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RecTrac 3.1 will be used to process the financial transactions involved with Movie Special Events. 
There are two kinds of events:

1) Reservations linked to a customer account in RecTrac that requires a prepayment amount to    
hold the reservation. Some examples of these are:

- Customer reservations for a birthday party, graduation etc.
- Command functions.

2) A mess req reservation. This is where an activity on the installation wants to rent the theater for 
a special showing. They won’t pay any money at the time of the event, but a transaction is 
processed in RecTrac to alert accounting to charge them for the special event reservation. An 
example:

- CYP wants to rent the theater to show a movie to some of the kids enrolled at the youth 
center. 

Note: Ticket sales for these reservations need to be counted just like they would be for a normal 
movie showing to the general public. Same for concession sales. 

Note: Movie Special Event reservations have a minimum amount of money that is agreed upon to 
be spent for the party. This is to cover labor and facility usage and will be determined by the local 
theater. A facility fee will be applied to the transaction to cover any shortage. 

DVD movie showings where ticket prices aren’t bring charged (but still tracked) will use this facility 
fee to charge for theater usage during phase 3. This is common during command or mess req
events. Also, if the amount of movie ticket and concession sales do not meet the minimum amount 
during any other customer reservation, a facility fee will be applied the same way. 
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Movie Special Events Phases

Phase 1
• Initial Movie Special Events reservation is made. 
• A pre-payment is made to hold the reservation against 

the customers household account in RecTrac. 

Phase 2 • Manger sets up the special movie showing for the 
reservation. 

Phase 3

• Day of the event, clerk rings in ticket and concession 
sales in one transaction. 

• If ticket and concession sales don’t meet the minimum 
amount for the party, clerk charges the remainder as a 
facility rental fee. 

• Clerks use the pre-payment from Phase 1 to pay 
towards the overall balance of the party. 

• Customer pays the remaining balance. 
• If this is a mess req, clerk will process “payment” for the 

transaction using the movie mess req button, indicating 
which activity is going to pay for this showing. 
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Step 1: Click on the HH Lookup button. The Global Sales Lookup screen will appear.  

Step 2: Highlight an existing customer account and click ‘Select’. OR, click ‘Add’ to add a new 
customer account into the database. 

Step 3: Once a customer account is selected, you will be returned back to the main touch POS 
screen and the customers name will be shown in the upper left. 

Access the ‘Special Events’ menu, then touch the ‘Movie Special Events Prepayment’ button to 
charge the prepayment amount set for your theater, which is $25 for our theater in this example. 
Finish the transaction normally by taking a payment.  

Note: If this is a mess req, skip to Phase 2. There is no prepayment for a mess req. 
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Refer to the ‘RecTrac 3.1 Creating a Movie Ticket Sales Item’ training document on how to setup 
the movie showing for a special event. It’s the same process used for all movie ticket setups. 

Phase 3 Day of the Event/Finalization

Step 1: First, use the HH lookup button to find the customer account (like in Phase 1) that this 
special event was linked to back in Phase 1. 

Note: Is this is a mess req, there is no customer account to select, proceed below. 

Ring up ticket sales and concessions for this showing like you normally would. Once all tickets and 
concessions are rung up, check the total amount due. 

- If it is LESS than the minimum reservation amount, proceed to Step 2. 
- If it is MORE than the minimum reservation amount, skip Step 2 and proceed to Step 3.

In this example, the amount of tickets and concessions is LESS than the minimum reservation 
amount for our theater ($120). See below: 
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Now the total sale is $120. Proceed to step 3. 

Step 2: If the total sale amount is less than the minimum reservation amount for your theater, a 
facility rental fee needs to be entered to bring the total sale up to the minimum amount. In this 
example, the minimum is $120, total sale is $101.75. $120 - $101.75 = $18.25. 

Access the ‘Special Events’ menu and then touch the ‘Movie Special Events Revenue’ button. A 
manual fees screen will display. Enter in the amount that will bring the total sale up to the 
minimum. In this example, $18.25. Touch continue. 

Step 3: Note: If this is a mess req, skip to Step 4. There is no prepayment for a mess req. 

The pre-payment amount taken in Phase 1 needs to be applied as payment towards this 
transaction. Access the ‘Special Events’ menu and touch ‘Movie Special Events Pre-Payment USE’. 
This will back out the pre-payment amount and apply it to the balance owed. See below. Proceed 
to Step 5. 
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Step 4: Note: ONLY complete this step if the event is a mess req.

Note the total amount owed for the transaction. Access the ‘Special Events’ menu and touch ‘Movie 
Mess Req’. 

A question prompt and manual fee entry screen will appear. Using the drop down list, select the 
activity that is paying for this movie showing with a mess req. Then enter in the total amount owed 
previously noted into the ‘amount’ field. Touch ‘Continue’. 
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Your shopping cart will look similar to the one shown below. The net amount of the sale should be 
ZERO ($0). Proceed to Step 5.
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Step 5: Touch the payment key in the bottom left. 

If there is a balance due (customer linked special event), process a payment for the remaining 
balance of the transaction. The payment screen will look similar to the below image. Because there 
is a pre-payment being applied, this will need to be processed as a split payment.  

If this is a mess req, the balance owed will be $0. The payment screen will look similar to the below 
image. Touch ‘Process’ to complete the transaction. 


