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1. Sign in to Campspot 

To sign in to Campspot, open a web browser (e.g., Chrome, Firefox, Safari) and visit the 
following link: https://reservation.campspot.com/admin. This is the web address you will 
always use to access Campspot. Here, you will see the main sign in page and be prompted to 
input your Campspot username and password.   SAVE THIS BOOKMARK in your GOOGLE 
ACCOUNT. 

General Users will receive an email showing them their login/password.  The link MUST be 
used within so many minutes of it being sent.  So once you receive an update from us stating 
the logins have been created, PLEASE watch for your login/password and activate your 
account to avoid additional steps. 

Campspot has six main sections that you can navigate between by clicking the navigate button, 
situated on the left of the top navigation bar. Upon login, you are brought to the Grid & 
Reservation page of the Booking section. 

 

  

https://reservation.campspot.com/admin
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2. Reservation Grid 

The first page in the Booking section of Campspot is the Reservation Grid. This is where you can 
view, edit, search, and most importantly create reservations for your campground. 

THE RESERVATION GRID CONSISTS OF FOUR TABS: 

 GRID - Grid is where you can see a visualization of your past, current, and future 
reservations.  There are 3 ways to filter the grid: 
DATE FILTERING:  The top of the grid displays the calendar dates that 
reservations are being shown for. At the top-left of the grid, you will notice a 
drop-down to select a number of days next to a calendar date picker. Use these 
to modify the number of days that the grid will show, and the starting date of 
the grid. For example, the image below shows a selection that will display 30 
consecutive days, starting from the date of June 1, 2021. 
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 SITE FILTERING: The left portion of the grid displays a list of the campsites 
currently in Campspot at your campground. This list creates rows in the grid for 
reservations to be displayed on. Reservations display on the grid as purple 
blocks, with text that shows the name of the guest that booked the reservation. 
For example, a six night reservation booked by guest Carolyn Richard, for Park 
Model 102 starting on May 14 would appear on the grid as it does in the image 
below.  

When you click on the purple reservation block on the grid, a Reservation Detail 
modal pops up for the reservation you clicked on.  

 

 SILDER w/ CHECKBOX: All the way on the right of the 
Grid tab is a dark blue box with a white arrow in it. Clicking 
this arrow will open up the side-slider in Campspot. To close 
the slider, click the arrow a second time.  
 

Opening up the slider on the Grid tab allows you to select a 
campsite type, as well as amenities to filter the reservations 
that show up on the grid. When you select a campsite type, 
or any amenities, the grid is automatically filtered to show 
only reservations that match or contain the selected values.  
 

The example shown in the 
image here shows filter 
selections to show only 
reservations on the grid of 
tent sites that come with a 
picnic table and cable. To 

clear the filter selections to show all reservations again, 
click the ‘clear’ button at the bottom of the slider.  
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 LIST - When in the process of booking a reservation, after the initial search, List will 
show you a comprehensive list of all available matching sites. 

 MAP - Map will show you a map of your campground. When in the process of booking a 
reservation, Map will show you where any available matching sites are located on the 
campground. 

 ADD-ON GRID - Much like the standard Grid, the Add-on Grid gives you a visualization of 
what add-ons you have available by date.  In our site/situation, add-ons are golf carts 
only.  Everything else (additional daily occupancy and additional vehicles) can be added 
in the standard reservation area/adjusted in the billing/invoicing tab. 

Reservation Grid is where you start the process of creating a reservation. 
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3. Booking a Reservation in Campspot 

To begin booking a reservation from within Campspot, navigate to the Reservation Grid page 

within the Booking section of Campspot.  

 

In the top-right corner of this page is a green ‘New Reservation’ button.  

a. CLICK ‘NEW  
RESERVATION’ 

 
b. SEARCH FOR YOUR GUESTS NAME BY CLICKING 

“Add Existing Guest.”  Surprisingly, some guests don’t 
remember staying with us, yet their information IS in 
Campspot.  This avoids 
duplication and additional 
work/clean up.  PLEASE 
SEARCH FOR THEIR NAME 

HERE!  
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If their name shows up, click on it to add it to the reservation. 
 
 
 
 
 
 
 
 
 
 
 
 
 
If their name doesn’t show up in the listing below the search bar, simply choose the 
‘Cancel’ option and proceed with the rest of the reservation. 
 
  

 

 

NARROW DOWN THE SEARCH: 
You are able to narrow down a ‘New Reservation’ based on a number of criteria: Site Category 

(if someone is looking for a lodging site vs. RV site), Site Type (specific 
amps for those that require 50 amps for example), Equipment Type (to 
look at sites that are pull-thru only for example), 
and Amenities.  

Checking ANY of these boxes will limit the choices 
of site options you see as you enter in the dates 
your guest is seeking to book! 

As you can see here, with the ’50 Amp Pull-Thru 
W/E RV Site’ box checked, the “Filtered by” options 
pop up at the top. 

 

TO GIVE YOURSELF THE MOST OPTIONS FOR   
BOOKING, YOU CAN LEAVE THESE FILTERS   
UNCHECKED! 
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c. ENTER IN DATES & NUMBER OF GUESTS: 

Enter in the dates of the reservation, as well as the number of infants, children, adults, and 
pets.  Then click the ‘Magnifying Glass’ search option next to the date/people staying. 

d. CHOOSE SITE: 
In this instance, our guest is choosing a Cabin.  As you can see, when you hover over the 
site showing the available ‘SELECT’ button, it always displays the rate, for the timeframe 
of the stay you have entered above.  
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e. ADD TO CART: 
When you click on the site 
the guest wants to book, a 
Site Summary will pop up.  
Confirm everything with the 
guest and click on the ‘Add to 
Cart’ button. 
 

f. ADD GOLF CART: 
If your guest is adding on a 
golf cart, you’ll want to click 
on ‘View Add-On’s’ here. 
 
You can also click on ‘Remove 
from Cart’ if you get to this 
screen and the guest changes their mind, and would like another site. 
 
Click on the Golf Cart  

 
 

Click on 
the 
quantity 
of golf 
carts the 
guest 
would 
like to 
rent for 
their stay.  This is NOT the number of nights, as you can see 

that’s populated already below in their 
night total (here as 2). 

Click on the ‘Add 
to Cart’ button. 

Click on the ‘View 
Shopping Cart’ 
button to proceed. 
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g. LOCKING A SITE: 

If a guest would like to lock in their site (specifically getting the exact site # vs. a site of 
that type), you can check the box here to lock it in for an additional $15/night fee. 

AND IF EVERYTHING LOOKS GOOD, 
CLICK ON THE ‘PROCEED TO 
CHECKOUT’ TO PROCESS PAYMENT. 
 
 
 
 
 
 

h. ENTER GUEST DETAILS: 

The guest details page of the reservation flow in Campspot includes a sidebar summary of 
the reservation, as well as a number of sections to fill out with details about the guest you 
are booking the reservation for. Anything already in our system will populate in GRAY 
boxes. 

TWO REQUIRED FIELDS MUST BE COMPLETED BEFORE YOU CAN MOVE ON IN THIS STEP: 
Referral Step and Reason for Visit.  

 CONFIRM THIS INFORMATION IS ACCURATE with the guest on the phone/in person.  If 
there is information partially populated here, or there is information that is no longer 
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valid, complete or 
update the appropriate 
fields by clicking on 
“Edit Existing Guest.”  
The section boxes will 
be white instead of 
grayed out. 

 

 The ‘Billing 
Information’ section 
collects name and address information specific to a guest’s billing details if the billing 
information is different from the information entered in the ‘Guest Information’ section 
earlier. If the information is the same as the guest information, simply check the ‘Billing 
information same as guest information’ checkbox. 
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 PROMO CODES from applicable gift certificates will be 
entered here.  The guest MUST use the applicable Promo 
Code, for the proper dates, site type, etc. for the code to be 
valid/work here.   Promo codes are a combination of letters 
and numbers and traditionally noted on the left hand side 
of the box as pictured here. 

 

 In the ‘Comments/Payment Information’ section of the 
reservation flow in Campspot includes a ‘Comments/Special 
Needs’ box to leave a message. If you leave a message in 
this box, it is saved in Campspot on the Reservation Detail 

that is associated with the reservation.  

 Once all the required fields are filled out on this guest details page, the ‘Continue to 
Payment’, ‘Continue to Pencil-In Hold Details’, and if there are multiple sites selected, 
the Continue to Group Reservation’ buttons become active. Click the applicable button 
to continue the reservation.  
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 Choose the appropriate Payment Method and click “CONTINUE” at the bottom of 
the payment screen. 

 

 

 

 

 

 

 For this example with a Credit Card, enter in all the requested information and keep 
the boxes checked to send a confirmation to the guest with their reservation details.   

Credit Card transactions 
should all be completed IN 
CAMPSPOT and NOT in the 
standard CC terminal at the 
bar till or store – they should 
all be done in this 
software/online. 
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 IF SOMEONE IS PAYING WITH A CHAMPIONS CERTIFICATE – NOT A PROMO CODE, 
but a GIFT CERTIFICATE. 

o If someone is paying with a Champions Gift certificate and has no other add-
ons, their balance will show just the remaining booking fees, taxes and lock in 
fees, should they have opted to lock in.  You must choose “Certificate” as the 
payment option and enter in the AMOUNT of the certificate, vs the full 
balance, the Certificate code at the prompts to complete the transaction.  If 
they had any additional items (extra occupancy fees above 5 people on their 
site, golf cart, etc., then you can process with a CC as usual. 
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 IF SOMEONE IS PAYING WITH CASH or a WACO CERTIFICATE: 

o Choose, “Transfer External Payment” for the payment option. 

o In the “Payments Reason” section, list, “Paid in Cash or Paid in WACO and 
deposited into till” with the date noted. 

o Print off invoice/guest check in packet and put copy in an envelope, along 
with payment.  If WACO certificate, record it as such.  If check/cash, record it 
as such.  Your invoice copy will explain the payment.  Drop entire envelope in 
safe, or with your till deposit – just be sure to keep the transaction all 
together in one envelope and separate from your till transactions.  

o To clarify, NO CAMPING transaction should be ran through the bar POS/till.  
The transactions will be ran, tracked and reconciled through Campspot.  Do 
NOT use the bar credit card machine to run these transactions – all credit 
card transactions should be performed on the Campspot site. 

 What if they pay with cash and need change?  Make change of their 
largest bill first from your till and use that money to make the 
change/work the transaction.  There should not be any funds taken 
from your till, other than in this instance to make change. 
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4. View Booked Reservations 
 

 Click on the “Reservation List” to quickly see the most current 50 reservations in 

Campspot.  

 

This view allows you to click on the headers of each column and sort based on date, site, customer 

last name, or when the reservation date was entered/modified allowing for quick sorting and easy 

access to print off check in packets in a specific date range. 

 If you’d like to see reservations in a specific time frame to print off packets or see who’s 

coming in for a specific event, chose the “Reservation Grid.”  Here you can change the 

number of days displayed, by clicking/entering in your desired day range, as well as the 

dates you’d like to see. 
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5. Print off Check-In Packet Information 
 

 To print off a specific guest’s check in packet: 

o In the “Reservation Grid,” select the “Last Name” column and then choose 

the Guest’s reservation that needs to be printed. 

o Click on the “PRINT” icon in the upper left corner of the screen. 

 

 

6. EDIT EXISTING RESERVATION 
 To make any adjustment to a current reservation, start with the following: 

o Sign on to Campspot (see page 3) and Click into the “Reservations List” 
o Enter in the guest’s last name, phone or email – whatever you have to search 

with. 

 
o Click on the appropriate reservation – be sure to check the arrival dates are 

accurate, should the guest have more than one reservation with us: 
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o Click on the “EDIT” button at the top right: 

 



 
20 

 

o Click on the “Click to Edit” Button, which would be displaying your guest’s 

current site: 

 

Your screen will adjust to show ALL sites that are available.  To filter to match your guest’s 

requirements more specifically, complete the search grid in the black box to the right.  

 

TO CHANGE THE RESERVATION DATE:  

 Adjust your desired check in and checkout dates and sites of similar Type and that fit 

the specifics listed with the original reservation (number of people, pets, RV length 

and amenities) will show in the drop down below the Current Site and be listed as 

“Future Site” options.  

o In this example, the current site is available, on the desired dates you’re 

changing the reservation to, so click on “CURRENT” in the “FUTURE SITE” 

area at the bottom of your screen.  This will change the site to the correct 

dates, while KEEPING the same site location/number.  Scroll down to see 

other sites available in that same date range. 
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 Click “NEXT” in the upper right corner to finalize the change in reservation. You’ll 

note $0 in the current balance box on the screen, as you didn’t change anything but 

dates. 

Your changes in price will be displayed on this final screen and if everything looks accurate. 

 Click on “SUBMIT” to complete the reservation edit.  You’ll then come to an invoice 

summary, where you can print the changes, or email to a guest based on the links in 

the upper right corner of the invoice summary details page. 

 

TO CHANGE SITE TYPE:  

 

As an example, if you want to move them to a Deluxe Cabin, you would: 

 Start with all the same steps as listed on page 21-22, STOP at page 22! 

 Select “Deluxe Cabin” from the “Campsite Type” drop down menu.  Then only 

Deluxe Cabins, available during the specified dates, will show up for you to “Change” 
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the reservation. 

 

 Once you’ve got the site you want, you’ll see the “FUTURE SITE” turn to gray, 

showing it selected on the grid.  

 

 As your guest is upgrading from an RV site to a Deluxe Cabin, they will 

need to pay the difference of what they previously paid, vs. the rate of a 

Deluxe cabin for the date ranges.  You can see the balance listed below 

in the “Current Balance” box: 

 

 

o If they are paying with a credit card, process payment as you would with any 

other transaction in Campspot (see page 17). 

o If the guest is paying with cash or a WACO certificate, use the same process 

as you would for cash payments with a site (see page 18). 

 

 Click “NEXT” in the upper right corner to finalize the change in reservation. 
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Your changes in price will be displayed on the Review Reservation Changes screen and if 

everything looks accurate, hit “SUBMIT” to complete the reservation edit.  You’ll then come to 

an invoice summary, where you can print the changes, or email to a guest based on the links in 

the upper right corner of the invoice summary details page. 
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TO ADD A GOLF CART TO AN EXISTING RESERVATION: 

 Start off by navigating to the current reservation to edit.  Even though you aren’t 

changing the reservation, you’re changing the ADD ON, or adding on a golf cart, so the 

initial steps are the same. 

 You aren’t changing anything in terms of the date/site type, but you are still altering the 

reservation to now have a GOLF CART added, so you will want to choose the same 

date/site (which will pop up as the first one) in the “FUTURE SITE” area. 

 

 

 Once you click on “CURRENT,” the boxes will go gray and if you scroll down a little, you’ll 

see an option to add Golf Carts pop up in the “Add On” Section. 
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 Click on the green squares to indicate which dates your guest would like to add the golf 

cart to their reservation.  As you choose your dates, the full inventory of golf carts 

available will decrease by 1 number and the “FUTURE SITE” will update with a grayed 

selection of golf carts being added on to the reservation. 

 

 When you scroll back up, you’ll see the balance owed on the “Current Balance” tab for 

the golf cart Add On.  

 Click on the “Next” button in the upper right hand corner. 
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 A summary of your changes will pop up.  Review for accuracy and if everything looks 

good, click on “SUBMIT” in the lower right hand corner. 

 

 If guest is paying with a credit card, process payment as you would with any other 

transaction in Campspot (see page 17) 

 

o If the guest is paying with cash or a WACO certificate, use the same process as 

you would for cash payments with a site (see page 18) 

o Be sure to have the guest sign the golf cart waiver and place the signed copy in 

the corresponding golf cart number in the file cabinet by the registration desk.  
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7. SPLITTING A PAYMENT WITH TWO CREDIT CARDS: 

 Create a reservation you normally would, following steps listed on pages 7-17. 

 When you get to the payment screen, click the “Other Amount” box and enter in the 

amount you wish to put on the first credit card.  Be sure to add a note as to why there 

would be any outstanding balance on the reservation in “Payment Reason.” 

 You will also need to choose the “Override Minimum Due” box in the Trip Summary on the 

bottom/left. This will allow you to leave the remaining balance open for an additional card 

in the split payment.   

 Enter in payment details, email to guest and process payment.  

 

 Finally, click on the “View Invoice” in green in the lower bottom/right of the Trip Summary 

section. 

 From here, you can click on “Pay” in the upper menu to complete the rest of the transaction 

using the other card.  Remember, if the card has a different billing address associated with 

it, you’ll need that address/information to proceed with the payment. 
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What if you forgot to click the “View Invoice” and still need to pay the remaining balance?   

No problem!   

 Just get to the reservation (searching by guest last name in Guest, or using the “Reservation List” 

here would be the easiest, as the most current reservation will be right at the top. 

 

 When the Reservation Summary pops up, you’ll see there is no option to click “Pay.”  You need 

to first click on the Red Reservation Total with the “Outstanding Balance” listed.   

 

 THEN, the “Pay” option will appear at the top of the screen and you can proceed like a normal 

credit card payment.  Enter in the address associated with the new CC in the “Payment Reasons” 

box, as you did on Page 30. 
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How to  

Check In/Check Out 

A Guest 
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How to Check In a Guest 

Confirm campsite is clean and ready for check-in. 

Ask guests name, find premade packet in alphabetized (by last name) file folders next to printer. 

 If folder is not found, look up guest’s information on Campspot and print.  You can 

access this information by looking up the Guests last name, the reservation in the 

Reservation Grid, OR while you check them into “FRONT DESK.” 

 Click on the box in front of their reservation and print packet if need be. 

 

 Have guests sign check in packet if they did not use express check in online.  

o There will be a signature line on the last page if they didn’t).  This will also be 

noted in the ‘Terms & Conditions’ column as “Not Accepted.” 

o Click on the guest’s ‘Reservation’ confirmation number and scroll down to the 

‘Terms & Conditions’ section.  Click on ‘Edit.’ 

o Next click on the ‘Guest signed printed paper copy.’ And then click on ‘Save 

Changes’ and close out of Reservation to get back to the FRONT DESK screen. 
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 If the ‘Terms & Conditions’ have been accepted, you can check the box in front of the 

reservation and click on the ‘Check-In’ button at the top of the screen.  

 

 Review how many people are staying with them (check number listed on packet and 

wristbands to see if they match) Sites are allowed up to 5 guests per site. It is $10 per 

person per day for all guests staying after that as long as they are within the family unit 

– otherwise they should be getting an additional site! 

 If they need to add more people to their stay this can be done using Campspot-edit their 

reservation information and ask guests to either apply to card on file (if there is one) or 

use a new card to pay for additional. Each guest needs a wristband if over the age of 2. 

 Inform guests of their site number and give them their car pass (only one car pass per 

site unless they pay for an additional one, the cost is $5 and can be processed through 

the POS system).  

 Direct guest to the CampersApp and show them where to download if they don’t have 

it.  Show them how to find the Activities section, as well as how to order on the app for 

food, firewood, etc. 

 Mark the guests’ site on the map and draw a line showing them the route to their site. 

 Ask if guests have any questions. 

CHECK IN CABIN/RENTAL UNIT/BUNK HOUSE 

 Follow same process for checking in as above, until you get to the review of # of people. 

 Review how many people are staying with them (check number listed on packet and 

wristbands to see if they match. Rental Units include up to 5 people. Cabins include up 

to 8 people, and the bunkhouse includes 22 people.  It is $10 per person per day for all 

additional guests. 

 If they need to add more people to their stay this can be done using Campspot-edit their 

reservation information and ask guests to either apply to card on file (if there is one) or 

use a new card to pay for additional. Each guest needs a wristband if over the age of 2. 

 When checking into a rental unit, be sure the renter understands to check the list to be 

sure all items listed on the check in list are in the unit. If the unit is left unclean or 
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missing items, their Credit Card will be charged a minimum of $100 cleaning fee.  We 

will notify them before charging the card.  

 Go over “Check out procedure” with guest so they are aware of what to do when they 

check out. Check out times is noon for rentals & 11 am for campsites. They may request 

a late check-out. Be sure to check the computer to see if the site is available. On rentals 

be sure cleaning times work.  

 Inform guests of their rental unit number and give them their rental unit key. 

 Give guest their cars pass (only one car pass per site unless they pay for an additional 

one, the cost is $5 and can be processed through the POS system).  

 Direct guest to the CampersApp and show them where to download if they don’t have 

it.  Show them how to find the Activities section, as well as how to order on the app for 

food, firewood, etc. 

 Mark the guests’ site on the map and draw a line showing them the route to their rental 

unit. 

 Ask if guests have any questions. 

IF THEY ADDED A GOLF CART TO THEIR STAY 

 A golf cart should be assigned their name if they booked in advance. Find file folder and 

key that matches their assigned number.  Call security to do a cart check and the 

security staff member will walk them through operation and complete a form. 

 Have guest fill out both sides of rental agreement. 

 No unlicensed guests are allowed to drive the golf cart, inform guest that it will be taken 

away. 

 Inform guests where carts are located and to meet security there.  

 Inform them to bring the cart back to where they got it at the end of their rental period 

and that they are to bring the key to the office and ask for Security to be called to check 

it back in.  

 Security to mark that the guest picked up their cart on check out form. 

 Security should take pictures of the cart before and after.  

If adding a golf cart at check in (if there are any available) 

 Look up reservation information on Campspot. 

 Edit reservation to include golf cart during their stay. Process remaining balance with 

their card on file (if there is one) or take a new card. Proceed with golf cart check out 

routine.  

 

 

 



 
33 
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How to Check Out a Guest 

Check Out: 

 Collect rental unit keys, golf cart keys, etc.  Call security to check carts. 

 If there are any damages (take pictures and email the manager), reach out to the customer to 

discuss and if the issues are rectified, charge proper amount to credit card on file.  The 

reservation cannot be closed out with any open/pending charges. 

 In Campspot, log in and go to the FRONT DESK on the top navigation bar. 

 Click on the box to the left of the reservation and once highlighted, click on the ‘Check Out’ 

button on the top. 

Rental Unit Check Out: 

 Walk through unit and check for cleanliness, any damages, and missing items from inventory list. 

 Hang Rental unit key on hook above printer. 

 If there are any damages or missing items (take pictures and email the manager), reach out to 

the customer to discuss and if the issues are rectified, charge proper amount to credit card on 

file.  The reservation cannot be closed out with any open/pending charges. 

 In Campspot, log in and go to the FRONT DESK on the top navigation bar. 

 Click on the box to the left of the reservation and once highlighted, click on the ‘Check Out’ 

button on the top. 
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Golf Carts 
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Golf Cart Check Out Procedure 

 Guests can book golf carts at the time of their reservation online, over the phone, or in 

person. It must be added through Campspot. It should NOT be rung through the POS. 

 When putting check in packets together, if a guest has a golf cart added to their 

reservation, assign them a cart number.  

 Write the Customers Name and site number next to the corresponding cart on the “Golf 

Cart Check Out/In” Sheet.  

 Then attach the corresponding golf cart file and key to the guest’s reservation packet.  

 When Guests arrive, have them fill our both sides of the Golf Cart Rental Agreement. 

This must be done before giving them the keys. 

 Inform guests that no unlicensed drivers are eligible to operate carts. 

 Inform guests that failure to follow rules/guidelines will be grounds for revocation of 

cart without refund.  

 Place a check mark and your initials in the “Checked Out” box of the corresponding golf 

cart number and guest. 

 Be sure Security is called to CHECK-OUT and CHECK-IN Golf Carts.  

Golf Cart Add On Details 2025 

Fri/Sat, daily rate = $57.50 $115.00 

3 night pkg including weekend (so if someone stays Thurs/Fri/Sat or 
Fri/Sat/Sun nights, this pkg rate would apply - $52.33 daily rate) 

$157.00 

Holiday Rates - (3 night min only on Holiday weekends; $73.00 daily rate) $219.00 

Weekday Package Rates (applicable Mon - Thurs on any 3 nights - must 
book 3 nights to get discount!  $41.67 daily rate) 

$125.00 

Daily Rate (single day rental no matter day unless holiday) $68.00 
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Cart Check Out Form 
Golf Cart Rental Agreement (Front) 

Golf Cart Rental Agreement (Back) 
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Seasonal Camper 

Information 
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How to Take Seasonal Payments 

1. Grab Receipt book from office. Located in bottom right drawer under desk. (return 

immediately after use) 

2. Ask Customer what their preferred form of payment is (Cash, Check, or Credit Card). If 

using a credit card for seasonal payments, add $100 FEE to total (Not needed on electric 

bill payments) 

3. Fill in Receipt book based on their payment method. SEE IMAGES BELOW. 

a. Date 

b. Name of person making the payment 

c. Payment amount written out on the line and numerical value in the box 

provided. (Like a Check) 

d. On the line below write, Site # and what the payment is for. Ex) “Electric Bill” or 

“Seasonal Payment”. This is where you would write the Check Number or POS 

Order number is paying with a credit card. 

e. Write payment type (Cash, Check, Credit Card, etc..) 

f. On the “From” Line, write your name so that management knows who 

completed the transaction.  

4. Distribute receipt copies 

a. White=Customer 

b. Yellow=With payment in envelope 

c. Pink=Stays in Receipt Book 

5. Place Payment and Yellow Receipt in an envelope. Mark the outside or the envelope 

with the following. 

a. Seasonal Name 

b. Site Number 

c. “Attention Lisa” 

6. Seal the envelope and drop in the safe. 

CASH PAYMENT 
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*Record Check Number on Receipt 

CREDIT CARD PAYMENT 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

*Complete Transaction by going to “Store”->”Seasonal Camping”->”Type 

Amount” 

*Record POS Order number on Receipt 

*If seasonal payments add $100 FEE to total (Not needed on electric bill 

payments) 

 

CHECK PAYMENT 
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How to Add Golf Cart to a Seasonal Guest: 

 

 Find guests current reservation. 

 Chose to EDIT reservation. 

 Choose the date for the single-day or weekend dates for the golf cart add on.  Remember to 

choose the CURRENT site – you aren’t changing the site, only adding on the cart! 

 

You’ll see the balance come up in Campspot 

as what’s owed at the top of the screen. 

Click into “Show Edit Details” at the top of 

the screen. 

The reservation price difference of adding 

the golf cart will be reflected here.  Choose 

to “CONFIRM CHANGES” and collect 

payment. 

If the Seasonal Guest does not have a CC on 

file, you’ll have to add the CC information. 

You can do this same process for someone 

who is staying as a guest of the seasonal – 

just do NOT save the payment type when 

entering in the CC! 
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Other 

Information 
 

 

 

 

 

 

 

  



 
43 

 

Gaming Procedures 

 

Gaming Procedures:  Pull Tabs 

 Payouts are made upon verifying the card – be sure to check serial numbers.  

 Serial numbers are taped on the gaming desk.  

 Cross off the amount won making sure you can still read it and initial the card as pd.  

 If the pull tab machine is low or has maintenance issues call the manager as soon as possible.  

 Count the gaming bag upon your shift and ending your shift – initial  

 Winners print out must be signed by customer and initialed by the bartender.  

 Employees may play pull tabs after their shift but never during.   

 Employees must be extremely confidential when talking about customers winning or losing. 

None of this is our business or other customers information. Talking about this affects the 

perception the guest has of opportunity to win or lose. The gambling piece in general should be 

treated as the customers business – if they want to announce it – that’s fine. We should never 

watch them or comment on their personal gaming business one way or the other.  

Selling Gift Certificate Procedure 

 Ask customer the amount they would like. 

 Ask what denomination increments they would like. 

 Ring through POS system. “Camp Store”-> “Purchase Gift Certificate”->enter amount-

>complete transaction. 

 Call manager on duty to get certificates from safe. 

 Write date sold and initial. 

 When redeeming certificates, check expiration dates (valid through) initial. 
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What We All Need to Know 

Wood Deliveries: 

 Bagged Wood $8+tax – no gator loads this year in case anyone asks! 

 Can pay in store, bar, or upon delivery (if cash)  

 Walkie Maintenance when needed. Enunciate, repeat site numbers, Pd or not Pd. 

Ice: 

 $3 for a 7lb bag 

 Located on the outside of Bar & Grill 

Propane:  

 Sizes: 20 # or 30# 

 Ring it in POS 

 Radio Maintenance to exchange 

 Located outside pavilion 
 

Arcade:  

 Redemption – call club center or refer to activity schedule for times to redeem. 

 Repairs or lost tokens – security 
 

Visitors: 
 All visitors must pay $15/person/day if they are visiting someone in the campground. 

 They must register on the iPad set up at registration, no exceptions. 

 Children under 2 there is no charge 

 If they want to drive in its $5, the car passes are in the registration area marked in a 
drawer below the cash register. 

 Check with management if we are allowing visitors during that weekend. 
 

Pool Use: 
 Visitors Sunday – Thursday only; campers Sunday - Saturday 

 Must have wristbands 

 Open 10 am – dusk daily 

 No lifeguard, swim at own risk, no glass by the pool, must use swim diapers 

 Check Champs2995@gmail.com password is Powwow2995 (this was for COVID, but will 
keep account active in case we need to use it again) 

 

mailto:Champs2995@gmail.com
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Pond Use:  Anyone disobeying the rules will be asked to leave. 

 

 Hours: 10am to Dusk - (Hours may vary due to weather or campground discretion) 

 NO LIFEGUARD ON DUTY - SWIM AT YOUR OWN RISK 
 Champions Riverside Resort wristband is required to use swim pond.  Anyone without a 

wristband caught in the pond or on the beach will be fined $50.00. 
 Participants/Minors under the age of 16 MUST be accompanied by an adult.  

(Parents/legal guardian of participants aged 16-17 must complete the online waiver [or 
a paper copy] before being admitted to the pond.) 

 NO CARRY INS ARE ALLOWED. 
 Lifejackets are REQUIRED for all ages. 
 No dives, flips, somersaults, etc. from any of the inflatables. 
 Please do not overload, collapse, unhook or flip any of the inflatables. 
 No sharp objects in pockets while using inflatables. 
 Respectful behavior and taking turns are expected. 
 Pond will close during bad weather and at campground management discretion. 
 No pets allowed on the beach or in the water. 
 Do not throw sand, mud or rocks. 
 No glass containers allowed on the beach or in the water. 
 No swimming after dark. 
 Please pick up your trash, do not litter. 
 Please keep radio volume to a minimum. 
 No motor or electric vehicles on the beach. 
 No pool chairs in the pond. 
 Pond will be closed when lightening or thunder are present. 
 Please be considerate and respectful of all other guests. 
 This is a lined pond; please do not screw or pound stakes, umbrellas, or anything into 

the sand within 10 feet of water line. Please stop digging as soon as the black liner is 
showing. 
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Golf Cart: 

 
Golf Cart Add On Details 2025 

Fri/Sat, daily rate = $57.50 $115.00 

3 night pkg including weekend (so if someone stays Thurs/Fri/Sat or 
Fri/Sat/Sun nights, this pkg rate would apply - $52.33 daily rate) 

$157.00 

Holiday Rates - (3 night min only on Holiday weekends; $73.00 daily rate) $219.00 

Weekday Package Rates (applicable Mon - Thurs on any 3 nights - must 
book 3 nights to get discount!  $41.67 daily rate) 

$125.00 

Daily Rate (single day rental no matter day unless holiday) $68.00 

 
 Must fill out agreement 

 No drivers under the age of 16 

 Make sure carts are checked in/out 
 

CampersApp 
DOWNLOAD THIS ON YOUR PHONE SO YOU ARE EDUCATED IN WHAT’S HAPPENING 

 Menu items on here 

 Activities for the weekend are on here 

 Pricing for deliveries and requests 
 

Activity Schedule 
 EVERYONE SHOULD HAVE THIS IN YOUR POCKET ALL WEEKEND 

 Check Employee Facebook/Schedulefly for additional notes/updates 

 Seasonals have paper/disposable yellow bands for their guests & children and a green 
silicone wristband for themselves. 

 Anyone in the pool or on the grounds MUST have a wristband. Check with Registration 
to see what the color band is currently for non-seasonal campers/guests. 

 

Pump Outs 

 Seasonals must sign up and pay on CampersApp – by Sunday for the following Monday 
$20 fee with a tank / $50 in an emergency. 

 We do not allow anyone who is NOT staying with us to use the dump station. 
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Camper Rules 
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Campground Map

 


