar

[¥ Fost Code Y alidation

Address: ‘

Ciyr  |BSCOTVALE
hd State: V1 Past Code: | 3524
L
Point of Sale - [&J
p— E
|0I 3524 is not a valid Post Code for ASCOT VALE.
b ——

Once this is furned on when you type in a suburb it will type with predictive text. You will then
be able to select arange of codes from the database if more than 1 exists for that suburb/city.

Contact Detailz [default]

Addrezs: |

e —
City: EASCOT WALE

State: [l Paost Code;

City —

e e— ~——-
iy Post Code | » Gy [B50OT VALE
KEMSINGTOM 3031 = "
ABBOTSFORD 3067 hr|
A/RPORT WEST 3042 Post Code: {3032
ALBION 3020
ALPHINGTOM a07a 3 3
1 people , 1 suppliers, 2 clients have this
ALTOMA ama City and Pagt Code combination,
ALTONA MEADOWS a0za
AMSTERDAM B2BT4EY
ARDEER anzz2
ASCOT WALE 303z Update Cancel
ASCOT YALE an3z 4 4
ASCOTVALE 3032
ATTWOOD 3049 I you add & new City / Post Cade . click an 'Add'
AVONDALE HEIGHTS 3034 i then 'Select to uze it far this Custamer

Predictive typing

Click here to see the
suburbs/cities list

Touch Screen Layout

POS> Till> Touch Screen Layout

Point of Sale Module December 2012
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The touch screen can be configured to operate in an unlimited series of layers. By selecting a
particular button you can move between the layers to which ever function you wish to
perform.

As a result you can actually create a number of screens each with a different emphasis,
depending on where they will be utilised. To clarify, a till displaying in a gym would display with
an emphasis on membership and transactions relating to the gym where as a fill displaying at
a reception area may display with an emphasis on all fransactions other than membership
and student enrolments which may take more time. You can setup a switching button that
allows you to easily switch between two or more layouts.

5 Toutsoeen oy s I T =

Layout for window: ILa[geTouch ;I Clear | Delete |

LayoutId  [TOUCH .| Desoriotiors [TOUCH LAYOUT

[~ Display Frices

Top

To modify an existing touch screen, use the search button and select the layout you wish o
make changes to.

Point of Sale Module December 2012 10
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Creating a New Touch Screen Layout

1. Select the Layout for Window: Either large or small Touch.
This refers to the size of the display; a large or small window and therefore large or small
buttons. It is recommended that Large Touch is selected as the button size is more

appropriate to work with.

59 TouchScreen Layouts

Lanpout Far window: |LargeT|:uuc:h J Clear | Delete

Layout |d: || J Description: |

| Dizplay Prices

2. Enter the Layout Id, this is the name you wish to call your layout to distinguish between
multiple layouts that are designed i.e. Kiosk or Till.

| [

B Create New Touch Template

Layout Id: ‘REEEF’T\DM

Diescription: ‘

¢ Create Blank Template
" Copy Anather Template

¥ 0K X Cancel

3. Enter the Description for the Layout and select if you wish to create a blank femplate
or if you wish to copy another template and select ok.

4. Select " Display Prices if you wish to have the prices displayed on the POS buttons for
Products or Services.

5. Select a blank button and the following screen will appear.

Point of Sale Module December 2012 11
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59 Touchscreen Button Setup

" Product Group
© Tent

= Link
 Function

" Discount

" Touch Layout
o Kit

Product: |

&l

Description: I

I T T R =

Clear | ¥ 0K

X Cancel |

6. Nominate what you wish this button will perform, e.g. is it o sell a product, provide a

discount?2  Or does it represent a link tfo a further layer of buttons that sell

products/services?

Product

Select Product if you wish this button to sell any Products, Services, Membership or Visit passes

1. Select Product.

2. Select the search button _I and find the Products, Services, Membership or Visit pass
you wish to create a button for.

- -
5. Search u
Code Descrption
A0 Swdltd ADLILT 37 5 Up
&002 St CHILD 220 5
A003 SwiIbd COMCESSION 280 5
&004 PENSIOMER Siw/iM 220 5 Down
4005 FAMILY St 9.0 5 =
TS dditional Child to Family 5 wim 1.00 5
¥518 siwim leszons 105.00 S
\ Show Al
Il o an Location: | DEMO SITE x| T &l Products 7 Services Seemh
Stare: -
 Product ore [KENSINGTOM RECEPTION |
{* Service ‘ Code: I |
" MemType L " Starting -
Description: & Cortairi M
Wizt Pass amaning
W . [t Supplier: |<AII Suppliers: LI | Bizloet
Columns | oot o Bl |
SKE'W: I PLU: I SIZE: I | Cancel
- - -
Point of Sale Module December 2012
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3. Once you have found the right one double click to select or highlight and click on the

Select Button.

4. You can change the description that displays on the button by over typing what
displays in the description field. You can also select a colour for the button, by selecting

Mess Color

5 Touchscreen Button Setup

r

S|

Font

Mew Color

Cilbrodic SHIM ADOLT
" Product Group
" Text
O Link Product: |ADD1
¢!l Function Description: |SWIM ADULT
" Dizcount
" Touch Layout
" kit
|||
| Clear | ¥ Ok

‘ X Cancel |

e

Product Group

This is where you can enter a product group. An example is Cold Drinks, if all cold drinks were
added to the group Cold Drinks when they were set up as products, instead of having to
create a link and placing all drinks on the next layer Links automatically creates this for you,
these needs to have been set up when adding the products and services. See the Admin
Module for further information on Grouping.

1. Select Product Group.

2. Select the search button J to find the Product group you wish to use.

-
[ Product Groupings

==

Code | Drescription

DRINES COLD DRINKS

&+ Code

1 ” Description % Starting

™ Containing

Search |

Shiow All

Select

Lancel ‘

Point of Sale Module
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3. Select the Group you wish to add to the button by double clicking on the group or by
selecting the group and then clicking on the Select button.

B3 Touchscreen Button Setup @

" Product Fant
COLD DEINKS

* Product Group

" Teut

o Link Product Group: |DH|NK5
™ Function Description: |EDLD DRINKS
" Discount

" Touch Layout

" Kit

‘ ‘ | ‘ ‘ ‘ | MNew Calor

| Clear | v K ‘ X Cancel ‘

Text

Text will create a button with no other function than to have text on it, this could be used to
have headings for rows or columns. l.e. for memberships having a button that says direct debit
then having all relative memberships under that on the same touch layout.

1. Select Text.
2. Enter the text you wish to have on the screen.
3. Tick End Input (CR) if you wish for you text to be able to bring up the customer screen.

[ Touchscreen Button Setup @

" Product Font

" Praduct Group

{* Text

“ Link Test:  |Direct Debif

" Function [ Endlnput [CR)
" Discount

" Touch Layout

" Kit

! | | ‘ ‘ ‘ | MNews Color |

Clear | v 0K ‘ X Cancel |

Point of Sale Module December 2012 14
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Link

Creating a Link means that you are creating a Link to another full layer in POS. i.e. you wish o
make a link fo another layer to see all memberships available. It is possible to create an
unlimited amount of Links however be mindful that too many layers can lead to difficulty of
locating products/services during busy times.

1. Select Link.
2. Enter what you want the Link button to say, note this should relate to the group of
buttons in the next layer.

B3 Touchscreen Button Setup Iﬁ

Praduct Font

Product Graup

Text

DS TS T

Link Tert  |Memberships
Function
Dizcount

Touch Lapout

i e e T

Kit

| | | ‘ | ‘ Mews Calar

| Clear | ¥ Ok ‘ X Cancel |

Function

A Function button is a button that performs different functions from No sale, Class Payment to
Print Previous Receipt. It's recommended to create function buttons that are performed
frequently on the top layer of POS.

1. Select Function.

2. Select the function you required from the Drop Down box —_

i N
[ Touchscreen Button Setup @
" Product g
" Product Group
" Temt

Function; j
# s Custamer ] ~
" Function Description: | Print Previous Receipt |
Mo Sale 5
™ Discount Clear Transaction
Account Payment
" Touch Layout Layby Payment
Woucher S ale
" Kit Class Payrnent -
_- ‘ - ‘ ‘ | Mews Color
Clear | v 0K | X Cancel |
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Discount

A discount button allows you to set a button for a set rate of discount; an example would be
if you want to set a button to be used to give staff a discount.

1. Select Discount.
2. Enter the discount rate (this is in percentage).

3. Select | Rimountinesthatsre slesdy dscounted i+ yoy wish for o product that already has @
discount to receive this discount amount on top of the amount already discounted.

- -
5 Touchscreen Button Setup @
" Product Font
" Product Group
" Test

Dizcount: |15 x
" Link

[% iDizcount ines that are alieady dizcounted:

" Function

{* Dizcount
" Touch Layout
" Kit

| | ‘ | | | ‘ Mew Calar

| Clear ‘ v 0K | X Cancel |

Touch Layout

This allows you to easily switch between multiple touch layouts that have been designed. After
you have setup at least two layouts select a button on each layout that you wish to be your
‘switching’ button.

1. Select touch layout.
2. Select the Touch Layout you wish the button to take you fo.

B Touchscreen Button Setup Iﬁ

Praduct Fant

Product Group

Tt Touch Lapout: B E 8005 =)0

Link
Function

Dizcount

D e T T TS T

Touch Layout

S

Kit

| | ‘ | ‘ | | Mew Colar

|| Clear ‘ v 0K ‘ X Cancel ‘
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Kit

This allows you to add a kit fo the POS, A kit allows you to sell a few products under one name
e.g. Speedo pack, which includes a pair of men’s Speedos, goggles and cap. This needs to
have been set up first, this is set up in Admin> POS> Kits

1. Select Kit.

2. Select the type of Kit from the drop down box —

5. Touchscreen Button Setup @
" Product Font
" Product Group
" Test Kit: | ﬂ
™ Link SPEEDO AGQLIA PACK
KIT1
" Function GOLF BALLS Units
DRIME SPECIAL
" Dizcount
" Touch Layout
v Kit
‘ | ‘ ‘ | ‘ | Mew Color
|| Clear ‘ v 0K ‘ X Cancel |

7. Now you can change the

Description: |
of what will be written on

the button this should be something everyone will recognise.

Mew Col
8. Choose a Colour S Select a colour that you wish the button to be

displayed as. When selecting a colour it may be a good idea to have that colour run
as a theme throughout the area that the button represents, e.g. blue for all aquatic
POS transactions. This makes it easier for staff to quickly identify particular buttons at a
busy POS terminal.

9. Choose a Font g. Select the font you like i.e. Font, size and style.
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- -
Font [
Font: Font style: Sizes
| I Regular I 3
oy : :
D " 9
IALGERIAN Italic 10 E|
WArial Bold 11
\Arial Rounded MT Bold Italic 12
kerville Old Face 14
Bavhaus 95 - - e__L
- Sample
Script:

Show maore fonts

10. Once Happy with your choices select OK and the button will be set.

|3 Touchscreen Layout Setup ]
Layout for window: | LargeTouch - Clear Delete
Layout Id I—TUUEH _I Descriptior:  [TOUCH LAYOUT
™ Display Frices
Top Laper
|
To
B |

11. Continue creating buttons and layers until you are happy with the layout and what is
onit.
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POS Options

Opening the Till/Touch Screen

If the Point Of Sale screen is not already open, go to POS> Till> Point of Sale.

B3+ Point of Sale u
r TILL1 Current T i r Previous T
|| _I Tatal $: 0.0 Total: §|304.20
Wiew
Description Gy | Ant, § Change: % ID.DU
r Previous Visits
Mo visits today -

“isits Today Picture +
Adulk Swirn | |
Add Cash to Card 1$3.70)
L — WVoucher!
Cash Credit Mote Functions
Cash Card Child Swirn
taintenance [$2.20) Cheque Account Hald
Credit Card Layby/ Spli Fietrigve
Lacker Concession Swinmn
taintenance [$2.80)
EFTPOS Fietumn/
Refund
Family Credit Family 5wim
Payment [$9.60)
71 8| 9| %
il Bzl Ad?tianal Child ta i | 5 6 X
Purchase arnily S i
[$1.00]
1 2 3 | <L
’ " Fiint Previous
Facility Bookings | Account Payment Layby Payment Clear Transaction Mo Sale Feceipt TOP 0 $

Changing the Till ID on the fly

You can change the Till ID on the fly. This will be helpful for those sites that collect transaction
for separate locations for example.

You must first active the ability fo change the till ID in Pos Setup Admin > POS > Setup.

Functions
1. Click on the on POS.
Change Til
2. Select the L 4 button and the below screen will appear.
13 Change Till =lE e

3. Select the new Till and click OK.
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Secure Till Offs

POS> Functions> Till Off

For a secure fill off you tell links what you have taken, then links will tell you what you should

have taken. To perform a secure fill off

1. In POS click on Functions> Till Off and put in your Links username and password to

proceed.
2. Check the date and till are correct.

P
3. Till Balance - transactions 1 to 2

Tilloff User: WTOOMNONG, WTOONONG

o Tilk

Up to tranzaction Mo. ;|2 ﬁ Excluding:

[b awimunn 2]

TILL1

Current Takings

Current Cash: § 0.00 ﬂ
Cheques: § ’W
Credit Cards: $ 10,00
EFT: $[oon
Youchers: $ W
Credit Mote: $ ’W

Today's Takings

Tatal Cash: $ 0.00
Cheques: $ 0.00
Credit Cards: $ 0.00
EFT: 0.00
Youchers: $ 0.00
Credit Mote: $ 0.00

Difference
oo
 omw
0w
0w
0w

0.00

Till Off &mount: $ 0.00

Balancing Transactions

Total Takings: $ 0.00

0.00

Id | Tran # | Yalue, § | Type

Add Transaction 1d: J

Comments

LCompare |

Exit |

3. Count up all moneys, Credit Card Receipts, EFTPOS Receipts, cheques, vouchers and
credit notes and then separate your float amount from the cash takings.

4. Click on the '$’ button to enter your current cash (i.e. the amount of total cash minus
your float amount) into the correct denominations. Example: If you have one $20 note
put a ‘1" under the inventory column in the ‘Twenty Dollar’ row and so forth.

-

-
3. Cash Breakdown
Diescription Yalue |nventary Cash Amount, §

P |5 45.00 0 1

10 10.00 0 1]

20 20.00 0 1

50 h0.00 0 1]

100 4100.00 0 1

.05 0.05 0 1]

10 010 0 1

.20 0.20 0 1]

50 0.50 0 1

1 1.00 0 1]

2 2.00 0 0

TOTAL: 1]

LCancel ‘ | OK

Point of Sale Module
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5. Once all denominations are entered click on ‘Ok’.
6. Enter in the total amounts taken for the day for Cheques, Credit Cards, EFTPOS,
Vouchers and Credit Notes. (NOTE: In Links you need to separate the Credit Card and

EFTPOS takings).
7. Enterin a comment under ‘Comments’.

8. Click on ‘Compare’. This will bring up the amount of total takings processed through
Links in ‘Today's Takings’ and will display any discrepancies under the ‘Difference’

column.
B4 Till Balance - transactions 1to 2 £
Tilloff User: WTOONONG. WTOONONG
Date [z3alG2mz D Tl [TiCcy v
Up to tranzaction Mo, ;|2 ﬁ Excluding:
[ @xirurm 2]
Current Takings Today's Takings
Difference
Curent Cash: $ 0.00 ﬁ Total Cash: $ 44.00 -44.00
Cheques: $ |20.00 Cheques: § 0.00 +20.00
Credit Cards: $|0.00 Credit Cards: $ 50.00 -50.00
EFT: $|0.00 EFT: § 0.00 0.00
Youchers: $10.00 Youchers: § 0.00 0.0
Credit Mote: $|0.00 Credit Note: § 0.00 0.00
| — Ll |
B N
B3, TillOff Comments — [

Previous Comments:

Additional Comments:

L x|

9. Enter your comment and click on ‘Ok’. Click on ‘Finalise’ and then click on ‘Print Till

Summary’. Your till off is now complete.

Point of Sale Module December 2012
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Setting Alternate Price
POS> Till> Set Alternate Price Mode

This screen allows you to apply discounts for products, services or memberships at different
times of the day, week, month or during a particular period.

E.g. - You have decided that a discount of 25% will apply to all swim wear sold on a particular
day.

The alternate price mode will have already had to been set up in Admin> POS> Alternate Price
Modes.

r )
B4 Set Alternate Price Mode lﬂj

Mode: | <cMones> |
TEST MODE
CHRISTMAS DISCOUMNT

¥ OF | X, Cancel |

Go to POS> Till> Set Alternate Price Mode.

Select the relevant mode (we are going to select the Christmas discount which is 25%)
Select OK.

When you look at the top corner of the POS touch screen you will notice that once you
select the alternate price mode it will apear next to the Till you are using.

Wb -

B3 : Point of Sale

| Ll

5. To change back go to POS> Till> Set Alternate Price Mode.
6. Select None.
7. Select OK.
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Retrospective Adjustment
POS> Till> Retrospective Adjustment

Some End users may wish to make adjustments to previous day fransactions for accounting
purposes. This option should only be used after investigating all other means of reconciliation
including make a change to the payment method of a transaction or voiding an incorrect
payment.

Making a refrospective adjustment will make an additional fransaction to the day selected. If
you need to make a positive and negative charge this will need to be done in two separate
retrospective adjustments. Note: Transactions for each payment type can be done individually
or as a whole.

Access fo this screen can be restricted through the Security Group Options. See the Admin
module for further information.

B Cash =NECN X

This screen should only be used for adjustments once you

have explored all options of amending transactions.
i.e. Change of Payment Method and Voiding

Loeation:  |DEMO SITE ] Cash $: [0.00
Till: |ADMIN j Credit $: |0.00
EFT $: [0.00

Date:  [30JUL 2012 D]

Cheque $: |0.00
Total $: (0.00

Sermvice: || J

v 0K | X Cancel

1. If you have a multi location database, from the drop box, select the location you wish
to apply the adjustment.

Select the Till you wish to make the transaction against.

Enter the date of the adjustment.

Select the service code you wish for money to be added to or taken from.

Enter the Cash, Credit, Eftpos and/or Cheque amounts that you wish to change.
Select Ok to finalise.

oW
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Point of Sale @

:] Transaction updated

7. Select ok

8. Continue with any other Retrospective Adjustments.

Consolidation
POS> Till> Consolidation

Consolidation is Links way of archiving fransactions. This also aids in protection from any
corruption that may occur in the event of a computer breakdown that could cause loss of
data.

Once consolidation of transactions for a specified date range occurs then those transactions
cannot be altered in any way.

r B
5 Consolidate Transactions ﬁ

Thiz process will lock all trangactions up to the date specified
£0 that they cannat be alkered retrospectively. We advise
that thiz process is run regularly to maintain data inkegrity,

Start Date: |27 FEB 2004

Consolidate up to:  [EXINIEN B2 ﬂ

Humber of Tranzactions:
Mumber of Trangaction Lines:
Mumber of Payment Lines:

Statug:

¥ 0F | X, Cancel |

1. Select the date you wish to consolidate up to.

2. Select ok.

3. Links will start to consolidate for you. This could be a long process depending on when
you last consolidated and should be performed at a non busy time.

4. Once completed links will inform you, select OK.
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i Bl
Point of Sale M

Consclidation Complete

OK

Attendance Summary
POS> Till> Attendance Summary

This screen allows you to choose a date range to view and export attendances.

. .
[ Attendance Summary EIM

From: |2JUN 2012 D |
o

To: |1 AG 2012
[ Include Classes

Get Attendances |

tembership entry
Wizit pazs entry
SQUAD

BYCLAS

SUMSQ

I Students out of hours
Staff

Guest Passes

[ W T R PR Y 5

P2
[}

Total

Export | Details | x Cancell

1. Enter the From date and To date to Specify the date range that you wish to have the
details of attendances displayed.
2. Selectinclude classes if you wish to have classes attendances included.

Get Attendances

3. Select and the attendance summary will be displayed.
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. .
5 Attendance Summary Elm

From: |2JUN 202 o) |
To: |1 AUG 2012 o |

X Include Classes

Get Attendances |

T
Memberzhip entry
Wit pagz entry 2
SOUAD 3
BrCLAS 1
SUMSE 2
! Students out of hours i}
Staff 5
Guest Passes i}
Tatal 22
Export | Details | X Cancel |
L -

4. To export this summary select — Exeer
5. To view more details on the attendances for each type, highlight a Type and select

Details |

' h'
5 Attendance Summary E@Q
From: |23 AUG 2012 o |
To: |2aaua 2mz D |
[® Include Claszes
Get Attendances |
Mame | Diate Time |
Ly 28/08/2002 9:55:23 &M
AMDERSOM CRAIG 28/08/2012 8:56:09 &M
AMTANT 28/08/2002 9:56:31 &M
BLACK JACK 2B/08/2012 8:56:47 AM
GTOCF.GOOMND 28/08/2012 8:57.05 &M
Export | Back |
L= A
6. To Export the more detailed view of Attendances select ﬂ

7. To go back o the summary page select &%
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Holding and Retrieving Transactions
Holding a Transaction

There may be instances when a customer is unable to purchase a particular product/service
when first presenting at point of sale yet still wishes to purchase the product/service at a later
stage that day. The product can be put on hold and retrieved later for completion of
transaction.

£3 - Point of Sale ===
r TILLT Current T r Previous T
=] Tetal §: E Totat  [2000
Wiew
Description Change: $ |0.00
SPPEDO SILICAR 10.00 _ —
Flippers Size 311 1 25.00  Previous Visits
Mo wisits today -
Wisits Todap Picture +
Adult & wim
Add Cash to Card 1$2.70)
Voucher!
Cash Credit Mate Functions
Cash Card Child & wirmn
Maintenance ($2.20) Cheque Account Hold
Credit Card Layby/ Spit Retrieve
Lacker Concession Swim
Maintenance ($2.80) Fietumyd
EFTPOS Refund
Family Credit Family Swim
Payment [$9.60]
718 9| %
Family Cradit Ad?:it\nrya\ Child to 4 5 6 X
Purchase amily Swim
[$1.00)
1| 2] 3 |«
Print Previous
Facility Bookings | Account Payment Lapby Papment Clear Tranzaction Mo Sale Freceint Top 0 $

1. In order to place a transaction on hold it must first be on the fransaction line.
2. Select Hold and the following screen will display.

3’

Description:  |LADY FORGOT WALLET

I
X Cancel | I

3. Enter avalid reason as to why you wish to place the fransaction on hold and select OK.
4. The Point of Sale screen will now clear in readiness for another fransaction to be
processed.
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Retrieving a Held Transaction

1. Select the Retrieve button.

Youcher!
Lash Credit Mote

Functions

Cheque Account

Huold

Credit Card Layby,! Splt

Helrio

Return/
EFTPOS B efund

2.

r
. Retrieve Held Transaction

Drezcription
LADY FORGOT WALLET TILL1 1410 ! 543PM 2 3500
DAD LEFT WALLET IM CAR TILL1 1 1/08/2012 5:55 P 3 25.00

v 0K X Cancel

If more than one item is currently on hold a list of on hold transactions will appear as
below, otherwise the held fransaction will appear on the fransaction line automatically.

3. Select the transaction that is to be processed by double clicking on it or by selecting it

and selecting OK.
4. The transaction will now display in Point of Sale ready to be processed as normal.

SPEEDO EAR PLUGS
Speedo Mens 16

Point of Sale Module

December 2012

1

L] Total 2500
Description Oty I Amt, § |
SPEEDD LATEX CAPS 1 a.00
1 3.00

14.00
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Note: if you wish the transaction to be recorded against a customer then the customer must
be selected also. See Assigning a Sale to a Customer.

Deleting a Held Transaction

If a customer fails to appear to complete the purchase or no longer wishes to purchase the
product/service, you need to delete the item without registering any payment.

1. Retrieve the transaction as above.

| =] Total $ 25.00
Description [ty Amt, $
SPEEDD LATEX CAPS X
SPEEDO EAR PLUGS 1 300
Speedo Menz 16 1 14.00

2. Highlight the transaction to be deleted and click on the *! or select the clear

Clear Transaction

Transaction button if this has been set up on your touch screen layout.

Assigning a Sale to a Customer

Adding a Customer to a sale would be used if you need to have that particular customers
name against the fransaction.

1. Select what you wish to sell so it is in the fransaction line.
2. If you have created a function button of customer select this otherwise select the
Function button and select Customer.

- k'
[5. Enter the person or swipe the card ﬁ
E—

Persan: || J MNew

N | Mame:

¥ 0K X Cancel 1

g

3. Find the customer you are looking for by entering the customer’s surname, customer
number or scan their card or create a new customer if they are not in your database.

4. Select Ok.

5. You will now notice that the customer you have selected name is now next to the fill
number.
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TILLT Transachtion for LISA JOHHS50M

| N

Description
S/l ADLILT

6. Process the transaction as normal.
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Transaction Maintenance

POS> Maintain> Transactions or from Previous Transaction on your Touch Screen select ‘View’

This is where you can view previous transactions that you wish to print a receipt for, make an
adjustment or void/refund.

. =

[ Transaction Maintenance

Id Find By Id
Tit (R | Dale [2820G2012 D Mumber ~| .| Time

Praduct | Description | Unit Price, $ | Gty | Total. |

Yaid Tatal TAx: §
Rounding: $
Grand Total: $

:

Pay Methad

Retun/Refund

Frint Receipt

Custamer: | add

Name:: | Save Name

Close

L

Finding a Previous Transaction
There are multiple ways to search for a previous transaction.

Using the Links Transaction ID

1. You can search for a fransaction by the Id number by selecting Find By Id

(= Links 5]

Enter the |d for the tranzaction you wizh to find:

v 0K | X Cancel |

S

2. Enter the fransaction number and select Ok.

Search via Till and Date Filter

1. Enter afill and date for the fransaction you are looking for.
2. Select the transaction number from the drop down box or by performing a search by

selecting J
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[ Transactions

Mumber D ate/Time D escription Amount | Payment Type | Woid | -
19 28 Aug 2012 316 PM COKE POWERADE ORANGE 250 Cash i
18 28 Aug 2012 316 PM SMITHS CHICKEM 850 Cash
17 28 Aug 2012 315 PM Sk CHILD 2670 EFT
16 28 Aug 2012 315 PM Sk CHILD 2340 Credit
15 28 Aug 2012 315 PM FaMILY Shwik 9.60  Credi
14 28 Aug 2012 315 PM Sk ADULT 1880 Cash
13 28 Aug 2012 315 PM Sk CHILD 4.40 Cash L
12 28 Aug 2012 315 PM Additional Child to Family Swim 1930 Cash 3
1 28 Aug 2012 315 PM SMITHS CHICKEM 340 Credit
10 28 Aug 2012 314 PM Sausage 900 Cash
9 28 g 2012 314 PM BADMINTON 10 HOUR PASS DISCO... 115,00 Cash
g 28 Aug 2012 314 PM GOLD 12 MOWNTH 304.20  Credit
7 28 Aug 2012 313 PM MOSE PLUGS 2300 EFT
E 2800 2012 313 P Agua derobice 10 Vigit Page ER.OD  Credit
5 28 Aug 2012 313 PM MyYPADLULT10 PASS 3515 Cheque m
4 28 Aug 2012 312 PM BaG OF LOLLIES 50.05 Cazh
3 28 Aug 2012 312 PM GRINDERS COFFEE CAFPPLUCIND 6.20  Credit i
fefliunte . Search Shaw &
" Date/Time ¥ Starting
" Description "~ Containing
" Amaunt Select LCancel

" Pawment Tupe

3. Select the fransaction you want or.
4. Select one of the following options to define your search.

a.
b.
C.
d.
e.

Number.
Date/time.
Description.
Amount.
Payment type

5. Enter a description of what you want to search for and press the enter key any
fransaction with your description will appear. l.e. select payment type write credit and
press the enter key and all transactions paid via credit will appear.

B
[ Transactions Lﬂ
- . P -
Murnber DatedTime D escription Amount | Pavment Type ‘oid
5 M CHILD C
15 28 Aug 2M2 315 PM FAMILY 5w 960 Credi
n 28 Aug 2M2 315 PM SMITHS CHICKEN 340 Credi
g 28h4ug 2012 314PM GOLD 1ZMONTH 304.20  Credit
E 28 éug 2012 313 PM Aqua Aerobics 10 Visit Pass E5.00  Credit
3 284ug 2012 312PM  GRINDERS COFFEE CAPPUCING E.20 Credit
L
Humber Search Show Al
~ Date/Time (& Starting |cre
" Description " Containing
" Amount Select Cancel
& Payment Type

6. Double click on a transaction to select it
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Voiding a Transaction

You have the ability to void a transaction. Links Modular Solutions only recommends that a
void is used if the transaction was made on the same day.

1. Find the transaction you wish to make changes to, use finding a previous transaction.

I ™
[ Transaction Maintenance ﬂ
1d: [136293 Find Bty Id |
Till: |T\|_|_1 d Date: |28ALIG 202 ﬂ Humber:  ([EFI ~ J Time: |3:12 PH
Product | D ezcription | Lnit Plice,$| Qtyl Tola\,$|
COFDZ GRINDERS COFFEE CAPPUCING 250 1 250
Cokm COKE DIET COKE 220 1 220
FZ0n pizza slice 1.50 1 1.50
Woid Total TAx: 057
Pay Method Rounding: $| 0.00
Grand Total § 6.20
Return/Fefund
Frint Feceipt
‘ Customer. I add
‘ Hame: I Save Mame ‘
Close

2. Select Void.

-

5 Void

S

Date: |28 ALG 2012 Time: |3:34 P

Biy: |WTDDNDNG

Reason: ||

v OK

. Cancel

3. Enter a valid reason for why the void is been performed.
4. Select ok and the transaction has now been voided.

Point of Sale Module
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Changing a Payment Type

This would be used to change a payment typle if a sale was put through the wrong payment
tender, as this will affect the till at the end of the day.

1. Find the fransaction you wish to change the payment type use finding a previous
transaction.

B3 Transaction Maintenance [
1o [136295 Find By Id
Tk [T =] Das ‘28AU52012ﬂ Mumker  [FI =] | Time [3T3PM
Product | Deseription | UnitFiice. § | o | Total, $
MVPOT MYFADLLTI0 FASS 305 1 5
Void Total TH § 3.20
Ea—— Rounding: $ 000
————— Grand Totat § F15
Relun/Fiefund
Print Fecsipt
[[veieen | e g ]
Customer:  [WTOONONG, w1 OONONG Visw/Change Contractld:  [2634
Name: | Save Name
Close

2. Select Pay method.

13 Payment Method =)

Cash:§ owed:$[ 3516
Cheque: W J splits[ 8615
CreditCard: [ .|| Roundng$[ 000
EFT§ ,7 Difference:$[ 000

Youcher/Credit Mote: § li 7 8 9 7
Account: $ l— ’
Layby$[ 4 5 6 X
EFT Transfer:$ ’—
CardCash$[ 1 2 3 <<
Customer Account: li
Promo Dollars:g [ 0 . $
—

Clear
¥ OK X Cancel

3. Remove the payment amount from the original payment box, then click in the box you
wish fo change the payment type to and the amount will appear.
4. Then select ok and the payment type has been changed.
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Return/Refund

This is used if the fransaction was not performed on the same day or if it is a product that is
faulty is been returned.

1. Find the transaction you wish to return/refund by using finding a previous tfransaction.

I "

[ Transaction Maintenance
rT

Id: |138287 Find By Id |

Till: |T||_|_1 ;I Date: |28AUG 202 il Humber: I_ vI _I Time: |3 13PM
rLines

Product | Description | Unit Price, | Oty | Total, §

MERDZ EA4R PLUGS 7.00 1 .00

MERO3 E&R PUTTY 9.00 1 9.00

MERD4 HOSE PLUGS 7.00 1 7.00

Wiid | Total Téx: § 210

Pay Mathod Rounding: $ 0.an
Grand Taotal: $ 23.00
Return/Refund

Frint Receipt |

| ‘ Customer: I Add ‘

‘ Hame:: I Save Name ‘

Close

2. Select Return/Refund.

- o7 |
B4 Returns/Refunds

TILLT Current T

D escription

EAR PUTTY
MNOSE PLUGS

Total $:

3. Highlight and remove any items that are not been refurned by selecting the =,
4. Enter a valid reason for the refund.
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5. If selected add a customer to the return by searching for a current customer or

selecting add.

6. Thenselect ok. If you are returning a Product, you will be asked if you wish for the items

to be returned to stock.

I Do you wish to return these items to stock?

Cancel

g 5
Return to Stock Iﬁ

7. Select Yes or No.

8. The items been refunded will now appear on the transaction line as a negative cost
ready for you to process the refund via cash, EFT or CC.

| =] Tolal$: 23,00
Diescription Oty | Amt, § |
EAR PLUGS - -7.0n
E&R PUTTY -1 -8.00
NOSE PLUGS - -0

Adding a Customer to a Previous Sale

Adding a Customer to a previous sale would be used if you need to have that particular
customers name against the transaction and hadn’'t done so at the time of sale.

1. Find the fransaction you wish to add a customer to and use finding a previous

transaction.

= Transaction Maintenance ==
Id: 136311 Find By Id
Till »| Date [28AUG2M2 ﬂ Number. |21 - J Time:  |3:54 PM
Praduct | Deseription [ Unit Price, $ | ity | Tatal, $ |
A0 Sk ADULT 370 1 370
Void Total TAX: $ [
— Rounding: § 000
| Grand Total 370
Return/Refund rone Total &
Print Receipt
Customer: ‘ Add
Hame:: ‘ Save Mame
Close
2. Select Add.
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' ™y
53 Enter the person or swipe the card ﬂ

Persan: || _I MNew

Casual
’7N ame: I

¥ 0K | M Cancel | I

3. Search for the customer by entering their name, swiping there card or searching for
them, or creating a new customer.
4. Select ok and the customer will now be assigned to the sale.
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Visual Facility Bookings

POS> Facility> Visual Facility Booking

This will bring up your Visual facility bookings screen, this is where you are able to view, make,
adjust and cancel any facility bookings, Please refer to the Facility Manual for further
information regarding Facility.

-
[ Visual Facility Bookings

[ESEEN)

< | July 2012
Mon Tue wed Thu Fri

Sat

LTI R - e
2 3 4 5 &
3 10 11 12 13
16 17 18 13 20
23 24 @ 2627
be 1 Jc' I I

an
7
14
21
28
4

T3 Today: 28/08/2012

LEARMERS
- o pont | EAEE

| FT

- [staoum |
L § 1 | [

FITHESS |

| [T 7 day view

Al Day

| osogdzoo |

1z00z2200 |

El- Centre: Facilities
-FULL SITE

Oval Hire Soccer
(- Secondary Pool

LAY

MEETING ROOM

FULL SITE

Booking Detailz | Mew Booking |

‘Wacancies |

r

2 Grids

Times
12:00 &M

FULL |50M PDOL

12:30 &M

01:00 Ak
01:30 Ak
0200 Ak
02:30 &M

0300 Ak

0330 Ak

04:00 Ak

04:30 &M

0500 Ak

05:30 Ak

0600 &AM

0830 A

0700 Ak

BASKETBALL

0730 Ak

08:00 AM

45COT VALE TRICLUE

FITHESS

HEALTH CLUB [LEARMERS

08:30 Ak

&5C0T WALE TRI CLUE

0500 Ak

05330 Ak

A5CO0T WALE TRICLUE

10:00 &M

45COT WALE TRICLUE

10:30 Ak

B.TRIATHLOM TEAM E

11:00 Ak

B.TRIATHLON TEAM E

11:30 &M

12:00 PM

LE TRICLUB TRITEAL

1230 PM

LE TR CLLE TR TEAL

01:00 P

01:30 PM

4SCOT WALE TRICLUE

02:00 Pk

&5C0T WALE TRI CLUE

02:30 P

Cud

K —

P L R TN

Locations || Search | | Frint/Email Confirmation Letter

Export To Excel

Booking Seaich

Attendances |

L I

Cloze | '
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Appointments
POS> Appointments
You have the ability to set up numerous Appointment types, l.e. Fithess Assessments for the

gym or Cenftre tours for Sales. All Appointment types are set up in Admin> Admin>
Appointment type setup.

The view is a week at a time and you can move forward and back by selecting the << or >>
buttons.

r — -
5 Appointments . P - - u
& IFITNESS ASSESSMENT j b Llos= |

Man, Jul 30 Tue, Jul 3 Wwied, Aug 1 Thu, Aug 2 Fri, &g 3 Sat, Aug 4 Sun, Aug § 3

+ Mo [nstructor LMo -
i Instructor

Meil OFff
BLDGS MICK FD FOMG Avsilable
Available

BROWH, JACK,
BAEK JACK

JOHMSOM, LISA | Staff Meeting Stletch Class
I EOCF,W0TTO ANDERSON,
ANDERSON. ERAIG

I
—

+ Mo lnstructor + NoInstructar
Jarie Sick Tonight

EBETTS.EDDIE

Unavaiable Unavallab\e Unavailable Unaval\able Unavailable

BLACK, JACK

JOHNSON, LISA |
Bouing Class
| !

Making Appointments

1. Choose the Appointment type, i.e. fitness assessment.
2. Find the time you wish to book and right clicking and select add appointment or
double clicking on the time you wish to make the appointment.

'ﬁAppoiTEMS ! ! ! _g

IWednesday, 1 August 2012

Person: I _I
Name: I
Staff Code: l— J
Reason: I _Iﬂ

| comment ’

| I~ Attended
Book It | Cancel |

3. You can select an existing customer by selecting the search button.
4. Enter the staff that made the booking.
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5. Select a reason for the booking (these are set up in Admin> Table Maintenance>
Contact Reason).

6. You can add a comment if necessary.

7. Select Book It to make the booking.

Editing a booking

1. Right click on a booking and select Edit Appointment or double click on the
appointment.

2%

oo

o0 Paste

5o

Edit Appointment

Delete Appointment

Cancelling a booking

1. Right click on a booking Select Delete Appointment.
2. Select yes to confirm you wish to delete the appointment.

BETTS, EDDIE
- Cut

Copy
Paste

Edit Appointment
Delete Appointment

Moving a booking

1. Hover over the booking with the mouse until you see a multi directional arrow this will
be on the left hand side of that bookings box.

2. Then click and hold move the booking to the new fime and release the mouse
button, it will move the booking to the new time.

Extending a booking time’s length

1. To extend a booking from the designated time allocated hold the mouse at the end
of the booking, you will see an arrow that points up and down, click and drag down
until the appropriate finish fime for the appointment.
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Marking an Appointment as attended

1. Double click on the booking or right click and select edit.
2. Tick the Attended box.

S Y ] ==
|M0nday, 30 July 2012
Person:  [102958 =
Name: [BROWN. JACK
I Staff Code: J
Reason: ‘FilnessAssEssmsnl . Clear
- Comment:
| W [Atiended
Book It ‘ Cancel ‘

3. Then select book it.

Vouchers

Issuing a voucher

The till must first be set up to allow for sale of voucher fransaction before a button can be set
to perform this function. This can be done through Admin> POS> Set up> Vouchers tab.

1. If a voucher button has been set up on your Touch Screen, select the Voucher Sale

Functions Woucher Sale
Button or select and then

B3 Mew Voucher &J

Woucher No: | 100024 Dweride
Walue: $ |[INI

E =piry: ﬂ
Furchazed Buy: J Add
|

¥ 0K | M Cancel |

2. The voucher No will be created automatically if this was set up originally or you do have
the option to type a number if you have pre printed vouchers.

3. Enter the Value of the voucher.

4. Enter the Expiry of the voucher.

5. Enter who it was purchased by, this is done by selecting the search button if they are
already as a customer otherwise select Add and enter their details.

6. Once details have been filled out select OK.
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7. This will now show as a transaction in POS ready for you to take payment for the
voucher.

Voucher Maintenance

POS> Maintain> Vouchers

This will show you the relevant information for the voucher.

5 Voucher Maintenance ﬁ

Youcher No: Date/Time | Amount... |

lzzued o |-| AUG 2012 1AUG 2012 3:4E P 25.00

I transaction: |13I3242 B |
Total walue: |5I:I.I:II:I
Redeemed amount; $ |25.EIEI

Urredeermed wvalues: $ |25_EIE| DEMD SITE

E wpiny: |'I AUG 23

Purchazed by: |'I 02921

JOHMSOM, LISA

Yoid Woucher Cloze

To view the information on a voucher enter the voucher number and press enter.

Voucher No: This is the voucher number you are wishing to view.

Issued on: Is when the voucher was issued.

In transaction: This will show you the transaction for the purchase of the
fransaction.

Total value: The total value the voucher.

Redeemed The amount that has been used.

amount:

Unredeemed The amount that is remaining on the voucher.

value:
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Void a Voucher

POS> Maintain> Vouchers

This enables you to void the voucher; this action will make a sale so no remaining amount is
left on the voucher.

1. Enter the voucher number you wish to void and select the void button.

1

. Voucher Maintenance £
ot I'IDDEI23 Date/Time I Amount... I _—
Jzzued on: |-| ALG 2012 TAUG 2012 3:46 PM 25.00
- - <
In transaction: |138242 5 | Point of Sale e

Total walue: § |50.00
Redeemed amount: § |25.00

Unredeemed value: $ |25.00

Expiry: I'I AUG 2013
Purchased by: I'ID2E|2'I Yes | Mo I

JOHMSOM, LIS
Woid Youcher Cloze |

2. Select Yes.
3. The redeemed amount now changes to equal the amount of the fotal value of the
voucher when it was first purchased.

" ]
B Voucher Maintenance ﬁ

e e G I-“:":":I23 DratedTime | Amount. .. |
lezued an; |1 ALUG 2012 1AUG 20012 345 PM 25.00
1AUG 2012 353 PM 2500
|F tranzaction: |135242 B
Total value: $ |50
Redeemed amount; $ |50,
DEMO SITE

rnredeemed wvalue: 3 |0.00

E wpiry: |'I alG 2013

Purchaszed by: |'I 02921

JOHMSON, LISA

Cvioid Voucher | Cloze |
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Laybys

In order to process a layby, the layby process must first be set up via Admin> POS> Setup. At
this point a minimum payment at time of initial lay-by and a regular payment schedule set. In
the below example a minimum of 20% of the total sale is asked for at the fime of setting up the
layby and a payment of at least 10% is required every 14 days.

Creating a New Layby

1. Once all goods have been selected and are on the transaction line select Layby/Split.

Woucher!
Cash Credit Note
Cheque Accaunt
Credit Card Laybys @
R eturn/
EFTPOS Refund

2. Enter the amount to be paid against the lay-by in the cash, cheque, credit card or
EFTPOS box then click in the Layby box and the remaining to be paid will appear then
select ok.

B Payment Method - - - lé]

Cash:$[3.00 Owed'$| 4410
Cheque: li J spits| 4410
CreditCard: [ .|| Roundng$[ 000
EFT'$ ,7 Difference:$[ 000

“Youcher/Credit Note: §

| 7 8 9 %
Account:$

| Layby:$|35.10 4 5 6 X
EFT Transfer: $

| Card Cash: $ 1 2 3 <<
Custorner Account:$

Promo Dollars: § 0 $

| — :

Clear

X Cancel |

3. Depending on the parameters set in Admin> POS> Setup, if an inadequate payment is
allocated to initialise the lay-by, Links will specify the minimum amount required to do
SO.

4, After the correct amount of minimum payment is made Links will ask for details of the
purchaser. If the customer is not already in Links as an existing customer then they can
be added and any relevant comments can also be input af this stage.
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r i
5. Create New Layby @

Layby l Payments]

Fersonld:  [102921 J Add Total Owed: $ 3750
Armount Paid: $ |0.00

|L|5-"-\JUHNSUN Balance Due: $|70.00
Date:  |1AUG 2012
Fay This Time: $ 1750

Comments: |10 PERCENT TO BE PAID EVERY 2 WEEKS, THOUGH THE FIRST
PaTMEMT WILL BE IN 3WEEKS DUE TO BEEM Aw/ay

v K X Cancel

k -— - ]

5. Select OK and you are then prompted to finalise the fransaction.

Note: The payment schedule will require to be updated when any ongoing payments are
made towards a lay-by. Especially in the event when a payment is made that is above the
required scheduled payment, the new schedule will display the new required minimum
payment. Links will prompt for this to be done for every payment made.
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Layby History

POS> Maintain> Layby

This allows you fto view a Lay-bys history, payments made, amount remaining.

1. Enterin the lay-by number if known otherwise click on the search bu’r’ron;l

s T | |
B3 Layby Maintenance r
3 Laybys - =
Layby | Payments | F‘roductsl
- Mo | Mame | Tatal | Paid | Balance |
1 ONGOTWON, POTY KONO 14 10 4
Lapby No: | L] 2 OBTOFOP, POWCF 14 10 4
. — 3 FOWw/OM, PUP 20 10 10
Person|d: _| 4 BFUTEO, PONWD 555 29 165
5 SIMPSON, BART 28 10 18
4 BLOGS, MICK.JR s 10 215
Date: | o] 7 WTOONONG, wTOONONG 222 10 122
8 KOMNO, POTY 222 111 111
9 ANT, ANT 222 20 22
. 10 ANT, ANT 10 12.2
Eomments 11 JOHNSON, LG4 i
Receipt |
e E (|
= 0
Save _[%1| 7 Mame @ Starting
L " Told = Containing |
 Paid Select LCancel
" Balance

- = -

2. Select the lay-by you wish to view by double clicking on the particular record.

-
5. Layby Maintenance

)

Layby | F'aymentsl F'n:u:luctsl

Layby Mo |11
Person Id: |1 02321

Total Owed: § |87.50
Amount Paid: § |17.50

|LISAJDHNSDN

D ate: |1 AUG 2012

Balance Due: § |70.00

Receipt |

Comments: |10 PERCENT TO BE PaID EVERY 2'WEEKS, THOUGH THE FIRST
PavMEMT WILL BE IN 3WEEKS DLUE TO BEEM AWwWAY

- ;
= T @] *
Save Delete Clear Clane Cloze
L = ——— = = "
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Layby No: This is the Layby number

Person Id: This is the customer and their number
Date: This is the date the layby was started
Total owed: The total amount of the layby

Amount paid: The amount paid so far on the layby

Balance due: The remainder left to pay on the layby
Comments: Any comments on the layby

Payments Tab

The payments tab displays the schedule of payments (this has been automated in response to
the POS set up process in Administration) and also the payments made.

B Layby Maintenance @

Layby  Paymerts ] Praducts ]

Date

| Amount, 3]

29806 2012
125EP 22
2ESEP 22
100CT 22
24 0CT 2012
FMOV 2012

21 NOv 2012
SDEC2012

13DEC 2012

D ate/Time

Amourt, $ |

5.00
5.00
5.00
5.00
5.00
5.00
5.00
5.00
5.00

TAUG 2012 5:02 PM
TALG 2012 5:20 PM

m

Add

iGenerate!

Clear |

1750
20.00

=l =T
L= 1]

Save Delete Clear

*

Clone

Cloze

1. To add a payment date, click on Add and enter the date with the amount to be paid.

-

[9 Layby Maintenance 3
Layby  Papments l Pmducls]
Ll
Date | Ao £}, Payment &J Amount, $ |
2840062012 600 17.50
125EP 22 500 2000
2ESEP 202 GO0 Date: D
100CT 202 600 J
240CT 202 500 P
7NOVZ012 500 mount $ J.00
21W0 2012 50D
SDEC2012 500 v OK X Cancel
18DEC 2012 50D
|
Add Generate | Clear |
- =
2 7 @ %
Save Delete Clear Clore Close
L 9
2. Entfer the date and amount to be paid and select ok
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3. To delete a payment date, click on the date to highlight it and Click on Xl to delete
that line.

5 Layby Maintenance u

Layby Payments | Products I

[rate Amount, |~ Date/Time | Amount, $ |
154G 2012 5.00 ik 140G 2012 5:02 PM 17.50

294G 2012 500 14UG 2012 5:20 PM 2000

125EP 2012 500
ZESEP 2012 500
100CT 2012 5.00
240CT 2012 500
TNOV 2012 500
Z1NOV 2012 500
SDEC2012 500 -

m

Add | Generalel Clear |

Close

Clear

=|

Save Delete

Clone

L = = 3

Edit a Lay-by Payment Schedule

The payment schedule for an individual lay-by can be altered rather than accepting the
automatic generated schedule.

( |

54 Layby Maintenance |

Layby  Pavments | F'rnduc:t$|

— —=tavmenis bade i | ‘

Layby P: t Schedul
Date |f-‘«mnunt,$| el fayment 3 ue__

TaUG 2012 20,00
100CT 22 500
240CT 2mz 500 Date | Amaun... |

THOV 2012 5.00 Papments of | @
21 NOV 2012 5.00 Y ) percent

EDECZM2 50D _
19DEC 2012 5.00 every: | date

Add (ﬁenerate\lﬁleal |
\ /

.=
-

Save

¥ 0K | X Cancel |

1. Select Generate. You will now be prompted to enter the dollar or percentage figure
and the regularity.

2. Select Generate to then preview the results of the data entered before applying it to

the customer’s record. If the results are appropriate then select OK to finalise the
change.
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Warning: Clear will clear the entire payment schedule and will do so without providing a
warning.

Products Tab

This shows you the products that have been placed on the layby; you have the option to
delete aitem by selecting it and selecting the red cross on the far right of the line

' ™
B3 Layby Maintenance g

Layb_l,ll Payments  Products

Product Code | Description
GT G TOWEL 5 50.00
MERC2 EAR PLUGS 5 35.00
SP180GE SPEEDD GOGGLES 180 BLUE 5 84.00

=L
=7 @ %[
Save Dielate Claar Clane Cloze
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Issuing a Visit Pass

Generally a Visit Pass will be allocated to a touch screen button, or a user can search using
the product search button located to the right of the current transaction screen.

£3 - Point of Sale

| 1D

Description

1. Select the visit pass you wish to sell using one of the two above mentioned options. The
following screen will appear.

5. Enter the person or swipe the card u

Perzon: || _l New

Casual
’VName: I

v OK | X Cancel |

2. Enterthe person ID, swipe a customer’s card, search for the customer using the search

button _I or click on NEW to create a new customer.

3. Click on OK, You will then be redirected to POS to finalise the tfransaction.

B3« Point of Sale

L] Total§: 2660

(3t

MWPADLLT COMCESSION 2660
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Maintaining a Visit Pass (VP)

POS> Maintain> Visit Pass
This is where you view all the information of a visit pass

1. Enter the customer ID, swipe a customer’s card, or search for the customer using the
search button.

2. Ifthe customer has multiple visit passes you need to select the one you wish to view the
details for.

. Al
[y Visit Passes\\Customer Number - 102921 X

Cuztamerl D |1D2E|21 _I +New| Full Mame:  JJOHMSON |LIsA Gender: IF ‘

Wiew Detailz |
Create Mew |
Perzanal Details |

| ¢ CurrentOnly " Include Histary Marketing Info |

WigitFass (D

E xpiry D ate
1/08/2013

DateStarted
MYPADULT COMCESS. . f 2

rWisit Pass ID=2631

r Mumber Of Vizits

Active o -
Type Code: IMVPDE Lirnit at Sale: |1D Wigits Used: ID
Tatal Extra Added: ID Wisits Remaining: |1|]
Activities: P | .
Tatal: I o
[ate Started: |2 AUG 2012 il Show Vizite History 3>
Expiry Date: |1 AllG 2013 ﬂ Add Exira Visit I
Camment: - r
i Price at Sale: $ |26.60 Amount Paid : | 26.60
Sales Persan: | _“ CurrentPrice: § |26.60 Amount Dwed: § (0,00
Location: IDEMD SITE Contract Price: $ |2E.EEI I -
Caontract updates: 5 |
Diate Izzued: 02 Aug 2012 09:40 Last Updated: 02 Aug 2012 09:40
lssue Card v 0K | Apply | Clear X Cancel
- a4
Full Name Is the customer’s full name of that visit pass.
Visit pass id Is the contract number for that visit pass.
Code Is the type of visit pass.
Date started Is the date the visit pass started
Expiry date This is the date the visit pass will expire
Status Shows if the visit pass is active, expired or in the future.
Activities Will show any activities this visit pass is allocated fo.
Comments Any comments on the visit pass.
Sales person Who was the sales person.
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Contract updates

Number of visits
Limit at sale

Visits used

Total Extra Added
Visits remaining
Add extra visits

Show visit history

Pricing

Price at sale
Current price
Contract price
Amount paid
Amount owed

Create Mew

Perzonal Detailz

kd arketing |nfo

Visit History

ONS

This will show you any changes that have been made to the visit

pass.

This is the number of visits that the contract was sold with.
Will show the amount of visits used.

Will show if any extra visits have been given.

The amount of visits left.

This is to add any extra visits.

Will show you the history of the visits, when they were used and

allow you to use extra visits against the customer.

How cost of the visit pass cost when sold.
The current price of the visit pass.

The price the visit pass was sold for.

How much was paid on the visit pass.

If there is any monies owing for a visit pass.

Will create a new visit pass; note doing it this way will not charge

the customer.

Will take you to the customer screen to view or change personal

information of the customer.

Will take you to the marketing screen for this customer.

1. Select the show visit history button ﬂ

Visits

-— B

JOHNEOM LISA

View WYisits History

) Periad Fem: [2000202  p| Te [ZAUG 2012 o]

(® &ll the active period

Total visits = 2

Active

Date Time Entry Paint

2/08/2012  10:05:49
30407420, 10:09:58

Location Wigitar Add isit
X

Close

* Wizitor is a main contract holder if data is missing.
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2. Select if you wish to see all visits over the active period or during a specific period, if a
specific period enter the from and to dates and select view.

3. Any visits made during the selected dates will now appear.

4. If any visits have occurred and notf been recorded at the POS they can be added via

Add Yigit

5. To Delete a visit simply select the visit you wish to delete and then select the X

6. To print the visit history select w

Finding a Visit Pass by Contract Id
POS> File> Find Visit Pass

This Screen allows you to search for a Visit Pass from the confract ID number.

B4 Find Visit Pass e

Erter Wisit Pazs Contract [D: ||

¥ Ok | X, Cancel |

= -

1. Enter the Conftract ID number and press Enter or select OK.
2. The above visit pass screen will appear and show the customer that holds that contract
number.
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Selling a membership

As like a Visit Pass generally Memberships will be allocated to a Touch screen button.

Select the membership you wish fo sell.

.
[ Enter the person or swipe the card
P ——

)

b

J button or click on NEW to create a new customer.

Persor: || _I Mew
Casual
M ame:
¥ 0K ¥ Cancel | J'
2.

3. Click on OK and the new membership contract screen will appear.
4. Change any details that are necessary making sure there are no pink areas as these
are mandatory fields.

L » ks
5. New Membership Contract ., - — ﬂ
| CuztomerlD: |102921 Marne: | JOHMSOM, LISA Gender: IF
—Mew Contract Details

M'shp: IDDGW | Hision s Tam I IF'erpeluaI Details ... |
[BDWEEKLY GYM MEMBERSHIE
; — Payment
 Details
DateStated 240G 2012 D Edit Link >> | oo _|

E xpiry: I

Corsultant: |1

IWTDDNDNG,WTDDNDT

Ref: I

Sales Persan: I _I

|
Family =3 |

Price : $ |22.00

Contract Price: $ |22.00

| Cr/Bank Card [ il

Dizcount: IEI

o

Dizcount Reason:

—Joining Fee

Amaunt: $|0.00
[ Pay On Exit Contract: § [0.00
I Amount; 10,00
[~ Pay On Exit Contract: 4 |0.00
r Suspension Fee
Amount: $ [Z00 Contract: $ |2.00

Dizcount: ID_DD ES

Dizcount Reazon: I

r Total Contract Price r Due How
Item | Arnount, $| Iterm | Amnount, $|
Frorata 1571
Mext Payment 0.00
Total 1571

Pay Mow: § I'I 5.71

[~ Payinnext DD n

Setup Letter | Letter |

Marketing | Perzonal Details | v DK

X Cancel

Apply

Point of Sale Module
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New Conftract Details

History:
Details:
Details

Date Started:
Date Expired:

Reference:

Sales Person:

Payment
Payment Details:
CC/Bank Info:
Contract price:
Discount:

Reason:
Joining Fee
Join Fee:
Suspension Fee

Suspension:

Due Now

Prorata:

Point of Sale Module

Shows the history of memberships held by the customer.

Displays the details of the membership.

Defaults to the current day, but can be changed if required by
selecting the D.

This will show if there is a set end date for a membership, note
DD memberships with no end date will not have a end date
here, only term conftracts.

This field can be used for entering an internal reference.

The Sales Person responsible for the membership can be
selected here. Note: The Staff member must be setup as a Sales
Person in their Setup screen to be able to be selected here.

The payment details of the membership can be changed if the
user has the security access to do so. A discount reason will be
required.

Allows the user to enter debit detail for Direct Debit
memberships.

This is what will be charged on each debit date, If this is
changed this will be the price the member is debited.

If you wish for this member to have a discount, put in the
percentage here or change the confract price.

If changing the contract price you will need to enter a reason.

Shows the Join Fee if applicable allocated to the membership.

Shows any suspension fees allocated to the membership,
discount can be given here, if so a reason will need to be
provided.

This is the amount the member will need to pay to get them in
line with the current debiting cycle.
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Next Payment: This will display the first debit amount if the person joins too close
to the next debit date, so admin have enough time to enter their
CC/bank details.

Pay in next DD Tick this box to allow this first payment to be taken in the first
run: direct debit run, so no money will be taken at fime of sale.
Setup Letter Used to setup a letter for issuing to a customer provided it has

been setup as a template in the Administration Module.

Letter Used to issue a lefter allocated in Setup Letter.
M ark.eting Marketing details specific to the customer contract can be

entered here. These details are different to a customer’s
marketing details and are only for the contract being
purchased. Refer to the Members Module — Contract Marketing
for further details.

Perzonal Details Will take you to the customer setup screen this is where you can
double check a members details are entered.

5. If the details of the membership are accurate click on OK and you will then be
redirected to POS to finalise the transaction.

3 Point of Sale

J Total §: 18.71

Description Oty | A, § ‘
tdembership Contract 1 15.71
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Adding a Prospect

POS> Customers> Prospects

A prospect is a potential customer; you have the option to enter your prospects via this screen.
Links will generate a Prospect ID number (only the name and gender are required to generate
a new Prospect ID number) for a New Prospect. You are also able to search for a prospect
that has already been entered.

B9 Prospects - <Mew Entry> lé]

Prospect [D: | .| MewProspect Status: | Prospect -

Pro
Pergonal Details ]ContactDetaiIs ]Marketing ]Dther l Appointments l GLig|De.

Personal Details

Last Manne: |
Firgt M ame: |
Tie: [ ]
) Male
() Female
Homs Phone: |

Muabile Phone: |

E-mail: | Fail
Date of Birth: ﬂ

Age: ,7 Refermed By J
2 D ate Created:
Prospect Pragram : |NEW’ EMQUIRY j Lazt Updated:
=) @ *| O
Prirt Card ?_?tlt‘; Letter - | | . y
Save Delete Clear Clone Cloze

Details of priority in fracking and any appointments made can then be produced via
Reporting> Marketing for follow up. See Customer Marketing Details in the Members manual
for further information.

As the prospect’s status changes it can also be updated as Dead Lead or whichever is most
applicable from the status available in the drop-down list. When a prospect is sold a
membership it will automatically be changed to joined provided the same Customer ID has
been used.
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Customer Set Up Screen

POS > Customers> Customers

Customer Set up is for creating a new customer or If you wish to view a customer’s record for
various details e.g. status of record; address, emergency or health details fo name a few.

Personal Tab

This page allows you to enter the general personal and contact details, on this screen you can
also enter a concession date, Allocate or view membership cards, enter other contact details
and acftivate the customer for Web status and change their password.

[ Customer Setup // BROWN, JACK [

Customner [D: |1D2959 J Home Location: DEMO SITE

Personall Emergency/Health Issues] Dthers] Hotes l Status] Sales Histor_l,l]

Personal Details Contact Details [default]

Last Mame:

Address: |'IDS BROWM STREET

Ciy:  |SYDNEY
THe: MR | State:  [NSw Past Code: 2000

First Mamne: |JACK

Home Phaone: |

® Male
) Female ‘wiork Phone: |
Date of Birth: ,m ﬂ tobile Fhone: |E|24EI 455 555
Bge: W Home Fax: |
Concession D ate: ,7 ﬂ "Work Fax: |
Partrer Marme: |J||_|_ E-mail: |iackbrown@browns.com M

E-mail: | Mail
|_ J
L SR e Cards 3> Other > | Web Status > |

-Cm- -
Apply = u'l / . * [I

Marketing Save Delete Clear Clone Cloze

Setup

Letter Letter lssue card

Common buttons

Setup Click on this if you wish to set up a letter to send to this Customer,
Letter Note these are Set up in Admin.
" Click on this if you wish to send a letter to this customer.
| , Click on this if you wish to make a card for the customer, this is not
a pre printed card.
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I ark.eting

Apply

Click on this to go to this customers marketing screen.

Click on apply if you wish to save the details you have entered

and want to continue editing.

Click on thisicon to save any changes made to this window.

Click on this icon to delete this entry.

Click on thisicon if you wish to clear/refresh the window.

Click on this icon if you wish clone/copy the current window.

Click on thisicon if you wish to close out of the window.

To allocate a pre printed card for this Customer

Cards >3
1. Select
e ——— — e ——
B Customer Cards Iﬂ
Cardhumber Type® Ewrpired | Issued | Contract LinksFormat | FIN |
P ilemuieEd [~ Show Expired Cards
*C - card can be used only for the specified . R
Customer and the MembersipWF contract; Ewpire Card ‘ RePiint Allocated Card |
G- teard b d f Custy
e ,hiujpi;:; c‘:nrl,;fzim CI R Allacate Pre-Printed Cards
Clase
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2. Select Allocate Pre-Printed Cards.

- .
B Allocate Cards ==

Card Mumber: ||

Person 10: [102921 =] Addpersonl

ILISAJOHNSON

Created:
Expiry:

Allocate Card |

Close

3. Scan the card, and then select allocate card.
4. Then select close you will now see the card is against this customer.

e ™
B3 Customer Cards ﬂ
Cardiumber | Type* | Expired | |ssued | Contract | LinksFormat | FIMN |
955265 b N N
=L I Show Expired Cards
*C - card can be used only for the specified
Costomer ke emmber g ot Expie Card | RePit Alocated Card |
*G - guest card can be used for any Customer F g
for the specific contract anly. rinted Cards ¢
Cloze
J

5. Toremove that card from the customer, highlight the card and select the Red Cross or
the far right of the line or select Expire Card.

Point of Sale Module December 2012 60



=3 Links

MODULAR SOLUTIONS

To email a Customer from the Customer Screen

1. Select Mail next to the desired email address

[ Email Customer — -~ S S S g
EmilTo [isa@lisa.com

Subjeet |

Message:
Demo Health Club

'
DUEIEE Send Cancel i
This Email

2. Write the email as normal, have a subject and the message and then select send.

Emergency/Health Tab

This tab shows you emergency contact details, doctor contact details and any known health
issues. These can be updated at any time.

r
1. Customer Setup // BROWN, JACK ==

Customer ID:  |102955 _I Home Locatior: DEMO SITE

Personal nergency/He Ihsrsl Notes | Slalusl Sales H\sluryl

~Ei Contact 1 r Doctor
Dr. Namme: |

Mame: [JILL BROWN
Dr. Phone: I
Fielationship: |WIFE
Dr. Phane 1

Phone: | I
—Health Issues

Mabile Phone: |D405 555 555

ERl fidd New
rE Contact 2 Remove
Name: | Clear Al
Relationship: I
Details:
Phone: I
Mobile Phone: I
= ~ | I
SL?[?; Letter | lssuecad|  Hga Apply T @ . *
Marketing Save Delete Clear Clone Close
L
Point of Sale Module December 2012
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Adding Health Issues

Providing this has been setup prior in admin> table maintenance. Reminder that you need to

have a Three letter description for a health issues as this is prinfed on student roles, so for privacy
reasons.

1. Select Add new.

B Health Issues i
Description Comment -
[daLs allergy - SEE FORKM IMN FOLDER |E|
[ &t Arthitis £
[]asT ASTHMA
[cF Cystic Fibrogiz

[ DEM Dementia

Mcon P %
1 | 1 3

M Select & |

T able Maintenance v 0K X Cancel

2. Select the health issue that is appropriate, you have the option to add new Health
issues from table maintenance if there is none.
3. Select Ok.

4. Toremove a health issue, highlight the health issue and select remove.

Others tab

This tab shows when the Customer was created, their home location for their membership,
how to correspond with the Customer, any terms and conditions and when they were last

updated. You can remove for an individual customer not to receive correspondence by
unselecting the boxes.

_ .
B Customer Setup // BROWN, JACK [E=

Customer ID: 102959 J Hame Location: DEMO SITE

F’ersonal] Emergency/Health [ssues DlhElS} Notes] Slatusl Sales Histoly]

Customer Created Last Updated

Date: [15 FEB 2012 09:09:05 A Last Updated: [T
Home Site:  [YHE
Home Location:  |DEMO SITE

Cormrespondence Creation Method
[x All Cormespondence W
[ Links Emails
[ Links SMS

Terms and Conditions

Source | Type Date IP

Setup
Letter

Clear

*

Clone

Close

Delete

=

Save

Letter lssue card Apply

‘-c:.-

Marketing
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Notes Tab

This tab allows you to place or read any comments on this Customer, as well as add or read
documents that have been attached to the Customer.

5. Customer Setup /f BROWN, JACK

s
CustomerID:  [102959 =]

| Statusl Sales History

Home Location: DEMO SITE
Personall Emergency/Health lssues | Othe

rC
~D
Document Mame | Last Updated |
Add Review Document ReAttach Document
= | B
?_thf; Letter | lssuecard Apply m= @ . w
M arketing Save Delete Clear Clone Close

To attach a document to a customer

1. Select add

2. Find the file you wish to attach and select open.
("t Links =)
Enter a description of the document you are
attaching

¥ 0K ¢ Cancel

= J

3. Write in the description of the document and select ok.
4. 1t will now show as a document.

~D

Document Mame | Last Updated
member letter 29/08/2012 1:36:00 PM

Revigw Document

Reattach Document

Point of Sale Module December 2012
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Status Tab

This tab will show you any memberships, visit passes, classes or vouchers/credit notes that are
assigned to this customer.

- ~
£ Customer Setup // BROWN, JACK B

Customer |D: I]UZSES _I Home Location: DEMOD SITE

F'ersonall Emalgency#HeaIthlssuasI Dthersl Motes Statusl Sales History

lasses I Paint of 5 ale I

Membershipz - has been a member for a total of 0 years and 171 days. First contract started 15 Feb 2012
Type | Start | Status | Pay Type | No. Visitsl Due,$|
DD WEEKLY GYM MEMBERS... 15/02/2012 Active oo 0 3115
“* fight-click a contract to view family contract details or contract marketing details Total Due § 315

Setup

| etter Letter lzzue card

Apply £= ﬁ? . *‘.-ff-t.‘

Marketing Save Delete Clear Clone Close

Sales History Tab

Will show the sales history, this will show any sales that have been placed against this customer.

r bl
[ Customer Setup // BROWN, JACK X

Customer |D: |1D2959 _I Home Location: DEMO SITE

Personall Emergency.-"HeaIthIssuesI Dthersl Notesl Status |

— Sales History  Loyalty Points
Date | Amount, § | Date | Paintz I
15/02/2012 1:33:00 PM 18.86 150242012 1:3%:00 PM 1886

Total $: I 18.86 Tatal: I 1886

= |
Apply = @ .

Marketing Save Delete Clear Clone Close

Setup

Letter Letter lszue card
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Customer Marketing Details

POS> Customers> Customer Marketing Details

This bufton allows you fo view current customers marketing details, from their distance living
from the cenire, there first contact with the centre, appointments, referrals, to all

correspondence sent and also if they have any children. See the Membership manual for
more details.

r M
5. Customer Marketing Details // Customer ID - 102921 @

Cusztomer |d:

= Mame: [JOHNSON [Lisa. G [E

Info l Marketing] Dtherl E:-ctras] Appointments] Guest Pass] Hefenal] Tlacking] Ehildren]

Beason for joining this centre

Reason: | Clear
Estimate distance living Direction living
from Centre (km): hd hd

from Centre:

Other Centre

Membership Type: |

ear ’7

Membership Type 1: |

Year 1:

Last Updated: 02 Aug 2012

Customer .- T *
Distance | Personal = 4] )

Graph

Save Delete Clear Clone Close
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Client set up

POS> Customers> Clients

Here you can create new Clients and a client Id will be automated. You can also view current

Clients by using the search button = | You can also View the Account from this page by
selecting View Account. To create a new Client, open up the Client Setup screen and start
adding their details. Once you start typing a client number will be allocated to the new client.

General Tab

This is where the name, address, status and company group are selected.

. \
B Client Setup |52

Client 1d: |2B J Wiew Accolnt

Generall Contact] Manager Holesl Comments

Narme: |VIE HOCKEY

Address: |109GEORGE STREET

City:  [FLEMMINGTON
State:  [VIC Post Code: {3031

Defaudt Staws: [ | Configue

Company Group |
= =
= 7 @ *| B
Save Delete Clear Clone Close

Contact Tab

This is where you enter the contacts details for the company.

i B Client Setup Iﬁw
Client Id: ’257 J Wiew Account
General l Manager Roles ] Comments]
Contact Name: |PETEF|
Phore: li
Moile Phane: 0425 558 558
Fa: ,7
Emai: |peter@ascottriclub.com Email
= 7| @ *| E
Save Delete Clear Clone Close

L 4

Manager Roles Tab
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This is where you can enter which team is responsible for this Client. This information flows
through to reporting particularly for Facility booking reports.

- Y
By Client Setup -
Client d: |25 J “Wiew Account |

Generall Contact  Manager Roles | Eommentsl

Remove |

- Z

=] @] %

Save Delete Clear Clone Clase
g "y

Comments Tab

This is where you can enter any comments about this Client or Contact.

[ B4 Client Setup ﬁ1
Client d: |25— J Wiew Account |
Generall Eontactl Manager Roles
Comments:
=7 @] *
Save Delete Clear Clone Close
h J
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Accounts

POS> Customers > Accounts

This is where you can view Client or Customer Accounts, from here you are able to view and
create an invoice for an account.

-
(5 Account Maintenance -—— ﬁ
Accourtld ] ] [ Include Paid Invoices
Client: |
Invoice Mo | StartDatel End Datel DueDatel Total,$| Due,$|
| i
[l
[l
[l
I
Debtor #: Credit On Account: $ 0.00 I
Account Balance: $ 0.00
Unissue | Viewlnvoicel Credit Info | lssue | Cloge |
. ——

1. First you need to find the Customer or Client, enter the Account Id if know otherwise

search for the client or customer by selecting J

-
5. Select an Account ﬁ

Client

Custorner

Exit
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2. Select either Client or Customer.

L h
& Clients — = .
Company Group | Mame | Contact | Role | Address | Client Id |
ASCOT WALE TRI... PETER 52 MEW STREET 25
CLIENT OFF PEAK. 5
CLIENT TEST 4
FOOTEALL CLUB 7
MITCHELL HIGH 5... 44 MITCHELL RD 3
M54 g
SCHOOL 14
SCHOOL LTS 23
ST LEOMARDS PS 21
ST MARYS PS 2 W
SWwIMSTARS 24
TEST CLIENT URAC 17
TEST CREDIT &C... 2
YICTORY 19
H
€ Company Group . Search Show Al
 Mame & Starting
" Contact " Containing
" Role Select LCancel
 Address "
l——— — =

3. Toselect a client double click on the client or select the client and click on the select

buttton, any invoices for the selected client/customer will show.

-
(5. Account Maintenance -_— ﬂ
Acocount |d: ISS J
Client: |ASCDT WALE TRICLUB
|PETEH
Invaice Mo | Start Datel End Date | Due Datel Total. § | Due, § |
42 25JUL 2012 MNOT ISSUED MOTISSUED  809.00  809.00
l
f
N
H
H
t
Diebtor #: Credit On Account: § 0.0a I
Account Balance: § 809.00
Unissue | View [nvoice Credit Infa lszue | Cloze |

already been paid for.

Point of Sale Module
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Uifssurs Will unissue an issued invoice. See unissuing an invoice for further
information.
W lrrealae Will detail the fransaction component of an invoice including
the transaction ID. See invoice maintenance.
Credit Info Will display details of any payments have been made

(credited) against the outstanding account. See viewing credit
information for more information.

=ne Will issue an invoice only if an invoice has not been issued
previously. If aninvoice has been printed previously then select
View Invoice and Reprint.

Issuing an Invoice

There are two opftions for issuing an Invoice; this can be done individually via the following or
via Bulk Issue Invoices

Once a charge has been placed onto an account from a Facility booking you are now able
toissue aninvoice. To place a charge onto an account you need to selecting Invoice Account
when making the booking, then once you have selected Book It and Pay or by marking the
booking as attended if Book It was selected. There will now be a charge on the account
waiting to be invoiced

1. Go to POS> Customers > Accounts and find the customer or client you wish to issue the
invoice for.

- 1
4 Account Maintenance @

AccountId: |39 J [ Include Paid Invaices

Clignt: |ASEDT WALE TRI CLUB

[FETER

Invoice Mo | Start D ate End Date Due Date | Total, § | Due. $ |
47 34UG 2012 NOT ISSUED NOTISSUED  807.00  764.00

Debtar #: Credit On Account: $ 0.00
Account Balance: $ 7E4.00

i Unissue Viewlnvoice| Credit Info | lssue | Cloze |

2. Select the invoice you wish to issue and then select Issue.
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5 Issue Invoice == X
Select a Date Range

DusDates [I6A0G2012 D) | goipoe Esilaoiz  p| EndDae [m0UL20iz  p| ey

Path for Invaoice Word templates: |C:\Links Demo Templates
Select Invoice Template: |E|_|ENT_|N\."DIEE ﬂ

Date | Tranz Id | Product & i ; ¥
25JUL ... 136216 FaCO FACILITY RENTAL SPORTS HALL .. 298 2 24.00
28JUL ... 138217 FACOT FACILITY RENTAL SPORTS HALL ... 299 2 24.00
25JUL ... 136218 Facol FACILITY RENTAL SPORTS HALL ... 301 2 28.00
25JUL... 136219 FaCO FACILITY RENTAL SPORTS HaLL ... 302 2 28.00 |
28JUL ... 138220 FaCol FACILITY RENTAL SPORTS HALL ... 2 24.00 T
28JUL .. 136221 FaCo FACILITY RENTAL SPORTS HALL ... 305 2 24.00
25JUL ... 138222 FACOT FACILITY RENTAL SPORTS HALL ... 309 2 24.00
26JUL ... 136224 w516 Staff Hire: 500 LAME 1 Jul 26 2012 .. 296 1 B0.00
2BJUL .. 136224 AH Aszett Hire: B0M LANE 1 Jul 26 2012 296 20 120,00
26JUL ... 136224 ¥503 Facility/Lane Hire: B0M LAMWE 1 Jul 2. 296 4 16.00
26JUL ... 136225 w503 Facility/Lane Hire: 50k LAMWE 2Jul 2. 296 4 16.00
26JUL ... 136226 w503 Facility/Lane Hire: 500 LAME 3Jul 2., 296 4 16.00
LAl 22 101 12E7279 1R Chabf Hiras ROK | ARIE 1 Lol 28 200172 a7 1 AR NN i
[V Select Al Selected Lines
Credit to Assign Total Selected: § [203.00
Date [ Booking Id | Due., | Pay,
Credit: $ |0.00
Payments Made: $|0.00
Balance Due: § |809.00
TAX Amount: § 7352
Tolals:| | |
B ] All Lines
apments Made Grand Total: § [303.00
Date | Booking Id | Amount | I
Tée Amount: §|73.52
¥ 0K | X Cancel |

3. Enterthe due date thisis the date the payment is due, Short cut, Use the + key and the
number of days till due date, this will work out the date due for you i.e. +21 for 21 days
from now.

4. Enterthe date range, this will default to include the dates that there has been a charge
on the account that an invoice has not been issued for. If you have chosen a different
date range select apply for these changes to occur.

5. Select an Invoice Template from the drop down box*NOTE* these need to be set up
first via Admin module > POS > invoicing > templates.

6. Individually select the bookings you wish to invoice for by using the check boxes or fick

v SelectAl

7. Ifaclient has Credit that can be assigned it will show in the credit to assign box allowing
you to allocate the credit, see applying credit to invoices.

8. Then select OK the invoice will have now been created in the word document for you

and is now ready to print.

Note: Now that an invoice has been printed, the tfransaction cannot be made void.

Bulk Invoice Issue
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POS > Customers > Bulk Issue Invoices

This is used to issue invoices to all Customers or Clients that have money owing on their
accounts at the one time. These have to be produced separately.

B9 Issue Invoices &J
(™ Customer Invoice
Company Group
Ruoles
Invoice lines upto: |26 JUL 2012 ﬂ Add
Due Date: E M

Path for Invoice ‘Word templates: |E: Links Demo Templates

Select Invoice Template: |[;|_|ENT_|NVD|[;E ﬂ

Client/Custamer | Invoice Mo | Total, $ | Start Date | Credit | Multi Credit |

[v] CLIENT TEST 29 102.00 7FEB 212 520,00 I
l [#] MITCHELL HIGH SCHOOL 4 00 18JuL2mz2 704.85

[#] SCHOOL LTS 39 B0.00 1ZJuLz2mz 0.00

[l 5T LEOMARDS PS N 1.50 19 MaAR 2012 0.00

[¥] SwIMSTARS 38 50,00 FJUN2Mm2 0.00

[#VICTORY 40 150 18JUL 2012 0.00

Mumber uniszued Client [nvoices Found: B Select Al | Selact Nane |

lzsue | Close | 1

Select the Template model, either Client or Customer.

Enter the date you wish to see unissued invoices up fill, this is the Invoice line up to.
Enter the Due date for the payment.

Select the invoice template from the drop down box.

All Clients/Customers will have their check boxed ticked for you to issue an invoice, if
you do not wish for a Client/Customer to be invoiced unselect there tick box.

6. Then select Issue.

o~

Point of Sale ﬁ

p—
|0I 6 invoices were issued.
k. "

7. Select OK, the invoices were generated in word for you to print and send off.
8. Repeat for Customer as well.
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Apply credit to invoices

If a Client or Customer has paid money (credit) against a master booking ID this money can
then be used to pay off against booking lines for that booking ID.

This amount will be used primarily for that booking ID but if the amount in credit exceeds the

amount owed it can be re-allocated to other bookings.

When issuing an invoice if there is credit on the account the following will show giving you the

ability to use this credit for the invoice.

B Issue [nvoice

Select a Date Range

DueDate: [25FEB 2012 [D]

== &

StatDate: [310aN2012  p| EndDater [3FEE202 D apsly

Path far Invoice Word templates: |T:\LinksTempIates\lnvoices

Date |Booking Id | Due, | Pay,
SFeb 2012 [100 [ 500.00] 500.00

Point of Sale Module

December 2012

Totals: | | 500.00

Total Selected: § |3333.26

Credit: $ |500.00

Balance Due: § 283326
GST dmount: § 303,32

All Lines

Grand Total: $ |3333.26
GST Amount: $|303.32

v OK | X Cancel |

Select Invoice Template: |[:|_|ENT INVOICE ﬂ
Date Tranz Id | Product | Description Booking |d | O] Totalg| Credt g | -
1 [ U = ] 510083 Booking - Aguatic Sports Hire: IND ... 122 22 5E.38 000 A
31 JaN.. B3TIE 510083 Booking - Aquatic Sportz Hire IND C.. - 122 22 5E.33 0.00
GFER .. 78579 510083 Booking - Aquatic Sparts Hire: OUT .. 122 4 1025 0.00
EFEE ... 7ERB0 510053 Booking - Aquatic Sports Hie: OUT . 122 4 1025 000
9FEB .. 82934 510053 Backing - Aquatic Sports Hire: DF LA 100 10 5000 50000
9FEE .. 823934 510083 Booking - Aguatic Sports Hire: DF La... 100 10 50,00 50.00
9FEE .. 82334 510083 Booking - Aguatic Sports Hire: DF La... 100 12 50,00 50.00
9FEE .. 82934 510083 Booking - Aquatic Sportz Hire: QUT .. 100 ] 50.00 50.00
9FEB ... 82934 510083 Baaking - Aquatic Sports Hire: QUT .. 100 g 50.00 50000
9FEB .. 82934 510053 Baaking - Aquatic Sports Hire: OUT . 100 3 5000 50000
9FEB .. 82934 510053 Baoking - Aquatic Sports Hire: OUT .. 100 3 5000 50000
9FEE .. 823934 510083 Booking - Aguatic Sports Hire: OUT ... 100 9 50,00 50.00
Aarrm o094 c1nnsa Backina . éanabo Srorke Hies IMO T 1nn 1n ENAN BN aZ
Iv Select Al Selected Lines
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Viewing Credit Information

The credit information screen will display the total credit added by the transaction, the booking
it was applied to and the amount of credit remaining

1. Once on the Client/Customers account you are able to view the credit information.

i B Account Maintenance - . g‘
docountld [z | [ iinclude Paid Invaices!
Clignt: |ASCDT VALE TRICLUE
|FETER
Invoice Mo | Start Date | End Date | Due Date I Total, | Due, § |
42 25.JUL 202 MOT IS5UED MWOTISSUED  808.00  808.00

Debtor #: I Credit On Account: $ 0.00 '

Account Balance: § 809.00

Unissue | V\ewlnvoicel Credit Info | lssue | Close |

2. To view this select the credit Info button on the accounts maintenance screen.
3. Double clicking on a credit line will display which invoices the credit was applied to.

s

B3 Payment Details £
Date | Credit Remainir... | Booking Id | Tranz |d | Total,$|
30 May 22 440.00 254587 5.000.00
30 May 22 0.00 254585 3.546.95
i
5. Account Payments N ==

Ireeoice |d
3 » - o ; 7 440.00
30mMaY 2012 473 1.200.00

J0MaY 2002 473 254587 1.300.00
J0MaY 2002 473 254587 1.560.00
0MaY 2002 473 254587 500.00

Feb 2012 onwards
Booking Payment

Retum/ Refund M Claze |

T

al
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Unissuing an Invoice

Users can now unissue an invoice in order to apply credit or include extra invoice lines. This is
performed with the ‘Unissue’ button in the invoice screen.

[ Account Maintenance - » ﬂ
Accountld: 102 J [ Include Paid Irmvoices

Clignt: |VDLLEYBALL WICTORIA INC - ROGER KAPETAMOYIC

|F|DGEF| KAPETANOVIC

Inwoice Mo | Start Diate End Date Due Date | Total % | Due. & |
EE 3 JaN 2012 21 4PR 2012 204PR 2012 B.947.20 365400

Credit On Account: § 25000
Account Balance: § 0.ao

Unissue | Viewlnvoice| Credit Info | lzsue | Cloge |

The following message will display to warn users of the dangers of unissuing an invoice.

Point of Sale S——

WARNING!
Any additions to this account may be assigned to this invoice until it is reissued.

Do you wish to continue 7

The invoice will become unissued.
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Invoices Maintenance

POS> Customers> Invoices

This will take you to an individual invoice number, this will show you detail of the booking for
the invoice, the total amount, when the invoice is due, when it was printed as well as any
payments made. You also have the ability to preview or reprint and invoice from here.

£ = =
B Invoice Maintenance - - — u

Imvoice Mumber: |4E Start D ate: |1 aUG 202 Date Due: IE aUG 202
Account: ISS End Date: I'I AUG 2012 Frinted On: |3 AUG 2012

Client: |ASCDT YalLE TRI CLUB

[ate | Transactionldl Product | Description | Booking Id | Qt_l,Jl Total, |
1AUG 2012 136237 w503 Facility/Lane Hire: 500 LAME 1 Aug 1 20012.. 296 4 1E.00
1AUG 202 136238 w503 Facility/Lane Hire: B0 LAME 2 Aug 1 20012, 296 4 1E.00
1AUG 22 136239 w503 Facility/Lane Hire: 500 LAME 3 40g 1 2012.. 296 4 1E.00

Grand Total: $ 48.00
Transaction Id T Amount: § 438
JAUG 2012 3 ] 16.00
IAUG 202 136253 16.00 Tatal Papments: $| 48.00
3AUG 2M2 1362583 16.00 Balance Dus: § 000
Reprint Freview | Cloze |

i s = E _———
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Messages

The Messages screens provide the ability to create messages for Customers regardless of their
status within the system.

Generally there are two functions within messaging.

One is to create the message, whether it be a bulk message or a message to a particular
Customer. Messages can be sent in two formats; internal messages that are activated when
the customer’s card is scanned at point of sale and e-mails which are sent to the customer's
e-mail address. It is also possible to create and sent both forms of messages at the same time.

Second is to view the message. In the case of bulk messages it is possible to view historical
messages whilst staff messages can only be viewed after logging in using individual staff 1D
and password.

To create the message there are three basic requirements

e The Customer ID (whether it be staff person or member)
e The subject

e The message itself

Messages > Customer > New Message

POS > Messages > Customer > New Message

g ™
By Create New Message @
To:
Customer.  [102861 .| [OTZEN, JoHN
From:
Staff Code: |1 MaRY
Subject:
|E>-:|:|ired Financial details j

Attach IT™ Message Importance is HIGH. Mezsage Expiry Date: ﬂ

0 Files Attached

Please see reception to update your financial details | -

4 I

Master Common Msqg Email Mezszage options Create Message
Save As Comman... | " Current Internal Meszage £ el Clear

Delete From Comrmar... ‘ " Standard Email Message SMS
Cloze
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Customer

Staff Code

Subject

Message Importance
Message Expiry Date

Message Box

Create Meszage

Master Common Message

Save Az Comman... |

Delete Fram Commar... |

Email Message Options

Current Internal
Message

Standard Email
Message

Point of Sale Module

Use the J search button search for a customer or type in
the customer number

The staff code and staff name will be displayed. This is
derived from the staff member who is currently logged into
Links

Using the ™I drop down button select from common
subjects (inclusive of message) that have previously been
saved. Alternatively type in a new subject description

Flag this box to designate that the message has a high
importance. (Optional)

Type in an expiry date for the message if required.
(Optional)

Type in the message

Press this button to post the message

Press this button if you wish to save this subject description
and corresponding message as a common message that
can be recalled at a later date.

Press this button if you delete the displayed common
subject description and corresponding message from the
common list

Flag this opftion if the (internal) message created is also going
to be e-mailed to the customer.

Flag this option if a different e-mail message is to be e-mailed
to the customer whilst sfill posting the (internal) message
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created. It will be possible to also select from a list of common
or standard e-mail messages.

None This is the default position when entering the message screen.
Use this setfting if you wish to create an e-mail using the
customers e-mail address but the message is typed within
Microsoft Outlook.

Press this button to generate the e-mails

Press this button to send an SMS to the specified customer.
The following screen will open

i B’
B4 Create Mew SMS E@g

To:
|7 Custamer: I‘I 02861 CITIZEM, JOHM |EI444 aah BEG

— Common Mezsage Description

| |~}

— Text to be zent

[mamimurm 160 characterz)

1 P
Send 5k5
Save Comman S5
Clear
Delete Common S5
Cloze
N A

Note: The functionality of the Create New SMS screen mirrors that of the Create Internal
Message screen.
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Messages > Customer > View Customer Message
POS> Messages > Customer > View Customer Message

This screen enables you to view any customer messages that have been generated and the
message details.

'l - h'
5 View Messages - u
Select Customer
{ Customer. [102861 .| [eTizEN, JORN
—Select Messages
O Period  From: [13SEP 2071 £| To: [19MAR 2012 H Wi |
@ Al
MARY Espired Financial dtai ol
VIS T wolrer Inanclal aetall: _|l
Fram: MARY Date: 13/0352012 -
Subject: Expired Financial details I $ ELes ez o wals Ceseps on [HAWD
Flease see recephon to update your financial details, -
Total b 1
SElllaseas ) . Mew Meszage Cloge
[ Include only messages with the High Importance Lewvel
N >y
Customer Use the _I search button search for a customer or type in the
customer number
Select Messages
Period Enter in the From and To dates to select messages that were
generated in a specific period
All Select all messages generated
igw | Press this button to select the messages based on the selection
criteria
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Messages > Bulk > New Bulk Message
POS > Messages > Bulk > New Bulk Message

The New Bulk Message screen allows you to create and send a message to a large number of
customers.

' ™
5 Create New Bulk Message u
rTo:

Select | i

— From:
Staff Code: |1 MARY

 Subject:

Attach | !I_ Meszage Importance is HIGH. Meszage Expiy Date: I il

0 Files Attached

] 3

— Master Common Mzg Email M ge opti Create Message |
Save Az Commor.. |  Cunent Intemal Message ﬂl Clear |

Delete From Comman.. | © Standard Email Message SkS ol |
0ze

% 4
Salect | Press the Select button to open the following screen
f [ Select Recipients uw
Type Customer Id ar select: | J Import Customers |
Select Customer's Group: I LI
Select Categony: I LI
Select Type: | | Add to the List |
Id | First Marne | Last Mame | Email Address | tabile Phone |
Mumber Customers [n List O v 0K | % Cancel
% A

Type Customer ID or Use the J search button search for a customer or type in

select the customer number. More than 1 customer can be
selected
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Impart Cugtomers |

Select Customer’s Group

Select Category

Select Type

Add to the List |

A list of customers can be imported from a .CSV file (Excel
document). The Customer ID numbers must be in the first
column of the Excel document.

Using the EI drop down button select from 3 main
confract groups; Memberships, Visit Passes and Students

If you have selected a customer group, it is possible to
further narrow the selection through selecting by category.

Using the El drop down button, select from the categories
that relate to the chosen group

If you have selected a category, it is possible to further
narrow the selection through selecting by type. Using the

ZI drop down button select from the types that relate to
the category chosen

Press this button to select the customers that fulfill the
selection criteria as stated above

Once you have complied the list as required. Click OK to
return to the Create Bulk Message Screen

The creation of the message and functions is the same as the Create Internal Message

screen.

Point of Sale Module
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Messages > Bulk > View Bulk Message

POS> Messages > Bulk > View Bulk Message

You can view any bulk messages that have been generated and the message details.

B3 View Bulk Messages £
View Bulk Messages
(@) Period From: |19FEB 2012 ﬂ Too  |19MaR 2012 ﬂ Wiew
() All Messages
Date | Fram | Subject | EHDil_|,||
19/03/2M2 MARY Contact Details x

From: MA&RY  Date: 13/03/2012
Subject:  Contact Detail:

CONTACT DETAILS WE DONT HAYE AMY DETAILS PHOME NUMBER OR ADDRESS

Total Messages 1

[ Include only messages with the High Importance Level EBtEmaHE

Close

Select Messages

Period Enter in the From and To dates to select messages that were

generated in a specific period

All Select all messages generated
igw | Press this button to select the messages based on the selection
criteria
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Messages > Staff > New Staff Message
POS> Messages > Staff > New Staff Message

Messages can be created and sent to staff members ustilising either their Staff ID or by specific
roles.

8 Create New 5taff Message &J

To:
(@ Staff Member

(1 Staff Fole

Select the Staff Member([s]
Staff Code: {116

“zeparate entries by ;'

Clear Selection ‘ClTIZEN'JDHN; :

From:
Staff Code: |‘| MaR

Subject:

attach 1™ Message Impartances is HIGH. Meszage Expiny Date: ﬂ

0 Files Attached

-

4 ;

Master Common Msg Email Message options Create Meszage
SGave As Comman.. ‘ " Cunent Internal Message Bzl Clear

Delete From Commat... | " Standard Email Message SMS Close

Staff Member Use the J to search and select staff members. Alternatively,
type in the staff ID and separate multiple ID's by the ; symbol

Staff Role Use the J to search and select from a list of Staff Roles. Any
staff member that is allocated to this role will receive the
message

Clear Selection Press this button to clear the selection and recommence the

selection process

Staff Code The staff code and staff name will be displayed. This is derived

from the staff member who is currently logged into Links

The creation of the message and functions is the same as the Create Internal Message
screen.
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Messages > Staff > View Staff Messages
POS> Messages > Staff > View Staff Messages

Before gaining access to this screen all staff members must log in using their Staff ID and
Password

r ™
B View Messages for CITIZEN, JOHN/ Staff Code= 116 [

(@ Meszages for CITIZEN, JOHN
) Meszages for Role(s)

MARY

From: MARY  Date: 13/03/20012
Subject: Pay

&, Meszzage was not READ

Fleaze zee HR regarding updating vour Bank and Tax details.

-

Total Messages 1

. . Cloge |
[ Include only messages with the High Importance Level

This screen enables you to view designated staff messages that have been generated. It is
also possible to view any message designated to the staff member’s Role
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Messages > Staff > View Messages for Roles
POS> Messages > Staff > View Messages for Roles

Much like the View Staff Messages screen, this screen displays all messages that have been
created and sent to Staff Role.

- ™
5. Messages for Staff Roles u

From: MaARY  Date: 19/03/2012

Subject:  Christmasz Party Expiry Date: I il

The Chiigtmas Party iz coming up, please RSWP to your manager -

Tatal M 1
otal Meszages Apply Cloze

[ Include only messages with the High Importance Level

" —— ——— A
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Bulk Card Print for Members/Students and VP holders

POS> Customers> Bulk Print Members Cards- Visit Passes — Student Cards

The same process if used for all three. You will have to follow the following instructions for all
three types individually. Note this process is not for pre printed membership cards.

- -5
4. Print cards for Members @

Card format iz WAMHOE TEST

Members |
[ AMDERSON, CRAIG [102358]

[l JOHNSOM, LISA (102921)

[l TURMER, BILL [103008]

Select Al Add: |

Anpone starting betweer: |1 JUL 2012 ﬂ
0a0G202 D |

Frint Cards | Cloze |

1. Enfer the dates you would like to print the cards for; any members/students/VP that
have joined in that date range but do not have a card issued will appear.

2. You can choose to delete anyone you do not wish to have a card printed for by
removing the tick next to their name; if you need to print a card of a member that isn’t
on the list then you can add them to the list by selecting the search button and adding
them.

3. Once you are happy with the list select Print Cards.
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Access Troubleshooting

When a member is stopped at an access point such as turnstile, there is most probably a
valid reason.

RFID Access Troubleshooting

The following is a basic froubleshooting guide to assess the reasons a membership may have
‘access denied’ when attempting to use cenfre access points. To access the previous visits
area of POS to identify reasons for denial of entry, complete the following;

1. Double click the white area of the previous visits section of POS

— Previous Yisits
HalDU, SHASHI [18372E] -

Booster Pack 6w 30min PT 1 wisits [eft
Ewpires Wednesday, 12 June 2013

Yizitz Today Picture +

2. Add the Turnstile/Gate to the visits list

Befresh | I Automatic refresh

raccess Paointz to view

Home Access Point: Balance City * Select to add to the list
| g [P Sy

Arccess Point | j

3. Highlight the failed entry in red, check the errors log on right of the screen

AccessPoint Balance City Reception at 26/06/2012 4.54:27 PM
Entry Code:140347

Etrars: Sorry, could notfind avwalid reason for wisitl
There is no current contract.
tembership Contract
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Error Messages

RFID:

Message

Could not find a
valid
visit

There is no current
confract

No reason found
for entrance

Entry Point not A
cenfral enfrance
point

Entry is not
permitted at this
Location

The customer has
amount $xx.xx
overdue for the
Membership
Conftract(s)

Double Swipe
within xx seconds.

Point of Sale Module

reason for

Member has had a message placed on their account. Ensure
to click the ‘ALL’ button when viewing customer messages.

Member may have been created, and card allocated,
however there is no current membership contract attached to
member. The member could also have a ‘future’ confract,
access will be denied unfil the contract commences. The
member may also have an expired contract, oris actively on
suspension.

Member may have been created, and card allocated,
however there is no current membership contract attached
to member. The member could also have a ‘future’ contract,
access will be denied until the contract commences. The
member may also have an expired contfract, oris actively on
suspension.

Member may have been created, and card allocated,
however there is no current membership contract attached
to member. The member could also have a ‘future’ contract,
access will be denied until the contract commences. The
member may also have an expired contract, oris actively on
suspension.

Patron bypassed central turnstile entrance point. All patrons
must enter via turnstile or gate, in order to gain access to
further facilities.

Member is attempting to use an access point that their
contract does not allow.

Member currently owes money against their contract
Reasons:

-Incorrect pro-rata adjustment at Contract commencement
-Debit Rejection

Patron has swiped their RFID band at multiple access points
within a defined time period. This parameter can be edited in
Admin > Site > New Access Parameters.
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Unknown card or
person 00OXX0XX0

Visit Pass has no
remaining visits

Member Visit Out
of hours

Barcode

Bad read

Unknown card or
person 00XX0XX0

Point of Sale Module

Member has an RFID band that has not been allocated to a
Customer ID

Member has used all available visits on current visit pass

Member has off peak membership and is attempting to visit
outside membership hours

Patron is attempting to scan a ‘single visit’ barcode that is
physically damaged and cannot be read by a scanner.

Patron has purchased a ‘single visit' and is attempting to use
the barcode multiple times at an entrance point.

December 2012

20



