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About ACTIVE POS 
ACTIVE POS allows organizers, staff, and volunteers to easily make sales, process transactions and track orders 

onsite at a program or session. ACTIVE POS: 
 
• Integrates seamlessly with ACTIVEWorks Camp and Class Manager 

• Loads your event or session merchandise for onsite sale into the app 

• Easily switches between different events or sessions 

• Accepts cash and credit card payments 

• Supports MagTek card readers 

• Supports offline mode (swipe card only, no manual entry) in case of no or limited internet connectivity 

• Automatically processes offline transactions when the device regains internet connectivity 

• Allows users to search and view order details anytime, anywhere 

 
Setting up the app 

 

System requirements 
ACTIVE POS is designed for use on: 
• Apple iPad devices running iOS 11 or later 

• Samsung Galaxy S4 tablets running Android 9 or later 
 

Installing peripherals 
 

Installing a card reader 

ACTIVE POS supports the following magnetic-stripe card readers: 
 

• For Apple iPad devices: MagTek iDynamo Swipe Card Reader (https://www.magtek.com/product/idynamo) 

• For Samsung Galaxy S4 tablets: MagTek uDynamo Audio Jack Swipe Card Reader 

(https://www.magtek.com/product/udynamo) 
 

To install a card reader on the mobile POS device: 
 

• For Apple iPad devices: plug the card reader into the Lightning port. 

• For Samsung Galaxy S4 tablets: plug the card reader into the headphone socket. 

iPad or iPad mini Samsung Galaxy S4 

 
 
 
 
 
 
 
 
 
 
 
 

Before the card reader is plugged in, the POS checkout screens on iPad/iPad mini and Samsung Galaxy S4 tablets 

display different card reader installation instructions: 
 
 
 
 
 

https://www.magtek.com/product/idynamo
https://www.magtek.com/product/udynamo
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iPad or iPad mini 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Samsung Galaxy S4 
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Once the card reader is connected, the “Card reader connected” message appears on the current screen: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

How is credit card information secured? 
• For credit card transactions, sensitive data on the magnetic stripe is encrypted and protected by the card reader. 

• When the network is connected, encrypted sensitive data is transmitted from the card reader to the PCI-DSS 

compliant AMS environment and is not stored in the application or the mobile POS device. 

• When the network is not available (offline mode), credit card payments are only accepted by swiping the card 

through the card reader. Encrypted sensitive data is stored in the mobile POS device until it regains internet 

connection and is then submitted to the PCI-DSS compliant AMS environment. 
 

Security recommendations 
To ensure the confidentiality of customers’ credit card data and to prevent misuse of their credit card accounts, 

please observe the following recommendations: 
 

For agency administrators/supervisors: 
 
• Ensure that the mobile POS device is protected by a secure PIN code and configure the device to self-lock when 

not in use. 

• Ensure that operating system updates and security patches are installed in a timely manner. 

• Do not root or jailbreak the mobile POS device or install any unauthorized applications. 

• Do not uninstall the app until it is confirmed that all offline orders have been processed, otherwise pending 

orders made in offline mode might be lost. 

• Only connect to a secure, WPA/WPA2 password-protected Wi-Fi network or a trusted cellular data network. For 

more information about Wi-Fi network security, please see Tips for Using Public Wi-Fi Networks. 

• Disable any unused wireless interfaces (such as Bluetooth or Cellular) on the mobile POS device. 

• Restrict access to the mobile POS device to only authorized personnel. 

https://www.consumer.ftc.gov/articles/0014-tips-using-public-wi-fi-networks
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For ACTIVE POS app users: 
 
• Do not leave the mobile POS device unattended or allow unauthorized personnel to use it. 

• Do not disclose the mobile POS device PIN code. 

• Lock the mobile POS device when it is not in use. 

• Do not uninstall the app, otherwise pending orders made in offline mode might be lost. 

• Do not install any unauthorized applications on the device. 

• Do not connect any unauthorized peripherals to the device. 

• Do not connect the device to any unauthorized wireless networks. 

• Cardholder information (such as name, address, and card details) must be treated as confidential and must 

not be divulged to anyone. 

• If the device has been accessed by unauthorized persons or is lost, report this immediately to your supervisor. 
 

Offline mode 
During an event (or session for CCM users) sale, if the network is disconnected, then ACTIVE POS automatically 

switches to offline mode (indicated by a red “OFFLINE MODE” status bar on top), allowing you to continue with the 

sale. Offline mode credit card transactions will be processed automatically once the mobile POS device reconnects to 

the network within 72 hours. 
 

After switching to offline mode: 
• Only cash and swiped card payments are accepted 

• Manual entry of credit card information is NOT permitted 

• Encrypted sensitive credit card data is stored in the mobile POS device until it reconnects to the network and is 

then submitted to the PCI-DSS compliant AMS environment. 
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Note: 
• Offline mode credit card transactions will expire if not submitted within 72 hours. 

• If you log out before offline mode credit card transactions can be submitted, then you must log back in within 72 

hours to process the payments. 

• The agency will be responsible for any expired, declined, or disputed card payments accepted while in offline 

mode. Please verify the cardholder’s name and the card expiration date to ensure it is a valid card. 

• The agency will be charged processing fees for both online and offline orders. 

• Submissions of offline cash payments do not have a time limit. 

• Do not uninstall the app, otherwise pending orders made in offline mode might be lost. 

• Email receipts for offline orders will be sent after the orders are successfully processed. 
 

Selling items with ACTIVE POS 
 

Logging in and selecting a session 
To log in to ACTIVE POS and select a session: 

1. Tap the app icon  and enter your Active Passport credentials (the previous logged-in user is displayed). 
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2. (optional) For GDPR-compliant agencies where users must sign or re-sign the ACTIVE Terms of Use and Privacy 

Policy waivers, the Select country screen is displayed. Tap your country or region and then tick the waivers. 
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3. If your account is associated with multiple organizations, then tap the required organization. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. On the Select session screen, Tap the required session. 
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If you need to select a past session, then tap Current events > Past events. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Available merchandise for this session is loaded and displayed. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Switching between events/sessions 
When the mobile POS device is connected (online), you can switch to another session: 

1. Tap the menu icon  on the upper-left. 
 
 
 

2. In the navigation pane, tap the current session. 

Note: Changing to another session will remove all items in the current Order. 
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3. On the Select session screen, tap the required session. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Note: if your account is associated with multiple organizations, then a Select organization link is displayed on 

the Select session screen, allowing you to switch to a different organization if required. 
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Adding items to the order 
The main merchandise sales screen is divided into two sections: 
• On the left: a search box and available items. 

• On the right: the current order. 
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Searching for an item 

To search for an item, tap the search icon  (note: this icon is hidden if there are no items available for 

sale) and then enter the item name or product ID in the search box. Matching items are displayed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
After the search, click the back-arrow icon ( ) to return to the main sales screen. 
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Adding items from the sales screen 

On the sales screen, you can add an item to the order by tapping the required item. Added items are listed under 

the Order list. 
 

To add more of the same item, tap the item again. 
 

Note: If the network is disconnected before adding more items to the order, then the ACTIVE POS automatically 

switches to offline mode (see Offline mode for more information). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If an item has variations (for example, clothing sizes or colors), then tapping the item opens the item variation 

screen. 
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If the agency has configured variations of an item in different categories or tiers (e.g. size AND color), then the 

variations are listed separately under each category, for example: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Tap the required variation and tap + or – to change the item quantity. 
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On the item variation screen, you can apply an ad-hoc discount to the item by tapping + Add discount.  
 

Then tap Add to add the item to the order. 
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Removing items from the current order 

You can remove an item from the current order by one of the following: 
• Under Order, swipe the required item to the left and then tap Remove. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
• Under Order, tap the required item to open the item detail screen and then tap Remove. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You can remove all items in the current order by tapping Clear all on the top-right. 
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Checking out 
To check out, tap Pay to open the payment screen. ACTIVE POS supports both credit card and cash payments. 
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Paying with credit cards (online) 

To process credit card payments when the network is connected: 

1. Tap Credit card (selected by default) and provide the card information by one of the following: 

• Manually enter the card information. 

• Tap to scan the card number and expiration date, and then enter the cardholder’s name and 
CVV/CVC number. 

• Swipe the card (magnetic-stripe card only) through the connected MagTek card reader. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. To email a copy of the receipt to the customer, enter their Email address. 
3. Tap Continue. 
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4. On the Please sign here popup, request the customer to sign his or her signature to authorize the payment. 
Then tap Continue to complete the order. 
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Paying with credit cards (offline) 

If the network is disconnected before checking out, then the discounts for any previously-applied coupons are 
converted to ad-hoc discounts. For example: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To process credit card payments while offline (only swiped card payments are accepted, see Offline mode for 
more information): 

1. Tap Credit card (selected by default) and swipe the card through the connected MagTek card reader. 

• In offline mode, manual card information entry (including scanning by camera) is disabled. 

• Verify the cardholder’s name and the card expiration date before swiping the card. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Camp and Class Manager Release Notes  

 

 
2. To email a copy of the receipt to the customer, enter their Email address in the popup and then tap 

Continue. Otherwise tap No, thanks. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3. On the Please sign here popup, request the customer to sign his or her signature to authorize the payment. 

Then tap Continue to save the order. When the mobile POS device reconnects to the network, the order will 
be submitted for processing. 
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Paying with cash 

To process cash payments, on the payment screen: 

1. Tap Cash and enter the cash amount received from customer. 
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2. To email a copy of the receipt to the customer, enter their Email address 

3. Tap Continue. 

4. Provide the required change (if any) to the customer and then tap OK. 
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Viewing order history 
In ACTIVE POS, you can view orders belonging to one session processed by different users on different POS 

devices: 

• Order history data is automatically synced when your device is connected to the internet. 

• Successfully completed orders are visible to all users in the same session. 

• Pending offline mode orders are only visible to the user on the device where the orders were placed. 

• Offline mode orders that were submitted when the device was connected to the internet and 

subsequently declined (for example, due to an expired card) are visible to all users in the same session. 

• Expired offline mode orders that failed to be submitted within the 72-hour window are visible to all users in 

the same session. 
 

To view a session’s order history and order details: 

1. Tap the menu icon  on the upper-left. 
 
 
 

2. In the navigation pane, tap Order history. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If there are pending offline transactions being uploaded, then in the menu pane, a  icon appears next to 

Order history. 
 

 
 

In the Order history, synced orders from the same session and any pending or expired offline mode orders 

placed by you on this device are displayed. Order statuses are marked as follows: 

• : Successfully completed orders 

• : Pending orders 

• : Failed orders (including expired orders and failed orders) 
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3. To filter the results, tap Date range, Cashier, Payment method or Status (multi-select). 
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4. To view order details, tap the required order: 

• Completed order (cash payment): 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Completed order (credit card payment with captured signature): 
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• Failed order: 

• Offline mode orders submitted within 72 hours and subsequently declined (for example, 

due to an expired card) are flagged as “Transaction failed”. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Offline mode orders failed to be submitted within 72 hours are flagged as “Transaction expired”. 
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• Pending order: 

 


