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Reception Till and Bookings - Pre

|C0nfiguratian Window Help

General My Computer... %

Entry Paoinks. ..

Site Groups. ..

’
Membership 3
Financial L3 Users...
Bookings 3
Configure Favourite Reports Sites...
Imnport...

Script Definet.. .

User Groups. ..

Chrl4+L

Support Data Capture..,
Transfer Live To Training...

[} ] System Configuration

File  Edit
|| =R
Module Walue =
[l Members
Allow Re-Allocation of Member Card 1Ds Mo
Card ID Created */hen Adding Member Mo
Find tembers Per Character es
tembership Card Line 1 Mame [full] _I
Membership Card Line 2 Blank
Membership Card Line 3 Blank
Membership Card Line 4 Blank
Membership Card Line 5 tMember D
Membership Card Picture No

Membership Card Repoit Mame

MemberCard.ipt

Profile for M embers Screen

STAND

Profile for Quick Add Scresn STAND
Referred By User Field 2
Scope for Duplicate Member Checks ALL
Shaw Priority Subscription Yes

Modules
e

Configuration
' e onfiguratio
File Edit
Hl= 3
Iodule 4| Walueg
£l Attendance
Card ID' Swipe Size 0
Card ID Swipe Start Position 0
Digplay User Fields on Swipe Mo
Scope for Entry Point Checks ALL
Bookings
s St RN . o gt o o
(] System Configuration
File Edit
LA
Module 7 | Valug
Altendance
=l Bookings
Bookings Free Search Period [minutes] 120
Bookings Sheet Dpening Period [days) 365
Bookings Sheet Refresh Period [seconds] EO
Check Infingements for Hosted Reservations at Sta... | Yes
Class Free Search Period [minutes] 120
Date Last Dishonour Process Fun 23/02/2008
[rate Last Mo-Shows Report Run 23/02/2008
Dishonaour at Start of Day Ma
Entry Paint for Checking when Paying WEBODE
Reservation Forward Booking Period [days) 365
‘Warn of Bookings on Same D ale ‘Yes

Configuration Defaults

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.

Your Site Configuration
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Reception Till and Bookings - Pre Configuration

|Configurat\on Window  Help

General

Membership

Financial

Bookings

Configure Favourite Reports

»
»
»
»
»

File  Edit

E (A

My Camputer, .. %

Entry Poinks,..

Users..., Crl+U
User Groups...

Sites...

Site Groups...

Impork...

Script Definer...

Support Data Capture.. .

Transfer Live To Training...

. System Configuration
File Edit

E (ALY

Fodule:

-

Walue

Modules

=] Mugshot

Mugzhot Full Deny Enty Prompt

Pleasze Go To Reception

Mugshot Full Screen Display Time [seconds] 2

Next IDs/References

V1.0

todule “

Walue

Online Authorization

= POS

Dplicate Receipts For Refund

Mo

POS Readings By Payment Method

‘es

POS Readings Force Counted Total

es

POS Shift Wariance Allowed

E0.00

Print Ausiliam Tab Confirmations

Mo

Print Tab Confirmations

Mo

Receipt Printer Font Size

Standard

Receipt Produced For No Sale

Mo

Receipt Produced For Zero dmount Transactions

es

Second Language for Receipts

Mine:

Repoits
Tl

o

Your Site Configuration

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.

GA304-1

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.
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| Configuration ‘Window Help
Configuration, ..
General » My Compul
Membership 3 Enkry Poinks...
Financial b Users..,
Bookings 3
Configure Favourite Reports Sites...
- | sie Eroup:
Import. ..

B user Groups

Script Definer...
Support Data Capture.. .

Transfer Li

ker...

Chrl+U

S0ie

ve To Training. ..

}

& user Groups

General Details — Access Levels

File Edit
Aoz H IR
Search for 1D Search for Description
I I Fird et |
1] Description
DS Duty Managers
[GF Membership Advisors
RECL1 | Reception Levej
B user Groups
» RECLZ |Reception Leve] sy
i General Details | Arcess Levels
STAND | Standard
18]
STSTM | Spstems Manag RECL2
e Deseription [ Rieception Level 2

Recard Mon-Member Attendance

‘/ Record Member Attendance

ad) Bank Accou

B User Groups

General Detals  Access Levels |

=5

Add Extra Cards

‘/Euok
v/ Cancel Bookes
‘/ Enquiry
‘/ Exception - &dd
7

Ewception - &dd Schedule

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.

Your Site Configuration
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& user Groups

& user Groups

B User Groups

General Details  Access Levels |

— ? Swirm Leszon Improvers Mw/SLIMP]

General Detalls ~ Access Levels | General Detalls  Access Leve\s

=)

Chaose 1D

F L C Badminton [FBAD] Document Delete

Swimn Lesson Advanced [WSLADY) Document Madify

Modify Current Site

-
‘f/ModifyMySiles
7

Docurmnent New

Swirn Lesson Beginners (WSLBEG] J
- V/ Mai Merge
— ‘/ Madify Other Sites

Swim Lesson Intermediate f/SLINT) Mote Delete

Swim Lesson Fookis L/ G [WSLRKL) Nate Modity Modify Frice Level

' 0 W Aside I L odif

B User Groups 'n T B & user, Groups

General Detals  Access Levels |

oY)

7
o o

7

7

i

General Details  Access Levels | General Details — Access Levels |

=)

Perfarm For Another

‘/ Change Price Level

‘/' Ldjust Mumeric Uszer Fields

Change Time Band Refund

Shift

Delete Transactions
Show variance Wiew

Terminal

Maon-Configured Cashless Account Payment

Override Gender Restictions

CCCLN

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.

Your Site Configuration
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|Configurat\on Window  Help

Syste 3 Configuration...
General +
Membership 3 Entry Poinks...
Financial b Users.. Cr+l
Bookings 3 User Groups...
Configure Favourite Reports Sites...
Site Groups...
Impork...

Script Definer...
Support Data Capture.. .
Transfer Live To Training...

] My Computer E|
Qenalall LCommunication Ports i| Point OF Sale | Hardware | E-tail Spstem |

Primary Frinter INnne j
Primary Printer Font I | Prmary Printer Font Size I vl Test Print
Auxiliary Printer INDne j
Auxiliary Printer Fant I | Auxiliary Printer Font Size I vl Test Print
Ticket Printer INone j
‘w/ristband Printer INone j
Dfault il JoBT =l OlaRecspilapo T |
Receipt Layout F;:"STAND _I
T ab Confirmation Layout | _I
Close POS After Sale v

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

Your Site Configuration
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uration

[ ] Entry Points

|Configurat\on Window  Help

General
Membership
Financial

Bookings

Configure Favourite

Configuration...
My Camputer, ..

Pemitted Sites | Infingement Responzes | Hardware |
General Details | More Details | Permitted Subscription vaasl Permitted Besource Bookings

LR ~

(] Entry Points
File Edit

Users... Chrl+U In] "wRECP
W e Description b O R i
Repaorts Sites... IW eceplian
Site Groups... > Site WO _I
Impart... E quipment Location _I

Script Definer...
Support Data Capture.. .
Transfer Live To Training...

¥ Display Reception When Swiping
¥ Display POS When Swiping
¥ Display Full Screen Mugshat Image when Swiping

[ lanare Infingements:
[ Record Attendance
[~ | Esit Paint:

i ettty
4 = :
m ‘ J | | M | = & ] Entry Points
Ifliearch [ 19 ISearch [ (DS HET Peimitted Sites I Infiingement Responzes | Hardware |
General Detail:  More Details | Permitted Subscription Llpasl Permitted Besource Bookings |
D Description l Bt Gl
» BOOKS | H O Bookings Sheet  EEEE—
Duration 15 [Seconds]
FBOOK | F L CBookings Sheet
[~ Apply To All Entry Points
FRECF |FL CReception [~ Open Doors For Duplicate Swipes
RECPT |HOD Reception 4
WBOOK [ 0 W Bockings Sheel [ Bookings Grace Period .
Entiy Duration dinutes]
WRECP | w 0 W Reception v 0 ! !
g W E+it Duration ] [Minutes]

Your Site Configuration

& Entry Poinkts

Permitted Sitez | Infringement Responges | Hardware |

1D I
Dezcription |
Site | ]
Equipment Location | J

¥ Dizplay Reception '#hen Swiping
[+ Display POS *#/hen Swiping

[~ lgnore Infringements
[¥ Record Attendance
[~ Exit Faint

General Details | More Detailsl Permitted Subscription L,Jpesl Permitted Besource Bookings |

[ Display Full Screen Mugshat Image ‘When Swiping

GA304-1

Save I

LCancel

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

NOTES:
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Reception Till and Bookings - Pre Configuration Your Site Configuration
8 eotry points @ Entry Points ®
Permitted Sites | Infringement Responzes | dware | General Details | Maore D etail | Permitted Subscription Types [ Permitted Besource Bookings
General Details | More Details | Permitted Subscription Types | Permitted Resource Bookings | Permitted Sites | Infringement Responses | Hardware | General Details | More Details | Permitted Subseription Types | Permitted Resource Bookings
[ subseription Type 10| Desoription | Diescription Response Pemmitted Sites Infringement R esponzes | Hardware: |
» Unpaid Sales Allow Entry 2
ot -
.| Frimary/Link Unpaid 5ales Allows Entry D ESC.IIDL'IDI"I - R S
Urpaid Salez lnvaices Allow Entry
Permitted Sites | Infringement Responses | Hardware | Office Messages Allowe Entry P[ima[_'r""lLink Unpaid Sales Bl EI"I[I_','
i i ipt  Pemilted B Bookings ;
General Detallsl More Dalal\sl Permitted Subscription Tvpes ; Permitted Resource Bookings Ho Pemited Subserpfion ElowEnity o v i c
I Resourcs 1D | FResouice Description I 106 Messages v Entry
hle ¢ Cobe Doiet © ki T h |
r~ Sound Fil -
Feception Messages Allow Entry
Allow Eritry |
Infringement Price Lewel " —
I Mo Permitted Subscription Allow Entry
Dery Ertry |
(] Entry Points Booking Ending . ik il
hlo b D aben Dok ©k, ¥ Uess D onl
General Details | More Delailsl Permitted Subscription Tupes [ Pemitted Besource Bookings — Sound Files
L
Permitted Sites | Infringement Responses
Allow Entry | I
Svipe Tope Versesrroae 2] e _ ,
) ) Infringement Price Level | I
Swipe Reader Prefix o hd General Details | More Delallsl Pemitted Subscription Types [ Pemmitted Resource Bookings
P - | PermitedStes | Infingement Resgonses | Harvare | Deny Entry | |
Site [D Site D 1 H H I
Dooman Code Mo Daar - Slave Number B | EEREE | Baooking Ending I
Door Open Time (Secs)
L., B

Save I LCancel

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) NOTES:
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

eAllow 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

V1.0
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|Configuration Window Help

System »
General 3
Membership 3

-

Bookings EFT Credit Card Yalidation
Zonfigure Favourite Reports Sites Bank Accounts
= SiehAccounks
Payment Methods. ..
Payment Method Groups...
Tax Codes...
Price Levels...
Financial Periods. ..
Products
Subscriptions
Time Bands

M

File  Edit

Receipt Layouts,,
Ticket Layouts. ..

M A= (Alak

Search for ID Search for Description

| | Fredbiest |
1D Description ;I

WALT | Activities Till

WEKPOD | Booking Pool Till

WCLAS | Class Till

Main Till

General Details

In]

Description |

Site Group B _|
[V Display Short Cut Keys
[~ SethsDefaul
- Payment Method
Payment Method Loakup
Payment Amount
Till
Till Lookup:
[Er st
Product Lookup
Product Recipe
Product Recipe Lookup

Gieneral Details ;| Buttons |

Usage Subscription
Subscription Search
Raoll Subscripkion
Price Level

Price Level Lookup
Time Band

Time Band Lookup

3 J
Product Group
] ¥ Activity | Reseryvation
. Activity) Reservation Laokup
C L Activity | Reservation Group
Activity | Reservation Group Lookup
D M Class Book & Pay
4 Subscription Type
E N Subscription Type Lookup

Foreground Color
Background colar

Clase:

Tills

The Tills need to be created with all the relevant buttons on them

Your Site Configuration

General Detals

A J 5
B K. T
[ L u
D M W
E M W
F 1] b
G P [
H 0 H
I R
Save LCancel
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|Configuration Window Help

System »
General 3
Membership 3
Bookings 3 EFT Credit Card Yalidation

Zonfigure Favourite Reports Sites Bank Accounts

Sike Accounts

Payment Methods. ..
Payment Method Groups...
Tax Codes...

Price Levels...

Financial Periods. ..
Products

Subscriptions

Time Bands

Tills...

Ticket Layouts. .. !g

& Receipt Layouts
File Edit

M asx|Bak
Search for ID Search for Description

D D escription
p |FETAND |FLC Standard

Find ezt

STAND | Standard

WETAMD |/ 0 W Standard

] Receipt Layout

General Details | More Dela\lsl

o [/STEND

Deseription [\ 0 % Standard

Eitmap | _I

Header Text CTUE
Tax Mumber : @123 4567 5912
Telephone : 1254 123458

Footer Text Thank wou for wour uisit
[~ SetésDefaut [ SetAs OLA Default

Save | Cancel |

(] Receipt Layout
General Details |

Hide Tax Totals

User Detail

®]

r
1D, rame =l
Member iser Fields
[Wone =l
[Wone =l

Save | Cancel |

Your Site Configuration

-] Receipt Layouk

General Details | More Detailsl

Footer Test

[~ SetisDefault [~ Se

D |

Dezcription |

Bitraap | J
Header Text

] Receipt Layouk

General Details

Hide Tax Total: [~
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Save

Receipt Layout

This needs to be configured.

System > Users

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

User Detai [iD. Name [
Member Lser Fields
[Nore =]
{Wore =l

Save

Cancel
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(] Payment Methods

Online Autharisatio

Microz Mapping

¥ Raw Currency [Cash)
[w Dpen POS Cash Drawk
[~ Produce Duplicate Rei
[~ Prirt Signature stip o
[~ Print Cheque Audit Infd
¥ | fvand Loyl Points
[~ Restict Split Tender
[~ Mo Barked Income

[v Allow Counted Tatal
EFT System

(] System Configuration

File Edit
w2
|
tadule Walug
Online Authorization I
= POS
Dplicate Receipts For Refund No l
POS Readings By Payment Method Yes
POS Readings Force Counted Total Tes ‘
POS Shift Wariance Allowed £0.00
Print Auxiliam Tab Confirmations No
Print Tab Confimnations Mo ’
Receipt Printer Font Size Standard
Receipt Produced For No Sale Na
Receipt Produced For Zero Amount Transactions Tes
Second Language for Receipts Nane

& Terminal Reading

Counted Totals | Preview |

FCID

—

Counted Total

Reference

Print Payment Details
Print S ales Details

Print Cost Centre Details
Print Department Details
Print Product D etails
Print Cashless Summary

Include Trarsactions Fram Office PCs

i i S S S S i |

Include Transactions Fram Office PCs Only

-

Show Readings

-

& Terminal Reading

Optos | Courted Totas | 1= |

Payment Method Counted Tatal
Cash £0.00
Cheque £0.00

Debit/ Credit Card £0.00

ticked

Payment Method - Allow Counted Total
POS Readings by Payment Method - Yes

Terminal Reading - Counted Totals

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’

Your Site Configuration

& Payment Methods

ticroz Mapping

EFT Spstem

v Faw Currency [Cazh)
[¥ Open POS Cash Drawer

[~ Produce Duplicate Receipt

[ Print Signature stip on Beceipt
[~ PFrint Cheque Audit [nformation

™| fwward Layalty Paints
[~ Restrict Split Tender

[~ Mon Banked Income
[~ Allow Counted Total

INu:une

Save
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|Configuration Window Help

System » |
General 3
Membership » Lost Cards,..
Financial b Posteodes...
Bookings (3 GQuestionnaires...
Configure Favourite Reports Statuses...
- Ties..
User Fields...

Screen Profile:

Membership Steps...

Membership &

| Membership Wizard Groups. ..

General Details | 5 _tepsl

D [mPrsD |

Description |Prasp Ta Member D D

WieadBroup .| [admiristation =] [eDmm =
Intioduction

Flease be aware that money is taken during this process
and this cannot be stopped once undertaken

FPLEASE ENSURE THAT THE CUSTOMER HAS
FUNDS AVAILABLE

l

B Membership Wizards

File  Edit

Hl| 4w x |5

Search for Description Search for It

| Find [ewt

Diescription Lo} -

{ = Administration ADMIN
Add Child Ta Swim Lesson Waiting List SLwL
Lapsed Member LAPSE
Member Information MEMIN
Frosp To Member Cash WMPRSC
Frosp To Member D D MPRSD

Conclusion

Please ensure that the DD Mandate is
fully completed and is signed.

Pass the Mandate to Office In Tray

B Membership Wizards (3]

Save Lancel

(] Membership Wizards

General Detalls | Steps

[ [Step o | Desciption D
> |1 Status To Cunent STCUR

2 Price Lev To Member Adult PL b,
3 Add D D Sub SADD
4 Pros To Membr -Office Mes MPRS4

Your Site Configuration

8 Membership Wizards
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® |

«Change Status
«Change Price Level
«Add Subscription
+Add Office Message

Membership Wizard - Prospect to Member Wizard

NOTE: Steps must be added in the applicable order.

General Details Sgepsl
1D ||
Description |
Wizard Group _I I j I j
Introduction
Concluzion
Save LCancel
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