
Handling Campsite Changes 
 

There scenarios to accept handling the changing of campsites, depending on whether it is a walk-in 

camper or a reservation that is being changed. 

 

1. Walk-in traffic to another campsite 

2. Reservation to another campsite 
 

For all steps referenced below, if it is likely best to record a note about the change in your notes at the 

end of day just to clear any confusion that other staff many have about the swap.  Not to make it sound 

confusing, but just to make it easier for other staff to reference in-case you are not working the next 

day. 

 

1. Walk-in traffic to another campsite 
 

NOTE: Remember that if you are trying to move walk-in customers to a reservable campsite, 

that it is adhering to the number of nights a walk-in camper can stay in a reservable campsite. 

 

Changing the campsite the customer is staying in from one walk-in campsite to another walk-in campsite 

is the easiest to deal with.  If the customer is invoiced already in the system, though we need to change 

how they are entered in the system for that site then all we really need to do is cancel the existing 

campsite entry they are issued under.  First, let’s say that there is a customer that has an existing 

campsite. 

 

 



 

Open the campsite stay and cancel it.  You will see a pop-up asking to confirm after clicking on this 

button, which you will confirm doing. 

 

 

 

Once cancelled, you can then re-enter the duration of stay that the camper is to be staying in the 

campground in another campsite.  The only exception is that you will see that when you record that 

information, you will not see any invoiced reference is missing (not green anymore). 

 

 

 

Do not worry, as the transaction record where the customer was billed still exists.  What we now want 

to do is re-issue a new campsite tag for them, but not bill them again.  To do this, choose the invoice 

option for the campsite as you would typically.  If this screen appears, ignore the related reservation in 

history and just click on Invoice without adjusting anything. 



 

 

 

The transaction will appear as typically expected.  But what we are going to do next is add an 

Overflow/additional sku. 

 

 

 



When the product is added, we change the quantity of it to reflect the number of nights that the stay is 

for, but we are going to enter a negative quantity.  Just edit the quantity in the list shown below.  Notice 

how the value of the transaction is reset to zero. 

 

 

 

You will go through the payment screen without receiving any cash.  This will generate an invoice, which 

could be called an ‘exchange’.  We are issuing credit value from the original purchase towards the new 

campsite.  We are doing this so we can get to the stage of printing the customer form/campsite tag so 

that we can put the new tag on the campsite post. 

 

 

2. Reservation to another campsite 
 

NOTE: This is specific to reservations placed online changing to a different campsite.  If a swap 

is taking place, try to optimize changing them to a walk-in campsite.  If they want to change to a 

reservable campsite, they cannot stay longer than 2 nights as future reservations online 

pending to me imported may populate that campsite.  

 



The important thing to note with a reservable campsite is that we do not want to delete the imported 

reservation completely until a new camper populates that campsite.  The reason for this is because 

when we do another import the next day, if that campsite was made empty and not populated again by 

another camper, then that customer’s duration of stay will re-populate likely on that reservable site.  

Instead, we want to unassign the customer from that campsite without removing that campsite block 

assignment.  First, see example below where there is an imported reservation that is populated into a 

campsite. 

 

 

We can tell that it is an imported Reservation based on the exclamation mark because campsites with 

notes in them display this reference.  Now, what we want to do is to change the customer assigned to 

this campsite.  Open the campsite and choose to change the customer. 

 

 

 

The customer that we will use is one that you will add to the system if it does not already exist, by the 

name ‘CAMPSITE NOW AVAILABLE’ all under the first name field.  If this customer already exists, it 

doesn’t need to be created.  When it asks for a licence plate, just enter something like ‘12345’. 

 



 

 

After you assign this customer to the campsite, you will also specify the number of adults and youth, 

empty the notes, and then save it.  This just clears the reservation information for the next user. 

 

 

 

We then see the campsite as shown below with no exclamation mark as there are no more notes stored 

to it, and a generic customer indicating for us that the campsite is now available.  It is important we 

keep the blocks populated though so that future imports of reservations don’t try to recreate the old 

record. 

 



 

 

When another customer is available to populate this campsite, you can then delete this block and issue 

the campsite as you would typically to the other camper.  Once the campsite is populated with the new 

information, that will block the old reservation information that is online from repopulating.  As long as 

the days the new camper is populating falls within the same dates that are within the old reservation 

data then it will not repopulate. 

Now, you will need to issue the reservation camper to another campsite just like the example shown 

below. 

 

 

Choose to invoice the campsite as you would typically.  You will notice that it is prompting the value of 

that campsite.  What we are going to do next is add an Overflow/additional sku. 

 

 

 



When the product is added, we change the quantity of it to reflect the number of nights that the stay is 

for, but we are going to enter a negative quantity.  Just edit the quantity in the list shown below.  Notice 

how the value of the transaction is reset to zero. 

 

 

 

You will go through the payment screen without receiving any cash.  This will generate an invoice, which 

could be called an ‘exchange’.  We are issuing credit value from the original purchase towards the new 

campsite.  We are doing this so we can get to the stage of printing the customer form/campsite tag so 

that we can put the new tag on the campsite post. 

 

 

 

 

 

 


