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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 transactions 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 tills can be created and displayed as required depending on the 

environment in which they are to 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.  

 

 

 

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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Till Setup 

General Tab 

 

 

Till Select the required till for this computer from   

Show Touch 

Keyboards 

Item no longer used 

Prompt for 

description on 

transaction hold 

A transaction may be placed temporarily on hold for future 

processing; selecting this will result in a prompt to request for a 

reason why item is to be held. 

Print receipt from 

Cash button 

Select to allow for receipts to be printed using the cash button. 
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Show small visits 

history details 

Will display visits made by the customer. 

Refresh visits in 

POS window 

(secs) 

This is how often the visits will refresh. 

Large screen This will display both function and Quick cash buttons. 

Show function 

buttons 

This will show the function buttons only. 

Show quick cash 

buttons 

This will show the Quick cash buttons only. 

Keyboard Layout 

 

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

particular layout you wish to display. 

Touch Screen 

Layout 

This is if you wish to use a touch screen layout. A layout ID must 

be selected in order for this to display. Refer to Touch Screen 

Layout set up. 

Display Prices for 

Products and 

Services 

Select this box if you wish for the prices for products and services 

to be displayed on the POS touch screen buttons. 

Access Point 

 

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. 

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

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

Has Pin Device 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. 
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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 to set up you need to have tills and access points created. See 

Admin> Site> Other Site Parameters/Setup Locations - Tills and Access Points. 

Printer/Cash Drawer Tab 

 

 

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 

Connected 

Check if a receipt printer is connected 

EPSON Printer 

Connected 

Always check if a receipt printer is connected 

Journal Printer No longer used with Links 

Type Select Omron Thermal 
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Printer Driver 

Name 

Select the driver name if relevant 

Cash Drawer 

Connected 

Check if a cash drawer is connected 

Printer Driver 

Name 

Select the same driver as the printer 

POS Display Post 

Connected 

Check if you wish to use a display post 

Comm port 

attached to 

Select which comm port the display post is connected to 

 

Appearances Tab 

 

 

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  in the Setting to select which area you would like to change, 

start with input background. 

2. Select  and choose the colour you would like to use. 
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3. Continue 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.  
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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. 

 

 

 

 

 

Once this is turned on when you type in a suburb it will type with predictive text. You will then 

be able to select a range of codes from the database if more than 1 exists for that suburb/city.  

 

  

 

 

 

 

Touch Screen Layout 

POS> Till> Touch Screen Layout 

Predictive typing 

Click here to see the 

suburbs/cities list 
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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 till displaying at 

a reception area may display with an emphasis on all transactions 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. 

 

 

 

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

make changes to. 
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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. 

 

 

 

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. 

 

 

 

3. Enter the Description for the Layout and select if you wish to create a blank template 

or if you wish to copy another template and select ok. 

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

discount?  Or does it represent a link to 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  and find the Products, Services, Membership or Visit pass 

you wish to create a button for. 
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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 

. 

 

 

 

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  to find the Product group you wish to use. 
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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. 

 

 

 

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. I.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. 
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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 to 

make a link to 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. 

 

 

 

 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  
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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  if you wish for a product that already has a 

discount to receive this discount amount on top of the amount already discounted. 

 

 

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 to. 
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Kit 

This allows you to add a kit to 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  

 

 

 

7. Now you can change the 

of what will be written on 

the button this should be something everyone will recognise. 

8. Choose a Colour .  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 .  Select the font you like i.e. Font, size and style. 
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10. Once Happy with your choices select OK and the button will be set. 

 

 

 

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

on it. 
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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.   

 

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 to change the till ID in Pos Setup Admin > POS > Setup. 

 

1. Click on the  on POS. 

2. Select the  button and the below screen will appear. 

 

 

 

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

POS> Functions> Till Off 

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

have taken. To perform a secure till 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. 

 

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. 
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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. Enter in 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. 

 

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

Summary’. Your till off is now complete. 
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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. 

 

  

 

1. Go to POS> Till> Set Alternate Price Mode. 

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

3. Select OK. 

4. 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. 

 

 

 

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 transactions 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 retrospective adjustment will make an additional transaction 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 to this screen can be restricted through the Security Group Options. See the Admin 

module for further information. 

 

 

 

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

to apply the adjustment. 

2. Select the Till you wish to make the transaction against. 

3. Enter the date of the adjustment. 

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

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

6. Select Ok to finalise.  
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7. Select ok 

8. Continue with any other Retrospective Adjustments. 

 

Consolidation 

POS> Till> Consolidation 

Consolidation is Links way of archiving transactions. 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. 

 

 

 

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. 

 



 

Point of Sale Module December 2012  25 

 

 

Attendance Summary 

POS> Till> Attendance Summary 

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

 

 

 

1. Enter the From date and To date to Specify the date range that you wish to have the 

details of attendances displayed. 

2. Select include classes if you wish to have classes attendances included. 

3. Select  and the attendance summary will be displayed. 
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4. To export this summary select  

5. To view more details on the attendances for each type, highlight a Type and select 

  

 

  

6. To Export the more detailed view of Attendances select  

7. To go back to 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. 

 

 

 

1. In order to place a transaction on hold it must first be on the transaction line. 

2. Select Hold and the following screen will display. 

 

 

 

3. Enter a valid reason as to why you wish to place the transaction on hold and select OK. 

4. The Point of Sale screen will now clear in readiness for another transaction to be 

processed. 
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Retrieving a Held Transaction 

1. Select the Retrieve button. 

 

 

 

2. If more than one item is currently on hold a list of on hold transactions will appear as 

below, otherwise the held transaction will appear on the transaction 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. 
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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. 

 

 

 

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

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 transaction. 

1. Select what you wish to sell so it is in the transaction line. 

2. If you have created a function button of customer select this otherwise select the 

Function button and select Customer. 

 

 

 

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 till 

number. 
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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. 

 

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 transaction by the Id number by selecting   

  

2. Enter the transaction number and select Ok. 

Search via Till and Date Filter 

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

selecting  
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3. Select the transaction you want or. 

4. Select one of the following options to define your search. 

a. Number. 

b. Date/time. 

c. Description. 

d. Amount. 

e. Payment type 

5. Enter a description of what you want to search for and press the enter key any 

transaction with your description will appear. I.e. select payment type write credit and 

press the enter key and all transactions paid via credit will appear. 

 

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. 

 

 

 

2. Select Void. 

 

3. Enter a valid reason for why the void is been performed. 

4. Select ok and the transaction has now been voided. 
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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 transaction you wish to change the payment type use finding a previous 

transaction. 

 

 

 

2. Select Pay method. 

 

3. Remove the payment amount from the original payment box, then click in the box you 

wish to 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 transaction 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 transaction. 

 

 

 

2. Select Return/Refund. 

 

3. Highlight and remove any items that are not been returned 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. Then select ok.  If you are returning a Product, you will be asked if you wish for the items 

to be returned to stock. 

 

 

 

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. 

 

 

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 transaction you wish to add a customer to and use finding a previous 

transaction. 

 

 

2. Select Add. 
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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. 
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Appointments 

POS> Appointments 

 

You have the ability to set up numerous Appointment types, I.e. Fitness Assessments for the 

gym or Centre 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. 

 

 

 

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. 

 

 

 

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. 
 

 
 

Cancelling a booking 

1. Right click on a booking Select Delete Appointment. 

2. Select yes to confirm you wish to delete the 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 time 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 time 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. 
 

 

 

3. Then select book it. 

Vouchers 

Issuing a voucher 

The till must first be set up to allow for sale of voucher transaction 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 

Button or select  and then . 

 

 

 

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. 

 

 

 

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 

transaction. 

Total value: The total value the voucher. 

Redeemed 

amount: 

The amount that has been used. 

Unredeemed 

value: 

The amount that is remaining on the voucher. 
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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. 

 

 

 

2. Select Yes. 

3. The redeemed amount now changes to equal the amount of the total value of the 

voucher when it was first purchased. 
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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 time 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. 

 

 

 

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. 

 

 

 

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 at this stage. 
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5. Select OK and you are then prompted to finalise the transaction. 

 

 

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 to view a Lay-bys history, payments made, amount remaining. 

 

1. Enter in the lay-by number if known otherwise click on the search button  

 

 

 

 

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

  
 

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

 
 

2. Enter 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  to delete 

that line. 

 

 

 

Edit a Lay-by Payment Schedule 

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

automatic generated schedule. 

 

 

 

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 a item by selecting it and selecting the red cross on the far right of the line 
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Visit Passes 

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.  

 

 

 

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

following screen will appear. 

 

 

 

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

button  or click on NEW to create a new customer. 

 

3. Click on OK, You will then be redirected to POS to finalise the transaction. 
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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. If the customer has multiple visit passes you need to select the one you wish to view the 

details for. 

 

 

 

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 to. 

Comments Any comments on the visit pass. 

Sales person Who was the sales person. 
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Contract updates This will show you any changes that have been made to the visit 

pass. 

Number of visits  

Limit at sale This is the number of visits that the contract was sold with. 

Visits used Will show the amount of visits used. 

Total Extra Added Will show if any extra visits have been given. 

Visits remaining The amount of visits left. 

Add extra visits This is to add any extra visits. 

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

allow you to use extra visits against the customer. 

Pricing  

Price at sale How cost of the visit pass cost when sold. 

Current price The current price of the visit pass. 

Contract price The price the visit pass was sold for. 

Amount paid How much was paid on the visit pass. 

Amount owed 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. 

 

Visit History 

1. Select the show visit history button  

 



 

Point of Sale Module December 2012  53 

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 not been recorded at the POS they can be added via 

 

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

6. To print the visit history select  

 

Finding a Visit Pass by Contract Id 

POS> File> Find Visit Pass 

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

 

1. Enter the Contract 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. 

 

 

  



 

Point of Sale Module December 2012  54 

Selling a membership 

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

 

1. Select the membership you wish to sell. 

 

 

 

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

 button or click on NEW to create a new customer. 

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. 
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New Contract Details 

 

History: Shows the history of memberships held by the customer. 

Details:  Displays the details of the membership. 

Details  

Date Started: Defaults to the current day, but can be changed if required by 

selecting the D. 

Date Expired: 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 contracts. 

Reference: This field can be used for entering an internal reference. 

Sales Person: 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. 

Payment  

Payment Details: 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. 

CC/Bank Info: Allows the user to enter debit detail for Direct Debit 

memberships. 

Contract price: This is what will be charged on each debit date, If this is 

changed this will be the price the member is debited. 

Discount: If you wish for this member to have a discount, put in the 

percentage here or change the contract price. 

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

Joining Fee  

Join Fee: Shows the Join Fee if applicable allocated to the membership. 

Suspension Fee  

Suspension: Shows any suspension fees allocated to the membership, 

discount can be given here, if so a reason will need to be 

provided. 

Due Now  

Prorata: 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 

run: 

Tick this box to allow this first payment to be taken in the first 

direct debit run, so no money will be taken at time of sale. 

 
Used to setup a letter for issuing to a customer provided it has 

been setup as a template in the Administration Module. 

 
Used to issue a letter allocated in Setup Letter. 

 
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. 

 
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. 
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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. 

 

 

 

Details of priority in tracking 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 to 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 activate the customer for Web status and change their password. 

 

 

 

Common buttons 

 

Click on this if you wish to set up a letter to send to this Customer, 

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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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 this icon to save any changes made to this window. 

 

Click on this icon to delete this entry. 

 

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

 

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

 

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

 

To allocate a pre printed card for this Customer  

1. Select    
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2. Select Allocate Pre-Printed Cards. 

 

 

 

3. Scan the card, and then select allocate card. 

4. Then select close you will now see the card is against this customer. 

 

 

 

5. To remove that card from the customer, highlight the card and select the Red Cross or 

the far right of the line or select Expire Card. 
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To email a Customer from the Customer Screen 

1. Select Mail next to the desired email address 

 

 

 

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. 
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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 printed on student roles, so for privacy 

reasons. 

1. Select Add new. 

 

 

 

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. To remove 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. 
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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. 

 

 
 

To attach a document to a customer 

1. Select add 

2. Find the file you wish to attach and select open. 

 

 
 

3. Write in the description of the document and select ok. 

4. It will now show as a document. 
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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. 

 

 

 

Sales History Tab 

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

POS> Customers> Customer Marketing Details 

 

This button allows you to view current customers marketing details, from their distance living 

from the centre, 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. 
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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. 

 

 

 

Contact Tab 

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

 

 

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.  

 

 

 

Comments Tab 

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

 

 

 

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   
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2. Select either Client or Customer. 

 

 

 

3. To select 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. 

 

 

 

 
When ticked will show all invoices, including those that have 

already been paid for. 
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Will unissue an issued invoice. See unissuing an invoice for further 

information. 

 
Will detail the transaction component of an invoice including 

the transaction ID. See invoice maintenance. 

 
Will display details of any payments have been made 

(credited) against the outstanding account. See viewing credit 

information for more information. 

 
Will issue an invoice only if an invoice has not been issued 

previously.  If an invoice has been printed previously then select 

View Invoice and Reprint. 

 

Issuing an Invoice 

There are two options 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 

to issue an invoice. 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.  

 

 

2. Select the invoice you wish to issue and then select Issue. 
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3. Enter the due date this is 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. Enter the 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 tick

 

7. If a client 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 transaction 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. 

 

1. Select the Template model, either Client or Customer. 

2. Enter the date you wish to see unissued invoices up till, this is the Invoice line up to. 

3. Enter the Due date for the payment. 

4. Select the invoice template from the drop down box. 

5. 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. 

 

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. 
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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. 

 

 

 

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. 
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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. 

 

 

 

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

 

 

 

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. 
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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 ID 

and password. 

To create the message there are three basic requirements 

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

 The subject  

 The message itself 

Messages > Customer > New Message 

POS > Messages > Customer > New Message 
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Customer Use the  search button search for a customer or type in 

the customer number 

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

derived from the staff member who is currently logged into 

Links 

Subject Using the  drop down button select from common 

subjects (inclusive of message) that have previously been 

saved. Alternatively type in a new subject description 

Message Importance Flag this box to designate that the message has a high 

importance. (Optional) 

Message Expiry Date Type in an expiry date for the message if required. 

(Optional) 

Message  Box Type in the message 

 
Press this button to post the message 

 

Master Common 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 

 

Email Message Options 

Current Internal 

Message 

Flag this option if the (internal) message created is also going 

to be e-mailed to the customer. 

Standard Email 

Message 

Flag this option if a different e-mail message is to be e-mailed 

to the customer whilst still 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 setting 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 

 

 

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. 

 

Customer Use the  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 

 
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. 

 

 
Press the Select button to open the following screen 

 

Type Customer ID or 

select 
Use the  search button search for a customer or type in 

the customer number. More than 1 customer can be 

selected 



 

Point of Sale Module December 2012  82 

 
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. 

Select Customer’s Group 
Using the  drop down button select from 3 main 

contract groups; Memberships, Visit Passes and Students 

Select Category If you have selected a customer group, it is possible to 

further narrow the selection through selecting by category. 

Using the  drop down button, select from the categories 

that relate to the chosen group 

Select Type If you have selected a category, it is possible to further 

narrow the selection through selecting by type. Using the 

 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. 
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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. 

 

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 

 
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. 

 

Staff Member 
Use the  to search and select staff members. Alternatively, 

type in the staff ID and separate multiple ID’s by the ; symbol 

Staff Role 
Use the  to search and select from a list of Staff Roles. Any 

staff member that is allocated to this role will receive the 

message 

 
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 

 

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. 
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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. 

 

 

 

1. Enter 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. 

  



 

Point of Sale Module December 2012  88 

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 troubleshooting guide to assess the reasons a membership may have 

‘access denied’ when attempting to use centre 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 

 

2. Add the Turnstile/Gate to the visits list 

 

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

RFID: 

Message Member has had a message placed on their account. Ensure 

to click the ‘ALL’ button when viewing customer messages. 

Could not find a 

valid reason for 

visit 

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, or is actively on 

suspension. 

There is no current 

contract 

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, or is actively on 

suspension. 

No reason found 

for entrance 

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, or is actively on 

suspension. 

Entry Point not A 

central entrance 

point 

Patron bypassed central turnstile entrance point. All patrons 

must enter via turnstile or gate, in order to gain access to 

further facilities. 

Entry is not 

permitted at this 

Location 

Member is attempting to use an access point that their 

contract does not allow. 

The customer has 

amount $xx.xx 

overdue for the 

Membership 

Contract(s) 

Member currently owes money against their contract 

Reasons: 

-Incorrect pro-rata adjustment at Contract commencement 

-Debit Rejection 

Double Swipe 

within xx seconds. 

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 00XX0XX0 

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

Customer ID 

Visit Pass has no 

remaining visits 

Member has used all available visits on current visit pass  

Member Visit Out 

of hours 

Member has off peak membership and is attempting to visit 

outside membership hours  

Barcode 

Bad read Patron is attempting to scan a ‘single visit’ barcode that is 

physically damaged and cannot be read by a scanner. 

Unknown card or 

person 00XX0XX0 

Patron has purchased a ‘single visit’ and is attempting to use 

the barcode multiple times at an entrance point.   

     

 

 

 

 


