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Shopping Cart - Purchases

From the main menu, select Shopping Cart > Shopping Cart

ReCPro™ User Manual
Version 1.31

File ShoppingCarr Customers Courses  ChildCare  Facllities  Memberships  Lockers  Pointof Sale

Shopping Cart

g Cart

W Merchandise Sale

Manage Merchandise Balances
8. Suspended Sales

Receipt History

& Open Cradits

[=] Check Requasts

8 Git Cards
The Shopping Cart screen will display and automatically launch Find Customer lookup screen.

The customers’ database can be searched by a variety of fields, separately or combined. Type in
appropriate field and press ‘enter’ key on keyboard (or click Search button).

il 2 shonpina Cart
3 Fnd Customer:

E Ged _ 4634200 | 12345 My Street Mount Clemens 043 Clinton Township
| iger y Stree: | nt Clemens n i
Gei Jacob (586) 469-4200 12345 My Street Mount Cl 48043 Clinton Township
| Geiger ol y Stree ount Clemens in awnshi
| Geig John (586) 463-4200 12345 My Street Mount Cl 48043 Clinton Townshin
. Geiger Kara (586) 4534200 12345 My Street Mount Clemens 48043 Clinton Township
| Geiger Lu 586) 459-4200 12345 My Street Mount Clemens 45043 nton Town:
B ke (s86] | cl cli ship
| Geiger use y Stree mens ownshi
G S (586) 4694200 12345 My Street Mount Clel 48043 Clinton Township

B B2 [nactive] = 'Uncheded

Check Reauest: $0.00| | 50,00

Total: 0.0 s0.00| | 50.00 |

Once the family record is found, press ‘enter’ key on keyboard (or click OK button).

Shopping Cart Module R.C. Systems, Inc. |
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Family Information displays in the Shopping Cart tab, ready to begin purchases.

_ | First Name =L Bethdste  Age  Gerder Primary  Staff  Motes
i 3 (% Dale Gorger 8/1/1971 48 Male ] 7]
R e e | o G 8/28/2002 17 Male &
12345 My Strest | S0 e - - A
Mounit Clernens | John Geiger 5/1/2004 15 Male =] =]
i MI ?Kara Geiger 9/15/1998 21 Female | [~ Al
Ty ?:;';3469-4@ | | Luke Geiger 6152002 17 Male = = A
\ . (555) 965-3444 | Suze Geiger 7/12/2012 7 Femae ] =
Iqj Chid Care ici Clinton Towrship
— - —| | Email: dgeiger Brecprosofte
A% Memberships BE ot
; ! Resident: |

B i Financial Assist: = | |
(e e = io —
|E§! Rentals A ‘ Dle e HLG) Stylens, Tk .| OpenBaiance: | $500.00] Overdus Balance: | 400,00

LI oo

| OpenCredts; s0.00| |5 pocuments | | B Edt Customer |

‘Qty  Price Tax. [ Total ‘Recv'd Today  Balance ‘DueDate

Navigation Tools in Shopping Cart Screen
The left hand side of the screen has two main sections:

1) Purchases — Courses, Drop Ins, Child Care, Memberships, Merchandise, Rentals and Gifts Cards
(these buttons will depend on which modules have been purchased).

2) Transactions — Post Receipt, Post Credit, Refunds, Suspend Sale, Delete Item, Cancel Sale and
Checkout.

3) Devices — Printer Setup and Open Cash Drawer buttons to setup devices.

4) The top portion of the screen are for tracking customers Payment History, Activity History,
Terms for tracking signed rental terms and conditions, and On Account for open balances.

5) The middle right side is for a quick glance at the customer’s Open Balances, Oerdue Balances
and Open Credits with a quick link to Documents and Edit Customer record.

6) This area will track the total amount of transactions being purchased in the shopping cart prior
to checkout.

Courses

s Courses .
Click l == hutton to search Course Lookup screen for activity registration.

Shopping Cart Module R.C. Systems, Inc. | _
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Using Course Lookup Filters

Notice the filters available for refining the search. Year and Season fields will default to the system
default setup (to change, from the main menu, go to setup > system default > default setup > general
tab).

All Courses - In order to see all courses ever created in your database, remove the Year and Season by
pressing ctrl + delete keys on the keyboard simultaneously; then press Refresh button.

Year: ZB%CI _Q | New Caurses Crly Age: | _ﬂ Age In: |rears _g From Begin Date: | | Exdude C.Durses
Season; ;._S_l?rirjg [v] Grads: | hJ Gender: _ Q Thru Begin Date; | JREQISHEUOH QDSEd |_—|FU"
Category: | #rog Mart | u Dayof Week: | [T course Endad | canceled
Sub-Category: | a Instructar: . . d From Start Time: . —— |E Save Filers
=== i = = fes o —
Fadity; d: Keyword; Thru Start Time: IQ fe ‘ | 15 chtFﬁﬂ":lJ
Number 4 Tile Categary Zub-Category Ages Gades  BegnDate  ErdDate  Gur  Open  Wait |
| 1FWLPLYR  Fowling (Plaver Regstration) Adult League Fowlng Al al J’ZOZU 6/5/2020 a 30 0
1001 Specal Event 1 Spedial Events Spedal Everts all Al 3/1/2020 &f5/2020 o 20 o]
m1c Canasta Senior Programs social all Al 3fyf2020 6/5/2020 ;4 193 I .
Mavie Night - Feb 21, 2020 Adult Enrchment ] 22 | 2/21/2020 -
| 2002 Movie Might - Feb 28, 2020 Adult Enrichment Courses all Al 2j18{2020 2{28/2020 1] 50 i}
2003 Movie Night - Mar &, 2020 Adult Enrichment Courses all Al 3/6/2020 3/5/2020 0 50 a
43-1-AM Redecorating Yeur Home (Morring. . Adult Enrichment Craft all Al 422020 4302020 a 20 o
43-2-FM Redecorating Your Home (Everning... Adult Enrichment Craft all al 4f2f2020 4f30/2020 0 20 [v]
| $4-1-am Viallpaper Made Fun (Morning Sesson) Adult Enrichment Craft Al Al 422020 4/30/2020 1 15 [u]
560-4 Art & Painting Lessons Adult Enrichment Craft all Al 4/12/2020 6/10/1020 4 16 1]
F00-TH Basket Weaving Thursday Adult Enrichment Craft 16+ yrs al 3/1/2020 6/5/2020 i} 20 i}
| 700-TL Backet Weaving Tuesday Adult Enrichment Craft 16+ yrs Al 342020 &/5/2020 il 20 o
| 700-w Basket Weaving Wednesday Adult Enrichment Craft 16+ yrs Al 3f1f2020 &/f5/2020 li] 20 [s]
O T S S pma | 5| —ul )
Learn to Sketch Adult Enrchment Craft 5-18 yrs Al 3/1f2020 6/5/2020 2 23 1]
A3 Learn to Sketch Adult Enrichment Craft all Al 4/1/2020 7/5f2020 4 11 1]
| A% Learn to Sketch Adult Enrchment Craft AII al 4fif2020 7/5f2020 ] 15 0 d
@0 (@ cael | E> | moep | [ Ao RIS

Notice the color coding legend. By selecting the various check boxes under Exclude Courses and
pressing Refresh button, you can hide all Courses Ended, Registration Closed, the course is Full or
Cancelled. Be sure to always press Refresh button when setting filters.

Each user may Save Filters that best suit their course lookup usage. The Reset Filters will clear filters
that have been used. Select the course and click OK button.

Shopping Cart Module R.C. Systems, Inc. |
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Step 1 —Select a Course

ReCPro™ User Manual
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Review the Course information to be sure correct course has been selected. Click Search Courses
button to change selection or View Course button to see more details. This top section is a reference
view only —anywhere from fees, age or grade, to begin and end dates.

T3 Register For Course "k
D Step 1-Selecta Course
Season: | summer | vear: 2020 | numbsr: [ss0-4 | Tide: art & Pantng Lessons
Categary: |Adult Enrichment | subcaegory: [craft | LNew Course
e e ——
— ] . e e R = Gy
Mon ResidentFee; | §100.00 Strtage: 0| Tgrade: | | EncDate: |7/29/2020 | HonResBegBegne: 5/1/2020 |
Cmnmumoepostt | 30.00] EndAge: | 250 Grads AsOFType: |Actvity BegnDats | | Reg Deadine: |6/17/2020 fofsessions: 0
FinalPaymentDate: | ||| Age 4s OFType: | Actity BegnDate Gadedsof: | |
S i B | oo | |
Ealment | ' Program Manager:
w8 e |
wat: | 0

=] A] 222008 McMuray Middie Schod el

8/28/2002 17 Male 12
5/1/2004 15 Male 10

o] a]
W] LA

6(15/2002 13 Male 3

(AN 2f2/2009 McMurray Middle ded a
3 JFK Elementary School
| Anchor Bay Hiah School
Mcvurray Middle School a I3

Highlight customer and click Add to Roster button. If there are no registration options, the customers
name will be added to step 3. If there are registration options, user will be prompted for answers.

Shopping Cart Module R.C. Systems, Inc. | _
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Registration Options screen will display if there are additional selections for the course.

23 Kara Geiger - Registration Options

Do you want to purchase art supplies from the instructor? o

() No - $0.00 E

() Yes - $25.00

1) Registration Option screen will display the person whom this is for
2) The question being communicated

3) The answers to choose from

4) Click Next button to continue or Cancel button to stop

Answer Summary screen will display. User may edit the Price or Due Today field before clicking the
Finish button.

L% Kara Geiger - Registration Options

Answer Summary

Question  Answer Price. Due Today.

Do you want to purchase art supplies from ... Yes §25.00

Shopping Cart Module R.C. Systems, Inc. |
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. RegFees: £100.00
| o Options: £25.00
A — Total: $125,00
| 15 Adjust Due Today L .
\F) edropiens | G asncs |
& Rewmocst |

1) Confirm customer registration

2) Additional buttons to Remove from Roster, Adjust Fee (manually changing fee), Adjust Due
Today (for partial payments that will create an Open Balance), and Edit Options to change what
was selected during Registration Option popup).

3) This areais a breakout of what is being purchased for this course: Registration Fee, Options and
Total. Select Add to Cart button to add to shopping cart.

A prompt will display asking ‘would this
family like to register for more courses?
Either click Yes to continue shopping or
click No to checkout and process payment.

o

Registering Non-Family Members

This feature is found in Step 2. This feature is recommended for divorced couples or grandparents not
living in the same household.

If a customer is paying for a Non-Family Member, click | f. select Non-Family Member J to obtain Customer
Lookup screen. Select the customer and click OK button. Select Non-Family Member screen displays.

Customer fJuIie Andrews H
Birthdate: | 3/12/1997 Age: |23 . . ,
thotes (LY i Review details and click Add to Roster button
Gender: |Female if app|icab|e.
Grade: . .
1 User can also Edit Customer record or Cancel
Member Note:

Tl the selection.

D o O

After the transaction is completed in shopping cart the transaction can be found under the payee’s
Payment History tab, while the course registration will follow the non-family member Activity History
tab.

Once in Shopping Cart screen and ready to process payment, click Checkout button.

Shopping Cart Module R.C. Systems, Inc. | _
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Bfyjo7t :

Geiger af28/2002
Geiger 5i1f2004

Geiger 911571058
Geiger 5(15/2002
Gelger Friaraniz

B [nacovs] =1 e

T
I D ks B G Syt e, Open Balarce: 50,00 Cvercie Ealance: <000

48 Mae
17 Mae
15 Mde
21 Female
17 Mae

>

7 Female

EE E S
B

)| ) ) (s

& Painting Lesans (Smmer 2020, #560-A) - Kara Geger o500 @
.': Art & Panting Lessone (Sumimer J020, T560-A) - Jule Andrewe 1 5125.00 50,00

Checkout screen displays.

pETmE e aad

Recept Totsl SZSTH'I-

10 step L Acply Payment t Sake / Recsiot.
Amount

N e
gﬁpl"—ﬂ 5‘*: P Mnn
Recept Daie: |4/27/2020 ]
Paid By |Dde Geiger |
Bayment hote: ||

Important Note: Preview button still processes the transaction,

before printing.

512500 $175.00
512500 s125.00 0.00 42702020

Add dollar value being paid by Cash,
Check (check number is required) or
Credit Card (number required, press
Process Card button).

To process the transaction click
Preview, Print, Email, Print & Email
or None button or click Cancel to
stop transaction.

Upon exiting screen, ReCPro™
returns to an empty Shopping Cart
for assisting next customer.

but allows user to preview sales receipt

Shopping Cart Module
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Drop Ins

This feature allows participants to “register” or “drop in” for specific dates.

17 male | B =
5 vae 0 7] E}
31 Femae [ i =
17 wale [~} 3 a
7 Femake & [v] )

R B [Inacthe] = Unchesi=d b

| opentolree:| 000 Ovdedsen | 2000] |
o -

Goen Crediis: |

—J
Drop Ins are date and time sensitive defaulting to today’s date. You will only see upcoming courses.

anima Condl Serice 10 @ Esenhower Hgh Schoal 50,00 2/3/2020 12:00 &AM
Zumba Fimess Fitnass Canter & Anchar Bay ... $4.50 4/27/2020 7:00 AM
Bagkat Weaving Room & @ Clnton Townshp Se. | 3 45.00 2/3/I020 17:00 &M

|Fi| Room 3 O Clion Townehi 5. $5.00 AW

|| 3:o0Fm SC-A3 senior Crafis Room 1@ Chnton Township Se. 15 $5.00 $5.00 2/3/I020 12:00AM  F/FF/E0I0 12:00 AM

i 300 B3 Leain o Tran ~Foh vt Room - Drenge (@ Greere 14 .00 $400 2/3/7020 1200 AM /52020 12:00 AM
|| s00Pm B4 Leam to Dran - Both At Room - Yello @ Greene A 15 s100 $400 232020 1200 AM  6/5/2000 12:00 AM
| Ta00EM 72000 ¥ogs Both 105 & Cousino High School e $300 S00 2/3/2020 12:00 AM 652020 13:00 AM
| T00FM | T2002 Yoga Sessian Drop In 105 & Cousing Hih School )] $3.00 $3.00 2/3(2020 1200 AM | 6/5/2020 12:00 AM

1 Drop In Selected

Shopping Cart Module R.C. Systems, Inc. |
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Step 2 & 3 —select the family member and click Add to Drop In button. The participants name will be
added to step 3, click Add to Cart button. Notice you can Remove from Roster, Adjust Fee, Adjust Due

Today and Edit Options as you can for courses.

Tz

Click Checkout button to process transaction.

% shoppng Cart e
T T

Y;;m\-'_mc -s._r1.r1971 —i
12345 My Sireet | 8fas/zaz
Mot Clemens 5{1f2004
M i 9/15/1338
48093 i . e
(586) 469-4200 ! i <
(za6] 694444 7122012

S e

Shopping Cart Module R.C. Systems, Inc. |
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Child Care

Find Customer and load in the Shopping Cart screen, select Child Care button.

af1f1a7L
aj28/2002
5/1{2004
9f15/1998
5/13/2002
7M2f2012

Dale worke & R.C, Syeteme, Inc.

CbEﬂCrBi!B ;n.D

[T |
Child Care Activity Lookup screen displays. Highlight selection and click OK button.

% Child Care Activilies Lookin

Session: | Age: | a Age T Years a | WW—"
|ied Published Sessiors Oy Grace: g Gerder: a2 ThruDater | ] Registration Cosed
Category: | [ — ol Dayofveek | pchityEnded ] Canceled

Faclity: | & metrucon | FromStartTme: | E
Biling Rate; %] kepnore: | | thrustart Tme: | =]

I anchor Bay After schoo! Care il Care Al 6/13/2020
| anchor Sy Sefore Schod Care Child care Fievible Daly s2ps Al s 6z
| Bracks Child Care &M Crild Care Flesible | Daly Al Al 5/3(2013 6/12f2020
| COMBO - Anchzr Bay Before After Schaal Care Crild Care Fiesible Daly slaps Al gR/m1e /1272020
- Dizpers 1o Diplomas hild Care Flexibls ieekly all Al of4/018 6213020
| Dispers o Dilomes Daly ld Care Frsible Daly Al Al S sy
| Frst Watch Crild Care Fooed Monithly Al Al 2f1/020 6/1/2020
¥ Just Yuanna Have Fun Csmp a ; 3-13 P 120 il

Shopping Cart Module R.C. Systems, Inc. |
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Session: | 2020 Summer Camas Tite: | Just¥Vanna Have Fn Camp
Categoryt | Summer Campe Registration Typer  Flexbie Eilrg Rats Type:  Daily
Segin Date: 6/1/2020 | Endpate: | From Age: | 3] T age: | 12| From Grace: [pREKS | Thru s |6
| st=p2 SERIEE
€ GelectDntes - -

| Actiity Cate: 06/08/2020 - Marday 25,00 £30.00 812020 3 25,00
[ ity Dinte: 06/08/20%0 - Tussclay £25.00 £30.00 61202 4 s25.00
| Actiity Date: 08/10/203 - Wednesday 2500 £30.00 642020 4 §25.00
| Activity Dote: 06/11/2020 - Thursday 52500 $30.00 617020 + 525,00
I Actiuity Dinte: 06/12/2020 - Fridey 2500 $30.00 612020 4 £25.00
;! Activity Date: 06/15/2020 - Marday £25.00 $30,00 6/5/2020 4 £25.00
B Aty Dimbee 16 16/200 - Tuamadoy 2500 0,00 E@M s £25.00
JEN_I.MI\! Date: 06/17/2020 - Wednesday §25.00 30,00 8/5/22 4 2500
ity Cates 06/15/200 - Thrsday 52500 50,00 622 s 52500
|| dctiity Diate: 06/15/20% - Fridey 2500 £30.00° 6f5/2021 4 §25.00
| Activity Cate: 06/22/2020 - Marday £25.00 £30.00 &/15/2020 4 §25.00
| Activity Date: 06/23/2020 - Tussday 525,00 0,00 6152020 4 525,00
4

<

o 3 s

| Aciiity Datet us}zq.'znzu_-wednegdai 25,00 430,00 6/15/2020 §25.00 uﬂ

|;.]Mmd.“ O Tuesday ] Wechesdey [0 Thursday (2] Fricay ] Seturday ] Sunday I i3 Nt J

Version 1.31

Step 2 - Select Dates — to select multiple dates, hold the ctrl key down (on the keyboard) and click
additional dates or check a specific day of the week at the bottom or use Select All button. Click Next

button to continue.

Step 3 — Select Family Member(s) and Press Add to Activity — select the family member and click Add to
Activity button which will add them to Step 4. Continue with additional family members if they are
registering for the same child care activity.

™ child Care Redictration
Sten 1 - Selcta Activity i

“ o Session: | 202 Summer Carps Titie: At Viarna Have Fun Cemp
i | Calegory: |Surmer Camps Regitraton Type: [Ptk Sk Rate Type: |Daly |
fegn Date: |5/L2120 End Diate: |B/23/2020 From Age: 3 Thu b 12 FromGrade: PREKS | MruGrade: 5
[ E st;p_:-_a'4|
VD Siep 3 - Sebeck Famiiy Membier{s) e Press Add to Ackivity

[ Fiat s 4 CaatHare

;IKara Geiger 915/1958 21 Ferae
| Luke Geger §{15/2002 17 Male
] Sise Ceiger TR 7 Femae

e Jobe Total: $10
Ackiity Dike: 06/71/2020 -

4 Artivity Date: D6f02/2020 - Tuesdoy 520.00 S0.00 520.00 50,00 520,00 5500 AL
< Achaty Date: D6A15/2020 - Wedresday §20.00 $0.00 £20.00 §0.00 £0.00 525/M:0 AL
| Activity Cate: 06/12/2020 - Thureday £20.00 £0.00 £20.00 $0.00 £20.00° 5/25/2020 AL
& Activity Darte: D6/1S/2020 - Fridey £:0.00 S0.00 s:0.00 $20,00 0,00 5/25/2020 AL

[ e || Renovs fom ot | = =
[ soeerd (& ma | & sz | o reumrocas |
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User may Adjust Fee, Adjust Due Today (for partial payments), Remove from Roster or click Back
button to go back to Step 2. Click Add to Cart to continue shopping for activities or to checkout.

Register for more? _ A prompt will display asking

o ‘would this family like to register
for more child care activities?
Either click Yes to continue
shopping or click No to checkout
and process payment.

0 Would this family like to register for more child care activities?

In this example a onetime fee for Child Care Registration was added (this has to be setup when creating
the child care activity).

3 Shopping Cart

Rc§ tems, 1 Sl o o
.. Systems, Inc, : - - =
Address: 12345 My Street Geiger 8/28/2002 17 Male = =] [y
City: Mount Clemans  Geiger 5/1/2010 9 Male ] ™| a
Shate: M Geiger 9/15/1998 21 Femcle = = &
zZip: 48043 o ==
A
PrAmary: (586) 4634200 el 5/15/2002 17 Male !:I ad [
Sacondary: (586) 4694444 | Geiger 7/12/2012 7 Femae ad [ a’

Vanicipality:  Cintor Tounshi

Email: dgeiger @recprosoftw
ars.com

Resident: =)

=

B M [nactive] = Unchecked

DAcWois BE.C ystae, Open Balance: 93£| Overdie Balance: $0.00

Open Credits: $0.00 |

I Chid Care Regstration 1. . $25.00 . 50.00 $25.00 £0.00
m‘g;’;ﬁ Have Fun Camp (Actvity Date: 08/01/2020 - Monday) - 1 ¢I0.00  €0.00 &0.00 .00 &an.00 5/25/2070
- ﬁﬁ“’;:g: Hawve Fun Camp {(Activity Date: 06/02/2020 - Tuescay) - 1 £20.00 0,00 52,00 .00 £20.00 5/25/2020
mﬁﬁa}’:‘nﬁ&i““ (achviyLate: 0605020 - 1 $20.00  $0.00 $20.00 0.00 $20.00 5/25/2020
- f"iﬂn\.wme Fun Camp (Activity Date: 06/04/2020 - Thursday) 5 £20.00 50,00 $20.00 .00 520,00 5/25/2020
i mv&x Have Fun Camp (Activity Date; 05/05/2020 - Friday) - : o a0 oo S0 ot
| ews00] em00]  s000 N

Click Checkout button and apply payment to finish the transaction.

Shopping Cart Module R.C. Systems, Inc. |
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Memberships

Find Customer and load in the Shopping Cart screen, select Memberships button.

ReCPro™ User Manual
Version 1.31

3 Shuppmg Cart:

12345 My Street

(586) <69-4200

(588) 469-4444
Clinton Townshp
daeiger Erecprosofow
are.com

2

Griger
Griger
Geiger
Gelger
Geiger

| Geiger

8/1/1971
8/28{2002
5/1/2010
9151358
6/15/2002
/1212

43 Male
17 Male
9 Male
21 Femak
17 Male
7 Female

Note: buttons are enabled based on the
way you setup your memberships in the
membership module entry screen.

ad
Use the filters on the top of the screen to narrow the selection and click Refresh button. From the list,
select the membership and click OK button.

Q Memborship Lookup

|| wiganac Park Pass Indindual  =Morths s120.00 s120.00 £25.00 535,00
|| Anchar Bay Agusties Merberstip Adit 12Mertre £300.00 £380.00 300,00 350,00
| Anchor Bay Aqustcs Merbershp Indisdual  1Morts 515.00 51500 £15.00 51500
| Anchor Bay HS Fitness Center Membershin Indisdual 12 Mortee 00,00 510000 100,00 $100.00
' Anchor Bay HS Fitness Center Memberchin Indindusl 6 Morts s7.00 sT0.00 s7.00 70,00
| Anchor Bay Pos| Membersip Family of4  12Mortee 5400.00 420,00 £400.00

L mm
| Ancher Bay Pool Memaersip 12 Montre S75.00 £85.00 £75.00

|| Anchar Bay Recreaton Annual Pass Adit 12 Mertre £100.00 $100.00 510000 s100.00
|| Aqustics Member Shp Coule 12Mortre sT0.00 s70.00 .00 50.00
| Agustee Member Shp Indisdual 12 Mortes £40.00 $40.00 0,00 50.00
| Agustce Member Shp Senar 12 Martre 230,00 30,00 50.00 %0.00
| Agustes Merbersnp Cougle 12 Marte £m.00 70,00 £0.00 ©0.00
| Aqustes Membersp Indindual 12 Mortee 540,00 40,00 0,00 .00
Iiﬁ Agustos Membengp Senar 12 Monthe £30.00 £30.00 £0.00 000
|| Arabics Membership Indisdual 12 Mortee s25.00 25,00 25,00 s35.00
|| Beach Membershp Courle & Morths 50,00 50,00 50,00 $50.00
| Beach Membershp Family of4  1Morts 20,00 sa0.00 s20.00 s20.00
|| Beach Membershp Familyof 4 12 Martrs 550,00 £50.00 £50.00 s=0.00 (|

INACTIVE

Shopping Cart Module
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1 .Smt‘_.g‘l'--l-'a";-l. =

el e [aemribey | Plani [indvdual. | rem: [ 12 onths
Resident Fee: $100.00| | |ResidentRenewal Fee: $100.00 l o

Non Resident Fee: $120.00 | | Mon ResRenew Fee: $120.00 I

E ‘Step 2 - Set Membership Characterisics —
Effective Date: | 4/28/2020 ij Expiration Date: |#/27/2021 d o

e smua SehctFarﬂrHBrber(’,ﬂPththurbe:ﬂ‘p

= . L

8f1/1971 48 Male ,.Q | ".'2

]JacubGe:gu 8/28/2002 17 Male 3 Al =

| John Geiger 5/1/2010 5 Male =
‘ﬂ-“-ﬂ_

| Luke Geiger 6/15/2002 17 Male =

15m.=¢;e.ge.r 7/12{2012 7 Female _T[ i =

(4] Step 4 - Confirm and Press Add to Cart T
iy Members) sdded toerbersho D =
Kaaﬁéw °

Transaction Total: | s mBBB

1) Step 1-Select a Membership / Visit Pass - this section is for your review to ensure that the correct
membership was selected.

2) Step 3 - Set Membership Characteristics — the Effective Date defaults to today’s date and
Expiration Date is calculated based on the Plans Term. If the user has permission rights to change
the Effective Date, the field will be available to edit. This must be done prior to Step 4.

3) Step 3 —Select Family Member(s) and Press Add to Membership button.
4) Step 4 — Confirm and Press Add to Cart button or

5) Adjust Fee button — if the user is allowed to change the price of the membership, this button will be
accessible.

6) Click Add to Cart to purchase or click Return to Cart to cancel order.

A prompt will display asking ‘would this
family like to purchase more memberships

e Would this family like to purchase more memberships or passes? or passes? Click Yes to continue shopping
or click No to checkout and process

Shopping Cart Module R.C. Systems, Inc. |
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a - @Da{e Geiger (11371 48 Male el [ a)
il E Geger sf2sfa0z 17 male HE 3 =
City: Mount Clemens R ECH Geger s{1/2010 3 Male H @ &
Sk mI ] kara Geiger a/15/1598 21 Female [~ ] @
lz'q:nm ?:;3469 1200 | Luke Geiger 6f15/2002 17 Male ™| 7] @

i (588) 4694944 Sugie Geiger 7f12/2012 7 Female = | ¥ &
Municipality:  Clinton Townshio
Email: doeiger @recprosoft
ara.com
i

= ‘Unchecked'

£100.00 50,00 £100,00 5100.00 30.00 4/30/2020

$100.00 §100.00 $0.00

Review and click Checkout button, Checkout screen will display.

A

RecsipiTots: | $100.00]
| step 1 - pply Payment o 52 recmpr. Click pay method button and
Amouni . .
S e d.ollar amount will populate in
field.
Check#
ek sm@ a1
Emsegl  eol[ Click Preview, Print, Email, Print
]| o lT"""“"" 0 l‘“*"""“"l & Email or None button to
|2 cetgasz] B0l ] I | process transaction.

LR 24l et &0 Important Note: Preview button

D) Othery still processes the transaction,
Total appled: | 410000 Renaiting to scply: so0| but allows user to preview sales
|© 502 -Revew S (Recept infoman | receipt before printing.

Bemratel |4 )

< T
e D= e

Upon exiting screen, ReCPro™
returns to an empty Shopping
Cart for assisting next customer.

Shopping Cart Module R.C. Systems, Inc. |
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Print Membership Card / Scan Key Tag screen will display. Highlight individual record.

Click either Print Card or Scan Key Tag button, ReCPro™ will prompt user as follows:

Scan Tag Now ... Press ESC to Cancel.

W Head of Household:  Dale Geiger
&) Famiy Membsr Delvered By: | Sandra itkowski
() Other Dicked Lib By: iKzra Geiger adl @
Picked Up Date: 4/30/20208:104M ||
]‘mym 2| Membership |Cards
1‘ Kara Geiger Swim Merrbigrship - Family of 4 12 Months m

If the system default was set to
Record Card/Key Tag Pickup,
select the Family Member from
the list ‘Picked Up By’, or select
Other and enter the name. Click
OK button when finished.

Shopping Cart Module

R.C. Systems, Inc. |
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Card number will populate in field.

ReCPro™ User Manual
Version 1.31

Print Membership Card [ Scan Key Tag

i Kara Geiger Swim Membership - Family of 4 12 Months

W ®) [Membership] = ‘Swim Membership - Family of 4 12 Months' And [Member Name] = Kara-Geiger'  EfEFiter

Selecting a customer who already has a 'Card#' will inactivate that existing number.

Click ‘Done’ button. Upon exiting screen, ReCPro™ prints or previews the sales receipt and returns to
the Dashboard screen.

Documents — in this example there is a waiver that needs to be signed. Click Update Document to
complete (see our video on Document Management System at www.ReCProSoftware.com/videos)

H Reguirsd Bocuments-for this Purclase
= T —

H Wimiver for Membershin g Snchor Bay Foo Membershio Indnidusl

There is 1 document waiting for a response

Click Done button when finished.

Shopping Cart Module R.C. Systems, Inc. |
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Dashboard Screen
This view of Shopping Cart gives you the Transactions on today’s date specific to user ID.

o
Amanda BerI £35.00
Carter Wiliams 55,00
Julie Abrzham
Dale Geiger £100.00

Refunds Total

4| oi 4|
Cash: s120.00] | s0.00| 120,00/

Cheik: s100.00| | s0.00| 5100.00 | e
Credit Card: s0.00| | io.uo_i [ $0.00|
Account Credit: s0.00/ | 5000 0,00/
ABHIEER | s.0] =
Other: s0.00| | 50.00 | §0.00
Check Request: | 50.00| $0.00|
Total: c2an.00/ | 0,00 | 220,00

1) Allows user to Load Customer record from a transaction done earlier in the day.
2) Lookup a Course, Child Care activity or Membership without having to select a customer first.

3) Summary keeps the total of Payments and Refunds, broken out by type of transaction. This
summary will match the Balance Register report run by Registrar.

Shopping Cart Module R.C. Systems, Inc. |
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Memberships - Recurring Billing

Recurring billing is a way to setup automatic payments by credit card, or ACH Payments (electronic
funds transfer from the customer’s checking account). The payments gateway account must be setup
prior to using recurring billing as well as the membership itself (see Membership Module User Manual).

In Shopping Cart screen click Membership button then select purchase membership.

a/1/1971
8/26/2002
sAf010

9/15/1508

[l |

EEEEER
IEEEE

SIEHENG

3 Membership Lookup

: venbership |

: Individual

| Aigonac Park Pass Individual = Months 5120.00 5120.00 §25.00
-? Anchor Bay Aquatics Membership Individual 1iMonths 515.00 $15.00 §15.00
__ Anchor Bay HS Filness Center Membership Individual 12 Months $100,00 $100,00 $100.00
| Ancher Bay HS Fitness Center Membershio Individual &Manths 570,00 570,00 £70.00
b Ancher Eay Pacl Membzrship E 1nciv 12 Macrthe
| Aquatcs Member Shp. Tndividual 17 Months £40.00 240,00 €000
" Anuates Menbership ndvdual 12 Months 540,00 540.00 .00
B Arobics Membership Individual 12 Months £25.00 £25.00 $25.00
™ Beach Membership Individual 1Days £3.00 53.00 £3.00
E.* Beach Membership Individual 1Months 510,00 $10.00 £10,00
= Beach Membership Individual 12 Months 535.00 335.00 535.00
B Beach Membership Reaurring Indivdual 1Months 510,00 510,00 $10.00
E Beach Merrbership Reaurrirg Individual 12 Months $120.00 $120.00 $120.00
| Beach Merbership Rearring Individual &Manths £50.00 £50.00 ££0,00
I Chris membershin Indivdual  1Months &0.00 so.00 .00
" | Dog Park Membershin Individual 12 Months £16.00 s32.00 £18.00
Eﬁ Exercise Membership 1 month ! Individual 1Manths £43.00 £45.00 $45.00
| Fitness Center Membership Indvdual 12 Menths £250.00 $250.,00 5250,00 $250.00
7 Greens 1 Month Membership Indvidual £15.00 $15.00 512,00 £12,00 gl

[ maame

Shopping Cart Module

R.C. Systems, Inc. |
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If the membership entry screen has been setup for recurring billing, you will be prompted with the
following message. Click Yes for recurring. Selecting No allows user to sell as other memberships.

Recurring Bilhing

) Step 1 - Select a Membership -

J Title: IAnchor Bay Pool Membership | Plan: |I.ndjv1'dual
e = T
Resident Fee: | $100.00| Resident Renewal Fee: | Resident Monthy Fee: | $9.00|
B Non Resident Fee: $1EQ_ MNon Res Renew Fee: . Mon Res Monthly Fee: 511.00

ER|

Effective Date: | 4/30/2020 <] Expiration Date: | 5/1/2021 %]

8/28/2002
5{1/2010

9/15/1398
&/15/2002
7122012

Step 4 - Confirm and Press Add to Cart -

[ Dake Geiger Setup Fee: | s10.00| | |
Prorated Amount: | $0.30| |4/30/2020 - 4/30/2020 |
Full 1st Month: | s3.00| |5/1/2020-5/31/2020 |
Initial Commitment: | $19.30 | | 1month - 1day | °
Remaining Commitment: | 39.00| |11 months |
TransactionTotal: | $118.30
Recurring Monthly Fee: | $9.00 | |Beginning 6/1/2020 |

1) Step 1 - Select a Membership — review the membership plan, terms and recurring monthly fees.

2) Step 2 - Set Membership Characteristics allows user to change Effective Date and Billing Day of
Month if you offer a choice to the customer.

3) Step 3 —Select Family Member(s) and Press Add to Membership

Shopping Cart Module R.C. Systems, Inc. |
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4) Step 4 — Confirm and Press Add to Cart has a breakdown of how the membership will be
charged for initial commitment and recurring commitment.

Setup Fee:

Prorated Amount:

Full 1st Month:

Initial Commitment:
Remaining Commitment:
Transaction Total:

Recurring Monthly Fee;

£10.00
$0.30
£9.00
£19.30
£99.00
§118.30

£9.00

Dates Included L I
¢ T Adjust Fee j

4/30/2020 - 4/30/2020

5/1/2020 - 5/31/2020

1month - 1 day 0

11 months _ —
| @ Add to Cart ‘

Beginning 6,1/2020 | g‘ Return Ta Cart ‘

Initial Commitment is a sum total of the Setup Fee, Prorated Amount and Full 1% Month.

In this example the customer will pay $19.30 today and Recurring Monthly Fee will not start
until 6/1/2020 with a Remaining Commitment of 11 months.

5) Adjust Fee button — opens a screen to review current fees and adjust fees on the bottom half of

screen.
i3 Adjust Fee cd
Current Fee
Setup Fee: £10.00
Prorated Amount: $0.30
Full 1st Month: £9.00
Initial Commitment: £19.30
Remaining Commitment: £99.00
Transaction Total: 5118.30
Recurring Monthly Fee: £9.00
New Fee
— I Setup Fee, Prorated Amount,
Setup Fee: 1° Full Month, and Recurring
Prorated Amount: $0.30 §| 4/30/2020 - 4/30/2020 Monthly Fee fI6|dS are
Full 1st Month: $9.00 §|5/1/2020 - 5/31f2020 aVaiIabIe to Change.
Initial Commitment: $19.30 | | Lmonth - 1day
Remairing Commitment: w0 [ems Note: Adjust Fee button is
Transaction Total: $118.30 subject to user rights, and how
IRecurring Monthly Fee: $9.00 I Beginning 6/1/2020 the recurring membership was
set up in the membership
© o« |© cancel | module entry screen.

™

6) Click Add to Cart button to continue or Return to Cart to cancel.

Shopping Cart Module

R.C. Systems, Inc. |
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Notice in this example the Received Today column only reflects the Initial Commitment and the
Recurring Billing Fee of $10.00 which is the Setup Fee. The Balance column is the remainder of what is
owed for the membership and final due date.

E-Shopping Cart

'R o m mc' 8/1/1971 43 Mae =] v a)
Address: 12345 My Street {Beicer SI272002 M - - s
City: Mount Clemens Geiger 5/1j2010 8\ Mde U 4 2]
State: ML Geiger 9/15/1938 21 Female 5] (| [A)
Zip: 48043 e | |
. (&
Primary: (586) 469-4200 s 6-!15!20-02 T 1?- b o o 2
L Geiger 7/12/2012 7 Female =] = ]
Municipality:  Clinton Township
are.com

B ™ [inactive] = Unchedkad!

s—
Open Credits: s0.00| i

| Ne Anchor Bay Pool Membership —Inciiviciud‘ 12 Months £108.30 £9.30 £09.00 4/1/2021
|| Reaurring Biling Fee -Dale Geiger 1 $10.00 .00 $10.00 £10.00 &n.00
[ost= et

Once the user has scaned
key tags or printed
membership cards, click
Done button and there will
be a popup to Select
Recurring Payment Option

screen.

Shopping Cart Module R.C. Systems, Inc. |
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Important Reminder: using recurring
payment option must be setup in
advance with the payment gateway

provider.

Select either Credit Card or ACH / EFT button.

Selecting the Credit Card button will open Contract screen. Select Create Contract button to add a new
credit card for recurring billing or if there is an existing contract, click Select Contract button for the
remaining balance of the membership.

| ContractID | koeount Description BrcountType  AccountE ExpDate  Selected

» s I e S - S = N

Highlight the row and press 'Select Contract’ to choose the contract that you want to use for this recurring item

@ Create Contract | i Cﬁ%“@ i

@ Delete contract |
[ edteprenate | |

Cardholder Information will pull head of household from customer record in shopping cart. Enter Card
Number (or you can swipe card), Expiration Date and CVV code. Click Create Contract button.

il S | Important Note: You cannot Delete a
i :dcr:: 5—; oo S credit card or ACH account without setting
e up a new one first.
[ SEStpfions Cenere e The information will be sent to the
| Credit Card Information : 1 payments gateway provider to store the
Conel e - data and automatically charge the credit
it . O (Baasescrig card the recurring fee as specified on the
e begin date for the remaining commitment.

B e |

Shopping Cart Module R.C. Systems, Inc. |
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Create ACH / EFT Account

Version 1.31

Customer name will automatically pull from the customer record in shopping cart. User will enter the
customer’s Account Description, Routing number, Account number and select Account Type. Click
Print Authorization Form in order to have customer sign document. Check box Signed Authorization
form on file and click Create Contract button.

| [ ] |Geige1'

= R

Account Description: i checking account

Routing: | 123-455-783

Accounts: |557-554-321

Account Type:
= \#) Checking

\Q Savings

() Business Checking
Q Business Savings

The information will be sent to

the payments gateway provider to
store the data and automatically
do a bank draft for the recurring
fee as specified on the begin date
for the remaining commitment.

Mount Clemens

Zim 8043

i {S86) 455-4200
Sccondary:  (S86) 469-4434
Municipality: Clintan Township
Email dy=er @recprozofin

“are.,com

i Mals

8141971 el L] 2’
828/2002 17 Make [~ =] ]
5{1/2010 10 Make = 7| a
9/15/1928 21 Femae =] & [
6/15j2002 17 Male = L 14
701 7 Femak =] =] 3

E——
pen Credis: | s.00| |7

Click Merchandise button.

Shopping Cart Module

R.C. Systems, Inc. |
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Merchandise Lookup screen will display.

% Merchandice Lookip

Category: | a|

¥ : Cash Drawer Adjustment

Coffee Mug Misc

Credit on Account Expred Misc

Gift Certificate Gift Certificats
Halloween Bash Event Tickets

Jerzey Clothing

RCS Hat Clathing

RCS Sweatshirt Clathing
Recreation Punch Pass Misc

Recurring Biling Fee Adminstratrive
Recurring Biling Setup Fee Fess

Registration Fee Adminstratrive
Reprint Card Item Adminstratrive
Skate Rental Size 8.5 08-5-0122 Rentas

Skate Rentsl Size 9 #09-0-0123 Rentals

small Toe Bag Clathing
Sponsors Misc

Swim Goggles Clathing

Team Picture Misc

Volleybal Sports Equipment

E
.
g

W ® |Bisconanued) = Uncrecied

£4.05

$10.00
£1.00
$12.00
$35.00
£30.00
£10.00
£25.00
£5.00
£1.00
§7.00
£7.00
@®.00
40,00
£10.00
20.00
£35.00

9,000

286

1,187
999,999
9,000
99,999,906
93,994,993
1

b 5
99,999,364
93,947

5

9,380

236

RCS Hat Clothing
 RCS Sweatshirt Clothing

$12.00
$35.00

= Purchase Merchandise

Merchandise Item: !EF‘.CS Sweatshirt

Version 1.31

Select Item and click OK at the
bottom of the screen.

You can select a Category to
narrow your search.

Enter Quantity or change Price.

ReCPro will calculate the total
for you.

Click Add to Cart button, then
Checkout.

User can click Adjust Due Today
and put balance OnAccount.

Shopping Cart Module
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Adjust Due Today

| = Amount to Pay Today ™

—

) Pay Full Amount ($35,00)

18) Pay Other Amount ¢

Rentals
From the main menu, go to Shopping Cart > Shopping Cart > Find Customer > Click Rentals button

Version 1.31

User can select Pay Other Amount
radio button which opens fields to
change Amount to Pay Today and
the Balance Due By date. This will

put the balance OnAccount.

c A

R.C. Sy=tems, Inc.
12345 My Street

211371
a/28/2002
5/1/2010
9/15/1998
6/15/2002
Ti12/2012

17 Male
10 Male

21 Female

17 Male
7 Female

HEEEEE

!5’(' ¥ [nactve] = U ecked'

EHEEEEE

i Fer

Shopping Cart Module
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Step 1 - Select Customer
By creating the rental from shopping cart, the customer information automatically populates in step 1.

Version 1.31

© siep 1-Select Customer Step 2 -Fill Out Rental Information. -
P | mnccustoner | © pemit| | Do [JEEEN o [@nochage
Customer; | Dale Geiger Becacl Use Type: | [~
Address: | 12345 My Strect [ Descrotion: | _|
Gity / Stete / Zp: | Mount Cemers, MI 43043 | ¥] Besdent Stalus: @'_g_| Reason: :.J
E-viall: | dociger @recprosoftware, com | Phone: | (585) 463200
| e_sh:p 3 - Setup Location / Padkege and [;t:s-i\ 5
| ‘seect Location o Package
Type: |RoomRertd (G Locason Bl wd
e STy |
S B 3 a
Copadty: | Sec Deposit: | et -k
Setun Min: —| o -
Jeanuo Min —| e | ia
k] e
RenislFees: | |
D feamng | SecDap: | |
S — - [ | e[ o)
ﬁ| : g mes=ri=meh | manav g ‘ Rental Total: | _|
| g TotlHours: | |
e TotdRoome: ||
. [ oo [
i A oo [ ]

Step 2 - Fill Out Rental Information

© step 2 -Fill Out Rental Information

Permit: |

| Date: 5/1/2020 g | No Charge

Uze Type: |FE||.:ili‘|:5-I Rental

ud

Description: | Private Eventl

Status: | Tentative ﬂl

Reason: | hﬂl

e Permit — ReCPro™ will generate a number once the rental is saved.

e Date - this is the Contract Date not the date of the rental. This field defaults to today’s date.

e No Charge — check box to track dollars not realized for rentals in the Facility Statistics grid.

o Use Type — select from the pick list, and type a Description.

e Status is determined in the system default setup but can be changed if desired.

Shopping Cart Module
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Step 3 — Setup Locations / Packages and Dates

i e_Shep 3 -Setup Location ,F.Pa.;f.xage and Dates "_0 Step 4~ Review Rental|

Select Locaton or Package
Type: RoomRentsl [ Locstion: | | Reminder:
5 Terms & ol
Conditions: am'
Room Rate: | a| 3
Contract
Sec Deposit: | ] Motes:

tleanup Min: | |

[ et Sy

This section is considered a worksheet to check availability for location, dates and times for rentals. It is
not saved to the calendar or auto assigned a permit number until Create Rental button is selected.

Select Type of rental; choices are Room Rental or Package Rental.

Click lh Mﬁ“’m‘ﬂ button; Room Lookup screen displays. (If user setup packages, the button will
change to Search Packages. User can also review Search Calendar first.

When Room Lookup screen displays, you can use the filters on top to isolate data. Click Refresh button.

Fadity: | Anchor Bay High School

_§| Rentable: BeTEble_ g: Online: !_

Room Categary: ' §| Capacdty graater than; |j|

Fadility Categary: @| | Indude Inactive

oo e ~ ity Nam: ‘Room Category ‘capaw Reiable  Shaw Orine ‘

| Amphitheatre (East Greenwich) Ancher Bay High School Qther 1000 el |
| | art Studio Ancher Bay High School Classroom 100 ] =]
_| Baskethall Court 1 Ancher Bay High School Gymnasium 0 v 1
_I Basketball Court 2 Ancher Bay High School Gymnasium 1] ~ 1]
_I Classroom 101 ancher Bay High School Classroom 100 | |
| Claseroom 102 Ancher Bay High Schoal Claseroom 100 ) 1ad]
- Conference Room ancher Bay High School Confererce 100 ~ )

i Conference Room A Ancher Bay High School Conference 50 - 1
| Conference Room 5 ancher Bay High schoal Confererce 50 | 1]
_i Gym A Anchar Bay High School Gymnasium i} vl ]
_-I Gym B Ancher Bay High Schoaol Gymnasium 1] | [
i_'i Gymnasium Ancher Bay High School Gymnasium 500 | s
|_| Ice Rirk Ancher Bay High Schoal Ice Rink o | 7|

e | 5 sirevnm |

Highlight the room and click OK button.

Shopping Cart Module R.C. Systems, Inc. |
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0 Step 3 - Sebap Locadion | Packege and Dates ‘} Sh‘-p,m-\: =

SeeLiae o L Cooar LesationPackags |
RSy Boon Ructal Lecabion: | Anchor Bay High School - Arts & Crafts Remedeft | germind customer no food or dinks R Cear Gates 5 Times |
1;1_55@'5" Eﬁ*_;‘:;:ti Facdty Rental Tems ng o allawad in room. “;——d;—h:‘;iw—
|7 Sewrch Calend Room Fate: | Arts and Crafis —

Romplacity | Sec Depost; | Room Depost c.:[n;:: Pick u ruom hey at frint desk @ Ackd b et

i 2 Sec Deposit Blkng Dopfons
Ceanup Mini 13 DueDate: S/U020 o | (@) ione Time

AL £100.00 g ' Sach Date

Bkl Sommary
Selart Dates ard Times Rental Feer
= Srge o Reaurrng Sex Depe
Begin Date: - 582020 d BegnTime: [4:000M o Reserve Begin:  ZPM 5 Sahup lret  Se0U0 tables and chars. Tauz §0.08
End Date: ' 52020 hd EncdTime: | R00PM b ReserveBed T-30PM g Fental Total:

Head Cound: 25 i Total How's:
Tatal Rpoms:

1)

2)

3)

4)

Total Packages:

Total Days:

Once the room has been selected it fills in Terms & Conditions, Room Rate and Security Deposit
information. Each field has an arrow indicating it’s a pick list, so it can be changed.
Security Deposit Billing Options — user can change the Due Date, Amount and One Time Charge or
Each Date if it is a recurring rental.

e NOTE: The amount can be changed down to $0.01 but if it is ‘zero’, put cursor in the

Security Deposit line item and use ctrl + delete button on keyboard to remove.

Reminder field is a verbal script to be communicated to the customer. This was setup when the
facility room data was entered. The reminder does not print anywhere. Contract Notes will print on
the contract.
Select Dates and Times — choose between Single or Recurring (see below for details), select Begin
Date, End Date, Begin Time, End Time. Reserve Begin Time, Reserve End Time is used for setup
and cleanup time and will not be charged. Setup Instructions will display on the facility calendar and
print on reports. Head Count will verify against the Capacity of the room.

Recurring Rentals

Select Dates and Times - Alternately, user may select recurring dates and times for facility rentals.

Select Dates and Times

') Single \®) Recurring

Begin Date: | 5/8/2020 |ad| Begin Time: | 4:00PM 5| Reserve Begin: | 3:30 PM <] Setup Inst: |Setup tables and chairs.,

End Date: | 5/29/2020 || EndTime: 7:00PM [ Reserve End: |7:30PM |5

Head Count: 25 &

Recurring Options

=) Weekly ') Monthly - By Date Every 1 &5 week(s) on:

') Manthly - By Day | lsunday [ ]Monday [ ] Tuesday | _|Wednesday || Thursday |

] saturday

Shopping Cart Module R.C. Systems, Inc. |
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Select Recurring button; enter Begin Date and End Date; Begin Time and End Time; Reserve Begin and
End; Setup Instructions (if applicable) and Head Count (if applicable.) From Recurring Options check
day of week, or change radio button Monthly — By Day or Monthly — By Date.

5) Navigation Tools
e (Clear Location/Package and
e Clear Dates & Times if user wishes to start over.
e  Check Availability button to verify the room is available. : i
e Add to Rental button when ready to proceed. & Sheds Aol J
e A popup will verify date, time and head count | Add to Rental |

Verify' Information a e

Dates: 5/8/2020 To 5/29/2020
Activity Times: 4:00 PM To 7:00 PM

| K Clear Location/Package I

lx Clear Dates & Times _J

Reserve Times: 3:30 PM To 7:30 PM Eens S
Days Of Week: Fri Rental Fees:
Head Count: 25
Sec Dep:
Are you sure you want to add this information to the Rental?
Tax: 50,00
| | No ‘ Rental Total:
Total Hours:
. . . Total Rooms:
e Rental Summary - Review Rental Fees, Security Deposit,
. . Total Packages:
Tax (if applicable), Rental Total, Hours, Rooms, Packages, SR
Total Days:

And Total Days

O addworens

After user had clicked '
there are Rental Options for this room, user will get a popup to click checkbox for the selections.

button, said Yes to Verify Information screen, and if

Shopping Cart Module R.C. Systems, Inc. |
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E Select which optons to add to rental

Do you need chairs (flat rate)?
Would you like any small tables?

E I
3

Click OK button to
continue, or cancel to
stop and go back to
previous screen.

Step 4 — Review Rental

Click the + signs to drill down and review details of the rental and check the Rates. Notice there is a
separate tab for Security Deposit.

£175.00 3.00  $100.00 Faclity Rentsl Terms | A]

$175.00 80,00 $175.00 3.00

Arts ard Crafts Flat
Small Tables Weekday Flat

? ME’& J@ “ﬁ Jl r[zaewmz“ Pﬂﬁ:!“ Jl@ Hew R ‘

Shopping Cart Module R.C. Systems, Inc. |
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Click Create Rental button and there will be a popup asking ‘are sure you want to create this rental?’
Click Yes to continue or No to cancel.

o Are you sure you want to create this rental?

Once the record is created, additional navigation tools (buttons) become available.

D siip 1 - Select Qlstomer — . D sien 2 - Al Cut Renial Informaton y -
Comperty Mame: ALC. Systems, bne. f eodcustoer | Permit: | 2000023 Date: |51/2020 | L] Mo Chaege
ot Py e -
Address: | 13345 My Stest Desrpton: | Frivate Event
ity {Stabe [ Tips | Mgunt Chemeng, MT 43043  resident Status: fertatve o Peason: o
Epai:  dgeiger Dreaosafiwace.com Phone: | (586) 4654300

O 3 ‘_'_ff' o ©
:*!.:l Anvihor By High Schol - &t EITRO0 & Dﬂ- 51?5 III ﬂ] W 9} W .00 £175.00 3.0 £100.00 Fackly Rerisl Temss Al

sEwm]  ww]  wme]  we| @] el swse] el swom)
J & Record 1of 1 o il il i il S
& ChangeRoom ==|HJ.W$O WM_J-Q_-_.._J L]
2. vemows | L) oweopwe | Lﬁﬁm& EJEM

1) Update Rental — click after user has made any updates to the rental

2) Print Contract — click to Preview, Print or Email the contract

3) Email customer — click to open an email with customer email address pre-filled

4) Address labels — click to create an address label with customer address pre-filled

5) Create Invoice — the invoice must be created in order for the user to apply payment for the
rental (see details below).

6) Pay Security Deposit — click this to apply payment

7) New Rental — click to start a new rental

8) Edit Buttons — Change Room, Rate / Time Slot, Add Date, Delete Date(s), Options, Details

Shopping Cart Module R.C. Systems, Inc. |
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Create Invoice
From rental screen, click Create Invoice button. Create Facility Rental Invoice screen will display.

Custamer Infarmation E Rental Trformation
Company Mame: |R.C. Systems, Inc. Fermit Mumber: |zn{)co23 |

Customer Name: | Dale Geigzr Description: |Pr1'\raiE Event |

|
|

Adcress: | 12345 My Sreet | Use Type: | Fality Rental |
|

! My Secord Address

City / State { Zp: | Mount Clemens, ML 48043

Primary Phore: I(_Sa?}ﬂﬁ‘}—qzuu -| Tt Soon
4 _ﬂ 2

SekHar ¥ iees {gﬂﬁil Irwoce Date: | 5/1/2020 Diue Diate: |5I1J_‘2-D-ZEI a
EE LT = |@%| [ > Inveice Note: | Make checks payable fo RC Systems, Inc =]
Email; %ltcfgcr@'tcprnsu&ww:.mm |
=]
Rental Dates to be Blled (Ctri-Cick or Shift-Click to Seiect) PR

e

100 Each 50,00 50,00 50,00

¥ Artsand Crafts Flat
| Emall Tables Weekday Flat 25,00 Each $5.00 $135.00 £0.00
IJ" | swso0) 300”

Review and add Due Date (this works in conjunction with On Account tab and the open balance report),
Invoice Notes (optional) and then click Create button.

Create Invoices popup will display to verify you want to continue.

e The system is going to create 1invoice for a total of $175.00. Would you lke to continue?

Invoice Date; 5/1/2020 - Due Date; 5/1/2020
Invoice Mote: Make checks payable to RC Systems, Inc,

Make Payment popup will display to ask ‘would you like

to make a payment today?’ No will create an invoice to

0 Wold you like to make & payment today? print. Yes will take user to Shopping Cart to process the
transaction. However, if there was a Security Deposit

i "‘*% there will be a popup first to select it in order to apply

payment.

Shopping Cart Module R.C. Systems, Inc. |
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Shopping Cart automatically opens Checkout screen to apply payment. Click the method of payment
(Cash, Check or Credit Card) and process the transaction.

Motes:

Customer ol

|t‘,£ Find Custemer
l Receipt Total: $375.00 |
Purchase | @ step 1 - Apply Payment to Sale /Raceipt
S
| Courses e v

12 Cash Charge Due: | $0.00 |
|@ Drop Ins o

- Check#
&3 amicae E s [ 23 .
= ' CCH  Traneaction ID  Auth Code

Merchandise [ i [ =

| —J | =) creditcard 1 i I | e
| Renas =] Creditcard 2 | . | | once: [ g0.00] |
| “ Gift Carde B | .00/ Credit Ealarce: 5000 | I& EibCese) |
—— d;. E | Dus Date 1
aisuimihin i (A2 Gther | §0.00 5/Lf2020
|§'§, PoatReceipt
& Postoredt Tota Applied: _s:?_s.aq_f Remaining to Apply: | _99_,005 SO S

| By Refinds ) step 2 - Review Ssle [ Racsint Information

=
(i
=

[

[ {3

EEEE D E

ReceiptDate: 5112020 [

Faid By: Dale Geger

@ | Cancel Sale | Payment Mote:

I'%'?'-H Chedknit I Step 3—&'005&_ Receptmlput.ar_(.:.l C(m'pie.r.e Chedeut

| [ [ SN

Cancel
‘ Chedhout
| =) Printer Setup |

= Open Cash Drawer £275.00 || §275.00 £0.00

Notice the Sales Receipt references the Permit & Invoice numbers, as well as the security deposit.

Page:1of 1
R.C. Systems, Inc.
35807 Moravian Dr

Clinton Township, Ml 48035 Sales Receipt

Phi (586} 468-4200 _
Fax: (586) 4604857 Receipt #: 12974
Receipt Date: 05/01/2020
Receipt Total: $275.00
Paid By: Dale Geiger
Registrar: SW |
- Pay Method: Checl# 123 S275.00 ||
R.C. Sy§tems, Inc. |
Dale Geiger
12345 My Street
My Second Address
Mount Clemens, Ml 48043 Primary Phone:  (588)468-4200
Item Description Quantity Price Ea Total
Permit#: 20-00022 - Payment onInvoice#: 1792 1 $175.00 §175.00 |
Permit#: 20-00023 - Room Deposit- Arts & Crafts @ Anchor Bay High School- 5/8/2020 1 $100.00 §100.00

Shopping Cart Module R.C. Systems, Inc. |
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Facility Rental Invoice(s) will be the next popup to print invoice.

Fadility Rental Invoice(s)

This is optional and user will be able to reprint later.

Gift Cards

Gift cards may be sold and added to membership cards and key tags. The money is not on the card itself
but it will create an Open Credit on the customer’s account.

From the main menu, go to Shopping Cart > Shopping Cart > Find Customer and click Gift Card button.

i~ Shopping Cart

R.C. Systems, Inc.
12345 My Street
Mount Clemens m John

Shopping Cart Module R.C. Systems, Inc. |



A D)
ReCPro™ User Manual
Version 1.31

Step 1 - Add or Reload Gift Card. If you select Member Without Gift Card click Add Gift Card button. If
you select Member with Gift Card click Reload Gift Card button.

% Purchase Gift Card
B Step 1 - Add o Reload Gift Card

MName: | Dale Geiger |

When Add Gift Card screen displays, enter

Amount: s25.00| ¢
the Amount to load on the gift card and

EvpreDate: |5/y/2021 |
e @ enter Expiration Date. Then either Scan
[d Card or click Membership Card Lookup.
Click Add button.

When Reload Gift Card screen displays,

II”_O_‘ 8 enter the Amount to load on the gift

Expire Date: |12/31/2021 . . .

mrlee card and enter Expiration Date. Click
Add button.

Shopping Cart Module R.C. Systems, Inc. |
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Step 2 — Confirm and Press Add to Cart

ion Tota: $25.00

From Shopping Cart, proceed to Checkout and Apply Payment.

| E Shopping Cart

ERRaton.
R.C. Systems, Inc.
12345 My Street
ML i | 5/15/1998
43043 e gl

| = = ihemer
o || ) mnam

EE ittt

Shopping Cart Module R.C. Systems, Inc. |
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Gift Card Management
From the main menu, go to Shopping Cart > Gift Cards

File Shopping Cart  Customers  Courses  Child Care  Faciliies  Memberships  Lockers Pointof Sale Area®

Shopping Cart

& Shopoing Cart

¥ Merchandise Sale

Manage Marchandise Balancas
B Suspended Sales

Receipt Histary

&5 Open Credits

= Check Requests

Gift Cards screen opens. Use the filters on the top to isolate your search. Click Refresh button.

% Gift Gards
Custemer: |
From Date Purchssec: =] From Expire Daie: | W | @ealence
Thru Date Purchasec: < Thru Expire Date: | i | O hoEalance

Roed, Rocky 10/29/2018  10/29/2020
Geiger, Jacab 127312020 |
Witkowski, Sandra 6/13/2020

£0.00 425.00

520,00 55,00 | 525,00/

£20.00

6/13/2018

| so1803 Leanard, Ben 52802014 112200 $100.00 250,00 360,00 £153.00 $57.00
se55 Sord, Tames y3j200  3E0/2021 $150.00 £0.00 $150.00 .00 515000
Zhang, Harley 2/5/2020 25/2021 s100.00 £0.00 £100.00 £56.79 2322

6132 Griffin, Sally nf24f201s 10/24fz0m $25.00 $0.00 $25.00 £0.00 425.00
Griffn, Sam DE017 17/3Y2020 sm.00 $7.00 527.00 @800 £19.00

Bbernathy, Cirdy /BB 12312020 510,00 50,00 510.00 50,00 $30.00

Abernathy, John 12/38/2010  10/24/2020 (615.00) $43.00 525.00 .00 525,00

B I [Card Baianes] 3 80,00 And flnacivel = False! And Expired] — Foke' ©

e Reload Gift Card — click to add more monetary value to the card.
e Edit Gift Card — allow you to change the status and expiration date.
e View Gift Card History — to review purchase, reload history and usage history.

R.C. Systems has an additional document written on Gift Cards utilized with Point of Sales module.

Shopping Cart Module R.C. Systems, Inc. | m
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Shopping Cart - Transactions

Post Receipt

Post Receipt is for Gate Receipts such as cash collected for open activities where there is no course
registration required but money has been collected at the entrance and needs to be posted at the end
of the day or week.

You can use a specific customer record or you can use ‘Cash Customer’ for non-specific posting.

= | RC Systems Cash Custcmer 1/1/1900 120 Male = =] i

Company:
Add 35807 Maravan
City: Clinton Township
State: MI
i 45035
Primary: {586) 4554200
Secondary:
Municipality:  Clinten Township
Email: info@recprosoftware

com
Resident:

% B linactive] = Uncheckad'

e

Example: Family Movie Nights is every Friday during the summer from 7pm-10pm at the local high
school gym and the cost is $3 per person. Cash is collected at the door and turned in at the end of the
day. No registration is involved.

Note: Post Receipt can be used for drop-in classes as long as user does not need a roster.

Shopping Cart Module R.C. Systems, Inc. |
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Post Receipt - Course Setup
Before using Post Receipt feature in Shopping Cart, user should enter some basic information in the

[ Ordd Boste BASoe RO WSewch Sbrmiors Olet & QuickPrnk S Pt Gid
Course informsban
Seasan (fear): &m@{i;an___o__, Pumber: | MOVEES Titlez | Famiy Movae tight T Copy This Course
Category: Agquahcs bd  SubCategery: | Dpen Swm o Regutraton Type: |Sestian - _J M Course
B - e T
W everue Prsectors Course Informatn sgsivaton Parameters
Mirimum: o 50.00 Disiriphie: (s Brochure Bnd Websita)i [ Start Ags: o Ageln: | Yeas V]
Masgmesn: 30 g 0,00 Description (For Fecenl): & End Ags: | 250 Age A5 Of Type: | Actty Begin Date ]
Rsgacdant Mai: E R | Makes: hi Ape Az Of:
Hoofeaiz| X i Riagistration Reminder: d Fram Grads: i Tradefe O Type! | Actaty Begin Dste
e I - Theu Grade: [ | Grade As0f: o
OnineMay: | 309 Peograe Mandger: d
Moty Program Manager Gender: -
Current: o 40,00 ] Mert Conficts
Avatagie: | 0 T || ot Fome —
R : - Bl Clnln: Registraton ﬁphu':l-
- \az Dkspiny Onllres ] Dimpiary Ot If Canceled
¢ ] Regster Orire . Cteplay Onine: If Registration Deadine Pagsed
(o ety Resster Doite: o
URL: .
it Name « Comgay Nome e : Notfy Py Type Mok Py v
¥
Recoed Dol §

1. Setup the course basics. Since the transaction will be a post receipt (no registration), only Season
(Year), Number, Title, Category, and Sub-category are required.

2. If you are displaying it online so your community can read about it, add Description, Resident Fee,

and Non-Resident Fee. Enrollment numbers can be added so it displays online but not required

since there is no registration involved. Be sure to uncheck register online.

Create the schedule so location, dates and times will display online.

4. User will see the post receipt transaction in the Revenue/Expense tab once it's completed in
shopping cart. There will be no roster.

5. Customer Record — since there is no advance registration and the money is being posted after the
activity has taken place, user should setup a cash customer record.

w

 Fouwtomers == B T e
L Gm Bovs Brse o wta Seeia Jites Qe b |
| Fead o riocophad
| ot ot Cusiomes Fent Mo |51 Sranems Brbddaie LU0 o e 1E Gierder M o |
| et o b | B CiiiaeS O VS N
Cosergany fiame
Arkdvsan | Y007 Morivian &
dgdress
DOty Siates - B Cirtien Towesre “
e e (e e | bR S
| Phone Mty
| Frmary: (i) 484000
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From the Shopping Cart screen, click Post Receipt button

Version 1.31

Cach Customer

Post Receipt screen displays click Select a
choose course. Add the Amount to Post, click Add to Cart to continue or Return to Cart to stop.

Transaction will post to the course entry screen Revenue/Expense tab.

Course button and the Course Lookup screen will display,

o Mumber: MOVIES

Tite: | Famly Movie Mcht

Refirdsfusd:  sao0|  ToWEeess |
T Ll

Shopping Cart Module

R.C. Systems, Inc. |
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Post Credit

User can Post Credit to a customer’s account to use the next time the customer registers for a course.
This will NOT display on the balance register report.

Click Post Credit button. ReCPro™ defaults to today’s date. Add the dollar value to the Amount field.
Type the Description (required) and Expiration date the credit will expire. Click OK button, then
Checkout to process the transaction and will display in shopping cart Open Credit field.

e @‘3 Dale Geiger 8/1/1871 43 Male |§] 1]
12345 My Street Geiger 8/23/2002 17 Male e - | =
Mount Clemens Geiger 5/1/2010 10 Male ] ]
MI | kara Geiger 9/15/1008 31 Female B [~ &
??;:}3469421:1} HLuke Geiger &/15/2002 17 Male ™| [~ | )
(586) 4699453 | Susie Geiger Fi1zj2013 7 Female 7] ] 2"
Clinton Tewnship
=r @recprosnfv
i3 Post Credit ]
Date: Isfsrzozo EEEE

amount: | sa0.cd @

Description: | Volunteer coach
MG A e T A ) ——r

| Edpiator: | 55221 |

Gmil

1 s ] 1

Note: A default Expiration Date based on number of days, months or years can be setup. From the main
menu, go to Setup > System Default > Default Setup > General tab.

Shopping Cart Module R.C. Systems, Inc. | m
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Open Credit
To review and manage the Open Credits, go to Shopping Cart > Open Credits

User can change the Expiration Date (click Save Changes button), Remove button to delete from the
Open Credit grid or Print Grid button will display as preview to print.

|: Andrews Alfred (398) 398-3772 11/27f2019 11/27/2020 Ay $10.00
| Andrews Alfred (398) 393-3772 11/27/2019 11/27/2020 A $3.00
Beb Billy (231) 233-3621 3/30/2020 3/30/2021
(586) 493-5544 12/6/2013

Jonathan

Doe

{ R.C. Systems, Inc, (586) 469-4200 5{5/2020

| Greene Doug (586) 46552 4/28/2020

E Griffin Sam (536) 222-3333 /23201 Tuesday, May 5, 2020

' Leonard Ben (734) 765-0063 7/10/2019 ¢ May 2021 >

|__ Leonard Ben (734) 765-086% 77102019 S0 MO TU WE TH FR SA

 Starr Elena (999) 883-7777 41472020 1

| avier Charles (586) 4634622 12/4/2019 2 3 |l ¢ 7 s

| Zhang Harley (586) 285-3867 2/5/2020 3 W0 11 12 13 14 15

I W W W gy W m 3
3 4 25 B T W N
30 3

L0855

R ¥ (exclude Expired)

To see all expired Open Credits, uncheck the filter Exclude Expired.

Note: The Check Request button is grayed out since Post Credit is non-refundable. Check Request
button is visible when a refund was issued as in-house credit.

Shopping Cart Module R.C. Systems, Inc. |



H WPR
m > ReCPro™ User Manual

Version 1.31
Refunds

In shopping cart screen, click Refund button. Select ltems to Refund screen displays. Select item.

T8 Selact Ttams to Rafund
Receipt Cate

12978 5/4/2020 SW

S e The top grid lists the
12974 5/1/2020 $275.00 SW .

e e Receipt Date and Total
12964 4/30/2020 £10.30 5W

12963 4/30/2020 $100.00 W

12962 4/30/2020 £18.30 5W

12955 4/30/2020 100,00 5W

12950 4/27/2020 §45.00 5W

Items That Can be Refunded

The bottom grid lists
Items That Can be
Refunded per the
receipt selected above.
To refund all items, hold
the control key down
and highlight each line.
Click OK button.

upglies from frip—— (Mo} - Luke Geiger

=

The verification screen will ask the user if they want the customer removed from the Course Roster.
Click Yes or No to continue.

Refund Fees screen displays if there was a fee setup in default admin (Misc. Fees) and attached to the
course being refunded. User can overwrite the dollar amount in the shopping cart screen.

Refund Fee

Click OK button.

Shopping Cart Module R.C. Systems, Inc. | m
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T8 shopping cart

R.C. Systems, Irc. |
12345 My Street
Mount Cemens

M

48043

(586) 469-4200
(586) 4634141
Ginton :
dgeiger grecprosofty

ae.com

Tnactive] = Undheched: Efitriter
OpenBalence: | $377.00

€500 £0.00 §5.00

Learn to Sketcn (Summer 2020, ART101) - Luke Gexger -625.00 §0.00 -£25.00

Issue Refund screen displays. Notice in this example the item has a negative dollar value of -$20.00 for a
check request and a temporary (greyed out) $5.00 in credit on account to pay the refund admin fee.

% Issue Refund - Previous Day Receipt

e

Receipt Date: | 5/5/2020 ] Payee Name: | Dale Geiger |

= Address: | 12345 My Street |
P y Refund Amount To Refund Mq.gegg;wysﬁmdaddr’ess |
| .00 Zp[City/State: 48043 i [Mount Clemens e |
| 3-E|-I.TJ| | -ﬁo.oo|¢ Phone: M|
E-Mail; | dgeiger @recprosoftware.com |
| .0t | 50,00

2

Reason Type: | Check Request

| | |

[ <

Check Dist: | Mal to Payee

Refiind Notes: |Conflicting schedule|

Shopping Cart Module R.C. Systems, Inc. |
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Review and select Reason Type from drop down menu. Print Check Request will default checked if it is
not the same day as the registration payment was made. The design functionality is based on being able
to hand the payment back to the customer that same day since it would not have been deposited in the
bank. Click OK button. A Refund Receipt will preview; print and close.

il - RequestiD: 591

Request Date:  05/09/2020
Check Type: CustomerRefund
Check Amount: $20.00
Distribution: Mail to Payee
Request By: Sandra Witkowski

Dale Geiger R Type: Check Request
12345 My Street . .

My Second Address
Mount Clemens, Ml 48043

Page:1of 1
R‘ > 35807 MoravanDr. Check Reguest ;
. Efs _- - _.:

E

4

Reason Note:  Conflicting schedule

Phone: (586) 469-4200
E-Mail: dgeiger@recprosoftware.com

Revenue Account Distribution

Account# Description

1070 Locker Rental Revenue -520.00

Approved By Processed By

Check Information

Check Date Audited By Audit Date

FOR AUCITING: All check reguests need to be processed by the accounting departiment.

Check Request will preview; print and close.

Shopping Cart Module R.C. Systems, Inc. | m
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Suspend Sale

The functionality design is to allow the user to register a customer for an activity without completing the
sale.

Example: User registers a customer for a course and when ready to Checkout to receive payment, the
customer realizes they forgot their checkbook at home. They need a few hours to run home to get it and
pay later in the day.

Click Suspend Sale button instead of Checkout

. e e e
Bf1f1971 48 Male 1] ) a
R.C. Systems, Inc. - = =
Addreass: 12345 My Street Geiger Bf23/2002 17 Male =] ™ | A
City: Mourt Cemens Geiger 5/1/2010 10 Male ™| ™| :
State: M Geiger 9/15/1393 21 Female = | =] A
Tip: 48043 : i = =
= 6/15/2002 17 Mal A
Primary:  (536) 4694200 e i el @ =
fary: (536) 4694494 Geiger 7f12f012 7 Female = "] )

'R_.E.asoh =

Forgot wallet at home|

J 3 £377.00 Owerdue Balance: £0.00
T 500l D oanes | |8 sitcistmer
- = J e e S
|LearnmPa|nt (Surrmer 2020, - $25.00 525.00 S0.00 7312020

) s2s00]  smoo]

Pending Transaction Reason screen displays; add reason, click OK button.

From the main menu, go to Shopping Cart > Suspended Sales menu item to review and manage
suspended sales.

Filew ShoppingCart Customers Courses  ChildCare  Faciliies  Membersh

Note: At ReCPro Software we recommend that a
user takes ownership of this function. Staff should
be checking it daily for activity and finalizing sales
because the Suspend Sale button will put the
customer on the roster even though they have not
&l Manage Merchandsse Balances paid for the registration yet.

Shopping Cart
Shopping Cart

¥ Merchandise Sale

% Suspended Sales

Shopping Cart Module R.C. Systems, Inc. | m
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Suspended Sales
Go to Shopping Cart > Suspended Sales

Pending Transactions screen displays. Click [/ button to open transaction to view details.

uspe il S
 Head OF Household 4 FrimaryFhons | TrarsDate | Registrar [Remson
> ,E.l Geiger, Dale {386) 459-4200 5/5/2020  Sandra Witkonski Forgot wallet at home $25.00
|
Touantty | Price | Toral
L& Learn to Paint (Summer 2020, #ART201) -Dale Gaiger _ ._ 525.00

Total=g25.00 |

TP— T

The grid is designed to allow the user to have immediate access to the contact name, phone number
and course registration so user can call and see if they are ready to complete the sale by clicking Go To
Shopping Cart button or cancel the sale by clicking Delete Transaction.

‘ﬁj Delete Transaction J

e Go To Shopping Cart button - the transaction will move to Shopping Cart screen to complete the
sale in checkout.

e Delete Transaction button - to remove the transaction which will also remove the participant from
the roster.

e  Print Grid button — the information will preview to create a report to print.

. G To Shopping Cart

Shopping Cart Module R.C. Systems, Inc. |
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Delete Item

§/1/1971

8/28/2002
512010

3/15/1998

£/15/2002
12f2012

"ncheckad

Cale works @R.C. Systems, Inc.

Swimming Lessons (Summer 2020, #AQUA-D1) - John Geiger

0 Skatch (Sum T101) - John Geger

| EJErsey—qtysddzlﬂ!W.m } §20.00

In the event the wrong course was selected for the customer or they change their mind prior to check
out, highlight the course line and click Delete button and the item will be removed from shopping cart
screen.

Shopping Cart Module R.C. Systems, Inc. |
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Cancel Sale

2 Shopping Cart

8/1/1871
| Jacol Geiger 8/28/2002

12345 My Street

IO HE

City: Mount Cemans John Geiger 51/2010 10 Male
State: MI Kara Geiger 9/15/1998 21 Female
Zip: 83043 : 7
Luke Ge gf15/2002 17 Mal
Primary: (586) 469-4200 o2 ! Z

Susie Ceiger 7j12f2012

-

Secondary:  (586) 463-444+ b

Municipality:  Clinton Township
&re,om
Rasident: |

7

Cancel Safe

] Are yousure you want to cancel sae?

__."_ AR i . . I

Balance: $377.00

i Credits: m;ool =r

Snimming Lessons (Summer 2020, FAQUA-01) - John Geiger 1 555.00 0,00 £55.00
b Jersey -Qty Sold: 1 @ $20.00 1 $2000 S0.00 £20.00 £20.00 £0.00 5/5/2020

Click Cancel Sale button to discontinue registration. Cancel Sale verification screen will display, click Yes
to continue canceling sale and the shopping cart will empty. Click No to stop canceling sale and continue
shopping.

Device
Printer Setup — to direct which printer the Sales Receipt will print to. User can also setup which printer
to print Check Request, Membership Cards, Invoices and Credit Card Receipts to.

Printer setup button is found in the lower left-hand
corner of the shopping cart screen.

Shopping Cart Module R.C. Systems, Inc. |
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Choose Size of Receipt — select between Normal (8-1/2 x 11) or Receipt Tape radio button. When

selecting Normal, click Forms (8-1/2 x 11) button

) Receipt Tape ‘

Printer Setup (Saved Printer Selected) screen will display. Select your printer name from the picklist
and set any preferences then click OK button.

Printer Setup (Saved Printer Selected)

Printer name: | Brother DCP-L25200W serie... | t;%

Status: The printer is ready.
Location:

Comment:

Document{s) in queue: 0

Mumber of copies: ]ﬂ 1] Collate

Page range: ®) 4

Print on both sides: | Flip on Long Edge ﬂ
Paper source; |Auto Select EJ
Print to file: ]

File path: | u|

Shopping Cart Module R.C. Systems, Inc. |
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When selecting Receipt Tape, click Credit Card and Small Sales Receipt button.

Choose Size of Recsipt | | Printer Setup

i) Mermal (8 1/2 x 11)

%) Receipt Tape ¢

(e 2
If you are using membership cards, click l‘:’; : WSt S L : x_J button to select card
printer.

Device — Open Cash Drawer

If you have a cash drawer, click Open Cash Drawer button to

open without processing a transaction.

12981 5/4/2020 11:48 AM

O AR YA TR

12083 5/5/2020 11:53 AM §5.00 R sw RCS Main Site ’
12983 5/5/2020 11:50 AM -£25.00 (H, R sw RCE Main Site @]  Conflicing schedule I
$25.00 O SW RCS Main Gite "~ |

b | Basket Weaving (SC-AE) DROP 1IN 5{4;;2020 1:00 PM - Jacob Geiger 8 55.00 50,00
= Basket Weawving - Purchase Book (Mo) - Jacob Geiger 1. 50,00 50,00

50,00

50,00

View the Payment History by Receipt Date. Click I2) button to drill down to view Receipt Items and

Pay Method tabs.

Reprint Receipt / Check Request

‘Receipt | Check Request

®) Receipt & | _ N
| Check Request IL%M @ g D ) é

Receipt or Check Request can be Previewed, Reprinted or Emailed. This is specifically for reprints of

receipts or check requests only. Check Request can only be viewed if it was done first as a refund.

Shopping Cart Module R.C. Systems, Inc. |
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Options
Options
@ EdltRec\apt @_’1 I!Zhar*»;:;raJf".aqgI Char'rge
| S35 4 Method RJE'.CE#J'IZDatE Tramsacﬁm

o Edit Receipt Notes — select item in Payment History and click Edit Receipt Notes button to
change/edit the payment note which prints on the balance register report.

e Change Pay Method — select item in Payment History > Pay Method tab, then click Change Pay
Method button. Note: If the original transaction was paid using a credit card, you will not be able to
use the feature.

e Change Receipt Date — select item in Payment History, click Change Receipt Date, the popup will
display current date and will only allow user to change new date field.

e Void Transaction — select item in Payment History, click Void Transaction button, a Void Reason
popup will display, type the reason you are voiding this transaction.

Note: Once this is done, you cannot undo the transaction.

Voided Receipt Transaction - User may view it in the Reports > Financial > Void Transaction grid
and enter the original receipt date (or date range) of the transaction, NOT the date it was voided.

Voided Date From: [4/27/2020  J  ReceintDate From: [¥] Voiced By: [¥]
Voided Date Thru: | 5;6}:20 20 J Recept Dats Thru: d |-.‘5 Print Q.’d
Viided Date | VoidedBy [ Veid Reasen Recept Date Tatal Regiotrar | Refund LactMame | Frat Name
2 - e | oBe = = |1 =" oflc
@ #/z7/20 Santra Viitowski [ 5 4jz7[2020 $5.00 sW 0 ceger Dale
Itzms | Pay M.éﬂ'|od |
| Amount Tav Arnoun? | Amt Refunded
l Glﬂ'Card Jacob Gelger 525.00 93 UD 50.00'

Shopping Cart Module R.C. Systems, Inc. |
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Shopping Cart - Activity History Tab
Courses tab

Items in green are considered ‘current’ courses and have not ended as of today’s date. They will turn
white once the course is ended.

| Family Member: Dae Geiger
832019 5/6/2019 2019 Winter 2001 Basketbal (Team and Playa_} -Te..

2020 Spmg 5C-A8 Basket Weaving ' Clinton Township Senior Ce...  Mon 1:00PM

- 22 Sunmer .=%§?Ll' ts : i
sz 2 song L - L ERIR I
4302020 _4!2}2_;’.)21! 2020 Sprng 44—1—#&'“1 Walfpaper Madeﬁm{MonwgSes... Anchor Bayi-ﬁ_ghsd'nol-k.. _Wed 9:00AM

427/020 412772020 2020 Sprng SC-AB (Chair Exercise  Clinton Township Senior Ce...  Mon 2:00PM

Bt Filter

Lower left corner has a default filter set to within the last 12 months. Uncheck the box to see prior
registrations.

Shopping Cart Module R.C. Systems, Inc. |
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Course Options

Options

| Assign a Different Family | e Issue
. o Member to-the Course: | 3 & -Refund

N Transfer r Remaove From
B Courses | (03  Roster

— Registration | S iew
i Optiong = Course.

Assign a Different Family Member to the Course button — In the event that a course was assigned to
the wrong family member or needs to be switched for whatever reason, select the course a family
member is registered to, click Assign a Different Family Member to the Course button a popup screen
displays Select Family Member to replace, select the person the course is to be transferred to and click
OK button.

Issue Refund button - In the event a refund needs to be issued, user may select the course item and
click Issue Refund button. A popup will ask ‘do you want to remove customer from the roster?’ Select
yes or no. If there are other items in the transaction, there will be a popup asking if you want to review
those items. Item(s) will be placed in shopping cart to complete the transaction.

Transfer Courses button — A customers course registration without registration options can be
transferred by using the Transfer Course button.

e [f the cost of the new course is the same as the old course, ReCPro will add the customer to the
new course and remove them from the old.

e [f the cost of the new course is different than the cost of the old course, ReCPro will transfer the
information to shopping cart to issue a refund (temporarily holding the money on in-house
credit) and then applying that credit to the new course with any additional money owed. The
same would be true if the new course was less than the old course — ReCPro would issue a check
request for a refund for overpayment (or leave it as in-house credit).

e |f the course has registration options you must first refund it, you cannot use the Transfer
Course button.

Remove From Roster button — User can remove customer participant from the roster without issuing a
refund.

Registration Options button — this allows user to view the answer to any registration option selected
during the time of registration.

View Course button — this allows user to View Course quickly without having to open course module
and search for specific course. This is a ‘view only’ screen and does not allow you to make and save
changes.

Shopping Cart Module R.C. Systems, Inc. |
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Child Care tab
If this module has been purchased, this tab will show the participants current activity in green and white
for any activity within the last 12 months.

Customer ] Activity History | Ta
3 . §flj2020 2020 summer Camps.  IFKElementary School -Gymn.... wuw 000 AV
Geiger
RiE

B ™ (Withio the ezt 1Zmonths)

Charge Late Pickup Fee button — highlight activity first, then click this button to add a late pickup fee.

Remove From Roster button — User can remove customer participant from the roster without issuing a
refund.

View Activity button — this allows user to View Activity quickly without having to open Child Care
module and search for specific activity. This is a ‘view only’ screen and does not allow you to make and

save changes.

Shopping Cart Module R.C. Systems, Inc. |
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Membership tab

User can review Family Members (birth date, age and gender), Transactions History (transaction date,
type, added, expires) and Membership Usage (date, time, location).

ReCPro™ User Manual
Version 1.31

E Shopping Cart

y| Adtivity History |

5f15/2002 17 Male = Actve )
[#) Anchor Bay Pool Membership Individual 12 Menths 0 4/30/2020 5/1/2021
Anchor Bay Pool Membership Indvidual 12 Months 1] 4,{30..‘2023 4/19/2021
[ Anchor 3ay Ponl Membership Indvidual 12 Months 0 4f30/2020 ' 4/29/2021

Facility Rentals tab
User can ‘Edit Rentals’, Create Invoices and Apply Payment on Facility Rentals from this screen. All
Contracts, Invoices and Statements can be reprinted from this screen also.

3 Shopping Cart cili=lis

Fadlity Rartals | Do

R.C. Systema, Inc. Private Event
R.C. Systems, Inc, Persanal Training  Tenris Lessons 536,00 £35.00 4
RSyt e FedkyRentd  PeteEvent B _l
R.C, Systems, Inc, Fadility Rental Family Reunion £500,00 £0,00 S500,00 &
L_J 1500176  7/14/2015  R.C.Systems, Inc,  Camping camp weekand 550,00 50,00 55000
|+l 1500048 2/3(2015 R.C. Systems, Inc, Hall Rental Graduztion party $16,00 50,00 515,00 i
|| |[@ 14-00005  2/10/2014  R.C.Systems, Inc, Faility Rentzl Family Reunion $25.00 £0.00 £25.00
“ 11000314 2/1f2011 R.C. Systems, Inc, Fadility Rentzl GEQGFWVM §$15,00 §0.00 §25.00 i

I ]

Click '+l to expand the item to review Facility Rentals and details of the rental.

Shopping Cart Module R.C. Systems, Inc. |
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Rental Options
Dpﬁnns

DEmé_iI__EustcrmE_rl _j Edit Rental \r__‘ﬂ Create Invoice | o - Apply Payment

Email Customer button — this will add the customers email address to the email screen and users
signature information (see Admin Module for setup).

Edit Rental button — this will open the Create Rental screen to make edit changes to the rentals
date/time, rental options, rates, setup instructions, contract notes and security deposits.

Create Invoice button — this will allow user to Create Invoice if it was not done during the time of
creating the rental. If there was not an invoice created there would not be an Invoice tab. (Refer to
Facility Rental documentation for details of editing rentals.)

Apply Payment button — this will move the item to shopping cart screen for checkout.

Rental Forms

Forms

. [Igu Cur_jlt_act

U-lgu I.nv;_jée_ @ _S'tateme_nt_J

Selecting any of these 3 buttons, user will get a choice to Preview, Print or Email.

Note: for invoices, be sure to select the Invoice tab first, then select the Invoice button.

Shopping Cart Module R.C. Systems, Inc. | m
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Track facility rental terms & conditions that need to be signed or review those that have already been

signed.

| ™= Shopping Cart

331/2020
| I0-0001E 4fa/1020
@ 10-00018 4/14/2020

; i
we)| Y (0 nly Open Rentals) AND Only Unsigned Rentas) %

®

EEE

EdtFiter

1. Select the tab for the module you need to track signatures for rental terms & conditions.

2. Options:

e Edit Signed By button — allows user to enter who signed the rental terms.

e Contract button — to reprint the rental contract

e Note: rental terms that have not been signed will display in the grid. To review signed rental

terms, uncheck filter to display all.

Shopping Cart Module

R.C. Systems, Inc. |
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Shopping Cart - On Account

Courses (Partial Payment)

Shopping Cart has an On Account tab for creating ‘Payment Plans’ or ‘Partial Payments’. Users can see
details of everything that a customer has on account at any time.

How to Create a Partial Payment

From the main menu, click Shopping Cart > Shopping Cart, find Customer, add Course

i3 Register for League (PLAYER)
T

“ iL | Seasan: ESummer |Year: |2020 | Number; |T1001 | Title: iswczrteagueﬁayer | 'ﬁ
| category: |Adult League | SubCategory: |Seceer | [ New Course ;
= e — — Siaih e
| omcrer || || s gimm | eshenios (3020
Non Resident Fee: m| Start Aget Ei Thiu Grade: 7| End Date: |8/31/2020 | Non-Res Req Begine: W
] Minmum Deposit 'm| End Age: IE‘ Grads As UF Type: |m5$i Reg Deadine: ,W # of Sessions: |—0|
Final Payment Cate: EEJ’_STIEUEJ_| Age As Of Type: |@—_
AgeAsOFf: | |
——— ———— —— [lcancelled | |
E’n&uif__ = Mmﬂ Nm-}{'es () Pay Minimum Amount (320,00} Frogram Manager:| |
Aok Izgﬂ aval: [ 50 Ayat; |:5 (2 Pay FUl Amount (5147.00) Instructor: | |
wait: | o wait: [ o wait [ @ Q
Amountto PayToday: | $20.00] c
s [ 55]
| SRR |—|813111020 J @ McMurray Middle School
[| John Geiger JFK Elerentary School

B step 3 - Confrm and Press Add o Cart

|‘" Fm S&F%ﬁéiﬁ [’ﬁﬂi I Reg Fees: s147.00|
f“!; Dale Gelger Optens: | $0.00

Total: §147.00 |

Select family member in Step 2, click Add to Roster button which puts the information in step 3. Click
Adjust Due Today button. The Amount to Pay Today screen displays. By selecting Pay Other Amount
radio button, user can enter the dollar amount in Amount to Pay Today field and set a Balance Due
Date for final payment. Click OK and click Add to Cart button.

Note: Do not use Adjust Fee button; adjust fee is to change the overall price of the course.

Shopping Cart Module R.C. Systems, Inc. |
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Shopping Cart screen displays the course item and Rec’d Today field shows what the customer is paying
today with the Balance field indicating what will be put OnAccount and Due Date.

8/1/1971

) Ll s 7 ¥ Dale Geiger ] ) al
Company: R.C. Systems, Inc. == —
g L su"eet Jacoh Geiger ‘88001 17 Mak 7] 7] A
City: Mognt: Semes | John Geiger 5f1/x010 10 Male 7] [ al
State: MI | Kara Geiger 9/15/1938 21 Female ] ™| A
Zip: 43043 - T — =

ai W LA

g o 0 “ Luke Geiger 6/15/2002 17 Male 5 ™| Al
Socondaryr  (535) 4604434 | susie Geiger 7f12)2012 7 Female ") [ al

Municipality:  Clinton Township
Email: dgeiger@recprosofty
are.com
B

% % Dnacive] = Unchesked

Dale works @R.C. Systems, Inc,

Open Credis;

Soccer League Player (Summer 2020, #T1001) - Dale Geiger i $147.00  §0.00 $14?.url 20,00 $127.00 8/31/2020 |

For Rentals: User may highlight the amount in the Rec’d Today field to change what the customer is
paying today and the Due Date will pull from the Rental Invoice due date.

To finish transaction, click Checkout button to complete the transaction. After completed sale, the
Shopping Cart screen will be return empty.

Shopping Cart Module R.C. Systems, Inc. |
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User can search for customer record again to verify the balance. Open Balance field shows total due.
Overdue Balance field displays what is past due.

3 Shopping Cart

811971

R.C, Systems, ! |
12345‘:\; SWED;L g e 8/28/2002
Mount Clemens ! ) /12010
M i i 0/15/1208
s | [=E
(535 52200 2
(536) 60-4444 7/12j2012
-are.com

=)

)

Dale works @ R.C. Systems, Inc.

B
3

The partial payment can now be found on the tab called On Account in Shopping Cart. Note the
columns Amount Billed and Balance.

Note: Lower left corner filters Only Open Balances and right corner will show totals and any overdue
amounts.

Shopping Cart Module R.C. Systems, Inc. | m
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Apply Payment button - to make a payment. This will toggle user to Shopping Cart with the remaining
balance on the item selected. User may change the dollar amount and due date in shopping cart screen
if the customer is making another partial payment.

Close Balance button — to close the balance due and get the customer off the open balance report.

Collection Notes button — to type a note regarding users’ attempts to collect balance due. When you
run Reports > Financial > Open Balance Report, you can select the checkbox to include collection notes.

Statement button — to Preview, Print or Email a customer statement.

Child Care (Partial Payments)
Module must be purchased in order for this On Account Child Care tab to display.

3 Shopping Cart

i Type: child Care Registations
sjz5/20  HzZ7j020 John Geiger Actvity Date: 05/01/2020 -Morday - J..
5/25/2020 4272020 John Geiger Actvity Date: 05/02/2020 - Tuesday - .
5!25}21)20 4f27/2020 John Geiger Actvity Date: 05/03/2020 -Wednesda..
5/25/2020  4/27/2020 John Geiger Actvity Date: 05/04/2020 - Thursdzy -...

® ™ (only open Baances)

Shopping Cart Module R.C. Systems, Inc. |
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| Dp;cions ) |
Email = Apply @ Close Collection
Qustomer [5¢ - Payment. | # Balance Nates

|— Late_Payrnent £ Latel_i‘idaup_ - Adjust
Fee g Fes “° 7 Registration Fee

Email Customer button — will open an email screen with customers email address.

Apply Payment button — select registration item to transfer to shopping cart for checkout and payment.
Close Balance button — select child care registration item to close the balance owed.

Late Payment Fee button — select child care registration to apply the late payment fee. The fee must be
setup in advance in child care activity.

Late Pickup Fee button — select child care registration to apply the late pickup fee. This fee must be
setup in advance in child care activity.

Adjust Registration Fee button — this feature was designed for users who offer child care activity using
social services to pay a portion but user doesn’t know the fee / reimbursement amount until later on.
This allows user to register child, but adjust the social services fee at a later date.

Collection Notes button — this field will allow user to type a note about the attempts to collect payment
and will also print in the Open Balance Report.

Memberships (Partial Payment)
Module must be purchased in order for Membership tab to display.

[Fsvor: . e
| Customer L | Shooping Cart | Payment History | Aclvity Hstory | Temis| On Account
| i ]

‘é‘ Find Gl Summery | Courses | Child Care Memberships Facﬁ_t\rR:r!tds:Du:chntqu Ludtu'R_:r'.Lals Merchandss
[ | Due Date 4 Purchase Date | Item Description | Customer Name AmountBiled | Balance Notes

Ak 4711021 hor Bay Poal Mambership - Individual Luke Geigar £103.00 29900
® 5/1/2021 anchor Bay Poal Membership - Indnadual Iohn Gelger

7
m_-g

$115.50 $99.00

ii 1 sftcacs
|

!

| Transaction ul
!iq: Past Rersipt "
|| Postiredit

:;I"‘- Reflrds

]I F¥  Suspend Sale

,I P Delete Ttem

,@ Cancel Sale
| -
$3723.50 S198.00

| Cherkout CE T N

= & o S i
[pevies d| O ﬂﬂb OVERDUE 20
;I'\i Printer Setup Dpﬁur\s__ - — : ) Forms

| .Bpply_ e [ Vaid == Collectioni | = c'r'\_ange |
|| = omencashene ||ax 1 pament ‘ % [ ‘—.': B st | - | |LEU EREpe

hhre: | Duel].atz
Notice when it’s not recurring billing, certain buttons on the tool bar are disabled.
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Apply Payment button — select membership to transfer to shopping cart for checkout and payment.

ReCPro™ User Manual
Version 1.31

Close Balance button — select membership item to close the balance owed.

Change Recurring Payment Contract button — to change credit card number or ACH payment for
recurring billing. The button will be unavailable (grayed out) if the membership is not recurring billing.

Void Transaction button —to make ACH transaction null and void in ReCPro™
Cancel Recurring Billing button — to deactivate the credit card or ACH recurring billing.

Collection Notes button — this field will allow user to type a note about the attempts to collect payment
and will also print in the Open Balance Report.

Facility Rentals (Partial Payment)

Module must be purchased in order for Facility Rental tab to display. Facility Rentals tab is separated
into Invoices and Deposits tabs.

3 Shopping Cart
Customer J

FﬂtyRmt;E Do

@5{29;2010 5/7/2020 $412.00 000 $412.00 400 2000025  Faclity Rentd Private Event

Shopping Cart Module R.C. Systems, Inc. |
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Facility Rental Options

| Options

= Email l --ir Edit Invoice & Apply Collection

Motes:

Customer Payment

Email Customer button — will open an email screen with customers email address.

Edit Invoice button — user can edit only the due date and invoice notes, but not the rental fee. User
must delete invoice (as if it was never created) or void invoice (if partial payment has been already
applied to the invoice). Then user can edit rental to change fees and create a new invoice.

Apply Payment button — select rental item to transfer to shopping cart for checkout and payment
processing.

Collection Notes button — this field will allow user to type a note about the attempts to collect payment
and will also print in the Open Balance Report.

Facility Rental Forms

[ Forms
i o
[ —

Invoice and Statement buttons — user can Preview, Print or Email rental invoice or statement.

Deposit Tab Options

Options

T — : Apply I
e L .| FAtRentl [ 5 payment |wm:)

Collection
Motes

Return
Deposit

O =

Email Customer button — will open an email screen with customers email address.

Edit Rental button — user can edit rental from this screen.

Apply Payment button — select deposit item to transfer to shopping cart for checkout and payment
processing.

Return Deposit button — Typically the item is in green indicating it is ready for return. This means the
rental fee and security deposit has been paid in full and the date of the event has passed. Select deposit
item to transfer to shopping cart in order to apply refund and checkout to create a check request. If only
a partial of the security deposit is being refunded, change the Price field in shopping cart to the amount
being refunded. This will change the Total and Received Today fields. Then finish checkout. ReCPro™
will automatically close the balance.

Close Deposit button — click when no deposit is being refunded.

Collection Notes button — this field will allow user to type a note about the attempts to collect payment
and will also print in the Open Balance Report.

Shopping Cart Module R.C. Systems, Inc. | m
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Dock Rentals (Partial Payment)
Module must be purchased in order for Dock Rentals tab to display.

E 5/7/2000 5700 23 £10.00 .00 $19.00 Speedy boats cruizsr 5/7/2020 5/10/2020 al

Email Customer button — will open an email screen with customers email address.

Edit Invoice button — user can edit only the due date and invoice notes, but not the rental fee. User
must delete invoice (as if it was never created) or void invoice (if partial payment has been already
applied to the invoice). Then user can edit dock rental to change fees and create a new invoice.

Apply Payment button — select dock rental item to transfer to shopping cart for checkout and payment
processing.

Charge Late Fee button — select dock rental to charge the late fee. The fee must be setup in advance in
dock storage types.

Collection Notes button — this field will allow user to type a note about the attempts to collect payment
and will also print in the Open Balance Report.

Shopping Cart Module R.C. Systems, Inc. | m
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Locker Rentals (Partial Payment)
Module must be purchased in order for Locker Rentals tab to display.

5/7f2020 1220 $33.00 §33.00  $0.00 Ice Rink o002 5/7/2020  8f6/2020
10/1f2020 1222 522,00 $2,00  $0.00 Ice Rink ooz §/7/2020  11/30/2020

=
=]

Email Customer button — will open an email screen with customers email address.

Edit Invoice button — user can edit only the due date and invoice notes, but not the rental fee. User
must delete invoice (as if it was never created) or void invoice (if partial payment has been already
applied to the invoice). Then user can edit locker ental to change fees and create a new invoice.

Apply Payment button — select locker rental item to transfer to shopping cart for checkout and payment
processing.

Change Recurring Payment Contract button — to change credit card number or ACH payment for
recurring billing. The button will be unavailable (grayed out) if the membership is not recurring billing.

Cancel Recurring Billing button — to deactivate the credit card or ACH recurring billing.

Collection Notes button — this field will allow user to type a note about the attempts to collect payment
and will also print in the Open Balance Report.
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Merchandise Sale
From the main menu, go to Shopping Cart > Merchandise Sale

File Shopping Cart Custormers Courses  Child Care  F

Shopping Cart
' Shopping Cart

" Merchandise S:

= Manage Merchandise Balances

B! Suspended Sales

Merchandise Sale is a way to bypass Shopping Cart when the user does not need to track individual
customer purchases. Make sure that the Merchandise Sale is setup first.

Merchandise Sale > Setup
From the main menu, go to Setup > System Default > Default Setup > General tab

Point of Sale Customer record must be attached. ReCPro™ recommends ‘Cash Customer’ record.

Current Season (Year): | Summer (2020) [j, Point of Sale Customer: ERC Systems Cash Customer gi
Grade Change Over: '6,.’15;’2020 a| Program Skin: |Maoney Twins ﬂ:
# of Days to Keep Customer Documents Once Inactive: |__3_65'
[ﬂ Allow Online Registration | nttendanceﬁaeetm
Gift Card Revenue Account: DI |v] Allow Dpen Balances [l Display Gender
Instructor Confirmation Letter: |Conﬁn‘nabon Letter g_! || Require Payment on Past Due Balances ¥ Display Phane Number
Course Potential Conflict Minutes: | 15 ¥l Course Drop Ins
Credits Expire After: ’_QI [Years | a| |+#] Courss Prerequisites
League Reports Logo: = a' s¢] Customer E-Mail Reminder
|| Use Gt Cards
L i l Bl e Gonders
User: iEevFSd’ﬁe —al | || Use Races
Post ACH Receipts On: |Payment Settie Date || ‘ |_| Operate Ice Rinks
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Merchandise and Categories Setup
From the main menu, go to Shopping Cart > Setup Options > Merchandise Categories

Load categories first, then go to Setup Options > Merchandise to load the merchandise items, price,
quantity on hand (ReCPro™ will help you track inventory), and attach a non-tax revenue number and if
it’s taxable, check tax column and the tax revenue number.

%% Merchandise
‘-E-—.:s T @ﬂ_ Grid |
= ] = = — == =
— w,Jlm.. ) Im ‘m . }m lm — ‘ |
L i
*
| cash Drawer Adjustment  Misc 988 $0.00 2] 1001 =] ¥
| Coffee Mug Misc 1% $4.95 = 1001 =] |
Gift Certificate Gift Certificate 9999 50,00 =] w00z = =]
| Haloween Bash Event Tickets 187 510,00 =] 1030 = 1
| Jersey Clothing a0 §1.00 ] 1040 ¥ 400 1071 =

Allow Negative Price — this allows the user to enter a negative price in the Shopping Cart. The purpose
of this feature is to allow staff to record a cash shortage when balancing the cash drawer at the end of
the day.

Merchandise Sale - Select item, enter Quantity and ReCPro™ will calculate the total.

T el ]

RCS Sweatshirt 986 a £35.00 50.00 50,00

small Tote Bag 99999354 0 $3.00 £0.00 50.00

Swim Goagles 45 0 $10.00 £0.00 &0.00
| i Category: Misc

Cash Drawer Adjustment 938 0 $0.00 50,00 0,00

Coffee Mug 196 0 $4.95 £0.00 50,00
'| & Category: Sports Equipment

volleybal 436 0 £35.00 $0.00 £0.00
& category: Tickets

HaI]o.ween Bash Event 197 1] £10.00 50.00 £0.00

Click Checkout button.
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Checkout Screen

1. Select Cash, Check or Credit Card button
2. To complete the transaction, click Preview, Print, None etc.

ReCPro™ User Manual
Version 1.31

20 O o
Riecaipt Total: £12.00
ﬁsmi-mnmﬂmsﬁumuwt
Aot
I Cesh I s12.00 Change Due; 50.00
Check
) Ohedy
L Sheda
CCH Tranaaction ID Augth Conr
= Credit Carl J
=l Cradit Car 3
£0.00 Credit Balancs: £0.00
(% Ofher
Total Apphed: S12.00 Remarng to Apghy; $0.00
£} Step 2 - Review Sale | Rereipt Infoemation
ReceptDwte: | 5/8/2020 H
IMB:.’: R Syetams Cash Customer l
Paymert Make:
ii} Em?mﬂmﬂmmnﬂwwﬂm
= i [ Priok B | || Ha LanE

Note: the Paid By field is mapping from the Admin Default Setup field Point of Sale Customer (Cash
Customer). The revenues for all Merchandise Sales will be attached to this customer record. The user
can set up a customer record more generic such as Parks & Recreation Dept.

Page:1of1

R.C. Systems, Inc.
35807 Moravian Dr 5 :
Clinton Township, Mi 48035 Sales Receipt
Ph: (586) 469-4200 L3/
Fax (S86) 4624857 Receipt#: 12996

Receipt Date: 05/08/2020
Receipt Total: $12.00

Paid By: RC Systems Cash Custome
Registrar: SW

- Pay Method: Cash 512.00 (!
RC Systems Cash Customer I

35807 Moravian
Clinton Township, Ml 48035

Primary Phone: (586)469-4200

Item Description Quantity Price Ea Total
RCS Hat ‘ 1 ‘ &12.00‘ $12.00

Shopping Cart Module R.C. Systems, Inc. |




B PRO

(B ) ReCPro™ User Manual
Version 1.31

Check Request

From the main menu, go to Shopping Cart > Check Request

All check requests (customer refund, instructor pay or material) will display on the Check Request grid.

B
J Cheeck Type: ,a Fayes Type: u
i Raaion Type: wd
Chach Ditribation Typa: . i @ p— P Pmiced
Recudted By [ -!Jom BA sove pauare |
ool m.g CredkTipe  demmt Dbt Tipe Resen Tire hew | Cheks  CheckDate
GERL Rl v oo | Gustne Rt £20.00 | Mad 1 Payee = ' |
(& 4732020 Bena Star Crstomer Befund S15.00 Mol o Payes
& 4145020  Bena Stav Cuatpmes Refund 53500 Mad to Payes Oshar o
i 41132020 Susan Kaferle Customer Aefund 540,00 Mad to Payes Qher o
& 42303 Suman Kaferks Lt Rafund SE0.00 Mad fo Payes Other i}
L2 {32020 Enka Hutchinson Customers Refund 3300 Mad i Fayee Other ']
| 730 Eriics mutehanson Custnmer Refind ST RS Mad o Papes Proceszing Error o
= HEL0  Dafe Gaiger Cuatomer Refund 250000 Mad to Payes (Chenfrsmer Flaquumst 1]
E HEM0  Dale Geiger Custnmer Refung $20.00 M o Payee TS Request Al 0
& 320 Ben Leonard CLesfomesr Flafund E50.00 Mad fo Payes P Rmazon Al o
= HI0N  Susen Kaferks Course Expenos $150.00 Mad i Payes Irsfrucior Pay ']
1 Harmx Susan Kaferks Customer Refund 51,590.00 Maf io Payes Other o
& 20N Susan Kaferie Customes Aefind 5965500 Mad to Payes Ofther A ]
[ 1142019 Susan¥afers Cushomer Refind $5.50  Mad to Payes Dgher o
&) 1278018 Bena Sty Cretnmer Hefund SO0 Mad to Payes Dither 1]
[# 124019  Susen Kafers Customes Refund §250.00 Mad in Payes Gther 1]
(=R 19 Susan CLsh fing $95.00  Mad tn Payee Qher 1]
= 51200 Mai i Payes Other Al o u
: ; L wiles .l
LRV R |0 e -
1. From Request Date Thru Request Date - Enter a date range to filter Check Requests user would
like to review
2. Check Type: choose from Course Expense or Customer Refund.
3. Reason Type: This list pulls from the Refund / Check Request Reasons setup table.
4. Check Distribution Type: This list pulls from the Check Distribution Type setup table.
5. Requested by: This list pulls from the user ID
6. Payee Type: Choose from Customer, Instructor, Official/Scorekeeper and Other.
7. Only Open Request: uncheck to see all including closed request.
8. Refresh button — click to refresh each time after selecting filters
9. Print grid —to print the page
10. Save Filters — use only if you want to save your filter setup
11. Print Check Request — option to choose Preview, Print or Email
12. View Payee — depending on check type, it would open customer record, official/scorekeeper
record, or instructor record.
13. Edit Request — allows user to change reason, check distribution type, check number and date.
14. Close Request — this will filter (hide) the check request and change the color to yellow.
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Receipt History
Default date range is today’s date, but can be changed for looking up past receipts. Use additional filters
to narrow your search. Click Refresh button.

ReceptDate From: | S/6/2020 12:00 40 [ e of radsshold: | a
ReceptDate T [SE2020 15900 ] Pegstrars | -
Recspts From: o She: | [~
Rsempte Thus | o o Pay Methads | 7tbemrs selected i |
o] Inciade Zerp Dollar Recepts
Gt ioes|iaimmEnan  [acmiens can Gatieer | : | sancrs pincowiie L]
S @ 12998 500 400PH Dol Geger 55000 €A SancraWitkowsh RS Main Ste d ] 7]
W@ 12094 57/00134PM Tude Geiger $26.50 A SancksWitkowsh RS Maini Sae ] =@ ]
CE 12993 57020 1U04PM  Dole Geger $297.00 H Sancra‘Withowss  RCS Man St | | =
@ 1997 57N LOIPM DSk Geiger 80,00 £H Sacraitiowski RS Men St v i ]
Tlw 12991 57/ 020 1:00PH Dale Gaiger $20.00 | CA Sancra Witkowski RCS Main 548 =] 7| "]
@ 12090 §I/0MEIAM  Deie Geiger 5180.00 CA, CR, 6C  Sancraitiowskd  RCSMan i W] ] ]
U E 199 SN TI0AM  EekaFutchnsen $31.54 CA ¥ Schable RICS Main Ste d | [}
U E 1988 52020 239 PM Sancrs Wikkoiesk 110,00 €A Sancrs Witkowske - RCS Man St a o a
Sa W 562000 HIEPM  Sanda Witkevak $110.00° CA Sencra'itkovesk  RCS Man Sae T | = =
@ 1985 5[0 25IPM Enka Hutchinson $14.74 CA ¥evin Schable RCS Main Ste i | ]
_"'i@ 1285 5M6/2020 12:29PM  Chares Yavier 450,00 “CA Susan Kaferle RS Man Sae dl | -]
-
Ve

1) Filters — Allows user to isolate their selection.

2) Preview, Print or Email button — select receipt number and then select buttons
3) Edit Receipt Notes — This maps from the payment note in the checkout screen.
4) Change Pay Method — Allows user to change pay method.

5) Change Receipt Date — Allows user to change the sales receipt date.
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