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User Guide Overview

ThisNeptuneUser Guidexplains the functionality of the Point olg (POSand Camping Moduland covers
the followingtopics:

«  POSApplication
Customeiinformation
Map andDate Basedilatrix Views

« CampingReservation

Page6
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Field POSOperations

Browser -based Application

Neptuneis now browsetbased. lis accessed viaURL by using web browsessuch agssoogle Chrome and
Internet Explorer US eDirect highlgncourages the use @oogleChromefor best results.

Page7
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Logging on to Recreation Dynamics

Your User ID and Password will be assigned by your Park Mafadegon to the POSpplication a URL will be
provided for you to access via Google Chrome. A logodomirwill appear. Enter both a User ID and a Password

in the designated field8E SURE THE CORRECT STORE GETS 3B Elickia on the gear icon, you can
further select the register that you must logon to.

ﬂ Recreation
Dynamics

v10.24.0

adavies

Change Password

Bogart Park L

Store Selector

Bogart Park

Register Number 1

Download Peripheral Dynamics Installer

Pages
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In the eventhat anincorrectUserID and/or an incorrect Password is entered, the following message will
appear:

The user name or password provided is incorrect

ﬂ Recreation
Dynamics

v10.24.0

adavies
password
Login
Change Password

Bogart Park e ]

Please check for any typographical errors in the entry of the User ID or Password. Your User ID is not case
sensitive but youPassword is cassensitive

If you are still uable to continue, please contact your Park Manager who has access to your user credentials
including your current User ID and Password.

Once thidnitializationhas completed, thepplicationwill open up to tke default screen as shown below:

[T ——
‘Cashier Name: US eDirect Admin Version:9.5.0.6

H‘E @ ® % Description UnitPrice  Qty Total  »

CAMPING
Thers are no tems in the shopping cart.

RESERVATIONS
REVENUE

SHELTERS

SubTotal:  $0.00
Tax: $0.00
Grand Total:  $0.00

= e

Paged
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Entering Op ening Amounts

At the start of every shift, provided that the previous user has closed out in the required fashi@ppheation
will promptyouto enter the Opening Aounts, by opening the following window upérgon It is critical that
the previous slit was closed vidlind Closeoutor this window to open up correctly. Please ensyoel follow
the steps forBlind Closeoushown later in this section.

Recreation Dynamics

No batch is open currently. Are you

sure you want to open new batch?

You mayalsoaccess the different Batch functions by selecting the Batch button whileeiMerchandise or
Activitymodulesand selecting Enter Opening Amounts.

Batch Number: 4

Enter Opening Amounts
Sub Total: 50.00 4
Tax. $0.00 Enter Closing Amounts
Grand Total: $0.00

Generate X Report
£ i e

s

T ® = e

nal Open Discount Viaid
Dirawer

nul

B

Enter your opening Cash total arsglectOK.
—

Opening Amounts

Enter Opening Amounts

0/
=]
=]

Cash

Cash Calculator

Pagel0
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Or, you may choose to use the Cash Calculator to calculate the total cash:

Opening Amounts

Enter Opening Amounts

Cash | & e

Cash Calculator

In the exampldoelow, the user is calculating that their openiagounts are200 pennies, 80 nickels, 100 dimes,
80 quarters, 24 dollars, four fives and two teargl theapplicationis calculating the total as $0M0.This
procedure will allow you to enter the total amount of each caid/or bill type into the field assisting in
minimizing manual calculation erroi®nce you select OK, you may begin your shift.

Cash Calculator

Amount

Pennies $2.00
Mickels 0 54.00
Dimes 100 $10.00
Quarters &0 §20.00
Half Dollars 50.00
Dollars 4 §24.00
Fives $20.00
Tens $20.00
Twenties 50.00
Fifties $0.00

Hundreds 50,00

$100.00

Pagell
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Entering Blind Closeouts

To perform aBlind Closeoytselect the Merchandise or Activitgodulefrom the main screeandselectthe
Batch button in the lever right-hand corner of the screen.

Sub Total: 50.00
Tax: $0.00
Grand Total: $0.00

Credit Card — () Tender Cart

-
> ® i o -
nal _Due'l Dimcount Waid Dﬁ

Drawer

From the Batch drogownlist, selecBlind Closeout

Batch Number: 4

Enter Opening Amounts
Enter Closing Amounts
Generate X Report

Blind Closeout

| EmerOpeing s

JEEC——

==
!

Pagel2
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SelectingBlind Closeouwill bring up the following windown the left

Closing Amounts cash Calculator

Amounts Comment: - Amount

Travelers 50.00 Pennies s2.00
Check

Nickels 0
DebitCard 50.00 sat0
Dimes 100 §10.00
Cash 50.00
Quarters 30 $20.00
Check
Half Dollars 50.00
Visa
Dollars 24 §24.00
MasterCard )
Fives §20.00

Discover Tens §20.00

Gift Card Twenties $0.00

Finance- Fifties $0.00

Refund Check

Rain Check Hundreds $0.00

§100.00

CASH CALCULATOR @

Theapplicationwill pre-ill the Credi Card and other tender totals. Youill needto enter the closing totals for
both Cash and Checks with the Opening Amounts, you may choose to streamline the process by using the
Cash Calculator. Thpsocedurewill allow you to enter theaotal amount of each coin and/dsill type into the

field, assisting in minimizing manual calculation errors.

Oncethe totals have been entered, select OK to bgmincessing othe Blind Closeout

After a few seconds, the following window will appear, notifyog of a successful closeout. You will then be
returned to the logon screen.

Blind Closeout Successful!

MNow that you have performed a blind closeout, the total amount of
currency in the cash drawer must be counted for the new batch.

On the next screen, you will be prompted to enter the opening amount
from the cash in your new drawer.

Click 'Ok’ 1o enter opening amounts for the new batch.

If it is the end of the day, you may either choose to close down the computer regissenply ignore theodgon
screen until thefollowingday when the next shift start&:or midday shift changes, you may logon to the
applicaion andwill be prompted to enteyour Opening Amount$o begina brand-new Batch.

Pagel3
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Completing a Deposit

To do a deposit, you must go to Finance>Deposit>Manage Batches first. From here you can find the batches
that are still open or have been blind skxd.

Store: Mayflower Register id: 3 Cashier Name: US eirect Admin Version: 10.2.4.0

DEPOSIT / MANAGE BATCHES
ATy
e e Batch Status Register Opening Date Time Closing Date Time Opening Total Closing Total ‘Over / Short
4 Blind Closed 1 10/8/2017 7:16:31 AM 10/19/2017 406:48 PM $200.00 520500 (810,00)
] Blind Closed 1 10/21/2017 11:35:33 AM 11172017 9:54.17 AM $200.00 §570.79 (54.014.22)
9 Blind Closed 1 11/1/2017 9:55:51 AM 11/4/2017 12:09:56 PM $200.00 872050 $125.00
CONFIGURATION < 10 Blind Closed 1 11/5/2017 7.52:29 AM 11/8/2017 11:17:27 AM $200.00 5$265.00 ($1.,872.00)
ACCOUNT INVOICES mn Blind Closed 1 11/9/2017 7:20:45 AM 11/19/2017 9:48:44 AM $200.00 $342.00 ($328.00)
12 Blind Closed 1 T1/19/2017 10:31:15 AM 1/10/2018 11:16:28 AM $200.00 $100.00 ($253.00)
15 Open 3 2/6/2018 B:39:43 AM 1/1/1500 12:00-00 AM sa.00 s0.00 $0.00

From here, find the batches that you would like to add to your deposit. Please note that you can only add a
ol GOK GKIFIG KFra o06SSy W.fAYyR /f28SRQ (2 I RSLRA&AAGOD
closing amounts, and generata X report. Once you generate the Z report however, the batch will no longer be
available for editing, and you are accepting the amounts as is.

F

Batch Report

Batch Number 14

Enter Opening Amounts

———————————————————

Enter Closing Amounts
Generate X Report

Generate Z Report

hyOS @2dz Ot A0l 2y WDSYSNIGS » N
y2 f2y3aSN) aK2g dzLJ Ay Walyl3asS .|
under Finance>Deposit>Manage Batches

[e-N bj)
o -
N
o &
0
8 M
o >
C: =h
x ~h
>

Q¢ QX

mw 2
N Cn
oY

M &
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DEPOSIT / MANAGE DEPOSIT SLIPS

Deposit Information

Enter Deposit # Confirm Depasit &

MANAGE BATCHES Batch Date Register

Grand Total 50.00

Recreation
i€ Dynamics

Merchandise acill acuviy Admin Finance
Store Informati hayflor
1980 Colorado River RoadBlythe, Ca 92225
760) 922-4665

Batches in this Deposit

Comments

Batch Date Register

Certification

50.00
$0.00

On this page, you may see a number of closed batches that have had the Z report generated. You can now
choose which batch or batches you would like to be part of this deposit. At the top, you must enter a unique
twelve 12-digit (numeric only)Deposit number, and type it in again to confirm.

Suggested Deposit Number Format:

« Date of Deposit + last 4digits of bahag numbe MMDDYYYY (8 digits) + last 4 digits of bank deposit

bag

+ Date of Deposit + TimeMMDDYYYY (8 digits) + 04:15 PM = 031320170413 digits

Deposit Information
Enter Deposit #*

¢KSy @&2dz OFry KAIKEAIKG
include this batch in this deposit.

Refres
CIasedEah:hes‘ fresh ‘

Batch Date Register Comment ts.

3 10/19/2017 4:25:08 PM 1 b D
5 10/31/2017 1:09:41 PM 1

6 10/31/2017 1:09:50 PM 1

7 10/31/2017 1:10:29 PM 1

,2dz Ydzali GKSy LX I OS |
totals, and add your signature.

Certification

" | | certify that the expected totals match the actual deposit totals *

999999939995 Confirm Deposit # *

999999999996 ‘

I 61 GOK FNRBY dzy RS Niwbiel

Batch Date

Signature* |andrew davies

Register Comments

l Save and Print

t Aa

“N) YySEG (G2 W/ SNIATFA

& yobr Ocposig A Depuisit rapért will efpopulddd grite

t NAY Qo

. 2dz Oy LINRAY

Pagel5
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Deposit Report

Store: Mayflower

Deposit Register ID: 3

Batch Open Time Cloz= Tims Cazh To Checks To Total Deposit | Comment
o] Deposit Deposit
14| 02/06/18 08:35 AN | 02/06/18 08:43 AM 50,00 24.00 24.00

Deposit Slip Number: 999999999996
Depositor: US eDirect Admin

L¥ @2dz YSSR (G2 NBLNAYyd I+ RSLI &A ienterfthe ddposiBsipdmndér,y
and the system will generate another deposit report.

Reprint Deposit Report

Attach the following documents to the deposit report and submit to Parks Finance:

1) Deposit Report

2) Zreports of batch or batches included in deposit

3) Bank Deposit Slip (gircopy)

4) Bank Deposit Receipt (if applicable)

5) Bank Deposit Bag Number (bag teaut seal; only if applicable)

Pagel6
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Point of Sale

General Overview of POS

The Point of Sale (POS) screen is integrated with all areas of the Recreation Dapafigasonto allow for the
conbinationof all services and items into a sin§lkopping Camnd a single transaction.

This section of the guide will cover the functional aspects of POS operation including:
« Sellingtems
+ Changing priceandquantities
+ Reviewing receigburnals
+ Assigningustomers
+ Perform voidsandrefunds

« Securing theegister

Pagel7
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Accessing the POS

Typically, theapplicationwill open up the POS screéom the Merchandisenodulewhenyou logonto the
application whether at the start ofyour shift or afer the applicationhas be@ closed down for other reasons
To return to the POS from another screen, select the Mercharatigetivity module

Store: Call Center Register ki: 1
Cashier Name: US eDirect Admin Version: 9.5.0.6

@ ® % Description Unit Price  Qty Total »

CAMPING
There are no items in the shopping cart

RESERVATIONS
REVENUE

SHELTERS

Sub Total:  $0.00
Tac  $0.00
Grand Total: ~ $0.00

Credit Card — (5) Tender Cant

oumal Open Drawer Discount

In the top righthand cornerof the screenyou will see a series ofiodulesincluding Merchandiseictivity and
Facility. When you select the Merchaseor Activitymodule the POS is activated attie differenttabs
associated witiMerchandiseor Activitymoduleswill appear on the lefside of the screerEach of thelTabsare
associated witha list of saleabléems.

Store: Call Center Register id: 1
(Cashier Name: US eDirect Admin Version: 9.5.0.3

& 9%  Description UnitPrice  Qty Toll »

EARER There are no items in the shopping cart. -

B Menus

REVENUE

SHELTERS

Pagel8
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Tabs and Items

Within eachTah the items that have beeassociatedvith that Tabwill be displayedTo access the items within
aTah selectthe associatedablink (ie: Camping, Reservations, et@he currenfTabdisplayed will be
indicated

Store: Call Center Register Id: 1
Cashier Name: US eDirect Admin Version: 9.5.0.6

RESERVATIONS

H
Evergreen Camping [l Flowing Camping Adj
REVENUE
Adj (CC) (cc)

SHELTERS
Kayak Camping Adj River Camping Adj

In the exampldelow, the Merchandisenoduleand Campinglabhave been selected aritbtms that have been
associatecasCamping such agverygreen Camping Adj (C&)pearTo add one or multipkeof theseitemsto
the Shopping Carsimplyselectthe correspondingtem button. In the example belovgverygreen Camping Adj
(CC)s addedo the Shopping &rt:

Store: Call Center Register id: 1
Cashier Name: US eDirect Admin Version: 9.50.6

H o # % Description Unit Price  Qty Total

RESERVATIONS E y -] ® % Evergreen Camping 52.50 1 $2.50
— Adj (CC)
REVENUE Evergreen Camping [l Flowing Camping Adj %
Adij (CC) (co)
SHELTERS
Kayak Camping Adj River Camping Adj
(cc) (cc)
Squire Camping Adj Wenberg Camping
(co) Adj (CC)

This step may be repeated with additional itemshintthe Merchandisenoduleby navigatingo other Tabs
such aRReservations and Shelters.

For ravigating throughmultiple lists of items use the navigation arrows found in the lower leftrnerof the
screen If there are no items in the list pane, the navigation arrows will not be visible.

Pagel9
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Search Tool

If you have numerougetail items, or basedn your preference you may search for itemsy using the search
barin the upper lefthandcorner of the screemear the TabsTo perform a search, enter a full or giat word

into the Sarchitem field as shown belowThis field is also used for dirdgtadding items to the cart by using the
exact Item Lookup Code/SKU. Tivigcedurewill be covered iranothersection.Selecting the Search icon
(magnifying glass) will activate the search.

Search item @

Once aSarch has been performed, trapplicationwill displayall Search result§matchingthe criterig) in the
item list pane under thesearch bar

‘Store: Call Center Register it 1 Cashier Name: US eDirect Admin
S oo

-]

o n.E_

You can review the results as a button view (illustrated above) or a list view by selecting thbarutton
highlightedbelow:

‘Store: Call Center Registerid: 1 Cashier Name: US eDirect Admin
Vemion 9503

adj

Camping Adj. (CC) - EF

Camping Adj. (CC) - FL

Camping Adj. (CC) - KP

Camping Adj. (CC) - RMJ

cmsn | st View
Camging Adj. (CC) - WE

Reservation Fee Adj. (CC) - EF

Reservation Fee Adj. (CC)- FL

Reservation Fee Adj. (CC) - KP
Reservation Fee Adj. (CC)- RM
Reservation Fee Adj. (CC) - SQ
Reservation Fee Adj. (CC)- WE

Reservation Fee Adj. (CC)- WT

Page?0
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Sincedadj¢ wasthe search criter, the applicationhas responded witimultiple items that match the sarch
These itens may now be added to th8hopping Catby selectingthe searchedtem beingpurchased.

“EE @ ® % Description UnitPrice  Qty Total »

‘ 2 s il i e ! i
Bl Camping Adj. (CC) - EF SRCRRES

Camping Adj. (CC) - SQ

Camping Adj. (CC) - WE

To reset thesearchresults
1 <elect the searchbarand begin typing your new aech criteria
1 Select the next Tab for adding itemsr

9 Begin processing the sale

Item Lookup Code Entry or Scan

The garchbarfrom the previous section may also be used to directly add items t&tiaoping Carby
entering or scanning the Iltem Lookupde into the field These lookup codes may also be barcodes or other
numbers found on the itensuch asa barcode on a can of soda or a label on aitgifih.

To quickly add théem to the Shopping Cayrselect thesearch barand san or type the Item Loakp Code.
Selecting the Search icon (magnifying glass), will populate the itewtidingo the Shopping CarfThe selected
item will also appear in the Search RespHgse

Tendering a Sale

Once items have been added to tBaopping Carntia ore of the abrementioned method®r during processes
such as booking campsites/cabins or selling annual pagsewiill be ready to @nder and complete the
transaction.

Paid by for Change Total: $23.00
$23.00

(oo |+ 16 e
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The TendeCartbutton can be found highlighted ibluein the lowerright-handcornerof the POS screen. Once
you have completed the Tend@arttransactions, you may continue with the next purchase.

To Tender and accept payment for all items in the c@lect one of the following methods:
i Select the Tender Cart button
9 If a credit or debit carik being usd, select the Credit Card button.

f If you are receiving exact Cash for payment, selecgteend b ¢ & A i Temd& thOdntires
purchase

TENDER TRANSACTION
| Select Payment Method

Cash $0.00
Check $0.00
Tender Amount $20.00
Credit Card $0.00
Name on Card our Full Name
House Account: $0.00 S0.00
Card Type - Select One - % v Gift Card $0.00
Card Number Card Number Travelers Check $0.00
Expiration Date Month ¥ Yea ¥  CW CW Exoancx Refind Chack S
Total Due: §15.00
- Total Paid: $0.00
Total Balance: $15.00

Paid by for

Head of Household

Sub Total: $20.00
Tax: $0.00
Grand Total: $20.00

oFF | Tax Exempt

@I Tender Cart

Oncethe Tender Cart button iselected, theappropriateTender window will open on top diie POScreen.
The following pages detail the differeieénder types thacan be used to process a sale

Page?22



gﬂ Recreation
4@ Dynamics

Tender Types

TENDER TRANSACTION
Select Payment Methad
Cash 50,00
Check S0.00
Credit Card S0.00
Houss Account: $0.00 50.00
Gift Card $0.00
Travelers Check 50,00
Finance Refund Check £0.00
Totzl Dus: $15.00
Total Paid: 50,00
Total Balance: $15.00

Cash

The Tendeffransactiorwindowg A f f RSTlF dz 0 oA GK (KS yodaNguiekiknieycash K S
amounts. The &sh fiet simply requires thayoutype the numeric amount of cash that has beegceived from

the customer. Thapplicationwill display what changenaount is required if applicablé&or example see below
where the customer is payingt$.00 in cash towards &5%.00total transaction:

N{ENDER TRANSACTION
Seiect Payment Method

Check $0.00
Credit Card $0.00
House Account: $0.00 $0.00
Gift Card $0.00
Travelers Check $0.00
Finance Refund Check $0.00

Total Due: §57.00

Total Paid: $45.00

Total Balance : $12.00
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CheckPayment

Unlike the Cash field which is a numeric field that does not open up any other windows, theF@lawntfield
will open up the ChecRaymentwindow when selectedThe application requires you to enter tiheck#
before you can Accept the payment atehderthe sale . Thiswindow displays the total remaining sale amount
from the previous example

Check # Apr 17,2017
y to th

Ordes of $12.00

Routing Number Account = Check #

Credit Card PAX 300 PINPAD (EMV)

Selecting the Credit Catender typewill allowyouto either swipéchip insert(using PAX 300 pinpady

manually enter the credit card informatioManual entryof the Credit Card number is allowedthe event that
SAUGKSNI KS OF KeRestBérwcasiothedpdbrielased pagnie@sihNBor security purposes, the
Credit Card umber and CVV fields will immediately encrypt and hide the entered numbers. In addition to
selecting the correct Credit Card type (VISA, Mastercard, etc.), you must also ensure that the expiration date
fields are accurate.

Tender Amount $12.00

Name on Card

Card Type -Selzct One - v |

- Select One - ‘
Card Number Visa

Expiration Date Month v Yea ¥ CW C

If your POS terminal has a P200 pinpad, thepinpadwill autofill all required informationThe pinpad will also
alert you if you need to swipe or insert the card (chipabled).The difference betweemanualcredit card
entry andthe pinpadis that a dollar amount is sent to the p8R0 pinpad and that is the only information it
attains.
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Notice the tender amount field is aufoopulated with the total in the cart. If the customer wishes to split the
tender, the amount for thd?AX PAYMENT fietthy be changed. Simply click accept whendesired amount
has been entered answipe/insert the card into thd>’AX 300 PINPABN the receipt will print.

House Accoun PARKDISTRICWILL NOT BE USING THIS TENDER TYPE

The House Account field will enaljleuto use existing acemt balances that a particulau€tomer has on their
customer acount. For example, if a refund was processed and the funds placed @uizial 2 VSUNE &
Account, those funds would be made available for future purchases. This available amount may vary for each
customer.

To useall or part of amavailable balance, tygpin the amount that the customer wishes to use from their
customer account into the number field to the right of the House Account wording. Below, the customer is
applying the full available balance of their House Account towlaantire sale

Check $0.00

Credit Card $0.00
House Account $12.00 $12.00
Gift Card $0.00
Travelers Check $0.00

Finance Refund Check $0.00

Total Due
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TraveBNDa / KSO]

¢tKS ¢NI @St SNDa

I KSO1

TappBdatiRnalip@sNdua over-ttdlér thé gagnm@ént (fof 4 K @

example a$0¢ NI @St S NI 857.008agniht asshawkbelow) Bnd theapplicationwill show the change

due in cash.

Finance Refud Check

TENDER TRANSACTION
Select Payment Method
Cash $0.00
Check $0.00
Credit Card S0.00
House Account: $0.00 $0.00
Gift Card $0.00
Travelers Check
Finance Refund Check S0.00
Total Due: §57.00
Total Paid: $60.00
Change : ($3.00)
Purchase
LS

The final €nderTransactiortype is Finance Refund ChetkilS IS ONLY TO BE USED IFRMNESACTION
WAS FROM A PRIOR DATE ARIGINAEORM OF PAYMENT WASHECKThis field will only become

enabled if theShopping Cattbtal amountisless than zerog$0.0Q and as such a refund is requireSelecting
this window will open up the Finance Refund Check winddwre notes/a reason for the refund check will be

entered:

E" DER TRANSACTION

Cash $0.00
Check $0.00
Credit Card $0.00
House Account: $0.00 $0.00
Gift Card $0.00
Travelers Check $0.00
Finance Refund Check $0.00

Total Due: (89.00)

Total Paid: $0.00

Total Balance: ($9.00)

Tender (59.00)
Amount

Finance Refund check Reason

Customer returned firewood that he no longer -
needed. Paid firewood with Chk#1234| -
Accept
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Splitting Tenders

In the event that there are multiple people paying for a sale or a customer wistsgdittheir payment up into
multiple Tendertypes, follow the stepss outlined below

Example Scenario:

The scenario below will show a payment being split into cash, ctweclgredit cards and & NI @St SNDa /
with a desired breakdown of payments f&@hopping Catibtal of $100.00

Cash $30.00
Check $20.00
Visa $20.00
MasterCard $2.00
T ¢NJ @St SNRa / KSO1
Slect the first tender type. It does not make a difference whieimder type iselected first. This example will

work from top to bottom in the Tender Transactisindow, first entering cash and finishing with theNJ @St S N
Checkpayment.In addition toentering multiple credit card payments, you camter multiple checks as well.

T
T
T
T

Cash TendeExample

In the Cash field, enter the amount that thastomer wishes to pay in casdote that the remaining balance

has been updated to $80.00
TENDER TRANSACTIC v
ct Payment Method

Cash 520,00
Check 50,00
Credit Card 50.00
Houss Account: $0.00 50.00
Gift Card 50,00
Travelers Check 50,00
Finance Refund Check 50.00
Total Due: $100.00
Totzl Paid: 520.00
Total Balance : $80.00
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Check PaymeriExanple

To enter the $20.00 Check payment, select the Checkffiia the Tender Transaction windowheCheck
Paymentwindow will open The applicationwill default the remaining balance of the transactioito the
amount field You must change the total the amount the checks actuallywritten for, in this case $20.00.
Enter the Routing Number and Account # if requiredeEthe Check # anselectAccept.

1234 91-28M121

Pay 1o the
Order of.

ki

Routing Mumber Account £

Apr 17,2017

520.00

1234
Check #

The Tendeiransactiorwindow will now display a $2000Cash and $20.00 Check paymientatotal of $40.00.

The remaining Totald®ance is displayed as $60.00

TENDER TRANSACTION
o

Select Payment Meth

Cash

Check

Credit Card

House Account: $0.00
Gift Card

Trawelers Check
Finance Refund Check

Total Due
Total Paid:
Total Balance :

520.00

520.00

50.00

50.00

50.00
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Credit Card PaymeriExample

To enter the first Credit Card, click the Credit Card frettie Tender Transaction windowhe following
Credit Card Paymemtindow willappear The Tender Amont will default to the remaining balance of the
transaction.Change the Tender Amount to the desired payment amount fordblkectedCredit Card, in this
case $20.00. Swipe or enter all card data seléctAccept.

Tender Amourt 520.00

Mame on Card Customer

Card Type Visa ¥
Card Humber =~ swessees

Expiration Date Jun{0E ¥ 200 ¥ | OV -

To process the next Credit paymentnply reselectin the credit card fielf the Tender Transaction window

and repeat the above steps. As noted previously, the remaining balance will be placed in the Tender Amount
field. Be sure to change thésnountif the customer wishes to divide theiansaction further. The window will

also display any otheredit cards that have been used.

SelectAccept to add the Credit Card to the list of tenders being used for this transaction.

CREDIT CARD PAYMENT

Processed Credit Cards
Visa - MXXXX6TED 520,00

Tender Amount 520,00

MName on Card Customer Child

Card Type MasterCand T
Card Number ~ seeeeen

Expiration Date Jul{d7 v 2001 v CWY e
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The Transaction will mo have a remaining balance of(620.

TENDER TRANSACTION
Sebect Payrent Method
Cash 520,00
Check 520,00
Credit Card 540,00
House Account: 50.00 50.00
Gift Card 50.00
Travelers Check 50.00
Finance Refund Check 50.00
Total Due $5100.00
Total Paid: SE0.0D
Totzl Balance : $20.00

Trad St S NIDExampl& S O
To tender the remainder of this total ontotaNJ @S f S, Ndlkét thée KNG @IS £ S ield and adehe O |
requested information|f there is enough remaining balanse]ectng Accept will canplete the sale.

TENDER TRANSACTION
Sedec] Payrment MMethod
Cash $20.00
Check $20.00
Credit Card 540.00
House Account: 50.00 50.00
Gift Card &0.00
Travelers Check $20.00
Finance Refund Check 50.00
Total Due $100.00
Total Paid: $100.00
Total Balance : $0.00
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Completing the Sal&ample

To complete the sale, simply seléloe Purchasdutton at the bottom righthand cornerof the Tender
Transactiorwindow:

ﬂl&ﬂmﬂﬂiﬂﬂl
Cash 520000
Cheack 52000
Credit Card 540,00
House Account: S0.00 50.00
Gift Card 50.00
Travelers Check 520,00
Finance Refund Check 50.00
Total Due: ST10000D
Total Paid: 5100.00
Total Balance §0.00

The Purchase button will be enablédring the Tender Cart proceddowever, selecting theurchasebutton
without having theTotal Due match the Total Paid will result in the following message:

Recreation Dynamics

There is 2 remaining balance of 51.00
Plezse complste the payment and try

again.

This message will aleyputo an eror in the entry of a certaindndertype or that the customer must pay the
remaining funds beforeompleting thissale.
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To go back to th&hoppingCartsaeen at any time, select CancehiJactionwill cancelall existing amounts in
each Tender typbut will not cancel the items from th&hopping Cart

TENDER TRANSACTION

Selecl Payrmenl Melhod

Cash $20.00

Check $20.00
Credit Card 540000
Houwse Account: $0.00 50.00
Gift Card 50.00
Travelers Check 520.00
Finance Refund Check 50.00
Total Due $100.00
Total Paid: $100.00
Total Balance : S0.00
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Additional Functions

Changing Item Quantity

When you select an item for théhopping Caythe original quantity is for one (1) item. There are two methods
for changing the Quantity of an item.

1. When selecting the item multiple times from the item list, the application will automatically update the
guantity in theShopping Canvithout displaying raltiple lines of the same item.

= @ ® 0 Deseription Unit Price  Qty Total ¥

%\;h - | N 3 - A

Donation Item button selected three times

2. Inthe Shopping Cartselect the item Quantity number. A window will app&ath the optionto change
the quantity by typing in the number or using the plus (+) and migusig¢ns.

= a ® %  Description Update Quantity aty Total ¥

@ ® % Donation - |II + Ny 51500 -

3. If at any time during the sale the stomer wishes to add morer lessof a specific itemyoumay usethe
secondmethodto addor subtractadditional item(s).

Changing Item Price

To change the price of an item, select the Unit Price field, highlighted bBlased upon your permission level,
youmaynot be able to modify theprice YR g At £ Yy SSR ( assistaB@Thisaetionywiil @&8ny Sy (i ¢
the Update UnitPricewindow. To keep the same Unit Price, select OK.

[i ] ® 03 Description Updats Unit Prica Unit Price Oty Total ¥

15 +

N

@ w % Donation - £15.00 3 545.00 -
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Change the Update Unit Price by typing in the new number or using thé#)lasd minusq) signs. Select OK.
This action will update the Unit Price of the item.

a ® "% Description  Updats Unit Prics Unit Price  Qty Total »

@ ® % Donation - 2 +* | gm0 3 §45.00 =

A lightning boltas well as red font for the new Unit Pricdisplaysndicatingthe price has been changed from
the default Unit PriceThe Total (Unit Price x Qn#ty) for the itemcan only be changed taymodification to the
Unit Price or Quantity

a ® % Description Unit Price Oty Total ¥

1] # O Donation ¥ £20.00 3 §60.00 -

[

Removing ltems

To remove items from th8&hopping Caytselect thetrash can icorto the left of the itemDescription located in
the Shopping Cart

a ® % Description Unit Price Oty Total 3

| # Ui Donation 5 £20.00 3 S60.00 -~
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Thisactionwill open up the following windowsSS t SOG &, Sa¢ (2ZNINBYR2@@épdEifma G S v
in the Shopping Car{ St S O i Awill Bmadve tisedritire quantity of the associated itefio remove less than
the total quantity, use theUpdateQuantity fedure explained previously.

Recreation Dynamics

Are you sUre you want 1o remave the
iterm from the cart?

Adding Comments

Comments can be a@éd to any item within theshopping Caity using the Comment icofihis feature is
not designed for adding comments to reservatiofse the UnitPre-Cartdescription information on adding
comments to reservations.

Once an item has been added to tBhopping Caryou canadd a corment by selectinghe G@mmenticonto
the left of the item Description.

a ® % Description Unit Price Oty Total *

-] & % Donation 5 £20.00 3 $60.00 -

Enter a comment in the Add Commerisidow.

Add Comments

Comments

Customer wishes the donation to be used a5 neaded,
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Once a Gmmentis enteredand OK selectedhe item in the Shopping Cavtill displaywith anorange icon
attachedto the Comment icon, indicating that a Comment has been added

(i} ® % Description

[} - 03  Donation

s

CAUTIONComments will display next to the item on the receipt, as shown on the follomeirejpt

Bavou Segnetie State Park
TI77 Westbank Expressway
Westwego LATO0
Transaction 4: 744
Register §: 12
Cashier 7: L% elvirect Admin
Batch #: &
Customer: SYSTEM, CUSTOMER
[rate: S/21/ 2013 Time: 12:31PFK1
Transaction Type: Sales
Confirmation Number: 1006542
Drescription Unit Price Oty Amount

Semall Diink - em vwas shighfty damaged at the
tima of sale

I 5150 100 5150

Emptying the Cart

Toempty the Shopping Caaf allitemsprior to tendering selectthe Empty CarQuick button in the lower left

hand corner of the Shopping Carty (G KS 2LISyAy3 gAYyR2¢> aStSOG a, Sat¢
Gb2¢é G2 1SSLI Lttt AdGSYa Ay GKS O NI

Paid by for Change

OFF | Tax Exempt
Head of Household p

Recreation Dynamics

Are you sure you would like to remove
all items in the shopping cart?

- KR
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Continue Shopping

The ®opping Cart is always visible whether you are on the Merchandistivityor Facilitymodules Onany of
thesemodules the Shoppimy Cartappearsnitially minimizedon the righthand sideof the screenTo view the
full Shoppimg Cart selectthe maximizeicon in the upper righhand corner of thaninimizedShopping Cart

Below, the screen shows a minimiz8tdopping Caitb the right ofthe FacilityData Base Matrix screen

DATE BASED MATRIX POS Minimize/Maximize Icon see— <

iy I

W Fowing Laka a a2 - From oanaszor a [a

£

ADril 2017 - May 201
UNIT TYPE [EUM weo U /i SAT  SUN  MON  TUE  WED THU PRI SAT  SUN  MON  TUE

Below, the screen shows a maximiZigopping Carto the right of the Facility Data Base Matrix screen. The
Sh@ping Cartshows any previously added Items prior to adding a reservation. Selecting thegaiomvill
minimize the POS screen.

DATE BASED MATRIX

= 6 ® % Donaion
QuickSearch @

Opening the Drawer

To open the cash drawer without tendering aestdometimes called a N®ale), select the Open Drawer Quick
Button located in the lower rightand corner of the screen (highlighted belowhis action will open the Open
Drawer Reason window for you to add commeatswhy the drawer was opened. Entecamment, glect OK

and the cash drawer will open allowing you to make change, count current register totals or perform other tasks
(such as returning to your existing Shopping Cart).
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Secure

If you need to leave your register at any time you may be reglio sign out of the application and POS. Before
selecting the lock icon, be sure you have tendered any remaining items in the Shopping Cart or you will lose
those transactions. The same process is true with reservations, activities, etc. When youwgreoreecure

your register, select the lock icon in the upper rigfaind corner of the screen.

Unit Price

Qty

Journal

The Journal functionam be accessed via the Journal Quiakdh located in the lower righthand corner of the
screen(highlightedbelow).

Selectinghe Journal button will open up thiellowingwindow. There are many filter options thatrche
performed from this window: Filter by Datesd LocationConfirmation Number, Customer and Batch Number
as well as by using the twisty icons associate wittheburnal heading (Store, Transaction, Payment ID, etc.).

Journal

0 Results Found FiIte':yl Dates | | Confirmation Number | | Customer | | Batch Number

Siore Transacticn Paymem I Customer Cashier Batch Total Diate Timse Confurnation Regicter Payer Customer
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Filter by Dates and LocatiorThis filter views transaction receipts over a specific date range and by a given
location.

Filter®¥ | Dates | Confirmation Mumber | | Customer | | Batch Number

By S gt renatian Register © Payer Custamer

-

Select Call Center -

Apply Filter

Filter by Confirmation NumberRetrieve all transactions tied to a sp@gciConfirmation Number, such as for a
sale, modification or cancellation of a reservation, that would be linked by a single Confirmation Number

Filter :'-"l Dates | Cunﬁrmatiqﬂ_ﬂumher | | Customer | | Batch Mumber
T
tal o Enter Confimation Mumber Payer Cuslomer
s

Filter by Customer (Search For Custométgview all transetions performed by a specifizs€tomer, from all
sales channels (Web, C@knter, Walkn) and locations.

Fifter by | Dates | | Confirmation Mumber | | Customer | Batch Mumber
wal Date Time Search For Customer

Filter by Batch NumberReview transactionfr a selected locatiowithin a single register batch to diagnose
closing btal issues such as over/shorts.

Filte':;-'| Dates | | Confirmation Mumber | | Customer | | Batch Number |

al Date Time Confurnation Stores Call Center

Batch Mumber
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Receipts
Reviewing a Receipt:

To reviewthe contents of any receigollowing a search of the Journaimply double click on the desired row
within the jourral results page, as shown below.

Journal
218 Results Found Filter by | Dates | | Confirmation Number | | Customer | Batch Mumber
Store Transaction Payment ID Customer Cashier Batch Total Date Time Confirmation Register Payer Customer
Call Center 396 (1] FAIR, FRANKY  JanaMo.. 4 Li] /372017 2:00PM 12698 1 = -
Call Center 393 0 FAIR, FRAMKY  Jana No.. 4 B3 5/3r2017 207 PM 12698 1
call Cﬂr 394 a FUQUA, CAB.. CabotF. 4 1 /372017 2:03 PM 12630 1

When the search filter displays multiple results, it may be necessary to navigate across multip Jages.
Use one or more of the appropriate arrow buttons as shown below to few all Journal entries:

I’\‘?Jl:lumal

276 Results Found

Store Transaction Payment I Customer Cashier

Call Center 396 o FAIR, FRANKY  Jana No._
Call Center 395 V] FAIR, FRANKY  Jana No_
Call Center 394 V] FUQUA, CAB.  Cabot F
Call Center 393 o DRUSCHBA, —  US eDire_
Call Center 392 o DRUSCHBA. - Jana No.
Call Center Im V] FUQUA, CAB.  CabotF
Call Center 390 o JOHNSOM,B_  Jana No_
Call Center 3ag V] SMITH. DON Jana No._

« < 1714 » B
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Doubleclicking oratransaction will regenerate the receipt on the screen for the usereview.From the
Transaction Detail window you may selecy®ant History, Print, Print Laser and Email.

Transaction Detail

Call Center
6705 Puget Park Dr Snohomish WA 98296
Transaction # 395
Register # 1
Cashier #.  Jana Notoa
Baich# 4
Customer FAIR, FRANKY
Date 5/3/2017
Time 2:07PM
Transaction Type Sales
Confirmation Number 12698

Description UnitPrice  Qty  Amount
Reservation Fees - Per s1000 100 s1000 *
Reservation

$2500 300  §7500

Sub Total:  $85.00
TAX so.co

Grand Total ©  $85.00
Cash:: $100.00

Change::  $15.00

3095

e | e | e | |
¥

Payment History Selecting the Payment History button on the Transaction Detail window will provide details of
the Payment Historand the ability tareview all transactions which have been linkedhe sameConfirmation
Number.This window is viewable only providing you with Store Details, Amount, Tender Type, Date and any
Additional Details.

Payments History

Payments made for confirmation number: 12608

Store Details Amount TenderType Date Additional Details

Call Center $85.00 Cash 5/3/2017 9:07:50 -
Trans# 395 PM
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Reprinting a ReceiptOnce a receipt has been-generated using the steps shown previously, it can be printed
viaone of two methods:

9 Print This button will print the receipt from theceipt/journal printer that is attached to the POS
register (if applicable).

Grand Total $85.00
cash:: $100.00

Change: §15.00

395
| NI A T O T
=y S|

1 Print LaserThis option will print the receifib an attachedoy’ SG 62 N] SR f I & SNJ LINA y
paper.
% TAX 0.00

Grand Total 1 $25.00
Cash:: $100.00

Change::  $15.00

395

o | o e

1 Selecting PrintefFrom the Print window,edect the correct laser printer to send the receipt to.

@ Untitled - Google Chrome - [m] X

@ aboutblank

Bii  print

a1 ok 1 sheet of paper

cccccc

b

opnHPowowg
 © ¢
o B 8| °
- =g

CCCCC
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f Emaiy { St SO0 GKS 9YIAf odzid2yd ¢KS {SyR !y 9YlFl Af
address. If requested, you can enter addition&imation in the Subject and Message fields. Select
Send after verifying Email address. A Success notification window will appear. Select OK.

Duplicate receipt. Do not reply.

Send An Email

From enterprise@usedirect.com

To || I

TAX : $0.00 Subject Duplicate receipt. Do not reply.

Grand Total :  $85.00
Attachment % Recept pdf
cash:: $100.00

Flease do not reply to this e-
mail as it is auto-generated and will not be
answered.

Change::  515.00

395

e |

Recreation Dynamics

o Success
Message sent successfully.
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Refund. Discount and Void Quick Buttons

The Refund, Discount and Void Quick buttons are located in the logéeshand corner of the Shopping Cart.
tKSAaS TFTdzyOlAazya I NBE aLISOAFAOFfEE | LIWIXASR (G2 [/ dzad?2

Credit Card — (%) Tender Cart

9P ) ® ] 23 =

Refund Jowrnal Open Discount Void

Refund Quick Button

A Customer may decide to request a refund for POS items. Locate the Confirmation Number on the receipt or
potentially look up the sale in the Journal. Select the Refund button and enter the Confirmation Number and
any comments that may be required. Select Continue.

Confirmation Number

Specify confirmation number to link your sale

If you would like to link this refund to a prior transaction enter the
canfirmation number or provide a reference comment.

Enter Confirmation Number  Enter Reference Comments

The Tender Transaction window will open. Confirm tender credit preference with the Custaieet.tBe
appropriate Tender and apply the balance as requested by the Customer.

TENDER TRANSACTION
Select Payment Method
Cash $0.00
Check $0.00
Credit Card $0.00
House Account: $0.00
Gift Card $0.00
Travelers Check $0.00
Finance Refund Check $0.00
Total Due: $65.00
Total Paid: $0.00
Total Balance: $65.00

Purchase
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Your business rules may determine whether you can tender a Cash refund and the transaction may need
manager approval. An Authorize window will require a logon and passwardrttinue with the Cash
transaction.

Authorize

g)‘ Recreation
Dynamics

username

Authorize

If you try to exit the Shopping Cart without completing the saction, an error message will appear. Select YES
if you want to clear the Shopping Cart and lose your active transaction. Otherwise, select NO.

h Recreation Dynamics

There is an active transaction in your
shopping cart.

To proceed with the void you must
first clear or tender your active
transaction.

Do you want to clear your shopping
cart and lose your active transaction?
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Discount Quick Button
Select the Discount Quick Button to open the Discount Manager window.

Select either Item Discount or Transaction Discoiifie Item Discounwill only be applied to the selected item

in the Shopping Cart. Ensure you have selected thecbitem to be discounted before selecting the Discount
Quick Button; otherwise, you will not be able to select Item Discount. Transaction Discount will be applied to all
items in the Shopping Cart as illustrated below.

PR —— wiPe oy G » Discount Manager
L] ® W Donesen + ENER 0 1 B0
B W shee s - U + R " 0 N
a ® W sheben ad (ool AT L] T3 1 smog DISCD unt Le“le"
Item Discount % Transacticn Dizcount

Discount Details

Select Type r $0.00

Fixed Amount

Pereentage
COMmMments

thags Sub Total:  §215.00
ST | o Faberge Tax; £0.00
Grand Tetal:  $215.00

=0 N EEEER

Discount Manager @ ™ % Deseriplion UsitFriea Oty Tatl  *
P Daranzn + iz 1 mzm
DiSCﬂ Urlt LeVe' LI Shakaes 4] (CC; CTM + siam0 1 £11.80
Ll - Shekers Ad] (0] - WT + FT0 1 T
Item Discount & Transacticn Discount

Discount Details

Percentage v 10.00

Comment:

had old coupon that we honorec‘

Chamgm Sub Tetak  £193.50
T OFF | Tas Boerrpn Tac 5000
— Orand Total:  $193.50
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Another method to quicklyse a percentage discount on one or more items in the Shopping Cart, is to select the
% icon located to the left of the actual Item entry.

Merchandise Facility Activity Admin Finance Tickets Passes

@ e % Description Unit Price  Qty Total »

a - %  Evergreen Res Fee Adj (CC) 58.00 1 58.00 -

s

The Discount Manager window opens. Features of this window were discussed previously. Select a Discount
Level, Disount Type, enter appropriate amount , add any Comments and select OK.

Discount Manager
Discount Level
& Iltem Discount Transaction Discount
Discount Details
Fixed Amount A oo

Comment:

Customer was upset|

The Unit Price has now changed to reflect the discount. Continue adding transactions to the Shopping Cart or
Tender the sale.

O

z_!‘;
Merchandise Facility
@ e % Description Unit Price  Qty Total »
5] - Evergreen Res Fee Adj (CC) L $6.00 1 $6.00 -
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Void Quick Button

When the Transaction number is knowhe quickest way to Void all items associated with a transaction is by
selecting the Void Quick Button. The Void a Transaction window will require you to enter or scan the Transactio
number. Once entered, select the Void Now button.

Void a Transaction

Specify the Transaction number

‘You are about to void a transaction.Once complete, this
action cannot be undone Please specify the transaction
number to void below.

Scan or type Transaction # to void

Transactions may oly be voided on the same day it occurretllowever, credit card transactions can
only be voided within the first 25 minutesom the original transaction (you will need to do the
REFUND QUICK BUTTON on page 44 after the 25 minute window has passed).

If the Customer does not have a receipt with the transaction number, use the Journal Quick Button to
potentially locate the transaction.

If the Shopping Cart is not empty when you select the Void Quick Button, you will receive the following error
message. Setting NO will return you to the Shopping Cart and the item will not be voided.

Selecting YES will op#re Void a Transaction window. If there are no items in the Shopping Cart, the Void a
Transaction window will open immediately.

%Recreation Dynamics

There is an active transaction in your
shopping cart.

To proceed with the void you must
first clear or tender your active
transaction.

Do you want to clear your shopping
cart and lose your active transaction?
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The Shopping Carti®w populated with the items in the transaction to be voided indicating the refunded totals

in ($X.XX). To complete the Refund, select Tender Cart and proceed according to the requested or available
Tender type(s).

Remember the refund must be in the sammeethod of payment on the original transaction: cash if

paid with cash, hand customer check back if paid with check, refund to credit card if paid with credit
card, etc. or a combination as indicated.

W e % Description Unit Price  Qty Total »
Evergreen Res Fee Adj (CC) ¥ SE.00 -1 (32.00) -
Paid by for Change Sub Total: ($8.00)
Grand Total: ($8.00)
]
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Refunds (sold through POS Shopping Cart)
Choosing an Item to Refund

This section will cover refunding items sold through the B&&ping CartFor information on
cancelling/refunding campsite reservations and other rentals, please see the Faotlityeof this User Guide.

To refund a POS item, first addo the Shopping Cart via one of the previously described methods:
1 Refund QuicButton
M Search
9 Item Lookup Codentry

Once the item has been added to tB&opping Cart, it will appear as below. By defahk,item willhave a
gquantity of 1

m @ % Description Unit Price  Qty Total »

@ - %  Evergreen Res Fee Adj (CC) $3.00 1 $8.00

To performa refund of the desired item, follow the steps below:

1. Select the Quantity (Qty) fieldhe Update Quantity window opens. Entkror use the minus sign to
indicate the number of items being returned. Select OK.

$ A ladi & O] XX g

Merchandise Facility Activity Admin Finance Tickets Passes

@ ® % Description Update Quantity ty Total  ®

a - %  Evergreen Res Fee Adj (CC)

o ® %  Description Unit Price  Qty Total »

-

a Evergreen Res Fee Adj(CC) & 58.00 =i (58.00)

s

Pages0



Recreation
@ Dynamics

3. Add additional Refund items and select Tender Cart.

8.

Paid by for Change SubTotal:  ($8.00)
Grand Total: ($8.00)
B o~

Selecting Tender Cart opens the Confirmation Number window. Enter the Transaction Confirmation
number in the Enter Confirmation Number field.t&ma Commen{REASON FOR REFViHhe Enter
Reference Comments figlthis is a required field Remember, the Comments will appear on the
Receipt. Select Continue.

Confirmation Number

Specify confirmation number to link your sale

If you would like to link this refund to a prior transaction enter the
confirmation number or provide a reference comment.

Enter Confirmation Number  Enter Reference Comments

s

The Tender Transaction window opeBeglect the appropriate Tender Type based on the original
transaction. If paid by check, fabw the instructions using FinancegRund Check tender type

If the original transaction was tendered with a Credit Card(s), select the appropriate field and follow the
prompts. For this example, Cashlvié selected.

Select theCashtender type The Tender Amount field defaults to the Transaction balance of ($8.00).
This anount may be changed if multiple Tender types are being used for the Refeldct Accept.

TheCash Refuntias now been processed and the Shopping Cart is empty.

Concept of Linked Refunds:

Any refund processed through the POS via the previous Refund method, will be linked to a previous transactior
via a common Confirmation Number.

Transactions will be assigned two numbers at the time of Tender, whether the transaction is for a campsite, a
PGB item or combination of services:

I TransactiorNumber

9 Confirmation Number
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Transaction Number

A Transaction Number is a sequential number that is linked to each register. For example, transaction 123 for a
can of soda will be followed by transaction 1225%tc. These numbers increase in increments of one and
cannot be repeated.

Confirmation Number

A Confirmation Number may be repeated. The Confirmation Number is a method to link different transactions
together for reporting, auditing and reference purpase

A standard example is for a campsite reservation and modification. When a Customer makes a campsite
reservation, a Confirmation Number will be assigned. This Confirmation Number will allow you and the custome
to reference their reservation at any tim8hould the Customer modify this reservation, perhaps to change sites
or add nights, they will receibe same confirmation numbelfou and the Customer can view the information

for that Confirmation Number and see not only the initial reservation bui tie subsequent modification(s) all

in one view.

This same concept has been applied to POS sales allowing the two processes to happen:

1. Linkingthe informationof the first transaction(the SaleXo the secondransaction(the Refund) for
reporting and auding purposes.

2. Retrieving the original payment method from the first sale (Ci@dd, Cash etc.) to ensure the Refund
is given to the correct Tendgype.

Linking a Refund

To link a refund to another transaction, enter the confirmation number from thgiral receipt. In this
example, the customer purchased three t shirts. The receipt below shows where the confirmation number is

displayed.

Transaction Detail

Big Basin Redwoods
21600 BIG BASIN WAY BOULDER CREEK CA 95006
Transaction #: 1630
Register #: 1
Cashier #:  US eDirect Admin
Batch# 3162
Customer: CUSTOMER, SYSTEM
Date:  6/16/2017
Time : 11:23 AM
Transaction Type:  Sales
I Confirmation Number: 110152 I

Description Unit Price Qty Amount

T-SHIRT - 515.99 1.00 $15.99
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You have two methods to retrieve the Confirmation Number from the original sale:
1. Have the customer provide thedriginal receipt and use theonfirmationnumber from thereceipt.
OR

2. Use the Journal Search function outlined in a previous section to retrieve the initial receipt and make a
note of the Confirmation Number and/or reprint the origimateipt.

3. Once the adiginal receipt has been retrieved, follow the process outlined in a previous section to
perform a refund.

4. Enter the Confirmation Number of the original receipt in titer Confirmation Numbeéfield. Enter
comments(REASON FOR REFYhe ¢Enter Refeence Commentsfield. Select Continue once your
entries are completed:

Confirmation Number Confirmation Number
Specify confirmation number to link your sale Specify confirmation number to link your sale
If you would like to link this refund to a prior transaction enter the If you would like to link this refund to a prior transaction enter the
confirmation number or provide a reference comment. confirmation number or provide a reference comment.
Enter Confirmation Number  Enter Reference Comments Enter Confirmation Number  Enter Reference Comments

110152

= =3

5. The Tender Transaction window will appear. In this case, the original transaction was made with cash s
the refund must be applied to Cash. Ensure that the refund goes back twitieal Tender type(s).

6. Selecting Purchase will complete the refund. For Linked refunds that were originally made on a credit
card, the following screen will appear:

Auto Refunds Credit Cards
($17.19) may be returned to the following Credit Cards.
VISA - 2000000000011 (817.19)

if you choose this option (§17.19) out of (§17.19) will be
returned to these credit cards

Process Refund to above
Credit Cards

Choose this option if you like to process the refund using
different credit cards or tender types.

Chose other refund types

7. Because this is a Linked refund, the application can retrieve the original Credau@aodization code,
allowing you to refund directly to the original Credit Card.
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10.
11.

12.

13.

14.

15.

In the event this refund was performed more than 120 days after the original sale, the application may
provide an error message indicating it is unable to perform the reforitie original Credit Card. You
gAft ySSR (2 aStSOl0 a/duparédSy RIINGSING NB/ FadzyiR2 YOSNIE3
information and refund accordingly.

Choose this option if you like to process the refund using
different credit cards or tender types.

Chose other refund types

For information on the 120 day refund process, seertbgt section,Cancelling a Creditatd
Reservation >120 Days Old

Once the Linked cancellation process is completed, reviewing the Journal will show a history of both the
original Sale and the Refund, linked by the Confirmation Number entered:

, Journal
b
5 Results Found Filter by | Dates | | Confirmation Number | | Customer | | Ba -
Store Transaction Payment ID Customer Cashier Batch Total Date Time Confirmation Register Payer Customer
Call Center 401 0 CUSTOMER, . US eDire. 4 -8 37772017 6:57 PM 12702 1
Call Center 400 0 CUSTOMER, .. US eDire.. 4 335 s/7/2017 6:16 PM 12703 1
Call Center 300 0 FAIR, FRANKY ~ US eDire.. 4 355 Si7i207 6:00 PM 12702 1
Call Center 398 0 CUSTOMER, . US eDire. 4 L} /71207 4:43 PM 12701 1
Call Center 397 0 FAIR, FRANKY  US eDire. 4 a 5/6/2017 6:59 PM 12700 1

Notice there are two Journal entries with tlsame Confirmation Number in the Journal entries.

Doubleclick one of these entries. The Transaction Detail report opens giving you access to the Payment
History button at the bottom of the window.

Transaction Detail

Select the Payment History button. The Payments Histangdew o5 P o w625
opens and details the linked Confiation Numbers. T s
. . . . . Cashier#  US eDirect Admin
Selecting Close will open the Transaction Detail window. See Batcn s 4
previous section on the other Transaction Detail buttons (Print, R SISTE
Print Laser and Email). | Tme: es7RM
Transaction Type Sales
. . . Confirmation Number 12702
Select Close on the Transaction Detail windoweturn to the
Journal. ermmmrmao [ | o
Select Close on the Journal to return to the POS Shopping Car
Sub Total : (58.00)
GlandToxa\: ($8.00)
Finance-Refund Check © $o.00
Finance-Refund Check : (58.00)
401

T
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Searching for a Customer

There are two types of Customers, Household and Organizatiach will be addressed in detaitfe
following sections. This secti addresses general Customer search tégqives. For purposes of this section,
you will search for Households.

The Search for customers box is located in the uppethiafid corner of the screen of the Merchandise, Facility
and Activitymodules. You ca also search from the Search Customer window which appears after your initial
search in the Search for customers box.

There arehree ways you can search faiQustomer:
+  Name
+  TelefhoneNumber

«  CustomeiD

Customer Name

You can search for au§tomer by Iat name only, last name and first name, or a portion of the last nasne
instructedbelow.

1. Inthe Search for customers boype theGdza (i 2 Yi&reiR the Search for customers boXou can
enter the entire last name (e.g~AIR, partial last name (e.g-A), or entire first and last name
separated by a comma (e.FAIR, FRANKY

CAMPING

RESERVATIONS

Store: Call Cemter Register id: 1  Cashier Na
fa

CAMPING

RESERVATIONS
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2. Press theenterkey orselect the search icon to start the seardie application searches the database
andreturns the matchinghamesin the Search Customer window

Search Customer

e

New Organization

Customer Mame Age | Primary Phone Address
Pending.| FRANKY FAIR 0 (555) 5551212 Q%0 3RD AVE
Pending.| KAREN FAIREANK MOOSEKIAN a7 (310) 454-3007 538 ALMAR AVE

Pending.| JASMINE FAIRBANKS 29 (423) 3153647 520 CADY RDAPT G106

Cugomer Telephone Number

You can also search for astomer with a complete or partial telephone numb#iou must enter the three digit
area code plus the three digirefix (e: 555-555).

1. Inthe Search for customers boype theArea Code anthree digit prefix. Select Enter.

2. The application returns the matching resuhsthe Search Customer Window.

Search Customer

555555 Edit Household
Customer Name ge | Primary Phone Address

Pending.. MIGUEL ALVARADO 0 (553) 555-5555 1623 CLIFFDALE RD

New Organizati

Pending.. FRANKY FAIR 57 (555) 5551212 999 3RD AVE

Pending.. MISTY FRENCH 0 (417) 555-5555 123 MAIN AVE

If you enter the entire telephone number (55551212) all Customers associdiith that number will be
displayed in the Search Customer domv.

Search Customer

5555551212 Edit Household
Customer Name ge | Primary Phone Address

MNew Organiza
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Customer ID

To search by Customer ID, type the number in$learch for customers ban in the Search Customer window
and press Enter. The application displays the matching custorngé NUMBER WILL MATCH THE ANNUAL
PASS NUMBER IF THE CUSTOMER HAS PURCHAEEDANPASS.

Accessing Existing Customer Information

To access information on axisting Customer, enter a first or last naoe organization name if applicablie)

the Search for customers window and selEater orthe search icofmagnifying glassRefer to further search
instructions in the previous sectioli.the Customer exists, all Customers with similar first name or last name will
appear in the Search Customer winddfwou are unable to locate any Customer information, you will need to
createa new Customer

Store: Call Center Register kd: 1
‘h Casghier Mame: US eDirect Admin Version

CAMPING

RESFRWVATIONS

Your search results will appear in the Search Customer window. If the correct Customer is located, you may
select Edit Household (to make changes) or Select Household (to apply POS Sales) button. If the Customer is 1
found, select theNew Household or New Organization button.

Search Customer

- ELLIE ELEM -
s Of Housshiid

OR

Select Household
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Household

Ahousehold is defined as a set of people who live at the same address. Although a household typically
represents a family unit, it can also be a single persorh geaxson in the household is agtome and can be
associated with items purchased. Throughthg application, this type ofUstomer is represented as a tree,
with the head of the household at the top and all dependents listed underneath

TheHead of the Household is added first and then edependent is added separately. The Head otisehold
is the person who is responsible for paymeahd must be over 18 years of age.

Access to the HousehoWdll provide you with various types of informatiancluding:
1 Reviewing and updating address arttier contactinformation
1 Reviewing and updatin@ustomer data such as flags, notes, custom fiadtls,
1 Selling AnnudPasses
1 Selling replacement Annual Passes

When you select th&electHousehold buttorin the Search Customer windowhe Householdnformation will
now appear in the upper lefhand corner of the screen and will be visible on the Merchandiaeility or
Activitymodules While active, this$louseholdnformation will be used for all POS purchases, Reservations, etc.

.
. e
B

22 | (3285551212 16 MONTGOMERY ST

8- -

ELLIE ELEM

Household

CAMPING h

You canalect the Hosehold buttonin the upper lefthand corner of screeto openthe Household Summary
window. You are unable to select Members from the right pane while in the Household Summary wkrdou.
the Household Summary windowou can:

1 Retrieve ID Card (and print)
1 Buy Membership

1 View Memberships
1

Select View Household Details
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View Household Details

By selecting the View Household Details on the Household Sunwiraatipw, you can access all the details on
the Heal of Household and other Household members. As a defthe Basics tab appears

BasicsGeneral information about the Household member selected in the right pane inclbidinge, Date of
Birth, Address, Phone niail, etc.

Edit Household

Basics Details Emergency Contacts Paymems Accounts

. Sy ELLEEEM <
Head of Household Demographics add [T
“First Name Intisl  *LsstName Date of Birth Gender -

ELLE ELEM Jan -1 - 1989+ FEMALE  ~ .| DONOVAN ELEM
Add | crig
Phote

Address

*Address (line 1)

Clear Address

16 MONTGOMERY ST

“Chy “State “Country “Zip
ASHEVILLE NC usa - 28806-1586
Phone and Web

Email UserName

EELEM@GMAIL COM eclem More

Secondary Phone

(828) 5551212 Agree to receive marksting email

Classification | Active

Current Classification Status Expiration Date

Regular - & Active © Suspend O Held NEVER
Relationship -

Collect Braaf of Ehgibiliy ation is nesded at this time i prove the customer's eligibilfy

Add Dependent

Details:Medical, Flags, School and customer information on the household membeteskia the right pane.

Edit Household
Basics. Details Emergency Contacts Payments Accounts
S5y ELEEEM -
Medical Add [ETRET
Medical Notes Dietary Fhete
Allergic Reactions Sensitivities add | cria
Phota
Behavior Others
Flags
HAS A CHILD WHO IS PARTIALLY IN A WHEEL CHAIR. 2 Has Special Needs
Other
School Employee ID Number My Field 3
None - .
My Field 1 Breferred Methed of Contact My Field 5
Relationship -
Add Dependen:
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Emergency ContacCreates a list of people who serve as the selected Household ménberO2 y i I O & |
primary and secondary phone numbers.

Edit Household
Basics. Details Emergency Contacts Payments Accounts.
Y ELEEEM P
Emergency Contacts PP 1o OF Househos
*First Name *Laat Name *PrimaryPhone  Secondary Phone ¥ ‘h
E3 ~ | oondUanmem -
add | ciig
Phote
FirstName Last Name Primary Phone Secondary Phane
ELLIE ELEM (828) 5551212 x|~
EDDIE CEY

(828) 5551212

Relztionship -

- Add Dependent

Payments:Shows all purchases of the selected Household member. You are aole tiy the various headings
(Payment Id, Batch Number, Cashier Id,)edod other selection features. When you select one of the

transactions from the search resuli receipt window appears which can be printed if applicakiés is used
with the houg account functionality.

Edit Household
Basics Details Emergency Contacts Payments. Accounts.
oy ELLE -
Payments [ETM iesd OF Housshold
Show payments with payment date on or after 8 1znoz016 A
P pot “ ELEM =
v Show Payment Only v Show Credit Only u} child
Phate
Payment Id Batch Number Cashier Id Store Payment Date Amount Paid
No result found.
« v Relationship -
sdd Dependent
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Accounts Shows all accounts that the selected member of the household has. You are able to add credits to
members of the household here by a multiple number of payment metheksse note thathe Park District
does notusethe House Accountunctionality, so you may not use this at all.

i )
Edit Household =
Basics. Details Emergency Contacts Payments Accounts
ELLIE ELEM -
Accounts Hesd Of Househoid
Shew sczounts with purchase dats on or after 8 121972016 Show Unpaid Only “
DONOVAWEL

Payment Id Bateh Number Transaction Number Transaction Total Stors @ chid

No result found.

4

»
Available Credit-$100.00  Total Owed - $0.00 Relationship .
Account Balance - $0.00

Add Dependent

AddCredit! aSNE OFY FTRR ONBRAG G2 | OdaAaG2YSNNa K2dzaSK2

Add Credit

Enter the amount that you want to add: §

TENDER TRANSACTION

Select Payment Methad

Cash 200.00

Check s0.00
Credit Card $0.00
House Account: $0.00 sa.00
Money Order sa.00
Finance Refund Check $0.00
Total Due $200.00
Total Paid: 200.00

Total Balance : 0.00
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Edit or Add Household Members

You caredit or adda Household member frorhe Edit Hhuseholdwindowwhich can be found by selecting
Household and theselectView Household Details from the Household Summéngdow (see instructions in
previous section)Household members are found in the right paseseen ithe Edit Household screen.

Accounts

ELLIE ELEM -
Head OF Household

EditHousehold Member. Rlectthe MS Y6 SN & Y | Y SThat MeRbér séldctdn illbécinde
highlighted and all data entry on the Edit Household window gilhssociated with the selecteddvhber.Make
changes and select OK.

[Edit Household

Bagies Darads Emargency Contacts Papmants Aeeoumnz

ELUE ELEM
Head of Houseneld Bemographics [T T——
“Firat [

Add
Date of Birth Qender =

= “Last Name

RICHART| ELEM MOW- DAY = YEAR - GENDER - [, | DONOUANELEM
nda | o
Fhote

Choar addrazs
- ne 1) Address (fne 2)
MERY 5T
006-1548

Phane and Wet.

“ W ELLIEELEM
FYLMN  Head OF Housshold
Phote

Classification | Active

Gurrent Clasaificatior

- 7, | DONOVAMN ELEM
Add Child
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Create new Householchember. Navigate to the Edit Householdindow. In the lower righthand panel, select
the dropdown for Relationship. You will need to select a Relationship type prior to selecting Add Dependent.

| Relationship @J

RELATIONSHIP

SPOUSE
CHILD I

STEP CHILD

AUNT/UMCLE

Once you have selected the Relationslyipd, then select &d Dependent.

Spouse -

£dd Dependent

U

The Edit Householindow will appear and all data entry on thigndow will relate to the new Household
Member you just createdt will default with the Last Name of the Head of Househwotidchmay be changed.
Complete the requested dat@hen select OK to ensure all your changes are saved.

Edit Household

Basics Details Emergency Contacts Payments Accounts,

) = EwEEEem =
Head of Household Demographics L R —
“First Name Intisl  *Last Name Date of Sirth Gender =

*address (ine 1) addreas fina 2) =

Address Cloar Address RICHARD ELEM i

16 MONTGOMERY ST
*City *State “Country “Zip

ASHEVILLE Ne usa - 288061546

Phone and Web
Email User Name

“Primary Phone Secondary Phone

(828) 5551212 Agres 1o rzceive marketing email

Classification / Active
Current Classification Staws Exgiration Date

Regular - & Actve ) Suspend O Hald NEVER

ie needed at this fime ta prove the customer's eligibility

Collect Proof of Eligibilty
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Inthe examplebelow, Richard ELEM was found to fmeistas a Customen the application. With due diligence,
determine if it is a legitimate duplicate (there are two people with the same name&smive which Richard
ELEM should be removed from the applicatiSgiect the Use this Customer as indicated belRichard ELEM
now becomes a member of the ELLIE ELEM Household.

Possible Duplicate Customer Detected

The customer that you are creating may already exist in the system.

Please make a choice which customer to use.

The Customer You Are Creating
®  Using this customer will add your new customer to the database
Mame: Richard ELEM

:“ Address - 16 MONTGOMERY ST
rhote
Phane: (828 5351212 Possible Duplicates List

Age: 1}
Mame: ellie elem -
A4 Address 116 MONTGOMERY ST, ASHEVILLE, NC -
= Fheta 2B306-1546 Use this Customer
3
Phone: (B28) 5551212
@ Age: 2B
®  Using this customer will add your new customer to Mame: donovan elem

1- the database A pddress 116 MONTGOMERY ST, ASHEVILLE, NC R

Phone: (B28) 5551212
Age: 13

Exporting a Dependent/Transferring Dependents

If a dependent is over the agf 18, they can be exported out to their own household. The system will
Fdzi2YlF GAOFffe ARSYyGATe AT GKS Odzald2YSNI Aa StA3Aof
see a single arrow pointing right. If you click on this, that custoran be exported to their own Account.

Edit Household

Basics Details Emergency Contacts Payments Accounts

Y SALLY BROWN -
Head Of Housshold
*First Name Intial  *Last Name Date of Birth Gender | Created On: 1/10/2017

Head of Household Demographics

SALLY BROWN Apr o+ 1w 1991w FEMALE = 7 | LINUS VAN PELT
Add | spouse
PABRO | Crested on 11172017
Address Clear Address &, | TESTKID
Add/ | child
*Address (line 1) Address (line 2) PBSRO | Created On: 1/11/2017

99 POWERHOUSE RD
*City *State *Country *Zip
ROSLYN HEIGHTS NY USA - 11577-2021
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Are you sure that you want to make a
new household with LINUS VAN PELT
as the head?

Similarly, if you want to transfer a dependent under the age of 18 to another account, you will see a double
AARSR INNRB¢g ySEG G2 GKS LISNE2YyQa YIYSY YSIyAy3a GK

Edit Household

Basics Details Emergency Contacts Payments Accounts

.Y SALLY BROWN -
PRl Head Of Household
*First Name Intial  *Last Name Date of Birth Gender phote | s Dbl 2o

Head of Household Demographics

LINUS VAN PELT A
d Spouse
Photo | creiedon: 1/11/2017

SALLY BROWN Apr - 1 - 1991 ~ FEMALE ~

Address Clear Address

TEST KID
Child
Created On: 1/11/2017

Y
Add
*Address (line 1) Address (line 2) P"i"‘"

99 POWERHOUSE RD

*City *State *Country *Zip

ROSLYN HEIGHTS NY UsSA - 11577-2021

Recreation Dynamics

Are you sure that you want to transfer
TEST KID to a different household?

You must then search for theerhousehold, and select the relationship the dependent should reflect on the new
profile and hit save.

Transfer Customer to Household

Set a New Household Relationship

Mew Head [l
of Household

Spouse v

Page65



Recreation
@ Dynamics

Organization

Organization ishe secondype of CustomerAn Organization represents a group of people organized as a
business, noprofit organizatio, governmental agency, etc. Organizations also have mesnbihough a
Member is not a Gstomer, but a contact person at the organization. An Organization is eligible to purchase
items according to your business rules.

Organizations are also displayeda tree throughout the application. However, for this typeCofstomer, the
Organization is at the top with all members listed underneath. Although the process to add an atigeniz
similar to that for a ldusehold, there are some differences.

Before yu can create a new Organization, you Wélrequired to search for ther@anization which will confirm
whether or not it already exists.

¢2 ONBFGS I ySé hNBFYATFGA2YyYE SyGSNI GKS hNBFYAT I G
icon fnagnifying glass). The Search Custowiadow appears. If the Organization does not currently exist and

the Search Customer results are null, select the New Organization button.

¢KS bSg¢ hNBFYAT I GAZ2Y 6AYR26 | LILIS | ndkhebd td He compl@di gebrNBS R
to selecting OKThere are two tabs, Basic and Details.

New Organization

Basic Details

New Organization Demographics

*Organization Mame  GIRL SCOUT TROOP 203

Address Clear Address

*Addresa (Line 1) Address (Line 2)

330 DRAYTON ST

“City *State *Country *zip
SEVANNAH GA usa - 31401-4433

Phone Numbers
*Primary Phone | 912232 Fax

Secondary Phone Email
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On the Basic tab, once you have completed the address, City and State, the application will verify the address
and automatically enter the correct zip code. You nugstplete all of the required information on the Basic tab

before you will be able taccess andomplete the Details tablThe rew Organizatiomamenow appears in the
Member pane on the right.

Mew Organization

Banic Deails

Hew Organszation Demographics E
S

Address Cienr adienn

sAddross [Ling 1) Address [Line 2}

Selecting the Details tab on tleditOrganization window ailwvs you to enter Web information as well as any
Flags that need to be associdteith the OrganizationFlags are discussed in detail in another secfitere is
no required information in this windowlhe Details tab is only available when you have sateihe
Organization name in the right pangelect OK to save any changes.

Edit Organization

Basic Details

Web

Email

User Name More

The User Name must be between 4 and 23 characters.
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From the Edit Organization windgwou may also add Dependents. Select the Add Dependent butttmsin
example, the @anization may add troop leaderformationto associatevith the Organizatia itself. You may
add multiple Members. Once all of the required fields have been completed, select OK. Thaaraber will
now appear in the Mmber pane on the righRememberthe Member tab is associated Wwithe highlighted
Organiation Member.

>,
Add
Edit Organization

IRL SCOUT T...
(212) 555 1212

Member

[
New Member Demagraphics ky
Phats
“Role
1AL SCO!

TROOP LEADER

wr Addrezs
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Customer Flags

To create a Customer Flag, select the segellowdot in the lower righthand corner of the Add Photo icon
wherever it appears in the applicatioimhiswindow s used to recor@ny special information on theuStomer
that may need referencinfom the POS. Enter the information and select Save dz Y I & | f a2 |
in the household details section.

puj
puj

Customer Flags

Customer Profile

T, Full Name ELLIE ELEM
4dd Add
rhiie ress 16 MONTGOMERY ST
ASHEVILLE, NC 28806-1546
Phone (B28) 555-1212
Date of Birth ~ 01/01/1989
Age 28 years, 3 months
Flags
Comments

Has child who is physically challenged.

Has a special need that requires accommodation

If the customer has a flag added, a red dot will come up next to their name, otherwise if no flag is priesent, a
customers will have a yellow dagext to their name
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Open SKU/Open Price Items

An itemcan bedefined as &KU (Stockkeeping unifjhereforewhen the term SKU is used it is relating to an
item being sold/refunéd. The itemcould be actualetail item (candy) or renta(kayak) or day use entry, etc.

Items in the POS may be configured in the Adwimdow( 2 6 S Wh LJS pieadinghe @ricé niuSt Bei
entered at the time of sale. These items are typically varying amount items sugbratims or Honor
Envelopes.

To sell an Open SKU item, select it via one ofwleemethods outlined in the sectioAdding Items to the
Shopping Cart

Unlike standarepriced items, Open SKU items will pronyputo enter the itey Q& LINKA OS 6 S¥2 NB
Shopping CartTheAdd Price Amount fieldefaultsto $0.00.Enter the price of the item anselectOK.

Add Price Add Price

Enter price for blank sku and hit ‘0K Enter price for blank sku and hit 'OK

Amount oo Amount |3 |

s

The price will display accordingtythe Shopping Cart

@ & % Description Unit Price Oty Total %

F

a - %  Donation & 5100.00 1 S100.00

s

This process can be repeated for all open SKU itkemss that cost $0.00 (such as free gupasses) will also
open theAddPrice window. The pricghouldremain as $0.00SelectOK without changing the price to keep this
item as a zeraost item.Even if the cart has a total cost of $0.00 it mlishder Carin order to record the

items irto the application
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System Customer and Adding a Customer to the Shopping Cart

Every transaction that is processed through the POS will be assigned a Customer. Typically, the Customer will
a visitor to the location/store or someone who calisest Serviceor goes online. Customer information such as
address, phone number, email etc. is required and captured for many services offered such as reservations anc
activity registrations.

Most transactions require you tADDa Customer to the Shopping Cafbrexample, a future reservation for a
campsite cannot be made without a Customer being added. Otherwise, processing the transaction could lead tc
problems with refunds, modifications or generally being able to contact the Customer.

System Customer

There ardransactionghat do not, and should not, requingou to add a Gstomer. For example, if austomer
wishes to purchase a can of soda, it is unlikely the pankld require such informationFor this purposejou
will not be required to add a Customer toetshopping Cart

TheSystemCustomer is the defaultuStomer assigned every time an item is added to $f®pping Caninless
a new or existing Customéas been added or is added at some point prior to Tender. Balkbw is an example
of an emptyShoppingCartwindow with no items and nouStomer listed in the topeft-hand cornerof the
screen:

Store: Call Center Register kd: 1
Cashier Name: US eDirect Admin

CAMPING Search item n @ e % Description

H
RESERVATIONS E There zre no items in the shopping cart.

Once an item is added, trapplicationwill automatically assign th8ystemCustomer to theShopping Cart and
leave the field blankintil you have selected Tend€artor have glected anothemodule(Facility, Activity)

Store: Call Center Regiater Id: 1
Cashier Name: US eDirect Admin

CAMPING Search item n o ® % Description Unit Price  Qty

H
RESERVATIONS E ) - %  Donatien §15.00 1

CAMPING (cc)- WT

RESERVATIONS %  Donation

Shehers Adj. (GC) - GTM
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Thisactionwill allow the sale to be tendered without the procesfssearching for and adding aistomerto the
Shoing Cart This featurenayincrease Gstomer satisfaction through decread wait times However, when a

/ dza02YSNJ Aa y24 FRRSR (2 GKS {K2LILAyYy3a /I NIz G§KS 0
Account. Encourage Customers of this transaction type to keep their receipt for future references.

Facility Dynamic s Integration with POS

Features of thenew Shopping Cadombinethe functionality of aShopping Carfability to addFacilitybased
multiple reservations, registrations, memberships etc) with the robust abilities of a POS (adding and editing iternr
prices,quantities, sellingetail items etc.)

Any transaction that is processedhether from the Merchandise, Activity or Facilitydules will be processed
through thenew Shopping Cawindow as part of the tendering process including the following

1 CampsiteCabinReservations

1 Shelter and Day Use ArBaservations
1 Annual PasSales

9 Tour or Other ActivitRegistrations

This feature allows processing payment for a campsite, a shelter, an annual pass and several retail items into a
single transaction. Below ist@ansaction that shows both a reservation and retail items in the Shopping Cart.

Description Unit Price  Qty Total 3

5] - %  Camping Adj. (CC)- WE L] §2.50 1 52.50

] - %  Reservation Fee Adj. (CC) - $8.00 1 $8.00
wT

5] - %  Daonation L] §22.00 1 522.00

Shelters Adj. (CC) - CTM & S2.00 1 53.00
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Facility Module

Using the Map and Date Based Matrix Views

From theFacility window you are able to view the Date Based Matrix for Reservations and the POS Shopping
Cart. Wken you first select the Facilityodule, the Shopping Cart will be minimized. Select the maximize icon in
the upper righthand corner of the screen to maximize t8aoppingCart

Store: Call Cemer Register id: 1

Cashier Name: US eDirect Admin Version: 9.5.0.3 Merchandise Facility Activity Admin Finance Tickets.

DATE BASED MATRIX «

Camm n
ﬁ Flowing Lake Q Day Usze Are = From 04/21/2017 Quick Searcl Q
~

¥ Filter
Reservatii
X EIREA

Deonation

Shelters £

Since the Map view anate Basedatrix view are important components oktS / I YLIA Yy 3 a2 Rdzf S
to be familiar with them before venturing into the Camping Module. Although both views essentially display the
same information, the information is presented quite differently. You can easily toggle between the two views
by clicking on theapplicable view from thsidebar on the left side of the page

Map View

A Map View isavisual representatiomf a park or its facilities. This view helps envision the location of facilities
within the park or the location of a unit withia facility. There are presently four map views:

In this section, pleasknd a general overview oftheMLJ Fdzy Ol A2y Qa O2f 2 MaObwrgy 3
section, instructions will be given to process a reservation directly from the Map view.

When youSelect the Facilitiodule, the DateBased Matrix view opens by default (shown below). This Facility
GASs oAttt RSTFI dz (0 U 2BogagRimdndBarkbdlowva € 2 O0F GA2y X &adzOK |

Store: Bogart Regional Perk. Register d: 1 8 {nr |l & ®

Cashier Name: Michael Alferez Version: 10.25.0 Merchendise Faciity Activity

DATE BASED MATRIX o

4 Bogart Regional Park Q Group & Equestriani=  From 03/13/2018 Q aQ
DATE/TIME BASED MATRIX

QUICK CHECK = - & Refresh

RESERVATIONS

UNIT TYPE UNIT
MAP RESERVATIONS

Group & Equestrian Campground

suondg

Horse Comal BCcol

Sub Total: $0.00
Tax: $0.00
Grand Total: $0.00

[ apaa e 1 1 1
0 Biocked 3 Reserved Check In [ check out 1] on Hold x| Unavaliable
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To access the MaReservations, select the Map Reservations butinteft sidebarof the Facilitymodule:

Search for customers

Store: Bogart Regional Park Register Id: 1
Cashier Name: Michael Alferez Version: 10.2.5.0

Map Reservations
DATE BASED MATRIX
ﬁ Bogart Regional Park

@LJ;) & Eques
Fart Kegil -
s>ufart Regional

Riverside County
Riverside County

DATE/TIME BASED MATRIX

QUICK CHECK

RESERVATIONS

The Facility Map (showelow) is broken down into one or multiple areaymbolized by an icon containing a
number with a description of the area. This displays the number of availadtefar the date rangeedectedas
well asallowsthe user to click on the icon to navigate the map to that area.

Map Reservations

4\  Bogart Regional Park Q Group & Equestrian Camp v Reservation Date 03/13/2018  #of Nights 1 -
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The Area view (shown below) is very helpful as a point of reference. Suppose that a patron requests a unit on
the perimeter of the campground for additional privadNo problem! Just click on the facility (e@ampgrounyl
FNRBY G(GKS LINB@OA2dza OASg G2 frdzyOK + YIL 2F G4KS Ol Y
patron to the optimal location.

Map Reservations

A Bogart Regional Park Campground ~  Resenfition Date 04/26/2018  #ofNights 1

Group & Equestrian Campground
Picnic & Outdoor Areas

Campground

The Map Reservationgew can be filtered for a dateange/number of nights by using the filter in the top of the
screen:

Map Reservations

ﬂ Bogart Regional Park Q | Campground - | Reservation Date 04/26/2018  #of Nights 1 -

Simply select the Reservation Date (this is the night that they arrive) and number of nights that the customer wil
stay. The map will refresh and show the availability accordingly.

Icors display availability based on color codig EENocations are availablézEDocations are reserved:

4o
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Date Based Matrix View

TheMatrix view displays facility and unit information in a grid format (see below). In this view, functions are
executed fram fields, toolbar icons, cells, grid, as well as other tasks.

Store: Alpha Park Register Id: 1 Cashier Name: US eDirect Admin Version: 9.8.1.0

DATE BASED MATRIX

A Apha Park -~ From 06/14/2017 Quick Search Q ‘Q‘ ‘ Filter ‘
QUICK CHECK. =
&) [Due Outs| [View Hold] [quick Hold]
RESERVATIONS g —

June 2017
UNIT TYPE MON TUE WED THU FRI

—| Campground #1
L

Electric

# ARNOLD, RICHA.

# CARUSO, TOM - 13657

# SHOWKER, DAVE - 13658

Components of Date Based Matrix Window
Module Directory

Located on the left side of the screen, the Module Directory lists functions that are available for this module
Customers, Map Resene@ns, DateBased Matrix, Date/TimBased matrix, CowBased Matrix, Reservations,
Vehicle Search, Configuration, Reports, and Return to POS. Clicking on a selection takes you directly to the
opening screen for that function.

Selection Fields

Fields acrosthe top of the screen are used to select the criteria for the reservation. Subsequently explained in a
later section, these fields expedite your search for a facility by narrowing down the dates, unit category/type,
amenities, etc.

Toolbar Icons

Locateddirectly under the selection fields you can find a toolbar with a series of icons. Each icon lets you
execute a specific task from the Matrix view. Icons are activated as the task relates to a reservation. Please kee
in mind that the same functions arevailable from the Unit Pr€art screen, which is where you enter a

reservation when noin the Matrix view. The icons are explained below.

(ReservéLets you enter a reservation by selecting a cell and clicking oicdhis
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The Unit PreCart screen openfor entering the reservation.
(MassReservé This icon only appears in the Dalene Based Matrix, fddourlybased sites.

(BlocK Lets you block a unit or series of units from beggerved. Thisfunction essentially holds the blocked
units for patronsof a special event (e.g., wedding, fundraisgc,).

DATE BASED MATRIX

ﬁ Alpha Park
n
==
UNIT TYPE UNIT

— | Campground #1

= Electric

(UnblocK Lets you remove the block from a unit or series of units. iddres enabled only when you select a
blockedunit.

DATE BASED MATRIX

ﬁ Alpha Park

UNIT TYPE UNIT

= | Campground #1

Electric

# ARNOLD, RICHA. -

# CARUSO, TOM-13

& Maintenance

& Maintenance
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(Commen) Lets you add a comment (e.g., alerting the facility thatgh&ronwill be arriving late at night) to the
reservation. The comment bubble is placed in the cell; clicking on the bubble displays the text and associated
AYF2NXYIFGA2Y D bhe¢9Y GKAA O2YYSyld A& GASR béarémoie&kS R

(Modify) Lets you modify a reservation. When the Unit-Rartscreenopens, review the reservation details
and modify as necessary. This will be covered in detail later igufde

UNIT TYPE UNIT

— | Campground #1

Electric

# ARNOLD, RICHA..

& CARUSO, TOM - 13657

(Cance] Lets you cancel the reservation. If the rasdion is alreadgheckedn, this icon takes you to the
Tender Transaction screen for a refund. This will be covered in detail later guities

(Checkn) Lets you check in a reservation by opening the BrétCartscreen. You can then check in the
reservation from this screen. This will be covered in detail later irgthde

(Cuf Lets you cut a cell and paste it somewhere else in the grid.isTisisdprimarily to moving reservations
around the grid. This will be covered in detail later irs guide

DLD, RICHA.

# CARUSO, TOM - 13657

(Pastg Lets you paste the cut cell in a different location in the gridumust confirm this action (see below)
before you can paste it. This will be covered in detail later inghige

(Expand Letsyou expand the grid to see additiordgtails.
(Collapsé Lets you collapse the grid to hide tHetails.
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UNIT TYPE UNIT

E Campground #1

(Multi Selec) Lets you select simultaneously select multiple unitsrandtiple dates on the grid. Selected cells
are displayed igreyas showrbelow.

Wiew Hold
)

June 2017
TUE WED

MON THU

(Togglg Lets you toggle beteengroupings.
(ResetFilters) lets you reset the current filters to initiate a negarch.

(GetSecurityDeposi) Lets you return or collect the security deposit, dependingherstatus of the
reservation.

(Undo) Lets you undo (cancel) the previcasion.
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Selecting a Site

When searching for a site, the Matrix view is usually the best choice because it provides search and filter optior
G2 ARSYy(GATe GKS FILrOAftAGe GKIFIG o0Sad YvYSSda | LI GNRY
sedion of the Matrix (shown below).

DATE BASED MATRIX

A Alpha Park Q campground #1 ~  From 06/14/2017 Quick Search Q ‘Q‘ | Filter ‘

I

a8 N ESD ‘IJE C:L.t;| “-,‘is;ﬂ- ﬁ;)lcl| |-]Li-: J»;)H‘

Using Search Criteria and Filters

The search and filter fields are explained below. After selecting the search criteria and filters, you must click on
the Refresh buttorupdate the information in the grid. Furthermore han the Refresh button is green, it means
that information is ready to be updated.

Placeb ¢ KA&d FTASEtR RSTFldA Ga (G2 OFakKASNNa t20ldA2y o6iGK
to a specific park of interest lpgarching foand seleting another pardrom the search box

DATE BASED MATRIX

@ |- I Q

Ahemn State Park

Alpha Park

Androscoggin Wayside Park
D

Annett Wayside Park E
}

Bear Brook State Park

Bedell Bridge State Historic Site

Bravo Great Trek

Cardigan Mountain State Park

Facility. This field identifies the available facilities for the selected place. Select a facility from the dropdown
menu.

All Facilities \v”jj

All Facilities
- Conference ROOM -
Horse Camp I
Campground #2
Lakes Day Use Area
Oakwood Cabins

Campground #1
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Date. This field specifies a time period for the gi$e#lecthe time periodfrom the drop-downmenu.

From Quick Search

(@ « June 2017 w4
-

1 Su Mo Tu We Th Fr Sa

28 29 30 31 1 2 3

456?8910

From(Datep ¢ KA&a FASER alLISOAFASAE G(KS adGFNIL 2F | RIFIGS N
changed only if the reservation is for the futui®incemost reservations for futureatesare handledhrough

Guest Servicear viathe web, it is unlikely that the date will be changed. If youstchangethe date, you can

do so byclickingon and selecting a differerttate from the calendar.

Unit Category and Unit Typélhe Unit Category and Unit Type fidldB T 2 dzCR f i B Ndveridin- @ | y
tandem. Each unit category has an associated set of unit types; when you select a unit category, the Unit Type
filter shows only the associated unit types (as shbetow).

Unit Type

All Unit Types gﬂ
Unit Categories
All Unit Types

‘ All Categories @J
Basic

Electric

All Categories
I Horse Electric

Camping ~  Shelter (Large)

~  Shelter (Small
Day Use elter (Small)

~  Cabin (4 Person)

Lodging L

Cabin (5 Person)

Days Thidfilter lets you check facility availability according to specific days ofiéiedk.
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Amenities This filter lets you search for facilities based on the availaivenitiesFound under the filer tab

Amenities

- Select Amenity - iﬂrj - |

- Select Amenity -
ADA Accessible
Air Conditoning
AMP Service
Benches

Bunk Beds
Double Bed

Driveway surface

Length This field selects the maximum length of $leeping unit. Change it as necessary by clickimmnd
selecting a different length from the dregiown menu.Found under the filter tabNote: Forcertainunit types,
the Maximum Length of the Sleeping Unit may be a requirement for the search (siRW)aln thiapplication
the lengths are ifFEERNnd choosing 40 on the matrix brings alpunits that allow a sleeping unit of 40 feet or
longer.
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Customer Classifications

Customers are assigned classifications. The customer classification idespigfeisc customer groups, such as
Residents, NoiiResidents, Senior Citizens, Juniors, etc. Classifications are also used to report customer activity
by customer group. Customer classifications are the backbone of customer and reporting on customeéisiata. |
very useful to follow the trends in which the different groups participate

Please keep in mind that there are some guidelines to follow regacdstgmerclassifications:
9 A customer can belong to only one custorakssification.

1 New customers areut into the "default customer classification" bucket until they are given the
appropriateclassification.

9 Customer classifications may require proof prior to assigning them to a customer. Examples of
commonlyused proof include Driver's License, StatedssiD, Senior Card, Military K.

Accepted proof varies by location and locations can tailor the type of proof accepted to their own needs.

Customers can change their classification as long as they provide the necessary proof of eligibility, if
required.

9 Classifications are a factor in determining the price of goods sold thrRegreation Dynamic§or
example, a facility rental might be $20.00 for Residents while-Riesidents would pe§25.00.

Giving Web Credentials to Customers

A Head oHousehold ha the capability of logging into the web to make reservations, sign up for activities, and
add/edit dependents. To enable access, the head of household's web credentials must be specified. Customers
that are associated with corporate accounts cannot usewleb access to edit their accounts.

To grant web credentials to a customer, follow the instructions below:

1. Search for a customer in the household you wish to leglitocating the search box in the upper left
hand corner of the page on tHeacilitymodule. The application displays all matches (see below).

(843) 8227477

(803) 359-0408

2. Locate the correct customer arselect.
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3. Click2 y

4. hy

G9RAU
Edit Household

Basics

*First Name

TOM

Address

*Address (line 1)

20 HELTON DR APT 3230
*City

COLUMBIA

Phone and Web
Email
TCARUSO@SC.RR.COM

*Primary Phone

(803) 269-5791

GKS FTANAUG

Web Credentials screen.

Head of Household Demegraphics

Details Emergency Contacts Payments Accounts
ry TOM CARUSO
Lol Hiead Of Houschold
Intial *Last Name Date of Birth Gender [l Created On: 17272017
CARUSO Nov - 13 - 1870 ~ MALE -
Clear Address
Address (line 2)
*State *Country *Zip
sC USA - 29229-6950
User Name
tcaruso@sc.m.com More

Secondary Phone

G o

| 2 dz& S K 2-haRdécordey/ Thé KdB Hodzeblal8 deiegehsd K

Agree to receive marketing email

z

aKIF G

A G théEPhbndzind Web Se2tdn tdapeéndhg O & X

5. Enter a valicemail addressuser namePasswordandPasswor@onfirmation

=

Web Credentials

4% | TOM CARUSO
P““ 20 helton dr apt 3230 columbia, sc 292296950
PRSto | (503) 269.5791
E-mail TCARUSO@SCRR GOM
Username | T
The user name must be between 4 and 20 characters
Password @
Confirm Password @

The password must be between 4 and 10 characters.

Email Temporary Pasword

Any changes to the user name or password will cause an email to be
sent Oto the customer, provided that and email Caddress and user

name are specified

6. Clickona { | @Herfinished.

Note: If this is the first time that the customer is set up for web accessafipécationautomatically sends an
email notifying the customethat the account was linked to his/her email address.
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Making Reservations

Reservations can be made from the Matrix mode (EBa&sed Matrix and Date/TirABased Matrix screens) and
from Map mode (Ma Reservations). Since the end result is the sgmeeservation; simply use whichever

method works best for you.

Reserving a Unit from the Date -Based Matrix Screen

To make a reservation from the DaBased Matrix, follow the instructions below.

1. Open theDate-Based Matrix screen for the desired park and facility. When the screen opens, it displays
the selection criteria in the fields and identifies the statis of the units by amdmg.

DATE BASED MATRIX
ﬁ- Alphz Park Q all Facilities ~  From 06/15/2017 Quick Search Q
; E : |Due OLtsl |'v'ie-.’-' Hol d| | Quick Hold |
June 2017
UNIT TYPE UNIT 5 11 FRI SAT SUN MON TUE WED THU FRI SAT SUN MON
15 16 17 18 19 20 2 22 23 24 25 26
+ | Horse Camp
- Campground #1
L Electric
# SHOWKER, DAVE - 13658
8E
ag "4 BELL. ROBER
10E
ME
ﬂ Elocked Reserved Check In D Check Out m On Held l:l Selected El Unavaliable

2. LRSYGATFTe GKS dzyAd FyR RI (S indIfha Paik aNJarapgroidds#R fiom[ S 0
Friday 16 of June to Monday 19of June.

3. Click in the grid for the starting date of the reservation. The square turns grey, indicating that it is
selected.
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June 2017
UNIT TYPE UNIT R . 0 D
15 16 17 18 19 20 21 22 23 24

9E L4 BELL ROBER

10E

11E

12E

4. Click on the Reserve Icon at the upper-ledind corner taopen the Unit PreCart screen.

@ @ e @ =

R
UNIT TYPE UNIT R A 0 D
15 16 17 18 19 20 n
9E bl EELL, ROBER
10E
11E
-

5. The Unit PreCartscreenis divided into two sections Selected Units and Details/Amenities.

+ Selected Units. This section displays facility information for this reservgianm, campground, and
desireddates.

+ Details/Anenities. The Details Tab is where information is entered for the reservation (number of
nights being reserved, number of people in the reservation, etc.). The Amenities Tab lists the
amenities for the selected facility (showers, pad site).

Unit Pre Cart
Multiselect Details Amenities
Sy I -
Campground #1
Location Alpha Park- Campground #1
= Electrie - 11 E Unit Electric - 11E Status Pending
06/16/2017 - 06/20/2017 @ne Date g srero017 Nowt . Show waive screen
* Occupant Name
Usage Classification Regular .
Comment
Aduits 4 . Children
Camping Unit TYDE s wheel Trail = vehicles |
Reservation Discount N:.Mgﬁ, SecurityDeposit  gggp -
Extras -
. There are no extras associated with the selected reservation(s)
¥ Legem

res Modification

@ Not Modified. Requir
(O] mosined poe

(&) Modifed. Requires Modification -

Requirs Modifieation
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6. Enter the reservation information in the corresponding fields:

Customer Select the customer associated with this reservation. For details about this function, please
go to Working with the Customer Basection.

Dated {LISOATeE (KS NBlakbdoRthelcdlehdachn ihén théXalemibr pdpp,o &
select the date. Please keep in mind that #pplicationR S F I dzf Ga G2 G dafe. OdzNNB y (

Nights Specify the number of nights covered by thiservation.

Usage ClassSpecify special prigrclassifications, when applicable. This value is-defined and might
include pricing options such as: Regular (no discount), Disabled (10% discount), Return Visitor (25%
discount) etc.

Comments Type relevant information about this reservation, if Apgble. For example, you might wish
to note that the patron is requesting a laaerival.

Comment

Patron will be arriving between 10 p.m. and 12 a.m.

Camping Unit TypeSelect the camping unit associated with this reservati®V, Popup Trailer, Travel
Trailer, Car/Truck/Van, etc. These optionsuserdefined.

Security Deposit FeeSelect the amount of security deposit, if applicable.
Adults. Specify the number of adults included in this reservation.
Children Specify the number of children included in this reservation.
Vehicles Specify the number of assiated with this reservation.

Extras Selecthe extras requested by the patron. Extras include items sold by the campground
(firewood, ice, etc.) ospecial requests (waived reservation fegets).

When finished, the screen looks something like this:
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Unit Pre Cart

Multiselect Details Amenities

Date Unit * Search For Customers jpsepy geck n n
c nd #1
Location Aloha Park - Campground £1

O Electric - 11 E Unit Electric - 11E Status Pending
06/16/2017 - 06/20/2017 11E Date gs/16/2017 Might . Show waive screen
* Occupant Name Beck Trip

Usage Classification Regular -
Comment

Patron will be arriving between 10 p.m. and 12 a.m.

Adults 2 Children 0

Camping Unit Type Trailer Vehicles 1 -
Reservation Discount Nothing ~ Security Deposit 50.00 .
Extras &

There are no extras associated with the selected reservation(s)
¥ Legend

O Not Modified. Requires Modification
0| Madified. Does not Require Madification

2| Modified. Requires Modification -

* Denaotes reguired fislds

At this point, you have two options to continue with this reservation:

Continue:This will add the item to th&hopping Carnd allow you to navigate back to teidto process
additionalreservations

TenderThis will take you directly to the POS, wiilog the reservation to be pafdr.
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Tendering the Reservation

When the patron is ready to pay for the reservation, the tender process is explained below.

1. Confirm that the reservation information in the shopping cacisurate.

@ ® % Description

o 4  Unit: Alpha Park - Campground #1 - Electric- 11 E
Stay: Fri 06/16/2017 - Tue 06/20/2017 (4 nights)
Classification: Regular

Mon Refundable Reservation Fee

Electric 06,/16/2017 05:00 PM - 06/20/2017 04:00
PM (Per 1 Days- Weekday Rate)

Electric 06/16/2017 05:00 PM - 06/20/2017 04:00
PM (Per 1 Days- Weekend Rate)

Unit Price

§7.70

$21.00

$23.00

Total »

57.70

542.00

546.00

2. 1 £t A0l a¢ S ytarfeNd readyidtghdeOatdir. A blank Tender Transaction screen opens.
3. Determine the payment method in the left column and enter the amount due in the right column.
G§SYRSNI (KS

4. 1 £A01 2y 4t dNDKIF a8¢ (2

TENDER TRANSACTION

Select Payment Method

Cash

Check

Credit Card

House Account: $0.00
Gift Card

Travelers Check

Finance Refund Check

Total Due:
Total Paid:
Total Balance :

$95.70

50.00

50.00

$0.00

$0.00

$0.00

5000

$95.70
$95.70
50.00

A1t 8 I yR
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Recreation
Dynamics

Confirmation:

5.

t NAYd 2NJ SYFAf GKS /2y FANXYIGAZYZ

Transaction Detail

Alpha Park
20247 Dakwood Shoreline Dr Bruce SD 57220
Transaction #: 623
Register # 1
Cashier#  US eDirect Admin
Batch# 3102
Customer:  BECK, JOSEPH
Date: 6/15/2017
Time: 12:40 PM
Transaction Type :  Sales
Confirmation Mumber: 13661

Description Unit Price Oty  Amount

Non Refundable Reservation $770 | 100 770 *
Fee - Per Reservation

Electric -WD - Alpha Park - $21.00 200 $42.00
Campground #1 - Electric - -
Sub Total 1 39370
TAX:  £0.00

Grand Total ©  505.70

Cash: 39370

623

[ Foreern | | v oo |

application will update the grid with this new reservation:

LISNJ G KS LI NP\

June 2017
UNIT TYPE UNIT : A = D
15 16 17 18 19 20 21 22
9E g+j: ROB
10E
T1E P
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Reserving a Unit from the Date/Time -Based Matrix

The Date/TimeBased Matrixallows you to reserve timdriven facilities such as picnic areas which may be
booked by the hour. The process for reserving a tmeed unit is nearly identical to that used for the Date
Based Matrix, with one exception. The only difference is that yastrinook the time for the unit.

Select the Parknd Facility where you would like to make a reservation. To drill down further, you can view the
grid based on a specific unit category or unit type. Select the times you would like to make the boolang for,
simply click on reserve.

[ S T T LT TN

/ﬁ\ Rancho Jurupa Regional S Q All Facilities ~  From 0€

Date Tue, Feb 06

Facility Synthetic Turf Natural Turf

Unit Type Synthetic Turf Field w/ L
Unit 1 2 3 4 3 6 7 8
|—D6:DD AM

'—0?:00 AM

|—08:00 AM

'—09:00 AM

|—'| 0:00 AM
!

Once again, the unit pre cart will come up here, and you can search for and select your customer. Then, you ca
select the appropriate usage classification, and continue with the transaction.

Unit Pre Cart
Multiselect Details Amenities
Date Unit * Search For Cuslomers ¢\ v grown n u
st Location Rancho Jurupa F ports Park - Synthetic Turf
E Synthetic Turf Field w/ Lights (70 x 110 yards) Unit Synth Turf Field w/ Lights
LT LR 1 From Tue 2/6/2018 9:00 AM - 10:00 AM
Usage Classification User Group2 =
Comment
Reservation Discount | yoihine - Security Deposit &5 5p .
Extras
There are no extras associated with the selected reservation(s)
Legend

* Denotes required fields Continue | Tender
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TENDER TRANSACTION

Select Payment Method

Cash $60.00
Check $0.00
Credit Card $0.00
House Account: $0.00 $0.00
Gift Card i I 50.00
Travelers Check &n nn

Once the transactiois completed, you will see your booking on grid, highlighted in green.

0900 AM # BR..
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Reserving a Unit from the Map Reservations Screen
Note: the Map Reservations feature is only available on version 9.8.3.0 and above.

Navigate to the Map Reservations Screen by gitartheFacilitymodule and selecting thklap Reservations
tab on the left sidebarThis screen shows campgrounds in your region. It is also the starting point for reserving
units in Map mode. To make a reservation using the Map Reservation screen,tf@lavgtructions below.

1. Select the Region and Park:

Map Reservations

4\ BigBasin Redwoods SP Q Big Basin Redwoods -

2. AAONBSYy 21L)Sya aK2gAy3d GKS LINJIQa FLOAtAGASAD ¢F
other regions of the park as shown below:

Map Reservations

/ﬁ‘ Big Basin Redwoods SP Q Big Basin Redwoods - Reservation Date  06/16/2017 # of Nights 1
Big Basin Redwoods nd
Big Basin Redwoods sP - + Can‘_lp‘g!'oy ______ S
s Sdtuoia Trail To Sempervirens —-.—==--
------------------------------- T andFalls

£paj
(=3}

A

oo e

HW_Y236//—\ é

1

3. Clickon a facility (e.g. Campgund) to £e a map of thaunits:
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Map Reservations

4  BigBasin Redwoods SP Q Upper Blooms Creek @ ~  Reservation Date 06/16/2017  #ofNights 1 -

L

e
..........

A quick glance at the map instantly gives gwailabilityinformation:
1 Available units displayed BREEN
1 Reserved unites displayedRED

1 Clicking on a reserved unit displays reservation information:

Recreation Dynamics

Confirmation Number: 110144
Customer: BARKER, BOB
Place: Big Basin Redwoods SP
Facility: Upper Blooms Creek
Unit Type: Tent Campsite

Unit: 152B

Arrival: 06/16/2017

Source: Park

Occupant Name:BOB BARKER

4. Clickon the unit being reserved, which ope the PreCart screen.
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PreCart

Booking Information Amenities Payments Vehicles and Occupancy @ Reserved @ Checked In Checked Out

Date Unit + Add Vvehicle
Blooms Creek
Checkin/oue
out

Status | Action Class | Plate Type Adults / Child
E Tent Campsite - 155B
06/16/2017 - 06/17/2017 ] 1558

Show waive screen

Search For Customer | n

Customer Classification

Date 06/16/2017 Night 1 - Extra

There are no extras associated with the selected reservation(s)

* Occupant Name

Usage Classification = Regular ~ Camping Unit Type Truck/SU' ~
Comment

Location: Big Basin Redwoods SP - Upper Blooms Creek

Unit: Tent Campsite - 155B Status: Pending

Note: From this point on the process is the same as outlined under the Beded Matrix section. Although the
remaining steps are listed, please refer to the DB&sed Matrix Screen section for additional details.

5. Enter thereservation detailsand take the appropriataction

6. Clickonto review reservation details in th®hopping Cart Keep imindthat reservations are not final
until payment igendered

7. Clickonto open the Tender Transaction screen and tergirment.
8. Selecthe payment methodand enter the amoundue.
9. Click onOKto display a Confirmation for thgatron.

10. Print the Confirmationfor the patron.
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Using the Multi -Select Feature

The MultiSeIegt feature lets you simultaneously select multiple units and multgiesdunder one reservation
LGQa SEGNBYSte 02y @SyASyld ¢KSy LI GNRya NBaASNDS
1. Open the Matrix view andlickon (Multi-Select).

2. Click in the cell for each date and unit that you wish to reserve. The selectedhagllze tagrey,
designatingnulti-select.

A AphaPark Q Campground #1 = From 06/15/2017 Quick Search Q@
a

»|

UNIT TYPE

- Campground #1

- Electric

3. Clickon (Reservé. The Unit Pr€art screen opens, listing all units selected. [Ek8you tender payment
once, instead of processing the different reservatimavidually.

4. Completethe reservation, fdbwing the reservation process previously explair@éase be sure to turn
off this function when returning to the grid by clicking the mulielectbutton.
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