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User Guide Overview

This Neptune User Guide explains the functionality of the Point of Sale (POS) and Camping Module and covers
the following topics:

*+  POS Application
*  Customer Information
* Map and Date Based Matrix Views

+ Camping Reservations
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Field POS Operations

Browser-based Application

Neptune is now browser-based. It is accessed via a URL by using a web browsers such as Google Chrome and
Internet Explorer. US eDirect highly encourages the use of Google Chrome for best results.

Google @ | g
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Logging on to Recreation Dynamics

Your User ID and Password will be assigned by your Park Manager. To logon to the POS Application, a URL will be
provided for you to access via Google Chrome. A logon window will appear. Enter both a User ID and a Password
in the designated fields. BE SURE THE CORRECT STORE GETS SELECTED. By clicking on the gear icon, you can
further select the register that you must logon to.

-)4 Recreation
Dynamics

v10.24.0

adavies

Change Password

Bogart Park L
I st

Store Selector

Bogart Park

Register Number 1

Download Peripheral Dynamics Installer
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In the event that an incorrect User ID and/or an incorrect Password is entered, the following message will
appear:

The user name or password provided is incorrect

2)§ 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 your Password is case-sensitive.

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

Once this initialization has completed, the application will open up to the default screen as shown below:

[T ——

‘Cashier Name: US eDirect Admin Version: 9.5.0.6

@ ® % Description Unit Price  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

Page 9



Recreation
4@ Dynamics

Entering Opening Amounts

At the start of every shift, provided that the previous user has closed out in the required fashion, the application
will prompt you to enter the Opening Amounts, by opening the following window upon logon. It is critical that
the previous shift was closed via Blind Closeout for this window to open up correctly. Please ensure you follow
the steps for Blind Closeout shown later in this section.

Recreation Dynamics

No batch is open currently. Are you

sure you want to open new batch?

You may also access the different Batch functions by selecting the Batch button while on the Merchandise or
Activity modules and 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

) ® = o

—
nal -E'Jt'l Discount Viaid ey
Drawer

Enter your opening Cash total and select OK.
—

Opening Amounts

Enter Opening Amounts

0/
=]
=]

Cash

Cash Calculator
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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 example below, the user is calculating that their opening amounts are 200 pennies, 80 nickels, 100 dimes,
80 quarters, 24 dollars, four fives and two tens and the application is calculating the total as $100.00. This
procedure will allow you to enter the total amount of each coin and/or bill type into the field, assisting in
minimizing manual calculation errors. Once 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
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Entering Blind Closeouts

To perform a Blind Closeout, select the Merchandise or Activity module from the main screen and select the
Batch button in the lower right-hand corner of the screen.

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

Credit Card — () Tender Cart

) ® = o =

nal Ogpen Dimcount Waid

Drawer

From the Batch drop down list, select Blind Closeout.

Batch Number: 4

Enter Opening Amounts
Enter Closing Amounts
Generate X Report

Blind Closeout

| EmerOpeing s

JEEC——

==
!
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Selecting Blind Closeout will bring up the following window on the left:

Closing Amounts cash Calculator

Amounts Comment: - Amount

Travelers 50.00 Pennies s2.00
Check

Nickels 0
DebitCard 50,00 §440

Dimes 100 §10.00

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 w

The application will pre-fill the Credit Card and other tender totals. You will need to enter the closing totals for
both Cash and Check. As with the Opening Amounts, you may choose to streamline the process by using the
Cash Calculator. This procedure will allow you to enter the total amount of each coin and/or bill type into the
field, assisting in minimizing manual calculation errors.

Once the totals have been entered, select OK to begin processing of the Blind Closeout.

After a few seconds, the following window will appear, notifying you 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 register or simply ignore the logon
screen until the following day when the next shift starts. For mid-day shift changes, you may logon to the
application and will be prompted to enter your Opening Amounts to begin a brand-new Batch.
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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 closed.

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

DASHBOARD

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 10/13/2017 4:06:48 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 7:20:46 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
batch that has been ‘Blind Closed’ to a deposit. By clicking on the batch, you can reverify opening amounts,
closing amounts, and generate an 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

i

Once you click on ‘Generate Z report’, it will show you a snapshot of the Batch Information, and the batch will
no longer show up in ‘Manage Batches’. Now, this batch will be availabe in ‘Manage Deposit Slips’ which is
under Finance>Deposit>Manage Batches
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DASHBOARD

DEPOSIT / MANAGE DEPOSIT SLIPS
REFUND CHECKS
Deposit Information

Store Information  Mayflower
DEPOSIT < Enter Deposit ¥ *

Confirm Deposit £+ 4580 T.nlaradc River RoadBlythe, Ca 92228
(760) 922-4665
Closed Batches |~ - Batches in this Deposit
MANAGE BATCHES Batch Date Register Comments Batch Date Register
1 10/6/2017 3:28:47 PM 1
OTHER
10/6/2017 33255 PM
CONFIGURATION
3 10/ 7 4:25:08 PM 1
ACCOUNT INVOICES 10/31/2017 1:09:41 PM
6 10/31/2017 1:09:50 PM
Expected Totals Certification
Deposit Ower/Short I centify that the expected totals match the actual deposit totals *

cash $0.00 50.00
Signature*
$0.00

50.00

$0.00 Reprint Deposit Repor Save and Print

Other

Grand Total

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 bank bag number — MMDDYYYY (8 digits) + last 4 digits of bank deposit
bag

+ Date of Deposit + Time — MMDDYYYY (8 digits) + 04:15 PM = 031320170415 € 12 digits

Deposit Information

Enter Deposit #* 500099009095 Confirm Deposit #* |999999999996

Then you can highlight a batch from under the list of ‘Closed batches’ and move it over using the arrow key to
include this batch in this deposit.

Closed Batches ‘ Refresh ‘ Batches in this Deposit

Batch Date Register Comments Batch Date Register Comments

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

6 10/31/2017 1:08:50 PM 1

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

You must then place a check mark next to ‘Certification’ to verify that expected totals match the actual deposit
totals, and add your signature.

Certification

¥ | | certify that the expected totals match the actual deposit totals * l Save and Print

At this point, you can click on ‘Save and Print’ to complete your deposit. A Deposit report will be populated once
you click on ‘Save and Print’. You can print this out or email it as well, and save as a PDF, WORD, or Excel Doc.
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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

If you need to reprint a deposit slip, you can click on ‘Reprint Deposit Slip” and enter the deposit slip number,
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) Z-reports of batch or batches included in deposit

3) Bank Deposit Slip (pink copy)

4) Bank Deposit Receipt (if applicable)

5) Bank Deposit Bag Number (bag tear-out seal; only if applicable)
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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 Dynamics application to allow for the
conbination of all services and items into a single Shopping Cart and a single transaction.

This section of the guide will cover the functional aspects of POS operation including:
+ Sellingitems
+ Changing prices and quantities
* Reviewing receipt journals
*  Assigning customers
+  Perform voids and refunds

+  Securing the register
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Accessing the POS

Typically, the application will open up the POS screen from the Merchandise module when you logon to the
application, whether at the start of your shift or after the application has been closed down for other reasons.
To return to the POS from another screen, select the Merchandise or Activity 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

=] B | @

oumal Open Drawer Discount

In the top right-hand corner of the screen, you will see a series of modules including Merchandise, Activity and
Facility. When you select the Merchandise or Activity module, the POS is activated and the different tabs
associated with Merchandise or Activity modules will appear on the left-side of the screen. Each of the Tabs are
associated with a list of saleable items.

‘Store: Call Center Registes it 1
Cashier Name: US eDirect Admin Version: 9.50.3

& 9%  Description UnitPrice  Qty Tall »

CAMPING There are no items in the shopping cart.

RESERVATIONS

REVENUE

SHELTERS
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Tabs and Items

Within each Tab, the items that have been associated with that Tab will be displayed. To access the items within
a Tab, select the associated Tab link (ie: Camping, Reservations, etc.). The current Tab displayed 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 example below, the Merchandise module and Camping Tab have been selected and items that have been
associated as Camping, such as Everygreen Camping Adj (CC), appear.To add one or multiples of these items to
the Shopping Cart, simply select the corresponding item button. In the example below, Everygreen Camping Adj
(CC) is added to the Shopping Cart:

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)
Evergreen Camping [l Flowing Camping Adj %
Adj{(CC) (]

SHELTERS
Kayak Camping Adj River Camping Adj
(cc) (cc)
Squire Camping Adj Wenberg Camping
(co) Adj (CC)

REVENUE

This step may be repeated with additional items within the Merchandise module by navigating to other Tabs
such as Reservations and Shelters.

For navigating through multiple lists of items, use the navigation arrows found in the lower left corner of the
screen. If there are no items in the list pane, the navigation arrows will not be visible.

Page 19



Recreation
@ Dynamics

Search Tool

If you have numerous retail items, or based on your preference, you may search for items by using the search
bar in the upper left-hand corner of the screen near the Tabs. To perform a search, enter a full or partial word
into the Search item field as shown below. This field is also used for directly adding items to the cart by using the
exact Item Lookup Code/SKU. This procedure will be covered in another section. Selecting the Search icon
(magnifying glass) will activate the search.

Search item @

Once a Search has been performed, the application will display all Search results (matching the criteria) in the
item list pane, under the search bar:

Store: Call Center Register it 1 Cashier Name: US eDirect Admin
Vemer9303

“ FER D

You can review the results as a button view (illustrated above) or a list view by selecting the multi-box icon
highlighted below:

‘Store: Call Center Registerid: 1 Cashier Name: US eDirect Admin
Version: 9.503

adj

Camping Adj. (CC) - EF

Camping Adj. (CC) - FL

Camping Adj. (CC)- kP

Camping Adj. (CC) - RMJ

wwmmeow | jst View
Camping 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 20



Recreation
@ Dynamics

Since “adj” was the search criteria, the application has responded with multiple items that match the search.
These items may now be added to the Shopping Cart by selecting the searched item being purchased.

“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 the search results:
e Select the search bar and begin typing your new search criteria,
o Select the next Tab for adding items, or

e Begin processing the sale.

Item Lookup Code Entry or Scan

The search bar from the previous section may also be used to directly add items to the Shopping Cart by
entering or scanning the Item Lookup Code into the field. These lookup codes may also be barcodes or other
numbers found on the item, such as a barcode on a can of soda or a label on a gift item.

To quickly add the item to the Shopping Cart, select the search bar and scan or type the Item Lookup Code.
Selecting the Search icon (magnifying glass), will populate the item directly into the Shopping Cart. The selected
item will also appear in the Search Results pane.

Tendering a Sale

Once items have been added to the Shopping Cart via one of the aforementioned methods or during processes
such as booking campsites/cabins or selling annual passes, you will be ready to Tender and complete the
transaction.

Paid by for Change Total: $23.00
oFF | Tax Exen
$23.00

(oo |+ 16 e
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The Tender Cart button can be found highlighted in blue in the lower right-hand corner of the POS screen. Once
you have completed the Tender Cart transactions, you may continue with the next purchase.

To Tender and accept payment for all items in the cart, select one of the following methods:
e Select the Tender Cart button
e If a credit or debit card is being used, select the Credit Card button.

e If you are receiving exact Cash for payment, select the green “+” sign which will Tender the entire
purchase

TENDER TRANSACTION
| Select Payment Method

| CREDIT CARD PAYMENT Cash 0.00
Check $0.00
Tender Amount $20.00
Credit Card $0.00
Name on Card Your 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 v Yeza ¥ 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

(5) Tender Cart
O,

Once the Tender Cart button is selected, the appropriate Tender window will open on top of the POS screen.
The following pages detail the different Tender types that can be used to process a sale.
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Tender Types
TENDER TRANSACTION
Select Payment Methad
Cash §0.00
Check £0.00
Credit Card 50.00
House Account: $0.00 50,00
Gift Card 000
Travelers Check s000
Finance Refund Check $0.00
Total Dus: $15.00
Total Paid: 50.00
Total Balance: £15.00
Cash

The Tender Transaction window will default with the cursor in the ‘Cash’ field to allow you to quickly enter cash
amounts. The Cash field simply requires that you type the numeric amount of cash that has been received from
the customer. The application will display what change amount is required if applicable. For example, see below
where the customer is paying $45.00 in cash towards a $57.00 total transaction:

NENDER TRANSACTION
Select Payment Methoad
Cash
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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Check Payment

Unlike the Cash field which is a numeric field that does not open up any other windows, the Check Payment field
will open up the Check Payment window when selected. The application requires you to enter the Check #
before you can Accept the payment and tender the sale. This window displays the total remaining sale amount

from the previous example:

Check #

Pay to the
Ordes of

Routing Number

Credit Card / PAX 300 PINPAD (EMV)

Account # Check

Apr 17,2017

$12.00

Selecting the Credit Card tender type will allow you to either swipe/chip insert (using PAX 300 pinpad) or
manually enter the credit card information. Manual entry of the Credit Card number is allowed in the event that
either the card isn’t present (for Guest Services or other phone-based payments). For security purposes, the
Credit Card number 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
Name on Card
Card Type
Card Number

Expiration Date

$12.00

-Selzct One - v |
- Seglect One-

Visa
| MasterCard |
Month v Yea ¥ CVV CV

If your POS terminal has a PAX 300 pinpad, the pinpad will autofill all required information. The pinpad will also
alert you if you need to swipe or insert the card (chip-enabled). The difference between manual credit card
entry and the pinpad is that a dollar amount is sent to the pax 300 pinpad, and that is the only information it

attains.

Page 24



ﬁ Recreation
@ Dynamics

Notice the tender amount field is auto-populated with the total in the cart. If the customer wishes to split the
tender, the amount for the PAX PAYMENT field may be changed. Simply click accept when the desired amount
has been entered and swipe/insert the card into the PAX 300 PINPAD, and the receipt will print.

House Account — PARK DISTRICT WILL NOT BE USING THIS TENDER TYPE

The House Account field will enable you to use existing account balances that a particular Customer has on their
customer account. For example, if a refund was processed and the funds placed onto a Customer’s House
Account, those funds would be made available for future purchases. This available amount may vary for each
customer.

To use all or part of an available balance, type in 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 toward the entire sale.

Cash $45.00
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
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Traveler’s Check

The Traveler’s Check field works much like Cash. The application allows you to over-tender the payment (for
example a $60 Traveler’s Check for a $57.00 payment as shown below) and the application will show the change
due in cash.

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

Finance Refund Check

The final Tender Transaction type is Finance Refund Check. THIS IS ONLY TO BE USED IF THE TRANSACTION
WAS FROM A PRIOR DATE AND ORIGINAL FORM OF PAYMENT WAS A CHECK. This field will only become
enabled if the Shopping Cart total amount is less than zero (<$0.00) and as such a refund is required. Selecting
this window will open up the Finance Refund Check window where notes/a reason for the refund check will be
entered:

TENDER TRANSACTION

Cash $0.00
Credit Card $0.00
House Account: $0.00 $0.00 Tender ($9.00)
Gift Card $0.00 Amount
Travelers Check $0.00 }
Finance Refund check Reason
Finance Refund Check $0.00
Customer returned firewood that he no longer -
Total Due: ($9.00) ) .
, needed. Paid firewood with Chk#1234| -
Total Paid: $0.00 —
Total Balance: ($9.00)

E= —
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Splitting Tenders

In the event that there are multiple people paying for a sale or a customer wishes to split their payment up into
multiple Tender types, follow the steps as outlined below.

Example Scenario:

The scenario below will show a payment being split into cash, check, two credit cards and a Traveler’s Check
with a desired breakdown of payments for Shopping Cart total of $100.00:

e Cash $30.00

e Check $20.00

e Visa $20.00

e MasterCard $20.00
e Traveler’s Check

Select the first tender type. It does not make a difference which Tender type is selected first. This example will
work from top to bottom in the Tender Transaction window, first entering cash and finishing with the Traveler’s
Check payment. In addition to entering multiple credit card payments, you can enter multiple checks as well.

Cash Tender Example

In the Cash field, enter the amount that the customer wishes to pay in cash. Note that the remaining balance
has been updated to $80.00

TENDER TRANSACTIC
&t Payment Method
Cash
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 Payment Example

To enter the $20.00 Check payment, select the Check field from the Tender Transaction window. The Check
Payment window will open. The application will default the remaining balance of the transaction into the
amount field. You must change the total to the amount the check is actually written for, in this case $20.00.
Enter the Routing Number and Account # if required. Enter the Check # and select Accept.

1234 91-28M121

Pay 1o the
Order of.

ki

Routing Mumber Account £

Apr 17,2017

520.00

1234
Check #

The Tender Transaction window will now display a $20.00 Cash and $20.00 Check payment for a total of $40.00.

The remaining Total Balance is displayed as $60.00.

TENDER TRANSACTION
o

Select Payment Melh

Cash

Check

Credit Card

House Account: $0.00
Gift Card

Trawelers Check
Finance Refund Check

Total Due
Total Paid:
Total Balance :

520,00
S20.00
50.00
50.00
50.00
50.00
50.00

5100.00
540000
S60.00
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Credit Card Payment Example

To enter the first Credit Card, click the Credit Card field in the Tender Transaction window. The following
Credit Card Payment window will appear. The Tender Amount will default to the remaining balance of the
transaction. Change the Tender Amount to the desired payment amount for the selected Credit Card, in this
case $20.00. Swipe or enter all card data and select Accept.

CREDIT CARD PAYMENT

Tender Amount 420.00

Mame on Card Customer

Card Type Visa T
Card Number ~ seeeeee

Expiration Date Jun{0E ¥ 200 ¥ | OV -

To process the next Credit payment, simply re-select in the credit card field of 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 this amount if the customer wishes to divide their transaction further. The window will
also display any other credit cards that have been used.

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

CREDIT CARD PAYMENT

Processed Credit Cards

Visa - XXXXX6789 £20.00
Tender Amount 520,00
MName on Card Customer Child
Card Type MasterCand T
Card Number ~ seeeeen
Expiration Date Jul{d7 v 201 v CWY
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The Transaction will now have a remaining balance of $20.00.

TENDER TRANSACTION
Sebect Payrent Method
Cash 520,00
Check 520,00
Credit Card 540,00
House Account: 50.00 50.00
Gift Card %0.00
Travelers Check 50.00
Finance Refund Check 50.00
Total Due $5100.00
Total Paid: SE0.0D
Total Balance : $20.00

Traveler’s Check Example

To tender the remainder of this total onto a Traveler’s Check, select the Traveler’s Check field and add the
requested information. If there is enough remaining balance, selecting Accept will complete 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 Sale Example

To complete the sale, simply select the Purchase button at the bottom right-hand corner of the Tender
Transaction window:

ﬂl&ﬂmﬂﬂﬂiﬂﬂl
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 enabled during the Tender Cart process. However, selecting the Purchase button
without having the Total 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 alert you to an error in the entry of a certain Tender type or that the customer must pay the
remaining funds before completing this sale.
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To go back to the Shopping Cart screen at any time, select Cancel. This action will cancel all existing amounts in
each Tender type but will not cancel the items from the Shopping Cart.

TENDER TRANSACTION

Selecl Payrmenl Melhod

Cash $20.00

Check $20.00
Credit Card 540000
Houwse Account: $0.00 50.00
Gift Card %0.00
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 the Shopping Cart, the 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 the Shopping Cart without displaying multiple lines of the same item.

BEE @ ® 0 Deseription Unit Price  Qty Total ¥

o ® % Donation - 51500 3 £45.00 -

== A
Item button selected three times

2. Inthe Shopping Cart, select the item Quantity number. A window will appear with the option to change
the quantity by typing in the number or using the plus (+) and minus (-) signs.

= a ® %  Description Update Quantity aty Total ¥

@ ® % Donation - |II + Ny 51500 -

3. If atany time during the sale the customer wishes to add more or less of a specific item, you may use the
second method to add or subtract additional item(s).

Changing Item Price

To change the price of an item, select the Unit Price field, highlighted below. Based upon your permission level,
you may not be able to modify the price and will need to seek management’s assistance. This action will open
the Update Unit Price window. 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 the plus (+) and minus (—) signs. Select OK.
This action will update the Unit Price of the item.

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

@ ® % Donation - |I| . §15.00 3 §45.00 -

A lightning bolt as well as a red font for the new Unit Price displays indicating the price has been changed from
the default Unit Price. The Total (Unit Price x Quantity) for the item can only be changed by a modification to the
Unit Price or Quantity.

a ® % Description Unit Price Oty Total ¥

@ ® % Donation % $20.00 3 $60.00 -

[

Removing Items

To remove items from the Shopping Cart, select the trash can icon to the left of the item Description located in
the Shopping Cart.

a ® % Description Unit Price Oty Total 3

| # Ui Donation 5 £20.00 3 S60.00 -~

N
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This action will open up the following window. Select “Yes” to remove the item or select “No” to keep the item
in the Shopping Cart. Selecting “Yes” will remove the entire quantity of the associated item. To remove less than
the total quantity, use the Update Quantity feature explained previously.

Recreation Dynamics

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

Adding Comments

Comments can be added to any item within the Shopping Cart by using the Comment icon. This feature is
not designed for adding comments to reservations. See the Unit Pre-Cart description information on adding
comments to reservations.

Once an item has been added to the Shopping Cart, you can add a comment by selecting the Comment icon to
the left of the item Description.

a ® % Description Unit Price Oty Total *

- & 03 Donation ¥ $20.00 3 560.00 -

Enter a comment in the Add Comments window.

Add Comments

Comments

Customer wishes the donation to be used a5 neaded,
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Once a Comment is entered and OK selected, the item in the Shopping Cart will display with an orange icon
attached to the Comment icon, indicating that a Comment has been added.

(i} ® % Description

§ ® U Donation

s

CAUTION: Comments will display next to the item on the receipt, as shown on the following receipt.

Bayou Segnette State Park
TI77 Westbank Expressway
Westwego LAT00M
Transaction #: 744
Register &: 12
Cashier 7: L% elvirect Admin
Batch #: B
Customer: SYSTEM, CUSTOMER
[rate: S/21/ 2013 Time: 12:31PFK1
Transaction Type: Sales
Confirmation Number: 100542
Drescription Unit Price Oty Amount

5.In¥ll Diind - e vwas shighfty damaged at the 2188 1 68 £1€8
tima of sale

Emptying the Cart

To empty the Shopping Cart of all items prior to tendering, select the Empty Cart Quick button in the lower left-
hand corner of the Shopping Cart. In the opening window, select “Yes” to empty the cart of all items or select
“No” to keep all items in the cart.

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 Shopping Cart is always visible whether you are on the Merchandise, Activity or Facility modules. On any of
these modules, the Shopping Cart appears initially minimized on the right-hand side of the screen. To view the
full Shopping Cart, select the maximize icon in the upper right-hand corner of the minimized Shopping Cart.

Below, the screen shows a minimized Shopping Cart to the right of the Facility Data Base Matrix screen:

DATE BASED MATRIX POS Minimize/Maximize |con se—— 4«5)
iy

W Fowing Laka a a2 - From oanaszor a [a

Aprit 2017 - May 201
UNIT TYPE [LUM weo 7 fm ST SUN  MON  TUE  WED THU PRI SAT  SUN  MON  TUE

wndo

- Areaz

Below, the screen shows a maximized Shopping Cart to the right of the Facility Data Base Matrix screen. The
Shopping Cart shows any previously added Items prior to adding a reservation. Selecting the Icon again will
minimize the POS screen.

DATE BASED MATRIX W e % Description UnitPrice  Qty  Total »

o @ ® % Donation o 1500
Quick Search @

8

April 2017 - May 2017

«
UNIT TYPE UN S S TS

P
| Area2 <

Opening the Drawer

To open the cash drawer without tendering a sale (sometimes called a No Sale), select the Open Drawer Quick
Button located in the lower right-hand corner of the screen (highlighted below). This action will open the Open
Drawer Reason window for you to add comments on why the drawer was opened. Enter a comment, select 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).

Open Drawer Reason

Comments *

|
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Secure

If you need to leave your register at any time you may be required to 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 you are ready to secure
your register, select the lock icon in the upper right-hand corner of the screen.

Unit Price  Qty

Journal

The Journal function can be accessed via the Journal Quick Button located in the lower right-hand corner of the
screen (highlighted below).

Selecting the Journal button will open up the following window. There are many filter options that can be
performed from this window: Filter by Dates and Location, Confirmation Number, Customer and Batch Number
as well as by using the twisty icons associate with each Journal heading (Store, Transaction, Payment ID, etc.).

Journal

0 Results Found Filtes by | 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 Location: This filter views transaction receipts over a specific date range and by a given

location.

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

B A | 4172007 rmatian Register Payer Customer
B B 04182017

Select Call Center -

Apply Filter

Filter by Confirmation Number: Retrieve all transactions tied to a specific Confirmation Number, such as for a
sale, modification or cancellation of a reservation, that would be linked by a single Confirmation Number.

Filter by | D

ates

| Cunﬁrmatiqﬂ_ﬂumher | | Customer | | Batch Number

tal o Enter Confimation Mumber Payer Cuslomer

Filter by Customer (Search For Customer): Review all transactions performed by a specific Customer, from all
sales channels (Web, Call Center, Walk-In) and locations.

Fifter by

Dates | Confirmation Number | | Customer | Batch Number
wal Date Time Search For Customer

Filter by Batch Number: Review transactions for a selected location within a single register batch to diagnose
closing total issues such as over/shorts.

Fiterby [ parec

| Confirmation Mumber | | Customer | | Batch Number |

al Date Time Confurnation Stores Call Center

Batch Mumber
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Reviewing a Receipt:

To review the contents of any receipt following a search of the Journal, simply double click on the desired row
within the journal 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 multiple Journal pages.
Use one or more of the appropriate arrow buttons as shown below to few all Journal entries:

I’\‘?Jl:u.lmal

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._

« L4 1114 » >
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Double-clicking on a transaction will re-generate the receipt on the screen for the user to review. From the
Transaction Detail window you may select Payment 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
Resarvation Fess - Per s1000 100 st000 4
Reszrvation

Utility-WD - Evergreen State 32500 3.00 $75.00
Fairgrounds - RV-2 - Utility - -

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 History and the ability to review all transactions which have been linked to the same Confirmation
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 Receipt: Once a receipt has been re-generated using the steps shown previously, it can be printed
via one of two methods:

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

s ru ooy

% TAX $0.00

Grand Total $85.00
cash:: $100.00

Change: §15.00

395
| NI A T O T
=y S|

e Print Laser: This option will print the receipt to an attached or networked laser printer on 8 %2” x 11”
paper.

o aiars s

IJ\\5 TAX @ $0.00

Grand Total 1 $25.00
Cash:: $100.00

Change::  $15.00

395

o | o e

e Selecting Printer: From the Print window, select the correct laser printer to send the receipt to.

@ Untitled - Google Chrome - [m] X

@ aboutblank

Bii  print

23 Totsl 1 sheet of paper

Tr L '

R¢

€ pectination [ Microsoft print to PDF
B: —

o | Charpe.. J

Di

Ti Pages @

T
C

1624 ‘
N 0

D |eq.1-5,8, 1113
Layout Portrait -
Te

Color Color. -

+  More settings
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Email: Select the Email button. The Send An Email window will open. Enter the Customer’s email
address. If requested, you can enter additional information 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: || T
TAX : $0.00 Subject Duplicate receipt. Do not reply.
Grand Total 1 $85.00
Attachment % Receipt polf

cash:: $100.00

Change::  $15.00 Pleaze do not reply to this e-
mail as it is auto-generated and will not be

answered.

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 lower right-hand corner of the Shopping Cart.
These functions are specifically applied to Customer’s current or previous purchases.

Credit Card — (%) Tender Cart

® w o ®# & =

Refund Jowrnal Open Discount Void

Drawer

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
confirmation number or provide a reference comment.

Enter Confirmation Number  Enter Reference Comments

The Tender Transaction window will open. Confirm tender credit preference with the Customer. Select the
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 password to continue with the Cash
transaction.

Authorize

g)‘ Recreation
Dynamics

username

Authorize

If you try to exit the Shopping Cart without completing the transaction, 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 Discount. The Item Discount will only be applied to the selected item
in the Shopping Cart. Ensure you have selected the correct item 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.

Discount Manager

] ® % Description UnitPrice Oty L L
L] ® W Donesen + ENER 0 1 B0
B @ M el TN + R " 0 N
a ® W sheben ad (ool AT L] LRE 1 1 smog Dlscount LE}VEH
Item Discount % Transacticn Dizcount
Discount Details
Select Type r $0.00
Fixed Amount
Pereentage
COMmMments
by for thags Sub Total:  §215.00
OFF | T Farenge Ta¢  S0.00

Grand Tetal:  $215.00

== = I

Discount Manager

@ ® % Deseription UsitFriea  Qty Tatal ¥
a - Darawzn * . 1 smzm
Discount Lavel o - Shakuer 44 (C) CTM + s1350 1 S50
LI Shekers Ad] (EC-WT + s67.50 1 v

Item Discount @ Transaction Discount

Discount Details

Percentage T 10.00

Comment:

had old coupon that we hon{:rec‘

Chamgm Sub Tolak 519350
O | Tau Favergr Tar 50,00
Orand Totak:  5193.50
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Another method to quickly use 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

@ 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, Discount Type, enter appropriate amount , add any Comments and select OK.

Discount Manager
Discount Level
& Iltem Discount Transaction Discount
Discount Details
Fixed Amount A o0

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.

¢ @

Marchandise 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 known the 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 Transaction
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 only be voided on the same day it occurred. However, credit card transactions can
only be voided within the first 25 minutes from 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. Selecting NO will return you to the Shopping Cart and the item will not be voided.

Selecting YES will open the 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 Cart is now populated with the items in the transaction to be voided indicating the refunded totals
in (8X.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 same method 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 POS Shopping Cart. For information on
cancelling/refunding campsite reservations and other rentals, please see the Facility module of this User Guide.

To refund a POS item, first add it to the Shopping Cart via one of the previously described methods:
e Refund Quick Button
e Search
e Item Lookup Code entry

Once the item has been added to the Shopping Cart, it will appear as below. By default, the item will have a
guantity of 1.

Facility
m @ % Description Unit Price  Qty Total »
@ - %  Evergreen Res Fee Adj (CC) $3.00 1 $8.00 -

To perform a refund of the desired item, follow the steps below:

1. Select the Quantity (Qty) field. The Update Quantity window opens. Enter -1 or use the minus sign to
indicate the number of items being returned. Select OK.

@ @

Merchandise Facility Activity Admin Finance Tickets Passes

@ ® % Description Update Quantity ty Total  ®

a - %  Evergreen Res Fee Adj (CC)

@ @ % Description Unit Price  Qty Total »

-

a Evergreen Res Fee Adj(CC) & 58.00 =i (58.00)
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3. Add additional Refund items and select Tender Cart.

8.

Paid by for Changs Sub Total: ($8.00)

Head of Household OFF | Tax Exempt Tax: $0.00

Grand Total: ($8.00)

] I

Selecting Tender Cart opens the Confirmation Number window. Enter the Transaction Confirmation
number in the Enter Confirmation Number field. Enter a Comment (REASON FOR REFUND) in the Enter
Reference Comments field, this 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 opens. Select the appropriate Tender Type based on the original
transaction. If paid by check, follow the instructions using Finance Refund 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, Cash will be selected.

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

The Cash Refund has 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 transaction
via a common Confirmation Number.

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

e Transaction Number

e 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 124, 125 etc. 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 purposes.

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 customer
to reference their reservation at any time. Should the Customer modify this reservation, perhaps to change sites
or add nights, they will receive the same confirmation number. You and the Customer can view the information
for that Confirmation Number and see not only the initial reservation but also the subsequent modification(s) all
in one view.

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

1. Linking the information of the first transaction (the Sale) to the second transaction (the Refund) for
reporting and auditing purposes.

2. Retrieving the original payment method from the first sale (CreditGard, Cash etc.) to ensure the Refund
is given to the correct Tender type.

Linking a Refund

To link a refund to another transaction, enter the confirmation number from the original 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 their original receipt and use the confirmation number from the receipt.
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 original receipt.

3. Once the original 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 the “Enter Confirmation Number” field. Enter
comments (REASON FOR REFUND) in the “Enter Reference Comments” field. 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 so
the refund must be applied to Cash. Ensure that the refund goes back to the original 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 Credit Card authorization 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 refund to the original Credit Card. You
will need to select “Choose other refund types” to re-swipe/re-enter the Customer’s Credit Card
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, see the next section, Cancelling a Credit Card
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 Fikerby | pates | | Confirmation Number | | Customer | | Batch Number
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 the same Confirmation Number in the Journal entries.

Double-click 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

Call Center

Select the Payment History button. The Payments History window 725 Poes ot D oo A 35256
opens and details the linked Confirmation Numbers. T

. . . . . Cashier#  US eDirect Admin
Selecting Close will open the Transaction Detail window. See Bacn® 4
previous section on the other Transaction Detail buttons (Print, R SISTE

Time 6:57 PM
Transaction Type Sales
Confirmation Number 12702

Print Laser and Email).

Select Close on the Transaction Detail window to return to the

Description Unit Price. Qty  Amount
Journal' Evergreen Res Fee Adj (CC) - $8.00 -1.00 (88.00)
Select Close on the Journal to return to the POS Shopping Cart.
Sub Total : (58.00)
TAX: 50.00
Grand Total ($8.00)
Finance-Refund Check © $o.00
Finance-Refund Check : ($8.00)
401

T

Page 54



Recreation
@ Dynamics

Searching for a Customer

There are two types of Customers, Household and Organizations. Each will be addressed in detail in the
following sections. This section addresses general Customer search techniques. For purposes of this section,
you will search for Households.

The Search for customers box is located in the upper left-hand corner of the screen of the Merchandise, Facility
and Activity modules. You can also search from the Search Customer window which appears after your initial
search in the Search for customers box.

There are three ways you can search for a Customer:
*  Name
*  Telephone Number

*  CustomerID

Customer Name

You can search for a Customer by last name only, last name and first name, or a portion of the last name as
instructed below.

1. Inthe Search for customers box, type the Customer’s name in the Search for customers box. You can
enter the entire last name (e.g., FAIR), partial last name (e.g., FAI), or entire first and last name
separated by a comma (e.g., FAIR, FRANKY).

CAMPING

RESERVATIONS

Store: Call Cemter Register id: 1  Cashier Na
fa

CAMPING

RESERVATIONS
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2. Pressthe Enter key or select the search icon to start the search. The application searches the database
and returns the matching names in 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 (425) 315-3647 B20 CADY RDAPT G106

Customer Telephone Number

You can also search for a Customer with a complete or partial telephone number. You must enter the three digit
area code plus the three digit prefix (ie: 555-555).

1. Inthe Search for customers box, type the Area Code and three digit prefix. Select Enter.

2. The application returns the matching results in the Search Customer Window.

Search Customer

555555 Edit Household
Customer Name ge | Primary Phone Address

Pending.. MIGUEL ALVARADO 0 (555) 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 (555-555-1212) all Customers associated with that number will be
displayed in the Search Customer window.

Search Customer

533551212 Eit Household
Customer Name ge | Primary Phone Address

MNew Organiza
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Customer ID

To search by Customer ID, type the number in the Search for customers box on in the Search Customer window
and press Enter. The application displays the matching customer. THIS NUMBER WILL MATCH THE ANNUAL
PASS NUMBER IF THE CUSTOMER HAS PURCHASED AN ANNUAL PASS.

Accessing Existing Customer Information

To access information on an existing Customer, enter a first or last name (or organization name if applicable) in
the Search for customers window and select Enter or the search icon (magnifying glass). Refer to further search
instructions in the previous section. If the Customer exists, all Customers with similar first name or last name will
appear in the Search Customer window. If you are unable to locate any Customer information, you will need to
create a 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 not
found, select the New Household or New Organization button.

Search Customer

ELLIE ELEM -
s Of Housshiid

OR

Select Household
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Household

A household 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 person. Each person in the household is a Customer and can be
associated with items purchased. Throughout the application, this type of Customer is represented as a tree,
with the head of the household at the top and all dependents listed underneath.

The Head of the Household is added first and then each dependent is added separately. The Head of Household
is the person who is responsible for payments and must be over 18 years of age.

Access to the Household will provide you with various types of information including:
e Reviewing and updating address and other contact information
e Reviewing and updating Customer data such as flags, notes, custom fields, etc.
e Selling Annual Passes
e Selling replacement Annual Passes

When you select the Select Household button in the Search Customer window, the Household information will
now appear in the upper left-hand corner of the screen and will be visible on the Merchandise, Facility or
Activity modules. While active, this Household information will be used for all POS purchases, Reservations, etc.

e e

. e
B

]
0
0

£

(828) 3551212 16 MONTGOMERY ST

Store: Call Center Reg
X Q Cashier Name: US eDir

ELLIE ELEM

Household

.

You can select the Household button in the upper left-hand corner of screen to open the Household Summary
window. You are unable to select Members from the right pane while in the Household Summary window. From
the Household Summary window, you can:

CAMPING h

e Retrieve ID Card (and print)
e Buy Membership
o View Memberships

e Select View Household Details
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View Household Details

By selecting the View Household Details on the Household Summary window, you can access all the details on
the Head of Household and other Household members. As a default, the Basics tab appears.

Basics: General information about the Household member selected in the right pane including Name, Date of

Birth, Address, Phone, Email, etc.

Edit Household

Basics. Details Emergency Contacts
Head of Household Demographics

“First Name Intisl  *LastName

ELLE ELEM

Address

*Address (line 1) Addres:
16 MONTGOMERY ST
“City “State

ASHEVILLE Ne

Phone and Web

Email UserName

EELEM@GMAIL COM eclem

“Primary Phone. Secondary Phone

(828) 5551212

Classification | Active

Current Classification status

Regular - ® Active © Suspend O

No additional information is

Collect Proaf of Eligibility
for this classification.

Date of Birth

Jan -1

e (line 2)

*Country

usa

Paymems

e

Accounts

Gender

S ELUEELEM -
Add [ETRVEIRSE
Phote
1989 ~ FEMALE  ~ .| DONOVAN ELEM &
Add | crig

Clear Address

*Zip

- 288061546

Mare

AAgree to receive marketing email

) Hald

Expiration Date -
NEVER
Relationship -

needed at this time to prove the customer's eligibility

Add Dependent

Details: Medical, Flags, School and customer information on the household member selected in the right pane.

HAS & CHILD WHO IS PARTIALLY [N 4 WHEEL CHAIR.

Other
School Employee ID Number

None -
My Fiald 1 Preferred Method of Comtact

Edit Household
Basics. Detail Emergency Contacts
Medical
Medical Notes Dietary
Allergic Reactions Sensitivities
Behavior Others
Flags

Payments

p—
— == .
o
Photo
Add Child
Photo

Has Spacial Nesds.
2 P

My Field 3

My Field 5
Relationship -

Add Dependen:
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Emergency Contact: Creates a list of people who serve as the selected Household member’s contacts including

i

primary and secondary phone numbers.

Edit Household

Basics Details Emergency Contacts Payments Accounts
Y ELEREM <
Emergency Contacts da [T
*First Name *Last Name “Primary Phane  Secondary Phone ¥
m | DONDUANELEM
Add | ciia
Phote
Firsthame Last Nam Primary Phone | Secondary Phane
ELLE EEm (828) 5551212 x|
EDDiE e (e28) 5551212

Relztionship

Add Dependent

Payments: Shows all purchases of the selected Household member. You are able to sort by the various headings

(Payment Id, Batch Number, Cashier Id, etc.) and other selection features. When you select one of the
transactions from the search results, a receipt window appears which can be printed if applicable. This is used

[ (]

with the house account functionality.

Edit Household
Basics Details Emergency Contacts Payments. Accounts.
oY ELLIEELEM -
Payments Add Hesd OF Housshald
Show payments with payment date on or after 8 1znoz016 L
v | showPaymentonly [y | show Greditonly o | e
Phote
Payment Id Batch Number Cashier Id Store Payment Date Amount Paid

No result found.

I3 Relationship

dd 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 methods. Please note that the Park District
does not use the House Account functionality, 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

Add Credit: Users can add credit to a customer’s household account from multiple forms of payment:

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 can edit or add a Household member from the Edit Household window which can be found by selecting
Household and then select View Household Details from the Household Summary window (see instructions in
previous section). Household members are found in the right pane as seen in the Edit Household screen.

Accounts

ELLIE ELEM -
Head OF Household
I -

DOMOVANM ELEM &
al Store Chiild

Edit Household Member: Select the Member’s name from the list. That Member selection will become
highlighted and all data entry on the Edit Household window will be associated with the selected Member. Make
changes and select OK.

s

[Edit Household

Bagies Darads Emargency Contacts Papmants Aeeoumnz

ELLIE ELEM

Head of Houseneld Bemographics
“Firat feame Intial  *Laat Mame Dane of Birth Qerder

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

o m

=,
Al
Phte

Secendary Frane

“ W ELLIEELEM
Add Head OF Howsshold Classification | Active

Current Clasaifioatio Sratun Exgiration Dt
Ty _ & Ao s Hal

fegular
- 7%, | DONOVAN ELEM

Add | child

Phote

Idrass @

Caliset Praaf of Eligibiiy
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Create new Household member: Navigate to the Edit Household window. In the lower right-hand 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 Relationship type, then select Add Dependent.

Spouse -

£dd Dependent

U

The Edit Household window will appear and all data entry on this window will relate to the new Household
Member you just created. It will default with the Last Name of the Head of Household which may be changed.
Complete the requested data. Then select OK to ensure all your changes are saved.

Edit Household

Basics Details Emergency Contacts Payments Accounts,

Head of Household Demegraphics

*First Name Intial *Last Name Date of Birth Gender

Address Clear Address. RICHARD ELEM
*Address (line 1) address {ine 2) ) U

Phone and Web

Email User Name

More

Secondary Ph

(s28) 5551212 Agree 1o receive marketing email

Classification / Active

Current Classification P [
Regulsr - & acwve O Suspend O Hold NEVER

needed at this time ta prove the customer's eligibility

Collect Proof of Eligibilty
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In the example below, Richard ELEM was found to pre-exist as a Customer in the application. With due diligence,
determine if it is a legitimate duplicate (there are two people with the same name) or resolve which Richard
ELEM should be removed from the application. Select the Use this Customer as indicated below. Richard 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
rhots

Phane: (828 5351212 Possible Duplicates List
Age: 1}
Mame: eliselem -
A4 2ddress 116 MONTGOMERY ST, ASHEVILLE, NC B
Ik
Phone: (B28) 5551212
@ Age: 2B

Using this customer will add your new customer to Mame:  donovan elem

lf 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 age of 18, they can be exported out to their own household. The system will
automatically identify if the customer is eligible to be exported, and when you go into ‘Edit Household’ you will
see a single arrow pointing right. If you click on this, that customer can be exported to their own Account.

Edit Household
Basics Details Emergency Contacts Payments Accounts
. F SALLY BROWN ]

Head of Household Demographics Head OF Housshold

*First Name Intial *Last Name Date of Birth Gender | Created On: 1/10/2017

SALLY BROWN Apr - 1 - 1001 « FEMALE =~ @7, | LINUS VAN PELT
Add | spouse
’:““‘I’ Created On: 1/11/2017

Address Clear Address &, | TESTKID &
Add/ | child

*Address (line 1) Address (line 2) Ph8ta | crested 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
sided arrow next to the person’s name, meaning they are eligible.

Edit Household

Basics Details Emergency Contacts Payments Accounts

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

Head of Household Demographics

SALLY BROWN Apr - 1 - 1991 ~ FEMALE =~ LINUS VAN PELT A

Spouse

PROED | Cresied on:1/11/2017
Address Clear Address Y
Add
“Address (line 1) Address (line 2) Phato

TEST KID
Child

Created On: 1/11/2017

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 the ne household, 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
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Organization

Organization is the second type of Customer. An Organization represents a group of people organized as a
business, non-profit organization, governmental agency, etc. Organizations also have members, although a
Member is not a Customer, but a contact person at the organization. An Organization is eligible to purchase

items according to your business rules.

Organizations are also displayed in a tree throughout the application. However, for this type of Customer, the
Organization is at the top with all members listed underneath. Although the process to add an organization is
similar to that for a Household, there are some differences.

Before you can create a new Organization, you will be required to search for the Organization which will confirm

whether or not it already exists.

To create a new Organization, enter the Organization’s name in the Customer search window. Select the Search
icon (magnifying glass). The Search Customer window appears. If the Organization does not currently exist and
the Search Customer results are null, select the New Organization button.

The New Organization window appears. All required fields are marked with “*” and need to be completed prior
to selecting OK. There are two tabs, Basic and Details.

New Organization

Basic

New Organization Demographics

*Organization Mame  GIRL SCOUT TROOP 203

Address
*Addresa (Line 1)
330 DRAYTON ST
*City

SAVANNAH

Phone Numbers

*Primary Phone 912232

Secondary Phone

Clear Address

Address (Line 2)

*zip
31401-4433
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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 must complete all of the required information on the Basic tab
before you will be able to access and complete the Details tab. The new Organization name now appears in the
Member pane on the right.

Mew Organization
Rane Desily

. X o

New Orgsrezation Demographice. Add
Fhate
“rganzasan e
[HEW CREAMZATION
Address Cienr adienn
saddroas [Ling 1} addess (Line 2)
Gy e e e
lisa -
Phone Numibers
sFrimary Frane Fax
Sacendary Prane Emai
classification
Cumen Clsafearen [A——
Caporaw - * agtive  Suasand ' Hold Thu 41192018
Colwct Proofod Eligibiliy wtion in newcedd at this G 1o prove fhe customers ek gisiity
Orgenization Details
Tax il Humbar Conorat Accourt
Ineuraes o Name Pokey Humlar prr——

Tar Exempn Humbsr [ER—— =] Is Vardar

Selecting the Details tab on the Edit Organization window allows you to enter Web information as well as any
Flags that need to be associated with the Organization. Flags are discussed in detail in another section. There is
no required information in this window. The Details tab is only available when you have selected the
Organization name in the right pane. Select 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 window, you may also add Dependents. Select the Add Dependent button. In this
example, the Organization may add troop leader information to associate with the Organization itself. You may
add multiple Members. Once all of the required fields have been completed, select OK. The new member will
now appear in the Member pane on the right. Remember, the Member tab is associated with the highlighted

Organization Member.

Edit Organization

Member

New Member Demographics

“Role
TROOP LEADER

Secendary Number Exiension

=r's eligibility

Email And Fax

Email

Add Dependent

Is Vendar
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Customer Flags

To create a Customer Flag, select the red or yellow dot in the lower right-hand corner of the Add Photo icon
wherever it appears in the application. This window is used to record any special information on the Customer
that may need referencing from the POS. Enter the information and select Save. You may also add a ‘Flag’ while

in the household details section.

Customer Flags

Customer Profile

P, Full Name
Add
Phate Address
Phane
Date of Birth
Age
Flags
Comments

ELLIE ELEM
16 MONTGOMERY ST

ASHEVILLE, NC 28806-1546
(828) 555-1212
01/01/1989

28 years, 3 months

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 present, all

customers will have a yellow dot next to their name.
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Open SKU/Open Price Items

An item can be defined as a SKU (Stockkeeping unit). Therefore, when the term SKU is used it is relating to an
item being sold/refunded. The item could be actual retail item (candy) or rental (kayak) or day use entry, etc.

Items in the POS may be configured in the Admin window to be ‘Open SKU’ items, meaning the price must be
entered at the time of sale. These items are typically varying amount items such as Donations or Honor
Envelopes.

To sell an Open SKU item, select it via one of the two methods outlined in the section Adding Items to the
Shopping Cart.

Unlike standard-priced items, Open SKU items will prompt you to enter the item’s price before it enters the
Shopping Cart. The Add Price Amount field defaults to $0.00. Enter the price of the item and select OK.

Add Price Add Price

Enter price for blank sku and hit ‘0K Enter price for blank sku and hit 'OK
Amount 100 Amount

s

The price will display accordingly in the Shopping Cart.

@ & % Description Unit Price Oty Total %

F

a - %  Donation & 5100.00 1 5100.00

s

This process can be repeated for all open SKU items. Items that cost $S0.00 (such as free guest passes) will also
open the Add Price window. The price should remain as $0.00. Select OK without changing the price to keep this
item as a zero-cost item. Even if the cart has a total cost of $0.00 it must Tender Cart in order to record the
items into 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 be
a visitor to the location/store or someone who calls Guest Services or goes online. Customer information such as
address, phone number, email etc. is required and captured for many services offered such as reservations and
activity registrations.

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

System Customer

There are transactions that do not, and should not, require you to add a Customer. For example, if a Customer
wishes to purchase a can of soda, it is unlikely the park would require such information. For this purpose, you
will not be required to add a Customer to the Shopping Cart.

The System Customer is the default Customer assigned every time an item is added to the Shopping Cart unless
a new or existing Customer has been added or is added at some point prior to Tender Cart. Below is an example
of an empty Shopping Cart window with no items and no Customer listed in the top left-hand corner of the
screen:

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

CAMPING Search item n @ e % Description

RESERVATIONS E There zre no items in the shopping cart.

Once an item is added, the application will automatically assign the System Customer to the Shopping Cart and
leave the field blank until you have selected Tender Cart or have selected another module (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

re: Call Center Register id: 1
E ol = : =

Search item H %  Description Unit Price  Qty Total

Household ™ % Camping Adj. (€€} WE 5 s2.50 5250

%  Reservation Fee Adj. s2.00 58.00
CAMPING (cc)- WT

T %  Donation 52200 52200

%  Shelters Adj. (cC) -CTM s3.00
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This action will allow the sale to be tendered without the process of searching for and adding a Customer to the
Shopping Cart. This feature may increase Customer satisfaction through decreased wait times. However, when a
Customer is not added to the Shopping Cart, the transaction will not automatically be added to the Customer’s
Account. Encourage Customers of this transaction type to keep their receipt for future references.

Facility Dynamics Integration with POS

Features of the new Shopping Cart combine the functionality of a Shopping Cart (ability to add Facility-based
multiple reservations, registrations, memberships etc) with the robust abilities of a POS (adding and editing item
prices, quantities, selling retail items etc.)

Any transaction that is processed, whether from the Merchandise, Activity or Facility modules, will be processed
through the new Shopping Cart window as part of the tendering process including the following:

e Campsite/Cabin Reservations

e Shelter and Day Use Area Reservations
e Annual Pass Sales

e Tour or Other Activity Registrations

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

Unit Price

Description Qty Total 3

6 e % Camping Adj. (CC)-WE [ $2.50 1 $2.50

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

8 e % Donation [ 522.00 1 $22.00

Shelters Adj. (CC) - CTM % $3.00 1 $3.00
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Facility Module

Using the Map and Date Based Matrix Views

From the Facility window you are able to view the Date Based Matrix for Reservations and the POS Shopping
Cart. When you first select the Facility Module, the Shopping Cart will be minimized. Select the maximize icon in
the upper right-hand corner of the screen to maximize the Shopping Cart.

Store: Call Cemer Register id: 1

Cashier Name: US eDirect Admin Version: 9.5.0.3

DATE BASED MATRIX «

c;m{n i
A Flowing Lake Q Day Use Are ~  From  04/21/2017 Quick Searel Q
2 ERL

Reservatii
Deonation

Shelters £

Since the Map view and Date Based Matrix view are important components of the Camping Module, it’s helpful
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 the applicable view from the sidebar on the left side of the page.

Map View

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

In this section, please find a general overview of the Map function’s color coding and organization. In a following
section, instructions will be given to process a reservation directly from the Map view.

When you Select the Facility Module, the Date Based Matrix view opens by default (shown below). This Facility
view will default to your park’s location, such as Bogart Regional Park below:

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

Cashier Name: Michael Alferez Version: 10.25.0 Merchendise Faciity Activity Admin Einance

DATE BASED MATRIX o

4 Bogart Regional Park Q Group & Equestriani=  From 03/13/2018 0 Q aQ i

DATE/TIME BASED MATRIX

2] EANEN @ Out w Hold

QUICK CHECK = & Refresh

RESERVATIONS March 2018
UNIT TYPE UM tuE weD THU PRI SAT  SUN  MON TUE  WED THU PR saT  SUN  mon [N
MAP RESERVATIONS

- Group & Equestrian Campground

suondg

Horse Comal BCcol
BCO2

BCO3

BCO4
BCOS

BCO6

BCo7?

BCO8
Sub Total: $0.00

Tax: $0.00
Grand Total: $0.00

[ © ] «+ |

BCO3

BC10

BC11

BC12

[ 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 Map Reservations, select the Map Reservations button on left sidebar of the Facility module:

Search for customers .

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

Map Reservations
DATE BASED MATRIX

/A{ Bogart Regional Park

@-Jy & Eques
Fart Kegil =
sgart Regional

it

DATE/TIME BASED MATRIX

QUICK CHECK

Riverside County

Riverside County

RESERVATIONS

The Facility Map (shown below) is broken down into one or multiple areas- symbolized by an icon containing a
number with a description of the area. This displays the number of available sites for the date range selected as
well as allows the 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 privacy. No problem! Just click on the facility (e.g., Campground)

from the previous view to launch a map of the campground’s units. Using the unit view, you can guide the
patron to the optimal location.

Map Reservations

A Bogart Regional Park Campground ~  Resenffition Date 04/26/2018  FofNights 1

Group & Equestrian Campground
Picnic & Outdoor Areas

Campground

The Map Reservations view can be filtered for a date range/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 will
stay. The map will refresh and show the availability accordingly.

Icons display availability based on color coding. GREEN locations are available. RED locations are reserved:

g21 v
are e
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Date Based Matrix View

The Matrix view displays facility and unit information in a grid format (see below). In this view, functions are
executed from 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

/ﬁ’\ Alpha Park Campground #1 ~  From 06/14/2017 Quick Search Q ‘Q‘ ‘ m\ter‘

QUICK CHECK
(=] [pue outs] [View Hold] [Quick Hold]

RESERVATIONS h h I

June 2017

UNIT TYPE WED THU FRI <

—| Campground #1

B Electric

# ARNOLD, RICHA.

# CARUSO, TOM - 13657

e

# 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 Reservations, Date-Based Matrix, Date/Time-Based matrix, Court-Based 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 across the 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

Located directly 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 keep
in mind that the same functions are available from the Unit Pre-Cart screen, which is where you enter a
reservation when not in the Matrix view. The icons are explained below.

(Reserve) Lets you enter a reservation by selecting a cell and clicking on thisicon.
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The Unit Pre-Cart screen opens for entering the reservation.
(Mass Reserve) This icon only appears in the Date-Time Based Matrix, for Hourly based sites.

(Block) Lets you block a unit or series of units from beingreserved. This function essentially holds the blocked
units for patrons of a special event (e.g., wedding, fundraiser, etc.).

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. Theicon is enabled only when you select a
blocked unit.

DATE BASED MATRIX

ﬁ Alpha Park

UNIT TYPE UNIT

= | Campground #1

Electric

# CARUSO, TOM-13

& Maintenance

& Maintenance
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(Comment) Lets you add a comment (e.g., alerting the facility that the patron will 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
information. NOTE: this comment is tied to the date and site it is placed on and at this time can’t be removed.

(Modify) Lets you modify a reservation. When the Unit Pre-Cart screen opens, review the reservation details
and modify as necessary. This will be covered in detail later in this guide

® =

UNIT TYPE UNIT

— | Campground #1

Electric

# ARNOLD, RICHA..

& CARUSO, TOM - 13657

(Cancel) Lets you cancel the reservation. If the reservation is already checked in, this icon takes you to the
Tender Transaction screen for a refund. This will be covered in detail later in this guide

(Check In) Lets you check in a reservation by opening the Unit Pre-Cart screen. You can then check in the
reservation from this screen. This will be covered in detail later in this guide

(Cut) Lets you cut a cell and paste it somewhere else in the grid. Thisis used primarily to moving reservations
around the grid. This will be covered in detail later in this guide

§ @ = (

DLD, RICHA.

# CARUSO, TOM - 13657

(Paste) Lets you paste the cut cell in a different location in the grid. You must confirm this action (see below)
before you can paste it. This will be covered in detail later in this guide

(Expand) Lets you expand the grid to see additional details.
(Collapse) Lets you collapse the grid to hide the details.
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UNIT TYPE UNIT

E Campground #1

(Multi Select) Lets you select simultaneously select multiple units and multiple dates on the grid. Selected cells
are displayed in grey as shown below.

View Hold

June 2017

(Toggle) Lets you toggle between groupings.
(Reset Filters) Lets you reset the current filters to initiate a new search.

(Get Security Deposit) Lets you return or collect the security deposit, depending onthe status of the
reservation.

(Undo) Lets you undo (cancel) the previous action.

Page 79



= Recreation
% i@ Dynamics

Selecting a Site

When searching for a site, the Matrix view is usually the best choice because it provides search and filter options
to identify the facility that best meets a patron’s needs. The search and filter fields are located in the top
section of the Matrix (shown below).

DATE BASED MATRIX

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

a8 N ESD ‘DJE C:L.ts| “-,‘ia‘.ﬂ- ﬁ;)l(l| |-]Li-: J»;)\d‘

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 button update the information in the grid. Furthermore, when the Refresh button is green, it means
that information is ready to be updated.

Place. This field defaults to cashier’s location (the park where the cashier is based). However, you can drill down
to a specific park of interest by searching for and selecting another park from 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

Clnnnh Stata Bark

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 grid. Select the time period from the drop-down menu.

From |EAETEDT] Quick Search

« June 2017 »

We Th

Su Mo Tu

From (Date). This field specifies the start of a date range. It defaults to Today’s Date. This date should be
changed only if the reservation is for the future. Since most reservations for future dates are handled through
Guest Services or via the web, it is unlikely that the date will be changed. If you must change the date, you can
do so by clicking on and selecting a different date from the calendar.

Unit Category and Unit Type. The Unit Category and Unit Type fields are found in the “Filter” tab and work in
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 shown below).

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 serteme
~  Cabin (4 Person)
LOdgmg "~ Cabin (5 Person)

Days. This filter lets you check facility availability according to specific days of the week.
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Amenities. This filter lets you search for facilities based on the available amenities Found 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 the sleeping unit. Change it as necessary by clicking on and
selecting a different length from the drop-down menu. Found under the filter tab. Note: For certain unit types,
the Maximum Length of the Sleeping Unit may be a requirement for the search (such as RV). In this application,
the lengths are in FEET and choosing 40 on the matrix brings up all units that allow a sleeping unit of 40 feet or
longer.
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Customer Classifications

Customers are assigned classifications. The customer classification identifies specific customer groups, such as
Residents, Non-Residents, 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 customer data. It is
very useful to follow the trends in which the different groups participate

Please keep in mind that there are some guidelines to follow regarding customer classifications:
e A customer can belong to only one customer classification.

o New customers are put into the "default customer classification" bucket until they are given the
appropriate classification.

e Customer classifications may require proof prior to assigning them to a customer. Examples of
commonly-used proof include Driver's License, State Issued ID, Senior Card, Military ID, etc.

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

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

e Classifications are a factor in determining the price of goods sold through Recreation Dynamics. For
example, a facility rental might be $20.00 for Residents while Non-Residents would pay $25.00.

Giving Web Credentials to Customers

A Head ofHousehold has 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 use the web 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 edit by locating the search box in the upper left-
hand corner of the page on the Facility module.. The application displays all matches (see below).

Search Customer

= T T
] Customer Name Age Primary Phone Addre: TOM CARUSO
o s ween mewens S5
i

644562 TOMMY CUMALANDER (803) 4142542 214 OSPREY POINTE LN
640854 TOM DAWSON 70 (843) 696-3120 101 FAIRHAVEN DR

640796 TOM DITTRICH Er (843) 323-1563 1009 BLAKEWAY ST

642381 TOMMY FU 28 (607) 661-5020 1054 ANNA KNAPP BLVD APT 33E
540551 TOM GALMARINI £ (216) 256-3408 100 WILLET DR

644201 TOMGILL 59 (412) 4016800 211 CREEK DR

643547 TOMMY HARLEY 56 (843) 8227477 2056 MARSH FLOWER LN

643785 TOMLAIN 77 (803) 359-0408 208 LONG BRANCH RD

643512 TOM OWENS 74 (843) 556-4225 2051 BAYHILL DR

641888 TOMMIE PARKER 44 (864) 9925501 104 BRIDLE CT

642722 TOM PEEPLES 67 (843) 476-1521 2000 PARK AVE

2. Locate the correct customer and select.
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3. Click on “Edit Household” in the upper right-hand corner. The Edit Household screen opens.

Edit Household

Basics Details Emergency Contacts Payments Accounts

ry TOM CARUSO

Head of Household Demegraphics IYTM  1iead OF Household

*First Name Intial ~ *Last Name Date of Birth Gender ‘.‘7"" Created O 1/4/2017
TOM CARUSO Nov = 13 ~ 1970 = MALE -

Address Clear Address

“Address (line 1) Address (line 2)

20 HELTON DR APT 3230
*City *State *Country *Zip

COLUMBIA 8C USA - 29229-6950

Phone and Web

Email User Name
TCARUSO@SC.RR.COM tcaruso@sc.mcom More
*Primary Phone Secondary Phone

Agree to receive marketing email

(803) 269-5791

4. On the first tab that it defaults to, “Basics,” click on ‘More” in the Phone and Web section to open the
Web Credentials screen.

5. Enter a valid email address, user name, Password, and Password confirmation.

Web Credentials

#7. | TOM CARUSO
P““ 20 helton dr apt 3230 columbia, sc 292296950
PRSto | (503) 269.5791

E-mail  TCARUSO@SC.RR COM

Username \m

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. Click on“Save” when finished.

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

Reservations can be made from the Matrix mode (Date-Based Matrix and Date/Time-Based Matrix screens) and
from Map mode (Map Reservations). Since the end result is the same — a reservation — simply use whichever
method works best for you.

Reserving a Unit from the Date-Based Matrix Screen

To make a reservation from the Date-Based Matrix, follow the instructions below.

1. Open the Date-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 color-coding.

DATE BASED MATRIX

ﬁ- Alphz Park Q all Facilities ~  From 06/15/2017 Quick Search Q

; E] :] |Due Outs | | View Ho 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
8E
ag "4 BELL. ROBER
10E
ME

ﬂ Elocked Reserved Check In D Check Out m On Held l:l Selected El Unavaliable

2. Identify the unit and date being reserved. Let’s reserve Unit 11E in Alpha Park at Campground #1 from
Friday 16" of June to Monday 19*" of 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 A 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 left-hand corner to open the Unit Pre-Cart screen.

PEIoBIE =) =
Reser\rel Junel
UNIT TYPE UNIT R A 0 D
15 16 17 18 19 20 n
9E bl EELL, ROBER
10E
11E
-

5. The Unit Pre-Cart screen is divided into two sections — Selected Units and Details/Amenities.

= Selected Units. This section displays facility information for this reservation —park, campground, and
desired dates.

« Details/Amenities. 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 size, etc.).

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 geprerznr Nowt . Show waive screen

* Occupant Name

Usage Classification Regular -

Comment

Adults Children

1 - 0 -

Camping Unit Type 5 wn@ Teaile = vehicles |
ReservationDiscount ... N/ SecurityDeposit | gogp -
Extras -
There are no extras associated with the selected reservation(s)
* Denoes required fields m
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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 Base section.

+ Date. Specify the reservation’s start date by clicking on the calendar icon. When the calendar pops up,
select the date. Please keep in mind that the application defaults to the current (today’s) date.

* Nights. Specify the number of nights covered by this reservation.

* Usage Class. Specify special pricing classifications, when applicable. This value is user-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 applicable. For example, you might wish
to note that the patron is requesting a late arrival.

Comment

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

+ Camping Unit Type. Select the camping unit associated with this reservation — RV, Popup Trailer, Travel
Trailer, Car/Truck/Van, etc. These options are user-defined.

*  Security Deposit Fee. Select 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 associated with this reservation.

= Extras. Select the extras requested by the patron. Extras include items sold by the campground
(firewood, ice, etc.) or special requests (waived reservation fee or pets).

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

Mot Maodified. Requires Modification
@ Madified. Does not Require Maodification

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 the Shopping Cart and allow you to navigate back to the Grid to process
additional reservations

Tender: This will take you directly to the POS, allowing the reservation to be paidfor.
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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 car isaccurate.

@ ® % Description Unit Price  Qty Total »

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 57.70 1 57.70

Electric 06,/16/2017 05:00 PM - 06/20/2017 04:00 $21.00 2 54200
PM (Per 1 Days- Weekday Rate)

Electric 06/16/2017 05:00 PM - 06/20/2017 04:00 $23.00 2 546.00
PM (Per 1 Days- Weekend Rate)

2. Click “Tender” when customer is ready to tender order. A blank Tender Transaction screen opens.
3. Determine the payment method in the left column and enter the amount due in the right column.

4. Click on “Purchase” to tender the sale and display a confirmation for the patron.

TENDER TRANSACTION
Select Payment Method
Cash $95.70
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: 59570
Total Paid: 595.70
Total Balance : 50.00
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Confirmation:

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: $9570

623

[ Foreern | | v oo |

5.  Print or email the Confirmation, per the patron’s request by using the Print and Email buttons. The
application will update the grid with this new reservation:

June 2017
UNIT TYPE UNIT : A = 0 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/Time-Based Matrix allows you to reserve time-driven facilities such as picnic areas which may be
booked by the hour. The process for reserving a time-based unit is nearly identical to that used for the Date-
Based Matrix, with one exception. The only difference is that you must book the time for the unit.

Select the Park and 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 booking for, and

simply click on reserve.

[ S T T LT TN

ﬁ Rancho Jurupa Regional Sp Q

Date Tue, Feb 06
Facility
Unit Type
Unit 1 2
|—06:DD AM

'—0?:00 AM

|—08:00 AM

'—09:00 AM

|—'| 0:00 AM
!

Synthetic Turf

All Facilities -

v

From 0€

Natural Turf
Synthetic Turf Field w/ L
3 4 5 6 7 8

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

Unit Pre Cart

Multiselect

Date Unit
Synthetic Turf
E Synthetic Turf Field w/ Lights (70 x 110 yards)

Tue 2/6/2018 9:00 AM 1

Details Amenities

* Search For CusIomers ga; v srowN n n
Location Rancho Jurupa Regional Sports Park - Synthetic Turf

Unit Synthetic Turf Field w/ Lights.

From Tue 2/6/2018 9:00 AM - 10:00 AM

Usage Classification User Group2 =

Comment

Reservation Discount | notning - Security Deposit 4509 .

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

* Denotes required fields

Page 91



gﬂ Recreation
#& Dynamics

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 transaction is 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 going to the Facility module and selecting the Map Reservations
tab on the left sidebar. This 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, follow the instructions below.

1. Select the Region and Park:

Map Reservations

4\ BigBasin Redwoods SP Q Big Basin Redwoods -

2. Ascreen opens showing the park’s facilities. The facilities can be campgrounds, day use areas or
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
Big Basin Redwoods SP

sisSeguoia Trail To Sempervirens ===

.............................

kDaj
=P

Hd AR 4

3. Click on a facility (e.g. Campground) to see a map of the units:
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Map Reservations

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

A quick glance at the map instantly gives you availability information:
e Available units displayed in GREEN
e Reserved unites displayed in RED

e 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. Click on the unit being reserved, which opens the Pre-Cart screen.
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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

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

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 Date-Based Matrix section. Although the
remaining steps are listed, please refer to the Date-Based Matrix Screen section for additional details.

5. Enter the reservation details and take the appropriate action

6. Click on to review reservation details in the Shopping Cart. Keep in mind that reservations are not final
until payment is tendered.

7. Click on to open the Tender Transaction screen and tender payment.
8. Select the payment method and enter the amount due.
9. Click on OK to display a Confirmation for the patron.

10. Print the Confirmation for the patron.
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Using the Multi-Select Feature

The Multi-Select feature lets you simultaneously select multiple units and multiple dates under one reservation.
It’s extremely convenient when patrons reserve units again and again. To use this feature:

1. Open the Matrix view and click on (Multi-Select).

2. Click in the cell for each date and unit that you wish to reserve. The selected cells change to grey,
designating multi-select.

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

Y@@ B g®

June 2017

UNIT TYPE

- Campground #1

- Electric

& CARUSO, TOM - 13657

3. Click on (Reserve). The Unit Pre-Cart screen opens, listing all units selected. Thislets you tender payment
once, instead of processing the different reservationsindividually.

Unit Pre Cart
Multiselect Details Amenities
Date Unit * 8earch For Customers yeqay sopeoLn nu
[ nd #1 .
Location Alpha Park - Campground #1
U Electric- 1 £ Unit Electric- 1E Status Pending
(=AY =0 =Bl T jiE Date gs/00/2017 Night | 5 Shaw waive screen
06/21/2017 - 06/24/2017 3E
06/24/2017 - 06/27/2017 SE * Dccupant Name Gedbeld
Usage Classification Regular -
Comment
Adults 5 . Children 5 _
Camping Unit TYP® 5y wheel Traik - Vehicles |,
Reservation Discount Nothing = Security Deposit 50.00 -
Extras S
There are no extras associated with the selected reservation(s)
¥ Legend

Mot Madified. Requires Modification
@ Modified. Does not Require Modification

Modified. Requires Modification

+ Denotes requirad fields m

4. Complete the reservation, following the reservation process previously explained. Please be sure to turn
off this function when returning to the grid by clicking the multi-select button.
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Using Other Reservation Functions

Once a reservation is made, related functions can be performed as necessary:
e Searching for Reservations
e Modifying a Reservation

e Cancelling a Reservation

Searching for Reservations

Before some of the other processes in the Recreation Dynamics application can be performed, staff must first
find the reservation in question. For example, in order to modify a reservation, staff will need to select the
reservation in the Date Based Matrix. Following are 3 methods to find a reservation in order to modify, cancel,
cut/paste and perform other functions:

e Reservations button
e Quick Search
e Advanced Search
Reservations Button
The Reservations tab can be found on the left of the screen when the user is in the Facility Dynamics module:

Selecting the Reservations button will open up the screen shown below:

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

Reservation

Customer Confirmation number Reservation Date

8 os1s52017 B os1s2018 el eservation(0) || Hold(o) || All@)

This screen allows staff to search for reservations based on one of the following criteria:

Customer Name:

This method works like the customer search in other areas of the application whereby the users may perform
searches, partial name searches and review search results before selecting a customer.

Confirmation Number:

The confirmation number is provided to the customer via the Confirmation Report. This will allow staff to filter
based on a single confirmation number as opposed to viewing all reservations for a particular customer.
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Date: The date filter defaults to a starting point of the current date and will show bookings up to one year in
advance. This means that if you are looking to review a past reservation for a customer, you will need to update
the date filter by clicking on the green highlighted area and making your selection in the fields below:

The date range may be selected as shown above, or alternatively the date filter may be removed entirely.

The following page shows the results of the search for Customer Name and Date of reservation:

Reservation

Customer Confirmation number Reservation Date:
TOM CARUSO Q R B 06152017 # 06182018 m Reservation(1) || Hold(D) || all(1)
Description Unit Price  Qty Total

Unit: Alpha Park - Campground #1 - Electric - 4 E
Stay: Thu 06/15/2017 - Mon 06/19/2017 (4 nights)
Classification: Regular

Mon Refundable Reservation Fee §7.70 1 §7.70
Electric 06/15/2017 05:00 PM - 06/19/2017 04:00 PM (Per 1 Days- Weekday Rate) 521.00 2 54200
Electric 06/15/2017 05:00 PM - 06/19/2017 04:00 PM (Per 1 Days- Weekend Rate) $23.00 2 $46.00
Cancel
Subtotal §95.70
Confirmed 6/14/2017 41012 PM Sales Tax $0.00
Reprint #13657 Confirmation# 13657 Grand Total §95.70

From this screen, reservations may be cancelled, or the original confirmation report may be reprinted. Please
note, this screen is does not give the option to modify the reservation. Please see either Quick Search or
Advanced Search below for the search method for modifications.

Quick Search

The Quick Search function is a fast method to pull up a customer’s reservation directly in the Date Based Matrix-
allowing staff to perform functions such as adding comments, modifications, cancels etc.

Quick Search can be found at the top of the Date Based Matrix, near the reservation criteria selection bar:

DATE BASED MATRIX

A AphaPark Q Campground #1 v From  06/15/2017 |a|

¥ Filter |

Ea)
~

| Due Outs

View Hold |

The Quick Search function will display results based on:
e Customer Name: Last Name, First Name
e Confirmation Number

Depending on the number of results, this may result in one of two scenarios:
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If there is only a single reservation in the search results, the application will bring the user directly tothe
reservation in the grid, with the reservation selected and outlined in red:

DATE BASED MATRIX

A Aipha Park

Q All Facilities =

@ @M

From 06/13/2017

(2]

Caruse, Tom Q

UNIT TYPE

5E

6E

7E

8E

9E

10E

# ARNOLD,R...

# CARUSO TOM - 13657

@ Reservation
Confirmation Number: 13657
Customer: CARUSO, TOM
Place: Alpha Park
Facility: Campground #1
Unit Type: Electric
Unit: 4E (Nightly)

Arrival: 6/15/2017

Source: Park

Reservation Comments:

Oceupant Name: tom

June 2017

When there are multiple bookings that meet the search criteria (this can be caused by either a customer
having multiple bookings under their name, or a single confirmation number containing bookings for
multiple sites/parks), the application will display the following screen. Note: the Quick Search was
performed by entering “1365” the first 4 digits of a possible confirmation number:

Reservation Search Results

Place

Alpha Park
Alpha Park
Alpha Park

Alpha Park

Pl

Facility

Campground #1
Campground #1
Campground #1

Campground #1

There are 5 reservations that match your criteria

Unit  Status

Ahern State Park Checkedin SINGH, ASHISH 06/07/2017

2E

4E

6E

9E

Checkedin

Reserved

Reserved

Checkedin

Customer

SINGH, ASHISH
CARUSO, TOM
SHOWKER, DAVE

BELL, ROBERT

Arrival Nigh

06/07/2017 1
06/15/2017 4
06/16/2017 6

06/14/2017 3
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Customer Arrival Nights  Due Out

|
SINGH, ASHISH 06/07/2017
1

SINGH, ASHISH 06/07/2017 06/08/2017
CARUSO, TOM 06/15/2017 4 06/19/2017
SHOWKER, DAVE 06/16/2017 ] 06/22/2007
BELL, ROBERT 06/14/2017 3 06/17/2017

Once the desired reservation has been found, select the booking and select ‘OK’ to be brought directly to the
booking in the Date Based Matrix:

DATE BASED MATRIX

ﬁ Alpha Park Q All Facilities = From 06/14/2017 1365 Q

June 2017
UNIT TYPE UNIT D R p 0 D R
14 15 16 17 18 19 20 21 22 23

7E

8E

9E BELL, ROBERT - 136...

0 Resernvation
Confirmation Number: 13659
Customer: BELL, ROBERT
Place: Alpha Park
Facility: Campground #1
Unit Type: Electric
Unit: 9E (Nightly)
Arrival: 6/14/2017
Source: Park
Customer Check-In Time: 6/14/2017 4:11:30 PM
Reservation Comments:
ooy o ¢ Blarnn- ok

I} sBlocked Reserved [] checkin [ check out 1] onHold [] selected
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Advanced Search

The advanced search provides the same end result as the Quick Search, but allows a far greater set of search
criteria to assist staff in finding the right reservation(s):

To access Advanced Search, click on magnifying glass with the plus sign beside the Quick Search box:

DATE BASED MATRIX

ﬁ Alpha Park Q Conference ROC~  From  06/15/2017 Quick ¥ Filter |

The following window will appear:

Reservation Search

Confirmation Number  startswith M
LastName  startswith M
FirstName  startswith M
Unit Name  startswith M
Match  al +  of the above Criteria
Places  Ahern State Park, Story Land, Androscoggin Wayside Park, Annett Wayside Park, +
Facilites Ahern State Park - Campground, Story Land - Story land, Androscoggin Wayside | ~
Use Types  pay Use, Nightly M
Unit Types  Basic, Lean-to, Cabin (4 Person), Pop-L v
Arrival Status  Reserved, Checked In A
Arrival Date 13 On or After  ~ B 06/15/2017

Departure Date  is Anyvalue  ~

The advanced search function allows staff to perform detailed reservation searches based on the above criteria.
As with the Quick Search, if multiple results appears, the following screen will display:

Reservation Search Results

Place Facility Unit  Status Customer Arrival Nigh
R T e C i T e
Alpha Park Campground #1 1E Checkedin ROGERS, TRACY 06/06/2017 3
Alpha Park Campground #1 10E Reserved HEWETT, JAMES 06/07/2017 3
Alpha Park Campground #1 11E  Reserved BECK, JOSEPH 06/16/2017 4
Alpha Park Campground #1 ME Reserved PHIPPS, BOBBY 06/06/2017 3
Alpha Park Campground #1 12E Reserved CAME JOSHUA 06/02/2017 3
Alpha Park Campground #1 12E Reserved VALENZUELA, CA_.  06/10/2017 2
Alpha Park Campground #1 13E  Reserved FELIX, JACK 06/05/2017 3
Alpha Park Campground #1 15E Reserved ACKER, STEVEN 06/05/2017 4
Alpha Park Campground #1 16E  Reserved DEW, PAT 06/07/2017 2
Alpha Park Campground #1 18E  Reserved BARKER, JASON 06/06/2017 4
:\\Dha Park Camparound #2 113 Resenved SHOWKER. DAVE 06/05/2017 3 R

There are 21 reservations that match your criteria

Selecting a reservation will display it on the Date Based Matrix.
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Modifying a Reservation

Modifying with the ‘Modify’ Button
SCENARIO:

A patron booked a family outing for a campsite for Sunday, October 30" when she actually meant to book it for
Saturday, October 29%™. The best way to modify an existing reservation is through the Matrix screen.

1. Open the Date Based Matrix view and click on the existing reservation that you wish to change. A
temporary pop-up gives the reservation details. Once the reservation you wish to modify is selected,
you will seethe modification button become enabled:

DATE BASED MATRIX

ﬂ- Alpha Park Q Campground #1 ~  From 06/15/2017 Quick Search

UNIT TYPE UNIT

- | Campground #1

L Electric 1E

2. Click the Modify button. This will open up the Unit Pre Cart screen. The Unit Pre Cart will be pre-filled
with the current information of the reservation:

Unit Pre Cart
Multiselect Details Amenities
Date Unit * Search For Customers gicyapp arnoLD nn
c ound #1
Looation Alpha Park- Campground #1
FEEneaE Unit Electric - 2E Status Reserved
06/14/2017 -06/16/2017 2E Date ggqa/2017 Night = 5 - Show waive screen
* Occupant Name Rich
Usage Classification Regular -
Comment
Aduits - Children
Camping Unit Type 5th Wheel Traile + Vehicles 1.
Reservation Discount Nothing = Security Deposit
Extras o
There are no extras associated with the selected reservation(s)
% Legend

(O] Mernodified. Requires Modification
[O] Modified. Does not Require Modification

[A] Modified. Requires Modification -

* Denotes required fields m
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The Customer may not be changed during a modification. Once in the Unit Pre Cart, the following fields on
this reservation may be modified:

e Date

e Number of Nights

e Usage Classification

e Comments

e Occupancy (# of Adults, Children)
e # of Vehicles

e All Extras

Please note: Modifications via the Modification button may not change the Unit/Site. Please see Modifying
Using Cut and Paste for information on movingsites.

3. Once the information on the reservation has been modified to reflect the new booking (in the
example on the previous page, the customer is adding nights), select Continue toview this
reservation in the Shopping Cart, as shown below:

@ e 9% Description Unit Price  Qty Total *

ju 4  [Original Reservation]

Unit: Alpha Park - Campground #1 - Electric- 2 E
Stay: Wed 06/14/2017 - Fri 06/16/2017 (2 nights)
Classification: Regular
[New Reservation]

I} Unit: Alpha Park - Campground #1 - Electric - 2E
Stay: Wed 06/14/2017 - Sat 06/17/2017 (3 nights)
Classification: Regular

Qriginal - Electric 06/14/2017 05:00 PM - g $21.00 -2 (542.00)
06/16/2017 04:00 PM (Per 1 Days- Weekday
Rate)

MNew - Electric 06/14/2017 05:00 PM - $21.00 2 $42.00
06/17/2017 04:00 PM (Per 1 Days- Weekday
Rate)

New - Electric 06/14/2017 05:00 PM - §23.00 1 §23.00
06/17/2017 04:00 PM (Per 1 Days- Weekend
Rate)

Modification §8.25 1 $8.25
Paid by for Change Sub Total: $31.25
Head of Household OrF | Tax Exempt Tax: $0.00
Grand Total: $31.25

4. Staff may the select Tender Cart, and process this reservation modification.Please note, many
modifications may not require additional payment, whereas others may require a refund. Each
modification must be Tendered (even for $0.00) in order for the modification to process in Recreation
Dynamics.
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Modifying Using Cut and Paste

A modification may also be initiated using the cut and paste function to move customers from one site to
another, across date ranges, or from one area of the grid to another.

1. To modify a reservation using Cut and Paste, first select the booking you wish to move

2. Once this has been selected, navigate to the top of the Grid, and find and click the scissors icon:

DATE BASED MATRIX

ﬂ- Alpha Park Q Campground # + From 06/15/2017 Quick
@ (¢)(x] () E3 B (=)

|' - ‘ Cut

UNIT TYPE

—| Campground #1

- Electric

# CARUSO, TOM - 13657

3. Next, select the area that you wish to move the booking to. In this example, the customer willmove
from site 4E to site 3E on the following day. Note: you do not need to select the whole length of the
reservation. Simply select the start date/first night of the new booking as above.

4. Select Paste by selecting the Paste icon shown below:

DATE BASED MATRIX
4 Aoha Park Q Campground # ~  From 06/15/2017 Quick S
(S S CY I () (MRS ES £

UNIT TYPE

MON  TUE WED

- | Campground #1

L Electric

# CARUSO, TOM - 13657

5. The application will prompt you to review the details of the Copy/Paste, as well as confirm that you
wish to perform it:
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Recreation Dynamics

You are about to move a reservation F
ROM-

Date: Thu, 6/15/2017
Flace: Alpha Park
Facility: Campground #1
Unit: Electric 4

TO-

Date: Fri, 6/16/2017
Place: Alpha Park
Facility: Campground #1
Unit: Electric 3E

Would you like to complete this move
operation now?

6. Selecting ‘Yes’ will move the reservation and open up the Unit Pre Cart. At this time, you may modify
any other information on the reservation before tendering the sale as shown in the previous
modification example.

DATE BASED MATRIX

-ﬁ Alpha Park Q Campground # = From 06/15

UNIT TYPE

- | Campground #1

L Electric

& GODEOLD, MEGAN -1

Once finished tendering the cart, you will notice the resrvation has been successfully moved to the desired date
and/or unit as shown above.
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Cancelling a Reservation

Cancelling a reservation will completely remove the reservation from the reservation grid, clearing inventory
space and allowing another customer to reserve the site.

Cancellations are not to be used to remove nights, change information, move sites etc. Please see the section
Modifying a Reservation for details on how a reservation may be changed without cancelling.

As noted, a cancellation is a complete removal of a reservation. Depending on the current paid balance, as well
as the number of days until the reservation takes place, there may be a refund provided to the customer.

There are two avenues to process a cancellation:
e Via the Date Based Matrix
e Viathe Reservations tab

Please see the Reservation Search section for how to retrieve a customer’s reservation(s) via these means.

Cancelling a Reservation from the Date Based Matrix

To cancel a reservation from the Date Based Matrix, please find the customer’s reservation via either the Quick
Search or Advanced Search methods found in a previous section of this document.

Once the reservation has been retrieved, the Cancel button, represented by an X, appears next to the Modify
button.

DATE BASED MATRIX

4%  Apha Park e Campground # +  From 04

UNIT TYPE

SUN MON TU

- | Campground #1

Electric

Please see Completing the Cancellation section on the following page once the cancel buttons is clicked.
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Cancelling a Reservation from the Reservations Tab

To cancel a reservation from the Reservations tab/button, please perform a reservation search via:

e Customer Name
e Confirmation Number

This process has been detailed in a previous section titled Searching for Reservations.

Once the reservation has been retrieved, select the Cancel button as outlined in red below:

Reservation

DATE BASED MATRIX Customer Confirmation number Reservation Date
Search for custome . @ pp 13657 B os152017 B 06152018

QUICK CHECK

Description

[original Reservation]

Unit: Alpha Park - Campground #1 - Electric - 4 E
Stay: Thu 06/15/2017 - Mon 06/19/2017 (4 nights)
Classification: Regular

[New Reservation]

Unit: Alpha Park - Campground #1 - Electric - 3 E
Stay: Fri 06/16/2017 - Mon 06/19/2017 (3 nights)
Classification: Regular

New - Electric 06/16/2017 05:00 PM - 06/19/2017 04:00 PM (Per 1 Days- Weekday Rate)
New - Electric 06/16/2017 05:00 PM - 06/19/2017 04:00 PM (Per 1 Days- Weekend Rate)
Madification

The following page details the process for completing the cancellation.

Completing the Cancellation

(1) || Hold(0)

UnitPrice  Qty

S21.0
$23.0
$8.25

Subtotal
Sales Tax

Confirmed 6/14/2017 410:12 PM
Reprint #13657 Confirmations#: 13657 Grand Total

0 1
0 2
1

Total

$21.00
$46.00
$8.25

§75.25

$0.00
§75.25

All(1)

Once the user selects Cancel via one of the two previous methods, the application will prompt the user with the

following message:

Recreation Dynamics

Are you sure you want to cancel
shopping cart # 136577

BN v

Select ‘Yes’ to add the cancellation to the Shopping Cart.
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Once the cancellation is in the cart, it will display as below, and calculate the applicable refund based on the

District’s cancellation rules and policies:

@ e % Description

Unit: Alpha Park - Campground #1 - Electric- 4 E
Stay: Sat 06/24/2017 - Tue 06/27/2017 (3 nights)
Classification: Regular

Electric 06/24/2017 05:00 PM - 06/27/2017 &
04:00 PM (Per 1 Days- Weekday Rate)

Electric 06/24/2017 05:00 PM - 06/27/2017 7]
04:00 PM (Per 1 Days- Weekend Rate)

Cancel =5 days

Paid by for Change

Head of Household OFF | Tax Exempt

Unit Price  Qty Total »
$21.00 -2 (842.00)
$23.00 -1 ($23.00)

$8.25 1 5§8.25

Sub Total:  ($56.75)
Tax: $0.00
Grand Total:  ($56.75)

(o] & ] © mwon

To process the Cancellation, select Tender Cart:

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:

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

(552.00)
3000
(852.00)

NOTE: A cancellation MUST be tendered back to the original payment type. For example a cash payment is
refunded with cash; credit card payment goes back to the customer’s credit card etc.
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Initial payment via credit card:

If the payment was initially made via a credit card, the application will retrieve the credit card information via
the initial Authorization code that was sent from the bank during the initial transaction. This will allow staff to
refund back to the customer’s original credit card.

Auto Refunds Credit Cards
($17.19) may be returned to the following Credit Cards.
WVISA - 30000000011 (817.19)

if you choose this option ($17.19) out of ($17.19) will be
returnad 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

Note: please see the next section for the process for refunding a card payment that was made over 120 days
ago.

Select “Process Refund to above Credit Cards” to continue:

Once a Cancellation has been processed, a Cancellation Confirmation will generate. This will allow staff to print
or email a copy to the customer. The Cancellation report contains the words CANCELLATION in the top right
(highlighted) so as to distinguish it immediately from a reservation confirmation. The screenshot below was
taken after the Cancellation Report was exported to a PDF (other options inclue Word or Excel):

=] Alpha Park CANCELLATION
20247 Oakwood Shoreline Dr
Bruce SD, 57220

Phone Mumber: (605) 627-5441
Transaction Number: £25

Date: 08/1]/2017 04:54 PM
Batch #: 3102
Register #: 1
Cashier: 2
PATRICK ANDERSON
215 PROMENADE VISTA ST APT 2107
CHARLESTON, SC 23412-3115
Confirmation Number: 13662
Description Unit Price  Qty Amount
Unit: Alpha Park - Campground #1 - Electric -4 E
Stay: Sat 06/24/2017 - Tue 06/27/2017 (3 nights)
Classifieation: Regular
Electric 06/24/2017 05:00 PM - D6/27/2017 04:00 PM (Per 1 Days- $21.00 -2 -§42.00
Weekday Rate)
Electric 06/24/2017 05:00 PM - D6/27/2017 04:00 PM {Per 1 Days- $23.00 -1 -4$23.00
Weekend Rate)
Cancel =5 days $8.25 1 §8.25
Subtotal (§56.75)
Sales Tax £0.00
Shopping Cart Total ($56.75)
Cach Tendered £72.70
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Refunding a reservation made with multiple tenders:

In the event that a reservation was made with multiple tenders (eg. a combination of cash, checks, credit cards
etc.). there will be a combination of both of the above screens, depending on the tender type. For example,
below shows the screen for a reservation that was split between cash and a credit card.

The screen will first look to refund the card or cards that were used initially. Note that the application is
refunding only $20.00 of the $26.86 refund total. This is because the customer initially paid only $20.00 on their
card, and the remaining $6.86 in cash:

REQUEST THE REFUND

Auto Refunds Credit Cards
($20.00) may be returned to the following Credit Cards

VISA - XOOCOOOOGGKTTN (520.00)

if you choose this option ($20.00) out of ($26.86) 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
=

Once the refund is processed to the card, the following screen will generate, with the remaining balance
displayed (in this case, $6.86)

TENDER TRANSACTION

Select Payment Method

L
Cash (50.00)
Check $0.00
Credit Card (520.00)
House Account: $0.00 $0.00
Money Order $0.00
Finance Refund Check $0.00
Total Due: ($26.86)
Total Paid: ($20.00)
Total Balance : ($6.86)

The application will prompt the user to refund the remaining balance via cash before processing the refund.
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Cancelling a Credit Card Reservation >120 Days Old

To help understand the issue caused by credit card payments over 120 days old, let’s first look at how credit
card payments are processed in Recreation Dynamics.

)4 Recreation

[

Dynamics
1.-Encrypted-card-data- 2.-Processor-sends-
sent-to-processor-from- authorization-code/tokento-
Recreation- Dynamics9] Recreation-Dynamics,-and-

the-sale-is-completef]

Credit-Card-
Gatewav/Processor

3.--Processor-sends' T 4.--Bank-approves-and-charges-credit-card

When a credit card payment is made, Recreation Dynamics encrypts the credit card data and sends that data to
the credit card processor. The processor then sends that data to the District’s bank. The bank checks whether
the credit card is valid (not expired, not maxed out, not stolen etc.), before sending an authorization code back
to the processor, which then sends it back to Recreation Dynamics. The process is outlined below (Steps 1-4):

To perform a refund, the Recreation Dynamics sends the ‘token’ or authorization code back to the payment
processor. The processor then sends that number to the bank, telling the bank to perform a refund to the credit
card number that it has stored from the first transaction.

However- due to the nature of payment processors, the credit card processor only stores that authorization
code for 120 days. Therefore, if the user tries to refund a reservation more than 120 days old (i.e. 120+ days
since the reservation was made) the application will return an error message stating that the credit card cannot
be refunded.
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In the event that the application returns an error code when attempting to process the reservation back
to the original credit card (as outlined in the previous section), please select the button highlighted below:

TENDER TRANSACTION
Select Payment Method

Cash $0.00
Check $0.00
Credit Card $0.00 I\}'
House Account: 50.00 $0.00 ‘
Gift Card 50,00
Travelers Check $0.00
Finance Refund Check $0.00
Total Due: $25.00
Total Paid: 50.00
Total Balance: $25.00

This will open up the following Tender Transaction window where you can re-enter the same credit card
information as was provided with the original reservation:

CREDIT CARD PAYMENT

Tender Amount $25.00
Name on Card Joe Customer
Card Type Visa v

Card Number

Expiration Date Mar(03) ¥ 2016 * CVV -«

Selecting Accept will complete the refund.

This method creates a new Authorization code for the credit card, and allows staff to submit a refund
request to the bank from the application, refunding the customer’s credit card without needing to
reference the original authorization code.
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Checking in Reservations

Processing and Checking in an Advanced Reservation (Paid in
Full)

When a patron arrives at the facility, there are two ways you can check him/her in. The first method is
through the Date Based Matrix:

1. Locate the reservation on the Matrix screen by typing the last name in the Quick Search field and
selecting the Check In icon (the blue «,/ ):

Store: Rancho Jurupa Park Register Id: 1 Cashier Name: Michael Alferez
Version: 10.2.5.0

DATE BASED MATRIX

4\ Rancho Jurupa Regional Park Q Lakeview Campgrou =  From 03/13/201
DATE/TIME BASED MATRIX
EEEE ® @
QUICK CHECK T o o o
RESERVATIONS
UNIT TYPE UNIT D
MAP RESERVATIONS 13 14 5 6 17
65
66
67
68 (i} Resewauog

~ Full Hookup: Wat.. 1 # MARK RYAN ..

2. The Unit Pre-Cart screen appears. Review the information and confirm the number of people
(adults/children), number of vehicles, and pets (these will be under the EXTRAS section)
Unit Pre Cart

Multiselect Details Amenities

Date Unit * Search For Customers RyAN MARK nn
Lakeview Campground

B Full Hookup: Water, Electric & Sewer - RJU-001 Unit Full Hookup: Water, Electric &..  Status Reserved
(B =N L Date qg3nz/208 Night 3 - Show waive screen
* Occupant Name RYAN MARK
Usage Classification Regular -
Comment
Adults 4 - Children 5 .
Camping Unit Type Sth Wheel Traile = Vehicles 1 -
Reservation Discount  pgihing - Security Deposit &g -
Extras
Extras Discount othing
e Nothing =
] Not Modifie # of Pets (Fees to be paid atp Please select one — -
(O] Modifiec
— Wehicle Lic#
A| Modified. Requires Madification

-
——
* Denotes required fields Check In Tender

3. Once the information is confirmed, Select “Check In” at the bottom of the Unit Pre-Cart screen.
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4. An “Additional Park Info” message will be generated and appear (show below). The message can
be exported to any of the following:

e Word
e PDF
e Excel

Campsite Tag (1 copy)

WAL Joa b Ml & [ Jedinec B @ -
RivCoParks
@Rietobarks Riverside County Parks

3/13/2018 3:54 PM

Fl.ll | Lakeview Campground
Hookup:

Water, 1
Electric &

sewe r MARK, RYAN

Due Out

15

March

Rancho Jurupa Regional Park

< 3

Mail Copy | PrintAll Copies | Email All Copies

5. Close the screen to return to the matrix.

6. The grid is updated with the reservation block now in BLUE to reflect that this reservation is

checkedin:

DATE/TIME BASED MATRIX

GQUICK CHECK.

RESERVATIONS

MAFP RESERVATIONS.

L Ly e—T &
Ateechasdas
DATE BASED MATRIX
48 Rancho Jurupa Regicnal Park a Lakeview Campgroend = From 03132018 a (@
March 2018
UNIT TYPE UNIT E WED ™ i SAT SN [ TUE WD THld R SAT
64
65
[
67
68
18
Full Haokup: Water, Elec. 1 MAARK, RYVAN - 107_

2z
¥
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The second method is through the Quick Check tab on the left sidebar of the Facility module. Here are the
steps:

1. When you click the Quick Check tab, a drop down menu appears. Select “Due In.”

QUICK CHECK

)

DUE OUT
CHECKED IN
AVAILABLE

NOSHOW

2. All of the reservations that are due for check-ins on the selected day appear, listed by campsite:

Enter conf no./Site name/Cust name n
DATE BASED MATRIX

‘Campground #1
QUICK CHECK #13665 || 15E #13664 || 13E

HENDREN TIM HYATT RICK

Arrival:6/16/2017 Arrival:6/16/2017
Departure:6/19/2017 Departure:6/19/2017

‘Campground #2
CHECKED IN #13666 | 114
BABB RICHARD
AVAILABLE Arrival:6/16/2017
Departure:6/19/2017

DUE OUT

NOSHOW

RESERVATIONS

Simply click on whichever reservation you need to check-in.

3
4. The Unit Pre-Cart screen appears. Review the information (# of people, vehicles, pets, etc.)
5. Click “Check In,” and a screen appears giving you the opportunity to print the receipt.

6

Print receipt or press close, and the process is complete.

Processing a Walk-In Reservation

When patrons register for the same day, they are considered “walk-ins.” The only difference between this
and an advance reservation is that the cashier enters the reservation and tenders payment when the
patron walks in. When the cashier tenders the reservation, the application displays following message:

r

Recreation Dynamics

Would you like to check in today’s
reservation(s) ?

Select Yes to check in the patron, update the grid to reflect check-in, and produce the necessary permits.
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Reporting

To access the browser-based reports, navigate to the Admin module and select the Reports drop down
tab on the left sidebar:

ADMIN DASHBOARD
ENTERPRISE SETTINGS v

Sales By Tender Type Sales By Place
COUPON SETTINGS
Cift Card
MEMBERSHIP SETTINGS Discover ——
Master Card
ACTIVITY SETTINGS ~
FACILITY SETTINGS ~ Visa

MERCHANDISE SETTINGS ¥

USERS AND TERMINALS

FULFILLMENTS
Check 9-2Fn 935 9-45un 5-5 Mon 9.6 Tue 57 Wed 58 Thu
BRREPORTS i
.U Cash I Check Visa Master Card I Discover M Gift Card Angel Island S -+~ Big Basin Redwoods 5P Bolsa Chica SB -+ Hendy Woods SP % Annadel SP
U R — e e
Sales By Customer Classification Sales By Department

AADHOC Reservation
Reports

AADHOC Pass Reports

ADHOC Hearst Reports

150
SALES JOURNAL

100
SALES BY DEPARTMENT

50
SALES AND TENDERS
DETAIL REPORT

5-2Fi 5-35at 34 Sun 55 Tue

SALES AND TENDERS #3 Men
SUMMARY REPORT

94 5un -5 Mon 5-5Tue 97 Wed 3-8 Thu

Adult W Regular 10 Child 1 Senior [l School Camping M Gifi Card [ Donations [ Tours [ House Rental [ Passes

5-5Thy s s

3352

'VENDOR ITEM REPORT

The following reports are typically used on a day-to-day basis by parks staff:

B2 REPORTS
e Reservation Details Report ADHOC Financial Reports
e DueIn Report ;::uont: Reservation

° Unit Status Repo rt ADHOC Pass Reports

e Journal Report RD ADHOC Hezrst Reports

SALES JOURNAL
e Department Sales Report RD

SALES BY DEPARTMENT

SALES AND TENDERS
DETAIL REPORT

To access a report, simply click on the report name.

SALES AND TENDERS
SUMMARY REPORT

VENDOR ITEM REPORT

VENDOR SALES AND
TENDERS SUMMARY
REPORT

LOCATION TAX REPORT
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For all ADHOC reports, it will prompt you to enter your TABLEAU login credentials as shown below:

MERCHANDISE SETTINGS™ REPORTS / ADHOC REPORTS
USERS AND TERMINALS ¥

FULFILLMENTS v Sign In ‘+j‘$ +ableau

B3 REPORTS e Enter your Tableau Server usemname and password to sign in.

ADHOC Financial Reports
Reports h

ADHOC Pass Reporis

ADHOC Hearst Reports

SALES JOURNAL

Once you are logged in, you may navigate to which ever reports you desire (still on the left sidebar under
the reports drop down in the Admin module). Below is an example of an ADHOC Financial Report:

REPORTS / ADHOC REPORTS

Department Sales Report

Shore Day of Date
March23, 2017 March 24, 2017
Abjunavi Lava
Degartment Springs Sp BolsaChica B Hearst Castle Vieh
Null
Boat Use.
Camping
Interpretive Frogram Fees S8140
Other Collections
Passes $13.00 $125.00
Transaction Fees
Grand Total $13.00 $125.00 81400

To make changes to the reports (change filters, displays, etc.), click the “Edit” link at the bottom of the
report, highlighted below using the same report show in the previous step:

Passes $13.00 5848.00 3125.00 51,086.00
Transaction Fees $8.00 $16.00 524.00
Grand Total 513.00 51,605.51 5125.00 $814.00 $3,089.00 55,646.51

g
c
Q

* Share Remember my changes =
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Each report may be Exported to the following formats:
e Image (.png file)
o Data (.html or .txt file)
e Crosstab (aka EXCEL .csv file)
e  PDF (.pdf file)

By selecting the export button as shown below, and left clicking the desired format:

Image
Data
Crosstab
PDF

esv Edit R 0o
Each desired format of export contains a different process. Here is how each of them works:
e Image:

1. Select “Image” on the export menu show above.

2. This pop up screen will appear to export the report as an Image:

Export Image

The image has been generated.
Dorpios

3. Select “Download” and the image will download to your downloads folder. Quick access to it
is available immediately after download in a Google Chrome browser:

NOTIFICATION

GO OFFLINE

IE Department Sales ...png ™

= O ™

e Data:
1. Select “Data” on the export menu.

2. A new window appears containing the data:
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3% View Data - Google Chrome

@ Secure | https://bi.usedirect.com/viz

w/CaliforniaFinancial/v/DepartmentSalesReport/viewData/sessions/78C219878DA045AE94B4117177E174F8-0:0/views
Summary = Underlying

Shoviing first 12 rows.
Download all rowss as a text file

Department Store SUM(Calculated Total)
Transaction Fees Web $16.00
Interprative Program Fees Web $112.00
Camping web $2,940.00
Boat Use Web $21.00
Interprative Program Fees Hearst Castle 844.00
Passes Bolsa Chica 5B $125.00
Transaction Fees Big Basin Redvioods $8.00
Passes Big Basin Redvioods $948.00
Camping Big Basin Redvioods $370.00
Boat Use Big Basin Redvioods $10.50
Null Big Basin Redvioods $265.01
Passas Ahjumavwi Lava Springs Sp  $13.00

Showiing first 12 rows.
Download all rowss as a text file

e Crosstab (aka EXCEL sheet):
1. Select “Crosstab” on the export menu.

2. Follow the same steps as the Image export given above (downloading the file).

e PDF:
1. Select “PDF” on the export menu.

2. An “Export PDF” window will appear:

Export PDF

Layout: Paper Size:
Letter v
D Scaling:
Portrait Landscape Automatic v
Content:
This Sheet Sheets in Workbook

Sheets to Export:

Department Sa

3. Choose your desired settings for the export using the “Export PDF” window.

4. Click “Export.”

5. From here, you follow the same steps as the Image and Crosstab exports (downloading the
file).
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Acknowledgement

| acknowledge that | have received the US E-Direct Neptune User Guide for the Regional Park and

Open Space District (RIVCO PARKS). By signing this acknowledgement, | am indicating that | am
responsible to understand and comply with the policies, procedures, and guidelines contained
therein, and will discuss any questions | have with my direct supervisor. | also realize that this

statement will become a permanent part of my personnel file.

Employee Name (print)

Signature

Date

Please return to:

Parks Finance

Park District Headquarters
4600 Crestmore Road
Jurupa Valley, CA 92509
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