Sonoma House Account Transactions
New “On The Fly” Method

Summary: With the old way of issuing comps with House Accounts you would bring up the House Account and
then issue a comp to it. You could record a customer name and reason to the transaction but it was never
directly tied to an actual customer account. With the new method, called “On The Fly” House Account
transactions you actually bring up the real customer account for the person who will be receiving the comp
and then issue to them and in the middle of the process you will tell Sonoma you are using a House Account
to do so.

The instructions below show the steps now required to issue a comp with a House Account:

1. Bring Up the Customer Account in the screen your are using (Pit Station, Pit Manager, Customer Account)
2. Press the “Issued Reward” Button and the list of available comps will appear
3. Press the new “Use House Account” button ( figure 1)

4, Enter the employee number and PIN Number for the House Account to be used on the orange login screen (
figure 2)

5. Confirm that you have validated the correct House Account by clicking “Yes” when asked ( figure 3)

6. The comp window will now show that you are using the specific House Account. Select the actual comp /
reward item that is going to be issued (figure 4)

7. Confirm that you have selected the correct reward item to issue (figure 5)

8. Assign the reason for the House Account transaction from the pre-approved list of choices. Note: In the old
version, this screen is where you would enter the customer’s name. It is now filled in for you (figure 6)

9. IF the customer receiving the comp does actually have some points still left you will have the option to use
the remaining points before using the House Account points. Either way the transaction will still complete,
one way with all House Account points used and the other with a mix (figure 7)

10. The transaction will complete and the final confirmation box will pop up. Click yes to finish (figure 8)
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