Taking a payment in POS

7

¢ Accept only credit card
+* No bank to count in the morning/evening
% Market staff will close the laptop at the end of business

1. Collect laptop and key to locked drawer from Market staff and set up at Market Welcome Wagon.
2. Open laptop and turn it on.

3. Login using Market password 2ndstreetSALE! to log into the laptop.

4. Click on Chrome.

5. Click on Emerge

Five Rivers MetroParks

it's pretty quiet here. Invite more peaple to the site
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6. Enter your Username and Password.
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New User? Login Support

* Request Access U ‘ Having issues with the system?
¢ w Submit a ticket:

+ Glossary of Terms Password

Bugs and issues can be sent directly to

support@Emergelnc.com

Please let us know that you are from

Forgot Password? Forgot Usemame? FRMP, which module the bug or issue is
affecting and specific language or screen
captures detailing your bug or issues. A
support person will respond to you ASAP.
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7. Click on ‘Point of Sale’.
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8. Choose a terminal. When you click on ‘Choose Terminal’ the 2" Street Market is the first option. Choose the Market.
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9. If the page asks for starting cash drawer, enter “0”. (We only accept credit.)



10. The POS screen will appear. The screen lists all available items for sale at the Market.

e- & https;//pos.metroparks.org/pos/ v ﬂ O Search...
(il Home & Make Purchase X

Ei‘[ hd L= @ ~ Page v Safety v Tools ~ @'_@ Eg

Previous Transaction: Histary A
SSM Printed | <M plain Tote
Tote
S5MIGrow Pot= S5MGrow Pot- S5M Grow Pot-
Lavender Oregano Thyme
Sell Sell Gift Refund Next v
Membership Certificate Item
H125% v

12:36 PM
211172022

& 48°F Cloudy



11. When conducting a sale, click on the item and then tap credit, we are accepting credit only.
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12. Receive credit card from guest.

13. Swipe the card at the attached reader or enter it manually
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14. Hit charge credit card.



15. Click on ‘Receipt’.
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16. Click on print receipt for a copy if a guest wants one.

@ Make Purchase X +

&« @ Receipt No. #193239[ G... — O X
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Print Receipt Close Window
Duplicate Receipt
2nd Street Market
Five Rivers MetroPark
600 E. Second St.
Dayton, OH 45402
(937) 228-2088

Sales Receipt
Apr 22, 2022 8:49 AM
Receipt #193239
Item Amount
SSM Grow Pot- 279T
Lavender
Subtotal $2.79
Tax $0.21
Total $3.00
Payments
Credit  $3.00
Terminal: 2nd Street Market
(7276)

Sold To: sally leatherman
MaSterCard ****_****_****_0938
EXD: **/****

Transaction Number: 3827930859
Transaction Receipt ID: 08741B

sally leatherman

Close Window

Sell Gift Refund Next
Certificate Item

Previous Transaction: 193239
Change: S 0.00
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17. After printing the receipt click on close window to remove receipt from the screen.
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18. Transaction is complete.

19. If a refund is needed. Click on ‘Refund’ at the bottom of the POS screen.
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20. Click on ‘Refund’, then click on the item being refunded. In this example we are refunding a lavender grow pot.
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21. Then click on ‘Credit’.
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22. You will be asked for the receipt number which is available at the top of the screen if it is the most recent purchase you are
refunding, or if the guest doesn’t have a receipt, you will be given an option to manually look it up once you click on ‘Credit’.
Once you enter the receipt number, click on credit again and the refund is complete.



