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1 Reception Till and Bookings 

Pre-Configuration
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Reception Till and Bookings - Pre Configuration Your Site Configuration

Scope for Entry Point Checks – This allows customers from a site or group of sites to 

swipe an attendance to those sites only.  It prevents members outside that site or group of 

sites entering the site. By default this is ALL site groups. 

Card ID Created When Adding Member - If set to No this allows the manual assigning of 

card IDs to members. By default, it is Yes and would be left as so if sites were printing 

their own cards via a card printer.

Membership Card Lines – If configured allows information to be printed onto membership 

cards through a card printer

Scope for Duplicate Member Checks – This allows restriction of the duplicate members 

checking screen to be site group specific. By default this is ALL.
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Reception Till and Bookings - Pre Configuration Your Site Configuration

Mugshot Full Screen Display Time (seconds) - If an entry point is configured to Display Full Screen Mugshot Image When Swiping the mugshot will be displayed for 

a set period. By default, this is 5 seconds. The mugshot displayed will time out after this period, but can be manually cancelled by the user.

Duplicate Receipts For Refund - This will give 2 receipts when performing a refund from the Reception screen

POS Readings By Payment Method - This only works in conjunction with payment methods that are configured to allow a counted total. When performing POS 

readings, a Counted Totals tab is available in which to key the amounts taken by each payment method.

POS Readings Force Counted Total - This only works in conjunction with POS Readings By Payment Method. It will force the user to key in the counted totals by 

payment method.

POS Shift Variance Allowed - This is the amount by which the user's money can vary from the recorded money before the system shows an unacceptable variance

Receipt Produced For No Sale – This will will print a receipt when the user selects No Sale on the POS

Receipt Produced For Zero Amount Transactions - This will print a receipt where the sale total is zero.
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Reception Till and Bookings - Pre Configuration Your Site Configuration

Access Levels – User Groups will be needed to give Receptionists access to functions 

within the system

Attendance - This controls the ability to view and record attendance. It is only visible if 

the Swipe (Attendance) module is invoked.

Bookings - This controls all aspects of bookings. It is only visible if the Bookings module is 

invoked.
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Reception Till and Bookings - Pre Configuration Your Site Configuration

Bookings Activity Group - Each activity group for the current site is listed. The user can 

only access an activity/reservation if it belongs to an activity group whose access is on. It is 

only visible if the Bookings module is invoked.

Correspondence - This controls all aspects of correspondence.

Members - This controls access to various options within the Members and Prospects 

screens, either from the toolbar, or from the Options menu. Some of these access levels 

also control options within the Reception screen.

POS - This controls various aspects of POS functionality. It is only relevant if the Till (POS) 

module is invoked.

POS Readings - This controls access to POS Readings. It is only visible if the Till (POS) 

module is invoked.

Reception - This controls access to various options within the Reception screen.
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Reception Till and Bookings - Pre Configuration Your Site Configuration

My Computer – Point of Sale - This Tab controls various settings for controlling POS on this 

PC.

Printer settings – This specifies which printer to print to.

Printer Font – This specifies the type and size of the font to be used on the receipts at 

Point of Sale.

Default Till – Select the till that will show when the Point of Sale is opened. NOTE: Changing 

the Site will not change the Till in this setting.

Receipt Layout – Select the Receipt Layout that will show when a receipt is printed.

Close POS After Sale – This will close the Till after the monies have been paid
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Reception Till and Bookings - Pre Configuration Your Site Configuration

Entry Points – The Reception and Booking Sheet Entry Points need to be configured

Entry Point Settings:-

Display Reception when swiping – This will show the Reception Screen when 

recording a swipe for a customer

Display POS when Swiping – This will show the POS screen when recording a swipe 

for the customer

Display Full Screen Mugshot Image When Swiping – This will show the picture of the 

customer with their First and Last Name when recording a swipe for the customer

Record Attendance – This will record an attendance for reporting purposes

Duplicate Swipe - Every swipe will record an attendance even if the same 

membership card is swiped consecutively unless a duration is set
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Reception Till and Bookings - Pre Configuration Your Site Configuration

Permitted Subscription Types – If a customer has an in date subscription that is listed in 

this screen the customer will be allowed access (normally configured on a door or 

turnstile)

Permitted Resource Bookings – If a customer has a booking on an area that is listed in 

this screen the customer will be allowed access (normally configured on a door or 

turnstile)

Permitted Sites – If a customer belongs to a site that is added in this screen access will 

be allowed

Infringement Responses – There are 3 responses for the situations listed

•Allow Entry – This will allow the customer access

•Allow Entry , Charge Infringement Price Level – This will allow the customer 

access but charge the Infringement price when charging monies

•Deny Entry – This will deny the customer access
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Reception Till and Bookings - Pre Configuration Your Site Configuration

Tills

The Tills need to be created with all the relevant buttons on them
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Reception Till and Bookings - Pre Configuration Your Site Configuration

Receipt Layout

This needs to be configured.

NOTE: Having the Name on the Receipt looks at the name added in Configuration > 

System > Users
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Reception Till and Bookings - Pre Configuration Your Site Configuration

Allow Counted Total – When using ‘POS Readings by Payment Method’ each payment 

method to be shown in the ‘Counted Totals’ list will need to have ‘Allow Counted Total’

ticked

Payment Method – Allow Counted Total

POS Readings by Payment Method – Yes

Terminal Reading – Counted Totals
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Reception Till and Bookings - Pre Configuration Your Site Configuration

Membership Wizard – Prospect to Member Wizard

•Change Status

•Change Price Level

•Add Subscription

•Add Office Message

NOTE: Steps must be added in the applicable order.


