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Linking a Credit Card to a Tab Overview

For Navy MWR bars and restaurants that are using RecTrac 3.1 Open Ticket Processing to run
“tabs”, normal procedure is to link a customers credit card to their tab in RecTrac. This is done in
the event they walk off/leave without paying.

Note: A credit card can only be linked to an open ticket (tab) AFTER the ticket has been

established. Not before. Clerks will open a new ticket (tab), add some items to it, then once they
are back on the Open Ticket data grid, proceed with the following steps.

How to Link a Credit Card to an Open Ticket (tab)

Step 1: From the Open Ticket data grid, highlight the open ticket (tab) and then click (or touch) the
‘Add/Change CC Info' in the bottom right.

(e} RECTRAC DEMO %)

) TouchScreen - No Household

TouchScreen - No Household

L] @ Opticns £ Templates E1(1) & Refresh Open Tickets 1102 of 2 (Filter
Table Name Tekas User - Total Items Printed  StantTime  Receipt Location Covers  CC Mask
= $000 ¥ 0 (0)S.F YV ©
3 Jane Smith 220 HQ_JLUSSIER $20.75 Bl 22:01 18420 EUS113-LOC 0

219 HQ JLUSSIER $24.75 4 18419 EU8113-LOC
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New Ticket Update Ticket Quick Tab Closeout Ticket Order Print Print SubTotal Split Ticket Combine Tickets Void Tickets Add/Change CC Info Remove CC
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How to Link a Credit Card to an Open Ticket (tab) — cont.

Step 2: The following window will display.

EPay Info Management - Credit Card

v ! 0) Selected 0) Selec electe \

Stored Credit Card Info for Daily - Internal Household

No records were found.

Process Manmal Entry (7)
a: s L Select Add Credit Card Change Delete Close

Click (touch) ‘Add Credit Card’. The MX915 credit card reader will activate. Insert the customers
card. The reader will check to make sure the card is valid by processing a $1 authorization and then
immediately voiding it.

Note: If the customer’s card is unable to be inserted/swiped, check the toggle ‘Process Manual
Entry’ in the lower left and then click (touch) ‘Add Credit Card'. This will make the MX915 credit
card reader prompt for manual cart entry.

Note: The customers card is NOT charged during this process; the auth/void for $1 nets to zero
and is just used to validate it's a real credit card.
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How to Link a Credit Card to an Open Ticket (tab) — cont.

When the process on the MX915 card reader is complete, a message similar to the following will
display. Click 'Close’.

Response from Processor: $39783 - Transaction (31.00) also successfully
voided

Step 3: The following screen will display, showing the card that has been setup for linking to a
ticket.

Note: The customers card is NOT linked to the open ticket (tab) YET.

EPay Info Management - Credit Card

@ Options [ Templates [ (1) & Refresh Stored Credit Card Info for Daily - Internal Household
Credit Card Holder a CreditCard... a Credit Card Number Expiration Date Status Lisked TOE Account [D Account Type Unique ID
i \' ) v (0) Selected =  (0) Selected =V (0)Selected = YV
Active Jii LAB-NORMA... Credit Card 213

Highlight the entry in the data grid and click (touch) ‘Select’ in the bottom left of the screen.

O Process Mamaal £ Add Credit Card Change Delete Close
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How to Link a Credit Card to an Open Ticket (tab) — cont.
You will be returned back to the Open Ticket listing in RecTrac. The CC mask column will now
display the credit card mask of the card that is link to that open ticket (tab).
(D TouchScreen - No Household
TouchScreen - No Household
@ Options O Templates & (0) & Refresh Open Tickets 12
Table Name Teki# User - Toual Trems Prnted Start Time Receipt Locauon Covers  CC Mask
A 7 gl v v $000 ¥ 0 (0)5.: YV @ v 0 ¥ ¥ o VY
1 Jane Smith 220 HQ JLUSSIER $20.75 48 22:01 18420 EUSI13-LOC it
John Smith 219 HQ_JLUSSIER $24.75 40 22:00 18419 EU8113-LOC o IS
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How to close out an Open Ticket (tab) to card on file

Now that a card is linked to an open ticket (tab), if the customer does walk off/leave, you can close
out the open ticket (tab) to the card on file.

Step 1: Highlight the open ticket (tab) in question and click (touch) ‘Closeout Ticket’ at the bottom
of the screen.

TouchScreen - No Household

@ Options I Templates [ (1) & Refresh Open Tickets 1
Table Name Teke# User = Tomal Trems Printed Start Time Receipt Locaton Covers  CC Mask
v 7 0 v v $000 ¥ 0 (0)5..3 ¥V © v 0 |V ¥ ol |'%
0 Jane Smith 220 HQ_JLUSSIER $20.75 48 22:01 18420 EUSII3-LOC 0

< John Smith 219 HQ JLUSSIER $24.75 : 18419 EU8113-LOC

Reassign

New Ticket Update Ticket Quick Tab Closeout Ticket I Order Print Print SubTotal Split Ticket Combine Tickets Void Tickets Add/Change CC Info Rem
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Step 2: From the Payment Screen, once the ‘credit card’ payment code is selected, click (touch) the
drop down under ‘Linked Credit Cards'. The card that was linked in the prior steps will display.

ccount

. 8.50

225

7.00
7.00

Total Due @

Total Paid @
$24.75
Pay Code @

03 - Credit Card

Linked Credit Cards @

--- Not Selected ---

[—1

Payment Reference 2

m Add Split Payment

Split Payment

PyCd Desc

Delete L

Receipt Option

Select that linked card and then click ‘Process’ to complete the sale using the card on file.
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8.50
2.25
7.00
7.00

Total Due @

Total Paid @
$24.75
Pay Code @
03 - Credit Card
Linked Credit Cards @
—

Payment Reference |

Payment Reference 2

a

PyCd
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