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Managing Payment Preferences

On activation of the Micros integration on a GLF. Connect system, you will see new payment
preferences at checkout and via the schedule. These will be:

+ Pay via Credit Card or Cash

This payment preference is intended to be used when a member or guest intends to pay for
their booking at the physical POS location, such as the golf shop. This payment preference
will appear to both Members and Guests

+ Package

This payment preference is intended to be used for members and guests who have a pre-
purchased lesson package which has already been sent and closed out on Micros. The funds
reside on the general ledger balance sheet account until the lesson, or portion of the program
has been provided, to then recognize as EP/Department Revenue. The package is available
as lessons credits in the students account in GLF. and these credits can be applied to their
students booking.

+ Pay Via Member Charge

This payment preference is for Members ONLY. It is intended to be used when a member is
authorizing their member account to be charged for the relevant booking amount. When this
is used, the POS user should not expect the member to come to the physical location to
make payment.

« Pay Via Member Credit Book

This payment preference is for Members ONLY. It is intended to be used when a member is
authorizing their credit book account to be charged for the relevant booking amount. When
this is used, the POS user should not expect the member to come to the physical location to
make payment.

You can manage the specific name of the Pay via Credit Card or Cash payment preference and
the information that appears to users on the checkout screen via the Academy Settings and
Payment Type Settings tab:

\ <« ACADEMY SETTINGS

Payment Mathods:
W Pay Al Acadenmy
Pay via Crodt Card or Cash

Description: 3

W Pay via Credit Bock
Description:
Pay for an your Member Credit Book. Accegpting this

option authonzas your account to be charged for the relevant
imount
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Managing Coach SKU Numbers

To push transactions from GLF. Connect to Micros, these need to be tied to specific coaches
within GLF. In the coach management area, depending on your user access you can add SKU
numbers and edit these for all of your active coaches. First, navigate to Coach Management and
you will see two columns:

+ Player Development Lesson (ACM) or Golf Lesson (Non ACM) SKU
This is to be used for private lessons and is required to be a 3-digit number which is
specific to MICROS billing for the specific instructor.

+ Standardized Programming SKU
This is to be used for group programing and is required to be a 3-digit number which is
specific to MICROS billing for the specific instructor.

K

ACTIVE COACHES INACTIVE COACHES

'WL",J.IM:. kALY

|
I Search Coaches Q
|

entries

Player Development Lesson (ACM) or Golf Standardized
Name Email Phone Lesson (Non ACM) SKU Programming SKU Status  Action

+ & Chase Ford inviledsupporl @gliconnect.com NA 239 310 Active e

~  Andrew
+ & invitedsupport@gfconnect.com NA 238 309 Active e
Magana

Brad
i + a invitedsupport@gliconnectcom  N/A 237 308
McCollum

l Showing 1 1o 3 of 3 entries

L e—

You may also be able to add and edit SKU Numbers when creating a coach or by selecting ‘Set
SKU Number’ from the action icon:

Show[ 10 v‘ entries

Player Development Lesson (ACM) or Golf Standardized
Name Email Phone Lesson (Non ACM) SKU Programming SKU Status  Action

'-[-n lgﬁ\ Chase Ford invitedsupport@glfconnect.com NA 239 View Schedule e

Set Schedule & Pricing

Andrew .
E ' invitedsupport@gliconnectcom  NA 2% Deactivate Coach e
Magana
Reset Password

$ Brad dsupport@glfconn NA 237 Edit User Roles e
I " "
& 1iccolum RSP AL

Profile and Settings

Set SKU Number

I Showing 1 to 3 of 3 entries
Terms & Conditions  Privacy Policy ~ GLF.Connect Privacy Policy |
L eee— N
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Adding a Coach

When a new instructor joins your coaching team, you may also be able to add them to GLF.

Connect and assign the necessary SKU Numbers.

From within the Coach Management screen, the plus icon can be selected in order to add a new

user:

ch Admin~ Students v Store Admin Emails ¥ MyGame+ Book Online

Other Roles °

TR e SR R TR

ALL COACHES

e R SRR e i -

AL AP

Show entries

selopment Lesson (ACM) or Golf Standardized

A pop up will appear and there are several required fields. The SKU numbers need to be added to

the fields that are provided:

Add New
First Name Last Name
User Name Email
Phone # Mobile #

Add Coach SKU Numbers

Player Development Lesson (ACM) Or Standardized Programming SKU
Golf Lesson (Non ACM) SKU

185000 185000
Roles

() Manager Coach [ Proshop

: o \7‘
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Departmental SKU

In the class management feature on GLF, users can allocate a portion of the class price—and the
resulting revenue —for each class session to seven different departments, which are listed below:

Food and Beverage - Non Taxable
Pickleball - Non Taxable

Athletic - Non Taxable

Tennis - Non Taxable

Pool/ Swim - Non Taxable

Retail - Taxable
Payroll/Miscellaneous - Non Taxable

If you need the ability to assign revenue to any of these departments please contact Jennifer
Bermingham on Jennifer.Bermingham@invitedclubs.com.

Finding SKU Number Information

To find the necessary EMC SKU information for each instructor please contact
pointofsale@invitedclubs.com.

Provide each instructors FIRST NAME and LAST NAME, and they will provide the “last 3-digits” of
the EMC SKU for the:

* PLAYER DEVELOPMENT LESSON, and
* STANDARDIZED PROGRAM LESSON SKUs tied to each.

These will be imputed into GLF. Connect for proper integration into the MICROS POS.
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Restricted Access

If you do not have the correct access to perform these actions then you may see a restriction
preventing you from adding coaches via the plus icon or editing SKU numbers via the action
menu icon:

[ I
eve or Golf Lesson Standardized
8 Conchmnagenan - (Non ACM) Programming
€0 ERe= = SKU SKU Status Action
(S8 Connect Marager
Schedule Repats BookingAcmin > Coach Admin = Students 241 VleW SChedUIe e

Set Schedule & Pricing

COACHES

_'"'.‘ 8“ = " '-'Tg—“"** — "‘;\’: 242 Deactivate Coach e

V | ACTIVE COACHES ® INACTIVE COACHES Reset Password
Pl
243 ease contact support to update SKU
numbers
Set SKU Number g
=)
- Prone
USpOrteamOgconmect com 01234 567891 m 309 Actve 9 . '

If you require a new account to be created or to edit a SKU Number within your GLF. Connect
system please contact Jennifer Bermingham on Jennifer.Bermingham®@invitedclubs.com.

Refund Rights

Users can issue refunds for transactions only if they have the appropriate permissions within the
system. These permissions have been granted to individuals at your facility who are responsible
for processing refunds. Users without these permissions can still view the statuses of transactions
for which refunds have been issued, both through the schedule and the Micros Transactions
screen.

If you need the ability to issue refunds on your account, please reach out to Jennifer Bermingham
on Jennifer.Bermingham@invitedclubs.com.
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Micros Transactions Screen

In the manager user role, you can view a screen detailing all transactions that have been pushed
from GLF. to the Micros POS. This screen is intended to help you identify and monitor
transactions in GLF and reconcile these with your micros system. Under Booking Admin, select
‘Micros Transactions’:

Schedule Dashboads Reports »  Bocking Admin v Coach Admin Swudents »  Store Admin - Emails »  Book Online

re——
ez ez loeon e @ (=]

A Pay va Croa

Lesson 810000 3 %
Banune CotorCash  Transs “on
avy Pay via Cras [—

Class $100.00 0 onanes 102202 1omaee @ (=]
Louawbach Cord o Cash v

Parvacun  Overd (@)

BenMorcn  Cass  $10000 @ oawe om0 @ a

On this screen, you can select from the following tabs to then search and filter through
transactions:

* Booking Transactions - These are transactions pushed to Micros from the schedule/
booking system. These will include Private lessons and classes across your various
booking filters/ durations and instructors.

- Lesson Package Transactions - These are transactions pushed to Micros from the
online coaching store and will include lesson package options across your instructors.

* Subscriptions Transactions - These are transactions related to subscriptions created via
the online Coaching Store.

* Refunded Transactions - When a refund request is sent for a transaction, users can
check its status and view further details in this tab.

When searching or filtering transactions, the columns will give you the most important information
relating to that transaction and you can also see the Micros payment status:

Orange - Pushed to Micros

Green - Paid/ Refunded via Micros

Red - Refunded via Micros

IMPORTANT
+ Transactions only appear on this screen when they have been pushed to micros. Therefore

this will include transactions which are Pushed to Micros (orange) or Paid via Micros
(green).
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Push Statuses

There are four color/icon statuses that have been implemented on the GLF. Connect system to
indicate the status of a transaction in GLF. and when it is pushed to Micros. On the GLF. System,
the four colors./icons will be presented as:

Red / Pending Push:
These are bookings such as private lessons, class revenue or class sessions
delivered which have not yet been pushed to Micros.

Orange / Pushed to Micros:

These are bookings or refund requests such as private lessons, class revenue
or class sessions delivered which have been pushed to Micros POS but the
transaction has not yet been closed out. You cannot make any changes to this
transaction in GLF. However users with manager rights can cancel the push.

Green / Closed on Micros:

These are bookings or refunds such as private lessons, class revenue or class
sessions delivered which have been closed out on the Micros POS and GLF.
has retrieved this status. You cannot make any changes to this transaction on
GLF. once it has been closed.

Refund Pushed:

This icon helps users identify the status of transactions for which a refund has
been requested but not yet issued. When a refund is issued, the status of the
initial charge will change to red (Pending Push). If the refund request is
canceled, the initial charge status will revert to green (Closed on Micros).

W noeres x 4+

« c % g - NESE o b @ Fnshwde |

CLASS DETAILS - Total Number of Attendees: 4

Sutve Guide: (@ Ponding Pusn (@) Pushed To Mcros  f), Reund Pushed () Paia Via Micios

Wee  Sootmd  Amews Rovew Push  Paymant  Duiivared Push < CALENDAR QVE:

Emall o Date Pas. wymest Type e Owe Stanse

1102 w50 @

< Tue Feb 28, 2023 >

10z 202004

et ey v Pay via Crec
" o Cash

e mrrgate Py v Crece
10292028 $10000 d 2004
n o Cash

1022024 $100.00
. o Cash

[ ]
[ ]
P — Pay v Crce Card A . °
]

a 1 Pay
e merGBE rozvae 10000 Payvia Crece Card °
" /7 o Cash

Ciass Narms: Game On Golf Experlence Day - Saturday 2nd November Program Type: Game On
Starting At 2pm

Coach: Brad MeCollum Date: 11172024

Start Time: 14:00 End Time: 17:00
Desciption: Game On Golf Experience Day - Saturday 2nd November Starting At 2pm.
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Deferred vs. Non-Deferred Revenue
On the Micros transaction screen within the Booking Transactions Tab, you will see Transaction
type column. This column will display the following two options:

+ Deferred Revenue - This is tied into class bookings or golf lesson packages (advance
payment booking) and the revenue amount that will be transacted and reflected on the
General Ledger Balance Sheet until the class or program has been provided.

* Non-Deferred Revenue - This is either individual private lessons or private lessons or group
class programs redeemed using a package or a class session delivered amount. It is a
transaction where the check has been closed out to the relevant payment type or the funds
have been deducted from the general ledger holding account where fund were originally
deposited at the time of purchase. This is revenue recognized once the service has been
provided.

) Booked
Amount Payment Typ Transaction Type Dat Push Date
ate

Pay via Credit Cal
$50.00 Cash Deferred Revenue 8 02/23/2023 02/23/2023
as!

Pay via Credit Ca¥
$50.00 . Non Deferred Ravenue B 8 02/23/2023 02/23/2023
asl

Pay via Credit Ca¥
$50.00 Cash Nen Deferred Revenue 8 8 02/23/2023 02/23/2023

Non Deferred
Transaction

$91.50 Package 02/09/2023 02/09/2023

$40.00 Pay via Member Ciia Deferred Revenue 8 02/09/2023 02/09/2023

2120 00 Bav via Mamhar Nafarrad Ravanie @ nomamnsa nomnamnoa

On this screen you can view the unique identifier of the transaction in Micros titled as the Check
Number as well as the Micros Transaction 1.D which will appear on the check presentation screen.
You can also view the date the transaction was closed on Micros.

The Check Number will help you tie the specific transaction back to the reporting available in
Micros. You can view important information relating to each transactions on this screen, however
you can also view further information by clicking the action icon on the right hand side of each
transaction row and choose ‘View Details:

Check
Number
P el .. . 60102714
Details
Pushed Status:
Student Name: Booking Type:
Paid via Micros Parkor DoMoss Losson 60102715
Amount: Payment Type:
$100.00 Pay via Credit Card or
Check Number: xu: Fushad Dte:
601 0271 5 185000237 06032023
Pushed Stats: Micros 1.D: .
Pushed to Micros DeMoss, Parker/08:30/561231//2023-
Date Closed on Micros: e
POS Location: Date Closed on Micros:
15/06/2023 o118 WA
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Cancelling a Push

To resolve instances where a transaction has been pushed to Micros incorrectly there is option to
‘Cancel the Push' from the Micros Transactions Screen. This is only available when transactions
have been pushed (Orange) but have not yet been closed on Micros. Pushes for both the lesson,
package or class charge or a refund request can be cancelled.

Coach users are able to cancel the push of a transaction charge via the Mobile Apps and this is
covered in the Coaches Operating Manual. This will “remove” the original transaction “PUSH”
from the MICROS POS “Open Check” screen and pull back into GLF. Connect.

After finding the transactions within the specific tab, navigate to the action menu icon on the right
hand side of each transaction row and select ‘Cancel Push’:

Py ¢ = giconnect comMc ction ® % b @ Fnshupae

Schedule Dashboards Reports»  Booking Admin v  Coach Admin~  Siudests »  Store Admin  Emadls v Book Online

" [ ke s | v Pk rvmacer | st s | ]
.

Status Guide: () Retund Pushed toMicros @) Retunded via Micros

Show | 10 | entrie

Student Name  Bookieg Type  Ameunt  SKU  Mefund Check Nember  Mefund Push Dute  Push Check Number  Rafund Push Status  Action

Emiy Bunger Cass $1000 80 60103408 03124 0103385 View Details e

Cancel Push

Torms & Conditicns  Privacy Policy  GLF.Comaact Privacy Policy

POWERED

v
(84 Connect
COPYRIGHT ©2024 INVITED MICROS TRAINNG

.....

To “Cancel the Push” of a specific transaction, the check should be visible on the Check
Presentation Screen and not an open check. If the check is open, then an error message will
appear on GLF. When attempting to cancel:

Unable to cancel this micros transaction. Please make
sure the check is not a live active check in the check
presentation area on the POS.
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The check should appear as per the below image for it to be cancelled:

Cash 1333

Member Lookup
Form

L e— T

After selecting the option to ‘Cancel the Push’, a success message should appear and the
transaction should disappear from the check presentation screen on the POS and the status
return to Pending Push (Red) in the schedule view on GLF. The transaction will also be removed
from the Micros Transactions screen:

Member Lookup
Form

Micros transaction has been cancelled
successfully.

ember Additional Info

IMPORTANT

It is vital that any transactions which have been sent to Micros from GLF. That then
need to be voided out, for example due to an incorrect price are CANCELLED
from GLF.

Voided transactions in Micros, and changes to prices of transactions sent from

GLF., will be reflected to GLF, however this is not best practice guidance.
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Processing Refunds

Refundable Transactions

Users with the appropriate refund rights can process refund checks for the following transactions
directly at the POS:

Private Lesson Charge: This applies to any one-on-one booking, such as club fittings or
private lessons. The initial charge for the lesson is eligible for a refund.

Class Revenue Charge: This refers to the initial revenue charge for a class booking. A
refund can be issued only if the session amount for the class has not yet been closed on
the POS.

Un-used Lesson Package Charge: This charge pertains to a lesson package purchased
via the Coaching Store, where the lesson credits included in the package have not been
used.

Partially Used Lesson Package Charge: This is the initial charge for a lesson package
from the Coaching Store where some lesson credits have been used. The remaining
credits will be refunded.

Refunded Transactions Tab on Micros Transactions

The Micros Transactions Screen serves as the central hub for tracking the status of transactions
pushed to the POS, including refunds. Several actions can be performed, displaying important
information that allows users to monitor the status of refunds and access additional details. The
main features include:

Refund Status Column: A "Refund Status" column is visible on the booking, lesson
package, and subscription tabs. This column displays the traffic light status of each
transaction regarding any refunds issued. It will be blank when a refund has not been
requested, orange when a refund request has been pushed, and green when the refund
has been issued.

Booking Transac tion Chack Booked Push Ratund
Amount  Payment Type SKU Push Date
Type Type Number Date Status  Status

PayviaCredt  NonDelered ®

$100.00 85000237  EDI03382 10207024 1022024

Detamed

Clazs $100.00 200 0103263 10262024 10282024

via Cradit Datarrsd
Class $100.00 800 60103384 102072024 10202024
Ca as Hevere

Pay va Credit Deferred
L " Class $100.00 800 0103335 1029/2024 10292024
Card cr Cash Revenus

Nan Daterred
Lesson $130.00 Mamber 185000253 601422858 @21/2024 10102024
Hevere

hon Deferred
Lasson $175.00 Mamber 1es00c2s9  Bon79ss  ceniznze  avazzs (@)
Rewverse
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* Refund Menu Option: Users with the appropriate rights can now initiate a refund for the
initial charge directly from any of the tabs using the action menu option:

Show | 10 v| entries

Check Booked Push Refund
Push Date Action
Number Date Status Status
60103382  10/29/2024  10/29/2024 View Details e
Refund
60103383  10/29/2024  10/29/2024 [ ) e
60103384  10/29/2024  10/29/2024 o e

* Refunded Transactions Tab: When a refund request is sent for a transaction, users can
check its status and view further details in the Refunded Transactions Tab. This tab
provides key information, such as the refund check number, the original push check
number, the traffic light status, and the refund push date. Users can also cancel the refund
request and view additional details related to both the refund and the original charge via
the action menu icon:

B o T x +

' e = stranng.gifccrrect. MMicrosTranzaction e fr & @  FAnsnupcate

[ %1 Rankmarcs

Schedule Dashboarde Heports v Booking Admin v Coach Admin~  Students »  Store Admin  Emalls »  Book Online

MICROS TRANSACTIONS

REEEERR  Cloar Fitar T

Status Guide: (@) Refund Pusned to Micos () Refurded via Micras

ow | 10 entrias

StudentMame  Booking Type  Amount  SKU  Refund Check Number  Refund Push Date  Push Check Number  Refund Push Status  Action

miy Bungar Chas s10000 80 B340 0 £0103385 ®

Torms & Conditions  Privacy Policy  GLF.Connact Privacy Policy
POVIERED BY
(]84 Connect

COPYRIGHT 22024 INVITED MICROS TRANING

Refund Restrictions
Certain system restrictions prevent refunds from being issued. These include:

+ Closed on Micros: Refunds can only be issued for transactions with a Closed on Micros
(green) status.

* Undelivered Class Revenue Only: Refunds can only be issued for class revenue
transactions, meaning the initial charge for a class when the delivered status for any
sessions has not yet been pushed. Once the delivered checks are pushed to the POS and
funds are deducted from the Balance Sheet Account, a refund cannot be issued.
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Issuing a Private Lesson Refund

Refunds can be issued for Private Lesson transactions via the Schedule View or the Micros
Transactions screen:

Step 1: Push Refund - From the Lesson Details Screen, accessible via the schedule or from
the action menu icon on the Booking Transactions tab for the relevant lesson, you can

select the Refund button:

oHcomnect _Nos

Lesson Details

Student Name: Aaron Blinstrub
Lesson Date: 107282024
Lesson Start Time: 1200
Lesson End Time: 13.00
Lesson Type: Private Lessons
Lesson Booked On: 10262024

\wsasoipt;

Abigail
Deringuez

Mobdile

Payment Type: Pay Via Credt Card Or ¢
Cash

Payment Status. Paid Via Micros

Price: $100.00

Internsl Notes
Checked In

e b @ Frwhupdem |

[ M Seckmarks

& @ rnshupdate §

Pay via

Non Deferred
Lesson $175.00 Mambear
Aevenus
Charga
Pay via
...... cinnn e Nen Gt

o %
Show| 10 v entries

Baoked Push  Rafund
Push Date Action

Date Staws  Status
102372024 10292024 \jew Detalls e

Refund

tozazea  tonezes @ e
zaees  tozses (@) e
1022024 1022024 (@) [} e
wezizoes  1onozees (@) e
185000259 €0117956 02212024 toveaces (@) e
rannin  eniisens  ammimens  aAmemnns - ~

Step 2: Confirmation - If the push is successful, you will see a success alert, and the
booking will turn orange in the Schedule View. At this point, you cannot amend the booking,
and the refund transaction will need to be closed on Micros by the Point of Sale user:

W s

Refund Request Sent!

Refund request successfully pushed
1o Micros. You can view the status and

cancel this push from the Refunded

Transactions tab.

© 2024 Orbis Golf
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The Refund Status in the Refund Status column will be updated to orange on the Micros
Transactions screen in the Bookings Transactions tab and show in orange on the schedule.
Users will also be able to review the refund pushed status iconon top of the booking. The
refund check information and additional details in the Refunded Transactions tab:

B e Yasacsons

« Tt vReEmCOsTaNNg gRONet COMMGC OSMECIOSTTaSacton o L@ rostwen !

82
o

e

Details

Stadont Name: Booking Typs:

Aaron Blnstn Lesson

Gross Amourt Pagrant Type:

$100.00 Pay via Crodit Card or Cash

SKU Pushed Date:

185000237 10292024

Pushed Saus Micros 1.0

Fefurd Pushed to Micros Blinstrud, Aaon/) 2:00 809797112024
029

Check Numoer POS Locaion:

60153382 01119

Date Closad on Micros:

10292024

Stadent Name. Booking Typs
Aaron Blnstrn Losson

Rafurd Amount Payment Typa:
$-10000 Pary via Crodit Card or Cash

SKU. Retng Pusted Die
105200257 1001/2024

Paturd Pested Status: Micros 1.0
Daturded via micros Blinstrub, Asron/1 2:

Step 3 - Close Refund Out on Micros - Once the refund transaction check appears on
Micros, the user will need to note the Payment Preference displayed on the check, which
will be the same as the original charge, and process accordingly. These will be:

* Refund via Credit Card or Cash - You should refund the student’s credit card or issue a
cash refund. The student will need to visit the POS location at your club with their physical
card.

* Refund via Member Charge - You should not expect the member to come into the golf
shop to receive the refund; instead, you should refund to Member Charge.

* Refund Via Credit Book - You should not expect the member to come into the golf shop
to receive the refund; instead, you should refund to Credit Book.

Open Check ‘ Services & Fees Merchandise Packages

DeMoss, Parker/10:30 Default iy coiosse:

GSTO
GLF. Connect 10/23/2024 9:47 AM

1 Player Development 1 - -100 ~
Brad McCollum
Refund via Cre[jrjt Card or Cash

Member Lookup

Apply Form

Loyalty
Programs

Member
Charge

Member Additional Info
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After the refund check is tendered on Micros, the status of the booking on the schedule in
GLF will be updated to Pending Push (red), allowing the users to re-push or remove the

booking:

q

o
T AN

1215

Adhoc Bookirg

1:45

12:00

1215

12:30

12:45

13:00

s
@

1316

|
S
.

15:00

The Refund Status will be updated to green on the Booking Transactions tab in the Micros
Transactions screen, and the Booking Type will show as (Refunded):

suead

Show | 10 v| entries

Check Booked Push Refund
SKU Push Date Action

Number Date Status Status
5000237 60103412  10/29/2024  10/31/2024 . e
5000237 60103382  10/29/2024  10/29/2024 (] O e
800 60103383  10/29/2024  10/29/2024 . e
Qnn AN1Nn22aA4 1n/2a/2°n24 1n/maQ/2°n24 - - g
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Users will also be able to review the Refund Check information and additional details in the
Refunded Transactions tab:

M ticros Transactions x + v
<« cC % crostrain com/M ansaction ®e W S, o Finish update

£ All Bookmarks

MICROS TRANSACTIONS

Refund Transactions

Status Guide: . Refund Pushed to Micros . Refunded via Micros
Show | 10 v entries

Student Name Booking Type Refund Check Number Refund Push Date Push Check Number Refund Push Status Action

Aaron Blinstrub Lesson 185000237 60103410 10/31/2024 €0103382 .
Emily Bunger 60103408 10/31/2024

Brian Morton 60103411 10/31/2024 0103384

Aaron McCaffity  Store 60103413 10/31/2024 €0103380

110 4 of 4 entries

L 5

Terms & Conditions  Privacy Policy  GLF.Connect Privacy Policy
PCWERED BY:
(/54 Connect

COPYRIGHT ©2024 INVITED MICROS TRAINING
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Issue a Class Revenue Refund

Step 1: Push Refund - Refunds can be issued for class revenue transactions via the Class
Details screen on the Schedule View or the Micros Transactions screen in the Booking
Transactions tab.

+ Selecting a Single Student - To push a refund for a single student, you can select the
Push Refund option in the action icon for any student whose Micros payment status is
green (Paid via Micros) and where the delivered status for each class session is
pending push (red):

Export Attendee

. Pending Push . Pushed To Micros £\ Refund Pushed . Paid Via Micros Push Refund

Push Date Action
Status Status

Revenue Push Payment Delivered Push Checked
yment Type Action
Status Date Status In

10/20/2024 O [ ]

‘ia Credit Card .

or Cash 10/20/2024 ‘ Internal Notes e

. 10/29/2024 View Details

P Session Notes
ia Credit Car Refund
or Cash Wl . Close & Push

10/29/2024 .
Refund Revenue
10/29/2024 -

or Cash ‘

10/29/2024 [ ) [ ]
ia Credit Card
or Cash

o
ia Credit Card A
o

O 0O

10/10/2024
venue - .

O 0 0 0 O

Deferred - -

+ Selecting Multiple Students - Multiple students can be selected using the checkbox
on the left-hand side of each student, and then selecting Refund Revenue from the
dropdown:

CLASS DETAILS - Total Number of Attendees: 4

Send Message to Attendees

v Push Revenue Status Guide: . Pending Push ‘ F
Refund Revenue

Close and Push Mobile Booked Amount Revenue F
[ Player Email X Payment Type
No Date Paid Status
Abb invitedtraining @trai Pay via Credit Card
[ ] y ning 10/20/2024  $100.00 Y O
Lauterbach ni... or Cash
invitedtraining @trai Pay via Credit Card
M Brian Morton N 10/29/2024  $100.00 J O
ni... or Cash
_ invitedtraining @trai Pay via Credit Card
Emily Bunger ) 10/28/2024 $100.00 A
ni... or Cash
invitedtraining @trai $100.00 Pay via Credit Card
Jason Aster _ 10/28/2024 [ ]
ni... V4 or Cash
Class Name: Game On Golf Experience Day - Saturday 2nd November Program Type: Game
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Step 2: Confirmation - If the push is successful, you will see a success alert, and the
revenue push status will change to Refund Pushed on the Class Details screen:

——————

Refund Request Sent!

Ciass Name: Game On Golf Experience Day - Satarday 2nd November
Starting At 2pm.

¢ McColum

> 14:00

escipton. Game On Gelf Experience Day - Saturday 2v¢ Novener Starting Al 2pm.

. Pending Push . Pushed To Micros A Refun

LTy Revenue Push Payment Deliv
n
pe Status Date ]
>redit Card
10/29/2024
Cash ‘
>redit Card
A 10/29/2024
Cash
>redit Card
A 10/29/2024
Cash
= = b= =
— rous ray-werCredit Card
10/29/2024 Y ()
Vd or Cash

Day - Saturday 2nd November

Program Type: Game On

The Refund Status in the Refund Status column will be updated to orange on the Micros
Transactions screen in the Booking Transactions tab for the deferred revenue charge.
Users will also be able to review the refund check information and additional details in the

Refunded Transactions tab:

Amount

$10000 185000237

$-100.00

$100.00

Torms & Cosditions  Privacy Policy  GLF.Conmeot Privecy Policy

COPYRIGHT ©2024 INVITED MICROS TRANING

© 2024 Orbis Golf

Push Refund
Status Status
View Details
Cancel Push .
POWERED BY Conmct 124 .
800 60103385 0r20/2024 1oz (@)
185000263 60142288  02/21/2024  10/10/2024 O
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Step 3: Close Refund Out on Micros - Once the refund transaction check appears on
Micros, the user will need to note the Payment Preference displayed on the check, which
will be the same as the original charge, and process accordingly. This will be:

* Refund via Credit Card or Cash - You should refund the student’s credit card or issue
a cash refund. The student will need to visit the POS location at your club with their
physical card.

* Refund via Member Charge - You should not expect the member to come into the
golf shop to receive the refund; instead, you should refund to Member Charge.

* Refund Via Credit Book - You should not expect the member to come into the golf
shop to receive the refund; instead, you should refund to Credit Book.

Pick Up Check 60103243

Open Check Services & Fees Merchandise Packages Voucher

DeMoss, Parker/65210 Default L'/

CHK 6010324

P e e ASR0 |
GLF. Connect 10/23/2028 9:48 AM 1”1 60103243

Golf Package p. -50.00 * GLF. Connect
I Refund via Crédit Card or Cash IAA

9:48 AM $ -50.0¢

Member Lookup
Apply Form

Loyalty
Programs

Member
Charge

Member Additional Info

After the refund check is tendered on Micros, the status of the booking on the Class Details
pop-up via the schedule in GLF will be updated to Pending Push (red), allowing the users to
re-push or remove the student from the class:

CLASS DETAILS - Total Number of Attendees: 4 X
Send Message to Attendees
Push Revenue V] Status Guide: . Pending Push . Pushed To Micros £} Refund Pushed . Paid Via Micros
Mobile Booked Amount Revenue Push Payment Delivered Push Checked
Player Name Player Email Payment Type Action
No Date Paid Status Date Status In
Abby invitedtraining @trai Pay via Credit Card
Y fnvteciraining @irel 102012024 $100.00 Ay via Credi (@) 10/20/2024 [ ] 0 e
Lauterbach ni... or Cash
invitedtraining @trai $100.00  Pay via Credit Card
BranMorton o gl 10/29/2024 AR [ ] = [ ) 0 e
ni... & or Cash
invitedtraining@trai $100.00 Pay via Credit Card
Emily Bunger 10/29/2024 - 0 e
Sdma Ni... &S or Cash . .
invitedtraining@trai 100.00 P Credit Card
JasonAster oo ranngEEl iozomes  © SRS [ ) = o 0 e
ni.. Vs or Cash
Class Name: Game On Golf Experience Day - Saturday 2nd November Program Type: Game On

Ctactiom AL B
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The Refund Status will be updated to green on the Booking Transactions tab in the Micros
Transactions screen, and the Booking Type will show the text Refunded in brackets:

Laserbach wiass ey or Cash Fevenve v v russse Iemever  rwiemaveT - 1=
Class- Pay via Cradit Deferred
Brian Morton $100.00 800 60103384 10/29/2024 10/29/2024 . . e
Refunded Card or Cash Revenue
Emily Class- Pay via Credit Deferred
4 $100.00 Y 800 0103285 10202024 002024 () [ ] e
Bunger Refunded Card or Cash Revenue
Aaron — Pay via Credit Deferred S e - y_%

Users will also be able to review the Refund Check information and additional details in the
Refunded Transactions tab:

Show| 10 v|entries

Student Name Booking Type Amount SKU Refund Check Number Refund Push Date Push Check Number Refund Push Status Action

Aaron Blinstrub Lesscn §-100.00 185000237 60103410 10/31/2024 60103382 . e

Emily Bunger Class $-100.00 800 60103408 103172024 60103385 View Details e

Brian Morton Class §-100.00 800 60103411 10/31/2024 60103384 . e

Details
Student Name: Booking Type:
Emily Bunger Class
Refund Amount: Payment Type:
$-100.00 Pay via Credit Card or Cash
SKU: Refund Pushed Date:
800 10/31/2024
Refund Pushed Status: Micros 1.D:
Closed Bunger, Emily/1087759/C/2024-11-01
Refund Check Number: POS Location:
60103408 91119

Date Refund Closed on Micros:
10/31/2024

View Linked Check v

IMPORTANT

+  When refunding class revenue, the funds originally charged sit on the general
ledger and therefore when the refunds is issued the funds are automatically pulled

off the general ledger.

Refunds can only be issued for class revenue transactions, meaning the initial
charge for a class when the delivered status for any sessions has not yet been
pushed.
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Issuing a Lesson Package Refund Partial and Un-Used

Refunds can be issued for unused Lesson Packages where the lesson credits included in the
package have not been utilized, as well as for partially used Lesson Package charges where some
lesson credits have been used. The remaining credits will be refunded.

Step 1 - Select the Package - Issuing a refund for a Lesson Package can be completed via
the Academy Credits screen in the Manager user role or the Lesson Package tab from the
Micros Transactions screen:

Package . Lesson .
Purchase Date Expiry Date Coach . Balance Action
Name Credits
2 Month
Bronze Brad
02/07/2023 Not Set 360 60.00 e
Program - 6 McCollum

Hours

3 Month Silver
Brad

Program - 10 10/29/2024 01/29/2025 - Edit Purchase Date e
Hours
Edit Expiry Date

6 Month Switch Credits
Bronze Brad .
10/29/2024 04/29/2025 View e
Program - 6 McCollum
Hours Deactivate
Refund

NEXT

. . by Status Status
Pay via Credit Brad
$549.00 Y .
Card or Cash McCollum
$899.00 Pay via Credit Brad
' Card or Cash McCollum View Details
Refund
Pay via Credit Brad
$549.00 Y O
Card or Cash McCollum
Pay via
$549.00 Memb Brad O
{ ember
McCollum
Charge
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From the action menu on both screens, click the option Refund. For packages with unused
credits, users will be prompted to confirm the push to the POS. For packages with partially
used credits, users will be informed that only the balance for the remaining unused credits
will be pushed to the Point of Sale:

Refund

Are you sure you want to push a refund for this

transaction to Micros?

B Academy Creans x +
« C % ewiedmicrostrainng gifconnect comyAcademy/AcsdemyVouchers o % @ Foishupsue |

[ A Boskmarks

Would you ike to process with the refund?

Step 2: Confirmation - If the push is successful, you will see a success alert. On the
Academy Credits screen, the Refund push status icon will appear, preventing the user
from performing any further actions. Credits will also be temporarily removed from the
student’s account, preventing them from being applied to bookings:

Lesson

Expiry Date Coach i Balance Action
Refund Request Se Credits
Refund request successfully
to Micros. You can view the st
cancel this push from the Re Not Set Brad 900 A refund h?s been requested f
? " McCollum package. You can view t
Transactions tab. Any previou cancel this push from the
credits will appear in the Usec Transactions Tab in the Micros
tab Transactions Screen.
Brad
OK 01/29/2025 600
McCollum
Brad
04/29/2025 360
McCollum
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The Refund Status in the Refund Status column will be updated to orange on the Micros
Transactions screen in the Lesson Package Transactions tab. Users will also be able to
review the refund check information and additional details in the Refunded Transactions tab:

Processed Push Refund

. Amount Payment Type by Status Status Action
Pay via Credit Brad Show entries
3 $549.00 ]
Card or Cash McCollum
h Check Number Refund Push Status Actior
Pay via Credit Brad
30 99.00
= Card or Cash McCollum . . 60103382 . e
Pay via Credit Brad e 60103385 o e
28 9.00
ot Card or Cash McCollum .
60103384 o e
60103413 10/31/2024 60103380 View Details e

Cancel Push

Step 3 - Close Refund Out on Micros - Once the refund transaction check appears on
Micros, the user will need to note the Payment Preference displayed on the check, which
will be the same as the original charge, and process accordingly. This will be:

Refund via Credit Card or Cash - You should refund the student’s credit card or issue
a cash refund. The student will need to visit the POS location at your club with their
physical card.

Refund via Member Charge - You should not expect the member to come into the
golf shop to receive the refund; instead, you should refund to Member Charge.

Refund Via Credit Book - You should not expect the member to come into the golf
shop to receive the refund; instead, you should refund to Credit Book.

Open Check Services & Fees Merchandise Packages

DeMoss, Parker/60481 Default {ﬁ;{.’;wm

GSTO
GLF. Connect 10/23/2024 949 AM in

Golf Package -600.00 * GLF. Connect
Refund via Credit Card or Cash Member LOOkUp 9:49 AM

Apply s Form
Loyalty

Programs

Member
Charge

Member Additional Info
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After the check is tendered on Micros, the credits will be removed from the students'
accounts and will no longer display on the Academy Credits screen. The Refund Status will
be updated to green on the Lesson Package Transactions tab in the Micros Transactions
screen, and the Booking Type will show the text (Refunded) in brackets:

Store
Student Purchase Check Processed Push Refund
Product Name Coach Order Amount  Payment Type Action
Name Date No. Number by Status Status

8 Month Bronze

Jamie Brad Pay via Credit Brad
Program - 6 102072024 81546  €0103381  $549.00 [ )
Davison McCollum Card or Cash McCollum
Hours
d 3 Month Silver
= Aaron Brad Pay via Credit Brad
Program - 10 102872024 B1645  €0103380  $899.00 [ ] ®
McCaffity McCollum Card or Cash McCollum
Hours
Aaron McCaffity
o B e v  om
PLEASE SELECT THE LESSON PACKAGE BELOW. SELECT THE RADIO ICON AND Lesson Date
COMPLETE YOUR BOOKING BY SELECTING CONFIRM BOOKING. 10/31/2024
Program Type
Private Lessons
Their are no credits available on this le{denls acc?unl! A reffmc may have been requested for Booking Time
any previously available credits. 08:30 - 03:30

Users will also be able to review the Refund Check information and additional details in the
Refunded Transactions tab:

Details

Student Name: Booking Type:
Aaron McCatfity Store

Refund Amount: Payment Type:
$-899.00 Pay via Credit Card or Cash

SKU: Refund Pushed Date:
800 10/31/2024

Refund Pushed Status: Micros 1.D:
Closed McCattity, Aaron/69777/5/2024-10-29

Refund Check Number: POS Location:
60103413 91119

Date Refund Closed on Micros:
10/31/2024

View Linked Check ~

IMPORTANT

+  When refunding lesson packages, the funds originally charged sit on the general
ledger and therefore when the refunds is issued the funds are automatically pulled
off the general ledger.
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Lesson Income Reports

For the Micros integration functionality, updated and enhanced lesson income reports have been
implemented. This includes updating the columns and language used and how group program
delivered amounts display in the Lessons Delivered Reports.

There are five reports available in the Lesson Income Reports screen:

+ Lesson Revenue - This report exports the total revenue amount taken between the
selected date range. It only shows transactions closed on Micros and will include Lesson
Packages, Group Program Revenue, and One to One bookings that are not linked to a
package. This report can be used for daily reconciliation.

+ Lessons Delivered - This report exports a list of all bookings in the schedule within the
selected date range including both private sessions and class sessions. This report will
show every transaction regardless of the Micros push status and in the case of classes,
will show each student registered on a class session and will split the amount based on
the number of sessions within the class and how the revenue is attributed to a coach. It
does not include bookings that were delivered outside of the date range but closed in the
POS within that range and therefore should not be used for payroll purposes.

+ Lesson Packages - This report exports a list of package sales generated within the
selected date range. Only packages closed on Micros will reflect in the Lesson
Package Report. The report will show a count of lessons used, remaining lessons, and
monetary amount remaining. This report can be used for daily reconciliation.

* Lesson Closed on Micros - This report can be generated using the same steps as the
Lesson Delivered Report. However, it differs in that it only shows lessons or class
sessions based on the date they were closed in the POS, not the date they were delivered
in the schedule. This report should be used regularly, ideally on a daily basis, to reconcile
activity between the two systems. This report can be used for daily reconciliation.

+ Refund Report - This report allows users to generate exportable reports using various
filters and across different time periods. When exported, users can view additional
information via two tabs, Lesson Revenue Refunds and Lesson Package Refunds.

1. Select Type
Lesson Revenue @ Lesson Delivered © Lesson Packages @

@ Lessons Closed on Micros @ Refund Report ® Gift Card @
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Setting Up Weekly Lessons Delivered Report

You should ensure as the Manager, that you have setup the Automated Lessons Delivered Weekly
Report. This will send you a Lessons Delivered Report for the past 7-day period across your entire
coaching team.

To do this, navigate to the Reports:

/14/0@ ( Manager

Schedule Reports ¥ Booking Admin v  Coach Admin v  Students

CHOOSE YOUR DATE & TIME

On this screen, at the footer you can setup the automated report by completing the relevant fields
including the time zone, the day and time to receive the report, and the email address the report

should be sent to.

The “Active” checkbox should be checked and finally click save:

Fayiein waw

AUTOMATED WEEKLY REPORT

Time Zone Email Address

© 2024 Orbis Golf 28 of 38



Lesson Revenue Reports

In this exported report, you will each transaction detailed in rows and see the following column
names:

+  Club Name - This is the Academy or Club where the transactions has taken place

*  Club Number - This number represents the club number, N/A entry in this column
identifies that there is no club number associated with the club.

+ Lesson Booked Date - This column provides the date when the transaction is processed
in system.

+ Lesson Date - This is the date of the lesson or class session in the schedule. For classes
with multiple sessions each session will be listed in individual rows across the date range
for the report.

+  Student - First and last name of the student as it appears in the Student profile

+  Membership Number - This is the primary member ID and the family extension ID
separated by -. Blank cell will show for non-members where no primary member or
extension number is added.

+ Username - The username of the player for whom the transaction is processed will
appear in this column.

+  Department - This will display as Golf Programming and Food and Beverage for class
sessions. Food and Beverage will only appear when Food and Beverage is assigned in
the class builder. The price for the class will be split across the departments for each
student.

+ Coach - First and last name of the coach who delivered the session.

+ Lesson Type - This is the name of the main filter in the booking system where the lesson
or class place was booked

+  Program Type - This is the name of the sub-filter or duration for one to one lessons in the
booking system where the lesson or class place was booked

+ Class Name - This is the name given to the class by the manager/coach creating the
class. In the case of one-to-one filters this cell will remain blank.

+  Transaction Type - This column identifies whether the transaction is one-time payment
or a subscription.

+ Lesson Package Description - The name of the purchased store product will appear in
this column.

*  Price - This column shows the full price of the transaction.

+  Discount - This column will hold the discounted amount if a discount is used while
processing the transaction.

+ Date Closed on Micros - This is the date transaction was closed on Micros.

+ Payment Type - The payment type is the payment preference selected by the students,
coach, pro shop or manager user in GLE.Connect.

+ Total Amount - This is the cost of the lesson or class place after any discount codes
have been applied.

+  Subscription Occurrence - This is to identify the number of total and occurred
subscription. This column will only show the value for subscription type transactions
otherwise it will contain N/A.
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Lesson Delivered Reports

In this exported report, you will see the following column names presented individual rows for
each lesson or class session that is delivered in the date range:

Club Name - This is the Academy or Club where the transactions has taken place
Lesson Date - This is the date of the actual lesson or class session in the schedule

Time - This is the start time of the lesson or class session in the schedule.

Student - First and last name of the student as it appears in the Student profile
Membership Number - This is the primary member ID and the family extension ID
separated by -. Blank cell will show for non-members where no primary member or
extension number is added.

Department - This will display as Golf Programming and Food and Beverage for class
sessions. Food and Beverage will only appear when Food and Beverage is assigned in
the class builder.

Coach - First and last name of the coach who delivered the session.

Lesson Type - This is the name of the main filter in the booking system where the lesson
or class place was booked.

Program Type - This is the name of the sub-filter or duration for one to one lessons in the
booking system where the lesson or class place was booked

Class Name - This is the name given to the class by the manager/coach creating the
class. In the case of one-to-one filters this cell will remain blank.

Date Pushed to Micros - This is the date the transaction was pushed to micros and will
show as N/A for transactions pending to to be pushed.

Date Closed on Micros - This is the date transaction appearing in white was closed on
Micros. This will show as N/A for transactions pending to be pushed or pushed to Micros.
Payment Type - The payment type is the payment preference selected by the students,
coach, pro shop, or manager user in GLF.Connect.

Micros Transaction I.D- This is the unique identifier for the transaction in Micros.

Net Amount - This is the amount sent to Micros for the Food and Beverage allocation of
a class session. Sales tax is added on the POS which will then add up to the total amount
Total Amount - This is the cost of the lesson or class place after any discount codes
have been applied.

On this report, transaction rows identified in red are whereby the transaction is pending to be
pushed to Micros. Transactions identified in white are closed on micros and those in orange have
been pushed but not yet been closed:

Pending Push Pushed to Micros : Paid via Micros
Time Student Membership Coach Lesson Type Program Type Class Name Date Pushe
fE— (
] ] [T Nember [} | [ - =
3(10:00~11:00 |Lisa Hendricks Z8763-00 Brad McCollum Private Lesson 60 Minute Private Lesson 02/09,
3[12:00~13:00 |Kaleigh Stephens 28404-05 Brad McCollum Private Lesson 60 Minute Private Lesson 02/07,
211.A0~2.AN Anvem Dlineten =W FouON NN Dead AMArallivm Deivintal acenn EN ARt Deivintal acenn nY no

When using this report, the aim is get all of the transactions to appear white by the time you run
your weekly payroll. This indicates that each transactions has been succesfully Pushed to Micros
and Closed. Transaction rows that appear in red, are yet to be pushed and therefore the
assumption is that they have either not been delivered or they member or guest has not yet paid.
Transactions that are appear in Orange are Pushed to Micros, but the check is waiting to be

closed.
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Lesson Package Reports

In this exported report, you will see the following column names presented in individual rows for
lesson package sale that is processed via the coaching store and closed on Micros:

* Club Name - This is the Academy or Club where the transactions has taken place

*  Club Number - This is the I.D of the club within the GLF. Connect system.

+ Date Closed on Micros - This is the date the lesson package transaction was closed on
Micros.

+ Student - First and last name of the student as it appears in the Student profile

*  Membership Number - This is the primary member ID and the family extension ID
separated by -. Blank cell will show for non-members where no primary member or
extension number is added.

+ Username - The username of the player for whom the transaction is processed will
appear in this column.

+ Coach - Name of coach against whom the package is purchased will appear in case of
customized package, whereas comma separated coaches will appear in case of multiple
coaches and “All Coaches” will appear when the package is associated to all academy
coaches.

* Lesson Type - One to One for one to one package, Group for group credits package and
Multi Program for package builder package

+ Transaction Type - This column identifies whether the transaction is one-time payment or
a subscription.

* Lesson Package Description - The name of the purchased store product will appear in
this column.

* Price - This column contains the full actual price of the transaction. Discounts or gift
cards used will not have any impact on this price.

* Discount - This column contains the discount amount if it is used while processing the
transaction otherwise it will show 0.

* Payment Type - This column refers to the payment preference used while processing the
transaction.

+ Total Amount - The value in this column will be the same as the Price column if no
discount is used against a transaction but it will be different in case of discount.

* Lesson Info - It displays short details of used and available credits for the store
transactions.

* Remaining Lessons - This column specifies the information about store transactions. It
contains unbooked or available credits.

+ Remaining Amount - This is the specific value amount of credits remaining on the lesson
package.

* Package Status - This column holds the status of lesson package transactions. If the
package is active and available for the player to use it will display “Active” status whereas
if the package has been deactivated it will show “Inactive”

* Subscription Occurrence Number - If the package transaction is related to a
subscription it will show the number of occurrences for the specific transaction whereas if
the transaction is not associated with any subscription it will show N/A.

© 2024 Orbis Golf 31 of 38



Lessons Closed on Micros Reports

In this exported report, you will see the following column names presented individual rows for
each lesson or class session that is closed on Micros within the date range:

+  Club Name - This is the Academy or Club where the transactions has taken place

+ Lesson Date - This is the date of the actual lesson or class session in the schedule and
may fall outside of the date range.

+ Time - This is the start time of the lesson or class session in the schedule.

+  Student - First and last name of the student as it appears in the Student profile

+  Membership Number - This is the primary member ID and the family extension ID
separated by a dash. Blank cell will show for non-members where no primary member or
extension number is added.

+  Department - This will display as Golf Programming and Food and Beverage for class
sessions. Food and Beverage will only appear when Food and Beverage is assigned in
the class builder.

+ Coach - First and last name of the coach who delivered the lesson or class session.

+ Lesson Type - This is the name of the main filter in the booking system where the lesson
or class place was booked.

+  Program Type - This is the name of the sub-filter or duration for one to one lessons in the
booking system where the lesson or class place was booked

+ Class Name - This is the name given to the class by the manager/coach creating the
class. In the case of one-to-one filters this cell will remain blank.

+ Date Pushed to Micros - This is the date the transaction was pushed to Micros.

+ Date Closed on Micros - This is the date transaction was closed on Micros.

+  Payment Type - The payment type is the payment preference selected by the students,
coach, pro shop, or manager user in GLF.Connect.

*  Micros Transaction 1.D- This is the unique identifier for the transaction in Micros.

+  Net Amount - This is the amount sent to Micros for the Food and Beverage allocation of
a class session. Sales tax is added on the POS which will then add up to the total amount

+  Total Amount - This is the cost of the lesson or class place after any discount codes
have been applied.

This report only shows lessons or class sessions based on the date they were closed in the POS,
not the date they were delivered in the schedule and therefore all rows appear as white to indicate
the closed on Micros status.

Lessons Closed On Micros Report / 12/01/2024 t0 12/19/2024

P
Club Entity Code Club Name rimary | Extension Member

]
+| Memberr Iy T Caach | ProgamType | progamsubiype | ClasName _Joute Pushedt

brar72 Joentecame NONE NONE A qa coach2
NONE NONE N/A Brad Mecollum
NONE NONE NA qa coach2

NONE INoNE /A Brad Mccollum
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Refund Reports

In this exported report, you will see the following column names presented in individual rows for
Refunds that are processed across the two tabs, Lesson Revenue Refunds and Lesson Package
Refunds:

Lesson Revenue Refunds - This tab will display all of the columns as per the Lesson Revenue
Report related to original revenue charge for classes and lessons. In addition it will include the
following information relating to the Refund Transaction:

Date Refund Closed on Micros - This is the date the refund check was closed on the
Micros POS.

Total Refund Amount - This is total amount that was refunded.

Refund Payment Type - The payment type is the payment preference that was selected
by the students, coach, pro shop or manager user in GLF.Connect when the initial charge
was pushed.

Refund Check Number - This is the 8-digit check number created in Micros for the
refunded transaction.

Lesson Package Refunds - This tab will display all of the columns as per the Lesson Package
Report related to original revenue charge for Lesson Package charges pushed from the Coaching
Store. In addition it will include the following information relating to the Refund Transaction:

Date Refund Closed on Micros - This is the date the refund check was closed on the
Micros POS.

Total Refund Amount - This is total amount that was refunded. In the case of partially
used packages, this is the amount of lesson credits that were un-used on the package
and will therefore differ from the original charge for the package.

Refund Payment Type - The payment type is the payment preference that was selected
by the student, coach, pro shop or manager user in GLF.Connect when the initial charge
was pushed from the Coaching Store.

Refund Check Number - This is the 8-digit check number created in Micros for the
refunded transaction.

?, Accessibility: Good to ¢ I B -
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Running a Lessons Closed on Micros Report for Weekly Payroll

You should be using the Lessons Closed on Micros Report for weekly payroll purposes. This
report will allow you to see all the lessons and class sessions closed by your team within a date
range regardless of the date they appear int he schedule. Follow the steps below to run the
report:

Navigate to Reports from the main menu navigation within the Manager user role and Select
Lessons Delivered Reports:

‘l
1. Select Type - ‘
Lesson Revenue @ Lesson Delivered © Lesson Packages ®
@ Lessons Closed on Micros @ Refund Report ® Gift Card @
.

The ‘Select Income’ option will be pre-selected and you can move to 'Select Coaches’ that
should be included in the exported report. You can use the ‘Select All’ option but this will select all
coaches within your GLF. Connect system including those that have been deactivated. Ensure
you have the correct coaches selected before moving to the next step:

3. Select Coaches

TR Brad McColkm ~ .
¢arch

Searct

Group Programs

B Chase Ford

P E

B Brad McCollum

Next, in the ‘Select Programs’ option, and one again the ‘Select All option can be selected and
individual programs can be de-selected if required. We recommend selecting all to ensure that all
transactions are captured within the report. The Select ‘Payment Type’ step will be subsequently
completed:

5. Select Programs

Private Lesson x Playing Lesson =

Private Lesson in Studio 1 Private Lesson In Studio2 =

Hire Studio 1 = Hire Studio 2 = Assessment =

7. Select Payment Type

@ All Payment Types
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Finally, you need to run the report across the date range required, and when running a report for
the purposes of weekly payroll this should be run Wednesday -Tuesday. Select ‘Date Range’
from the drop down and then select the dates required from the calendar selection.

Finally, hit ‘Run Report’ and the report will be exported to your device for you to review:

Select Time Period

Date Range

Select Report Criteria:
@ Date Closed on Micros

From

$ 12/11/202

4

To

12/17/2024

| K77

You should check the report by Coach using the column header filters to ensure that the Report
balances with your Micros ‘Golf Commission Report’

“"'"EI il

'ﬂv

Onacare

el

Coxh

Club Entity Code |
| Devieams
77771 Devteams

11/27/2024[01:00
11/28/2024[20:00

l!(o&h)

Ll m-mJ ProgramsubType |  ClassName _
‘e
sort

iH

i student 2 [N/A Brad Mecollum 13/
77771 Devteams 11/2872024[02:15 dev 117 False [N/A a3 cosch2 11/
77777 Devteam! 11/28/202400:00 S tews1 False NiA Brad Mecollum 4 ZiD 13/
777 Devteam: 11/28/2024[18:00 dev6sil True NiA = = 13/
777’ Devteam 12/10/2024[00:15 fat 65t False NA devEmgr m By colour:  None e 12/
7 Devteam: 12/10/2024[01:00 w13 |False /A bevBmgr m 12/
= 7 Deviesms 12/10/2024[03:00 store6s13__|False A bevmgr m Filter 13/
7777 Oevieams 12/10/2024]04:00 A Sevimpr m 12/
G777 Davieams sevsmir m RGN None 8 3 12/
77771 Devteams [Athietic Sevimpr m Chooss One e . T 12/
77771 Devteams Food and Beverage Sevimpr m :ug 12/
77777 Devteams Golf Programming |devimpr m (a7 ) & 12/
77777 Devteams 12/10/2024[05:00 Tennis Gevimp m da 12/
7777 Devteamés 12/10/2024[05:00 store 612 |False [Athletic devimgr m dad 12/
7777’ Deviesmé 12/10/2024[05:00 store6s12___|False Food and Beveray devmgr m (Select All) dmd 12/
| SiiE Deviesms 12/10/2024]05:00 a Golf P . devEmgr m Brad Mccollum Sy 12/
%7777 Devieams 12/10/202405:00 Tennis Sevbmar m m = T
7777 Davieams uprpofoe | Brad M collum - = 12/
77777 Oavteams 12M7R02E0100 | % qa coach2 =3 v
77777 Davteams 12/17/2024[01:00 sorceste _|False w| 1
71777 Devteams 12/17/2024|01:00 store Bst6 False devEmgr m s | 12/
Auto Apply —_——
Apply Filter —_

1 |

I 1
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Micros Reports

To ensure we have properly integrated Lesson and Program Revenue into the Micros POS, we
can use the Golf Commission Report to “compare” against what is reflected within GLF. Connect.
The Golf Commission Report is located within Reporting & Analytics. Use your unique provided
Username, Company: (CCU) & Password provided based on your department position at the
club. The report must be opened using the Firefox browser through:

Oracle MICROS Simphony

https://ccrp-ohra-idm.oracleindustry.com/oidc-ui/

ooooooooooo

> This report is found when “selecting” the = P

screen.

from the top left of the log in

X Oracle MICROS Simphony

> Select “Reports and Check Search” and then “Audit & Analysis:

Audit & Analysis

Reports and Check Search

> Select the “Golf Commission Report” from the dropdown options.

> Select “Business Dates” from the top left options and first “Clear Selection” from the
review box on the right. Then select the date, or date range on the calendar to populate
report for this selection.

« To add multiple days, “hold down” the Ctrl Key, and then select all additional days for
report review.

. Then select “RUN” to process report for the desired date or date range.
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https://ccrp-ohra-idm.oracleindustry.com/oidc-ui/

The Golf Commission Report will populate the various instructors who will be tied to the Lesson
Revenue. The “#” to the right of Player Development or Standardized Program is the same “#”

tied to the EP as reflected on the Micros POS Workstation.

This report will also reflect all GLF.Connect “Pushed Checks” that have been “Cancelled”. This

will result in the duplicate check # with a debit and credit total that offset.

This total can be compared to the GLF.Connect Report to ‘confirm’ proper revenue “Pushed/
Integrated” into Micros POS will be booked toward the correct EP and Lesson Revenue for the

department.
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Class Setup Compliance

It is vital that classes are setup correctly prior to transactions being pushed to the Micros POS
from GLF. Connect. As is discussed in the Instructor SOP Manual there are two steps in relation to
classes, including pushing the initial revenue when the class place is to be booked and paid, and
pushing the delivered amounts when each session within the class is delivered.

You team is responsible for ensuring full compliance with how classes are setup in the GLF.
Connect system and that the amounts assigned for the class place and how each class session
delivered is being paid out to instructors is accurate. We have detailed below some important
compliance steps below:

Instructors need to ensure that each class is built correctly into GLF. Connect, including
ensuring the number of sessions within the class is added to the schedule and the price of
the class is setup as per how it is marketed to your members/ guests.

@Only instructors that are delivering class sessions should be assigned to each class session
at Step 3 of the class builder.

@The length of the class session that is being delivered should be inputted accurately into GLF.
Connect to reflect the actual length of class that is being delivered to your members and
guests

@When students register for the class, they should be added to the specific class they are
attending and inputted at the correct price that they are paying for their class place

Znstructors need to ensure that the pro rota function is enabled when building a class if they
are allowing students to book onto classes when class sessions have already been delivered
i.e attending from session 2 if session one has already been delivered. The GLF. Connect
system will automatically calculate the price and add students to the sessions they are
attending

@Prior to pushing the revenue, instructors need to ensure that the price the member or guest is
paying is accurate and make any adjustments prior to the push if you are amending the price
of the booking and how the price may be split across Golf Programming and additional
departments such as Food and Beverage and/or Tennis.

™1t is best practice to push the revenue for a class on the day of the first session. This will help
to avoid any instances of refunds needing to be given in exceptional circumstances.

@When instructors deliver a class session, you should push the delivered amount for each
student if they attend the class.

@Prior to pushing the delivered amounts, it is vital instructors ensure that the revenue for the
class session is assigned correctly to the instructors delivering the class session at Step 3 of
the Class Builder using the percentage option. Revenue can be assigned as follows:

* Percentage Amount - This should be used when class sessions are being delivered by
a single or multiple instructors and when each instructor is receiving a percentage split
of the revenue generated. The percentages assigned should add up to 100%.

“Instructors should only push the delivered amounts when a class session has been delivered

@Once class revenue is pushed, you cannot delete class sessions and if a refund is absolutely
necessary please contact the relevant support teams.

© 2024 Orbis Golf 38 of 38



