Creating an Account:

1. To create an account select "Accounts” on your left.
2. Click on Create an Account to the right of the search bar.

Ii Ac 4@ BPRD / & Accounts

Catalog
'@ alog Search: @ SEARCH 3o Setup New User
‘K Activities

3. Each account is to a unique email address.
« Note: Email is required to be entered when creating an account from the public side.
Internally it can be skipped but keep in mind it does make it easier for the public to go

back and login. Remind them, contact preferences for Organization Emails can be
edited/removed as desired. Example email for those without one:
FirstLast@noemail.com

4. Enter in required data and any additional account members.

Create User

Account Holder l Other Account Members I Organization

First, Last, DOB, Age Gro... “ y

Edit User

Add Account Member

Account Holder Organization BPRD

BASICS
Account Type
Name*
Date of Birth, Age Group

Gender*

CONTACT INFO

Primary Phone

Individual | Organization

Testy

Male | Female

(800) 335-1863

Mobile Phone

Work Phone V!

Apply Contact Changes ...

4

Testerson

OR Adult »

N/A ~

ADDRESS
Address Line 1+ (2
Address Line 2 [ 7
City, State, ZIP*
County/Parish
a Residency Override

Apply Address Changes ...
ACCOUNT SETTINGS
Email

8 Username (2

Ag.. ¥

123 Main St.

Alpharetta

User's Address Determines Residency (Default) v

<

gadomam@gmail.com

myfriend

£ Generate Password (71

Password

Confirm Password | C

8 user Type

Public User v

STREERETPTTIRESY)

Internal User / Staff Member

Gra...

GA ~

Cancel

30004

Delete User

Save User


mailto:FirstLast@noemail.com

5. For public users - keep permissions assigned as public user. For staff members - select the
appropriate user type.

8 User Type Internal User / Staff Member v

51 User Access e
[ JAdministrators
Facility Calendar
Front Desk
Managers

POS
6.
Printing a Membership Card:

1. First, you will need to take the photo! Navigate to Accounts> search for and select the user you
would like to update.

2. Then, click this & icon next to the appropriate account member.
3. Once you are in that User Avatar pop-up window, there will be a "Camera" tab. As long as you

have a webcam attached to the computer, you will be able to click Capture Photo. (If there is
no webcam, you will not see this tab)
Accounts & TEST nson

ST/ 2 Don joh
User Avatar x

My@QEP OB =)o

Adjust Balance

®
® Adjust Credit
-]

& Membersh

™ Indicate Ba

4. You may also upload an existing photo from your computer, by using the File Upload tab.

5. Now that you have taken a photo and associated it with this user, you can now use this photo
on the membership card!



6. Next, while in the same user account, select View/Print Memberships in the right hand column,
near the bottom.

4 TEST / & Don Johnson
ACCOUNT MEMBERS ACCOUNT ACTIONS
‘ Don Johnson
|8} Waiting List Status

‘ Donny Johnson 26/N Resident )
{8 Transaction Browser

{8 Repors ‘ Dave Jonnson 7
2| communicate

W Catalog

{8 Voids, Refunds, & Transfers

B Add Account Member ) Merchant Log History

\\ Configuration 8 Account Statements
ﬁ Security CEDRUIT TS [ Contact Account Holder

Out + Add Hate 2 Designate Account Holder
o Functions 19 Veid Transaction : o B Account Contact Preferences
e Support 3o Add Existing Account Member
A PINNED OPEN B9 Cards On File

= MENU DOCKED @® View Balances
® Adjust Balance

® Adjust Credit

o View/Print Memberships I

o Membership Transactions
P Indicate Bad Payment

9 Account Action Log

7. Then, choose the View/Print Card tab.
8 Accounts &TEST/ 2 Don Johnson / EMembership Profile
W Cotalog
F e Don JOhnSOﬂ Aquatic Family Memberships Family of 2 Apr 13, 9am-5pm

ﬁi Facilities All Account Memberships: | acrive Memeerskips Don Johnson for Aquatic Family Memberships Family of 2 Apr 13, 9am-5pm (Expires 09/01/2017) =

0 POS ltems
@ Reports
D-—l Communicate SHIP CARDS # Change Number « || [BPrint | ¥ Delete Include Avatar On Card

q\ Configuration ‘ Don Johnson  View Card

Details Payments Renewal History Scan History

Membership Card 7458215

= Create card for Donny Johnson

+ Create card for Dave Johnson
n Funchons 3 Create card for non-account member

0 Support

A PINNED OPEN
Daon Johnson

= MENU DOCKED

Aquatic Center Membership 2013

8. Select "Include Avatar on Card."
9. You are all set!



Performing a Transfer

You will want to open the users account who you would like to perform the transfer for by navigating
to accounts, and typing in the user’s name, username or email.

Once you have opened the users account you can then complete the following steps to perform the

transfer:

1. Navigate to the user’s profile and select 'voids, transfers, and refunds'

Test User

123 Main St Atlanta, GA 30303
Phone: 404-555-1212

ACCOUNT MEMBERS

I Test User 11... Resident

3o Add Account Member

ACCOUNT NOTES

== Add Note

Transaction Browser Test user

Account Member

Transactions Activities

(1) Test User -

Results 1-2 of 2 (Page 1 of 1)

Transaction From

“7) Refund Selected Items

12/12/2015

# Participant | Program

Transaction To

12/12/2016 1. p Test User Yoga YOGA

Y

Reservations

Location

Location
TBD

POS Items

ACCOUNT ACTIONS

w Catalog

[2) Waiting List Status

E Y e oy a list of registrations, payments, and c...

{8 Voids, Refunds, & Tra... Perform voids, refunds or transfers via the ...

Make a purchase on behalf of an account m...

View a list of waiting list entries for the whol...

) Merchan

8 Account

t Log History  View a list of credit card payments for this a...

Statements View or generate statements for this account.

L . [ =1 l:_nnr:ar'r Arem |nr_l—lc\|r|clr' Send a MD::\:;II‘JD Fila nr Reraint tn this arrn
2. Locate the participant who you would like to transfer to a different activity or session.
& TEST / AL Test User / & Transaction Browser

Date

02/10-04/22

Balances

Time Receipt Total Paid Balance

12am-12am 4958269 $0.00 $0.00 $0.00

Actior

3. Select the action tab on the far right hand side, and a drop down will populate where you can

select transfer.

Transactions Activities

Results 1-2 of 2 (Page 1 of 1)

“) Refund Selected Items

# Participant  Program

1. ) Test User Yoga YOGA

2. ) Test User Yoga YOGA

Reservations

Location

Location
TBD

Location
TBD

POS Items

Date

02/10-04/22

02/10-04/22

Balances

Time

12am-12am

12am-12am

Receipt Total Paid Balance m

4958269 $D.‘D.OO $0.00

= Transfer
48958269 $0.00

s Adjust Balance

= Change Participant |



4. The activity transfer page will populate, and from there you will begin to type the new section
that the participant will be transferred into.

Activity Transfer

Original Activity/Session Yoga YOGA

Participants 1.9 Test User

rd

Current | Expired  All
[ Yoga YOGA 2 | Location TBD | All A % |

MNew Session Price ’ 2—

| Eligibility Override

Target Activity/Session

| Enrollment Override

Mote notes

Preview Transfer ¥ ]

5. Input new price if applies.

6. Eligibility Override - This would be applied if the participant does not fit the eligibility of the new
activity, (example: by age)

7. Enroliment Override - This is used when a session of the activity which the participant is being
transferred into is full, or if the enrollment time has passed and you would like to transfer the
participant after the fact.

8. Notes can be applied in the notes field if any are needed during the transfer.

9. Select Preview Transfer, and at the bottom of the screen the transfer summary will populate for
you to proof over before completing the transfer.

[ Preview Transfer » ]

Transfer Preview

#  Participant Transaction Amount Paid Unpaid Balance Change in Balan? Change in Account Credit Note

1 ITeSt User | 4958269 Iso.ﬂo I
+ Complete Transfer

notes




10. After proofing you can select complete transfer, and the roster will populate for which the
participant has been transferred into.

Yoga YOGA 2

Roster @I Waiting List + Create Shared Roster

N Contact Participants ~ # Print Roster |~ = Transfer Participants =~ 3 Remove Participants

—| Contact + | Age Registration = Paid~ Waiver Stataos Receipt™ Qty Tools
WIEW EXPANDED LIST .
: 1 1 Test User 11 121122016 2:21 Paid OK 4958279 2 B =X
Yes | N ‘ Ischenck@recl.com PM
) 4045551212

INCLUDE DROP-INS

‘ Yes No



Performing a Refund:

Important Note about Credit Card Refunds

For refunds for transactions where the original transaction involved the processing of a credit card
online, Refunds cannot be issued until the next day of business. Credit Card transactions do not
"settle” until midnight on the day of the transaction, so they cannot be credited until the next day. The
only option on the same day of a credit card transaction is to VOID the transaction entirely. This will
prevent the charge from hitting the person's credit card.

Instructions

Steps for Issuing a Transaction Refund/Credit:

1. Search for the user account profile under "accounts"

LIVILENGALE LIVILREL LIVILREALY

LIVILHR

iii Test Organization O Check-In

Accounts @& TEST / 1 Accounts
Catalog b

Search: |Name, email, or username @, SEARCH Yo Setup New Account
Activities
Facilities
POS Items
Reports

| Communicate
Configuration
Security

Close Out

.........

Account Actions section at the bottom of the profile.

Lisa Barlow Past Due $335.00 ~ |

[™ City Employee (Lisa ...
ACCOUNT MEMBERS ACCOUNT ACTIONS
. . Make a purchase on behalf of an account m...

. Lisa Barlow Ad... Non-Resi... W Catalog P

[2 Waiting List Status View a list of waiting list entries for the whal...
2o Add Account Member

{8 Transaction Browser View a list of registrations, payments, and c...
ACCOUNT NOTES | B Voids, Refunds, & Tra...| Perform voids, refunds or transfers via the t...
= Add Note [Q) Merchant Log History ~ View alist of credit card payments for this a..
[= Void Transaction 08/03/2016 - From User Profil... {8l Account Statements  View or generate statements for this account.

[ 07/20/2016- B Contact Account Holder Send a Message, File, or Receipt to this acco...

3. You will be taken to a screen that will show the prior transactions for the user's account. Click
on the activities or facilities tab (whichever the transaction should be under) select refund next



to the transaction.
C I VI C R E ¢ @ Test Organization ® Check-In 9 The Splash Zo

Accounts @& TEST / X Lisa Barlow / & Transaction Browser
! I *
Ao Transaction Browser Lisa Barlow
Activities Account Member
Transactions Activities Reservations POS items Balances
[ Eacilities (1) Lisa Barlow ~
Results 1-20 of 20 (Page 1 of 1)
) POS items Transaction From f)_
) Refund Selected Items
| Reports 01/27/2016
# Participant  Program Location Date Time Receipt Total Paid Balance Acti
] Communicate Transaction To
 Configuration 01/27/2017 \ 1misa Barlow g::kcle;;[r:i;r;e EastPark 09/01-12/31 2pm-Spm 4711717 $30.00 $30.00 $0.00
Security 2 Mar 26, 2pm-
fr
Receipt Spm Sa
) Close Out
2. () Lisa Barlow Concert in the EastPark 09/01-12/31 2pm-5pm 4711717 $30.00 $30.00 $0.00
! Functions »
: Enroliment Status Park Fall Kids
{8 Transaction Browser Mar 26, 2pm-
Show Only Active ¥ 5pm Sa
[Z] AR Center
= on . = C* Refresh Results 3. ) LisaBarlow Concertin the East Park 09/01-12/31 2pm-S5pm 4711717 $30.00 $30.00 $0.00
£ Bulk Permit Printer Darl Call Vide

Select the method (i.e. payment type) you wish to issue the refund in (or select User Credit to
issue a credit that can be used on a later registration.). You can credit back to any handling
method.

Note: As mentioned above, issuing a refund back to a credit card is not possible on the SAME
day as the original transaction. Additionally, it is important to note that most merchants will only
allow for credit card refunds prior to 120 days.

Receipt# 4711717

Customer Lisa Barlow

S

Payment Type Cash ~ for ($30.00)

Refund Items Balance Refund Refund
Item Amount Paid Balance Due Reduction Amount Quantity
Credit/Refund: Lisa Barlow for Concert in the Park Fall Kids Mar 26, 2pm-5pm Sa, Date: 10/08/2016
REMOVE FROM ROSTER $30.00 $0.00 $0.00 $30.00 2
Admin Fee: None - - $0.00
Total Credit - - $0.00 $30.00

fund Reason/Note ~

Indicate any amounts and adjustments and indicate the refund payment type.

NOTE: If you want to remove the person from the activity while issuing the credit, ensure that
the check the box that says "Remove from Activity" is selected. If you leave that box
unchecked, the refund/credit will be issued, but the person will be left on the roster. (Facility
rentals can be left intact in this same way)

7. Optional: Add a comment to indicate the reason for the Refund/Credit



8. Click the "submit" button.

Refund Confirmation

Customer Lisa Barlow

Refund Reason/Note

A

Close

Payment Type 1. Cash

Refund Items Item Balance Change Refund Amount
Credit/Refund: Lisa Barlow for Concert in the Park Fall Kids Mar 26, 2pm-5pm Sa, $0.00 ($30.00)
Date: 10/08/2016
REMOVE FROM ROSTER
(Quantity: 2)
Total $0.00 ($30.00)

[-]

Broadmoor

Test Organization

1401 Test Ronald Jackson Parkway
Suite 190
Atlanta, GA 30303

A04-555-1212
infoi@reci.com
wiww rec 1 .com

Refund/Credit Receipt 5122124

01272017 12:01 PM

Account Information
Lisa Barlow

1345 Towne Lake Hills South Drive
Apt. 20-110
Kennesaw, GA 30189

Item

Refund of Lisa Barlow for Concert in the Park Fall Kids Mar 26, 2pm-5pm Sa, Date:

107082016
TICKET #: Refunded/Removed

Cash ($30.00)

Received By
Laura Weathers at The Splash Zone

Quantity Am:;l;:\dt
2 ($30.00)

Total Credit  ($30.00)




Processing a Transaction

When processing a transaction from the Catalog, be sure the user has an account (if needed). To create an

account, see Create an account.

If the user already has an account, simply click on | o

Activities / Clas... a Facility Rentalsm Adult Sports o Special Events

Camps o

@, search

and type in the users first or last name.

Youth Sports o

Point of Sale o

POS

YOUTH SPORTS

To find the activity you can use the search and filters on the left side. You can also click on the tabs to find the
appropriate item the customer is registering for. Then add items to the cart. Check out or close and add any

additional items.

1. After you have configured your POS item you can then go to the catalog> POS tab.
2. Enter in the customer's name in the account field on the left top corner of the catalog screen.

ﬁﬁT ® Catalog

T

x B New Cart i UPC Scan - &a Open Drawer EH Fullscreen -@ $10.00
. 1 item

<, Filter

Keyword or code...

&5 Group
) Misc
) Rentals
) Apparel
"1 Concessions
) Aquatic Admissions
) Equipment
) Gift Cards

Youth ) raclity Rentals é PointOf Sale

Agquatics @ Seniors
Drop-Ins 0 Memberships m Meeting Rooms Events Adults
COMMUNITY CENTER POOL
Misc
Il Donation $0.50 Il S $1 | I gsen, $1 100§, $0
Rentals

jersey 1

Apparel

Wet-N-Wild
W T-Shirt $12


https://www.civicplus.help/hc/en-us/articles/115001641428

3. Select the POS item that needs to be added to the customer's account, and click checkout.

# Item Quantity Total
1.  jersey - |1 + $10.00
TOTAL %10.00

4. Enter payment type if the customer has given you the type of payment they will be using, or you can set as
pay later at the top of the screen (see images).

; d
1. Jersey - 1+ $10.00 w
T
Total Charges $10.00 I ¢
Gift Card Code + Claim

PAYMENTS

ENT Amount l -]

Memo |Memo

$10.00 Due

Payer Account | < | aura Weathers

Overpayment [

Cancel ® Add Cash Payment »

»ﬂ]x@ﬁé




1. jersey 1 Account

-] + $10.00 w
= Browse
Total Charges $10.00
Paymer
Gift Card Code v Claim BEEEIRS
ADD PAYMENTS Com
PAYMENT Amount -I
$10.00 Due
Save Card
rd Memo Memo
|=
Payer Account | < || aura Weathers
1
Credit/Debit Card Card Numbe| |Exp| |Sec
visa BB S g
Cardholder Name Laura Weathers

Address 5236 Road St
City, State, Zip Marietta GA | 301
Overpayment

Cancel

B Add Credit/Debit Card Payment »




Quickpay
The Quickpay feature for checkout, allows for rapid-fire transactions to be done through the Catalog one after
another.

This feature is available for transactions that do not require other steps such as prompts, waivers or forms during
the checkout process including registrations, drop in's and point of sale purchases.

Simply add the items to the cart and enter in payment.

Rentals Drop-ins POS
o) o © o 0
e 4 items
# Item Quantity Total
1. Test123 - |+ $5.00
All Ages
2. Jake cmme for Concert in the Park Single-Day Ticket (09/01/2015) 1 $5.00
3.  Child Jake for Concert in the Park Single-Day Ticket (09/01/2015) 1 $5.00
4. Test Test for Concert in the Park Single-Day Ticket (09/01/2015) 1 $5.00
TOTAL $20.00

Close WCheckout

QUICKPAY — (CASH/CREDIT/POS ONLY)
CASH: $1 $5 | $10 @ $20 | ExactChange

CREDIT/DEBIT: Swipe Card Now
PAYMENT SUMMARY: $0.00| CASH CLEAR

CHANGE DUE: TED

@I Y Submit QuickPay

Eligible

Print a receipt and enter in another transaction.

Enjoy speedy checkout.



Selling & Redeeming Gift Certificates

o Gift cards/certificates are available through our Point of Sale Module.

e [IMPORTANT: You must select an account holder to assign the transaction

{ Select Account Holder

Account < wen B X 2 ViewProfile: Landon Schenck W New Cart ~ m2UPC Scan ~
Aquatics GD Seniors Youth Facility Rentals Point Of Sale
i = b4 g Y o \2d e s10.00
Drop-Ins ©  Memberships @ 4 tern Total
COMMUNITY CENTER POOL " \ $10.00)
Misc TOTAL $10.00
I User $1 | Gate Close
Credit " Entry
QUICKPAY — (CASH/CREDIT/POS ONLY)
Apparel CASH: $1  $5 $10 $20  Exact Change
1] WetN-WIGT- gqp ) Wet-N-Wild T- _
Shirt (Child) WH Shirt (Adult) CREDIT/DEBIT:  Swipe Card Now
Concessions PAYMENT SUMMARY: $0.00 CASH CLEAR
| Candy Fountain .
NIl g3r $1.50 1l Brink (3202) CHANGEDUE:  $0.00
1] s $2 1INl Fruit CLECN 1 Submit QuickPay

Once you sell a gift certificate, it will generate a unique gift card code, visible on the receipt, which can be

claimed by another user during checkout.

Broadmoor Parks and Recreation

1401 Test Ronald Jackson Parkway

SAMPLE RECEIPT

Suite 190
Atlanta, GA 30303

404-555-1212
info@rec1.com
www.recl.com

Registration/Payment Receipt & &
04/18/2016 11:10 AM

Account Information Payment

Dept Credit $10.00

Received By

| waon

Item Amount Paid
: q $10.00

GIFT CARD CODE: SYY-TJC-MXW )
Subtotal $10.00
Total Payment $10.00



(Note: Code may be entered with or without the dashes)

Payment
# Notesv [ Date Override v
item

1. Swim Diapers

ADD PAYMENT

® Cash

' Check

= Credit/Debit Card

2 Dept Credit

Payment

& Notes » 0 Date Override

Item

1. Swim Diapers <

Quantity Price
-1 + $10.00 +
Total Charges $10.00 { I
Gift Card Code @YYTJCMXW ) v Claim
PAYMENTS
$10.00 Due

Quantity Price
- 1 + $10.00 wv
Total Charges $10.00 I
CAccount Credit (510.00))
Net Charges $0.00
Gift Card Code + Claim
PAYMENTS

ﬁ 1. 9 DeptCredit $10.00

To redeem the code, enter the code at the final checkout screen and select 'Claim' beside the code.

Selecting 'Claim' will put a credit in the amount of the gift certificate code on the user's account balance.

CHECKOUT FOR AMY FRANK
4 Account Profile

w Browse Catalog

(i) Payment

Receipt

Complete Transaction ¥

< Browse Catalog

The user credit can then be applied as a payment in this transaction or may be saved for a later date.

CHECXOUT FOR AMY FRANK
1 Account Profile

W Browse Catalog

(5 Payment

Receipt

Complete Transaction »

< Browse Catalog



Booking a Facility

1. Open the Book, Rent, Reserve Catalog tab:

i City of Denton | TRIALACCOUNT

& PARD / W& Catalog

Account| = N/A ¥ | ®New  WUPC~ | EdFullscreen
<, Filter Programs & Activities @ Membership, Passes & Punch Cards @ Aquatics
R * Youth & Adult Sports @ Camps and Childcare @ Special Events @ Volunteer & Community §

¥ Location Drop-in ALHPOS

| American Legion Hall

i 1 The A ri i a1l serves ac a o3 ri e for adult 50
() Denia Rec Center American Legion Hall he American Legion Hall serves as a gathering place for adults, age 50...
U Denia Sports Complex Denia Rec Center Denia Rec Center is a 17,415-square-foot facility with a combined cadi...

Denton Civic Center

] Denton Civic Center ... Denia Sports Complex Rainout line is (940) 349-8276. Light codes are required to activate ligh...

. Denton Natatorium ...

Denton Civic Center Historic Denton Civic Cente s designed by renowned Texas Archit...

. Denton Senior Center

| Evers Baseball Comp... Denton Civic Center Pool Civic Center Pool is adjacent to Quakertown Park, behind Denton Civic...
! Fred Moore Park

. Goldfield Tennis Cen...
) Mack Park Sports Co...
. MLK Jr.Rec Center

Denton Natatorium and Water Works Park Denton NAT is joint-use facility is used by Denton Independent School...

Denton Senior Center Denton Senior Center is a 19,430-square-foot facility with a state-of-t...

Rainout line is (940) 349-8274. Light codes are required to activate lig...

Evers Baseball Complex

[} North Lakes Rec Cen...
U North Lakes Sports C... Fred Moore Park Rainout line is (940) 349-8276. Light codes are required to activate ligh...
) Pavilions
Goldfield Tennis Center Reservations will be void if not claimed after ten minutes of start time....

2. Selected the correct facility, date and time

Hall (ALH)

Accounts @PARD / W Catalog

I Catalog (eyword or code * Vouth & Adult Sports [[22:] Camps and Childcare o Special Events [15) Volunteer & Commurnity Service (@) Point of Sale [(254)
Activities 9 Location Drop-in ALHPOS
[ (1 American Legion Hall N

[ Denia Rec Center American Legion Hall

POS Items .
U Denia Sports Complex
The American Legion Hall serves as a gathering place for adults, age 50 and older, to partake in daily SPAN lunches, fellowship and monthly socials, seminars, and frequent trips. Activities include sewing, exercise, table games and

Reports [ Denton Civic Center
puzzles, and bingo.

[J Denton Civic Center ...

Communicate 0 Denton Natatorium...

CAED L DRQF =E e

Configuration (3 Denton Senior Center :
An
() Evers Baseball Comp... nex Multiple Rates
Securlty [ Fred Moore Park
Facili .
Close Out O Goldfield Tennis Cen... acility Annex Make a Reservation
Locati ) )
[ Mack Park Sports Co... cation American Legion Hall L emreroare
. P -349-1
Functions ) MLK e e Conter one. 940-349-8575
Email Gi i . o < AVAILABLE TIMES:
A 8 North Lakes Rec Cen, Mdmaw Bobby.Givens@cityofdenton.com 0. 2017 o
() North Lakes Sports C... ress 629 Lakey St. Denton, TX 76205 S Mo Tu we Th Fr s 1000 AMt00£00PY
A PINNED OPEN L Resident Fee
O Pavilions
— 10:00 AMt0 04:00 PM
= MENU DOCKED s —
® Tags o »
(0 Birthday Party 0400PM 12 100PM
Resident Feeltter Hours Weekday)
EEEs
. 04:00 PM to 11:00PM
(0 Softball Field EE A
0 SwimLane

2.SELECT RATE
Nonresident Fee ($25/Hour) ~
3. SELECT TIME

From: 10:00AM ~ To: 11:00AM ~




3. Add to cart and select account if needed, then check out

nd Conseque: ¥ Settings % Custom Plastic Carc: /€2 Login - RECL - RECL

@ v CAROUNES ~ HELP ~

TRIALACCOU & ltem Total

1. Rental of American Legion Hall Annex 07/29/2017 9a-11p(Resident Fee... $476.00
Youth & Adult Sports @ Camps and Childcare m Special Events
Drop-in ALHPQOS
American Legion Hall
The American Legion Hall serves as a gathering place for adults, age 50 and older, to partake in daily SPAN lunches, fellowship and m
puzzles, and bingo.
Annex
Facllity Annex Make a Reservatic
Location American Legion Hall
Phone 940-349-8575 1. SELECT DATE
Email Bobby.Givens@cityofdenton.com 0 u |07 ~| (
Address 629 Lakey St. Denton, TX 76205
Su Me Tu We Th Fr S
EEEE
EEEE
2.SELECT RATE
Resident Fee ($20/Hour) ¥
3. SELECT TIME
07/18/2017: This facility cann
TOTAL $476.00

Main Building
[SLEN  VYCheckout

4. Answer any additional prompts then submit responses

@ City of Denton | TRIALACCOUNT @® Check-ln > @ American Legion Hall (ALH) ~
@ PARD
$476.00
Prompts ' e
Prompt Response

CHECKOUT FOR CAROLINE SEWARD

2 Account Profile
Prompts for Caroline Seward
5 Browse Catalog

Please enter your best contact number?

N

Please enter your email address?

@

. What type of eventare you having?

B

What time is the actual event?

5. Confirm waiver agreement, this is set to be emailed to the person for a digital signature or you can
print it
6. Take payment



Shift Change/Closing Out

1. At the end of a shift or at the end of the day open the Close Out Link and select Close Summary
/" Recl - Denton Parks an x Ve Raceiptpriver Configur x | [ Pages - Employee b x W\m. w Tab bl | 0

&l C 0 &s hitps;//secure.recl.com/close_out.p .
HoApps @ Latesthews Videor [ Peges- Employee B 4 Truthand Canseque B Settings % Custom Flasic Carc CF Lagon - RECL - REC1

|: ~ & v cwoumes ~ wee -

CIVICREC il Denton Parksand Rec [ TRIALACCOUNT 9 MLKJr. RecCenter

3 A Dashboard | My Organization | Cf
W Ca Close Summary | CloseDetall | Finance Satch Export H & |8
B . Transaction D7/31/2017 12 D0am To¢ 07/31/2017 1158pm | Receipt Location: aliorss
[ Date/Time:
A ) Workstation: All Workstaions =
There are no unciosed transactions
O e Staff Member: All Stalf Membars
= com
= Close Out Summary
a tr
& Total (Cash & Equivalent) Receipts By Payment Type ‘ ‘Eashﬁz(!iuﬂﬂvf’avm!m"ype
Payment Trpe Bayment Count Toal Parment Type Payment Count Tetal
(7 E Total Receipts Total o 000 Cash Receips Tota 0
# PINNED OPEN
‘Cash Equivalent Receipts By Payment Type | [ Retuncs By Payment Type
Payment Tvpe Pavment Count Total PaymentType Payment Count Totl
valent Tatal o 000 Refunds Total o

2. Filter down to your location and work station

If you are just switching cashier, print the close summary and verify your drawer

4. If you are closing for the night, print the summary and verify your deposit, initial summary and
added any need notes attach to rest of your paperwork

5. Once you verify everything is correct, save the close summary and enter the deposit slip number,
and deposit total, then hit save

w

o~

i Denton Parksand Rec | TRIALACCOUNT

Dashboard / My Organization / Close-Out Reports

Close Summary Close Detail Finance Batch Export = =]
Transaction 07/31/2017 | 12:00am To: 07/31/2017 | 11:59pm Receipt Location: Al Locations -
Date/Time:

Daily Close Details x ‘

There are Unclosed transactions as ald as: July 31, 04:38 P/

Please enter the following information

Deposit Ticket Number:

Cash Receipts Total in Close:

Close Out Summary

07/31/2017 11:59pm

Close Note
Total (Cash & Equivalent) Receipts By Payment Type
Payment Type Payment Count Total
Goldfield Tennis Center
Cash 2 6600
Cash Total 4 Cash Total 2 6600
Total Receipts Total h Recsipts Total 2 5600
Mote: Please ensure the accuracy of your information. This report can only be amended by
Finance.
ivalent Receipts By Payment Type
yment Typ Payment Cou Total
Cash Equivalent Total s Total o 0.00
Cancel || Save
P
Credits By Payment Type
Payment Type Payment Count Total
Refunds Total o 000

6. If you are required to do so print, the GL summary from the reports tab



Printing Attendance Sheets

[ cicnee < (e D

& C () | & Secure | httpsy//secure.recl.com/re

ts Q | i
: Apps ‘€2 Recreation Manager [ Home- City of Dentc [} Kronos Workforce C= W Employee Schedulir

G v E‘ v MEGANT v HELP v
CIVICREC il Denton Parks and Rec ® Checcin = 9 Nor

Lakes Rec Center ~

@ PARD / & Reports
Catalog Reports

Clear Search

b = e

Search Results » Activities Report
View a general listing of activities based on specified criteria.

Reports 1 Custom Reports »
- Activities by Facility
— Transaction Reports » View a listing of activities, sectioned by facility.
Configurati i
onfiguration GL/Revenue Reports » Prompt Responses by Activity Summary

View aa summary of prompt responses, sectioned by activity.

curity

Lulle Bl RP ) Wi

AR Reports »
Close Out Waiting List Report
Addon/Discount View active waiting lists, sectioned by activity.
Functions Reports »
Survey Response Summary By Activity
Instructor Reports » An overview of survey results by activity and session.

& PINNED OPEN Survey Response Detail By Activity

Adetailed list of survey responses grouped by activity.

Sign-n Sheets

T E Print a sign-in sheet for each of your activities today

Reservation Reports » Sign-In Sheets (Original Version)
Print a sign-in sheet for each of your activities today 3

CETVITY DA ICIDaTION REpOTT

User/Roster Reports » View a list of activities with participation percentages

Scholarship Reports »

Membership Reports » Waiting List

View people who are waiting for an activity opening
Check-In Reports »

Summary Count of Registration Prompt Responses
Misc Reports » View totals by prompt to your activity registration prompts

hitps:/secure.recLcom/reportsé -

J/'ez Recl - Denton Parksand X W4\ (E=S[E=Tfal ]
& C ) | & Secure | https:/secure.recl.com/rptSignin.php @ | @

fi5 Apps g Recreation Manager [@ Home - City of Dent- [3 Kronos Workforce Ce W Employee Sehedulin: 8] Home

Dashboard < My Organization ' Reports . Sign-InSheet

Sign-In Sheet

4 Sheet Type  |Multi Day Check-OF 5 DateRange  rrom 09/02/2017 To 09/30/2017 DatesPerPage 14

"

5 Kinderdance x
Bar\ceg umsmg

~ ¥ Kinderdance

'7 ! Fall Session 1

Ealls

Reports

Communicate

Fall Session 2
Close Out Fall Session 3
Functions Fall Session 3
Wirtter Session 1

QTP L NGO = )

Support

Wintar Saccian 1

A PINNED OPEN 10

& ocation  |North Lekes Rec Center - i Print | 45 Refresh

Kinderdance Fall Session 1 {L_
DENTON
Denton Parks and Rec Check-Off Sheet

Sat Sat Sat Sat
Participant Name Sep 9 Sep 16 Sep 23 Sep 30
8:00am 9:00am 9:00am 9:00am

. Chang, Luana
. Dorwaldt, Aria
. McKinney, Norah

. Welch, Harper




