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1 About this Manual 

This manual is intended to operate the program CLICS SKI. 

Any application other than described in this document are considered unintended use. Resulting damage 

is excluded from warranty and guarantee claims. Modifications are not allowed. 

Follow the instructions in this manual. If you do not observe the instructions all liability and warranty 

claims will be void. 

 

1.1 Personnel 

This document in all its parts, is designed for the trained professional, system administrators or trained 

service technicians. 

 

1.2 How to Use this Manual? 

For Training with program CLICS 

We encourage you to use this manual in the order of the enclosed chapters. The chapters are structured 

and to help you set up your system step by step. Especially chapter "Perform these work steps!" can 

serve well as an overview. 

The necessary steps are explained in detail by using a fictitious example. 

 

For Consulting 

If you already have some practical experience while using the CLICS program, you will not need detailed 

explanations of each work step. Then you can look up subjects easily in the manual. 
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1.3 Terms and Keywords within this Manual 

 

2 What is Program CLICS ? 

CLICS is the central interface and base for all configurations. With CLICS, the POS ticketing and POE 

access control system can be adapted to the customer requirements in simple steps. Besides the 

creating of user authorizations and the administration of different tariff sheets, CLICS also provides much 

more settings that can be set up by the user. Each user can customize his CLICS dashboard. All relevant 

functions and data are displayed clearly arranged. A large number of widgets is available. 

  

List Line by line listing for information of the user without further functions 

Dashboard Usually defined as the start screen after the login, the dashboard is used for visualization of 

compressed information to the user, also refer "Widget" 

Dialog General term for the operating window to interact with the program; Title bar shows thematic 

mapping; Contains other elements such as, selection lists, function buttons, input lines. 

Main Menu Headers of subsequent menu functions, sorted thematically, within the program 

Context 

Menu 

Accessible by right-clicking the mouse; A menu that refers to the active (highlighted) element and 

serving related functions. 

Person 

Group 

Used to trigger a visual or acoustic signal at the entrance. Several person types are assigned to a 

Reader Person Group, e.g. "Normal", "Reduced". When a ticket is read at the entry gate, there will 

be a defined acoustic or signal according to the assigned person group. This is intended for 

information of the service personnel. 

 

Transfer 

Box 

Selecting one or more settings out of a list and transfer the settings to another list by use of arrow 

buttons. 

Widget Small information window within the dashboard view for immediate information of the user about 

selected components of the program, some memory capacity or program status 
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3 LOGIN 

Your Axess AG partner will provide you all necessary LOGIN data such as internet link, user name 

and password for a successful LOGIN. You only need a computer with internet connection, 

standard WebBrowser and Microsoft Windows operating system. These WebBrowsers are 

provided: Firefox V60 or higher, Chrome V60 or higher, IE V11 or higher. Note: Other 

WebBrowsers may work too, but have not been tested. Functions are only partially supported on a 

touchscreen! 

   

1. Use the provided Internet Link 

2. Enter User name 

3. Enter Password 

4. Click Log On 

The main menu of program CLICS appears on screen. 

 

3.1 Change Language 

Function: CLICS / Change language 

Here you can switch the current session to another available language.   

If you want to change the operating language permanently, please use the settings in your user profile. 

  



4 HELP AND HANDLING OF PROGRAM CLICS 

7 / 73 Axess CLICS - Part 1 - Configure System, Journal, Handling 
User manual V 4.0_2019 © Axess AG 2019 

4 Help and Handling of Program CLICS 

4.1 Search Function 

Function filter to restrict the list: enter part of the name or number. All elements that contain the filter 

criterion are listed. 

 Contents of texts: Filter criterion can be anywhere in the name. The longer the letter combination is, 

the more limited, but also more accurate, is the hit selection. 

Example: 

 

1. Multiple search criteria will add up. The list shows items that contain all search criteria. 

2. 5 .. 20  All items with a number in between 5 and 10. 

 

4.2 Color Picker 

Select a color. 

Example: Highlight the keys of POS-Screen 

 

1. Click color sheet, or 

2. Enter RGB color 

Save!  
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4.3 Tooltips and Mandatory Fields 

Mandatory Fields 

Mandatory fields are slightly colored. If a mandatory field is not filled, or the input is not valid, a message 

will come up. 

 

 

Tooltips 

Tool tips provide helpful explanations of functions or emphasize values. Slowly hoover over the input 

fields with your mouse to make the tooltips appear; e.g. the unit or the range of a  values. 

 

4.4 Transfer Box 

A Transfer Box is often used when parameters must be assigned. Transfer the desired parameter while 

using the arrow buttons or Drag-and-Drop. Select the parameter one by one or select multiple. 

1. Function Assign; Transferbox with lists Not assigned and Assigned 

2. Select parameter 

3. Button transfer 

Save! 

Example: 
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4.5 Advanced Mode 

Often an Advanced Mode is available, marked by a white "A" in the title bar, by default the Advanced 

Mode is turned off to reduce the dialog boxes for common use. Advanced mode parameters are used 

less frequently and therefore do not need to be be displayed constantly. 

Switch the Advanced Mode on and off by clicking on "A" in the title bar. 

 

4.6 Direct Input to a List 

The symbol 'pencil' indicates when a selection or text input can be made directly in the list. Double-click 

on the desired value opens an input field, or a selection list. 

Example: Reader Response Signalization 

 

 

4.7 Cross References 

Small icons next to the parameters in the dialog box point out that there are cross-references or other 

links. 

Examples 

 

  

 Link; 

(in title line) Enlarge dialog to the size of the screen 

  

 Add   

 Show example   
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4.8 Change the Display of the List 

Change the display of all lists in the program CLICS due to your taste if you want to do so. The settings 

are retained even when CLICS program will be started the next time. 

 

 

 

4.9 Quick Search for Functions 

Find a function in CLICS quickly? 

Enter the name of a function and CLICS will already show you where to find this feature. 

 

  

1 Show / hide columns Right-click on column header 

Selection of columns for display 

2 Change Width of Column Click on the right edge of the column heading 

Drag with mouse to change column width 

3 Replace the order of the columns Click on column header 

Hold left mouse button 

Drag column to desired position 

4 Filter view Click on Line Filter 

Enter a search term or select the setting 

5 Replace the order lines Click on column header 
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5 User Interface 

5.1 Dashboard 

After program start-up the Dashboard will be shown as a standard. Several small display components, 

called widgets, give an immediate overview about the status of your access control system. The widgets 

are updated constantly. 

 

1 Add widgets, change layout 
2 Widgets 

 

Some Widgets require a license. Please contact your Axess AG Partner. 

 

Add Widget to Dashboard 

1. Click on button Add Widget 

2. Select widget;  

from list Charts (favourite widgets) or from list all  (widgets) 

3. Click on button Append now  
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Design Widget 

Click on pencil-symbol Edit to configure the widget.  

 

 

Change Layout of Dashboard 

Use function change layout to select the layout of your dashboard. 

 

Functions per Widget 

Additional features are available for each widget. You can update, print, or delete the displayed values at 

any time in addition to the automatic update. 

1. Click on button further functions 

2. Select function 
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5.2 Main Menu 

Areas and Functions of the User Interface 

Example: Form Edit Card; Find function in menu Tariff_Management / Person Types 

A list of all existing ticket types is shown. Function Edit in the context menu opens the form Ticket types. 

 

 

1 Title, project name 
2 Quick search for features 
3 Main menu 
4 Integrated applications, optional 
5 Selection list 
6 List of recent downloads 
7 History of the recently opened dialogs 
8 Registered users; Logout for users 
9 Title of a dialog, symbol 'Advanced', 'Help' and 'Close' 
10 Dialog; here Edit Ticket Type 

11 Information line about CLICS software 

 

List 

In the selection list, all existing items are displayed which are stored in the AX500 Data Center. If there 

are several selection lists in the dialog, they will be arranged hierarchically. Select an element of the 

selection list to open the next subordinate selection list. 
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6 Administer Users in Menu Clics 

In menu CLICS you can enter some administrative settings to customize the user interface or to 

administer the program CLICS and its users. 

This menu item is available if you have the necessary rights. 

 

6.1 Dashboard 

Use function Dashboard to switch back to your 'home screen', the Dashboard, from any point in the 

CLICS program. 

All open lists and forms are closed hereby. 

Save your settings before you do so! 

 

6.2 User 

Use menu User to edit the password and email address of your OWN user account. 

Find function in menu: CLICS / User / Profile 

Change mail address of your profile 

 

Find function in menu: CLICS / User / Password 

Change Password 
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6.3 Documentation 

Find function in menu: CLICS / Documentation 

The manual for your program CLICS is displayed in a new tab. A well-structured document, numerous 

key-words and cross-references lead you quickly and accurately to the desired information. 

 

6.4 Administration 

Use these functions to perform a variety of administrative tasks, such as creating a new user, assigning 

user rights and the administration of licenses for licensed CLICS modules and applications. 

You must hold administrator rights to use these functions. 

 

6.4.1 User 

Function in menu: CLICS / Administration / User 

This opens the list of all registered users within this program. 
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Create NEW User 

1. Context menu, NEW 

2. Enter User 

3. Enter New Password 

4. Enter Expiration Date, if you want to limit the validity of the user accounts in time 

5. Assign Roles for user 

6. Enable use of program CLICS and BOC editor 

7. Switch user Active 

Save!  

The new user is now added and can LOGIN to CLICS. Inform the user and send the user name and the 

new password! 

 

Edit User or change Password 

1. Menu CLICS / Administration / User 

2. Select User 

3. Context menu Edit 

4. Change password 

Save!   

Inform the user and send the new password! 

 

Block User Account 

1. Menu CLICS / Administration / User 

2. Select User 

3. Context menu, Edit 

4. Delete marker in checkbox Active  

Save! 

 

Delete User account 

1. Menu CLICS / Administration / User 

2. Select User 

3. Context menu, Delete 

Confirm the warning "Delete selected entry?" 
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Change User Account  

1. Menu CLICS / Administration / User 

2. Select User 

3. Context menu, Change user 

CLICS opens the user interface of the desired user. You can find a list of the Current Users in program 

CLICS on your dashboard, widget Current Users (if you installed it). The marker behind the user name 

shows "Who you are at the moment". 

Example: 

 

 

6.4.2 Roles 

Role 

Function in menu: CLICS / Administration / Role 

Define the so-called Roles who are a group of users dealing with specific tasks in the CLICS program, 

e.g. Service Team, cashier or users of a particular application, e.g. Invoicing module of CLICS. 

There is a list of all forms of program CLICS for each role. Working through, you set the rights: READ, 

WRITE, CHANGE or DELETE for each form. Each user can only see those functions that have at least 

the READ privilege assigned.  

 

Create New Role 

1. Menu CLICS / Administration / Role 

2. Within list Role: Context menu, function New 

3. Enter Name of the new role 

Save! 

In list forms no settings on the rights are given.  

  



6 ADMINISTER USERS IN MENU CLICS 

Axess CLICS - Part 1 - Configure System, Journal, Handling  18 / 73 
User manual V 4.0_2019 © Axess AG 2019 

Edit Role 

1. Menu CLICS / Administration / Role 

2. Within list Role / Context menu, function Edit 

3. Enter Changes 

Save! 

We recommend for roles that are very similar to each other: 

 Duplicate role and save with a new name 

 Edit the new role as desired 

 Assign Users to the new role (The user assignment is NOT duplicated!) 

In list Roles there are so-called system-roles offered. These cannot be changed, so the edit and 

delete functions are in gray and cannot be activated. However, you can duplicate these roles and 

exist them after you saved it with a different name. 

 

Duplicate Role 

1. Menu CLICS / Administration /Role 

2. Mark the Role which shall be duplicated 

3. Within list Role: Context menu, function Copy Role 

4. Enter Name of the new role, here Service Team_restricted rights 

Save! 

 

Change rights to the forms 

1. Select Role 

2. In list forms: Set or remove the check mark to assign user rights on the forms. 

The settings are stored by CLICS immediately. 
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Example: Users who are assigned to role Standardbenutzer_restricted rights should be able to create, 

modify and delete cashiers. Cashier ranks should be read, but not changed or deleted. 

 

 

Rights in hierarchical order are automatically changed, when the setting of the top level is changed. 

Additional saving is not necessary. 

A user of a role needs at least the Reading-right to see a form at all. So if you remove the right of 

reading, the additional rights: Write, Change and Delete are removed automatically. 

 

Assign a User to a Role 

Each user needs to be assigned to a role, in order to get a 'package of rights'. 

Each role can be assigned to an UNLIMITED number of users! 

A user can be assigned to ONE or MORE roles! 

 

1. Menu CLICS / Administration /Role 

2. Mark the desired Role 

3. Place cursor in list Context menu, function Copy Role 

4. Mark desired user in list Not Assigned 

5. Button Transfer to transfer one or more user to list Assigned 

Save!  
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6.4.3 Licenses 

Find function in menu: CLICS / Administration / License 

Here, you can manage the licenses for the CLICS program with all its modules and integrated 

applications. You can extend licenses, download new licenses, or delete licenses. 

 

 

1 List of licenses 
2 Function Load License offered in the context menu 
3 Scope of the selected license, incl. History of expired licenses 

 

Load License 

1. Menu CLICS / Administration / License 

2. Mark desired License in list Module  

3. Context menu, function Load License 

4. Search for the license file in your data 

Confirm  

Save! 

The desired license is usually sent to the customer email. He gets it both: a corresponding file and 

the data as a text script of the license file. If the upload of the file does not work, so the customer 

can insert the license text via drag and drop into the text field directly. The program recognizes and 

accepts the authority. 
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6.4.4 Background 

Find function in menu: CLICS / Administration / Background  

If desired, you can use function background to add an own image for background. 

Use the reset function to change to the default settings. 

 

 

6.4.5 Logo 

Function in menu: CLICS / Administration / Logo 

Use function to upload a logo for the header of the interface. Use function Logo to change to the default 

settings. 

 

 

6.5 Exit the Program 

Find function in menu: CLICS / Log Off 

or: Hover to the right upper corner with your cursor. Function LogOff will appear. 

or: Logout function in user display  
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7 Configure Your System 

Use menu System to configure the components of your access control system: 

A successful configuration of the system and the input of correct basic data are fundamental before 

you plan further steps like creating tickets and finally creating tariffs. 

 

Changes in the configuration of the POE or POS will only come into operation if you run a 

synchronization of the system. Sysnchronization can be started immediately after the configuration 

in CLICS, or it runs automatically after a customized routine, e.g. during the night. 

 

 

7.1 Configuration POE 

Synchronize the POEs AT ONCE when new settings should work immediately, when reports have 

to be created or before you work on invoice processes. 

Synchronize the POEs automatically, e.g. in a daily routine at a set point in time beyond the 

operation time. 

 

Configure a POE 

Find function in menu: System / Point of Entry / Configuration 

Dialog Point of Entry shows the list of all entry readers of all gates that are defined in your system. Here 

you can define new entries, edit or delete them from your system. Additionally, you can configure entries 

time-dependent, define light signals, acoustic signals and display texts that occur after certain tickets 

were read. You can generate a LDT file which is then synchronized to the gates and configure the 

settings for handhelds as mobile devices for access control or mobile POS. 

 

Dialog Point of Entry shows all access readers in list Point of Entry, which are defined in your system. 

The context menu contains many additional functions. You can here: 

 Redefine, copy, edit or delete POE's 

 Configure POE on a time-dependent basis 

 Define light signals and acoustic signals, select and enter display texts 
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 Generate LDT file, synchronize the POE's 

 Assign handhelds to a POE 

Example: 

 

1 Name of POE 
2 Reader mode 
3 Operating hours of POE 
4 Assigned hardware 
5 Number of lanes on this POE 

 

 

7.1.1 Create NEW POE 

Create New POE 

Find function in menu: System / Point of Entry / Configuration  

1. Menu System / Point of Entry / Configuration-> List Point of Entry 

2. Context menu, New; -> Dialog Create POE 

3. Number is entered automatically but can be changed 

4. Name 

5. Select type of Hardware 

6. Reader mode; e.g. 2-arm turnstile 

7. Select Reader type; Entry or Exit 

8. Set Operation time from - until  

9. Point deduction if you want to create a point value ticket 

10. Anti pass back time in seconds 

11. Number of lanes at this gate 

12. By clicking on "A" for Advanced Mode, or offered TABS you will find more important settings 

Save!   

The new POE is saved in AX500 DataCenter and listed in list Point of Entry 
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Example:  

 

 

 

Use symbol "+" to show the lanes of the selected POE. 
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Double-click on the appropriate line if you want to change the name of the lanes. This serves to ensure 

that the readers of a POE can be addressed individually. The POE readers are always counted from left 

to right. 

Program CLICS often performs validation checks. For example, if a number is already taken, you 

will receive an immediate warning. 

 

 

7.1.2 Edit or Delete POE 

Edit POE 

Find function in menu: System / Point of Entry / Configuration  

1. Menu System / Point of Entry / Configuration-> List Point of Entry 

2. Select POE in list Point of Entry 

3. Context menu, Edit; -> Dialog Edit POE 

4. Edit parameters 

Save! 

 

Delete POE 

1. Menu System / Point of Entry / Configuration-> List Point of Entry 

2. Select POE in list Point of Entry  

3. Context menu, Delete 

4. Confirm the warning "Delete selected Entry?"; 

The entry will be deleted from list Point of Entry. 

The POE will be deleted. 

Message "Addicted record found! Unable to delete" 

If an element cannot be deleted from the list, there is still a link to another record. Then, first delete 

the child elements. 
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7.1.3 Export LDT File 

Changes in the POE configuration settings need to be transferred to the gates to affect the operation. 

This is done by a so-called Reader Configuration File (LDT file). Usually the LDT file is sent via SOAP 

interface to the POE's directly. 

If desired you can also export and download the LDT file and then upload it to your gates via web tool. 

This means: First finish the changes in your POE configuration. Then generate the latest LDT file in 

program CLICS. Finally synchronize the file to the POE. 

Function in Menu:  System / Point of Entry / Configuration / (Context menu) Export LDT File 

 

1. Menu System / Point of Entry / Configuration -> List Point of Entry 

2. Select POE in list Point of Entry 

3. Context menu, Export LDT File 

 

Example: The LDT file is displayed in the menu line and can be saved or opened in an editor 

 

 

The creation of the LDT files may take some time depending on the number of changes. You will 

receive a message. 
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7.1.4 Synchronize the POE's 

The changes and settings you make in program CLICS must be "communicated" to the POE's, so that the 

POE's react as desired. Use function Synchronization to make changes affect immediately. Perform a 

synchronization from CLICS => POE. Usually, your system is synchronized automatically at least once a 

day, usually during the night. 

 

Find function in menu System / Point of Entry / Configuration / (Context menu) Synchronization 

Example: 

 

 

Function of context menu Synchronization: 

 

 

 

 

 

 

  

Function Description 

CLICS => POE Synchronize data from CLICS (DataCenter) to POE 

POE => CLICS Synchronize data from POE to CLICS (DataCenter) 

Synchronization Assistant Synchronize multiple POE's and selected data types simultaneously 

Synchronization Overview Overview of the synchronization works 
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Synchronize  CLICS => POE 

1. Menu System / Point of Entry / Configuration; -> List Point of Entry 

2. Select POE 

3. Context menu Synchronization / CLICS => POE 

4. Select Type of data; 

-> Dialog Synchronization Overview 

A list of synchronization operations for the selected data type will be displayed. Click on icon "+" to show 

the individual lanes. 

 

POE => CLICS 

1. Menu System / Point of Entry / Configuration; -> List Point of Entry 

2. Select POE 

3. Context menu Synchronization / POE => CLICS 

4. Select Type of data; 

-> Dialog Synchronization Overview 

A list of synchronization operations for the selected data type will be displayed. Click on icon "+" to show 

the individual lanes. 

You can synchronize multiple POE's at the same time! Select the POE's by use of the keys SHIFT 

and CTRL. 

 

Assistant 

Use the Synchronization Assistant to synchronize multiple POE's and selected data types simultaneously. 

Find function in menu: System / Point of Entry / Configuration / (context menu) Synchronization / 

Synchronization Assistant 

 

1. Menu System / Point of Entry / Configuration; -> List Point of Entry 

2. Context menu Synchronization / Synchronization Assistant 

3. -> Dialog with including filter options opens 

4. Select check boxes "What shall be transferred?" -> Select data types 

5. ! Attend the transfer direction POE => CLICS or CLICS => POE ! 

6. Select Period in time , where the data come from 

Save! 
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Example:  

 

 

7.1.5 Reader Response Signalization 

The light signals, described here, light up at the gate as a response of the reader signal when a certain 

ticket has been read. 

For Example: A ticket is not valid or has been blocked or also as a respond to a situation: forced entry or 

barrier broken. 

Function in menu: System / Point of Entry / Reader Response Signalization   

 

1 List of defined Reader Response signals with assigned light signal 

2 Preview of text information on display; text can be edited! 
3 Preview of light signal 
4 Click and listen to the acoustic signal 
5 Double click for direct editing 
6 Preview of display on controller module  
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Edit Reader Response Signal via dialog  

1. Menu System / Point of Entry / Reader Response Signalization; -> Dialog Reader Response 

Signalization 

2. Select signal, Attend preview! 

3. Context menu, Edit 

4. Set response of light signal in colors Red, Yellow, Green  

5. Set acoustic signal 

Save! 

 

 

 

Double-click on the list to edit the special case signal yourself. 

Select a text from a variety of available text blocks. Besides a fix text, the text can also contain 

variables, numbers, a date or time. There are 4 lines of text with hold up to 16 characters. Also 

enter your own texts and combine them with variables such as the actual date, remaining points on 

a ticket or date of expiry, etc.  
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7.1.6 Person Group Signalization 

Visual and audible signals support the security personnel at the gate! The described signals here appear 

when a ticket of a certain person group is read at the gate. 

Function in menu: System / Point of Entry / Person Group Signalization   

 

1 Preview of reaction of the light signal 
2 Person groups and the corresponding signals 
3 Listen to acoustic signal 

 

Edit Person Group Signalization 

1. -> List Person Group Signalization 

2. Select Person Group 

3. Context menu, Edit 

4. Reaction of light signal 

5. Select Audio Signal  

Save! 
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7.1.7 Ticket Type Signalization 

Display texts inform the customer at the gate. The text selected here will be on display when a ticket with 

a certain Basic Ticket Type is read, e.g. Time ticket, point value ticket. 

The text information on the color display can be selected from a variety of text variants. 

 

Select Text for desired Basic Ticket Type  

1. Menu System / Point of Entry / Ticket Type Signalization; -> List Ticket Type Signalization 

2. Select Ticket Type;  

A preview is shown on the right side 

3. Click on the desired line of text in the preview; 

4. Context menu, Edit; -> Dialog Edit Display Line 

5. Select text from a list Display Text 

6. Select adequate variable which triggers the text information 

Save! 

Example: 
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7.1.8 Ticket Block 

There are various reasons why a valid ticket must be blocked to prevent misuse, e.g. after the card was 

lost or stolen. 

What happens at the POS: 

The cashier can call up the ticket data by using the serial number on the cash receipt. He blocks the ticket 

and can also unblock the ticket again. 

 

What happens in CLICS: 

 List Tickt Blockings displays all blocked cards and also cards that were blocked and unblocked 

again. A synchronization must have been performed since the ticket blocking. Editing the ticket block 

in program CLICS is helpful, e.g. when having a telephone call with the guest. 

 Tab Search provides detailed filter criteria to find tickets when the ticket number is not known. 

 

Find function in: System / Point of Entry / Configuration / Ticket Block 

 

Ticket Block    

 

1 Search function   
2 Tab Ticket Blocking 
3 List of blocked Tickets 
4 Display of a ticket with unique ticket number  
5 Display of blocked OCC-tickets 
6 Blocking Aktive?  Yes/No  
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Blocking aktive ? 

 

Set up NEW Ticket Blocking 

1. System / Point of Entry / Configuration / Ticket Block 

2. Set cursor in list Ticket Block 

3. Context menu NEW 

4. Enter Ticket Number 

5. Create the Ticket Blocking: Validity date, Cashier, Reason for blocking 

6. Set the blocking Active 

Save! 

 

 

  

YES Ticket blocked Ticket is NOT vallid at the 

POE! 

NO Ticket was blocked priorily and has been unblocked or the blocking is 

expired 

Ticket is valid at the POE! 
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Edit Ticket Blocking 

The easiest way to find the ticket is to look for the ticket number. It is printed on the ticket and on 

the sales receipt! 

 

1. Select the ticket 

2. Context menu, Edit; → Edit Ticket Blocking 

3. Enter the date Expiration of block if you want to limit the time; e.g. to the end of season 

4. Validity Date of the ticket 

5. Cashier, who set up the lock 

6. Reason for ticket blocking! 

7. Active - set the block 

Save! 

 

Function Search 

Detailed filter criteria to find and block a ticket when the ticket number is not known, e.g. in case when 

ticket and also the sales receipt were lost. Question the customer about the time of sales, ticket type, 

person type, etc. The search result will hold the ticket. The more criteria you enter, the bigger is the 

probability of a hit. 

 

1. System / Point of Entry / Configuration / Ticket Block 

2. Cursor in list Search 

3. Enter filter criteria 

Save! 
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7.1.9 Block Reasons 

 

Click on symbol "+"  to open list Block Reasons 

 

 

NEW Block Reason 

1. Position cursor in list Block Reasons 

2. Context menu NEW 

3. Enter Name 

Save! 

Subordinate elements must always be deleted first. The card must be assigned to another blocking 

reason instead. Then you can delete a blocking reason. 
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7.1.10 Ticket History 

Function Ticket History can display ticket data for of a WTP ticket, a Blocked Ticket or a Deposit card. 

You will also receive a list of the entries who were made with this ticket. Card tracking! 

Enter the ticket number or WTP number 

 

1 Type of stored Data; WTP, Blocking Data, Depot Tickets 
2 Ticket Number / WTP Number 
3 Refresh 

4 List of ticket data 
5 List of performed entries with this ticket 

 

  



7 CONFIGURE YOUR SYSTEM 

Axess CLICS - Part 1 - Configure System, Journal, Handling  38 / 73 
User manual V 4.0_2019 © Axess AG 2019 

7.1.11 Mobile POE - Handheld, Mobile PC 

Menu System / Point of Entry /  Mobile PC 

 

Assign Applications 

Menu System / Point of Entry /  Mobile PC / Applications 

 Set operating language 

 Enter web settings of the handheld 

 Edit application mode; if required: Activate function Reservierung überprüfen (reservation check) 

 Set the type of transmitted data 

 

 

  



7 CONFIGURE YOUR SYSTEM 

39 / 73 Axess CLICS - Part 1 - Configure System, Journal, Handling 
User manual V 4.0_2019 © Axess AG 2019 

Create Handheld and configure settings 

The mobile device Axess HANDHELD 600 can be used as a Mobile POE to read tickets and check ticket 

validity. The device can also be configured as a mobile POS. The user always works on suitable 

applications. The configuration of the handheld takes place in CLICS.  

Menu System / Point of Entry /  Mobile PC 

 

Define a POE of type HANDHELD 

1. Menu System / Point of Entry / Configuration 

Create the POE with setting Hardware selected as HANDHELD.   

a. Two or more HANDHELDS are allowed on one POE.  

b. One HANDHELD can be assigned for two or more POE of type HANDHELD 

 

 

 

Create Mobile Device, assign Applications 

1. Menu System / Point of Entry / Mobile PC / Administration 

2. Context menu, NEW to create a new mobile device 

3. in list Application modes; 

4. Context menu, Assign 

5. Drag the desired applications to the right list Assigned 

Save! 
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Settings 

Set the addresses for the communication of the mobile device with the DataCenter. 
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7.2 Journal 

All actions and work steps that run in your system are logged. Use function System / Journal to view 

some pre-defined protocols, the so-called journals: 

 

Journals provide information and facilitate troubleshooting. 

You can view any of the journals on screen, or export it as an Excel or PDF file. Set an appropriate filter 

in order to limit the number of logged lines and perform a targeted debugging. Filter settings add up each 

other! 

During debugging it is often helpful to export the log file and send it to your contact person of Axess 

helpdesk. 

Call the helpdesk before you do so! 

 

  

CLICS-Journal Logging of all actions which are performed by a CLICS user 

POS Transactions Sales transactions at the POS 

POE Transactions Reader transactions at the POE 

POE Synchronizations Every synchronizing actions at the POE 

Filetransfer Up- and Download of system files 

 

Prepaidticket Prepaid tickets 

OCC Monitor  
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7.2.1 CLICS Journal 

Find function in menu: System / Journal / CLICS Journal 

 

1 Filter, Search  
2 Time Frame from which data are listet 
3 Filter settings to restrict the list 
4 Export the displayed list as an Excel file or PDF file; 'Refresh' button to apply the filter settings 
5 Currently applied filter 
6 Display list; Line-by-line display of all actions in CLICS with applied filter 
7 Status of the filter process; Display is complete with 100% 

 

Each action is logged in an extra line of the CLICS-Journal. Searching for a specific action, it is 

always necessary to filter and so restrict the displayed list. Several filter settings add up and restrict 

the displayed list. 

 

If the number of data exceeds a configured maximum, the refreshing process stops, so that the 

stability of your browser will not be compromised. You will receive a message if records are 

missing. A direct export to an Excel file or a PDF file is still possible. With a large number of data, 

we recommend to export the data to an Excel or .Pdf file. You can then open the file in that 

application.  
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Direct Search 

Enter a partial term of a text or a combination of numbers in the input fields. 

Example: Search for fragmentary term "Reservation" 

 

 

The longer the partial term, the more accurate the search. Function is not case sensitive. 
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7.2.2 POS Transactions 

Function POS Transactions shows all logged sales transactions from the POS.  

Find function in menu: System / Journal / POS Transactions 

Example:  

 

1 Filter settings, Search function 
2 Time span, from which the data are filtered 
3 Filter options to restrict the list 
4 Export the resulting list as an Excel file; 'Refresh' button to apply the filter settings 
5 Applied filter  
6 List 
7 Status of the filter process; Display is complete with 100% 

 

Direkt Search 

If you know the ticket number or the WTP number of a ticket, you can take the direct search for the 

associated POS transaction. View more details here. 

1. Menu Search 

2. Enter Ticket Number 

3. Button 'Refresh' 

Example: The ticket number is known  

 

  



7 CONFIGURE YOUR SYSTEM 

45 / 73 Axess CLICS - Part 1 - Configure System, Journal, Handling 
User manual V 4.0_2019 © Axess AG 2019 

Display Individual Tickets 

Click on Symbol „+" to display the individual tickets of a POS transaction. 

Example: The selected transaction includes the ticket sale of 2 tickets 

 

 

Display Additional Information 

1. Select the transaction 

2. Context menu, function Additional Information 

-> Dialog Additional Information shows the ticket ID and more details such as transaction number and 

customer details 
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7.2.3 POE Transactions 

Logs all transactions at the POE. Set the appropriate filter settings to restrict the number of 

displayed transactions in dialog POE Transactions, e.g. Point of Entry,  PersonType, Validation,etc. 

Find function in menu: System / Journal / POE Transaction; -> Dialog POE Transactions 

Example: Display all transactions at the three selected POE's within the time frame 

 

1 Filter settings, Search function 
2 Time span, from which the data are filtered 
3 Applied filter  
4 List; one transaction listed in each line, with applied filter 
5 Filter options to restrict the list 
6 Export the resulting list as an Excel file; 'Refresh' button to apply the filter settings 
7 Status of the filter process; Display is complete with 100% 

 

Direkt Search 

If you know the ticket number or the WTP number of a ticket, you can take the direct search for the 

associated POE transaction. View more details here. 

 

1. Menu Search 

2. Enter Ticket Number 

3. Button 'Refresh' 
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Example: The ticket number is known  

 

 

View Details of a POE Transaction 

1. Select the transaction 

2. Context menu, function Additional Information 

-> Dialog Additional Information shows details Display, Signal Lights and Ticket Information 

Example: Additional Information of a POE transaction 
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1 Detailed Information about POE reader 
2 Preview of display and signal lights when ticket is 

read 
3 Detailed information on the ticket, inclusive Ticket 

number and WTP number 

 

 

Large Data Volume 

When the filter settings result a large number of data, they can probably not be displayed on screen. 

 Adjust your filter or use more filter settings to further restrict the number of data 

 Export the data to an excel file for display in program excel 
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7.2.4 POE Synchronizations 

Function POE Synchronizations shows the protocol of all synchronizing processes in between POS and 

DataCenter, or POE and DataCenter. Set adequate filters to restrict the number of synchronization 

loggings in the list, e.g. select POE or Synchronization Type, etc. 

 

Find function in menu: System / Journal / POE Synchronizations 

Example: List all synchronization proceeds within the selected time span 

 

1 Filter settings, Search function 
2 Time span, from which the data are filtered 
3 Filter options to restrict the list 
4 Export the resulting list as an Excel file; 'Refresh' button to apply the filter settings 
5 Applied filter 
6 List; one synchronization listed in each line, with applied filter 

7 Status of the filter process; Display is complete with 100% 

 

Filter  

 Example: Set filter with direction of synchronization and synchronization type 
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Show Details 

Click on symbol „+" to display the details of the synchronization logging 

Example: 

 

 

 

7.2.5 Export Journal Data 

Export Journal Data 

Click on Button Export Excel to export the listed transactions to an excel file. In addition, when the button 

Export PDF is displayed, you can also export the data as a PDF file. 

 

The file is created in the background and provided for download. 
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Example: Click on name of the excel file to open it. Excel must be installed on your computer to do so. 

 

 Title, including name of the export file 

 Used filter 

 List of transactions; result after filter 

  

Send Excel File 

Send file: 

1. Position cursor on link 

2. Use Icon 'Email' Clics adds a time stamp to the exported data; Format YYYYMMDD hhmmss. 

 

Requirement 

Enter an email address to which the Excel or PDF file will be sent in: CLICS / User / Profile 
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7.2.6 Person Communications 

Any communicative action such as email or SMS managed by CLICS is logged in a single line in the 

CLICS Journal / Person Communications. 
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7.3 Configuration POS 

We recommend to follow these worksteps: 

1. Create POS 

2. Assign a location and a pool to the POS 

3. Assign the payment type to the POS. Those will be valid at the POS; 

.... then continue with creation of the POS 

Synchronize the POS after you have completed the settings to make the changes affect at the 

POS. 

 

 

7.3.1 Create POS 

Function in menu: System / Point of Sale / Configuration  

  

 

Create New POS 

1. Menu System / Point of Sale / Configuration, -> Liste Point of Sale 

2. Context menu, NEW; -> Dialog Create POS Stations; 

First number of POS is recommended by default 

3. Enter Number of POS's which you want to create now 

Standard: 1 POS; or you can create two or more POS simultaneously 

4. Assign POS to a Location; Select from list or click on symbol "+" ; → Assign Location of POS   

5. Assign System Language to POS  

6. Open Advanced Mode 

7. Assign POS to a Pool; → Assign Pools to POS     

8. Assign Paymenttypes ; → Assign Payment Types     

Save! 
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POS will be created at the DataCenter and added to list Point of Sale. 

CLICS program often performs validation checks. You will receive a message if you enter a 1st 

POS number and this number is already occupied or if no payment type has been assigned. 

 

Example: Create a POS 
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7.3.2 Create several POS at the same time 

You can create several POS at the same time. 

Find function in menu: System / Point of Sale / Configuration 

1. Menu System / Point of Sale / Configuration; -> List Point of Sale 

2. Context menu, NEW;-> Dialog Create POS Stations 

The system recommends the 1st POS number by default 

3. Enter Number of POS 

4. Accept or change proposed name;   

A preview is displayed below the input field (light gray text)   

Save! 

The new POSs will be applied starting with the first terminal number. 

Example: Creating three POS simultaneously 
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Create POS Name   

You can create the POS name. Program CLICS adds a consecutive number to the new POS names. 

Example: Three new POS for Credit Cards only 

 

 

 

7.3.3 Edit POS or Delete POS 

Edit POS 

1. Menu System / Point of Sale / Configuration, -> List Point of Sale 

2. Select POS 

3. Context menu, Edit;-> Dialog Edit POS 

4. Edit  

Save! 

 

Delete POS 

1. Menu System / Point of Sale / Configuration, -> List Point of Sale 

2. Select POS 

3. Context menu, Delete 

4. Confirm message „Delete selected Entry?" 

The POS is removed from the system and disappears from the list. 
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7.3.4 POS Wake UP 

Find function in menu: System / Point of Sale / Configuration / (Context menu) POS Wake up 

 

Use function POS Wake up to start up one or more POS computers with help of the so-called Wake-On-

LAN technology without being on site at the device. 

1. Menu System / Point of Sale / Configuration, -> List Point of Sales 

2. Select one or more POS 

3. Context menu,  POS Wake up 

Wake-On-LAN functionality must be available and active at the POS computer. 

 

Function Select All 

 This function can be helpful if you want to change a setting at all your POS at the same time 

1. Menu System / Point of Sale / Configuration, -> List Point of Sales 

2. Select one or more POS 

3. Context menu, POS Select all 
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7.3.5 Assign Location of POS 

Assign Location 

1. Menu System / Point of Sales / Configuration 

2. Select POS 

3. Parameter Location 

4. Select Location 

Save! 

Example:  
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7.3.6 Assign Pools to POS 

Assign Pools  

1. Menu System / Point of Sale / Configuration 

2. Select POS 

3. Open Advanced mode 

4. Parameter All Pools: Setting Selected 

5. Click on symbol "more"; 

-> List Pools Pools shows all pools assigned to this POS  

6. Context menu Assign 

7. Select desired Pools  

Save! 

For the selected pools tickets can be sold at this POS. 

Example: 
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7.3.7 Assign Payment Types 

Enter all Payment Types which should be available at the POS. Then set the payment types active or 

non-active with a checkbox Active. 

Prerequisite: Core Payment Types must be defined. 

Synchronize to POS when the new settings should work immediately. 

 

 

 

Create NEW Payment Type 

1. Menu System / Point of Sale / Payment Types 

2. Context menu New; -> Dialog Create Payment Type 

3. Select Core Payment Type 

4. Enter Name 

5. Select Number of Receipts and Payment Processor 

6. Select Accepted Card; 

Bank or credit card company which settle the payment 

7. Active -> Payment type will be available at the POS 

8. Click on ICON 

9. Select Icon  -> Icon will appear on the POS screen! 

Save! 

The appearing parameter can be different, depending on your selection of the core payment type. 
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Example: Selection of core payment type (Credit Card Terminal) 

 

 

Select Icon 
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7.3.8 Synchronize POS 

Usually, the synchronization routines for the POE and POS systems run automatically. Use function 

Synchronization if you want to start synchronization of one or more POS right away. 

Function in menu: System / Point of Sale / Configuration / Synchronization (Context menu) / CLICS 

=> POS or POS => CLICS 

 

 

Configuration of the Synchronization Paths 

Enter the necessary paths for data transfer. 

Function in menu: System / Point of Sale / Configuration / Synchronization (Context menu) 

/ Configuration 

Example: 

 

 

Logbook 

Find the logbook of all synchronization processes here. 

Function in menu: System / Point of Sale / Configuration / Synchronization (Context menu) 

/ Logbook 
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7.3.9 Create and Assign Keybord Layout 

You can start the Keyboard Layout dialog via: 

 Menu Tariff Management / Tariff Sheets / Tickets / (select price sheet in list Price Sheet) / (context 

menu) Keyboard Layouts 

 Menu System / Point of Sale / Keyboard Assignment 

Here you can create a NEW keyboard layout, edit it and program it with the desired tariffs. Please find a 

description in the manual CLICS, Part 2, Basics, tariffs, keyboards. 

 

 

7.3.10 Create New POS Location 

Create New POS Location 

1. Menu System / Ponit of Sale / Configuration 

2. Select POS 

3. Context menu, Edit; -> Dialog Edit POS 

4. Parameter Location; Click on symbol "+"; -> Dialog Locations 

5. Context menu, New; -> Dialog Create Location 

6. Enter Name 

Save! 

The new location is added to list Locations. 

 

Example: 
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7.3.11 Define Payment Types 

Enter all Payment Types which should be available at the POS. Then set the payment types active or 

non-active with a checkbox Active. 

Prerequisite: Core Payment Types must be defined. 

Synchronize to POS when the new settings should work immediately. 

 

 

 

Create NEW Payment Type 

1. Menu System / Point of Sale / Payment Types 

2. Context menu New; -> Dialog Create Payment Type 

3. Select Core Payment Type 

4. Enter Name 

5. Select Number of Receipts and Payment Processor 

6. Select Accepted Card; 

Bank or credit card company which settle the payment 

7. Active -> Payment type will be available at the POS 

8. Click on ICON 

9. Select Icon  -> Icon will appear on the POS screen! 

Save! 

The appearing parameter can be different, depending on your selection of the core payment type. 
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Example: Selection of core payment type (Credit Card Terminal) 

 

 

Select Icon 
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7.4 Cashiers 

Create the individual cashiers who will work at the POS system. 

Function ... / Cashiers / Configuration   

Example: List of Cashiers 

 

 

Note! Also create cashiers who do not work directly in ticket sales, but probably fulfill service tasks 

or overriding tasks such as Administrator or test cashier service. 
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7.4.1 Create or Edit Cashier 

Function in menu: System / Cashiers / Configuration 

 

Create New Cashier   

1. Function ... / Cashiers / Configuration-> List of all Cahiers who are stored in the system  

2. Context menu, New;-> Create cashier 

3. Name 

4. Password for Login 

5. Select desired Rank for the cashier 

6. Select Keyboard Layout 

7. Advanced Mode: enter an additional FiscalD. 

Save!    

The new cashier is saved and added to list Cashiers. 

Example: 

 

 



7 CONFIGURE YOUR SYSTEM 

Axess CLICS - Part 1 - Configure System, Journal, Handling  68 / 73 
User manual V 4.0_2019 © Axess AG 2019 

Use symbols "+" open a cross-reference to relevant dialogs, such as Rank or Layout. 

 

Share the name, number and password for login with the cashier. 

Synchronize the POS after you finished the settings if you want to affect the POS immediately. 

 

Edit Cashier 

1. Function ... / Cashier / Configuration -> List Cashiers 

2. Select Cashier  

3. Context menu, Edit -> Edit Cashier  

4. Enter changes 

Save! 

 

Delete Cashier 

1. Function ... / Cashier / Configuration -> List Cashiers 

2. Select Cashier 

3. Context menu, Delete 

4. Confirm the message "Delete selected Entry?" 

 

Message "Addicted record found! Unable to delete ". 

If an element cannot be deleted from the list, then there is still a link to another record. Then first 

delete the child element. 
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7.4.2 Cashier Rights 

Every cashier is assigned to exactly one cashier Profile. The cashier profile defines which functions can 

be performed by the cashier at the POS. So you perform a grouping of cashier rights. This is important 

and helpful, especially for a large number of functions and many cashiers. 

Usually, at least the profiles for administrator, master cashiers and regular cashiers are predefined. 

 

Think about this: How extensive do you want to assign the rights of a cashier? 

On the one hand the ticket sales at the POS should take place fast without asking a master cashier 

for necessary functionalities. On the other hand, possible errors when operating the POS must be 

kept low. So also focus on a intense training of your cashiers! 

 

Function in menu: System / Cashiers / Cashier Rights 

 

Create a new Cashier Profile  

1. Function ... / Cashiers / Cashier Rights-> List Cashier Profiles 

2. Position cursor in list Name  

3. Context menu, New.-> Dialog Create Cashier Profile  

4. Enter Number and Name  

Save! 

The new Cashier Profile is added to the list. There are no cashier rights included in the profile yet. 

Example:  
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Assign Cashier Rights to a Cashier Rank   

1. Function ... / Cashiers / Cashier Rights-> List Cashier Profiles 

2. Select Cashier Profile 

3. Position cursor in list Functions 

4. Context menu, Assign; ->  (Cashier Rank) → Assign POS Permissions  

5. Select cashier rights    

Save! 

The group of the selected cashier RIGHTS is therefore assigned to the cashier RANK, here Cashier 

Normal. 

Example: 
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Create additional cashier ranks in the same way, e.g. main cashier, cashier regular late night, 

cashier pre-sale, etc. 

After you finished the settings, synchronize to the POS so that the changes can affect the POS. 

 

Edit Cashier Profile 

1. Function ... / Cashiers / Cashier Rights -> List Cashier Profiles 

2. Select Cashier Profile 

3. Context menu, Edit ; Dialog Edit Cashier Profile 

4. Edit changes 

Save! 

 

Delete Cashier Profile 

1. Function ... / Cashiers / Cashier Rights-> List Cashier Profiles 

2. Select Cashier Profile 

3. Context menu, Delete  

4. Confirm the message „Delete selected Entry?" 

 

Message "Addicted record found! Unable to delete ". 

If an element cannot be deleted from the list, then there is still a link to another record. Then first 

delete the child elements or the link. 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

TECHNICAL SUPPORT:   support.austria@teamaxess.com 
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