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Important Notes: 

The majority of the Membership features within this document are specific to SellWise Pro 8. 

Configuration Setup: 
 

Store Settings- 
1. Open CAP SellWise Pro 8. 

2. Within the SellWise Pro toolbar, select Help → Configuration → Store Settings. 

3. Within Store Settings in the ‘NAMES’ section, set Membership Tracking to Yes. (Please see image below) 

 

Important Notes: 
 

 Steps 4 and 5 (below) are optional and only necessary if membership cards will be created. 

 A MSR and/or barcode scanner must be programmed with an ending carriage return for this to work. 

 The card values must be included as a Business Name and/or an AR Code in CAP SellWise Pro. 

 Swiping/Scanning membership cards will add the customer’s name to the POS. 

 

4. Within Store Settings in the ‘POS’ section, set Swipe Name ID Card on Main POS Screen to Yes. 

5. Within Store Settings in the ‘POS’ section, enter the symbol that the membership card starts with in the First 

Char of Name Swipe. This will configure the ID Card Identifier. For example, the card number is ;12345?, the 

identifier in the example is a ;. (Please see image below) 

 

 

6. Accept changes and Cancel from Store Settings. 
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Membership Types- 
1. Within the main Configuration page, select Membership Types. 

2. Add all membership types that the business will be using and selling. Please note, the description added to 

Membership Types will need to be the same description that will be added to the membership inventory item. 

Please see the Inventory Setup section of this document for further instruction. (Please see image below) 

 

3. Once a new Membership Type is added, press Accept. Continue to Add and Accept new Membership Types if 

necessary. Once finished adding the Membership Types, select Esc Cancel. 

 

Departments- 
1. Within the main Configuration page, select Departments. 

2. Add a Department named, “Membership” within the Department Name field and press Accept, then Cancel 

from Departments. It is not necessary to enter a Tax Code or Profit Margin %, as this is only used for open 

departments. (Please see image below) 
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Phone/Shipping/Lottery/Miscellaneous- 
1. Within the main Configuration page, select Phone/Shipping/Lottery/Miscellaneous. 

2. Within Phone/Shipping/Lottery/Miscellaneous in the ‘Other’ section, set Membership Department Code to the 

appropriate Membership Department created from the Departments section of this document. (Please see 

image below) 

 

3. Accept changes and Cancel from Phone/Shipping/Lottery/Miscellaneous. 

 

Station Settings- 
1. Within the main Configuration page, select Station Settings. 

2. Within Station Settings in the ‘POS Display Options’ section, set When Name Selected Show to Membership 

Information. (Please see image below) 

 

3. Accept and Cancel from Station Settings and then Exit from the main Configuration page. 
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Inventory Setup: 
 

1. Within the CAP SellWise Pro toolbar, select Inventory. 

2. It is necessary to Add New Items for all Membership Types that have been created. (i.e., one Inventory Item per 

each Membership Type) 

A. From the Main tab, set the appropriate Membership Department. 

B. From the Main tab, set the appropriate Membership Period. 

C. From the Additional Information tab, set Non Decrementing to Yes. 

D. Add all other pertinent information necessary for the business. 

3. Accept then Esc Cancel from the Inventory module. (Please see image below) 
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TAGS Setup: 
 

1. It is necessary to create a Membership tag if the business will be printing barcodes which allows merchants to 

swipe/scan members at the POS. 

2. Within the CAP SellWise Pro toolbar, select Tags. 

A. From the Tags module, select File → New Tag Design → New Membership Label (Names). (Please 

see image below). If there are existing Tags, select Create New Tag. 

 

 

 

 

 



Page 8 of 13 
 

www.capretail.com, sales@capretail.com, support@capretail.com 
(800) 826-5009, Monday through Friday, 8:00am-6:00pm Central Time 

 
 

B. Add and Link Data appropriate for the printed Membership tag. Please note, it is necessary to link a 

barcode to the AR Code or Business. 

C. Select Hide Bar Code Caption. (Please see image below) 

 

3. Accept then Esc Exit from the Tags module and select Yes to ‘Save Changes.’ 
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POS: 
 

Adding a Membership Name to the POS- 
1. Open CAP POS by selecting POS from the SellWise Pro toolbar or by double-clicking the CAP POS icon on the 

desktop. 

2. In order to add a name to the sale, please do one of the following: 

A. Select Name, click to select/highlight the appropriate name and press Accept.  

B. Simply scan the Membership tag for the name to be added. Please note, if the customer has an 

existing membership, their Name, Membership Type and Expiration Date will show on the main POS 

screen. (Please see image below) 

 

C. If a Membership tag is scanned and the membership is expired, an alert will appear advising the date 

the membership expired. Select OK and renew the membership if desired and complete transactions 

as normal. (Please see image below) 
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Selling a Membership in the POS- 
1. Open CAP POS by selecting POS from the SellWise Pro toolbar or by double-clicking the CAP POS icon on the 

desktop. 

2. Select the appropriate Name to attach to the sale as well as the appropriate Membership Item. If the customer’s 

name does not exist, please add that information at this time.  

3. Add additional items to the sale if necessary and choose the appropriate Tender to complete the sale. (Please 

see image below) 

 

 

Important Notes: 

When a membership is sold, the Name record will automatically update to include the Membership Type and 

Expiration Date of the membership sold if the following conditions are met: 

 Membership Type must exactly match the Inventory description. 

 Inventory items sold must be set to the appropriate membership department. 

 The customer Name must already exist in the database. 
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Names: 
 

1. Within the CAP SellWise Pro toolbar, select Names. 

2. Select the appropriate name that the membership was sold to and select Change. 

A. From the Sales and Pricing tab within the ‘Club/Association’ section, Member will automatically 

change to Yes once the customer purchases the membership in the POS. 

B. Select the appropriate membership Type. 

C. The software automatically sets Expires to the appropriate expiration date that is setup within the 

Inventory module once the customer purchases the membership in the POS.  

D. The software greys out Since as this is the date the customer was originally added to the Names 

database. 

E. From the Sales and Pricing tab within the ‘Recurring Payments’ section, set the appropriate 

recurring payments if necessary. 

F. Add all other pertinent information necessary for the business.  

3. Accept then Esc Cancel from the Names module. (Please see image below) 
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Reports: 
 

1. Within the CAP Software Pro toolbar, select Reports. 

2. Select Membership within the ‘Customer’ section. 

3. Select the appropriate report to run within the Include section (Active, Expiring before Date Specified, Expired 

and/or All). 

4. Select the Membership Type to show in the report (if not All Memberships). 

5. Select how to sort the report in the Sort by section (Name, Expiry Date or Type). 

A. Running an Active report shows every customer with an active membership. 

B. Running an Expiring before Date Specified report, shows every customer with the specified 

membership selected within the expiry date selected. Make sure to choose the appropriate 

Membership Expiry Date.  

C. Running an Expired report shows customers with expired memberships. 

D. Running an All report shows all customers with active and expired memberships. 

6. Once the merchant selects the appropriate report to run, press Accept. (Please see image below) 
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7. The selected report will appear. All Membership reports give the merchant options to Email the report, create 

Mailing Labels, Save as Spreadsheets and Print. (Please see image below) 

 

8. Press Cancel to return to the Reports module. 


