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Introduction 
 
This manual will assist you in using the Global Resort Systems Pro Shop Management 
module to its fullest potential.  Topics include how to set up the system, manage 
inventory, perform Point of Sale functions, and run reports. 
 
Computer Operation 
 
This manual assumes the user is fluent in his or her version of Microsoft Windows, and 
the operation of his or her computer.  All Global Resort Systems programs are designed 
for Microsoft Windows and make extensive use of the mouse for navigation.  The user is 
responsible for backing up all data.  Backups are very important.  Computers were 
designed and built by man, and at some time, everything man makes will break.  You 
must be prepared. 
 
Calendars 
 
Some programs display a calendar for the user to enter date information. 
 

 
 
To change to a previous month, click on <=.  To move forward a month, click on =>.  To 
select a day, simply double click on the desired date. 
 
Touch Screen Operation 
 
Some users have the luxury of a touch window interface.  The touch window works just 
like your mouse.  Touching the window at a certain location has the same effect as 
clicking the location with your mouse. 
 
Bar Codes 
 
Some users have the luxury of a bar code reader interface.   Just shoot the bar code to 
input the information.  Typically, the reader will beep on a successful read.  Bar codes 
can be printed on dedicated bar code printers, or generic inkjet or laser printers.   
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Setting up the System 
 
Typically, a Global Resort Systems representative will install and assist you in setting up 
your system.  Before setting up the system, you must decide your inventory categories, 
revenue categories, and what payment methods you will allow.  The typical sequence is: 
 
 Setup Sales Codes 
 Setup Payment Codes 
 Setup Tax Information 
 Setup Inventory 
  
Using the System 
 
Day to day use of the system includes: 
 
 Maintaining Inventory Information 
 Point of Sale            
 Printing Revenue Reports 
 Clearing Daily Totals 
 
Periodically the user will: 
 
 Run Inventory Reports 
 Clear Month Totals 
 Clear Year Totals  
 
The following pages describe the programs used for each function. 
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System Menu 
 
All member functions are accessed via the Global Resort Systems System Menu.  The 
icon for the System Menu should be available on your desktop.  Just double click the icon 
to start the menu.  First, the login window is displayed: 
 

 
 
Both the user name and password are case sensitive.  After a successful login, the System 
Menu is displayed: 
 

 
 
All POS functions are accessed from the Point of Sale option on the menu bar.  Just click 
on Point of Sale to see your options.  The system administrator can allow or deny access 
to each program and report.  If options are ghosted out on your menu, then the 
administrator has denied you access to the function. 
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Point of Sale 
 
To initiate Point of Sale functions, click on Point of Sale, then Point of Sale Posting from 
the System Menu.  The following window will be displayed: 
 
 

 
 
The program will initialize with the computer’s system date shown in the Charge Date 
field.  If your computer date is incorrect, then click on change date to correct the Charge 
Date.  This will not reset your computer’s date.  Refer to Windows help on setting your 
system date.   Depending on your configuration, you will either see a Members or Players 
button.  If the Members button is displayed, your system is configured to allow one 
member per ticket.  If the Players button is displayed, then your system allows multiple 
players to be on each ticket. 
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Players   
 
The Players button displays the following window.   
 

 
 
The user can either enter a member number manually or clicking on the … button 
displays a list of members to choose from. 
 
Use member PUB for the general public.  You can the enter the name manually. 
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Members Lookup 
 

 
 
 
Simply click on the member’s name to add this member as a player on this ticket. 
 



 9

 

 
 
Note the member’s membership type is displayed as well as the member’s dues paid 
status.  The user can enter a cart number and the number of rounds.  If the member is 
only purchasing merchandise, the user can leave the cart field blank and enter a 0 for 
number of rounds.  Up to 10 members can be entered per ticket. 

 
Click on continue to enter item information. 
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Point of Sale Items Window 
 

 
 
Note the left and right windowpanes.  The left pane displays available items and the right 
pane displays the current ticket.  The bottom of the window displays the subtotal, sales 
tax, and total charge.  Initially, items in the Golf category are displayed:  Note how items 
can be color coded for easy recognition. 
 
To add an item to the ticket, simply click on the item.  Users with a bar code reader need 
only shoot items with the reader.  The computer will automatically look up the item and 
add the item to the ticket items windowpane.  To remove an item from the ticket, simply 
click on the item’s number in the ticket window. 
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Changing the Quantity 
 
Clicking on the item’s quantity allows the user to change the quantity.  The following 
window is displayed: 
 

 
 
The user can either click on the numbers or use the keyboard for number entry.  Note the 
% key.  By clicking on the % key, the user will be applying a discount to the item.  A 
10% discount for the item will be entered by click on the 1 then the 0 then the % keys. 
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Changing the Description 
 
Clicking on the description allows the user to change the item’s description. 
 

 
 
The user can either click on the keys or use the keyboard for description entry. 
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Changing Categories  
 
Clicking on the Category button will display all categories. 
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Clicking on the category will display the category’s items. 
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Examples 
 

 
 
This particular example shows Menswear in the left item’s windowpane.  The ticket now 
shows a member round of golf, a member cart with a 10% discount on the cart, and a 
Polo shirt with a 10% discount.  Before tax subtotal is $35.76 with $2.50 in sales tax for a 
total charge of $38.26. 
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This example shows the Golf Ball category in the item’s pane, and the customer is 
purchasing several balls as well. 
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Pay Now  
 
When you have finished adding items to the ticket, click the Pay Now button.  The 
following window will be displayed: 
 

 
 
Payment types are listed on the left with the right pane showing the code and amount.  
Ticket totals and amount remaining are displayed on the bottom of the window. 
 
Clicking on a payment type will add the type to the payments pane. 
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The customer has the option of splitting payment with several different payment codes. 
 

 
 
 
The user has the option of changing the description and payment by click on the 
appropriate field.  When the amount remaining reaches $.00, click on the Pay Now button 
to produce a ticket and update the inventory and sales files. 
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Sample Tickets 
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Register Listing 
 
To access the end of day register listing, click on Point of Sale, then POS Register Listing 
from the System Menu.  The following window will be displayed: 
 

 
 
 
The user has the option of running register totals for the current date, or the user can 
change the date and run the register activity for that particular day.  Clicking on the 
Change Date button will display the date calendar.  By placing a check mark beside the 
Include Detail option will list every item from every ticket for the day.  Leaving this 
unchecked will produce totals for each sales category only.  If you would like to see 
Month to Date and Year to Date totals, place a check beside Include MTD/YTD Totals. 
 
Click Print will produce the report. 
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Sample Register Listings 
 
Leaving Include Detail and Include MTD/YTD Totals unchecked produces the following 
report. 
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POS Clear 
 
The POS Clear programs are provided to reset the daily, monthly, and yearly revenue 
totals.  The daily clear should be run each day, with the monthly run at the end of each 
month, and the yearly clear at the end of each year.  Choose Point of Sale, POS Clear, 
then the appropriate clear program.  The Daily Clear window is shown below. 
 

 
 
 

Just click on Clear to begin the clear process.  Next, the user is given the opportunity to 
exit the program. 
 

 
 
 
Clicking Yes will begin the actual clear process. 
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Inventory Maintenance 
 
Inventory Maintenance allows the user to add new inventory and edit existing inventory 
items.  Choose Point of Sale, Inventory, then Inventory Maintenance from the System 
Menu.  The following window will be displayed:   
 

 
 
 
To change information on a particular item, simply click on the item.  Clicking on Add 
New will allow the user to set up a new inventory item. 
 



 24

 
 
This is the main inventory window.  Fields are: 
 
Category – choose a category from the drop down list.  This list is maintained via the 
POS Maintenance program that is discussed later in this manual.  The category field 
controls how this item is displayed in the POS posting program. 
 
Item Number – each item must have a unique item number.  This can be a alpha-numeric 
field. 
 
Background Color – controls the background color in the POS Posting program. 
 
Description  - this is the description that the POS Posting program displays. 
 
Vendor – the user may opt to track the primary vendor for this item. 
 
Vendor Item Number – the vendor item number can be used for reorder purposes. 
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Revenue Code – choose a revenue code from the drop down list.  This list is maintained 
via the POS Maintenance program that is discussed later in this manual.  The Revenue 
Code field tells the system how this item’s sales totals are tracked. 
 
Taxable – entering a y will cause the POS Posting program to calculate state tax. 
 
Price – normal price charged to the general public. 
 
Guest Price - price normally charged for hotel guests. 
 
Member Price - price normally charged to members. 
 
Show on List – entering an n here will exclude this item from the POS items pane.  This 
option can be handy when utilizing the Sub Items feature discussed later. 
 
Quantity on Hand – actual inventory count.  When setting up your system, you may 
choose to not track on hand quantities for some items.  Leaving this field blank will tell 
the system to not track on hand quantities for this item.  Place the actual on hand or 0 in 
this field if you want to track the on hand quantity. 
 
Average Cost – the average cost for all items received. 
 
Last Sold – the last time this item was sold in the POS Posting program. 
 
Minimum Quantity – the minimum number of units you want to keep on hand. 
 
Maximum Quantity  - the maximum number of units you want to keep on hand. 
 

These quantities are used by the Inventory Reorder Report to calculate reorder 
amounts. 

 
The remaining fields are maintained by the system and are self-explanatory. 
 
The Update button must be clicked to save this item’s information. 
 
Clicking the Delete button gives the user the option of deleting this item. 
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Sub Items 
 

 
 
A green Sub Items button indicates that this item contains sub items.  Sub items can be 
thought of as a bill of materials for this item.  When POS posting and the user chooses an 
item with sub items, the sub items are added to the ticket and totals tracked. 
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Clicking the Sub Items button displays the following window. 
 

 
 
In this particular example, during the POS Posting program, when the user chooses 
Weekday 18 Rate, the system will actually post Weekday 18 Cart and Weekday 18 Golf. 
 
When adding new sub items or changing sub item information, the user must click the 
Update button in order to save these changes. 
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Print Labels 
 
Bar code labels can be produced at any time by click the Print Labels button.  The 
following window is displayed: 
 
 

 
 
Simply enter the number of labels you need printed.  Some users opt to print the date 
received on their label as well.  Click on Print Labels to continue. 
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The label program is designed to work with a dedicated bar code printer or allows the use 
of standard printers to print labels on a standard 10x3 grid.  The user can tell the program 
where to start printing in the page of labels.  Just click on the appropriate starting point. 
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Sample Labels 

 
 



 31

Detail 
 
Click the Detail Button displays the following window. 
 

 
 
All activity for this item is shown. 
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Goods Ordered 
 
Click on Point of Sale, Inventory, Goods Ordered from the System Menu to post 
inventory items ordered.  The following window is displayed: 
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Click on the desired item.  The following window will be displayed: 
 

 
 
The vendor and vendor item number entered during inventory maintenance is displayed:  
The user can override this information.  Enter the quantity ordered, date, and cost for 
each item.  The Update button saves this information and updates the quantity on order 
for this item. 
 



 34

Goods Received 
 
Click on Point of Sale, Inventory, Goods Received from the System Menu to post 
inventory items received.  The following window is displayed: 
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Click on the desired item.  The following window will be displayed: 
 
 

 
 
Enter the quantity received, date, cost, and number of bar code labels desired.  The 
Update button saves this information and updates the quantity on order and quantity on 
hand fields for this item. 
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Inventory Report 
 
Click on Point of Sale, Inventory, Inventory Report from the System Menu to start the 
Inventory Report.   
 

 
 
Click the Print button generates the following report: 
 
Inventory Listing Sample Report 
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Inventory Hot Cold Report 
 
The Inventory Hot Cold Report can assist you in fine-tuning your inventory.  Choose 
Point of Sale, Inventory, Inventory Hot Cold Report from the System Menu to start the 
report. 
 

 
 
Let’s say you consider items that have sold less than 10 units this year are considered 
cold inventory items.  The system can list just these items for you.  By choosing the Items 
Less Than option, entering 10 in the Quantity field and choosing the Sold this Year 
option, the system will list just the item that have sold less than 10 units for the year.   
 
Conversely, let’s say you consider items that have sold more than 1,000 unit this year to 
be hot inventory items.  Choose Items Greater Than, enter 1000 for the quantity , and 
choose Sold this Year to list these items. 
 
By leaving the Quantity field blank and entering an Amount, the system will compare the 
dollar amounts sold to the amount entered. 
 
Clicking the Print button starts the report. 
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Inventory Hot Cold Sample Report 
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Inventory On Hand Report 
 
Choosing Point of Sale, Inventory, Inventory on Hand Report from the System Menu 
displays the following window: 
 

 
 
Click print lists all items with an on hand quantity. 
 
 
 
 
Inventory On Hand Sample Report 
  
 

 
 



 40

Inventory Reorder Report 
 
Choosing Point of Sale, Inventory, Inventory Reorder Report from the System Menu 
displays the following window: 
 

 
 
The user has the option of printing the report using the inventory Item Number or the 
Vendor Item Number.   
 
The system uses the following algorithm to decide which items should be included on the 
report. 
 
First the quantity on hand field is examined.  If this field has been left blank, the item is 
skipped.  Next, the quantity on hand is compared to the minimum quantity.   If the 
quantity on hand is less then the minimum quantity, the item is included on the report.  
The suggested reorder amount is the calculated by subtracting the quantity on hand from 
the maximum quantity.  
 
Item  On Hand Minimum Maximum Reorder Included 
 
ABC                    No 
123         5                    5         10         No 
A1B                       4         5          10        6                  Yes 
 
The report also lists the last time the item was ordered and cost at that time. 
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Inventory Reorder Sample Report 
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Inventory Sales Report 
 
Choosing Point of Sale, Inventory, Inventory Sales Report from the System Menu 
displays the following window: 
 
 

 
 
The user has the option of choosing to print items sold just today, items sold this month, 
or items sold for the year. 
 
Clicking the Print button starts the report. 
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Inventory Sales Sample Report 
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POS Codes Maintenance 
 
To maintain POS System Codes, choose Point of Sale, Revenue Codes, POS Codes 
Maintenance from the System Menu.  The following window will be displayed: 
 

 
 
Clicking on the arrow will activate a drop down listing several options.  These include: 
 
Category – these are used to sort inventory items during the POS Posting program. 
Sales – these are the items used for inventory revenue codes. 
Payments – these are the payment codes allowed. 
Transfer – only used if you have the Members/Hotel module installed 
Tax – sales tax information is stored here 
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Simply click on the category you want to maintain and a second drop down will be 
displayed: To maintain existing information, simply choose the item from the list.  To 
add a new item, just choose Add New from the list.  The following window will be 
displayed: 
 

 
 
 
Entering a y for the Merchandise field caused the system to include this item in daily 
merchandise sales totals. 
 
If you choose to sort your items by general ledger number during reports, enter you GL 
Number.  The system will maintain figures for daily, monthly, and yearly totals, the user 
that last changed this item, and the date of the last change.  To save your changes or 
additions, simply click on the Update button.  To delete the item, just click on the Delete 
button.  To exit the program, either click on the Exit button, or click on the X in the top 
right hand corner of the window. 
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When dealing with taxes, the amount field is used as a percentage field. This example 
will apply a 7% sales tax to state taxable items. 
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POS Codes Report 
 
To print POS System Codes, choose Point of Sale, Revenue Codes, POS Codes Listing 
from the System Menu.  The following window will be displayed: 
 

 
 
The user can choose to print a particular code range. 
 
 

 
 
Clicking the Print button starts the report. 
 



 50

POS Codes Sample Report 
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Winner Maintenance/Posting 
 
Users who have purchased the Tournament Winners module have the option of 
maintaining tournament winners and their winnings.  These winnings are available as a 
payment option in the POS Posting program.  Choosing Point of Sale, Tournament 
Winnings, Winner Maintenance/Posting displays the following window. 
 

 
 
Click on the winner or add new to add a new winner to the database. 
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Enter the appropriate information.  Update saves the information and Delete allows the 
user to remove this winner from the database. 
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Post Winnings  
 

 
 
Enter the appropriate date, description, and amount.  Update saves the winnings. 
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View Winnings 
 

 
 
The winner’s detail information is displayed: 
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Print Winnings 
 
Clicking on Print Winnings produces the following report. 
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Winners List 
 
Choosing Point of Sale, Tournament Winnings, Winner Listing displays the following 
window. 
 

 
 
Clicking the Print button starts the report. 
 
Winner List Sample Report 
 

 
 
 


