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Introduction

Thank you for purchasing or evaluating the CampWorks POS module. This module will allow
you to sell items and track inventory for your store without having to add charges to a
reservation. You can, however, choose to charge a POS sale to a guest’s reservation. This POS
module has integrated credit card processing using our payment partner CloverConnect.
Integrated processing provides safe, secure, PCI compliant credit card processing through an
internet connection directly from within CampWorks and POS. Through the CampWorks
reporting interface, you can report on POS sales, balance tills, and review inventory status. With
the combination of the POS module, CampWorks, and our integrated payment partners, all of
your sales can be easily managed through the CampWorks reporting interface. The Accounting
Summary & Business Summary reports in CampWorks combines all the financial transactions of
your business into one concise summary report. Our CampWorks QuickBooks integration can
be used to transfer daily summary of financial information to your QuickBooks Desktop
software saving you countless hours of bookkeeping work and providing a complete solution to
manage your business.

Hardware Recommendations

These are the basic pieces of equipment you will need to fully utilize the POS system. Please
contact us to get specific equipment recommendations.

USB Card Swiper or ChipCard Reader (from integrated payment partner)
USB Bar Code Scanner

3.25” Receipt Printer with Cash Drawer Capability

Cash Drawer which plugs into Receipt Printer

Setting up CampWorks POS

Setting up CW’s POS system is quite simple.
There are only a few necessary steps and you will
be up and running in no time.

W Point Of Sale
: (P.0.5.)

Let’s start by opening the CampWorks POS Administration
system. From the CampWorks main screen, click

the Point of Sale (P.0.S.) button. Another pop-up
window will appear asking you to log on. The
default logon user code is “123”. After logging on, 2 f ;
the POS module should appear. You will be able to e 3 ' Campgratind. R
change the default logon user code in one of the : Resgiagen 9
next steps.

When you first open CW POS you may find that the screen is not positioned or sized where you
want it. You can change the size and or position by maximizing the form or dragging the
borders. POS will store these values so that POS opens to the same size/position every time it is
opened.
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Receipt Printing & Cash Drawer Setup

Change

Charge to Reservation Printing

Riing Up T Inventory Manager T Cash Drawer Manager T Sale Manager T POS Setup ]
Store Location: Database Location:
|Fiv Park Office [EE swich POS Database Path |C:ACW35'CodehCampwiorks CurentiDatabasebCw/POS.mob
Hardware / Printing Configuration:
Feceipt Text Cash Drawer
Import buziness name and address from Campiworks. Import Dirawer Mame/ |D: |-|
Line 1: |C1’Dw River Campground & RV Park Cash Drawer Code:  |B

% Print summary on reservation receipt
™ Print details on rezervation receipt

Charge to Reservation POS Printing

11/18/2022

Line 2: |-]-2 322 Resort Rd Iv This cash drawer is also used for reservations. : é
: = e + Always print POS receipt
Line 3: |.‘1.:1t.c::u:150:1, MM 55350 i i
) - — — —— Pole Display " Aszk before printing POS receipt
Line 4: |P-'10-'1E= (324) 234-2342 . " Mever print POS receipt
Line5 |info@fortvictoria.ca s :l-
[ Pass Through Device Frint Setup Test Print _
Taxes: Employee Names / Codes: Doubie ick to edit oelhs e o
Effective Date | Taxl Tax2 Taxd Employee Mame Code SR EETIIDL LSS
Add
10/01/2013 5 7 u‘ [ | Adin Admiristrator Enokvosbe
Femeve Test Admin b User add
Uszer
Cswe

™ Require Admin Authorization for Discounts [ Uzers can access Cash Drawer Manager

Product Categories:
™ Automatically Logout after minutes of no activity.

Cateqgories Taxes
S Morchare T1 T2 TET3 M Credit Card Processing:
en Merchandise v v

Gift Shop Merchandize [E] Remove et Conp i) Eitieney

R Merchandise O |EardE0nnect j |EardE0nnect j Currency: Chip Card Reader Setup

Hougehold Merchandize O User Mame: testing @ UsSD

Sani-Station O O g P 4 [ ™ CAD

lce & Wwater O O [E] asswors Print Setup

Office Services O O Merchant ID: 800000000033

Laundromat O O I v Accept Tips

Fort Yictaria Consighment [E] _
I¥ Enable detailed logging file

Wworking 216 PM

Click on the POS Setup tab. If you only have one store (standard) you can leave the Store
Location field blank. If you have multiple stores / POS locations (ie Store, Food Truck, Rentals
shack, Marina,...) then you want to use the Location feature. Enter a name for what store
location this workstation is assigned to. If you have multiple computers in the same location,
then the same name must be entered in each computer for that location or all inventory,
transactions will not be visible by each computer. The location field determines what inventory,
transactions, etc are visible in the main program. This way a food truck can only ring up food
truck items and doesn’t have to sift through store items or sales transactions. Use the SET button
to initially set a location or change a name. The Switch button allows a workstation to be
SWITCHED to a new location to look at transactions or inventory from a different location. A
good example of how this would be used, would be the manager wanting to look up a transaction
at a different location (ie food truck) to make a change, setup inventory, etc. When they are
done, they may switch back to the main store.

If you have previously entered receipt printing information in CampWorks you can press the
import button to automatically load the receipt printing setup from CampWorks into POS. If you
did not have receipt printing setup in CW, you will need to type in the information you want
displayed at the top of your POS receipts. Select a name for this particular POS terminal in the
Store/Till ID field. This is used to track which transactions occur at which terminal/till.
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Cash Drawer: If you are using a cash drawer that connects through your printer, you need to
enter the code your printer requires to open the cash drawer. This code can typically be found in
the manuals for your specific printer, since the cash drawer is hooked up through the printer.
When the cash drawer needs to be opened, CW sends the entered code to the printer. When the
printer sees an appropriate code, it sends the signal to the cash drawer to kick open. For Epson
printers, this code is typically “A”. If you are using a USB cash drawer, then this setting does
not apply and you can leave it blank.

Charge to Reservation Printing: Specify the options you want for POS charge to reservation
printing. These settings will determine if the camping receipt has a one line summary or all POS
charge detail printed on the camping receipt. When a guest charges to a reservation, you can
also specify several options for the POS receipt to print at time of charge to the reservation.

Printer Setup: Select your printer by pressing the print setup button. Select your receipt printer
for POS receipts and then select the Credit Card Receipt tab and select the printer for Credit Card
Receipts. You can use the same printer for credit card receipts and POS sales receipts.

There are 3 options for printing CC receipts (Always,
Print Setup

Never, or Prompt which will ask the user if they want to
print a receipt). Checking line feed after each line will

place an additional character feed or line space after each i

line. Line feeds after receipt will add additional space t;:““?F:‘EfDES:T:P‘iPED: LM“E”””":PD; =l
between receipts. # of copies determines how many to I Lin o ot cochlve.  Ling o st 7
print. The policy text is the text that will be displayed N— - —
under the cardholder signature line. Click OK to return to oy e 2 [ear ahoider sgrasment.

the POS Setup screen. After all settings have been rtre? |

entered press save. You will need to repeat the printing /
cash drawer setup on each POS PC, since printer paths
and hardware can be different for each computer.

POS Receipt | Credit Card Heceipt

MOTE: These seftings are specific b
each individual computer.

0K Cancel

After the top section of the main setup form is complete, press Save to save your changes.
POS Database Path:

The POS database path is the name and path of the database where all POS data is stored. The
name of the CampWorks 3 POS database is CWPOS.mdb. The default location for this file
unless changed during setup is C:\Program Files\CampWorks\Database\CWPOS.mdb on the
computer you installed as the Server or Master computer. If you are setting CampWorks POS up
to run on a network, you need to have a logical drive mapped to the Master/Server computer (ie
G: drive). If you do not know how to do this consult your IT professional or give us a call and
we can help you get it set up. All computers running CWPOS will need to be set to point to this
database. You should only have one computer which has your database installed on it. If you
install the database on multiple computers and this path gets accidentally changed, data will be
saved to the wrong file and the other computers will not be able to see or access it, resulting in
lost data or missing data when running reports. It is extremely important that this setting is
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correct on all PCs at all times. The path should have been specified and setup during the install
process and the program likely will not run if it is incorrect. On Server/Master or stand alone
installations, the path will be set during install and should not need to be changed. On a client /
network install, CW realizes it is a network install and will ask you to select the location of the
database when you try to start CW POS for the 1% time. If you should need to change the
database path, press the Change button and browse and select the "CWPOS.mdb" master
database.

Tax Setup

The Tax Information setup allows you to enter up to three different taxes. The tax percentages
are used to calculate taxes for correct billing information. The effective date is used if there is a
tax change that you need to manage. This is pretty rare, but CW POS gives you the ability to
manage it through this screen. To add a tax line to the grid, press the add button. Next double
left click the 1% row in the grid under effective date and select a date. Next double click the tax
columns and enter a number. Do not enter % signs. For example, if your sales tax is 6.5%,
simply enter 6.5. Click Save to save the tax. Remove a tax line by left clicking on the desired
line and press remove, and answer yes to the prompt.

Employee Names / Codes Setup

User codes are used as a fast secure logon to the system. User codes are a type of password that
identifies the user and security access level. At log on a user code is requested to gain access to
the POS system. When the user types in their code, CW POS looks up their name and security
access level. It then enables/disables the appropriate functions based on the employee’s access
level. Administrators have access to everything, including the setup screen. The User access
level will only have the ability to ring up sales, enter payments. Manager Level 1 has User
access plus access to the Cash Drawer Manager screen. Manager Level 2 has access to L1 plus
the Sale Manager and Inventory Manager screens. To enter a new employee, just click New.
Type the name of the employee as you want it to appear in the software and on reports, etc. Tab
to the next column and assign a code and the next column to select their security level. To
remove an employee just click on the employee name you wish to remove and click delete. To
edit an existing employee or code, just double click, make changes and then click on save. POS
can import your users/codes from CampWorks. If you want to use this option, then click the
checkbox to use CampWorks Employee codes. If this is checked on POS startup, the latest
usercodes from CampWorks will be imported so all usercode changes can be managed in
CampWorks.

Discounts: If you want to make sure discounts must be approved by an administrator level,
check the require admin authorization checkbox. If this is checked, users will not be able to
enter discounts unless an admin clicks the authorize discounts button and enters their code. This
will enable the user to enter discounts for the current ring up operation. As soon as the payment
process is completed for that checkout, discounts are disabled and admin approval is required
again to authorize a discount. Note this is a per computer setting.
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Auto Logoff: Check the box next to Automatically log off after __ minutes of activity if you
want CW POS to time out and log off the employee. This is useful if you have several different
staff and you want to track who is doing each transaction. Enter the number of minutes of
inactivity before the employee is logged off. After this time the Logon box will be displayed and
an employee code must be entered before continuing. If automatic log off is not enabled, then
the current employee stays logged into the system until manually logged off. The auto log off
settings are specific to each computer so can be customized by PC, but must also be setup on
each computer.

Product Category Setup

To setup your products start with entering product categories or departments (ie Grocery,
Clothing, etc). It is very important that you plan out the appropriate categories. These categories
will be used to setup which taxes apply for individual items, therefore all items within a category
are required to use the same taxes. You can only have 1 set of tax rules per category. We
recommend that you keep the categories/departments to a minimum at first. Categories are used
for tax, reporting, and product lookup functions. If you use the integrated QuickBooks
functionality in CampWorks, each POS category can be exported to a corresponding category in
QuickBooks, so this should also be part of your category planning. Having too many categories
will make reporting and product lookup functions more difficult. Keep the categories as generic
as possible, yet meet the tax rule requirement (ie Clothing, Groceries). You can always add
more categories later if necessary and reclassify products into new categories. To add a new
product category, select Add, type the category name and press OK. In the grid, find the new
category and then check the taxes that apply and press Save. You can add all of your category
names at one time and then come back and set taxes on all of them and save all at one time if you
wish. To remove a category, select the category and then press Remove. Note that the General
Merchandise category will be added when you start setting up your categories. This category
will not be able to be removed.
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CloverConnect Payment Card Processing

Our integration for payment card processing is with CloverConnect. CloverConnect provides a
well-rounded service with the best combination of processing technology, cost, and technical
support. They offer the latest technologies such as (such as point to point encrypted chip card
equipment) and a clean and simple CardPointe web reporting interface so you can easily see the
status of your transactions and account. CloverConnect is seamlessly integrated into
CampWorks and is fully PCI compliant. All sensitive data is stored at CloverConnect and not on
your system, keeping CampWorks and your business PCI compliant. To find out more
information on whether CampWorks integration with CloverConnect is right for you and to get
started, visit https://integrate.clover.com/partner/campworks

Setup Instructions for CloverConnect Payment Processing:

Once you have decided to utilize CloverConnect as your payment processor setting up the
integration with CampWorks is pretty simple. You will fill out an application with
CloverConnect who will then setup an account for you and will provide us with the credentials
necessary to process payment cards. We will test the credentials and will then send you the
welcome email with your credentials to enter into CampWorks so you can begin processing
credit cards.

1. Setup CampWorks Integration

Log into POS as an administrator and click on the Setup tab. In the credit card processing area,
select CloverConnect as your payment processing company and CloverConnect as the gateway.
Enter the UserName, Password, and Merchant ID provided in your welcome email.

Address verification and CVV are - -
. K Credit Card Processing:
managed via your CardPointe Papment Compary,  Giateway:
Administrator panel directly with [CardConnect  v|  [CardConnect | Chip Card Feader Setup_|
CloverConnect and are disabled in our UserName:  Jtesting

: : Password: Im
setup. Leave detailed }ogglng off - — Print Setup |
unless instructed by VisualWorks. r W Accept Tips
r
If yOll want your employees to be able [V Enable detailed logging file !
to accept Tips via credit card check
Accept Tips.

2. Hardware Setup

If you only plan to manually enter credit cards or to use an encrypted USB card swiper, then no

further setup is required. If you will use a chip card reader provided by CloverConnect, click on
the Chip Card Reader setup button and enter the credentials provided in your welcome letter for
the chip reader hardware and the Hardware Serial Number displayed on your chip card reader’s

screen.
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Product Setup

Use the Inventory Manager tab to enter your product items. You must be logged on with a
Manager L2 or Administrator to have access to the Inventory Manager tab. The Inventory
Manager will also be used to adjust inventory or modify an item. At this point however, we will
only discuss adding new Product Items. See the section later in this manual for instruction on
modifying inventory, making changes, viewing inventory, etc.

Ring Up T Inventory Manager T Cash Drawer Manager T Sale Manager T FOS Setup ]
" All items
Product Category: |u v| © Listanly out of stock items & value of -1 for Oty Ordder Point wil
B e ™ List only iterns under re-order point dizable inventory tracking of that item.
Skl Category Drescription Wendor ‘endor ltem Code | Fuel | Purchase Price| Sell Price | Gty On Hand | Gty Order Paint
043000951170 Gen Merchandise Countrytime Lemonade O $0.000 $4.490 -14 5
i 10293 Gen Merchandise 30 5PF Sunscreen Johngon & JJ12345 O $2.000 $4.500 18 10
1 month showers  Non-Taxable 1 month showers O $0.000 $20.000 0 -1
9421901888121 Gen Merchandise 1x4 Select Pine O $5.000 $6.750 23 10
Alurninum 'Water Bo Gen Merchandise Aluminunm 'water Bottle Johnson &J 123 O $5.840 $10.000 46 1]
Army G, Life iz Bel T-Shirts Armw Grn Life iz Better Tee Johnzon &.J 1m0 $7.180 $20.000 29 ]
Beverage Buddes  Gen Merchandize Can cover Johnzon &J o O $0.000 $1.390 -1 0
Campfire Tes T-Shirts Carnpfire Tee O $10.870 $8.000 24 0
Coasters Gen Merchandise Coasters O $0.880 $1.500 250 0
Day Pass MNaon-Taxable DayUsze Fee - Ages 10 and up O $0.000 $5.000 1] 1
Dk Grey Camp Mor T-Shirts Dk, Grey Carmp Mare Tee O $8.240 $20.000 27 0
Dump Fee MNon-Taxable Services  Dump Fes O $0.000 $5.000 0 -1
Dusty Blue Life is Be T-Shirts Dusty Blue Life is Better Tee O $7.180 $20.000 28 0
Fu/D12344 Gen Merchandise FirewoodBundle O $0.000 $5.000 13 1
Green Baseball Cap Gen Merchandize Green Baseball Cap O $10.950 $20.000 2 0
Green Camp More T T-Shirts Green Camp More Tee O $8.240 $20.000 28 0
ICE12345 lce lee - 10lb Bag O $1.000 $1.500 49 15
K.apak Full Day Non-T axable K.ayak Full Day - 8 hours O $0.000 $40.000 1] -1
Kapak Half Day MNon-T axable Kayak Half Day - 4 hrs. O $0.000 $25.000 0 -1
Laundry Soap Gen Merchandize Laundr Soap - Single Use O $0.000 $0.500 0 0
Mavy Life is Better T T-Shirts Mawy Life is Better Tee O $7.180 $20.000 29 0
Pink Bazeball Cap  Gen Merchandise Fink Baseball Cap O $10.950 $20.000 1 K]
Red Baseball Cap  Gen Merchandize Red Logo Basebal Cap O $10.950 $20.000 2 3
Rust Life is Better T T-Shits Rust Life is Better Tee O $7.180 $20.000 25 10
Sticker Gen Merchandise Sticker O $1.000 $1.000 1 4
Double-Click items to edit.
Add Product Delete
‘warking 1241 PM
To add a product to the list, click on the Add Product Add Taventory Trem
button at the bottom of the screen. The form to the right ot |
will appear. If you have a bar code scanner installed, Catgon =
scan the item you wish to put into the system. The SKU {onl st 20 sharacers appear on reccipt]
field should become filled with characters. If you are Descrpior:
not using a scanner, you can make up your own SKU or Recein Descinior:
a SKU from the packaging. Select the category of the ender: | =l
item from the dropdown selection. This selection is Venderltom Code: |
. I~ Fuelltem
populated from the categories that were setup on the
. . Purchase Price ’7 Qty On Hand
POS setup screen. Taxes will be applied based on the selPics |
Category Type a deSCI'lpUOIl that you Want fOI‘ the ltem. Gty Order Point: Enter a -1 ko disable inventory tracking.
Keep in mind only the 1% 20 characters will be displayed Ao inveron o sds OR set inventory o
on the prlnted I'eCelpt. The deSCI'lpUOH fleld can be used I Praompt for quantity at sale Default quarntity |1
to lookup an item if for some reason the UPC is swe | tewed |
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unreadable. For this reason, we recommend that at least the beginning of the description is
exactly as shown on the product itself. This will greatly aid in speed of product lookup when
necessary. Use the vendor fields to track the vendor and vendor number being used for this item
to make it easier to re-order inventory. If you wish to track the purchase price, enter it. The
purchase price * the quantity on hand will be used on the inventory reports to show you the total
cost of goods on hand. Enter the selling price for this item. This is the price that POS will use
when ringing up an item. If the item has a variable price (ie fuel), you can leave the price empty.
If you leave the price empty, then at checkout, the employee running the POS system will be
prompted to enter the price. Next enter the Qty Order Point. This is the point that flags you it is
time to re-order. When the inventory drops below this amount, it will be flagged as low
inventory and will show up on the list and reports of items with low inventory. If you do not
want to track inventory on an item, enter —1 and the item will not show on inventory reports.
Lastly, enter the number of items you want to add into inventory or enter the total inventory level
that you want this item set to. Press Save to save your changes and add the items into your
product list and inventory. The form will clear and immediately be ready to enter a new item.
Repeat the process for each new product you wish to enter. When done select Cancel.

Fuel Items: CampWorks POS has a special provision for fuel items. If the item is a type of fuel,
then check the fuel item box. When a new Fuel Item is purchased, POS will ask the user to enter
the total fuel sale as observed by the pump readout. POS will calculate the gallons sold and print
this on the receipt with the price per gallon. The gallons are also subtracted from your fuel
inventory so you can make sure you are keeping tabs on the total fuel sold when you might need
to reorder, and detect potential theft.

To Delete an item, just select the item in the product list and press delete. The item and all
inventory will be deleted.
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Using CampWorks POS

Ring Up T Inventary Manager T Cash Drawer Manager T Sale Manager T POS Setup ]

Selected ltems: Total Sale:
{F4} for multiple quantity scan [press before scanning item] ESC to cancel

SkU Description Category Gty | Price Ea. Sub Total ~ O O O
L]

{F2} {F3} {F12}
General :
M il = | NoSale |
{F7} Ll
Transaction Summary:
Total tems: $0.00
Taotal Discounts: $0.00
Subtotal: $0.00
Tax: $0.00
Total Sale: $0.00

{Delete} {Shift + Delete} ™ Overide current date with this date / time

Remave ltem Clear &l | |og/242m9 ~| [1:3486PM - {Fa}

Employee: Ashley Lag OFf
‘wiorking 1:41 PM
Logging On / Off

CW POS will automatically prompt for a logon on startup or if automatic log off is enabled and
the timer specified for automatic log off in setup has expired. Enter a valid employee code to
gain entry into CW POS. Depending on the user’s access level, the appropriate tabs are
available. The employee’s name who is currently logged on is displayed in the lower right hand
corner. To log off, just press the log off button in the far lower right hand corner or press the F5
key.

Sale Ring Up
To ring up a sale, select the Ring Up tab. If logged in as a user, this is the only tab visible.

Scanning or Entering Items:

To enter an item, simply scan the first item with the bar code scanner. The item should
automatically appear in the selected items list. You can also manually enter a number by just
typing in the number and pressing the enter key. To enter multiple quantities of an item, press
the F4 button, enter the quantity, then scan the item.
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Looking Up an Item:
If the item does not have a bar
code and you need to manually ‘aProduct Lookup B=1ES

look it up, you can press the Find Cotegory  |ENEE
Item button or press the F3 key _ _
Click column header ta sort. Select column and start bpping to search.
on your keyboard SkL Categary Drescription -~
043032006107 Household ltems Surrize Paper Towels
Use the pull down menu to select 051131535817 Household ltems 3t Duct Tape 10pd
075877116499 Pest Contral Fly Swatters
839294001505 Perzonal Hygiene Products  %-Scape Body Washy/Tidal Blast
a Category .tO l:larrow your 839254001550 Personal Hygiene Products  %-Scape Body Wash/lcy Summit
SearCh. Cllelng on eaCh Column 833234001 307 Personal Hygiene Products  Herbal Extracts Shampooddry hair
. . . 839254001338 Personal Hygiene Products  Herbal Extracts Shampoo/Calor Treated Hair
headlng Wlll Sort the ltems by 795144280363 Personal Hygiene Products  Body Scrub/Lavender
3 3 75144280318 Personal Hygiene Products  Body Scrub/Melon
that COlumn' Typlng lettjcrs Wlu 1E0O0502758 Shack Foods Canibou Coffee - Chocolate Mocha
search the column you clicked 780707901120 First Aid Pain Relef Patch
on for thOSC lettel‘s For example FalF0ramo First Aid B andage Family Pack.
. 70707901144 First &id Kids Bandage
tO flnd an ltem named “Tlre Fa0F0rAM 019 F?rst A?d B.aby ;Iea.ning Cloths
. . vy . cers s 092265221068 First Aid Firgt Aid Kit
Shine Wipes” start typing “tire 808629070330 Hausehald ltems Air Freshener/bathroom
- 208829070057 Houzehold [tems Air Freshener Y anilla
on your keyboard and the grid 802829070118 Househald tems Air Freshenet/Flomantic Garden
will automaticauy scroll to the 808829070095 Househgldltems Air Fles.hener.a".&nti-Tobacco
f_ t t . th t t rt TRO70783 205 Automotive Tire Shine Wipes
1rst 1tem 1n the category starting 721003208742 Househald Items Diustpan
: gt 99 039553010004 Housgehold Iterns Angle Broom
Wlth tire™. If you delay to long F21003112025 Laundry lterns Laundry Bag
in between keystrokes the grid §11352335100 Household lterms CD Case
. . . 025734330056 Camping Accessones Big Stick Hot Dog Fork.
Wlll thlnk you arc Startlng OVver. o0z Firewood Firewood Bundle w
. . Ok | Cancel |
Once you have found the item in

the grid, double click it with
your mouse or single click it and press OK to enter the item into the Selected Items list for ring

up.

Removing Items:

To remove an item from the Selected Items list, just select it and press the Remove Item button
or press the Delete key on your keyboard. To clear the entire list, select Clear All or press the
Shift and Delete keys at the same time to clear the list.

Tppling Dlscouns
. . Add Discount @
There are 2 types of discounts that can be entered: Line

Item Discounts and Total Sale or Overall Discounts. Desarption:

|Air Freshener/bathroom

If you want to enter a discount that is specific to a particular e

item, click on the item in the Selected Items grid and then | Household lems [
press the Line Item Discount or press F7 on your keyboard. Dl

The form to the right will display. You can modify the @ Percentage

description of the discount and the amount as a percentage boowrt: | %

or fixed dollar amount. An example of this type of discount © Dollar Amount

is a clearance items sale. Anything marked clearance is

50% off of the lowest ticketed price. You put clearance tags

on anything you want to get this sale. When the employee w [l
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scans the item and sees the clearance tag, they click on the item, line item discount and type 50%

Note that if Line Item Discount is selected without first selecting an item in the grid, the
description will be blank and a percentage will not be available, since no item was selected. In
this case you can only enter a fixed dollar amount discount. This is useful if you just want to
give the customer a fixed dollar amount discount for the sale.

To enter a total sale or overall discount, select the checkbox next to the Overall Discount text on
the right side of the ring up screen. Enter the percentage of the discount. The discount will be
applied across the entire sale and calculated into the discount amount.

For security on user level discounts see the setup information on users & discount authorization
earlier in this manual.

Entering/Processing Payments:

Now that the items are scanned and discounts have been applied, you are ready to accept the
customer’s payment. Click on the green Enter Payment/Credit button. The Finalize Sale screen
will appear. First enter the amount being tendered. You can either manually type this amount or
click on the buttons below to enter the correct amount. Clicking on one of the dollar amounts
will add that amount into the tendered box. Clicking on the amount again will add that amount
to the tendered amount. For example: If the customer gives you 2 $20 bills, you could click the
$20 button twice. Clicking on Full will put in the exact amount due. If this is a credit card
transaction, you can skip this step and just press the credit card icon to the right. The amount
tendered will automatically be filled in with the total sale amount.

r
|ﬂ|_|| Finalize Sale

Total Sale: Fayment:
7 R &%
vu o Sy
@
Tendered: * Cash{Check Cash Type: Cash -

" Credit Card CheckiMO Number:
$ 5 & Debit Card

= =T
Change Due: $3.03 _

Charge To _
Reservation

$1 ‘ 15 ‘ $1n| 120 ‘ mn‘ Ful
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Guest Selection El

SeleCtlng Cha‘rge TO Reservatlon’ WIll brlng Select the reservation/site to charge to.
up a SeleCtlon IISt Of Currently CheCked ln Click an a column heading to sort the guests by that column.
reservations. To find the correct reservation, L T
you can click on the heading of each column T T
to sort the reservations by that column. Start 5| (A [ShepseraSaveana Soananb SC
. 54 3009 M/A Edmunds Ed & Pat Leoma ™
typlng to SearCh that COlumn fOI‘ the correct 2% 3010 N/A Patker  Lene & Mi Grand Isla FL
. Pl 301 N/A Potter George & | Sarasota FL
guest. Once you find the correct guest, T e e il
double left click with your mouse or highlight | & 5 e feeerer Sontie EroakaviblFE
it and press OK. You will be asked if you are | 2 s Wa oo wakise halogh
. . Ll 309 MN/A Adams Charles & Arnoldsvill GA
sure this is what you want to do. After o 3 WA Bomes  Ama Condier _ NC
. . . 37 3021 M/A McClure  Dennis & [ Weavervil NC
answering yes, a line will appear on the W T WA e lemmel e B
finalize sale screen indicating that this sale % NG WA Pe e Tovaes L 2
will be charged to reservation XXX. Also a | caed |

cancel button will appear next to this text. If
you wish to cancel charging and/or want to charge to a different reservation, press cancel and
repeat the process for a different reservation.

Next click on the icon of the appropriate currency below the sale amount (Cash, Check, or Credit
Card). Cash is the default, so you can skip this step if you are doing a cash sale. For a cash sale,

you can 81mply press the Finalize Sale button to
complete the transaction. For checks, you can enter the — [Hilaaibs

check # if you want to save this information before P . .

. I . ) rocessing Transaction
pressing Finalize Sale. If credit card is selected and you
have payment card processing enabled, a new secure ’““‘h°”2i“§ucuc;'“'°"‘ase
payment processing form will appear to enter the card '
information. After entering/scanning card a Processing o
Transaction screen will appear as the credit card is ol
being approved. If you are not using one of our

integrated payment card processing solutions, you can process the credit card offline and enter
the last 4 digits of the card # into the POS system.

After pressing the Finalize Sale or Process Credit Card button, a text box will appear indicating

how much change is due. The cash drawer should kick open, Retwn [

and lastly, the receipts should print. Your sale is now
complete and CW POS is ready for the next sale. ﬁ;‘;
Opening the Cash Drawer without a Sale: |Er:;?:; -
If you need to open the cash drawer without entering a sale Descigtion
transaction, just click on the No Sale button. The cash t-shit
drawer should kick open. Note that no data is logged to this
event. Amount;

——
Product Returns: Reasan for reture:
To return a product, select the Return Item button or press D fi
F10 on your keyboard. Scan or type the item SKU. Enter a
reason for the return and select whether or not the item

Ok | Cancel
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should be returned to inventory. If you select to return the item to inventory, the inventory count
for that item will be increased by one. Press OK to finish the product return. Select Enter
Payment/Credit. Select the Full amount and the payment method (usually either Cash or Credit)
and finalize the sale.

Reprint Last Receipt:

If you have a printer jam and need to fix the printer and reprint the last receipt, you can do this
by pressing the Reprint Last Receipt button. To reprint an earlier receipt you need to use the
Sales Manager tab.

Management Functions

Voiding a Sale or Reprinting a Receipt using the Sales Manager Tab:
Use the Sale Manager tab to void a sale. You must be logged on with a Manager L2 or
Administrator to have access to this tab.

M visuziworks P.OS. - o x

Ring Up T Inventory Manager T Cash Drawer Manager T Sale Manager T POS Setup ]

— Filter Criteria:

‘® 1 Fe-Frint Fieceipt |
Start Date: |09/24/2019 vl Applied 2 2
i Yoided “oid Recsipt I

End Date: |03/24/2013 'l & Al Un“oid Receipt I <Receipt Previen:
Amaunt | Payment Method ‘ CCH#/Check # | Employes | Woided?
$21.35  MASTERCARD HKRHRKZIET Ashley [} By The Riiver RY Park & Campaiound
$8.54 MASTERCARD WK IIET Ashley O 175 Riiverview Rd.
$21.93  MASTERCARD KRK2IET Ashley O Kemvile, T 78028
09/24/2019 1053394 $2638 MASTERCARD W HIIET Azhley ] Phare: 830-367-5566
Store/Till ID: 1

Employee: Ashley
09/24/2019 10:03:46 &M Receipt #: 5502

Sales Iems:

Dk Grey Camp More T 42000
Sale Total: $2000

Total Tax: $1.35
Purchase Amaount: $20.00
Credit Corrvenience Fee: $0.64
Tatal Amaount: $21.99
Tendered: Credit $21.35
Card #: 2%00{  Swiped
MASTERCARD

Approval Code: PPS469
Trans #: 267485239824

Change: [$0.64)

warking | 1P

You can use the Sale Manager Filter Criteria to narrow down the display of receipts. Use the
start / end dates and/or select Applied, Voided, or All to find receipts. Voided receipts are noted
in red and have a checkbox activated on the right hand side. Use the buttons to void, un-void or
reprint the receipt. Note, when voiding, un-voiding, you will be asked whether the items should
get returned to inventory. If you answer yes, each item in the sale will have the inventory
adjusted by the appropriate amount.
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Managing Inventory using the Inventory Manager Tab:

To adjust inventory or edit product items, use the Inventory Manager tab. You must have
administrator or Manager L2 level access to utilize this function. Through this screen you can
manage your inventory levels and see what products are low on inventory. Select a category or
leave as all. Select out of stock or items under re-order point to see an active list of the product

inventory levels.

Ring Up T Inventory Manager T Cazh Drawer banager T Sale Manager T POS Setup ]
i Allitems
Product Category: [u ~| © Listonly out of stock items A valug of -1 for Oty Order Point wil
ci ™ Ligt only items under re-order point dizable inventorny tracking of that item.
ick column headers to sort.
SKU Category Description Wendar “Wendor lterm Code | Fuel| Purchasze Price| Sell Price | Oty On Hand | Gty Order Paint
0. 951170 Gen Merchandize Countrytime Lemonade O $0.000 $4.490 14 5
110 Gen Merchandise 30 5PF Sunscreen Johngon & JJ12345 O $2.000 $4.500 18 10
1 month showers  Non-T axable 1 manth showers O $0.000 $20.000 1] -1
9421901888121 Gen Merchandise 1x4 Select Pine O $5.000 $6.750 23 10
Aluminum ‘Water Bo  Gen Merchandise Aluminum W ater Bottle Johnzon &.J 123 O $5.840 $10.000 46 ]
Ay G, Life is Bel T-Shits Arry Grn Life is Better Tee Johnzon &J 1M Od $7.180 $20.000 29 0
Beverage Buddee  Gen Merchandise Can cover Johnzon &J O $0.000 $1.990 -1 0
Campfire Tee T-Shirts Carnpfire Tee O $10.870 $8.000 24 0
Coasters Gen Merchandise Coasters O $0.880 $1.500 250 ]
Day Pass MNon-T axable DaylJze Fee - Ages 10and up O $0.000 $5.000 0 -1
Dk. Grey Camp Mor T-Shirts Dk. Grey Camp More Tee O $8.240 $20.000 27 0
Dump Fee Non-Taxable Services  Dump Fee O $0.000 $5.000 1] -1
Diusty Blue Life iz Be T-Shirts Diusty Blue Life iz Better Tee O $7.180 $20.000 28 0
Fu/D12344 Gen Merchandise FirewoodBundle O $0.000 $5.000 13 1
Green Baseball Cap Gen Merchandise Green Baseball Cap O $10.950 $20.000 2 0
Green Camp Maore T T-Shits Green Camp More Tee O $8.240 $20.000 28 0
ICE12345 lce Ice - 10lb Bag O $1.000 $1.500 43 15
Kapak Full Day MNon-T axable Kayak Full Day - 8 hours O $0.000 $40.000 0 -1
K.awak Half Day Mon-T axable K.apak Half Day - 4 hrs. O $0.000 $25.000 1] -1
Laundry Soap Gen Merchandize Laundr Soap - Single Use O $0.000 $0.500 1] 0
Mavwy Life iz Better T T-Shirts Mawy Life iz Better Tee O $7.180 $20.000 29 0
Pink Bazeball Cap  Gen Merchandize Pink Baseball Cap O $10.950 $20.000 1 3
Fed Baseball Cap Gen Merchandise FedLogo Basebal Cap O $10.950 $20.000 2 3
Rust Life is Better T T-Shits Rust Life is Better Tee O $7.180 $20.000 25 10
Sticker Gen Merchandise Sticker O $1.000 $1.000 1 4
Double-Click items to edit.
Add Product Delete
‘working 1241 PM
Edit Inventory Item
If you have received new inventory and wish to add it to the oKL [PPESETTEES3
system. Double click on an item in the grid. The edit .
. A . . . Category: |Gen Merchandise j
inventory item form will display. Enter the new quantity . .
[only first 20 characters appear on receipt]
received into the additional inventory to add box. The Deserpton: [30 SPF Sunscreen

inventory count for this item will be increased by that
amount.

If you just want to reset the inventory to a known level enter
the total inventory in the set inventory to text box.

You can also change any other information including the
item SKU/barcode # on this screen. Click on Save to save
changes.

CampWorks POS Setup & Operation Guide

Feceipt Description: 30 5PF Sunscreen
endor: |J0hnson & Johnzon j
Vendor ltem Code: 112345
[~ Fuel ltem

Purchase Price |2 Qty On Hand
Sell Price: [4.5 18

Gty Order Paint: (10 Enter a -1 to dizable inventory tracking.

Additional inventory to add: OF  zet inventory to:

™ Prompt for quantity at sale

Default quantity |1

Save | Cancel |
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Cash Drawer Manager:

The cash drawer manager helps you keep track of your employee’s transactions in POS and
make sure that your cash drawer stays in balance. The cash drawer manager is only available if
you are logged in as a Manager L.1/2 or an administrator. Each POS station should have been
setup with a different cash drawer name. By selecting the cash drawer from the pull down, you
can see all drawer management functions for each drawer or for all drawers combined.

= = == ey =)
l"-"'" Visualw‘gs EOSa. - . a-' [ NN i. ae = -~
| Ring Up T Irvventory Manager T Cash Drawer Manager T Sale Manager T POS Setup ] |
Manager Transactions: Cash Drawer: IAll LI

Till # Drawer | Transaction Date / Time | Transaction Type | Amourt | Manager | Motes
Front Desk 11/8/201 2 8:39:40 P CashIn $400.00 Ashley Opening

Front Desk 11/8/2012 8:41:25 PM Z-0ut $0.00 Ashley

Save/Delete T tion: _
’7 Till / Drawer: I LI Type: I LI Amount: Motes: I -I
|
Il ‘whorking | 8:44 PM A

To start managing a drawer, select the drawer, select Cash In and enter the amount of cash the
drawer is starting with. Enter any notes and press save. All transactions from this point until Z-
Out will be logged to the drawer and displayed on the Balance Report. If you need to take cash
out of the drawer (to move to another drawer for example), select the drawer, select Cash Out,
enter the amount, notes and Save. Finally, when you are ready to Z-Out (for example end of the
day or end of an employee’s shift) select the drawer, Z-Out, enter notes and press save. POS will
ask if you want to print a balance report. This report will show the amount of currency that
should be in the drawer, transaction totals by employee and all cash in/out management
transactions for POS and reservations. An example of the report is shown below.
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. B3 Report Viewer

[ x @& gl -] [ i «] 1 of1 » M o= [[A T |

Preview |

POS Drawer Balance Report
Cash Drawer: Front Desk
Cash Drawer: Front Desk LastZ-Out Date/ Time: 4/1/2010 12:00:01 AM Current Z-Out Date/Time: 11/8/2012 8:41:25PM

POS Drawer Transaction Totals:
Cazh

Ashle $46.97 $46.97
$46.97 $46.97

Manager Drawer Transactions:

CashDrawer Date / Time Trans Type Amount Manager Notes
Front Desk 11/8/2012 8:39-40Ph CashIn §40000  Ashley Opening
Cash Drawer Manager Transaction Totak: $400.00
ENDING CASHDRAWER TOTALS
Cash: $44697 Check: $0.00 Credit: $0.00 Other: $0.00

Viewing POS Reports:

POS management reports are viewed through the CampWorks Reporting screen. There are
several reports to list inventory, display inventory status, sales, & returns. After the POS module
is installed, you will have a new “POS” category. Select the category and the report that you
want to run. The Accounting Summary and Business Summary reports under financial
reporting will combine all of the POS and CampWorks sales into one report. This is a key
advantage of using the CW POS system along with the CampWorks system. All financial data is
neatly combined together to give you a complete view of your daily operations.

11/18/2022 CampWorks POS Setup & Operation Guide 18



