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Shopping Cart - Purchases 
From the main menu, select Shopping Cart > Shopping Cart 

 

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).  

 

 Once the family record is found, press ‘enter’ key on keyboard (or click OK button).  
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Family Information displays in the Shopping Cart tab, ready to begin purchases. 

 

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 

Click  button to search Course Lookup screen for activity registration.  
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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.  

 

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. 

 

  



                                                                                     ReCProTM User Manual  
Version 1.31 

Shopping Cart Module                                                                                        R.C. Systems, Inc. |  6 

 

Step 1 – Select a Course  

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. 

 

Step 2 – Select a Customer 

 

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. 
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Registration Options screen will display if there are additional selections for the course.  

 

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. 
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Step 3 – Confirm and Press Add to Cart 

 

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 area is 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. 

   

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   to obtain Customer 

Lookup screen.  Select the customer and click OK button.  Select Non-Family Member screen displays.   

   

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. 

Review details and click Add to Roster button 

if applicable.  

User can also Edit Customer record or Cancel 

the selection. 

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. 
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Checkout screen displays.  

 

Important Note: Preview button still processes the transaction, but allows user to preview sales receipt 

before printing. 

 

 

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, ReCProTM 

returns to an empty Shopping Cart 

for assisting next customer. 
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Drop Ins 

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

 

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

 

Click Checkout button to process transaction. 
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Child Care 

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

 

Child Care Activity Lookup screen displays.  Highlight selection and click OK button. 
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Step 1 – Select a Activity – Review the Child Care Activity that has been selected. 

 

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. 

 



                                                                                     ReCProTM User Manual  
Version 1.31 

Shopping Cart Module                                                                                        R.C. Systems, Inc. |  14 

 

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. 

  

In this example a onetime fee for Child Care Registration was added (this has to be setup when creating 

the child care activity). 

 

 

Click Checkout button and apply payment to finish the transaction. 

  

A prompt will display asking 

‘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. 
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Memberships 

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

 

Select the applicable membership button for Purchase or Update.  

 

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. 

 

Note: buttons are enabled based on the 

way you setup your memberships in the 

membership module entry screen. 
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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 

or passes? Click Yes to continue shopping 

or click No to checkout and process 

payment. 
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Review and click Checkout button, Checkout screen will display.    

 

Click pay method button and 

dollar amount will populate in 

field.  

Click Preview, Print, Email, Print 

& Email or None button to 

process transaction. 

Important Note: Preview button 

still processes the transaction, 

but allows user to preview sales 

receipt before printing. 

Upon exiting screen, ReCProTM 

returns to an empty Shopping 

Cart for assisting next customer. 
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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, ReCProTM will prompt user as follows: 

 

 

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. 



                                                                                     ReCProTM User Manual  
Version 1.31 

Shopping Cart Module                                                                                        R.C. Systems, Inc. |  19 

 

Card number will populate in field.   

 

Click ‘Done’ button. Upon exiting screen, ReCProTM 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) 

 

Click Done button when finished.  
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Dashboard Screen 

This view of Shopping Cart gives you the Transactions on today’s date specific to user ID. 

 

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. 

  

1 

2 

3 
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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. 

 

Highlight membership and click Ok button. 
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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.   

 

Selecting Yes will give user a few additional features.  

 

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  

 

1 

2 

3 

4 
5 

6 
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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.  

 

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

 

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

Setup Fee, Prorated Amount, 

1st Full Month, and Recurring 

Monthly Fee fields are 

available to change.  

Note: Adjust Fee button is 

subject to user rights, and how 

the recurring membership was 

set up in the membership 

module entry screen. 
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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. 

 

Click Checkout button and apply payment.  This portion will be for the Initial Commitment only.   

  

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. 
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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. 

 

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. 

 

Important Reminder: using recurring 

payment option must be setup in 

advance with the payment gateway 

provider. 

Important Note: You cannot Delete a 

credit card or ACH account without setting 

up a new one first. 

The information will be sent to the 

payments gateway provider to store the 

data and automatically charge the credit 

card the recurring fee as specified on the 

begin date for the remaining commitment. 
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Create ACH / EFT Account 

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. 

 

Merchandise 

 

Click Merchandise button.  

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. 
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Merchandise Lookup screen will display. 

  

  

  

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. 
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Adjust Due Today 

 

Rentals 

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

 

 

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. 
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Step 1 – Select Customer 

By creating the rental from shopping cart, the customer information automatically populates in step 1. 

 

Step 2 – Fill Out Rental Information  

 

 Permit – ReCProTM will generate a number once the rental is saved.  

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

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

 Use Type – select from the pick list, and type a Description.   

 Status is determined in the system default setup but can be changed if desired.   
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Step 3 – Setup Locations / Packages and Dates 

 

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  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. 

 

Highlight the room and click OK button. 
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1) 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. 

2) Security Deposit Billing Options – user can change the Due Date, Amount and One Time Charge or 

Each Date if it is a recurring rental.   

 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. 

3) 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. 

4) 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. 
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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  

 Clear Location/Package and  

 Clear Dates & Times if user wishes to start over.   

 Check Availability button to verify the room is available.  

 Add to Rental button when ready to proceed.  

 A popup will verify date, time and head count 

                      

 Rental Summary - Review Rental Fees, Security Deposit, 

Tax (if applicable), Rental Total, Hours, Rooms, Packages,  

And Total Days 

After user had clicked button, said Yes to Verify Information screen, and if 

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

 

5 
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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. 

 

Click OK button to 

continue, or cancel to 

stop and go back to 

previous screen. 
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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. 

 

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

 

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 
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Create Invoice 

From rental screen, click Create Invoice button. Create Facility Rental Invoice screen will display.  

 

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.  

 

 

Make Payment popup will display to ask ‘would you like 

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

print. Yes will take user to Shopping Cart to process the 

transaction.  However, if there was a Security Deposit 

there will be a popup first to select it in order to apply 

payment. 
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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. 

 

Notice the Sales Receipt references the Permit & Invoice numbers, as well as the security deposit. 
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Facility Rental Invoice(s) will be the next popup to print invoice.  

 

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. 
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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.  

 

 

   

  

When Add Gift Card screen displays, enter 

the Amount to load on the gift card and 

enter Expiration Date. Then either Scan 

Card or click Membership Card Lookup. 

Click Add button. 

 

When Reload Gift Card screen displays, 

enter the Amount to load on the gift 

card and enter Expiration Date. Click 

Add button. 
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Step 2 – Confirm and Press Add to Cart  

 

From Shopping Cart, proceed to Checkout and Apply Payment. 
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Gift Card Management 

From the main menu, go to Shopping Cart > Gift Cards 

 

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

 

 Reload Gift Card – click to add more monetary value to the card. 

 Edit Gift Card – allow you to change the status and expiration date. 

 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.  
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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. 

 

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. 
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Post Receipt – Course Setup 

Before using Post Receipt feature in Shopping Cart, user should enter some basic information in the 

course entry screen in order to post the revenue to a course record and display online (optional). 

 

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. 

3. 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.   
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From the Shopping Cart screen, click Post Receipt button 

 

Post Receipt screen displays click Select a Course button and the Course Lookup screen will display, 

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. 

 



                                                                                     ReCProTM User Manual  
Version 1.31 

Shopping Cart Module                                                                                        R.C. Systems, Inc. |  44 

 

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.  ReCProTM 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. 

 

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. 
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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. 

 

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. 
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Refunds 

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

 

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.   

 

Click OK button. 

The top grid lists the 

Receipt Date and Total 

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. 
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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. 
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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. 

 

Check Request will preview; print and close. 
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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 

 

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. 

 

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 

paid for the registration yet. 
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Suspended Sales 

Go to Shopping Cart > Suspended Sales 

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

 

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.   

 

 Go To Shopping Cart button - the transaction will move to Shopping Cart screen to complete the 

sale in checkout. 

 Delete Transaction button - to remove the transaction which will also remove the participant from 

the roster. 

 Print Grid button – the information will preview to create a report to print. 
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Delete Item 

 

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. 

  



                                                                                     ReCProTM User Manual  
Version 1.31 

Shopping Cart Module                                                                                        R.C. Systems, Inc. |  52 

 

Cancel Sale 

 

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. 
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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 

 

Printer Setup (Saved Printer Selected) screen will display.  Select your printer name from the picklist 

and set any preferences then click OK button. 
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When selecting Receipt Tape, click Credit Card and Small Sales Receipt button.  

 

If you are using membership cards, click  button to select card 

printer. 

 

Shopping Cart - Payment History Tab 

 

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

Pay Method tabs. 

Reprint Receipt / Check Request 

 

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. 

Device – Open Cash Drawer 

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

open without processing a transaction. 
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Options 

 

 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. 

 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. 

 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. 

 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. 
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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. 

 

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

registrations. 
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Course Options 

 

 

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.  

 If 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.   

 If 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).  

 If 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. 
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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. 

 

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. 
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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). 

 

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. 

 

Click  to expand the item to review Facility Rentals and details of the rental. 
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Rental Options 

 

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 

 

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. 
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Shopping Cart – Terms 

Track facility rental terms & conditions that need to be signed or review those that have already been 

signed. 

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

2. Options: 

 Edit Signed By button – allows user to enter who signed the rental terms. 

 Contract button – to reprint the rental contract 

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

terms, uncheck filter to display all. 
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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 

 

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. 
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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. 

 

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. 
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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. 

  

 

 

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. 
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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. 
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Child Care Options 

 

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.  

 

Notice when it’s not recurring billing, certain buttons on the tool bar are disabled. 
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Membership Options 

 

Apply Payment button – select membership to transfer to shopping cart for checkout and payment. 

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 ReCProTM 

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. 
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Facility Rental Options 

 

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 

 

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

 

Deposit Tab Options 

 

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. ReCProTM 

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. 
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Dock Rentals (Partial Payment) 

Module must be purchased in order for Dock Rentals tab to display. 

 

 

Dock Rental Options 

 
 

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. 
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Locker Rentals (Partial Payment) 

Module must be purchased in order for Locker Rentals tab to display. 

 
 

Locker Rental Options 

 

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. 



                                                                                     ReCProTM User Manual  
Version 1.31 

Shopping Cart Module                                                                                        R.C. Systems, Inc. |  71 

 

Merchandise Sale 
From the main menu, go to Shopping Cart > Merchandise Sale 

 

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.  ReCProTM recommends ‘Cash Customer’ record. 
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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 (ReCProTM 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. 

 

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 ReCProTM will calculate the total. 

 

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. 

  

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.  
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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. 

 

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. 

 

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. 


