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Proxis Store Manager Versions

Proxis Store Manager 5

Proxis Store Manager Client 5
Minimum/Recommended specifications

Minimum Configuration:

Microsoft Windows 98 SE/2000/XP/WePOS

1000 MHz Intel Pentium III, AMD Athlon or equivalent
256 MB RAM

50 MB hard drive space for installation

VGA or higher resolution monitor

Ports: minimum 2 USB ports or 1 serial and 4 USB ports
Mouse or other pointing device

Recommended Configuration:

Microsoft Windows 98 SE/2000/XP/WePOS

1.5 GHz Intel Pentium 4, AMD Athlon or equivalent
512 MB RAM

75 MB hard drive space for installation

VGA or higher resolution monitor

Ports: minimum 2 USB ports or 1 serial and 4 USB ports
Keyboard, mouse or other pointing device

Supported POS peripherals:
Receipt Printers

Label and Barcode Printers

Desktop Printers

Barcode Scanners

POS Scales and Scanner Scales
Cash Drawers

Pole Displays

Card Readers and PinPad Devices

Wireless Scanners and PDA Scanners
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Proxis Store Manager 5

Project Manager: Bryan Zhou
Designer & Programmer: Danny Wu, Justin Lee, Colin Xu, James Jin, Odie Tang
QA Manager: Danniel Lee

QA: Ricardo Sullivan
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Proxis Store Manager

Proxis Store Manager 5 Software provides a simple, affordable and powerful "end-to-end" inventory control and
commerce solution for traditional and online Retail Businesses. This includes managing inventory, selling inventory
via sales orders or point-of-sale transactions, customer tracking, an integrated web storefront, accounting and
much more.

Currently, Proxis Store Manager 5 Software is the only retail system that not only handles your sales and inventory,
it computerizes the rest of your business as well. It is the only POS retail system that can automate all of your
sales channels and provide you with a real-time Balance Sheet and Profit & Loss statement at the end of the day.
As you evaluate software to computerize your store, you'll soon learn that Proxis Store Manager 5 Software is "the

most user-friendly and easy-to-use POS System that can be tailored and customized to your needs".

View Proxis Store Manager 5 website
Proxis Store Manager 5 Applications

Proxis Store Manager 5 Applications include the following software:

Proxis Store Manager 5 Lite:
e Proxis Store Manager 5 Manager - manage employee, inventory, transcations, and reports;
Proxis Store Manager 5 Full:

e Proxis Store Manager 5 Manager

e  Proxis Store Manager 5 Client - process transactions and sales reports;

e Inventory Setting - manage inventory;

e Advanced Reports - Analysis reports;

e WIM Add-on - Wireless Inventory Management Module used on PDA scanners (Add-on package to Proxis
Store Manager 5 Full);

e eCommerce Add-on - eCommerce solution package;
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Manage Sales Person

e Overview
e Open the window of manage sales person

e Add or Edit a sales person
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Manage Users

Open the window

Select Manage Users submenu from the admin menu to open the edit window:

Admin | Utility  Help

| M anage Uszers

M anage User Levels

Shift b anagement

Overview

Sales User Manager

Sales User Manager
Sales User
—Llger ~Pralile MHiler
Sales NO. First Name Lt Mame
| ||~ S
~Dizcount
UseiName Achivation Code Discount Limd
™ T Peicentags - a1
~Dither
PR Eriable lhit sakes person ' w Group |[Employese
L Commisson Aske: % ConView And Prt Dik Balance: v w
|
Sales NO, 17| User Name|= | FirstMe = Last Ne[=| Actiate Cal=|| Discount Limit |= | Commis:|= LastLogin _ |=| Note |F|ﬂ|
SALES-00-000001  Joe Jog Smith 777 361 Y
SALES-00-000000  admin adimin FOSs 111 251 Y
| WS Hew ‘ ¥ Save . Cloe ‘ o Save FE- Aesvent ‘ 2% Clae
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Manage Users

L MNew
e To add a new sales person, click "New" button .

e User Group: Enter the Sales No., Username and Password . Username and Password are what is used

to login any of the applications.

_LI i=}

Uzert ame

System

Fazsword
AntT roop

e  Profile Group: Now enter or edit First name and Last name.

Profile
First Mame Lazt Mame
WE s
e Discount Group: Assign a discount activation code to this sales person, then choose a discount limit
amount and limit type:
o Activate Code: If you choose the "Activate Discount Code Authorization" in the Manage_Store
Settings , the Activate Code is needed every time when a sales person is giving a discount during
a sale. Here you can also set the limits for the discounts.
Discount
Activation Code Dizcount Lirnit
Murnerical - 1]
e In Other group area, you can Enable or Disable a sales person, assign a user group level and edit the
Commission rate.

o Admin Rights: A sales person without Admin Rights will not be able to access all admin functions,
will not see the cost and vendors of each item, will not be able to use the Report Add-on tool,
or many of the functions in the Inventory Add-on tool.

o A disabled sales person will not be able to login the system.

Other

Enable this sales person: ' w Group: Employee -

Commizzion B ate: x Can Yiew &nd Print Dialy Balance: M w

To edit an existing sales person, select a sales person from the sales person list.

[al Save

A Save  Close
button to save your changes.

o Click the

Page 6



Sales User Manager

Sales User Manager
Sales User
—Lger ~Pralile MHiler
Sales NO. First Mame Last Hame
W Jos St
~Dizcount
UsesMams Aclivalion Code Diseaunt Limi
™ T Peicentags = [ A1
~Dither
Paisipid Erable i sakes persan ' w Group |[Employes
L Commisson Aoke: % ConView And Prt Diak Bolance: v w
]
Sales NO, 7| User Name|= | FirstMe | Last Ne[~| Activate Cal=|| Discount Limt |= | Commis:|= LastLogin _ |= | Nate |ﬁ|ﬂ|
SALES-00-000001  Joe Jog Srith i 351 i
SALES-00-000000  admin acliin FOSs 111 251 Y

= Aesveat ¥ Close

o Save

d¥ Save L Ciose

=

Autharization

button at the bottom left opens the Authorization editor for the selected user.

The
There you can edit an individual user's permissions inside the program.
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User Authorization Management

To edit access rights in the program for different user levels, select Manage User Levels from the Admin

menu:

Admin | Utlity  Help

tanage Userz

tanage Uszer Levels |

Shift M anagement

Simply select or unselect the rights in the list before you save the settings:

- Default Authorization

Admin Manaqger - Sales

Manage User Levels E‘

Operation

x| Detault- Adnl || Default - bar =

t'SEHEE! ~

.fl.dm_in = Da@lj,{_l_fialarjce & Cu:um_missin:un

Admin - Daily Balance - Todays Balarce of Each Ite%
Admin - Daily Balance - Todays Balance of Each Ce|
Admin - Daily Balance - Balance Change Log

Admin - Daily Balance - Previous Balance
Admin - Daily Balance - Todays Balance
Adrﬁin —.S.allea I_;"rcumcuti;:un

Admin - Special Ticket Log
Admin-Sales Ticket Log

.-;':"xd m.in 2 -Ca-n n::e.l.,."I.\J |:|- Séle Reasons

Adrmin - Shift Peport

Adimin - Daily Balance

Adrmin - Endint__q_ Shif Fﬁn_a_pn:nrt

Admin - Lin-storied tems

K EEEEREEEREREERERERE E
B EEEEREEEREEERERE E

| Defaul

Ooojo|0|o|o|ojo|o|ojo|oyd

<

Ok

To modify an individual user's access rights, first select manage user's from the Admin Menu.

Admin | Uty  Help

Manage Users

and click the

kanage User Levels

Shift b anagement

Authaorization

Then highlight a user in the user list. Highlight the user you want to edit

button at the bottom left corner of the Sales User Manager window to
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open the Authorization Editor for that user:

User Authorization

| User Authorization

Cperation

Admin - Manage Sales Person

Admin - Manage Store Setting

Admin - kanage Warehouse

Admin - Manage Work Station

Admin - Database Backup / Restore ..

Admin - kanage Tax And CRY

Admin - Customize Printing

Admin - Customize Ticket hessages

Aodmin - Customer Level

Admin - Discount Lesvels

Admin - Categony Attributes

OO0oOooOooo0o0oodXE

| >

o Add

Simply check the box next to the Operations that you want this user to be able to perform.

¥ Cloze
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Shift Management

Proxis Store Manager 5 allows up to 4 shifts a day. To set up shifts, first define the number of shifts a
day and hours per shift, then assign each shift a starting time and ending time.

Shift Manager

Shift 1
From: (06:00 S| Te: 14:00 =

One Business D'ay Include Shift 2
From: |14:01 S| T 22:00 =
¢ - | Shifts
And Shift 3
8 “ | Hours/Shift e Tor
Shift 4
From: Ta

ﬂ}( Save & close ‘ |& Save ‘ ‘ }( Close

After you finish the shift configuration here, select "Show Shift Selector After Login" option in the
Manage Store Settings window under the preferences tab . The next time anyone logs into the system,

you will see the Starting Shift window ask the user to select their shift and report starting cash amount:

Starting Shift
Cash: $ODD ‘ [l Save

!’ Cancel

<0 > 5cents |0 >
«0 > 25 cents || <0 3
«0 > $2 «0 b
«0 3 $10 «0 3
«0 3 $50 «0 b

When the user logs out of the system, he will be required to fill out the Ending Shift report as well:
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Cash Amount:

Ending Shift
Shift: 1: 06:00-14:00 =~ Cash: $0.00 | id sove| ) cocel

Sales Amount Detail

CASH: $0 CHECK: $0 COUPON: $0 GIFT CARD: $0 CC: $0 Food Stamp: $0

tcent | <0 > 5cents | <0 r
10cents | <0 » 25cents ||« 0 b
$1 «0 » $2 «0 S
$5 «0 » $10 «0 3
$20 «0 > $50 «0 >
$100 «0 3
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Manage Store Settings

To open the Manage Store Settings editor window, select the Manage Store Settings sub-menu from
the Admin menu.

Store Settings are grouped into preferences, items, store info, printer, and credit card processing

e Store Info
Store Code: choose a number from the drop down
Store ID: Enter up to 8 numbers or characters
Both the Store Code and the Store ID will be printed on your barcode labels
Store Address: Enter the address of the store
Selecting the Automatically Generate Closing Report will result in a shift report printing
automatically when a shift is closed
o Items
The first part of the settings are the default settings when you create a new item.

"Use Scale Barcode" should be checked if you want to program the POS system to recognize
the barcode label printed by the scales. Usually, the first part of the barcodes is the item code,
the second part is either the weight or price for that item In the example below, digit 1 to 6 is the
item code, and digit 8 to 11 is the weight of the item. So a barcode "2000010011401" will

be decoded by POS system as item 200001 and its weight is 1.14 Ib.

o Printer Setup
You can select the default printer for different printing needs. When'"Use Receipt Printer”
is checked, a receipt will be printed automatically after each sale; when "Hide barcode..." is
checked, for items with SKU number, the SKU number will be printed on the barcode label
instead of the in-store barcode number

If "Print Login and Balance" checked, the login information and ending balance sheet will be
automatically printed on the receipt printer.

o Preferences
You can set up other hardware and operation preferences here.
When "Display Cash Changes" is checked, a pop-up window will be displayed when finished
with the cash transactions
When "Cash Register Style" is checked, a decimal point is not required when entering cash
amounts. For Example, you would need to enter "999" for $9.99
When "Return Receipt Required" is checked, a return receipt will be generated and printed for
each return transaction.
Selecting "Activate Discount code Authorization" will require an authorization code from an
authorized user before applying a discount to a ticket.
If you select the "Show shift selector after login" option, then the user will need to select a shift to
login and report the starting shift cash amount and ending shift cash amount.

Selecting "Inventory Setting Mode" will allow any user to change the inventory onHand value and
price. Typically you only want to select this option when you are setting up your system. Turn if
off after your setup completes.

If the "Return Receipt Required" option is selected, your POS system will print out a return
receipt to capture customer's information during a return transaction.

¢ Credit Card Processing

Proxis Store Manager 5 comes with an integrated credit/debit card processor from X-Charge for
free. Interested customers, please call our customer support or go to our website for more
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mformation.

| button to save the setting changes.

Setting

Freference ltems tore Infa Ftinter Credit Card Processing |

i~ Hatdware Preferenceas -

| Use Pale Display lUse FOS Scales UniforceScales
Login Freferences
Usze Wizard | kiogk Mode v Show Shift Selectar After Login
i Data Entry -
| Caszh Register Style Inventory Setting Maode
: simple Ticket Functions
w! Enable Food Starnp Payment v Enable Payout Transactons
| Activate Discount Code Authorization | Fress T to Calculate Total

| Deactivate Simple Ticket if Idle for & Minutes v Show Digscount Panel
| Cancel Sale/MNo Sale Receipt Required Ise Screen Keyboard
Catalog ltem Button Size: ' Big s Small v Llse Tip Function

— Cash Transaction Operation Freterences
w! Digplay Cash Changes | Open Drawer Before Cash Received
v Dpen Drawwio display Cash Change

i Pepon Freferances
lnclude Maoney Order In Beport Wl Include Special Tickets in 2 and = repors |

- Others -
Beturn MotAllowed RBeturnln (99 | Days

Canfirm Activate Code
Update ot the old Ticket || Bwitch Llzer ofthe Ticket

Discount for Ticket

|l Update | W Cloze
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Manager Store Settings
Open the window

Select Manage Store Settings submenu from the admin menu to open the edit window.

Overview

The Store Settings are grouped into 5 categories: General Preferences; Items Preferences; Store Info;
Printer Settings; and Credit Card Processing Preferences.

Setting

Freterence ltems ostore Infa Frinter Credit Card Frocessing

i~ Hardware Preferenceas -

Uszse Pole Display Lise POS Scales UniforceScales
Login Freferences
Uze \Wizard | kinsk Mode v Show Shift Selectar After Login
i Data Entry -
Cash Register Style Inventary Setting Mode
: Simple Ticket Functions
w! Enable Food Stamp Payment v Enable Fayout Transactons
| Activate Discount Code Authorization | Fress "' to Calculate Total

| Deactivate Simple Ticketif 1dle for & Minutas v Show Digcount Panel
| Cancel 3ale/MNo Sale Receipt Required Ise Screen Keyboard
Catalog tem Button Size: ' Big = Small v Llse Tip Function

— Cash Transaction Ciperation Freterences
w Display Cash Changes Open Drawer Before Cash Received
v Dpen Drawwio display Cash Change

i Pepon Freferances
Include Maney Order In Beport W Include Special Tickets in £ and # reports

 Others -
Feturn Motallowed RBeturnln (99 | Days

Confirm Activate Code
Llpdate of the ald Ticket owitch Llser of the Ticket

Digcount for Ticket

gl Update | % Close
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General Preferences

Setting

Freference ltems store Infa Frinter Credit Card Processing

i~ Hardware Preferenceas -

Uze Pole Display Lise POS Scales UniforceScales
Login Preferences
Ulse Wizard | kinsk Mode v Show Shift Selector After Login
i Data Entry -
Cash Hegister Style Irventary: Setting kMaode
: simple Ticket Functions
w! Enable Food Stamp Payment v Enable Payout Transachons
| Activate Discount Code Autharization | Pregs T to Calculate Total

| Deactivate Simple Ticket if Idle for & Minutes v Show Discount Panel
| Cancel Sale/No Sale Receipt Reguired se Screen Keyboard
Catalog ltem Button Size: ' Big (s Small fwill=e Tip Function

— Cash Transaction Cperation Freferences
w! Display Cash Changes Open Drawer Befare Cash Feceived
v Dpen Drawwo display Cash Change

i Repon Freferences
Include Maney Order In Beport W Include Special Tickets in 2 and X repons

: thers -
Feturn MotAllowed Beturnln (99 | Days

Canfirm Activate Code
Update ot the old Ticket owitch Llser of the Ticket

Discount for Ticket

[gl Update | W Cloze

Hardware Preferences:

Hardware Preferences
Lise Pole Display Use POS Scales Magellang1 0051

Use Pole Display

To connect a Pole Display or Customer Display, choose this option and then select a port number from
the Drop Down list.

Use POS Scale
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Proxis Store Manager 5 supports POS scales and Scanner Scales through OPOS drivers.

Login Preferences:

Login Frefarences
IUse Wizard kiosk hMode v Show Shift Zelector After Login

Use Wizard
When checked, each time when you login POS, the login Wizard screen will automaticlly pop up.
Kiosk Mode

Choosing this option will activate the full screen mode when you login to Proxis Store Manager 5.
Changing this option requires you to re-login POS for the new setting to take effect.

Show Shift Selector After Login

If you select the "Show shift selector after login" option, then the user will need to select a shift to login to
POS and report the starting shift cash amount when logging in and ending shift cash amount when logging
out.

Data Entry:

Data Entry
v| Cash Register Style v| Inventary Setting Mode

Cash Register Style

When "Cash Register Style" is checked, a decimal point is not required when entering a price. For
Example: enter "999" for $9.99, .

Inventory Setting Mode

Select "Inventory Setting Mode" will allow any user to change the inventory onHand value and price.
Usually you should only select this option when you are setting up your system, and turn if off after your
setup completes.

Simple Ticket Functions:

aimple Ticket Functions

v Enable Food Stamp Payment v Enable Fayout Transactions
Activate Discount Code Autharization Fress 'T' to Calculate Total
Deactivate Simple Ticketif Idle for 5 Minutes  w Show Discount Panel

Cancel Sale/Mo Sale Receipt Required se Screen Kevhoard
Catalog lterm Button Size; Big + Small v Llse Tip Function

Enable Food Stamp Payment

When checked, the Food Stamp Payment tab will be displayed in the Simple Ticket window to be used
for transactions with a Food Stamp payment method.
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Enable Payout Transactions

When checked, a Payout Transactions tab will be displayed in the Simple Ticket window. Payouts are
used for any transactions or operations that require cash to be taken out of the cash drawer.

Catalog Item Button Size

This option is used to change the size of the buttons in the Quick Check-out Catalog at the right side of
the Simple Ticket.

Show Discount Panel

Choose this option to display the Discount Panel in the Simple Ticket window for use on simple sales
tickets. The Discount Panel contains the predifined levels of discounts that can be used.

Activate Discount Code Authorization

Selecting "Activate Discount code Authorization" will require an authorization code from an authorized
user before applying a discount to a ticket.

Press "T" to calculate Total Amount

If unchecked, the Simple Ticket will calculate the total amount of the current ticket each time a new item
is added to the ticket, in some cases this will slow down the ticket, particularly when more than 50 items
have been added to the ticket. Choosing this option will disable the total amount automatic calculation. If
selected, you will need to press the "T" key on the keyboard to calculate the total and display the total
amout for the customer. Pressing any payment buttons such as Cash or Credit Card will also calculate
and display the total amount to the cashier and customer.

Cancel Sale/No Sale Receipt Required

When selected, a Cancel Sale or No Sale operation will not go through until a reason is provided and the
receipt is printed to log the reason.

Deactivate Simple Ticket if Idle for 5 Minutes

This will freeze the simple ticket if it is idle for 5 minutes, unless the user name and activation code are
entered to unlock the screen.

Use Screen Keyboard

When selected, an on-screen keyboard will be activated each time when key entry is needed.

Use Tip Function

When selected, the Tip field will be added to the Simple Ticket for the user to add tip to the transaction.
Cash Transaction Operation Preferences:

Cash Transaction Operation Freferences
v| Display Cash Changes v| Cpen Drawer Before Cash Received
Open Draw wio display Cash Change

Display Cash Changes
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When "Display Cash Changes" is checked, a pop-up window will be displayed when finished with the
cash transaction. That window will display the change amount from the transaction.

Open Drawer Before Cash Received
Open Drawer w/o Display Cash Change
Report Preferences:
Fepor Freferences
vl Include Money Order In Beport # Include Special Tickets in £ and X repors
Include Special Tickets in Z and X Reports
Include Money Orders Transactions in Reports

Others:

Cthers
Allow Change The Today Fayment' In Special Ticket
Feturn Mot Allowed Feturnln 15 5 Days

Allow Changes in the "Today's Payment" Field for Special Tickets

Return Not Allowed; This option allows you to set an amount of days as a limit for the time period in
which returns can be made.

Activation Code Required:

Caonfirm Actvate Code
Llpdate of the ald Ticket amitch Llserof the Ticket

Discount far Ticket

Here you can further specify when the activation code is required.

Click the | | button to save the setting changes.
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Item Preferences

Setting @

Freference ltems otare Info Frinter Credit Card Frocessing

Sales BarCode: Wendor BarCode -

v Lse Scale Barcode
ltern Code :From 1  To B . AMOUNT  w From 8 5 To[11

v| [tem MO, = Base Mame + [Dim=][0im']

v “Yendor BarCode = In-store BarCode

Mew ltem Tax; -

Sales Barcode

In Proxis Store Manager 5, each item can have two barcodes, an In-store Barcode and a Vendor
Barcode. The In-store Barcode is generated by Proxis Store Manager 5. The Vendor Barcode is usually
the UPC code or any barcodes that are already printed on the product. In this setting menu, you need to
select which barcode you want to scan when adding items to the sales tickets.

Use Scale Barcode

"Use Scale Barcode" should be checked if you want to program the POS system to recognize the
barcode labels printed by the scales. This function is normally used by the Deli department of a grocery
store. Usually, the first part of the barcode is the item code, the second part is either the weight or price
for that item. In the example below, digits 1 to 6 make up the item code, and digits 8 to 11 make up the
weight or the price of the item. So a barcode "2000010011401" will be decoded by POS system as item
200001 and its weight is 1.14 Ib or price at $1.14.

New Item Preferences

This part of the setting menu controls the default settings for when you create a new item. When all of
these boxes are checked, every time you create a new item, the system will generate the Item NO. as the
Base Name plus the Matrix Selection, and the Vendor Barcode will automatically be set as equal to the
In-store Barcode.
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Store Info.

Setting

store Code ! ;III1

-

Store Address:

Uniforce Demo Store
10000 Example Way
Morth Hollywood, C4 916085

v Automatically Generate Closing Report

| Exchange Data Mode

— Bemind Preference

Receive / Send: |7 - | daws

Store Code
choose a number from the drop down
Store ID

Enter up to 8 numbers or characters

Freference tems | Stare lnfo Printer

Storeid orEZ

itforking Day  From:07 + h 59 7 |m To: MextDay 06« k59

Exp. Date ; 5

Credit Card Prucessing f

s days

Both the Store Code and the Store ID will be printed on the barcode label

Store Address

Enter the address of the store

Automaticlly Generate Closing Report
Exchange Data Mode

Working Day

Reminder Preference

Receive / Send

Exp. Date
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Printer Settings

Setting

Freference Items Store Info Frinter Credit Card Pro cessing

Frinting Method
) Command Device . PrimoFPDF -

OFOS Device :

Ad Ticket  WS-SALESWKOMICA MINOLTA magicolo w |
Barcode; PrimoPDF -

| Use Receipt Frinter W Frint Freight Cin Receipt
v Frint summary After Logout v Return Receipt Beguired

W Hide barcode lable if tem SKL exists
! Frint Payment Histary In Special Ticket
L Show Cash Change And Drawer
| Print Excluded Categaories In Daily Balance Fepor

i Cash Drawer

+ Printer Driven Citiver: B

OPOS Driven  Dewvice |

|ml Update | W Cloze

You can select the default printer for different printing needs. When "Use Receipt Printer" is checked, a
receipt will be printed automatically after each sale; when "Hide barcode..." is checked, for items with
SKU number, the SKU number will be printed on the barcode label instead of the in-store barcode. If
"Print Login and Balance" is checked, the login information and ending balance sheet will be automatically
printed on the receipt printer. To customize the receipt printing and ticket printing further, please go to
Admin->Customize Printing.

Proxis Store Manager 5 supports receipt printing with both Windows drivers and OPOS drivers. The
default setting is to use Windows drivers which prints faster, however with OPOS drivers, you can print
Logo image and ticket barcode. Please check our website for the list of printers we support.
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Credit Card Processing Preference

Setting

Freference terns | Store Info Frinter | Credit Card Processing |

! Integrated Credit Card Transaction Frocessing
" %-Ch o
vl Integrated Check Frocessing cHChaige i
#-Charge

Credit Card Frocessing Folder:

FFl Payhowver
Account Token © 12345678

| lse Secure Card Reader

Pin Pad Port Name - COM2 vl Use PP GiftCard

Check Port Mame:  (COkE = DeviceTerminaIID::'l.ljlji

=1
[ 12y Required for Debit Card S -

[ 12y Required for. Credit Card

Integrated Credit Card Transaction Processing
X-Charge Setup

PPI PayMover Setup
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Reminder Days

In the 'manage store settings' sub-menu under the admin menu, you can set the reminder preferences for
'Receive/Send Items' and 'Exp. Date' by setting the number of days you would like for each. Click the

'Update' button to save your changes.

Setting
Freference tems | Stare lnfo Printer
Store Code: 01 2 Storeid:  OMEZ
Store Address:

Uniforce Demo Store
10000 Example Way
Morth Hollywood, C4 916085

v Automatically Generate Closing Report

| Exchange Data Mode

— Bemind Preference

Receive / Send: |7 - | daws

All reminder messages will be displayed automaticlly on the top of the left side of the POS application

just above the functions tabs:

itforking Day  From:07 + h 59 7 |m To: MextDay 06« k59

Exp. Date ; 5

Credit Card Prucessing f

rdays
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Femind .

Receive Reminder

Send Reminder

#11BOMU fonhand:-311
009PE (onhand;-241
#10MARU fonhand:-16)

Cuskomer P | |

Simple Ticket  Sales Tickek
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Customize Printing

o To choose printers for different types of print jobs, please go to Admin-->Manage Store
Settings. You can select your printers for each type of ticket under the Printer tab.

Setting E|
Freference ltermns Store Info Frinter Credit Card Processing
A4 Ticket  |Fax -
Feceipt  |Fax -
Barcode: Fax v

v | lee Baraint Printar v Print Frairht Mn Baraint

o To define your print job settings, click 4dmin-->Customize Printing.

Customize Printing

Letter Size Ticket . Receipt Ticket ™. Ticket Meszage

—Ticket Frint Format

Customer Copy |Head Setting

+ |rvoice |Head Setting

Letter Header

Iniforce Dema Store
10000 Example 'wfay

Marth Haollywiood, T 31605

v| Frint Letter Header Frint Logo [ 180 % 120

Logo

Concize Ticket

— Page Size
+ 350" % 17.00" 578" » 8.50"
— Font Setting
Mame: | T Times Mew Roman - Size: |8 =
Color: || ©=ck - |Style: (v Marmal [ | Bald ltalic [ Underline
— Copy Setting —Haorizontal———— Yerticalk——
Customer Copy * Left Top
* Cuztomer Copy & Store Copy Ciayilizr Ny Cile
Custormer Copy & Stare Copy & Yendor Copy Right Eatton
Order Copy: (2

o To customize settings for Letter Sized Tickets select the letter size ticket tab . A letter sized
ticket is printed from a regular printer on a regular letter size, A4 or AS size paper.
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ST-0609-01-000004
Date: V252006
Mame: ANomanous Customer
Phone: Zip: 100000 ity PO City Btate: ©R
Sddmas:
Qv | Tiem Uit Cosi Tatal Cloxi
1 Ceneral [tem - GCrocery $10.00 £10.00
1 General [tem - Crocery 20,00 £20.00
Suk Total; |$30.00
Exchiange or store cradit only within 30 days. $2.48
Sales Tax :
Freight |[$0.00
Total, [FHa48

o

o

First, you can define the header and the logo of the ticket.
Then, you can choose to print the header and logo or the print style (Concise Ticket).
Here is an example of a Concise style ticket:

Page 26



]
]
'

+
'
]
'
'

T
]
'
'
'
]
'
'
'
]
'
'
'
]
'
'
'
]
'
'
'
]
'
'
'
]
'
'
'
]
'
'
'
]
'
'
'
]
'
'
'
]
'
'
'
]
'
'
'
]
'
'
'
]
'
'
'
]
'
'
'
]
'
'
'
]
'
'
'
]
'
'
'
]
'
'
'
]
'
'
'
]
'
'
'
]
'
'
'
]
'
'
'
]
'
'
'

There are many other settings you can define such as paper size, font, and number of copies you

ST-0609-01-000004
Crate: Qf2/2006

Customer  Ahonymous Costorr

Qiy. | Item Unit Cost Total Cost
1 General Item - Grocery $£10.00 $£10.00
1 General Item - Grocery $20.00 $20.00
Exchanoe ar store credit onhowithin 30 days.  Suk Total: |$30.00
Sales Tax (.48
Freight:|$0.00
Tatal: |$32.4%

Customer’s Signature:

want to print.

To customize settings for Receipt Tickets, choose the receipt ticket tab. A receipt ticket is
printed from a receipt printer.
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LIniforceP 035 Demao Store
9i2/2006 5:09:51 PM
ST-06059-01-000004

General tem - Grocery
1x$10=5%10
Genetal lterm - Grocery
1% %20=%20

Total terns Count2

SubTotal 30

Tax §2.48

Freight: $0.00

Total: $32.48

Total Payment: $32.48

e . pu s B

o Here you can define and choose to print a header and logo. Proxis Store Manager 5
only supports logo printing with OPOS drivers within our application. To print logo
image with Windows drivers, you have to contact the printer manufacture for support
and configuration.

o When "Print Total Items Count" is selected, the item count total will be printed on a
receipt.

o When "Print Cash Change" is selected, the cash amount received and the change amount
will be printed.

o You can select the "Extra Copy For Customer Signature" button to print an extra
receipt copy for signing

o Use the Message line fields to customize a message to print at the bottom of your
receipts

o Click the Update button to save any changes
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Customize Printing

Letter Size Ticket | Receipt Ticket . Ticket Meszage
LA L oo
Urniforce Demo Store | |7 Frint Letter Header Pl
10000 Example " ay | + Left
Marth Hollywood, T 31605
Center
Logo
' Bight
|| Print Logo [ 180 % 12071 v Print Total ltems Count v Frint Change Cash
| Extra Copy For Customer Signiture [only for credit pavmentz]
kMezzane lines [1] at the end of the receipt ;| 30 characters
kMezzane lines [2] at the end of the receipt ;| A0 characters
kMezzane lines [3] at the end of the receipt ;| 30 characters
kMezzane linez [4] at the end of the receipt ;| 30 characters
kezzane lines [5] at the end of the receipt ;| A0 characters
kMezzane linez [B] at the end of the receipt ;| A0 characters
Mezzane lines [F] at the:end of the receipt ;| Al-chiaractere
Message lines [8] at the end of the receipt ;| S characters
Meszage lines [3] at the end of the receipt A0 characters
Meszage lines [10] at the end of the receipté A0 characters
Extra line(z) at end of receipt : 1 :
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Customizing Ticket Messages

You can change the messages that are printed on sales tickets as well as the message printed on special
tickets for letter sized prints. To do so, first navigate from the Admin menu to the Customize Printing
option. Then inside the customize printing window click on the Ticket Message Tab . Type your
desired messages and then click the 'Update' button to save your changes.

Customize Printing

Letter Size Ticket . Receipt Ticket ™ Ticket Meszage

kezzage of zales ticket
Exchange or store credit only within 30 dayps.

kMeszzage of zpecial ticket

For all special orders, a B0% deposit iz required.

There are no cancellations, refunds or store credits on special order purchazes.

Order muzt be picked up 21 days after cugtomer iz notified that order iz in. IF order iz not picked
up, then the cuztomer will be charged the balance after the 21 days.

Ceposit of special ticket: |H0%%

Here you may also set the percentage amount required as a deposit for a special ticket transaction
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Manage Warehouses

during a sale.

Manage Warehouse

Mame | Store Address

Address:

Store Mame

Stare Address

Store Addrezs Line 2
Phorne Murmber

X

‘ 07 Mew H la Save

¥ Cloze

Select the Manage Warehouse sub-menu from the Admin menu to manage your warehouses. If

you have more than one inventory storage or "Ship From" address, you can use this function to
add them. These addresses will be available to you when you select a "Ship From" address
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Manage Customer Levels

o Click on Admin-->Customer Levels to open the editor.

lhem Discourt gy Piindt VIP Card # Chose
[ Customer Level WP Cuglomers
Lesvel Title - rfaprn:nduci |3a5pemal l | Barcode 'I Hame *|
d vhe SpECi A01000002  Joo Smith
1 VIF Top Price Ignnre SaleCondition - Mo Sal)
: Cushomer Phato
a4
L] L] 4 » » L] + - ] F W WM o+ = ]
VIP Itams
Categories : - Barcode :
Barcade [+|  hem |7 Diascription [+ | O1d Price = Discaunt [=] VIF Pr[=]
+ (']

o Modify customer levels in the Customer Level group. The ID field's value will be assigned
automatically to customer levels as they are added. You can name the customer level in the
"Level Title" field. The third field allows you to select the discount behavior if a special price
already exists for the items involved. You may choose one of three options;

o ignore the special price and apply the usual customer level discount
o ignore the customer level discount and use the special price,
o orapply the customer level discount on top of the special pricing.

Manage Customer Levels

[tem Dizcount @

r Customer Level WP Cuztomers

Barcode |- Marmme - |
A07000002 Joe Smith

Ignu:ure maleCondition - Nu:u oale Applied When Special Exists
Apply SaleDeduction to Specials Frice - Otherwise Apply to Price
=i

Click "+" to add or "-" to remove a customer level. Use the other buttons to browse
customer levels.

o While a customer level is highlighted, to Add/Remove customers from customer levels,
press the "+" or "-" in the VIP Customers group to add/subtract a customer from the
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selected customer level.

= "Highlight a customer level from the "Customer Level" group at left:

— Cusgtomer Lewel

D [~ || Level Title -

2 WIP-Silvear

* ¢ > D

+ = a o o

= Click "+" to open a customer list window, select the customers you want to
assign to the current customer level.

— Customer Lewvel

D [~ || Level Title

¢ WIP-Silver

4 ¢4 PP F = a

Cu

o Add discount items for customer levels. Items must be added to the customer levels in

order to access the discounts created for those levels.

VIF Items

Barcode [*] tem ||

Description

|+| Old Price =/ Discount |=| VIPF

1000003 tastwing

test product in wine category

$50.00 $£1000| g4

4 L3 »

= Click "+" sign to select items
= Set discount by entering the discount amount on the Discount field.
o Function Links and Buttons:

[tem Discont

Prirt 4/IP Card > Cloze
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= Item Discount: clicking the "Item Discount” button opens the Sales
Discount window. Here you can set the discount amount for multiple items that
have been added to the current customer level. You can set the discount amount
Bn =
to an amount you choose and use the buttons to select or de-select
all the items at once. You may also check items individually.

Manage Customer Levels

et lterm's Discount Directly

Dizcount Type: | Fercent w

Discount Yalue: | « 10.00 » sl

Maote: Digoount Walue must less than 100 for percentage .

“u joy
I palmoliv
menudito

blazin
chipotle

(]

‘ W Ok | ‘ ¥ Close

1007886 sun chip

Barcode :

o You may also use your scanner to add items to the selected customer level by placing your
cursor into the barcode field and scanning an item

Frint /P Card ¥ Cloze

[tem Discount

o Print VIP Card: click to print a VIP barcode label for selected customers.
o Close: click to close the editor.
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Manage Tax and CRV

Manage Tax Rate
"Base Tax . Combined Tax . CRY . Fil Tax
Tax Title EH Tax Rate EH Tax Rate Type ||
Food 0.06|FPer Dollar
1} Fer Dollar
0.0825 | Per Dollar

. . w’ b4 Cu

o Click the default Base Tax, here you can add/edit individual Taxes that you may charge during a
sale.

o To add a new tax rate, click + .
o To edit an existing Tax rate, choose it from the list, you can change the Tax Title, Tax Rate and

the type.
-
CHx-18 g |FerDollar
CE — 10 Fer ltem

o Many sales items require more than one tax. In these case, you can define "combined tax" by
choosing the tab.

Manage Tax Rate

Base Tax | Combined Tax .. CEY “_Fill Tax

TawTite /[ SubTax [*]| SubTax?2 [=]| SubTaxd3 [+]
| -

4 4 » » + 5 v X Cu
T ax Rate[Per Dallar]: 0.0325
T ax Rate[Per [tem]: 0

e Adding CRV is just like adding a Tax rate, click "CRV" tab and then the + button to add a
record.
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o Choose the "Fill Tax Tools" tab to assign tax rates to different item categories.
o To assign tax to a category, select a main category first, then choose a Tax title from the Tax list,

then click on "Fill Tax" button.

Manage Tax Rate

Baze Tax . Combined Tax L CRW | Fill Tax

Itern Main Categary: | Groceny -

Taw List: -
T axt ame

Food

Mon

Tax

Tax +

| ¥ Cloze

| s Fill Tax
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Item Types

You can manage your item types in the 'Item Type' window. You can add/delete/edit an item type. Click
the 'Save' button to save your changes.

Item Type
Drag a column header here to group by that calumn
o - Type Name - Categony -
1 |Inventary Part Inwentary Part
¢ |Mon-inventony Fart Mon-inventony Fart
L] L. 4 4 » ] + - Cul

Il Save ¥ Cloze
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Item Categories

At this menu you can add new item categories or disable an old category.

Click the # button to add a new category and enter the title of the new category, then click the
button to save it.

Hems [Zdll:p_nr'ir:::

[ Mai Cataoon. | Sub Catagens . F Commission

_ Tite  [¥] VedfyCustamner [=]| Show In Tate[¥] Can Use Fa'=] Web Otdaif=] She
Ligquorfine
Cigaretas
iFu:d

rded
Personnal Cara

B

=||I= Senice [=)| Disak[=|| Cabmgon image

||

E
O

Grocarny
Beer
SodaWater
lcacream
hdowies

Derciphon

|Magazine

|I:'|| one Card
Loteny

Juice
SCRATCHERS
Conchy Blar
Pt

Sarice

o | o o e o e o o R A
BEMNEDEEE R EEEEREEE S
O(O0Ojo|Oo.00/0oo/oognooonod
0|0 O000o0n0oojoooooo)
| o o o o o o o o R e
O(O|0O|o|®=, O/ O/ooojooo oooono

oo o
ojojg

Shaw Alinbubss [Llr.-l:l-al:e Categoies | Claga i

To add a picture of the item category, right click the category image area, and select a picture to load into the
area:

Cateqary Image

i

E. Paste

| Dezcrption

ﬁ- Load. ..

b SaveE 45,

Checking the "Show Attributes" box will display the category attributes for the selected category:
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'.Cﬂtﬂgﬂr}f Aftributes List NoweEven categon's athibute seting must be saved svespbme
[0 - Afinbute Mame -~ | Attribute Vialus Type = |Ordar [~| Showatweb = Disabled ;:_]l i
3 EGrapE Wariatal |Combio Box 0 a ]
4 EGnu;ﬂl}' |Combo Bax 0 O O
5 EW‘FHE - Special Categony |Cambo Box il O |
w
L. 4 b L -+ s .

For both category and category attributes, checking the "Show At Web" checkbox will display the category or attribute in the

website catalog. Assigning a value to Order or Web Order will decide the display order on the website, the lower the number, the

higher the display position.

To add a sub category, go to the Sub Category tab, select the main category from the drop down field, then start to add sub

categories for the selected main category:

Main Category | Sub Category - Fill Commission

Main Categany:

Beer

o |Liguor e

'» |Web Sort Orde|» |

Disabled

i

Cigareties and Tobacco
Beverage

Cheese

Misc

Man Tax -

You can assign commison rates to whole categories of products in the Fill Commission tab. Select the main category and then

assign the commission amount for the category as a percentage of the sale price.
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Items Categories

bain Category . Sub Category  Fill Comnmizzion

Main Category: || -

o

e
Commission : 0 -

‘ «/ Fill Items X Close ‘
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Manage Category Attributes

Attributes are customizable fields that can be created for, and assigned to your item categories. For
example, for the wine category, we can define attributes such as: Country, Grape Varietal, Appellation
and so on. This feature allows you to make the organization of your inventory more detailed inside the
program. In Proxis Store Manager 5, you can also use these attributes to generate SKU numbers for
items automaticlly so that your employees can look at the SKU# on the barcode label on an item and use
that number to identify any possible errors. With the Inventory Setting program, you can also use these
attributes to filter and sort lists of items. This is helpful when printing store barcodes, checking
inventories, and generating reports.

o To create an attribute, click Admin-->Category Attributes.

Attributes Define

Attribute “alues Of Country
C/ [+ MName [=|Value Tyg[*| Barcode Len|*| Disable =|| ||MNc - = Barcode [+ Walug =]
______________ j Country Combio Box 2 100 us
2 Appellation Tt Box 1] O 2|Mm France
1 Grape Type Check Box 0 O 302 Spain
4|03 (a1
@ ¢ * » + = a o | > ® + = a pe
‘ A Save Close = Save H > Clos= ‘

o There are 3 value types of attributes: Check Box, Text Box or Combo Box.
o Check Box: Using a check box type, a user can check or uncheck a radio box to enter

the value.
Text Box: The user needs to type in the value in a text field box to enter the value
Combo Box: you can pre-define all the possible values and let user to select one of the
predefined values to enter the attribute value. This is the only type of attribute can be
used to construct an Item SKU number.

o For combo box type of attribute, you can define the length of barcode for SKU.

o For combo box type of attribute, you can also pre-define the values.

o To link attributes to categories, click Admin-->Item Categories. Then select "Show Attributes":
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Iltems Category

b4 ain Categon

Sub Category

&3

ID =]

Title

'~/ Disabled |+

1|Grocery
¢ ["iine
J|Beer
4|Soft Drinks
b |Liguar

6| Tobacco
7 |Cigarette

gooooood

L

4

» L 4

Cateqgory Attributes List Mote:Even categony's attibute setting must be zaved everytime

o o

Mo [+

Adtribute MNarme

EHNtribute “alue TFFE” Qrder EH Disablec *|

4

v Show Attributes

4

» G

¥ Cu

| Save Attributes

Attributes Manager

|Jpdate Categaries

| Cloze |

o Select a category such as wine from the category list.

o Click "+" on the Category Attributes List
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Itemns Category | %
Main Categony  5ub Category

Y

D E] Category Attributes |£|
1 Grocery Select Cateqory Attributes
2 '"Wine
3 |Beer Drag a column header hare to group by thet column
4/SoftDrinks | Sglaciad [+ Atiribute Name [+ | Valua Type [+
5 |Liguar =] _Q,Dunw _Cumhu Biox
& Tobacco Appallation Text Box
7 Clg arefte Grape Type ~heck Box
L L)
Category Attiributes List (1]
No [+] Attribute |
1
‘ W Select | X Close
4 9 > ¥ + o
| Show Attribubes Save Alrbutes | l.ﬁ.tlri:m:s Hanagcrl | I pdate Categoies Close

o Check the attribute items you want to set for the category. And click "Select" to close the
window.
o Click on "Save Attributes".
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Iltems Category

X

tain Category . Sub Categony
ID Rl Title '~/ Disabled |+
1| Grocery Il
3 Beer O
4 |Saft Drinks O
R Ligquar O
& Tobacco O
7 Cigarette (Il
4% 4 » » qr Cu
Cateqory Attributes List Mote:Even categon's attiibute zetting must be 2aved everytime
Mo EH Aftribute Name EHNtribute Yalue TyFEHCIrder E||Disab|ecE|
1| Country Combo Box a [l
2 Appellation Text Box 0 (Il
3| Grape Type Check Box 1 Cl
% 4 . Cu
v Show Attributes ‘ Save Altributes ‘ Attributes Manager ‘ |lpdate Categories ‘ Cloze ‘
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Payout Items

In this window you can add pay out items. You can create the name for your payout item in the title
field. The disable field allows you to disable payouts that you do not plan to use anymore. The order
field determines the order in which the payout items will appear in the payout tab in the simple ticket
window. A lower number indicates a higher position. Use the arrow icons to navigate through the
payout items. Click "save" to save your changes.

Manage Payout ltems |g|

Manage Fayout tems

Title '~| Disakled '~ Order
Cffice Supplies Payaout

Lotto Scratch Ticket Payout

M +

A Save & Cloze

‘ H Save H x Cloze
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Catch All Items

Often times, a sales person needs to sell items that have not been added to the POS inventory item list
yet. In Proxis Store Manager 5, we let sales people use Catch All Items (or default items) to represent
those items that can't be found in the system. Each category can have one catch all or default item.

o To define catch all items, click Admin-->Catch All Items.

Default ltems Define D_<|

| v‘ Create D efault [bem ‘

Default ltem MName EH Categaory D EH =shortcut Buttan In Simple E” Disaklec *
General ltem - Grocery 1 ‘ Default Item 01 ‘ 0
General ltem - Wine Z ‘ Default ltem 02 ‘ O
BarCode: 1000004 OnHand: 539399

ltem Type: Inventom Part = Tax: |Taw -

Mo image o display

A K Save & Close

‘ ¥ Cloze

‘ |l Save

o Toadd a Catch All Item (default item) for a category, choose a category from the drop down list

first.

o Then click "Create Default Item".

e A default item for the selected category will be added to the list below. You can also select a
shortcut button on simple ticket for this item.
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é':iE!r'lE!r'El.I [tern - Tobacco - ’:
i -
Default Item 01
Default Item 02
BarCode: 1000005 OnHand: Default ltem 03
ltem Type: Inventory Part | Tax: Taw
Default Item 04
Default Item 05
. Default Item 06
d)
Default Item 07
Default Item 08
St

BarCode: 1008067 OnHand: 9955339
ltem Tywpe:  Mondinventory Pat » | Tax | Tax -

o Mo image to dizplay
Description: |

A ¥ Save & Close

‘ K Close

‘ |l Save

The barcode and OnHand items will be set automatically.

o You can select the item type as Non-Inventory part or Inventory Part, although non-inventory
part is recommended.

e You can select whether or not the item is taxable.

¢ You can also type in an optional description

¢ Youmay add an image for your default item as well.

o Click "Save" to save changes, or "Save & Close" to save and exit the editor.
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Hot Key Items

"Hot Key Items" enable you to assign "hot keys," or keyboard shortcuts to particular items in your
inventory. This allows you to ring up frequently selling items very quickly with one command of the
keyboard. To assign a hot key to an item, inside the hot key items window select the hot key that you
want to assign and then click the ellipses in the [temName column The select item window will appear
and you can then navigate through and select the item you want to assign to your hot key. Click "save" to
save your changes and you will be able to use the 'hot key' to input this item to a ticket or an order.

o
El

HotKey |-

[termMame

-]

Disabled |+

=hift+F1

Shift+Fz2

shift+F3

=hift+F4

Shift+F5

Shift+Fh

shift+F7

Lo S T R R A T e

Shift+F3

(L]

=hift+F4

110

Shift+F10

1

Shift+F11

12

shift+F12

OoooOooOoooogooon

‘ A Save & Cloze

[=l Save

‘ >( Cloze
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Service Items

"Service Items" enable you to add items that can be scheduled with the store employee. This function is
often used in hair salon or any stores that provide services to clients that can be scheduled.

First, you need to add item categories that are service type, to do so, go to Item Categories, add a
category and check the box "Is Service".

After you have defined one or more service categories, you can come back here to add service items.

Tille [=|Barcode  [*] Category =] Meed Mintes = Label Color[®| Disab = | ad sales: Lser 003 = E|
|Fickup 1017657 Senice i | Color not a ; = 7 T
Wesh Tonese  Sewies | 10 JCoiornot| 01| S S E e
Steam 1011653 Senice 10 IColernet] 01 ||2%2r003 et AL

=] £ e

For each service item, you can define item barcode, service category, time required to provide this
service, background color to be displayed on the schedule calendar and the individual employee rates
and service rates.

To shedule the service with clients and employee, please refer to Schedule Services.
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Quick Checkout Catalog Items

At the 'quick catalog items' window, you can choose items to include as part of a catalog of items that
you can ring in on the simple ticket window simply by clicking a button. The quick catalog appears on
the right side of the screen in the Simple Ticket Window. This is particularly useful for items that do not
have a vendor barcode, items that do not scan easily, or popular items that sell very frequently.

To add an item to the catalog, simply check the check box next to the item and then specify the order to
display them in, lowest numbers being the highest position.

Ouick Checkout Catalog

Filter By M arne:

ltem Mame Ral Frice '~ Selected |+ Order E||"'_‘
tAbd's, Feanut B
hdbd's, Plain
Twix Cookie Bar

Agua Drops Citrus
hbd's, Crispy

Three Musketeers
Spam stuff 1.54
Fleenex 0

o o o o o o

Hershey Fast Break Candy Bar
ICEBREAKER CINMN GLUM
F.oolerz Mint Splash

Breath Sawers Yanilla Mint

O000FEDO0O0OREERERE

Breathsavers Spearmint

| L 4 g " M Cu T

Select All \.-"( Ok

For example, the items selected in the picture above show up in the simple ticket window on the right
side of the picture below
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Unifore POS Manaper Yersion 3,0 - [POS 3. Admin] - [Simple Sales Ticket]

P Secien Dustomes Vendo Licr fenmow  Quen  gdwin Uy Hep

£0.00
HOSTE=S CARLMEL HI
HIO'S - SHECE

Chec

£0.00
b 5, Prarnd

=000
ME s, Peamt

.0
MET s Flain

5UR TOTAL: $0.00 Toma Tase $000 Yot Papment) $0.00 TOTAL 6.5 §0
Customer Tender . Catch&lllterns . Payout ' Key Pad ' Food Stamp
Anomymous Custamer ™ |Money Order P17 STLEMEIEN® | CRY DapositFY] (| Check [F10]
Date Sales Perzon
3an7i2008 = admin v [Cancel SaleFRC]| Mo Sale FA] Coupon [FF] &'ﬂ[l:__l:ﬁnrd
Paymant Method
CASH o | Mt Fopments | it Card [FB] || Store Credit(F9) || Cash [F12]
lisms
0 - || Gatiwimight
BarCode lbzrn |=| Quentity =||Frce | Discour = Aol =
| ttem SKU Search |
liem's Image:

£0.00
[ st Lok Bai

4000
&qua Dioos Chius

.0
kT . Criey

£0.00
Three Wil eere

.00
ICEEREAKER CIHM GUM

You can create filters in the quick catalog items window to to help you find products more easily. Using
the "Filter By Name" field at the top of the window causes the window to show only items that begin with
the characters that you type. You can use the "filter builder" to create more complex searches of your

=

items. Open the filter builder by clicking this icon
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Unstoried Items

At the 'unstoried items' window, all items that have been added to the system by the users at the register
because they were not in the inventory database at the time of the sale will be temporarily stored here for
the manager's approval. Users with admin rights can delete them or add them to the inventory database.

This feature helps managers to locate items that are not properly entered into inventory properly.
Because you do not have time to enter product information while the customer is waiting, this list allows
temporary storage of basic item info so that these issues can be dealt with by a manager at a better time.

Instoried Item List

Barcode EHEiarl:u:udeType |E|| ltern Mame -
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Payment Methods

At the "Payment Methods' window, you can add new payment methods for your tickets or orders. Click
the + button to begin adding a new payment method and type the name in the payment method field.
You can use the arrow keys to scroll through the different payment methods. Click the Check Mark
button to save any changes you make.

Payment Methods [‘5_(|

D [+ Fayment kMethod E” s
CC-JCB

1|CC- Other

2| CHECK.

3| CASH

4|CC-Yisa

5 CC-Master Card

B |CC-Ametican Express

7 CC-Discover o

4 " L + o ]

‘ & Update

‘ 2 Cloge
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Vendor Terms
At the 'Vendor Terms' window, you can add/delete/edit the vendor terms.

You may add vendor terms options remove them with the + and - buttons. Click the 'Update' button to
save any changes.

¥Yendor Terms

Drag a column header here to group by that calumn

D

1% 10 Net 30
212% 10 Met 30

Due on receipt
MET 10
Met15
Met 30
MET 45
Met B0 W
MET 90

Yendar Terms

L o S B R b R SR S )
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Daily Balance

Today's Balance

This report lists detailed store operational information for the current business day.

e The top part of the screen lists the sales and order data.

Todap's Bdace Prewicus Balarce Balanze Chargs Log Teday's Eaarce of Exch Categonis] Teday's Balarce of Exch lismix] Commizsan
Sales Tickets: 000 Gift Cartiizate Used 00 E
Cask: § 0.00 Check: § 000 - , 000
oog0m Focd Stanp 3 000 Rl
Special Ticksts: #m Customen Ciedil Pay Back: nm
Today's Pagmert: § 000 Care $0.00 Chsck: §0.00
LCazhe % 0,00 Chack: § 10 CC %00
C $0m Feod Slanp & 0.00 st Criadd Usad maon
Tatal Gioss keoome: 000 lign Sl 100
Teday's Tokal Paymert $0.00 Porchasze Drders: wm
CAY 002 Taw F000 . m 00
Freigh: 000 Geosz $0.00 Specal (rde :
Semips Change: Al Tl Pagpcn s £0.00
Cash £0.0 Chack: § 100 ol Income: Eate
LT 000 Froed Stanp £ 0.00 ) Todayis Blalance: 200 [ 54852008
Sl Ceiblic ats Sold .00
Tikad Copstorees Credil:
Cazk: % 0.00 Chesk: § 0000 ) e
C §0m Feod Stamp & 0.00 Calagones Eachidad :
sene; Oider 000 ~Categaries Euchsd et
Casho 5 0.00 Check: § 0000 Taolal poice of ileme =old
CC $0.0D
Foput $0.0
Cavte § 0100 Check: 5 0.0
CC: £0.00 ~Pagnist
Retum Tickat: a0 Tolal amowunt of papoul  Papoul lbem Hames
Cmh %0 PayRack § 0
Srore Credi:fn cr: 0
Wi Tickeis: a
Erpot ToEa - Caoulste | Gt Hew “Eu:l .a:tH-u-d'.‘ Calcuais &l || Save Todee “ Fam: Today ﬁ:ie:hTo-d-:}‘
‘ Calzculate ‘ ‘ Get Mew ‘ et Last Month ‘ Calculate All ‘ ‘ Save Today ‘ Frint Today | | Refrezh Today

e Function Buttons

Fe

o Click the sl ToEE button to recalculate today's data.

Save Today

o Click the button to save it.

Calculate All

o Click the button to recalculate all the balance data since the first day recorded in
the system.

et Last Month

o Click the button to recalculate the balance data of last month.

o Choose one day and click the button to recalculate for the selected day.
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4 August kA 2005 »

nnoe du it
1 2 3 4 5 B
78 310111213
14 16 16 17 18 19 20
2 22 23 24 5[EY 27

28 29 303
| Today | | Clear |
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Daily Balance

Previous Balance

This screen lists the history of daily balances that you have calculated and saved.

B/21/2005 . . . .
£/20/2006 50.00 £0.00 £0.00| £0.00 £0.00 $0.00 40,00 30,00
£/19/2005 40,00 £0.00 $0.00] $0.00| £0.00 $0.00 0.0, $0.00
E10/2005 3000 £0.00 $0.00 $000| £0.00 $0.00 0,00 30,00
&17/2005 50.00 §0.00 $0.00| §0.00/ §0.00 $0.00 0,00 $0.00
E£/16/2005 40,00 433711 $0.00 $0.00| £0.00 £337.11) 000 133711
E/15/2005 5000 $124.50 £0.00 $0.00| £0.00 12450 41,00 $124.50
£/14/2005 $139.41 418599 $0.00 $0.00 £0.00 £326 40 40,00 $326.40| -
£/13/2005 $0.00 $0.00 $0.00] $0.00| s0.00 $0.00 $0.00. $0.00
§H12/2005 525 26 §0.00 £0.00 $0.00| §0.00 §525.26 0,00 1525 26
£/11/2005 50.00 £0.00 0.0/ £0.00/| £0.00 40,00 40,00 50,00
£/10/2005 40,00 £0.00 $0.00] $0.00| £0.00 $0.00, $0.00] $0.00
/9205 5000 £0.00 $0.00| $0.00| £0.00 30,00 0,00 30,00
£/8/2005 50,00 §0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
E/7./2005 40,00 £0.00 $0.00| $0.00| £0.00 $0.00 40,00 30,00
BB 205 $0.00 £0.00 £0.00 $0.00| £0.00 $0.00 0,00 $00.00
E/542005 £0.00 £0.00 .00/ $0.00 s0.00/ $0.00 $0.00 30,00/
E/4,/2005 $0.00 $0.00 $0.00] $0.00| £0.00 $0.00 $0.00] $0.00
B/ L2005 3000 £0.00 $0.00 £0.00/ £0.00 0,00 40,00 30,00
B/2/2005 2000 £0.00 $0.00 £0.00/ £0.00 40,00 40,00 30.00
E1./2005 40,00 £0.00 $0.00| $0.00| soo0| $0.00 40,00 30,00
5731 /2005 5000 £0.00 $0.00| $0.00| £0.00 30,00 0,00 300,00
573072005 $0.00 £0.00 $0.00 $0.00/| £0.00 $0.00 40,00 $0.00
5/79/2005 30,00 $0.00 $0.00] s000| $0.00 $0.00 $0.00 30,00
5/20/2005 $0.00 £0.00 £0.00 $0.00| £0.00 .00 0,00 $0.00
/2712006 5000 £0.00 000/ £0.00 $2000 40,00 $£20.00 {820.00]
5/26/2005 40,00 $0.00 $0.00] )| $0.00 $0.00 0,00 $0.00
5/25/2005 5000 £0.00 $0.00| $0.00| £0.00 $0.00 0,00 30,00
S AR 20 00 £00n i EN0ON. 000! 30 00 41100 000 ]
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Daily Balance

Balance Change Log

This screen lists all of the changes that have been made to the daily balance.

Balance Daily
Today's Balance | Previcws Balance
[l'.ag & C ol

B/127°2005
E/12/2005

Edm Charge Log

[ atal e

Balance

6/1542005
E/M 52005

$0.00 24.00

EM 352005 J0.00 4.00 Sales Ticket B 5A2005
E/1252005 152526 $139.20 Balance E/15/2005
E/12/2005 £5525 76 $133.20 Tatal Income £/15/2005
BM 252005 £525.26 13920 Sales Ticket 6152005
B/1252005 439353 $47.05 Calas Ticket EM542005
61272005 £139.20] 493 53 Balance 6/15/2005
B 252005 '3133.20_ $9353 Talal Income B 52005
61252005 $139.20 39353 Salas Ticket BA1542005
B/ 2/2005 §E353 44T E5 Balance B/15/20005
M 252005 $932.53 47 85 Talal Income EMSA2005
519722005 17519 $0.00 Sales Tickat B/15/2005
5/13/2005 $375.19 40,00 Tatal Income £/15/2005
532005 £375.19 000 Balance B/ 542005
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Today's Balance For Each Category

This screen shows the sales data of each item category for the current day.

o The screen displays the data broken down into categories.

Trmiialan cellaily

Daily Balance
Today's Balance | Prewous Balanes

Ealznce Crznge Log | | Todss's Eslance of Sach Categon

T clal rurnker of fzms =0k tod g

Tolal prie of b 2ok woday

Tolad cot ol ferns 3ok lacay

qulmrrhuHmmnnm.llddmncldmwlw |

ooy ERTNI FIESE (0, 30) 10 1 l£0 |
Iwm 40,0 ERUECNE SN 10 1 a0
Iuem 0o uf 103030 10 u £l

Is'-ulnr'm. 00,0 f0 30§00 10 1 &0

Ian.n 00,0 f0 30§00 10 1 0

Ir-nha:m 30,01 £33 [§0, 30 £0 1 %0

 [e— 000 $0 150,50 10 I 0
|[é.ﬁ1’nlﬂdml X Do

o Clicking on "Print Balance" will print the report from the receipt printer.
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Drate Printed: 205052006

Category

Amonnt: § [ Taxable, Mon-tarahle)
Ttem: # Taxable, Hon-taxable)

Grocery
Ttem: 3 (0, 0)

Aynooamt: $ 1554 (30,30

Wine
Ttem: 3 (0, 0)

Aynooamt: $ 1554 (30,30

Beer
Ttem: 0 (0O, 0]
Amemt: $0 (50, %0)

Soft Drinks
Ttem: 0 (0O, 0]
Amount: $0 (30,5

Limor
Ttem: 0 (0O, 0]
Amemt: $0 (50, %0)

Tobacco

Ttem: 2 (0, 0)

[ TR ol I T L T o B T o Y
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Today's Balance For Each Item

This screen shows the sales data of each item for the current day.

o The screen displays the data broken down into categories.

Daily Balance

Today's Balsnce  Previous Balsnce  Balance Change Log | Today's Balance of Each CategondZ] | | Today's Balsnce of Each ltem() | Commission
Start Date : |11/22/2007 '| End Date : |12;1;20m ~ _ ShiftaAll | Sales Al

shift: | ~| Sales User : - m]

T— Total rurber of ems 5o~ | Item price Total dmount of tems soid | Tawable

1 £0.99 £0.99 N

ted ik 1 $159 §1.59 N
Coca-Cola Classc(12 0 oz) 3 §1.85 $5 55 ¥
Penier Sparkling Matural Mineral wats 1 $1.20 £1.20 h g
Rockstar Energy Drink[15 oz ) 1 5249 §2.49 N
Riockstar Enengy Drnk[240z] 1 $299 $2199 N
Monstes Energy Beverage( 16 F10z) 2 200 £4.00 N
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Commission

If you have commissions set up for sales users and/or particular items this screen shows the sales data for
sales that have generated commissions

o The screen has two sections; commission calculated by items, and commission calculated by
sales.

Dadly Halance
Tod's Baance | Previous 3sbence | BasnceChanprlog  Toda's Balsnce of Each CalegouZl  Tocay's Balance o Exch ] | [Commaror

Shant Date |11|'2.|“2[I_'I|" = End Date ;1003002007 vl I Zel Hepoll I

Commission Calcullate Ty liem Commission Calculate Oy Sales

e .F.M | Tee Bl Conn s o Bl
00| ||Fos2 ain 2 AN m
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Shift Report

Select the shift report sub-menu from the admin menu

Dverview |

Start Date : 3/12/2003 ~ EndDate: [3/12/2008 = G Repot

Select a date or a range of dates and click on the "Get Report" button. This will build and display the
report for the selected date or date range:

The reports displays the shift info for each individual shift. Including starting and ending cash amounts,
cash receieved, paid outs, and projected ending cash amounts.
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End Shift and Log In Record Report

Select the end shift report sub-menu from the admin menu

Please Select Log-In Record

Employee : Scotland -

Bussiness Date From : 9/1/2007 ~ To: 311972008 -

Log-In Time '~| Log-Out Time '~ || Shift '*||1s Checked |*]
3/19/2008 11:41:19 P 3/13/2008 11:43:02 PM 2 Y

o Add « Check-out ‘ ¥ Close ‘

Select the user and date-range you would like to generate a report for. The shift information for any
shifts that match your query will show in the window. The details for the shift include log-in time, log-out
time, shift number, and whether or not the shift was checked out. You can also check out a shift
manually by clicking the "check-out" button. This will open the "Checking Shift" window and you can
enter the ending cash amounts for the shift and click save to close it.
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Date:
Shift:

87
0
14

b

*| 10 cents

k

3

b

»

Sales Amount Detail

CASH: $14.87 CHECK: $8.97 COUFPON: $0.00
GIFT CARD: $0.00 CC: $0.00 Food Stamp: $0.00 Customer Credit: $0.00

1 cent

$1

$5
$20
$100

Cash: $214.87

Checking Shift |

N CES

Projected Ending Cash: $214.87

$0.87
$0.00
$14.00
$0.00
$0.00
$0.00

0
0
0
0
4

v scents $0.00
v 25 cents $0.00
v 52 $0.00
» 310 $0.00
» %50 $200.00
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Cancel and No Sale Reasons Report
Select the Cancel/No-Sale Reasons sub-menu from the admin menu

If you have selected "cancel/no-sale receipt required" in your Admin-->Manage Store
Settings-->Preferences Tab then your users will have to give reasons for making no-sale or cancel
transactions during their shifts. This screen allows you to generate reports of no-sale or cancelled-sale
data. Select the user and date-range for which you would like to generate the report and the requested
info will show up in the screen
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Tip Report
Select the Tip Report sub-menu from the admin menu

If you have selected "Use Tip" in your Admin-->Manage Store Settings-->Preferences Tab then your
users will be able to accept tips when they are processing payments using POS Client application, POS
Manager does not allow user to accept tips. This screen allows you to generate reports of tips earned by
each user. Select the user and date-range for which you would like to generate the report and the
requested info will show up in the screen:

& TipReport E] [E| E|

Date From: ¥ To: ¥ Tip Owner: _v ‘ Search H = Print
Tip EH Tip Owner EH Date -
$0.00 admin 2/13/200912:38:11 PM

Page 67



Log System

Login Log

The login log is a list of all user login activities that have occured successfully or unsuccessfully:

| Login Mg x| Gt = Estion v | Resul v bzt iF |~ Hust Harz | copnTime o+ e =
L] o ORE Login suceess 1270001 el 22000 D52 AN Login ir2E 0, Forr POSWanage
A " AKE  Lngincsled 1370001 Fre IVWIOOA A5 74 A Lagin AmaEs T Fom POEWARGnE
admn u Uhkk Login sutcess  {09.244.1 41,94 =am LA WR00Y 34344 A Login imes. L, o PUSWanage
:adr'm [1}] OkE Login suteess  10.1.00158 el | 20008 TS A Login imas 0, Fore POSWanage
adrar i akE Login surcass 101380343 SN | ATIZONA B457 OPK Logindmas 0 far POEWanans
agrin u 1] 5 Login success 192168810117 = TEAEGIUS 1203503 50 Login amies. U rom POSWanage
st 11} akE Login sdtzess 192160.1.00 ol | 220045305 PH Login fimag 0, Fore POSHanage
.admn m aOkE Login succpss .1!1 1651 RR el §1I1|]ﬂ|]|]! 11:33:70 &M Lagin imas 0, famr POEWanages
Elalyl ui UkE Login success {92102, B8 coln !1|ﬂ|]ﬂ|]l]'] 11:3249 he Login tmes. 0 for POSWanage
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Log System

Inventory Log

The inventory log is a list of all changes that have occured in your inventory.

Diag a column header here to group by that column

LogDate _ [v]

Descipion =) id Oy v

T

des

T/26/2005 1:24:39 P

00121-TRG

TORTOISE MEDIUM TRAY 2317

BA22005 1128 3 AM | CA001 MG COMPLEMEMMTS SALAD PLATE Me 0 4| Retum |tem ST-0S0E-O0-000: admin
BA1/2006 11404 AM |13 WOOD BACE 0 1 ¥oid Ticket |ST-(506-00-0000 admin
B717/2005 11:40:41 AM | 000N TAHLE TOFICS BASIC 1] 1|¥aid Tickst ST-0506-00-00002 admin
8/11/2005 11:33.31 AM | 001001018 placemats lme 0 1 Void Ticket | ST-0505-00:00001 admin
8/10/2005 44335 FM | 001001500 PLACEMATS MANILA o 4 Cancel Toket | ST-0505-00-0000C admin
B410/2005 44335 FM | 001001501 PLACEMATS IFLIGAD | 0 1 Cancel Ticket | ST-DS05.00-D000C admin
BA0/2005 44335 P | 001002050 BAMBOD BUNTAL FLACEMATS NAT 0 1 Cancel Ticket | ST-DS05-00-D00DF admin
BA10/2005 £4335F | 00TE-05TA HOSTA MEDIUM TRAY 2317 0 1 Cancel Tocket | ST-0505-00-00000 sdmin
BA0/2005 44935 P4 D0TA-TRG TORTOISE MEDIUM TRAY 23417 ] 1| Cancel Tacket ST-0505-00-00000 admin
B10/2005 4:4935 PM :EIJ]ZE—PE WHITE DM WHITE SMALL TRAY TH: 0 1| Cancel Ticket :S'I' (5085 N0-0000L admin
8/10/2005 44335PM | 00Z5BALSA  |RAYMATS COLOR BALSA 0 1 Cancel Tcket | 5T-0505-00:0000C admin
8/10/2005 4435 FM .11 BASE CAB 117421434, ADRAWER 2 3 4 Cancel Ticket | ST-0505-00-0000( admin
BA0/2005 124502 FM | 11 BASE CAB 117421434, ADRAWER 2 1 1 Sell Goods 5T-D505-00-000DE admin
BA0/2005 12 4E.08FM | 13 w000 BACK . 5 5 Sell Goods |ST-0E05-00-00000 adnin
BAD/2005 1Z4E08PM | 11 BASE CAB 11721434, 4DRAWER 2 0 -3 Sell Goods |ST-0E05-00-00000 sdirin
BA0/2005 1241:55FM | 11 BASE CAE 117210434, 4DRAWER 2 -3 -4 Sell Goods ST-0505-00-00000 admin
B/10/2005 1241 55PM |13 W00 BACE 2 2 Sell Goods ST-0505-00-00000 admin
7/26/2005 40638 PM 01105 PITCHER 10" H FLEUR ROUGE 10 -2 Damaged Atter Shi Broken admin
7/26/2005 33432FM 01110 RECTANGULAR BAKER FLEUR COL 20 | Repiacement | Replacement  admin
7/26/2005 1:34:33FM | 01106 PITCHER 10" H FLEUR ROUGE 0 10 Increase Irverilory | Co-0507-00-0000C admin
7/26/2005 134 33PM | 01110 RECTANGULAA BAKER FLELIR COL o 20 Inciease |nveniony | CA-D507-00-0000C adnin
74E/20051:3433FM | 01113 WINE COOLER VASE FLEUR ROUG | 0 12 Increse |rveniony | CA-DS07-00-00000 sdmin
TAE/25 T:2439F9 | D01 E307 RAFLE RUNHER-MAT WSHUARE B 0 10 Incsesse [reeritony | CA-0S07-00-00001 sdmin
TA3/20051:24:39 P | 00100 6306 RAFFIA BUNMER-HAT wW/ROUND B 0 A Inerease Ireerion | CA-(S07-00-00001 admin

00106305 RAFFIA RUNMER-MAT WARELT BLE 0 3 Increass Irertory | Ca-0S07-00-00001 admin

CA-DE07-00-00001 admin
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Log System

TtemBill Log

The Item Bill Log is a list of all of the changes that have been applied to item bills.

Item Hill Log
D ag & colure header bere to group by that column
LogDate [+ HO. Fild ; ale

B22006 110503 AW | AIMSOE00000004 | e Amount 5500 54725 Edi | admin
BRZA0G10503 &M | AMSOEN0000004 | Sub Tatal 5500 54725 Edt |admn
B2272005 170503 A | AHS0E-00-000004 Total 5500 54725 Edt |admn
B//200511:15:44 AW AIOSOBO0-000005 | Sub Total 145 150 Edt Iud-nn
2/9/200511:19:44 AM | AIOS0S00000005 | Total 145 150 Edk admn
8/9/2005 11:19.36 AM | AILOS08.00.000005 | Item Quaniity 0 1 4dd admn ]
8/9/2005 11:19:36 AM | AIOS0S00000005 | ltem Cost 0 5 fdd admn
8/3/2005 1111336 54 | AIOSOS00000005 | Item Amaurt 0 5 hdd | adnin
 2/9,2005 10:26:01 &M AIISOE00000005 | Verded ADDISON INTERIOR! A:RONSOMNOON  Edk | adnin
8/3/2005 10:36:01 &AM | AMISOSO0O00005 | Aek. NOD. Edt admn
8/3/2005 10:36:01 &M | AMISOSO000005 | Date 0523103303 |20059-3 10:3543 Edt adwin
8/3/2005 103601 AM | RIOS0S004000005 | AL MO RIOS03-00000004 | RI-0508-00-000005 Edt aduin
8/3/2005 103601 AM | RIOS0E00000005 | Subs Telsl 5500 145 Edi | adhnin
8/3/2005 103601 AM | AIOS0B00000005 | Freight 0 Edt | adnn
B/A/2005 10:36:00 AW AHDSOE00000005 | Tolal 5500 145 Edt |admn
B/A/2005 103559 A0 | AHDSOE00-000005 | Item Quantity I 1 Bdd | admn
B8/9/2005 10:35:59 A8 | AHDS0EH00-000005 Ihem Cogt I 145 fdd admn
8/9/2005 10:36:59AM  ALOSOB00-000005 | Item Amount 0 145 Add admin
8/9/2005 10:33:30 44 | ALOSOSO0000004 | It Cluantity 1 200 Edt admn
8/9/2005 10:33:30 M | ALOSOS00000004 | Item Amaurt 75 6500 Edi | adhnin
2/9/2005 10:33:24 AW AI0S0200000004 | Item Quantity 0 1 fudd | admin
8/9/7005 10:33:24 AM | AIDS0BO0M00004 | ltem Cogt 0 |ars | dd [ achin
8/3/2005 10:33:24 &M | AIOSOSO0000004 | Item Amount 0 275 fudd admin
8/3/2005 103054 &M | AIOS0SO0000003 | e Quantity 1 20 Edt adin
8/3/2005 103054 AM | AIOSO2O000000F | e Aot 138 arel Edt aduin
B/9/2005 1030,47 AM | ALOS0S-00000003 | Iem Quaniily 0 1 Add | adhmin
B/9/2005 10:30:47 AM | RIOS0B-00000003 | Item Cost 0 138 Add adnin
B//2005 1030:47 A | AHIS0EHI0-000003 | Item Amaunt 0 138 Add |admn
B/9/2005 106:27:00 A6 | AHDS0EH00-000002 Item Duanhity 1 120 Edt admn
3/9/2005 10:27:00 4M | ALOS0B00-000002 [ a e S

8/9/200510:27:00 88 | AI-0508-00-000002 |z (uantity 1 |50 Edt admn e

lhem: (001001501 Diescipt: |PLACEMATS IFUGAD Claze
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Log System
Purchase Order Log

The Purchase Order Log is a list all of the changes that have been made to purchase orders.

Purchase Order Log

Dirag & column haader hers 1o gioup by tha

| LogDate =] MO, [=] Fiedd OddVaue (= CumentVaue |=| Chenge Type [+

8/3/2005 9 5543 ROG0800000003 | R.O. NO |RD- \RO-0508-00-000003 | Ed
2/9/2005 95543 RO-0508-00-000003 Freight [0 20 Edi
B/2/2005 9 5543 RO-IG06-00H00003 Total |0 imil] Edt
8/9/2005 35518 RAO-0508-00-000003 Iem Quantity 0 1 Add
8/9/2005 5518 RO-0508-00-000003 Ibem Al ate ] &5 Add

859,/ 2005 5513 | RO-0508-00-000003

admin

8/9/2005 35511 ROCS0S00000003 Item Duaniity o |0 Add admin
5/9/2005 35511 ROS0S00000003 ltemAae 0 0 fdd admin
£/9/2005 35511 RODS0B00000003 | Item Amaunt 0 0 Add admin
2/7/2005 25825 ROMB05-00000001 | Total |5 BEE] |Edi i
8/7/2005 2 5625 RODG0S00000001 e Qusnily 1 1l Edi adin
B/7/2005 2 58 25 RO-0505-00-000007 Iem Amaurd |54 216 Edt admin
B/7/2005 2 5814 RO-0605-00-000001 Item Dusntity [0 i ddd admin
B/T/2005 25814 RO-0505-00H00000 Item Hate 1] B4 Add admin
8/7/2005 258 14 RO-OS0500-000001 | Item Amourt 0 54 Add admin
8/7/2005 25803 RO-0505-00-000000 Item Guantity 1 ] Delete admin
8/7/2005 25208 RO-CS0S00000001  ltemAlate |0 0 |Delete admin
2/7/2005 25208 RO-S0S-00000001 Memn Amourt [0 0 |Delete admin
2/7/2005 23827 ROOS0500000001 | Total [3ms 3125 Edt admin
8/7/2005 2 3827 ROCAOS00000001 | ltem Quantity 1 4 Edi admin
8/7/2005 23877 ROCG0S00O000001 | llemAate [11 20 Edi adin
8/7/2005 2 3827 ROCE0S00000001 | ltem Amourt 11 80 Edt admin
B7/2005 2 3742 RO-0S05-00-000007 Talal IIHE 3045 Edt sdmin
72005 22311 RO-0505-00-000007 Wendor IﬁuDS Al'S Edt admin
8742005 22311 RO-0505-00-000007 Vendor Address ADSCHURCH RO: AJSMICHELE S, LEV Edt admin
B/7/2005 2142 ROBOS00000007  Vendor Addess |40%51171 CHURCY ADSCHURCH AGAD Edt admin
8/7/2005 21432 ROLS0S00000001  Freight [ 15 Edt admin
B/7/2005 21432 ROOS05.00000001  (Total | 2840 BEUL |Edt  admin
8/7/2005 214:32 ROG0S00000001 Itemn Quantity 2 10 Edi admin
£/7/2005 214.%2 RODG0500000001 | Item Amaunt E4D B0 Edi admin
ftam: |EM3038 Desciipt: 13" BRN SWTGS BOWLLOMBOK, Cloze
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Log System

Sales Ticket Log

The Sales Ticket Log is a list of all the changes that have been made to sales tickets.

| Sales Ticket Log

Dirag a columi header here to group by that column

Log Date = NO.

(=] Fied [*] OidVaus

[beprc | 001001500

8/10/20051010324M | ST-0505-00000007  Total Pay 4547 625 4560675 Edit admin
B/10/2005 101030 AM | ST-0505.00-000007  [tem Quanbty 1 Add admin
B/10/2005 10-10:304M | ST-0505-00.000007  Item Rate 2 \Add admin
81042005 101030 AM | ST-0505-00-000007  Item Amount 12 Add admin
B/10/2006 101030 AM | ST-0505.00.000007  [tem Tax Tax fdd admin
8/10/2005 10:10.08AM | ST-0S05.00.000007  ltem Number | 001001500 001001501 Edit admin
B/10/2005 101008 AM | ST-0S05-00-000007  Item Description PLACEMATS MAN PLACEMATS IFUC Edit admin
B/10/2005 10-10:08 4M | ST-0505-00-000007  Item Number  00121-TRG 00122P12 Edit admin
8/10/2005 1010084M  |ST-050500.000007  Item Description | TORTOISE MEDIL WHITE ON WHITI Edit admin
B/10/2005 101008 AM  |ST-050500-000007  Item Rate 276 160 Edit admin
B/10/2005 101008 AM | ST-0505-00-000007  tem Amount | 276 160 Edit | admin
8/10/2005 1010084M  [ST-0S0500000007 Tax | 288.22 35262 Edit adrmin
8/10/20051010084M | ST-0S05-00:000007  Totel 3747.225 4547625 Edit admin
B/10/2005 101008 AM | ST-0505-00-000007  Total Pay 3747225 4547 625 Edit admin
B/10/2005 100944 AM | ST-0505-00.000007  ltem Quantty | i Add | admin
8/10/2005 100944 AM | ST-0S05-00-000007  Item Rate 278 Add admin
BA0/2005 1000544 Ak | ST-0505-00-000007  |tem Amcunt 276 Add admin
8/10/2005 100344 AM | ST-0505.00.000007  [tem Tax Tax Add admin
B8/10/2005 10.03.21 AM | ST-0505.00-000007  Item Quantity 1 Add admin
8/10/2005 100321 AM  |ST-050500-000007  ltem Rate 27 Add admin
BA0/2005 100321 &M | ST-0505-00.000007  Ihemn Arncunt 7 Add addmin
81072005 10:09:21 AM | ST-OS05-00-000007  [bem Tax Tax | Add admin
8/10/2005 10.0309AM  |ST-050500-000007  Item Quantity 1 Add admin
B/10/2005 100309 AM | STOS0500.000007  [tem Rate 27 Add admin
8/10/2005 100209 AM | ST.0S05-00-000007  [bem Amount | 276 \Add admin
8/10/2005 10.09.084M  |ST-0505-00-000007  Item Taw _ Taw \Add admin
8/10/2005 100301 AM | ST-0505-00-000007  Ihern Quantity 1 Add admin
BA0/2005 100301 AM  |ST.0S05.00.000007  [tem Rate | 113 Add admin
8/10/2005 10.09.01 AM | ST-0505-00-000007 It Amount 13 \Add admin
81042005 100301 AM | ST-0505-00-000007  Item Tax Tax Add admin
8/10/2005 100261 AM | ST-0505-00.000007  Item Quanity 1 fdd | admin
| Descript PLACEMATS MANILA Close
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Sales Ticket Log

Dirag & column heads:

Log Date [=] MO,

here ta aioup by hat column

Field

Old Walue

Current Value

Jennifer Saravis

2/10/2006 10:0| 5 T-0505-00-000007 nmAmmt 76 Add aden
8/10/2005 10:0 STOS0500.000007 ltern Tax Tan |Add  admin
8/10/2005 100 5T-0505-00-000007 | Itern Quaniity 1 Add adimin
£/10/2006 10:0 $T-0505-00-000007 | ltem Rate 27 Add adren
2/10/2006 10:0 5T-0506-00-000007 | Ihem Amount 7 Add aden
/1042005 10:0 ST-OS0500.000007 ltern Tax Tan |Add  admin
8/10/2005 100 5T-0505-00-000007 | Itern Qusriity 1 Add adinin
£/10/2006 10:0 ST-0505-00-000007 | Itern Rate 2% Add adren
8/10/2006 10:0| ST-0505-00-000007 | Itemn Amount 7 Add adn
8/10/2005 100 ST-050500.000007 | Item Tax ™ Add  admin
8/10/2005 10:0 ST-0505-00-000007 | Itemn Quanility 1 ‘Add adimin
£/10/2006 10.0 5T-0505-00-000007  ltem Rate 13 Add admin
2/10/2006 10:0 5T-0506-00-000007 | Ihem Amount 13 Add admin
8/10/2005 100 ST-050500-000007 | Item Tase Tan Add  admin
8/10/2005 10:0 5T-0505-00-000007 | Itern Quaniity I Add adimin
£/10/2006 10:0 5T-0505-00-000007  ltem Fate 1 Add admin
2/10/2006 10:0 5T-0505.00-000007 | Itemn Amournt 1 Add admin
8/10/2005 10:0 ST-050500000007  ltem Tax . T Add  admin
8/9/2005 2554 ST-050500-000007 | Itern Quaniity L 4 Edit adimin
£/9/2005 255 ¢ 5T-0505-00-000007  ltern Amount (1 44 Edit admin
8/9/2005 255:¢| 5T-0505-00-000007 ABFRESTON 574 Oakdae Ave  Edit admin

5 T-0505-00-000007

Custorner

Jannifer 5anavis

8/9/2005 2552 ST-050500-000007 | TAC-00000001 | Edit admin
8/3/2005 2554 5T-050500-000007 T 0 288.22 Edi adinin
8/9/2005 255« 5T-050500-000007  Freight 0 20 Edit adinin
8/9/2005 255:¢ ST-050500000007 | Tokal 333 RELTRES Edit  admin
8/9/2005 2552 ST-050500-000007 | Total Pay 335 |3747.225 Edi admin
&/9 02006 B - ST ROEO0000007  lsecn (et 1 Add aciery
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Log System

Special Order Log

The Special Order Log is a list of all of the changes that have been made for special orders

Special Order Log
Urag a column header here to roup by that column
LogDate || -
e e i ase o C0-0505-00-000002 | Vendo
2/8/2005 30259 PM | SO-0805400-000002 I‘L"am:h Addresz _.ﬁ.l'-'I.E.LFII'-'IID-IELE AARCO2454 E, FENDER | Edit |a|:|min
Claze
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Special Order Log Vendor Address Uld Value Curent Value

AMALF
MICHELE LEVITT
1566 MERCHANDISE MART

1ag & columin header here o group by

LogDate _[v] _ NO.__Iv]  Fied skie v Cunent Vs hange Type || Sales Pers
8/8/2005 20353 P SO-0505-00-000002  “endor AARCO, DISPLAY PROD E | adrnir

/872005 30555 PW | 50-0505-00-000002 aARC02454 E. FEMDER |Edcit adrmir

Cloze
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Log System

Special Ticket Log

The Special Ticket Log is a list all of of the changes that have been made on special tickets.

| Special Ticket Log

Drag a column header

8872005 110007 A

25-0506-00-00001 7

here o group by that colume

|y |

55-0506-00-000017  Deposit 6738 894,2

8/8/2005 11:01:07 &AM  §5-0506-00.000017  Tetal DUE 3604 140 Edk

8/8/2005 11:01:07 AM | 55-0506-00-000017 | Today's Payment |0 |220.4 Edi admin
8/8/200511:0063 AM  55-0506-00-000017  Item Ordered 1 2 Edit aidmin
8/8/2005 11:00:59 AM  $5-0506-00-000017  Item Amount 2204 4408 Edi admin
8/8/2005 11:0059AM  55-0506-00000017  lbem Taw Tax Men Edi admin
8/8/200511:0053 AM  55-0506-00-000017  ltem Closed Y N Edi admin
8/8/2005 11:0069 &M  55-0506-00-000017  Item Ordered 1 4 Edt ardmin
8/8/2005 11:00594M  $S-0506-00000017  Item Riate 1 50 Edk admin
8/8/2005 11:0053 AM | 55-0506-00-000017  Item Amount n 200 Edt adin
8/8/200511:00 53 &M  55-0506-00-000017  Customer BRUCE KAISER  BRITTANYROSS  |Ed ardmin
8/8/200511:0053 AM  55-0506-00000017  Sae To BRUCE KAISER114 BRITTANY ROSSE12 Edi admin
8/8/2005 11:0053AM | 55-0506-00-000017  Payment Method | CASH CC - Amesican Expres: Edt | admin
8/8/200511:0053 AM 55-0506-00-000017  Allitems have been |7 M Edi admin
8/8/200511:00:53 4M  55-0506-00-000017  Tax Rate 875 0.00 Edt admin
8/8/2005 11:0053AM  55-0506-00000017  Sub Total 5738 4.2 Edk admin
8/8/200511:0053AM  55-0506-00-000017  Tex 50.21 0 Edi admin
8/8/2005 11:00t59 A 55-0508-00:000017  Freight 0 a0 Edit | admin
8/8/2005 11:0059 AM  55-0506-00.000017  Total 624.01 |1034.2 |Edk (admin
B/8/2005 11:0053AM | 55-0506-00-000017 | Deposit £24.01 6738 Edt | admin
8/8/2005 11:0053 AM | 55-0506-00-000017  Total DUE 0 360.4 Edi | admin
8/8/2005 11:0069 AM | 55-0506-00-000017  Today's Payment | 337,11 0 Edt ' admin
8/8/2005 10:5%45 AM | 55-0506-00.000017  ltem Send Date 200598105337  |Add admin
! [Erliend L [ [Se
8/8/2005 10:53 46 AM | 55-0506-00-000017  Item Rate 1 Add | admin
8/8/2005 105345 AM  SS-0506.00.000017  lhem Ameunt 1 |Add | admin
8/8/2005 10:5946 AM | 55-0506-00-000017  Ibem Taw Taw A3d admin
8/8/2005 1059 46 AM | 55-0506-00-000017  Item Closed M Add admin
lheme [#47 | Desciipt: [12%1248 BLACK BOXES | Close
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Special Ticket Log

0id Value

BRUCE FAISER
114 RIDGE AVE.
EVANSTOM IL 50202

Cunert Value

Draq a column header here b group by that colum
LogDate  [v]  NO. [+  Feld 0ld Value : Sales Person |
e L0 b e L L LR A s & b L1 e i
8/8/2005 11:07:07 AM | SS-0506-00-000017 | Dieposk 6738 8342 Edi adrin
8/8/2005 11:07-07 AM |S5-0506-00-000017 | Total DUE ®0.4 140 Edit admin
B/8/2005 11:01:07 AM |55-0506-00-000017 |Todsy's Payrent |0 (2204 Edit | adriin
8/8/2005 11:0053 AM |SS-0506-00-000017 |Item Ordered |1 2 Edi adin
8/8/2005 11:0059 AM |S5-0506-00-000017 |Item Amourt 2204 4408 Edit admin
8/8/2005 11:00.53 AM |S-0506-00-000017 |ltern T ax Ta Nen Edit admin
8/8/2005 11:00'53 AM | 55-0506-00-000017 | Item Closed ¥ N Edit adrin
8/8/2005 11:0059 &M |SS-0606-00-000017 |tem Ordered |1 4 Edit admin
2/8/2005 11:00:59 AM |55.0506-00-000017 |Itern Rate n 80 Edi adnin
8/8/2005 11:0053 AM | 55-0506-00-000017 | ltem Amour 1 200 Edit adrin
8/8/2005 11-0059 AM | S5-0506-00-000017 | Customes BRUCE KAISER  BRITTANY ROSS  |Edi admin

8/8/2005 11:00:59 AM 5

5-0506-00-00001 7

BRUCE KAISEAT14

BRIT TAMY ROSSE1:

admin

8/8/2005 11:00.53 AM | SS-0506-00-000017 | Payment Method | CASH CC - Amesican Expres|Edi admin
8/8/2005 11-00:53 AM | 55-0606-00-000017 | & items have been Y N Edit admin
8/8/2005 110059 AM | 55-0506-00-000017 | T ax Rate a7 0.00 Edi admin
B/8/2005 11:00:59 AM |55-0506-00-000017 |Sub Total 5738 ETE Edi adrmin
8/6/2005 11:00:53 AM | 55-0506-00-000017 | Tax 50.21 0 Edit admin
8/8/2005 110059 AM | 55-0506-00-000017 | Freight 0 a0 Edi admin
8/8/2005 11:00.59 AM | 55-0506-00-000017 | Total 52401 10342 Edi adhmin
8/6/2005 11:00:59 AM | 55-0506-00-000017 |Deposi 624,01 6738 Edi admin
B/8/2005 11:00:59 AM | 55-0506-00-000017 | Total DUE i 0.4 Edi admin
8/8/2005 11:00:59 AM | 55-0505-00-000017 |Today's Payment | 337.11 0 Edi [ admin
8/8/2005 10:53 46 AM | 55-0506-00-000017 |ltem Send Date | 20538105937 | Add | admin
8/8/2005 1055 46 AM | 55-0506-00-000017 | ltem Ordered 1 Add admin
9/8/2005 105346 AM | SS.0505-00-000017 |ltem Rate 1 Add [admin
8/8/2005 10:53-46 AM | 55-0506-00-000017 |Item Amaurt 1 Add | adrmin
|20 /2005 1055 46 Abd | SCOENRONO0OM? ltam Tax ™ Add admin
Close
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Sales Promotion

This window shows a list of all of the sales promotions that you have entered to date. You can make
new sales promotions and edit and update existing promotions. By clicking new or edit you will open the
sales promotion editor, as seen below:

At the 'Sales Promotion' window, you can create a new sales promotion.
Step 1: input the 'promotion title'.
Step 2 : Select the behavior of the promotion if an item involved already has "special pricing".

Step 3: Select the item type for the promotion, numerical value, percentage, discount package, or
bundle.

Step 4: Select the starting date and ending date for the promotion and add a 'note' if needed.

Step 5: Select the monthly recurrence settings for promotions that will vary on a monthly basis.

Step 6: Select the weekly recurrence settings for promotions that will vary on a weekly basis.

Step 7: For discount package or bundle types, set values in the item quantity or bundle quantity fields.

Step 8: For numerical value or percentage types, set the values by clicking the 'set discount rate' button.

| Punmosbion Cesbee ) Frosmtinn Titls Wl juochact iz o Spcid |
Fd-000 2 -00r Ignore SalaCondition - Ho Sals Apphed 'When Specie = Diezabled
Hul;
B Worthly ecurence | B Weekly Recunence
Humsrizal Yalus 1
=P e Staling Date: r ! ¥
Discount Package  *19.5200709 -
Rural:
m_ Fradbruy Ml I3 Yalun u
DiccortiTicksl AEPEINY - l Flesnase J Hemove
ams cob
Ham:s cotagor Lo lierve ” Oz li=es Barcode : |
Diczcrighior = 0 Fric= |j|
& o=
; F 2 = =
W oW 4 kW | i Hew St Dol Hae | d¥ smeroe | |d :::r;:-| = Heset) o Chasz
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Fromotion Discount r)_(

Discount Type: ||EEHEETETES A

Dizcount Yalue: |0.00 3

MHaote: Digoount Yalue must lezs than 100 for percentage .

Step 9: Use the load items button or the barcode field to enter the items you want into the promotion.

Step 10: Click the 'Save' button to save and activate the promotion.
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Discount Levels

This Discount Levels window allows you to set up the discount levels that are accessible inside of your
point of sale tickets.

Discount Levels

Di it Diataul
Discount List EESU SR
Mame = Value [*|Value Type [*| Authonzatior =] Dissh (|| Mame: 10 % \IF Discount
10 %% VIF Discount 10 Fercentage  Actwaton Code O i
4 3
Default 0| Fercentage [ Authanzation O Value: 10 Disabled
If&product is a Spacial
& - Apphy io Product Price and Feplace Spacial -
Yelue Type Autnarization
e * Actreation Code
Llzer Level
Q) FelEzniz) o Authanzation
Catagorias - + Add
|Liquor
IFDDd
IGH:IDE Iy
IEFE! er
el - 4 [ 3 L3 Ll + -_ (2]
‘ Gl Save t W Clos=

The left side of the window is a list of all the discount levels that are set up in the system. The right
section "Discount Detail," is where you edit the details of the discount levels.

To add or remove a discount level click the "+" or "-" symbols in the left window.

To add a new discount level follow these steps after clicking the "+" symbol.

Step 1: input the name for your discount.

Step 2 : Type in the amount of the discount, this can be a percentage or a dollar amount.
Step 3: You may choose to disable a discount level with the disable check box.

Step 4: Select the behavior for the discount level in cases where items have "Special Pricing"
Step S: Select the type of the discount, percentage or numerical value.

Step 6: Select the authorization type for the discount. Selecting "Activation code" requires a user to
type his/her activation code to use the discount level. Selecting "User Authorization” requires a user to
be a namager to use the discount level. Selecting "No Authorization" allows any user to use the
discount.
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Step 7: Use the add or remove buttons to select the item categories that should be able to receive the
discount.

Step 8: Click save to save your discount level.
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Simple Sales Ticket

Simple Sales Ticket is recomanded to use for checking out customers quickly.

e Overview

o Open simple sales ticket
o Create a new ticket

¢ Browse and Modify existing tickets
See Also:

Discounts

Short Keys For Simple Sales Ticket
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Simple Sales Ticket

o A new simple sales ticket will be automaticlly created the first time you open the window. After
that, you can click on the "Save & New" button to save the current ticket and open a new ticket.
Simple ticket screens in POS Manager and POS Client look slighted different:

Simple Ticket in POS Manager:

Customer || Tender . Catch Al ltems [ Fayout "l._Ka}f Fad  Food Stamp . 5
Anonymous Customer - ﬂ Issue Gift Card
Customer Card p Money Order [F1] | Gt Cﬂrh[‘l;l:;;h Sold || CRY Deposit{F3] Check [F10]
.'1‘|"-\J|||Irll.|
Date Sales Person | (Concel 5.,15[55[;]“ Mo Sale [F4] ‘| Coupon [FE] m[lli;':ﬁmd
2M19/2009 = admin -
Payment Method Multiple Pagments - Store Credit
CASH v 7] Gift Card [F8] || i Conificate (o7 | C2sh [F12]
rlbzms
0 v| Get Weight |
BarCoda It [+ | Cuanting |~ | Frica |=|| Digcount |+ Amaount il -
t A “s
Defaul
tem SKU Search A
0% oft
o Add = Remove Mo Authonzefion
20% oft
IJzer Level
I=mm's Image e - i]:gh?;xinn Code
Rla image o display
Check Piice H Item Doz L. 4 ] L] ‘ bl SavelMaw || Promation ﬂf Hald ﬁ Receipt || |} Save & Cloze || 3 Clom ‘

Simple Ticket in POS Client (available to full version only):
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< Customer : - H.B"Hﬂl'd Points: {) Sales Person : -

suB ToTaL . $0.00 Tender Catch Al [temns Payout . Func. Keys . Food Stamp
Issue Gift Card
ToTAL TAx:  $0.00 Money Order [F1]||Gift Cerificate Sold | CRY Deposit[F3] Check [F10]
s [F2]
TOTAL G.S - 0 )
Cancel Sale[ESC]|  No Sale [F4] Caupon [FE] l::m['ljfllt::imd
TIP :
Multiple Payments . Store Credit
Total : $0.00 IF7] Gift Card [F8] | oo Comiticate (Fa | Cash [F12]
rItemes
Change -
Quantity Calculate (T}
BarCode Itam F Cluanfiby F| Frice T| Dhscount |: Amount F -
| ¥ A | "s
Datoult
Item SKU Search Mo Authanzation
10% off
& Add = Femove Mo Authonzation
20% off
Uzer Lavel
10 off

Actvetion Code
Moimage o dsplay

| Show Weight |

™ Hod

Chack Piice d¥ SavehChse || ¢ Close

@ Racaint

Item D e ‘ L] a4 il Saveldew

o Selecting customers: if you have entered a customer's info in your system you may select the
customer's name in the customer drop-list. By doing so you assign the current ticket to that

customer. To bring up the customer purchase history, click © | right next to customer's
name. to recall the customer history:
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Customers Transaction History

Joe Smith's Transaction History

3

Total Transactions: 2

Date Time E” Salez E” Sub Total E” total E” Ticket Tupe [=]
24212009 1004208 AW Admin POS3 0,99 113 Sales Ticket
2/2152009 1004740 b Admin POS3 9,98 1047 Sales Ticket
[terms List
[termn EH Cluantiby E” Aot [=]
¥ up big 1 093
€4} Recall Ticket ¥ Clase

select a ticket in the hostory, click Recall Ticket to recall selected ticket to the current
ticket window.

Adding Non Catch-All Items to a simple ticket:

[T T

BarCode

0

-

Get Wieaght

Itern

= | Description

|+| Quantity |+ Discount | | Amount [=]

Item SKU Search

-|-Ad:|‘

= Femove

There are 3 different ways to add a non Catch All item to a simple ticket:

o

o

Scan or enter a barcode:

BarCode

12345678

Enter An Item SKU: First click the "Item SKU Search" button and the Item
SKU window will appear. In the item SKU window then type or enter the item
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sku. Once the SKU is entered press the "GO" button or hit the enter key.

Item SKU Searrh ||

Tip: pleaze prezs ‘Enter’ to search or 'Ezc' to exit

o Aadd

= Femc

ltem SKU- ¥ GO

Click "+ Add" to look up the item; You can search this menu from 4 different
tabs:

The "Item List" Tab generates a list of all of your items or the items in a Main
Category and Subcategory that you indicate by choosing them from the
drop-down boxes

The "Bundle Items" List shows all of your bundle items

The "Item Package" list shows all items that are packages of other items in your
inventory

The "Batch Item List" lists all of your batch items

i4 Select ltem

Eatch Item List ltem Package “EBundle ltems - [tem List

b ain Cateaony: w | Sub Categony: - Showy All
[term EHF’riu::e EH‘v’endDr EHType E||Eiarn:n:u:""
Arturo Fuente Chateau Fuente M 5495 Irventary | 100007
Arturo Fuente Chateau Fuente Sni h.99 Imventory | 100000
Arturo Fuente Churchill /.45 Ineentary | 100000
Arturo Fuente Dbl Chat N 5.4 Iresentary | 100000
Arturo Fuente Dbl Chat SnGn 7.949 Imwentory | 100000
Arturo Fuente Don Carlos Beli 13.44 Ireentary | 100007
Arturo Fuente Don Carlos Mo, 2 16.95 Iwentory | 100007
Arturo Fuente Don Carlos Mo, 3 10.99 Irwentory | 100001
Arturo Fuente Don Carlos Robusta 11.84 Iresentary | 100007
Arturo Fuente Exquisitas bd 274 Imventory | 100007
Arturo Fuente Petit Corona 4.64 Irventary | 100001
Arturo Fuente Reserva Especial 5.95 Irsentary | 100001
,ixr‘rurn Furnte Selar: Privarda Mol F 49 Irertire 'II'II'II'II'I}I'I e
‘ @] Refresh List ‘ ‘ W Set ‘ ¥ Cancel

After navigating this menu and highlighting the line item you would like to add to your ticket, you
then click the "Set" button at the bottom to add the item to your ticket.

The Short-cut board :

The Tender Tab: This tab has all of your payment options for closing the current ticket. It also
contains the no-sale, cancel sale, and money-order function keys.
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Tender Catch all tems Fayout . Key Fad Food Stamp

Issue Gift Card
Money Order [F1]||Gift Cerificate Sold || CRY Deposit[F3] Check [F10]
[F2]
Cancel Sale[ESC]| No Sale [F4] Coupon [F6] C’E[‘I":':ﬁ“’d
Multiple Payments - Store Credit
[F7] Gift Card [F8] || e Contificate [Fay | Cash [F12]

The Catch All Items Tab: Catch all items allow you to ring in non-inventory items on a ticket.
The catch-all items tab contains the item categories for which you can ring in a catch-all item by

typing in a price. Simply type the price into the window then select the category to add the item

to your ticket.

Tender Catch all fems Payout . Func. Keys Food Stamp

Catch All Item Price E - Non Tax
Wines [F1] Liquor [F2] Mizc [F3]
Cigarz [F¥] Man Taw [F3] Wine Tasting [F3]
Beer [F10] Cheeze [F11] Shipping Delivery [F12]

The Payout Tab: This tab shows all of your payout items for transactions that require money to
be paid from the register. To execute and close a payout ticket; click the type of payout you
want to execute, enter the transaction details in the windows that appear, and select how to
tender the payout.

Tender Catch all [tems Payout - Key Fad Food Stamp

Cash Check Lotto Scratcher Payout

Lottery Payout Office Supplies Payout

Pay for Order

KeyPad Tab: This tab is a numerical keypad that you can use to enter barcodes or SKUs
manually
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Tender Catch all tems Fayout  Key Fad Food Stamp
7 8 9
Clear
0
4 ) 6
Enter Code
1 2 3 :

o Foodstamp Tab: This tab shows the details for accepting payments via food stamps

Tender

Catch Al [tems

Use Food Stamp

Amount [|rput or Select)

Fayout . Key Fad

Stamp NO. ;5 1

$0.00, |

$5 $10 $15 $20 $25 $30

o Sub-total, tax and total: This info bar displays the Tax and Amount totals for the current

Food Stamp
Total W/0O Food Sta
$0.00

Total W/ Food Stam
$0.00

Extra Fayment
$0.00

ticket. You may click on the total tax section to see a breakdown of what the tax includes.

suB TOTAL: $0.00

TOTAL TAX: $0.00  Total (Payment) $0.00

Tender

Catch Al Items

TOTAL 6.5: $0

Fayout key Pad Food Stamp

o Message Display: This section of the simple ticket window displays the amount of change from
the last transaction and lists if the last transaction saved successfully.

|

[tem

Save Successful | Last Change: $0.29

Page 88



Opening A Simple Sales Ticket

There are three ways to open the simple sales ticket window in the POS program:

o Select the Simple Ticket Option from the Customers drop down menu.

Cuztomers | Listz  Inwentory

Simple Ticket  Chrl+5

Sales Ticket Chrl+T
Special Ticket  Chrisd

Gift Certificate
Stare Credit

o From the Object Browser on the left, choose "Simple Ticket".

| Customer

Aﬂ.|

¥

p
py

Simple Ticket  Sales Tickek

Y/

Special Ticket  Gifk Certificate

L]

Y /

Stare Credit

-ICUStomer

Return Ikem

Cuery |Li5t |

o By using a short cut key
Hold "Ctrl" Key and hit the "s" key.
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Simple Ticket Short Cut Keys

Please Note: Short Cut Keys only work with standard windows keyboards.

"+" (The Plus Sign Key): clicking "+" the first time opens the Default Iltem Tab. After entering
the price of the default item, clicking "+" the second time will add the item to the ticket as Default
Item 01

"-" (The Minus Sign Key): click "-" to move your cursor to the barcode scan input box and
open the Key Display tab.

"*" (The Asterisk, or Multiplication Sign Key): click "*" to open the Tender tab.

"Page Up"': click "Page Up" to save the current ticket and create a new ticket.

"/" (The Forwad Slash, or Division Sign Key): click "\" to print the receipt for the current
ticket.

"W': click "W" to get weight from a POS scale.
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Tender

Tender \I\Ca’rch All ltems \]\Pa}#out \Key Pad\ Food Stamp

Issue Gift Card
Money Order [F1] || Gift Certificate Sold || CRY Deposit[F3] Check [F10]
[F2]
Cancel Sale[ESC]| No Sale [F4] Coupon [F6] C’E[‘I":': ﬁﬂ”’
Multiple Papments - Store Credit
[F7] Gift Card [F8] || e cortificate [Fay | Cash [F12]

o Tender is the default short-cut board when you open a new simple sales ticket, You can always
come back to this view either by clicking the Tender tab or hitting the "*" key on the right side of
a standard windows keyboard.

Keys are grouped into 3 groups with different background colors: Payment Keys (Light green);
Special Transaction Keys (Light yellow); Function Keys (Light blue).

o Payment Keys:Payment keys have a light green background. These keys include Cash; Credit
Card; Check; Multiple Payment; Gift Certificate/Store Credit; Gift Card; & Coupon.
o Cash [F12]: Clicking Cash on the screen or F12 on your keyboard will
= Save the current ticket
= Open the cash tender pop-up window

Change Cash

™™ $0.00

CaSh: 7 Close

$1 %2 $5 $10 $20 $50 $100

1 cent 5 cents 10 cents 25 cents

0 1 2 3 f 5 6

7 8 9 00 . Backspace

CLEAR SHOW CHANGE
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Enter the cash amount you received from the customer, such as $70.00 and hit
the Enter key, or hit a shortcut button for the amount received such as $100.
Your change should appear in the window.

Before you hit enter again, you can still go back to the ticket without finalizing the
transaction by clicking on "Back To Ticket". However, in order to cancel this
transaction, you have to delete the items from the ticket. By hitting enter again
you will save and close the ticket.

If you are sure that you want to finish this transaction, Hitting the Enter key again
on the keyboard will close the window and print the receipt.

On the new ticket, you will still see a message telling you the change for the last
transaction:

Save Successful | Last Change: $5.06

o Credit Card [F11]: Click Credit Card on the screen or F11 on your keyboard will

Save the current ticket.

Pop up a window for you to select a credit card type

After you select a credit card type, if x-charge is selected in the store settings and
installed, you will see the credit card swipe data capture window. If x-charge is
not selected and installed, then the ticket will be saved and printed. In this case,
you will need to process the credit card on your regular terminal.

o Check [F10]: Clicking Check on the screen or F10 on your keyboard will:

Save the current ticket.
Pop up a window for you to enter the check number and amount.
Closing that window will finish the transaction and print the ticket.

o Store Credit /Gift Certificate [F9] : using this payment methods will:

Pop up a window for you to look up the certificate or credit.
Selecting the Certificate or Credit and clicking "Set" will close the ticket and
debit the Certificate amount or credit amount
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Select Pay ltems I:”E| IE

Gift Certificate | Stare Credi
Code '+ Balance|*| Type '+ Recipients -
oot 100 Gift Certificate [tester
Balance 100 - Arnourt hd
‘ @ Refresh List ‘ ‘ ‘/ Set ‘ ‘ ¥} Cancel

o Gift Card [F8]

To use Gift Card payment method, you have to select the integrated payment processor
PPI in Manage Store Settings -> Credit Card Processing.

o Special Transaction Keys: Special Transaction Keys have a light yellow background. These
keys are: Money Order; Issue Gift Card/Gift Certificate Sold; CRV Deposit.

o Money Order:
Money Order is a special type of transaction, therefore, a money order ticket cannot

be mixed with a regular ticket . In other words, you can not add any items to a money
order ticket.

= To create a money order ticket, click the Money Order button or hit the key F1.
= A pop-up window will ask you to enter the details for this transaction:
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Money Order g|

Customer Name Anonymous Customer ~

Issuer Name

Benifitial Name

Amount 0 -
Service Fee 0 -
| )3 ‘ ‘ &) Cancel

= Click "Ok" to close this window.
=  Youwill see:

[tem EHDesc:riptiDn EHI:]uantity E||Di5|::|:|unt EHAmDunt
boney Order lszuer Mame:Uniforce ; Benifitii 1 $0.00
boney Crder Fee 1 $0.00

= Choose a payment method from the Tender Menu and finish this
transaction
o Issue Gift Card/Gift Certificate Sold:

Like a Money Order, a Gift Certificate Sold or Issue Gift Card cannot be mixed
with a regular ticket . These are another two types of special transactions that cannot
be mixed with other items.

= To sell or register a new Gift Certificate, click on the button or F2.
= Enter the information required in the pop-up form:
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o

Gift Certificate Sold (%]

G.C.NO.

Amount  $0.00

Sale Date [“rqfrzduie -

Recipients

‘ |zzue Gift Card ‘ ‘ W Ok H #) Cancel

= Click "Ok" to close the window, you will see the following item on the

ticket:
[tem EHDesc:riptiDn E|Guantit_-,.f ElDiscDunt E|ﬂxmuunt
Gift Cerificate G.C.NO:001010 ; Amount:100 ; 1 $0.00

o Toissue Gift Card, select or enter a new customer, enter the total
amount, then click Issue Gift Card, take a unclaimed gift card to swipe it,
waite for the approval from the processor to confirm the success of the
card issuing.

CRYV Deposit:

CRYV Deposit can be used when you want to charge a CRV separately. It is better to set
the CRV amount when you create items in your inventory, this function can be used when
necessary to assign a CRV charge to an item at the time of a sale.

= Clicking on CRV Deposit button or Hitting "F3" on the keyboard will
bring up a pop-up window:

CRV Input [x]

CRV $0.10 v

vf Ok ‘ =} Cancel

= Enter the amount, click "Ok" to close the pop-up.
= Clicking the tax amount on the top of the ticket will open a pop up
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window that displays the tax and CRV Details for the ticket.

ToTAL cRy: $0.1 RELEEL
Tender Total Tax Include
Total CRY ;. $0.1
Money Order[F1] Tatal General Tax ;  $0.82

General Tax List :
Cancel Sale [ESC] Title =l T ax Walue [=]

Tax

Multiple Payment [F7]

: Change: $0.09

Functions Keys: Function keys have light blue background. These two keys are Cancel Sale;
No Sale.

o

Cancel Sale or Esc will clear the current ticket, however, if you have clicked any
payment keys, then you can not cancel the current ticket, the only way is to remove the
items from the ticket individually.

No Sale or F4 will open the cash drawer directly. Please note that this function only
works with Proxis recommended receipt printers.
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Default Items/Catch All Items

Default items or Catch-All Items are used when you want to add items on a ticket which have not been
entered into your item database yet.

Each item category can have one Catch All item, and you can define up to 9 Catch All items buttons on
this Default Item Tab. To setup Catch All items and buttons, please go to Admin-->Catch All Items .

o Toadd a default item to the ticket, you can either click the "Catch All Items" Tab or use the hot
key, "+", on your keyboard.
« First, enter the price for the item such as 999(cash register style):

Tender Catch All ltems Fayout * Key Fad Food Stamp

Catch All ltem Price E v Non Tax
Grocern [F1] Cigarettes [F2] t agazine [F3]
Beer [F7] Lattery [F3] Fand [F9]
Movies [F10] Juice [F11] SCRATCHERS [F12]

o Second, click the available buttons, "F#" or "Alt" + "#"key. You can also click "+" again if you
only want to enter the item as the first default item: Grocery or "F1" or "Alt 1" in our example.

[term EHDescriptiDn El@uantity EHDisn:DunEHAmDunt -

&0.00 $9.99

General ltem - Grocery
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Adding Items to a Ticket

_IEIb

BarCode

Item SKU Search

= Femove

-|-Ad:|‘

0 - || Get'wieaght

ltern * | Description || Cuantity  |+| Discount |+ | Amount

o There are 4 different ways to add an item from your inventory database to a sales

ticket:
(@]

o

Scan or enter barcode:

BarCode
12345678

Enter Item SKU: First click the "Item SKU Search" button and the Item SKU

window will appear. In the item SKU window then type or enter the item sku.
Once the SKU is entered press the "GO" button or hit the enter key.

Item SKU Searrh ||

Tip: pleaze press 'Enter’ to zearch or 'Ezc’ to exit

& Add

= Femc

ltem SKU: ¥ GO |

Click "+ Add" to look up the item; You can search this menu from 4
different tabs:

» The "Item List" Tab generates a list of all of your items or the items in a
Main Category and Subcategory that you indicate by choosing them
from the drop-down boxes

= The "Bundle Items" List shows all of your bundle items

= The "Item Package" list shows all items that are packages of other items
in your inventory

= The "Batch Item List" lists all of your batch items
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(4 Select ltem

Eatch Item List ltem Package “Eundle ltems  [tem List

b ain Cateaon: w | Sub Categony: - Showy All
[term E||F"ri|:e EH‘v’endDr EHType EHEiarl:l:n:"‘
Arturo Fuente Chateau Fuente i .45 Irventary | 100001
Arturo Fuente Chateau Fuente Sni h.99 Imwentory | 100000
Arturo Fuente Churchill /.45 Iresentary | 100000
Arturo Fuente Dbl Chat M 5.449 Imventory | 100000
Arturo Fuente Dbl Chat SnGrn 7.99 Inwentary | 100000
Arturo Fuente Don Carlos Beli 13.44 Iresentary | 100007
Arturo Fuente Don Carlos Mo, 2 16.95 Imventory | 100007
Arturo Fuente Don Carlos Mo, 3 10.99 Irventary | 100001
Arturo Fuente Don Carlos Robusta 11.54 Irsentary | 100001
Arturo Fuente Exquisitas bd 274 Iwentory | 100007
Arturo Fuente Petit Corona 464 Ireentary | 100007
Arturo Fuente Reserva Especial 9.949 Iwentory | 100007
Arturn Furnte Selar Privada Mol F 49 rerentame | TONNNN 2

£

>

‘ .zj Eefresh List ‘

‘ W Set ‘

£} Cancel

After navigating this menu and highlighting the line item you would like to add to your
ticket, you then click the "Set" button at the bottom to add the item to your ticket.

o Use Checkout Catalog
To use checkout catalog, first, click "<<" on the top left of the simple ticket to
expand the simple ticket screen and display the Checkout Catalog on the right

side of your screen.

For detail instructions on how to use checkout catalog, please read Checkout

Catalog.
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Discount Panel

Discount Panel provides an easy and quick way to discount items during a transaction.

c |A | s
Default

Mo Authorization
5% off

Mo Authorization

¢ Enable Discount Panel

To enable discount panel, please turn on the feature under Admin menu: Manage Store
Settings->Preference and check "Show Discount Panel".

¢ Set Discount Levels

To set discount level, please read Discount Levels.

o Apply Discount Levels

To apply discount levels, the first step is to choose the scope by clicking "C", "A", or "S". If you
do not click any of them, as default, "C" is selected to apply the discount to the current item only;
Clicking "A" means you want to apply the discount to all the items on the ticket; Clicking "S" to
apply discount to only selected items, this will pop up a selection box for item selection.

The second step is to select the discount level from the list.

Page 100



Checkout Catalog

Checkout Catalog can hold upto 50 items that can be displayed on the right side of the simple ticket for
easy access during a transaction.

Setup the Checkout Catalog

You can either select items to add into the checkout catalog in Admin menu or Item editor,

Please read Quick Checkout Catalog for detail instructions.

Use Checkout Catalog on simple ticket

To use checkout catalog, first, click "<<" on the top left of the simple ticket to expand the simple
ticket screen and display the Checkout Catalog on the right side of your screen. Then simply

click on the item button to add this item to the ticket. Use
browse the catalog up and down.

Checkout Catalog [Top 50)

™y
My

W
W

F1.00
SUPER $1.09
LOTTERY Fountain Soda
TICKETS
044
MNATURAL $5.00
LIGHT 12 PEK | |Phone Card
CAM
$0.25 $6.99
Mews Faper CO-CMD
$1.09 $5.93
Coffes Sunglazzes
$1.99 $1.59
TOYS lze Cubes
$1.59
Slushie

i)

fal

W

W

to
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Hold a Ticket

If you need to keep an unfinished current ticket but move on to the next customer. For example: If the

customer for the current ticket has already given you many items but they realize that they forgot

something and need to go to another part of the store, you may temporarily save the current ticket and

check out the next customer in line by placing the current ticket on hold.

«  Tohold a ticket, click the |
o You will see a new ticket created and this message in the message board:

button.

Ticket: Held

o Click the

button to go back to the holden ticket.

[l weght
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Browse Sales Tickets

Use the navigation tools buttons at the bottom of the sales ticket window to browse through all the sales
tickets for the current day. You can browse one at a time or use the far-left button to go directly to the
first ticket ot the far-right button to go directly to the current ticket.

L 1 b |
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Get Weight

o First of all, you need to add a target item to the ticket

. 23 w || Get'weight | |
o Then click on if you have a POS scale connected to the POS

system. Please note to use Proxis recommended POS scales.
o If'youdo not have a POS scale connected, you can also enter the weight such as "2.3" manually

and click on the button.
o The weight amount will appear in the description field of the ticket item:
[tem EHDescriptiDn EHI:]uantity EHDisn:DunEHAmDunt -
General ltem - Groceny Wiaight:2 3l 1 $0.00 $ez.aa
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Sales Ticket

Overview

Open the window of sales ticket
Create a new sales ticket
Browse the sales ticket existed
Modify a sales ticket

Cancel a sales ticket

Void a sales ticket

Replace Item

Return Item

Print a sales ticket

Delete an item

Revert Data

See Also:

Create a customer

Create an item
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Sales Ticket

Overview

Chabana o Famaad Fuinds 0 5. THO 1 0 Dt b 1
Cradia Creenea | | Cussromnsa Moo In 0 [
L e it - @ CT-0902-01-237447 [ H ]
=  —
221 /2004 - e imape o ciplay
CASH -
EaiCods TERHS |
I—'I -
LI | L = Q - | Gt e ght Al
s = | Descipion =] tems =] yedo[=] Cuantiy. =) Sale % Diecount [=] Arourt [FlTex =] -
Tup tig 1 3033 $0.00 $0.99 Tax -c A -5
Salmdl
S Aulhoriceion
Z%all
Mo fahorizsion
L TasLis: I ) i
B B =g Eilia ﬁ Tin EI! T E _1;_1_93'_-»”.- Food Siann Sun T_m.:r : :
= | 3 Frachi | o
] :Tm_d'ﬂ'n'Fmdifcrp Tas Shipcing
wbE] B Fro | &
o Teks AV HLs
|Gil=mp WO, 3
Te
|Estz Pasmian: | Taiel il
$1.132 | Tt Faert] H1a
M 4 I =
|¢"_~,H.—.‘.-u|| B Hnw ==.n-.|'-.|| P Rl | i SwvabChea || [ Sam | b4 th-]
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Sales Ticket

Open the sales ticket window

There are two ways to open a new sales ticket.

Click the sales ticket optionunder the Customers drop down menu:

Customerz | Listz  [nventory Query  Admin Uty windows  Help

! Spstem
| Remind Simple Ticket  Ctrl+S
ReceiveRel  Sales Ticket  Cil+T
Special Ticket  Chrl+d,
Gift Certificate
Send Remi i
1 Store Credit

From the Object Browser on the left, choose "Simple Ticket".

\Custormer

a1

oy v

P

Simple Ticket  Sales Tickek

7

Special Ticket  Gift Certificate

L

w"

Store Credit

Return Ikem

Customer | Query |List |




Sales Ticket

Create a new sales ticket

Step 1: Click the button to add a new sales ticket.

Step 2 : Select a customer to assign the ticket to from the customer dropdown box.

Customer
1418 DEWEY -

Step 3: Input the customer's address if needed. The address is usualy pre-filled from the customer database for

you. If not, you can input it yourself.

Sale Ta
BOMMIE SHAPIRO

Step 4: Select the payment method.
Payrent kethod
CASH -

Step 5 : Click the #* button to open the item lookup window.
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£ Select ltem

b ain Categary:

Batch Item List . ltem Package

b

Bundle ltems

Sub Categony:

- Show Al

£

ltern EHPrin::e EH‘v’endn:ur EHType E||Eiarn::n:|cE| :
General tem - Groceny 0 Inventory | 1000002
General kem - Tobacco 0 Irwentory | 1000005 |
General kem -'Wine 0 Irwentary | 1000004
test 10 Imventory | 1000007
testwine 50 Irwentary | 1000003

AT

‘ “] Befrezh List

‘ W Set ‘ ‘ ) Cancel ‘

% Add = Remove \

Step 6: Choose an item, then click the

Step 7: After you have selected your items, you can edit the tax for the ticket, the item descriptions, quantities,
rates and so on. The total amount and total payment will be calculated by the system. If you have a POS scale

button to select the item and close the window

connected, you can get weights by clicking the 'Get Weight' button.

0 -

et YWeight

Step 8: If the customer needs to use a gift certificate or store credit, click the # button on the pay items
box's navigation tools to open the Pay Items pop-up window. Click the gift certificate tab or store credit tab,

v*'Set

select the account and enter the amount. Then click the

button to close this window.
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S5elect Pay Items

Gift Certificate  Store Credit |
Caode EH Eialann:eElType EH Fecipients [=]
Balance &= Amount h
|z.] Riefresh List ‘ W Set ‘ ‘ ¥ Cancel

You can also use food stamps for payment:
Tatal /0 Food Stamp |

1$1.13

Total W/ Food Stamp
1$1.13

Food Stamp. i $EIEIEI
:_Stamp'r\il-j. '

?.E.ﬁtta Payment
1$1.13

|l Save
Step 9: Click the button the save this sales ticket. Doing so will take you to the normal process to

Tender payment for whichever payment method you have assigned to the ticket.
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Sales Ticket

Browse previously entered sales tickets

Use the navigation tools at the bottom left of the sales ticket window to browse all the sales tickets entered for
the current day.

B
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Sales Ticket

Modifying a sales ticket

Once you have browsed to a sales ticket, you can modify the customer, ship to information, date, tax
information, and the item names, descriptions, quantities, rates, taxes and so on.

Cuakoonan 2 Famad Fuasds 0

STHO

i 0 M b
| Comeln Cmmr [ | Casrmes Hams In O il
L oe Sonit] = [ | |sT-m0e-01-237447 [ JI |
721 /2000 - — e imape o ciplay
B [ces =
[ aitods TERS il
O] U a vllint'\'.f-u'd!: zal
ligsn | DesCipion [#] temE [*] vendo[*| Cuaniiy (5] Sale = Cigcount =] Amaurt [#] Tew = —
Tup tig 1 Faksr] $0.00 $0.99 Tax -C A -5
Salmdl
Mo Ao icedon
Sxal
wa Aulhcrizedon
o ey TauLis: ] - i
T S e (=i S e M Wi, :
= | EIIE) gt | o
. | [ Tota i Focd Strn Tas Shipcing
-LELE) S Fru | -
Frod Slaep 4000 a— T
Slarmp W, 3
e =
Ewir2 Pagment Talsl il
[IRE | el |Famierd] 11l
bl - 4 ] 12 [ + =
|¢:}F:.-.'.1|| B Hee || Fonaion E_.Hml| Hi SevalbChea | I 5am |}q rlm-l
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Sales Ticket

Voiding a sales ticket

Step 1: Choose the Sales Ticket Query sub-menu under Query menu to query for a sales ticket or a
simple ticket.

[ Que | Admin Uty Help

Gift Certificate Querny

Sales Ticket Query

Special Ticket Query
Stare Credit Query
Return Receipt Query

Custamer Querny
Item Bill Guery
Item Query

Purchasze Order Ouemy

Special Order Quen

Step 2: After finding the ticket you are looking for, double click this sales ticket from the search results to
open the sales ticket view window.

Sales Ticket View

Cugtomer Sae To 5.T.HO.

Anonymous Customer - = |ST-0608-01-000315

& = 4 el .J
§25.86 2006-8-17 -

Total.. Payment Method |
$25.36 =] IcasH -

~Pay Info

tem = | Description |=| Ouantity |=|Rate Discour|*| Amount [=] Tax_|*]
18 SNGLS CHS 18 SNGLS CHS 1T 81200 0 $12.00 Tax
26 0Z FLASK 26 0Z FLASK 1 §1200 0 $12.00 Tax

E] Mo,

Twpe

E] Balance E]Amnmt

<MD data o display>

Yad

EES

Riebun H i Hew

H ¥ Save & Close

= Save

& Fint " 3 Close
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"ioid
Step 3: Click the button to void this sales ticket.
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Sales Ticket
Replace Item

Step 1 : Choose the Sales Ticket Query sub-menu under Query menu to query for a sales ticket or a
simple ticket.

Step 2: After finding the ticket, double click this sales ticket from the search results to open the sales
ticket view window.

Sales Ticket View

Sales Ticket

rPay Info

Customer Sae To S.TMO.
Anonymous Customer - E' ST-0605-01-000315
Total Oate
$25.86 2006-3-17 -
Total.. Payment Method |
$25.86 [~ |l [CASH v
ltems
tem |* | Desciigtion |*| OQuantty |=|Rate |+ |Discour|* Amount | Tax
18 SMGLES CHS 18 SMNGLS CHS 1 §12.00 0 $12.00 Tax
26 02 FLASK 26 0Z FLASK 1 81200 0 $12.00 Tax

Type .] Mo. I] Balance ']ﬁgmnmt

<MD data o display>

) Dmcd‘ Woid Il Aeplace ‘ Flehum H 5 Hew || HX SaveiClose || [ Save || B Fiint lI)‘(EIﬂu

Step 3: Click the button to replace a selected item.
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Sales Ticket

Return Item

Step 1: Choose the Sales Ticket Query sub-menu under Query menu to query a sales ticket or a simple

ticket.

[ Que | Admin Uty Help

Gift Certificate Querny

Sales Ticket Query

Special Ticket Query
Stare Credit Query
Return Receipt Query

Custamer Querny

Item Bill Guery

Item Query

Purchasze Order Ouemy
Special Order Quen

Step 2: After finding the correct sales ticket, double click the ticket from the search results to open the
sales ticket view window.

Sales Ticket View

Sales Ticket

~Pay Info

Customer Sale To 5.TMO.
Anonymous Customer <] |=T-0608-01-000315
s —
$25.86 2006-8-17 -
Total.. Payment Method |
$25.86 [~] |cASH -

e )
e |+ | Description Q Rate Discour| | Amount  »| Tax [+]]
18 SMGLS CHS 18 SHGLS CHS 1 $12.00 0 $12.00 Tax
26 OZ FLASK 26 OZ FLASK 1 $1200 0 $12.00 Tax

Twpe

l] Mo,

!] Balance

H].ﬂmnmt

<MD data o display>

EES

Yad

‘ Riebun H i Hew

d¥ Save & Chose || fd Save

& Fint " 3 Close
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Return
Step 3: Select an item, then Click the button to return it.

Step 4: In the Select Return Items window that pops up, select the item you would like to

el
return, specify a quantity of that item to return, and then click the - button to return the items.

Continue this process for each item you would like to return. Once all of the items you are planning to
return appear in the "return items" box on the right side of the window, then click "okay".

Select Return Items

Please Select Return ltems

| Ticket Items | Quantity : | Return ltems |
Arturo Fuente Dan Carlos 2| -
-
-
o

‘ W OK H £} Cancel

Step 5: Confirm or cancel:

P Fetuwrn Ttems?
L 1 )

ges i [ Ho ]

="

Step 6 : Select The tender method for the return. Store Credit, Cash, Debit Card, Customer Credit, etc..
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X

Eeturn Item

* To Store Credit
Select Custamer

Anonymous Customer -

To Cazh and 20 on

Step 7 : Show the store credit for customer that you selected. And, if you checked 'Return receipt
required' in the 'Manage Store Settings' functions (under the admin menu), the return receipt window will
be opened.

Eeturn Eeceipt r$_<|
M ame: Anonymous Customer Date: |ENEERS

Diriver Lic: Address:

SubTatal: ¥12.00

Tan: ¥ 0493

Total: ¥12493

[term E” [y E” Frice E” Amount [+
18 SMGLS CHS 1 ¥1200 ¥ 1200
‘ Ok, ‘ ‘ Cancel Return Receipt
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Sales Ticket

Force Return Item

Force Return is used to return item to inventory if the customer does not have a receipt or the sales ticket

record can not be located.

Step 1 : Choose the Sales Ticket Query sub-menu under Query menu to query for a sales ticket or a

simple ticket.

Sales Ticket Query

2f1 42008 = (]!

Sales Persan et 0 ey

S5THNO E} Date I+ | Customer vl State T"—‘iﬂl" &
| & |SElEy >
L R R | A _ Force Retun Backup Receipt Fetumn Histony H X Close ‘

Step 2 : Click Force Return button at the bottom of the window.
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frmFarceReturn

Force Retumn

Force Return

Customer Name : Sub Totar-  $0.00 S
e o Tow: $0.00 7 Shom History
Driver Lic : Total Tax - ) D |
Barcode : [ + Add ][ - nmvs] ChenosQuaniy || Cherioe Pics
ot ErTrR——T hnan '
Pla data bo display

[ [ &remee [ xom
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Sales Ticket

Print a sales ticket

e To print from a regular printer, Click the button to open the print preview window. Then you

can print this ticket or setup the page and so on.

B Print Preview

File Viewx Format Go
HFed &g&50 A % EERDEBME w = | - &
Margins Left: 0.5 " Top: 1.9 * Eight 0.5 Bottom: 0.5 7 Header 0.1 * Footer 0.2 "
" B B e s g e el s e O WY,

i ST-050%-00-00000%

E Drate: &M 220006 10:46:53 40

Mame: 1418 DEWEY by State:

i Phone: Jip:

i Addmas

i Ghy. lem Linit Cost Total Cost

! 1 001001012 PLACE MATE BLACK DASHES §11.00 §11.00

1 001001102 PLACEMATS SkY BLUE §11.00 §11.00

3 00004 TABLE TOPICS BASIC £24.00 §72.00

: Sub Total: | $94.00

: Exchange or store credit only within 30 days £0.00

i Sals Tax:

] Totar: |594.90

Customer's Signaturs:

! P e
£ 3
Faga: 1 of 1 Pagez Paper Siza: 83 " x 11.7T " Status: One or nore margins are zet outzide the prrd

e To print from a receipt printer, click
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LInifarceP O3 Demo Stare
Q272006 5:09:51 P
ST-0609-01-000004

General tem - Grocery
1x$10=%10
General ltern - Grocery
1% %20=%20

Total terns Count: 2

SubTotal §30

Tax §2.48

Freight: $0.00

Total: $32.48

Total Payment: $32.48

e P S
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Sales Ticket
Delete an item

Select and item on a sales ticket by highlighting it with your mouse, then use the = button on the

lal Save
item navigation tools to delete an item from a sales ticket. Then click the button to save the

changes.
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Sales Ticket

Revert Data

F= Revert
If you make edits that you decide not to save, use the button at the bottom of the window to

revert the data changes that you have entered back to the original info.
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Special Ticket

Overview

Open the window of special ticket
Create a new special ticket
Browse the special ticket existed
Modify a special ticket

Write a note

Print a special ticket

Close a item

Delete a item

Revert Data

See Also:

Create a special order

Create a customer

Create an item
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Special Ticket

Overview

fENEEEE

Anomyrnous Custarmar - [«] l Cresta lem
Cretomer Card - SEL Seanch
[ShoTo .
Date 5540 2]
2/22/2009 [ | 55-0992-01-000007 = '
BauCode: | Shiing From: *
M oM 4 3 B oM E - | [ &0 emng hava been sent [
K Item Ell Desoiipion =l _Sa 8 .= =] Rae [= = dmourk =] Tak [*
Hovdali o diepl
i : £0.00
For ol spacial oiders. a 5105 deposit is reuited - Tax List Sl
TPﬂBnmcMmﬁhﬂkuMcﬂﬂhmw e [ o Ta: 40,00
oidler plrchases, : m
Drces musst be piked up 21 daps alter castomen is nofiied s Fieight:  S100[Chance |
oicer is i 1Fu'd=|:i2r'-:lq:id|.=rl up, Hhen fhe customes sl be || Tz Shvpping
charged the balance sfter the 21 deys Tip: $O00 T gy Falig]
Tokal DUE: i
Tt Stoos Cracigi, 3000
Paici Ui Ta Daker .00 &

| Racept M Dizcount Pay & Bave I Gave I = Revat | W Clase
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Special Ticket

Opening the Special Ticket Window

There are two ways to open a new window of special ticket.

e Click the Special Ticket option under the Customers drop down menu:

: System | Customers | Listz  Inwventory  GQuery  Admin ilite  Windows  Help

Remind Simple Ticket  Chl+5

Receive Rd Sales Ticket Chel+T
| Special Ticket  Chil+d, |

Gift Certificate
Send Remi ]
1 Stare Credit
1
o From the Object Browser on the left, choose "Special Ticket".
\Custormer -1

o (v

Simple Ticket  Sales Ticket

@

Special Ticket  Gift Certificate

1 B4

Store Credit Return Ikem

Customer | Query |List |
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Special Ticket

Create a new special ticket

Step 1: Click the button to add a new special ticket.

Step 2 : Select a customer.

Custormer
Anaonymous Custorner -

Step 3: Edit the customer's address if needed. (It is usually updated from your customer database automatically)

Sale To
BOMMIE SHAPIRO

Step 4: Edit the ship to info if needed.
Ship To

Step 5 : To begin adding items to your ticket, either scan the itme barcode or click the # button on item's
navigation tools to open the item lookup window. Unlike the other types of tickets, items added to special ticket

will not affect the inventory onHand level.

“/
Step 6: Choose an item, then click the button to select the item and close the window.
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£ Select ltem

Batch [tem List . [tem Package . Bundle ltems K
b ain Categony: + | Sub Categony: - Show &l
[tern E||F"rin::e EH‘v“endn:lr EHType E||Eiarn::n:n::E| :
General ltem - Grocery 0 [reventory | 1000002
General ltem - Tobacco 0 Inventory | 1000005 |
General [tem - Wine 0 Iresantory | 1000004 | 4
test 10 Irwventory | 1000001 (4
testwine 50 Inwentary | 1000003 [
3]
'
£ Il
‘ I"] Befresh List ‘ \fﬁet ‘ ‘ ) Cancel ‘

== Add H = Remove

Step 7: After you select the items, you can edit the item's description, quantity, and rate. The amount for this

item and the total will be calculated by the system.

Step 8: If the customer needs to use a gift certificate or a store credit for payment. Click the # button on the

pay items navigation tools to open the select pay items window. Click either the gift certificate tab or the store
Vlﬁet

credit tab, then select the account and the enter the amount. Click the button to close this

window.
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S5elect Pay Items

Gift Certificate  Store Credit |

Cade EHEEaIann:eEHType E”F{ec:ipients A
Balance ¥ | Amoint | e

‘ |z_.] Refresh List ‘ ‘ W Set ‘ ‘ #} Cancel

Step 9: Click the button to save this special ticket.
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Special Ticket

Browse previously entered special sales tickets

Use the navigation tools at the bottom left of the special ticket window to browse all the special tickets entered
for the current day.

B
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Special Ticket
Modifying a special ticket

When you browse a special ticket, you can modify the customer, sale to, date, ship to, tax, all items have been
sent, deposit, total DUE and the item's names, descriptions, send date, ordered date, rate, tax, etc.

[ Special Sale Ticket

SpEcial Salk - E dilor
Custamer | | Sed= Ta | Hale Create Cslome:
Anonyrnous Cusiormer bl - | - “e;l Crecta Nem
Cuestomes Card - Skl Seach
 5hip To |
T =]
prafz0ng ?u S5-0902-01-000007 |; ' '
R | ] st | :
14 L q 3 ke M B - [ &0 emng hava been sent [
Item =l Desciiplion “Send Cale Orderad Ram [= Discourt Tax [=| Clazed
I ki
: 0
For ok spacial oiders. 3 50 deposiis iequied. il
Tm!mmnamohjmmefunﬁsam-de&a onspacial Tase: 0
o o n
Drces musst be piked up 21 daps alter castomen is nofiied s Freht.  $100[Change |
mider iz in. IF order iz ot piched up, e the customes will be U Tt Shipping
charged the balance sfter the 21 deys Tipe 000 T et 000
Tatal DLE: e
Tt Stoos Cracigi, 3000
PaiciLip Ta Dabe .00 &
‘ A=ceipt | Hes I Discaunt Pay & Save | I seve || PR Revet I % Chase
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Special Ticket

Write a note

Step 1: Click the E| button to left of the dropdown list to open the add note window.

I ote

Step 2: You need to input the note title and description. Then click the

ﬂ"}( Save & Close

button to save it

Saveltew
and close this window. Or click the button to save it, then write this new note. If you do not want
to save it, you can click the button. After saving your note will be visible in the Special Ticket

Window.
Add Note
Mate Title Date
2006-9-¢
A Saveilloze ‘ SavelMew ‘ &) Cancel

B

-
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Special Ticket

Printing a special ticket

Click the
SO on.

button to open the print preview window. Then you can print this ticket or setup the page and

File View Format Go
S el @50 A % EEDEBRMHE ww o | - .
Margins Left: 0.5 " Tep: 1.9  Eight 0.5 “ Bottem: 0.5 © Header 0.1 * Footer 0.2 "7
e e e e e e e e e e e e e

i ST-0505-00-00000%

i Drate: &M 22006 10:45:53 AF

Mame: 1418 DEWEY Cilby- State:

i Phone: Jip:

E Addmas

i Qb lem Linit Cost Total Cost

! 1 001001012 PLACE MATE BLACK DASHES §11.00 £11.00

E 1 001001102 PLACEMATE SkY BLUE §11.00 511.00

3 00001 TABLE TOPICS BASIC §24.00 §72.00

5 Sub Total; | $94.00

i Exchange or store credil only within 30 days £0.00

H Sals Tax:

i Total: $94.00

Customer's Signature:

? R
% 3
Faga: 1  of 1 Pages Faper Siza: 83 " x 11.7T " Status! One or more margins are set outzide the prrd
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Special Ticket

Close an item

To close an item, you can check the close column of the item.

To close all items at the same time, you can check the check box: 'All items have been sent'.

7 &l iterns have been zent

Item v Diescription w| SendDaste = Ordered = Rate [+ sAmount » Tax|w| Cloge /=]
Q000500 PLACEMATS MaMILA 522042005 1 $11.00 $17.00 Tax O
001001154 placemats center stnpe taupe BA2/2005 1 $11.00 $17.00 Tax d
007002050 BAMEOO BUNTAL PLACEMATS NATRUAL 6/412/2005 1 $13,00 $1300 Tax O
001016305 AAFFIA RUNNER-NAT W/RECT BLK HOR 6/12/2005 1 $64.00 $64.00 Non O
00103040361 MEDIUM DINMER PLATE FLEURS COLLE! 6/12/2005 1 $3300 $3300 Non O
00121-TRG TORTOISE MEDIUM TRAY 23417 £/12/2006 1 $276.00 $276.00 Men O
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Special Ticket
Delete an item

Select and item on a sales ticket by highlighting it with your mouse, then use the = button on item's navigation

|l Save
tools to delete an item from the special ticket. Then click the button to save the change.
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Special Ticket

Revert Data

F= Revert
Use the button at the bottom of window to revert modifyed data back to its original status before

you made changes.
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Special Ticket
Payment

Unlike sales ticket and simple ticket, for special ticket, you can save the ticket with a down payment or
without payment at all.

Sub Total; +0.00
Tas: $0.00
Freight  $0.00
Tax Shipping
Tip: $0.00 T el 30,00
Tatal DUE: $0.00
Today's Store Credit/Gift: $0.00
Paid Up Ta D ate: $0.00 £

Total shows the total amount of the ticket, Total DUE show the unpaid balance, Paid Up To Date shows
the paid amount. Click on the button right next to Paid Up To Date will open a payment processing
window:

Anonymous Customer’s Payment History

Anonymous Customer's Payment History
Time +  kethod *  Amount %
222200912715 P CASH $2.28 Pay . m
Method: CASH v
‘ W Ok H &) Cancel ‘
5228
Pay It
IR Total Amount: $4.66
Type w Mo, %  Balance w | Amount W
*+ | Total Payment: $4.56
— 1 Paid Up To Date: $2.28
“| DUE: $2.28

This windows show the payment history of this ticket, payment methods and also the total balance
information of the ticket.
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Gift Certificate

e QOverview
e Open the window of gift certificate

e Register a gift certificate

See Also:
Create a sales ticket
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Gift Certificate

Overview

Gift Certificate

U New dX Save & Close [ Save = Revent I X Close
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Gift Certificate

Open the window of gift certificate

There are two ways to open the Gift Certificate Window

o (Click the Gift Certificate submenu under the Customers drop down menu:

Custorners | Listz  Inwentory Guery  Admin Utility Windows

Help

! Spstem
_Fleminu:l Simple Ticket  Chl+5
Receive R Sales Ticket Chrl+T
Special Ticket  Chrl+d,
| Gift Certificate |
Send Remi -
’I Stare Credit

1

e From the Object Browser on the left, choose "Gift Certificate".

\Custormner

CLstormer

|
Simple Ticket  Sales Tickek
&
Special Ticket  Gift Certificate
7
w| Y

Stare Credit

Return Ikem

Cuery |List |
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Gift Certificate

Register a gift certificate

Step 1: Input the gift certificate No.

G.C.HO.
GC-000002

Step 2: Input the amount of the gift certificate

Arnavint
100 -

Step 3: Input the sale date of the gift certificate

Sale Date
B/24/2005 -

Step 4: Input the recipients of the gift certificate

Recipients

Dranrmy Wi

Step 5: Click the button to save this gift certificate.

Page 142



Store Credit

Overview

Open the window of store credit
Add a store credit for customer
View a store credit

Print a store credit

See Also:

Create a sales ticket
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Store Credit

Overview

e View of the New Store Credit Window:

Store Credit

MNew Store Credit

Customer

|| Show Success |nfa.

B alance

$0.00

‘ ﬂ}{ Save & |:|DSEJ

= sE.VEJ

e View of the Store Credit Query Window:

Store Credit Query

}( Close

Cusgtamer

S.CMO.

Begn O ate

Balance

End Date

=0

Store Credit

- Quety

rag a column headear here to group by that column

w Custarmer

*| Disable ¥

<o data o display?

X Cloze
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Store Credit

Open the window of store credit

There are two ways to open the Store Credit Window.

e Click the Gift Certificate option under the Customers drop down menu:

! System | Customers | Lists  lnwestory  Quem  Admin Utlity  Windows  Help

Remind Simple Ticket  Chrl+5

Receive Re Sales Ticket Chrl+T

Special Ticket  Chrl+d,

Gift Certificate
Send Remi
1| Stare Credit
1
e From the Object Browser on the left, choose "Store Credit".:
\Custorner -

oy v

Simple Ticket  Sales Ticket

@

Special Ticket  Gift Certificate

1 B4

Store Credit  Return Ikem

Customer | Query |List |

See also:

Store Credit Query
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Store Credit

Adding a store credit for a customer

o

New Store Credit

|I:ust|:|mer

|| Show Success Info.

Balance

$0.00

‘ A Save & |:|DSEJ

= SaVEJ

e To add a new store credit, you need to select a customer and enter a value for the new credit in the

)( Cloze

'Balance’ field. Then click the button.

See Also
Query a store credit

View a store credit
Print a store credit
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Store Credit

Viewing a store credit

o Navigate to the Store Credit query window by selecting Store Credit Query sub-menu from
the Query menu

[ Quew | admin Uty Help

Gift Certificate Cueny

Salez Ticket Query
Special Ticket Query

Stare Credit Quern

Feturn Receipt Query

Custamer Huerny
Item Bill Queny
ltem Query

Furchase Order Querny

Special Order Quen

o Execute a store credit query by entering the details for the credit you would like to locate, such
as customer, start and end dates, amount of credit, etc.

Store Credit Query

Store Credit

Customer ~ S.CND.  BeginDate
Mr. Johnson - 5/5/2008 -

Balance  EndDate
- - W

o Double click a store credit from the query result of the store credit query, then you can view the
detail of this store credit that you selected.
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Store Credit

5.C.ND.

Drag a column heades here to grioup by that column:

2006-8-214:01: 36 ST-0E07-01-000243 $19.77 Cancel Sales Ticket
2006-8-3 16:15:47 ST-0608-01-000276 $99.00 From Gift Certficate
2006-8-316:15:50 = T-0605-01-000276 $1.00 For Sales Tickst
2006-8-8 15:22:49 5T-0608-01 -000297 $119.00 From Gift Certficate
200688155414 5T-0606-01-000301 $10.00 For Sales Ticket

See also

Query a store credit

Print a store credit
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Store Credit

Print a store credit

Frint
e (lick the button to open the print preview window. Then you can print this store

credit or setup the page before printing.

ll Print Preview

File View Format Go

2Fed 850 @ B EEBADEHEHE 0% v -

Margins Left: 0.5 °| Tap: 1.9 °| Right: 0.5 * Bottom: 0.5  Header: 0.1 " Footer: 0.2
i Table Manners, Inc . :

\ 2112 Central Street Store Credit

E E".-'anstun, [Hinois GO201 4 C-0%05-00-000001

t PhoB47-492-0664

i Fax 847-492-9667 1418 DEWEY

i Balance: $364.00

Date Ticket NO. Amaurt Surplus Mole

i Si2452005 ST-0505-00-000005 $£100.00 £100.00 frorm Gift Certficate

E Ar2452005 |5T-0505-00-000005 sa000 S160.00 for Sales Ticket

5r2452005 ST-0505-00-000005 $110.00 §270.00 for Sales Ticket

E Si2452005 ST-0505-00-000005 $94.00 §364.00 Cancel Sales Ticket

: Brintbate. 2412006

e P @
£ | >
Fage: 1 of 1 Fages Faper Size: 8.3 " % 11.T " Stetus: One or more nargine are zet cutzide the

See also:

Query a store credit

View a store credit
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Customer Credit

To open the customer credit window navigate to the Customer Credit option on the Customers
drop-down menu

Customers | Yendors  Listz i

Simple Ticket  Chil+5
Sales Ticket  Chi+T
Special Ticket  Chrl+a,

Gift Certificate
Store Credit

Custarmer Credit

Here you can manage your Customer Credit or House Accounts. A list of customers that have account
activity will appear. You can select a customer from the list to check his 'owe history' and 'payback
history'. The customer list will be presented in the left column, and when a customer selected, the account
history and payment history will be displayed in the middle and right columns

Use the 'pay back' function to apply payments from a customer towards outstanding balances that they
owe. To do so: Select the customer for which you would like to receive a payement from the 'customer
list', then click the 'pay back' button

Follow the prompts to specify what type of payment and the amount which was paid to apply the
payment toward the customer's outstanding balance.

Custemer List Custemer © JosSmih

Owe History Fayhack History

Ll = | Ticketlvpa = | Amoun » || Deha = Peeemant Rehon | Afaunt e
Cusdamar = Ao - L bl L ol h

402007 salslickel £108 28

2 Falush L. Py Back 2 Thss
P& Pay
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Schedule Services

To open the schedule window click on Schedule at the bottom of the Customer Panel at the left side of
the window:

Service Schadule

Sals ¢ | 2dmin FOS3 -

 Dalsksvigan:  Aclive View: « Dag owhabwiosk  woks o Wonth o Ussdeired T'jllzﬁ‘:u.h::lﬂ\ﬁ'mbi 'l':

Sunncday, Fabruary 55

g 7

| *

Feonary 2008 b
nnedu it
12345047
A 91011 1713 19
45 L6 LT 13 15 & 2L
Rl mana

Q0 Mach20n
nno&sdu o1 b
I & 548 487
8 DLDLILEA3 4
15 L6 LF 1315 & 21
SR ER e B VM
R S

iyl A
nonosdu |L
1214
56 78 W0l
121314151617 18
912 M
R ER FE 2R

Ty 200

nono=du it
L2

I&F T 09
a0t L2 1314 15 18
7 lp o202 223
ALNIpTXZ N
13l 1 {1 § &

:K Dl
First, select the sales person from the top right drop down menu, the current schedule calendar will be

displayed on the screen. Double click an existing item to edit this scheduled service. Double click an
empty area to add a new schedule:

Add Schedule

Add Schedule

Start Time - 2/22/2009 10:00:00 AM v
Customer : E:JDE Smith vll + J
Sales : ‘Admin POS3 v
Service : vl

‘ W Ok H ) Cancel

Click Ok to save the schedule and the new service item will be added to the calendar.

Right click an existing item on the calendar will allow you to act on the item: there are three action items
you can select: Edit, Done, Delete. Choose Edit to make changes on the service item; Choose delete to



delete the item from the calendar; Click done will move this service item to the simple ticket for
processing the payment and mark this item as "Done" on the calendar.
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Quotation

Starting with version 3.0, you can create a quote for a customer before turn it into a sales ticket after the
quote is approved by the customer.

To open the quotation window click on Quotation at the bottom of the Customer Panel at the left side of
the window:

(urny Ountatinns

Titile: Cuglomer - - | 2 Dumy | o fdd Custore:
Quotation Dictail
I o i [ = Ruimm ] L Ta Ticksd Il:..mmn..;.a I ot ]
Sl ok E =l Deatied = [Tecd Dbt
s B oo T Tl
lJl:r._~il'.2 -i.l_':\tu:r_-c_m_l:u:ﬁw-e' 'E1f:.'l‘..-‘€_~ _]-13.9-1 _5'!'5-'1.EJ [}
TR $age £3m 0|
Barcode : & dddlen | Change Uuandh " Change Frice ]
iy Mo |= Fiee [ uaniy =] 5 Takal |w| SubiTas =]
CEHD 0 3.0 120 $120.00 won
2000 o
Id Sa-w e Chisa

To create a new quotation, click the "+ Add" button on top, then fill in the title and select the customer.
To add items to the quotation, either scan the item barcode or click "+ Add Item" to open the item
lookup window. Using "Change Quantity" to change quantity for each item and "Change Price" to change
the unit price of each item. Then add notes to the quotation in the text field on the top right corner. Save
the quotation for future reference.

To turn the quotation into a sales ticket, click the "Load to Ticket" button on top, this will convert the
selected quotation into a sales ticket.
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Receive and Check-in

Overview

If the incoming shipment is from a previous order, when receiving and checking-in the items, you need to

use the 'Receive and Check-in' function to update your inventory.

After the window is opened, select an open order from the Order NO. drop down, then you will be able

to select items from that order to check-in.

Adjust the number in the "Receive Now" field if the receiving amount that is in this shipment is less than

the "Ordered" minus "Received" number.

Click on the "Receive" button at the button to finish this check-in process. After saving this check-in list,
you can click on "Print Barcode" button to print barcode labels for those items that do not have vendor

barcodes.

MO Dinte Diescription elect hern Frorm Order————
CATI-01-000300 | 1E0E007 e [~ | orderMa: | -
“andar

-
Dicier WO, | ot

ftern || Barcode [+ Each =| ExpDare || Ordered =) Recsive: = || Recene Now[=]|  Cost [+ Domagel=] Deal'wih = Do =)

I H 1 ¥ L L +

quern- [u:nlaw

I Fecers |[ = Revent

b ch
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Receive and Check-in

Opening the 'Receive and Check-in' window

Click the 'Receive and Check-in' option under the /nventory menu:

! Systern  Custormers  Vendaors

Liztz

Inventary | Query  Admin

Utility

Help

| Femind

« ]

Receive Reminder

12/24 50-0607-02-000224
08/25 S0-0607-02-000222
09/01 50-0508-00-000003

Send Reminder

12/30 SO-0607-02-000224
0901 S0-0607-02-000222
02/01 S0-0607-02-000222

Imvenkory YWarning
523105P (onhand:-47.007
MOMEY POTS (onhand:-32. 007

009FS fonhand:-24.00%

| Receive and Check-in

Receive without Order
Goods Damaged
Replacement

Bundle lterns

b atrie Definitions

Print Label
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Receive and Check-in

Adding a new 'Receive and Check-in' Record

Step 1 : Select the order number from the Order No. dropdown box.

—Select tem From Qrder

Order MO,

Select

.
Step 2 : Click the button.

Step 3 : Select an item from the list, and click 'Ok’ button. Then those items which are selected will be
added to the current 'Receive and Check-in' list.

Check and Accept — select item from order

selecte |E|| ltern

]

Drag a column header here to group by that column

Description |E||

Date 3232006 » | Yendor PENHURST TRADING INC.

Cluantity |E|| Receivec| |

(I JOEEM

CERAM SCALLOR SALAD DESERT

g

a

‘ V"EIK ‘ ‘-f] Cancel

Step 4 : Input a description for the "Receive and Check-In" record if you want.

Step S :Adjust the number in the "Receive Now" field if the amount you are receiving in this shipment is

less than the "Ordered" minus "Received" number.
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Step 6 : Click the button to save your 'Receive and Check-in' record.

Check-in list

Fecens and Check-in

MO, Dot Dizecription elect tern From Order———
CAAITD-00-000300 1302007 = [= | Ordarko.: | =
Wndar
-
Oinclier RO L

tern  =|| Barcode [+ Bach =] ExpDare || Ordered =) Recsive = || Receie Mow/=)|

Cost |* Demagel=| Deal'wih =/ Dot =)

I H ¥

Step 7 : Click on "Print Barcode" button to print barcode labels for those items that do not have vendor
barcodes.

| + ru

[ IE Mlaw

I Fecere [ = Ravert
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Receive without Order

Overview

When you receive items from your vendor without an order, you need to use the 'Receive without Order'

function to update your inventory.

Opening the "Receive without Order" window.

Receive Inventory Items

Check-in list

Receive withoul Order

<Moo deta fo displeys

L] H 1 ] L] ] + - %]

52 Print Barcade || ) Order History || B8 Mew " i} Save & Closa

[ | Fla-nuh'a" FE Raved || 3 Chse
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Receive without Order

Opening the 'Receive without Order' window

Click the "Receive without Order" submenu under the Inventory drop down menu:

: Spstem  Customers  Lists | Inventory | Query  Admin

tility wWindows

Help

| Remind 4

Feceive without Order

Receive Reminder

05-27 S0-0603-01-000010
039-05 S0-

Special Order

b atriz D efinitionz

Send Reminder
05-05 50-0607-01-000009
05-05 S0-0607-01-000009
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Receive without Order

Adding a new 'Receive without Order' record

Step 1 : Select the vendor from the "Vendor" dropdown box.

Receive without Order
MO, [rate

Ca&-0805-01-000004 B/B/2008 -

Yendor

Step 2 : Input a description for the "Receive without Order" record if needed.

Step 3: Click the button to open the window that lists all of the items you have entered into your item

database.

S5elect Item gl

..................... ltern Package . Bundle ltems
b ain Categony: w | Sub Categony: -
Seleu:ﬂE” BarCode |E|| ltern EH Description |Z|| “endor E” A
O 1003548 marlboro red soft
O 1000113 WA Slims UL Mer|
O 1000114 A Slirns Ultra Lic
O  |1000115  |Benson & Hedge |
[l 1000118 barlboro Lights 21
O  |1000118  |MARLBORO LIGH ssss's
O |1000124  |Benson & Hedge |
O 1000131 bdarlboro reds sof
O  |1000132  |MARLBORO LIGH
O 1000133 |PARLIMENT LIGH
O |1015631  |GROCERY TXBL| GROCERY TXBL e lane
O  |1015632 |s0DA S0DA e lane =
Iﬂ] Refrezh ‘ W/ Select ‘ >( Cloze

W/ Select
Setp 4 : Select the items you would like to check in from the list, and click button. The items

selected will be added to the current 'Receive without Order' list. Then adjust the quantities, and additional info

about the items that you are receiving accordingly.
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Setp 5 : Click the button to save your 'Receive without Order'.

v withoul Order

A 60901 000017

Mo data fo displays

Check-in hist

] L) +

&

) Quder History || B8 New " W) Save t Cloze

|l Recaive " FE: Ravent

3 Chae
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Goods Damaged

At the 'Goods Damaged' window, you can report any damaged goods on the order.
step 1: Select the item that is damaged.

step 2: Select the reason for the damage.

step 3: Input the number of damaged goods.

step 4: Click the 'Save & New' or 'Save & Close' button.

Goods Damaged

Barcode :

ltern: -
Feason: -
Damaged: |1 =

Cancel
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Replacement

At the Replacement' window, you can replace the damaged goods that you reported with the new or
replacement items that you get from your vendors.

Step 1: Select the item you would like to replace.
Step 2: Input the number that you received.

Step 3: Click the 'Save & New' or 'Save & Close' button.

Eeplacement [5_<|

[kermn: || hd |

Replacement;

. =
Recerve: 1 =
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Bundle Items

At the 'Bundle Items' window, you can create a package bundle that includes a few items.
Step 1: Add a bundle item at the first grid.

Step 2: Add items that will be included as part of this bundle item.

Step 3: Click the 'Save' or 'Save & Close' button.

Bundle Items |E|

Bundle Items Manager

Dirag a column header here to group by that colurmn

Test Bundie 1 2000002 O
Ceste Round basket wbowl 2000003 O
Ceste S quare Basket w/bowl 2000004 O
I “ L | > » L + [+ "
Total Price: $0) Add iterns by barcade: |
ltem Name v Quantly v Prce  |v||Batch =
§ play
l * 1 ¥ M Lo + — ]
‘ﬂﬁimemm ” e Save || X Saue&[llnseJ X Close |
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Matrix Definitions

Overview

Step 1: Click the # button under 'Matrix' to add a new matrix definition.

Step 2: Click the * button under 'Dimension X' to add a "X Dimension' for the matrix selected .

Step 3: Click the # button under 'Dimension Y' to add a"Y Dimension' for the matrix selected .

@

Hatrix Definitions

—M akniz rDimension —Dirmension '
Id EH Matrx [=] Dimension = Dimension “E“
1 |Lighter-Color red def
2| Test purl
blue
green
orange
black
¢ ¢ > P+ a > » + a R & 2 B
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Print Label

At the 'print label' window, you can print the two sizes of item labels. Select the format and set "print

option', then click the 'print' button.

There are 3 print options to select from:

Print for items without vendor barcode only
Print for all items that have onhand quantites > 1

Print all items that have and onhand quantity = 1

You can also adjust the Horizontal and Vertical offsets if your printer does not print the label in the
desired position. For Horizontal offsets: A negative value will move the printing area to the left and a
positive value will move it to the right. For Vertical Offsets a negative value will shift the printing area up

and a positive value will shift it down.

Print Label

[13mm x 44mm]; 20 rows x 4 columns

[25mm x 67mm]); 10 rowzs x 3 columns

t«  Awery 8167 or Office Deport 612-191: 1/2" = 1 374"

Avery 8160 or Office Deport 612-221: 1" x 2 5/8"

X

— Print Ophion
Frint far iterms withaut vendar barcade anly
| Frint all of itemz that onhand > 1

v Print all of items that onhand=1

Horizontal Offset- 4 -~  Vertical Offset: 3~

Print

>( Close
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Customer List

e Overview
e List customers

e Add or Modify a customer
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Customer List

Overview

Customer List

Customes Photo
Custamer.  John Smih Company:  Uriforce
ID: 12345678 Phone:  E26-5628138
Full Hame: John Smih Fax:
Lewvel: E-mai:  zales@unitorceonine com Hide

Drag a column header here ta graup by that column

Custamer | Compa =| Full Mame | Phone
John Smith Unifarce Jahn Smith E2E-HE2613
Anonymous Customer M
L] L. 1 L] LJ L] [+
+ Show Customer's Detail \ o \ | @ tion || @ perein || Bewon || @nen || X com |

e Select the Display Range: the customer list is defaulted to display the newest added customer first, you
can click on the radio buttons on top to choose a list range. For instance choosing "A-C" will list only
those customers with names beginning in A, B, or C

e Function Buttons: Function buttons are located at the bottom of the window.

v Show Customer's Detall l [ Edit J ‘ &) History I ‘ |i&] Refresh H [ Expott

o e

o Show Customer's Detail:when checked, a customer preview panel will be displayed on the top

of the screen. When de-selected, the panel will not be displayed.
o Edit: when clicked, this button will open the customer editor window for the selected customer

in the list.

o History:when clicked, this button will open the purchase history for the selected customer.
o Refresh: when clicked, this button will refresh and reload the customer list.
o Export: when clicked, this button will load all customers in an export window to be saved to a

text file.
o New: click this button to add a new customer.
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o Close: click this button to close the customer list window.
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Customer List

Opening the Customer List window

There are two ways to open the customer list window.

e Click the Customer List option under the Lists drop down menu:

: Spstem  Customers  “endors | Listz | Query  Admin Windows  Help

| Rermind - | | Custarmer List

Receive Reminder Wendor List
0531 SO-0505-00-000001

[tem List

e From the Object Browser on the left, choose "Customer List"

List al

EsEsiEe
L

Customer Lisk

»
*?
9P

Tbern Lisk

Wendor Lisk

Custamer |'-.-'en|:||:|r |Query List
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Customer List

Creating or Mondifying a Customer

b Mew
e To create a new customer, click the button to open the create a new customer window.

Then input the customer's name, company, billing address, shipping address, and so on.

e To edit a customer profile, double-click a customer from the customer list, or highlight a customer and
click the edit button.

e You can then add/modify this customer's profile. We will explain some of the fields below:

o

o

Barcode: this field is generated by the system, you can use this to print customer's VIP card label
or you can overwrite this code by scanning a membership card number for this customer.

Level: in the Admin section, you can define different customer VIP or membership levels. You
can then select one of those level for this customer from the Level drop down list.

Disabled: this is used to disable a customer. A disabled customer will not be able to be added to
sales tickets.

Can Use Customer Credit: this is used to enable the customer to use customer credit/house
account for payment.

Addresses: you can define Billing and Shipping addresses for the customer. If the two addresses
are the same, you can click on the ">>" button to copy the info into the shipping field from the
billing field.

Photo: to upload a photo for this customer, place your mouse cursor to the photo area, right
click it, choose "Load" to find and upload a photo of this customer to POS system.

Reminder: this is used to set reminders for this customer.

e Function Buttons are located at the bottom of the screen:

| £} Histary

Al Save

‘ >( Cloze

‘ LT Mew H Credit Card H A% Save & Close

‘ = Revert

o History: click on this button to open this customer's purchase history and find out the

items the customer has purchased.
o New: click on this button to create a new customer

o Credit Card: click on this button to swipe the credit card and populate the customer

information automatically to save your data entry time.
o Save & Close: click this button to save the current customer info and close the editor.

o Save: click on this button to save the current customer without closing the editor

window.
o Close: click on this button to close the customer editor window.
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Customer Editor

Customer Editor

Customer

sales@unilocepo:. coim

10505 Vabay Elvd HE3E | | 10505 Walkey Blwd. HE38

.@Hml, B New ‘c.u.icud Gitt Card I,G'e:icﬂt'ﬁ:ahs ¥ SavetCose|| [ Save || B Revert || 3¢ Close
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Item List

e Overview
e List Items
e Add or Edit an Item
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Item List

Overview

Iraq = cobin heades asrs to groop by tast column

| SerCode = lemblome =] Tty = Sui Calegory [=]| Frica = Taw = |OnHed = A

1000020 Apura Fuerte Spanlansd Grocery 433 Tex 1000 ] 1H
10000t 4 Arura Fusrta Cheramu Fus Grocerny G99 Tew 1000 ] 1H
QLU Arurn Fuerta Dan Cados | Grocesy 103 Tex ] i TH
QLU Praagas Fuonlcs GiroLCery 1433 T T n TH
lgnaoie Arura Fuerie Dian Cados| Grocery 1193 Tex 100D ] I H
1000015 Arura Fuerte Dan Cados | Groceny 1593 Tex gl ] 1M
1000014 Arura Fuerta Dan Cadnaz | Gracery 1343 T =CH 1] 1H
QLI Cohiga sinziuras LiroCery 1439 Toe T i TH
ooz Arurd Fuerie Saeera Es Grocery 833 Tex 1000 ] TH
lgaaot ! sArura Fuente el Corona Groceny 453 Tex 1000 o I M
1000010 Arura Fuerta Cwquisins b Graceny 273 T 1000 1] 1H
10000cs Arurd Fusena Selac Prival Gmrery a3 Tew Toan I TH
ononcE Cohiga Peguenos Girocery 1733 T Toan n TH
noQocy Arura Fuerie Chunchill - Groceny 793 Tex s ] 1TH
10000CE Arwrz Fuerse Dbl Chee M Goceny B3 Tex 1020 o 1M
1S H Lipmann Tin mrery 1693 Tex 1000 ] 1M
QLU UIES Kaconudd Kineres Linocesy 1033 Tex T i TH
nnoocs Arurd Fuerbe DRl Thet Er Giocery 733 Tex 1000 0 TH
lggoocs Punch Ealo= Grocery 1333 Tex o] o 1M
10000 Arura Fuerta Chasasu Fue Graceny 593 T 1000 1] 1H

W H { b L3 L i

|1 St een's Detail | L sl |wnsapen | | D’ Edi ||'E Exqual Ll :'| A uln | | E Srkmzh || B hea || k Chizs I
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Item List
Opening the item list window
There are two ways to open the item list window.

Click the Item List option under the Lists drop down menu:

Cuztomer List

“endar List

|Remind
Receive Reminder
05,531 SO-0505-00-000001

From the Object Browse_r on the left, choose "Item List"
List -l

Customier IJsj:

? =
=
=1
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Item List

Creating an item

Click the et

button to open the item editor window to create a new item. Then select the item's

type and input the item's number, purchase description, sales description, cost, price, vendor, tax and

CRV info and so on.

For detail information on each field, please refer to the user guide for the Inventory Setting

Application. The user guide for Inventory Setting is located in the help folder.

Click the button to save your item.

Type Imteentony Part - ME ﬂw.E_i DECREREE Addibanal web nila
Min © G | Can Dissourk Is Queck lem  Publeh To'wes | | Yes
an Categony Iocefy il Riule of Itam NO. / BarCods : - Lewed
elonged Cussomean Levels
Sub Categery - Irrstare BaCade (Coded ) Lovel Ti -]
GaksType  [forsaks - AWESOME DRIGEN 16,0z el TiTe
it OME $2.99
1011637 %299
Venda BaiCede: 722423220443
SaAveight:
Marulachire M}
Base Hame: HWESOME O=1GEN 16. Oz
Wendar BaCode = Inestame BarCode
Item WO, = Baze Mame + [Dim][Cim’’]
Ceorirol Mumber 11637 Skorald  ONE
OnHand 0 Replacemart 0 ‘wiaming
LET Belonged Pramatiors
Mt Do - [ Fromotion Tite |~
Drimarzion = w  Dimension 'y :
—Purchaze Infamation s Irlonmalion
Description Dazcrption
Fiice 1293 = || Change Special Prcing (1)
. . Dispazi Replacament Coat
ol - !
P‘I"B'BJB 3000 Eupuration Dabe Enabled Ta T ~ | [8.25%/s000]
nimery Vendar - Wendar List AV » | ltamSEL 511637
Wenda SEL Ordesed 0. Commizzion Rale : 0.|=
‘ EF MNew | ..| Attnbule || Unstoned | | Pint Label || Prrt BarCade | Creste Vendar H Packags ‘d}:’ Cave kClge i _d Save| M FRevel )(_ Clase
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Item List
Modifying an item

Double click an item from the item list to open the item editor for the selected item. Then you can modify all the
fields that need to be changed.

For detail information on each field, please refer to the user guide for the Inventory Setting
Application. The user guide for Inventory Setting is located in the help folder.

Click the button to save your changes.

Type :||'l‘1'Bﬂll:l'}' Pt - I AWE SOME CIGEN 1E_DI | o Lo Aedibonsl web mla
. o Cen Discourt s Quck ltem Publzh To'wes | Yes
Man Categery  Grovery - Riude of Itar NO. ¢ BarCode
Befonged Customer Levels
Sub Cateqgon - Irrshore BailCads [Coded3) .
| Leval Title ]

Salet Typs |For zales - AWESOME DiIGEM 15. 0z
—Pichue aOME $2.93

LU
1010637 %2399

Venda BaiCade: | 722623220443
Seelwsighi:

Marulachume: [ |

Base: Hame: AWESOME O=)GEM 16 Dz

Nendor BaCode = In-store BailCode
Itesn MO, = Baze Mame + [Dimk][Chin]
LConiral Mumber 11637 Storald  OKE

OnHand 0 Feplecement 0 Waming 03
M EBelonged Fiom ctiors
M alsix Diglisitiars | v || Matview | | Promction Tite =
Dimenion | » | Dimension 't : -
Purchaze I bon rSakes Informaher

i g D it
Deschphon o

Plice: 1293 = Change  Special Pricing [0)

Depozit {10 = | Replacament Cost {000 =
Aiverage Coat F000 = Ewpiration Date Enabled Tax  [Tax v | (82550001 Unit ilem

. ;
mwr : > Werdar List cay v | lbamSEL 11637
Vendn SEL Ordered | U2 | commission Aate: 0%

Print Label H Frnt BaiCade I Create Vendar H Peackage i:{ Save H:hl:eli il Save| PE Fevest

X Cloze

Lnstoned |

‘ BT New

] .ﬁ.l‘.hibuIEJ
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Vendor List

e Overview
e List Vendors
e Add or Edit a vendor
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Vendor List

Overview

VendorList

Vendor List

[=]| Full e [+] Phone
Uniforce Lniforce Tech
Detault I
L] L] 4 L] .3 L] ra
| 3 Edi | ||_:..;‘|Ha|mh| | = | | i Mew || W Ol

e  Function Buttons: Function buttons are located at the bottom of the window.
o Edit: when this button is clicked, will open a vendor editor for the selected vendor in the list.
o Refresh: when this button is clicked, the vendor list will be refreshed and re-loaded.
o Export: when this button clicked, a list of all vendors will open in a export window to be saved
to a text file.
o New: click this button to add a new vendor.

o Close: click this button to close the vendor list window.
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Vendor List

Opening the Vendor List window

There are two ways to open the vendor list window.

Click the Vendor List option under the Lists drop down menu:

Tz b= s

LD

] Remnd

| Receive Reminder Wendor List

05,531 50-0505-00-000001 .
[tem List

From the Object Browser on the left, choose "Item List"

List al
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Vendor List

Creating or Modifying a Vendor

e C(Click the bIEs! button to create a new vendor.

e Double click a vendor from the vendor list to modify the selected vendor's profile.

VendorList

Vendor List

[=]| Full e [+] Phone
Uniforce Lniforce Tech K
Detault I
L] L] 4 L] .3 L] ra ‘
| 3 Edi | ||_g‘|na|mh| | = | | i Mew || W Ol

e Then you can modify this vendor's name, company, phone, fax, and so on.

VendorEditor

Vendor Editor

[ 1w riddiess
YWendor

LIniforce | Addicss
FistMame  |Unitorce | 10505 Valley Bhed =
LastName  Tech | .
Company  |Uniforce Tech J County | v
Phane 526 5828138 | Cty  ElMonte
- | State  California -

: 91731
E #4ail |sales@umfnrc:ennlme.mm | e
Termes |Due an receipt - Dizabled es
‘ B Mew || @) Save&Close ‘ el Save ‘ PE. Revert ‘ X Close
e Function buttons are located at the bottom of the window:
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‘ i Mew H A Save & Cloze

[ Save

‘ = Revert

X Claze

O

o

o

New: click on this button to create a new vendor.

Save & Close: click on this button to save the current vendor and close the editor.

Save: click on this button to save the current vendor without closing the editor

window.

Revert: click this button to undo the current changes.

Close: click on this button to close the vendor editor window.

(

J
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Gift Certificate Query

Open the gift certificate query window

Click the gift certificate query option under the Query menu to open a new gift certificate query window.

: Systern  Customers  Lisks  lnwventone | Query | Admin Dbty Windows  Help

' Remind - | Gift Certificate Querny

Receive Reminder Salesz Ticket Cuery
Special Ticket Query
Store Credit Cluerny

Send Reminder Return Feceipt Query

Customer Query

[termn Cluery

i Imvenkary YWarning I

Querying for a gift certificate

e To query for a gift certificate, first enter some key words or info into the G.C. NO., Amount, Begin Date

O Querny
s
and End Date fields of the Gift Certificate Query window. Then click the button.
e If you click the button without entering any searching key words, system will then list

all of the gift certificates.
e Double-Clicking one gift certificate from the query results will bring up the gift certificate view and enable

you to view or edit that gift certificate.
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Gift Certificate Query

Gift Certificate ‘

1E.END. ‘ P.muml ragm Date (SOLDY) rnl:l Date (SOLD)

>0 - [

Dirag & column header here o group by that column

|»| Date [=|| Amount |~||Recipients  [=]| Available

<o data o display?

M o 4 r » M ¥ Close
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Sales Ticket Query

Opening the sales ticket query window

Click the Sales Ticket Query option under the Query menu to open a new sales ticket query window.

: Systern  Customers  Lists  lnwventone | Query | Admin Uity Windows  Help

| Remind - | Gift Certificate Query

Receive Reminder | Salez Ticket Cluery

Special Ticket Query
Stare Credit Queny

Send Reminder Return Feceipt Query

Customer Huery

| [tern Cluer
iInventDry M arning Hiew

Querying for a sales ticket

e To query for a sales ticket, first enter some key words or information in the fields such as Customer, S.T.
NO., Item NO., Total, and/or the Begin Date and End Dates for the query. Then click the

button.
e If you click the button without any key words, the system will list all of your sales

ticket. Please note that querying for all of your sales tickets can take some_time if there are

many tickets on record.

e Double-Clicking one sales ticket from the query results will bring up the sales ticket view and enable you

view, modify, or print that sales ticket.
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Sales Ticket Query

ltem sl |
- [ bl

Sales Person ]

ltem Barcode : | -

21 42009 == ]

EndDate

Cir ag & column header here to group by that column

STNO v Date Iv | Customer *l|State [~/ Total B
<Moo data S >
AR R B Force Retun Backup Feceipt Retum History H X Close ‘
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Special Ticket Query
Opening the special ticket query window

Click the Special Ticket Query option under the Query menu to open the special ticket query window.

: Systern  Customers  Lists  lnwventone | Query | Admin Uity Windows  Help

| Remind - | Gift Certificate Query

Receive Reminder Salez Ticket Cluery

| Special Ticket Query

Stare Credit Queny

Send Reminder Return Feceipt Query

Customer Huery

| [tern Cluer
iInventDry M arning Hiew

Querying for a special ticket

e To query for a special ticket, first enter some key words or info in the fields for Customer, S.S. NO.,Item

Description, Item NO., Total, or Begin Date and End Dates for the ticket. Then click the

button.
e If you click the button without entering any key words, system will list all of the special

tickets. Please note that querying for all of your special tickets can take some time if there are

many special tickets on record.
e Double-Clicking one of the special tickets from the query results will bring up the special ticket view where

you can view, modify, or print that special ticket.
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Special Sale Ticket - Query

apecial Sale Ticket

<Mo data to displaw

¥ Close
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Store Credit Query

Opening the store credit query window

Click the Store Credit Query option under the Query menu to open the store credit query window.

: Systern  Customers  Lists  lnwventone | Query | Admin Uity Windows  Help

| Remind a | Gift Certificate Queny

Receive Reminder Salez Ticket Cluery

Special Ticket Query

| Stare Credit Queny

Send Reminder Return Feceipt Query

Customer Huery

| [tern Cluer
|Inventl:ury M arning l Hiew

Querying for a store credit

To query for a store credit, first enter some key words or info into the fields for customer, store credit No.,

O Querny
s
balance, and/or begin date and end date's for the credit. Then click the button.
If you click the button without entering any key words, the system will list all of store credits.

Please note that querying for all of your store credits can take some time if there are many store

credits on record.

Double-Clicking one of the store credits from the query results, will bring up the store credit view where you will
be able to view, modify, or print that store credit.
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Store Credit Query

Store Credit

Custamer 5.CND. | Begr Date [

Balarce | End Date |

®(o

rag & column header here to group by that column

<MNo data to display?

M H i 3 W }( Cloze

See also:

Add a store credit

View a store credit
Print a store credit
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Return Receipt Query
Opening the return receipt query window

Click the Return Receipt Query option under the Query menu to open the return receipt query
window.

: Spstemn  Customers Listz  lnwentory | Query | Admin Ubilily Windows  Help

!Remind - | Gift Certificate Cuemy

Receive Reminder Salez Ticket Cluery
Special Ticket Cluery
Store Credit Querny

Send Reminder Return Receipt Queny

Cuzstomer Cluery

[tern Cluery

Imventory \Warning

Querying for a return receipt

o To query for a return receipt, first enter some key words or info into the fields for Name, Driver

Lic, or Date. Then click the button.
o Ifyouclick the button without entering any key words, the system will list all

of the return receipts on record.
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Query Return Receipt

Return Receipt

=

Mo data to dizplay:
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Customer Query
Opening the customer query window

Click the Customer Query option under the Query menu to open the customer query window.
Sustem  Customers  Lists  Inventory m Admin Uty windows  Help
|Reminu:| - | Gift Certificate Querny

Receive Reminder Sales Ticket Query

Special Ticket Query
Stare Credit Quem

Send Reminder

Return Receipt Querny

| Customer Cuery

I [tern Cluery

88 )

Querying for a customer

To query for a customer, first enter some key words or info in the fields such as ID, First Name, Last

2 Query
Name, Company, Phone, E-mail, Barcode. Then click the button.

Customer
LN . First Name © LastName:
. : : '_ . 2 Query
Company - | Phone - | E-Mail:
Barcade - Il
Orag a column header here to group by that column
Customer [ﬂ| Company E|| Full Name E]] Phone EJ Disabled +
| 3 |
DIShﬂ"H Customer's Phﬂtcg | #H 4 b s [T} ‘ [ @ History x Close
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p ey
If you click the button without entering any key words,the system will list all of the

customers.

£4) Histary
Highlight a customer with your mouse and click the button to show the customer

transaction history window.

Customers Iransaction History &|
Customers Transaction History Total Tranzactions: 710

Date Time [+ Sales [«|/SubTatal |+ Tatal [+ Ticket Tupe [=]
lterms List

Iterm [»! Quartity [+ &mount [=]

¥ Cloze

You may also Double-Click a customer's name to open the Customer Editor window for that customer,
where you will be able to view or modify the details of for that customer
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Item Query
Opening the item query window

Click the Item Query option under the Query menu to open a new item query window.
: Spstem  Customers  Lists  |nventory | Query | Admin Ukiliy  Windows  Help

| Remind a | Gift Certificate Quen

Receive Reminder Sales Ticket Query
Special Ticket Cluery
Stare Credit Cuem

Send Reminder Return Receipt Queny

Custarner Huery

[tern Cluery

I Inventary Warning

Querying for an item

To query for an item, first enter some key words or info into the data fields such as Vendor, Item Name,

,::' ey
Barcode, Item Type, Item Category, Disabled, Price, and/or Cost. Then click the

button.

2 Queny
If you click the - button without entering any key words, system will list all of the items in
your inventory. Please note that querying for all of your items can take some time if there are

many items in your system. It is strongly suggested that you use the detail fields to limit your

search if you have a large inventory database.
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Vendo |Tsl|:lu Category
- b -
It M arme | Dizabled | Pice , B Query
o Bl- B - 8 .
BarCode: | |

L'rag a columr header here to group by that columr

ltemMarmea = Category E[Prim ETUX ¥ |OnHanc = | Replacer|=| Wami =| Disable ~

<Moo data to display?>

T T TR S S | ¥ Close

The list at the bottom of the query screen will be populated with the items that match your search
criteria. The list will show info for those items, including sale price, tax info, on hand quantity, etc.

Double-Clicking one of the items on the list will take you to the item editor window for that item. There
you will be able to view or modify the details for that item.
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Inventory Query

Opening the Inventory Query window

Click the Inventory Query option under the Query menu to open the inventory query window.
Querying Inventory

To query your inventory, you need enter some key words in the fields such as Vendor, Item Name,

Barcode, OnHand, Exp. Date and so on. Then click the button.
If you click the button without entering any key words, the system will list all of the items

in the inventory.

Inventory — Query

%]

Inventon: Clue

L i OnHand —— Exp. Date
ftem | | Inventary Barcode » |0 - > -
“Yandar: « | “endor Barcode: <0 = < >

Dirag & column header here to group by that calumn

Date |=| Barcode +| Batch [+ CAAND *| wendoMame = Cost = OnHanc =| Exp Date =/

‘ Manage Exp. Date || Prirt All Bacode [0nHand:0) H Fririt B arcode [Selected) H ¥ Close ‘
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Item Bill Query

Opening the Item Bill Query window

Click the Item Bill Query option under the Query menu to open the item bill query window.

Querying for an Item Bill

To query for an item bill, first enter some key words or info in the data fields such as Vendor, Item

p Cluery
Name, R.I. NO., Status, Total, Begin Date, End Date, then click the button.
If you click the button without entering any key words, the system will list all of your

item bills.

Receive Itern With Bill Query

Receive tem With Bill

“Wendor FulMO. Fef O Eegin Date

-
em Status Total  |End Diate D Query
Created - =0 -

Drag a column headear here to group by that column

il MO |~ Bl Date || Fef MO |* |vendor [=|| Total | Status
FHIE01-01-000303 1/13/2006 5:25:46 | 0 Created
FI-060T-07-000308 1/6/2006 11:54:07 10020971 FEMHLUIEST TRADING 11643 Created
FI-0602-07-000311 1/26/2006 25123 F 215170 HURTEALN & ASS0CLA 0 Created
FI-IE03-02-000335 2242006 11-22:35 10053693 Fitchen Supply Compan 03386 Created
FI-0R03-02-000354 2f3fe00e 2:07:32 F 3330367 CASFAR] 27 Created
FI-0603-02-000365 3A6/2006 352:08 133540 SA0N PEARCE 324.79 Created
FI-0603-02-000383 J/26/2006 41525 | 0 Created
FI-0603-02-000339 3F25/2006 320045 | Wiat 55769 Created
RI-0603-02-000396 3222006 25556 | 3999439 CASFAR 27 Created
FI-0604-02-000407 4711/2006 11:59:38 0604534 LE JACCILUARD FRAMC 32824 Createc
FI-0604-02-000433 2F28/2006 354:34 F 220530 MARIPOSA 58912 Created
FI-0E04-02-000441 AN A2006 12277 10022772 FERHURST TRADIMNG 196 88 Created
FI-0B07-02-000529 71972006 17:49:20 15873500 it 13455 Createcd
RI-0E07-02-000531 7252006 3:32:34 | 2006522 GARMIER THIEBALT 29 Created
FI-0609-02-000587 B/31,2006 12-08:56 17320 RIVERSIDE DESIGH G 44 38 Crenated
FI-0610-07-000620 10/3/2006 12:53:23 003671 7-IM Frances Falmer Pottary 739.35 Created
FI-061 007000621 9/29/2006 12.08:07 12069308 Fasta Boda 26 08 Created
FI-0610-01-000623 9/29/2006 12-22:18 1206940 Fosta Boda 3403 Created
FI-061 0-07-000624 9/27/2006 12:23:25 6735 FILLNLST IMEC. 61705 Created
FIH0611-01-000632 11/15/2006 12:46:5 MILANI TABLEWARE 1007 Created

LI | | ¢ Close
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Purchase Order Query

Opening the Purchase Order Query window

Click the Purchase Order Query option under the Query menu to open the purchase order query
window.

Querying for a purchase order

To query for a purchase order, first enter some key words or info into the data fields such as

O Query
Vendor, Item Name, R.O. NO., Status, Total, Begin Date, End Date, then click the

button.

2 Querny
. # . . ey q-
If you click the button without entering any key words, system will list all
of your purchase order. Please note that querying for all of your purchase orders can take some

time if there are many of them on record.
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Purchase Order - Query
T

Purchase Order
Wendor R.O.NO. Total ritEIJllS
= 3= - Al -
e Descripiion [tem Beqin Date = End Data = 2 Query
: to groug by that column
RO, MO. [« Dats [=]| Vendor [*|  Tota [=| Status [*]
RO-0508-00-000007 B8/5/2005 MICHAEL WAINWRIGHT FOTTERY £20.00 Created
RO-0508-00-000002 31872005 GARMIER THIEBALT 19770 Created
RO-050B-00-000008 Bf302005 hAARIPOSA, 326000 Created
RO-0511-00-0000715 11/14/2005 Wietn $138.00 Recaied
RO-0511-00-000016 11M7)20058 RINERESIDE DESIGH GROUP §512.00 Created
RO-0511-00-000017 11/21/2005 SETTINGS BY MOMA $9E.00 Created
RO-0512-00-0000714 12/6/2005 Wit §15&.00 Created
Ro-0512-00-000020 121 2/2008 FAATCH 102,00 Created
RO-0512-00-000024 12/23/2005 FEMRHURST TRADIMG IMC, 3191253 Created ||=
RO-0601-01-000028 1162006 FRAMCE INTERMATIOMAL CORF 10400 Created
RO-0B01-01-000032 142542006 ALICE GOLDSMITH CERAMICE $1.548.00 Created
FO-0603-02-000036 JE0/E006 SETTINGS BY OMA $96.00 Created
RO-0603-02-000037 FZ3Z006 FEMHURST TRADIMG IMNC. 10200 Created
RO-0604-02-000038 41742006 BACTARAT §12900 Created
RO-0604-02-000041 42472006 BACCARAT §13750 Created
RO-0B04-02-000042 47242006 Artifacts Trading Co. $95.00 Created
RCHIB04-02-000043 4242006 ALICE GOLDSMITH CERAMICE 8700 Created
RO-0B04-02-000044 AFZA7Z2006 FREMCH BULL $R2.00 Created
ROIB0E-02-00004E 5/5/Z006 Zak Designs $R200 Created
RC-0605-02-000049 5132006 Siliconz Zome LISA, $12299 Created
RO-0B0B-02-000063 /12006 MAARIPOSA 2800 Created
RO-0B0B-02-000055 Bf212006 Wietn 312255 Created
RO-0603-02-000066 3172006 FAARIPOSA 15800 Created -
W oW 4 DEE R N K Close

The query will populate the lower part of the screen with any purchase orders that meet the search
criteria. The list will show the purchase order numbers, dates, Vendor Name, Amounts, and status of the
purchase orders.

Double-Clicking any of the purchase orders will open the purchase order window for that purchase
order where you can view, print, modify, etc. that purchase order.

Page 200



Special Order Query

Opening the Special Order Query window

Click the Special Order Query option under the Query menu to open the special order query window.
Querying for a Special Order

To query for a special order, you can enter some key words or info into the data fields such as Vendor,
Customer, Item Name, S.O. NO., S.S. NO., Status, Total, Order Begin Date, Order End Date,

Receive Begin Date, Receive End Date, then click the button.
If you click the button without entering any key words, the system will list all

of your special orders. Please note that querying for all of your special orders can take some time

if there are many of them on record.

Special Order - Query

special Order

rOrder CEiVE
Vendor - S.0.MO. Begin Date Begin Dete
- -
Custamer Total End Date End Date
v] ¥= - - -
— [ ~Ticket
ttem Diescnption tam 2.9 MO. | - Ouery
Dirag a column header hera fo group by that column
S.0. MO - Date = andor |~| FeceiveDste = Total |

=0-0508-00-000007 8/8/2005 WHAT A DISH 91 /2005 $51.00
S0-0508-00-000002 3/19/2005 GARMIER THIEEALT 31/2005% §241.50
S0-0503-00-000003 8/5/2005 LE JACCIARD FRANCAIS a1/2005 $96.00
S0-0508-00-000004 BfB2005 PEMHURST TRADIMNG INC qh/2005 12600
S0-0503-00-000005 /872005 MARIFOSA, 4f29/2005 F42.00
0-0503-00-000007 919/2008 GARMER THIEEAUT 91,2005 £104.00
S0-0508-00-000008 Tihr2006 MICHAEL WAIMWRIGHT FOTTERY qfer2005 2711200
50-0503-00-000009 /82005 ALETHA SOLILE YE2005 $564.00
S0-0508-00-0000710 B 0/2008 Wietn 922005 §436.00
50-0503-00-000017 af2/2005 MATCH 52005 F60.00
30-0503-00-000013 g3 e00s MARIFOSA, 95,2005 $90.00
S0-0508-00-000016 A/2af2005 MATCH 182005 §207 75
=0-0503-00-000017 a/29/z008 Zrike Company A/149/2005 §23.00
S0-0508-00-0000718 B 302008 DERORAH BHODES 9f23f2008 F60.00
50-0503-00-000019 a/30/2005 Wit A/23f2005 39777
=0-0503-00-000023 8/30/2008 Wit 9y5,/2005 $52.00
S0-0509-00-000027 12/2042005  ABIGALS 9/26{2005 £11996
=0-0509-00-000029 10/4/2008 Michela J. Ceramics 10/5/2005 $52.20
S0-0509-00-000030 qf24/2008 BEALVILLE 1041742008 §188.00
=0-0509-00-000037 ar24/2008 GARMER THIEEAUT 10/17/20058 §229.00
=0-0510-00-000034 1011742005 COULEUR MATURE 10425/2005 $64.00 =

MW R RN B W Cless
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The query will populate the area below with any special orders that meet the search criteria. It will list
the special order number, date, Vendor name, receive date, and amount for the special order.

Double-Clicking any of the special orders listed will open the special order editor for that special order.
There you can view, print, modify, etc. that special order.
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Change password

If you want to change your password after you login, click the Change Password option under the System
menu to open the change password window.

| Swztem | Customers  Wendors  Liste  Query  Admin Windows Help
|E1| Change Paszword Z|
F DE Server Info

Change User

E xit L

Input the old password, new password, and confirm new password, then click the button.

If"‘ Change Password g@@

0ld Paszword || |

Mew Pazsword

Canfirm Pazzward
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Change DB Server

If you want to change the db server info, you can click the DB _Server Info option under the System menu to
open the window.

| Svstem | Customers  “endors  Listz: Queny  Admin Windows Help
E Change Pazzword Z|
| DE Server Info |- .
Change User
E xit -

Input the IP and port of the database server, then click the button.

If"‘ Server Info E@@
Database Server  |[Heslae]

kySql Port 3309
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Change User

If you want to change a username and re-login, you can click the Change User option under System menu to

open the login window.

Ei,lgter_n Customers  Yendorz  Lists  Oueny  Admin Windows  Help
Change Pazsword 3

=

h DB Server Info L

| Change L zer |
E xit 1

Input the username and password, then click the button.

EBX]

Ilzer Mame |

Paszwiard
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Exit application
Click the Exit option under the System menu to exit the application.

| Svstem | Customers  “endors  List: Querny  Admin Windows  Help

IF Change Pazzword .|

f DB Server Info

Change Lzer
E xit
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Keyboard

If you do not have a keyboard, there is an on-screen keyboard application included with your system,
you can use the 'On Screen Keyboard' with your mouse or use a touch screen if you have one.

B On—5creen Eeyboard

To access your on-screen keyboard utility, select the Keyboard option from the Utility menu

Utiiity | Help
| k.evboard
PIMPad Setup
OPOS 3

D atabaze Backup / Restore ...
Employee Time Sheet
[rventory Setting T ool [Add-on]

Click the POS Report Tool [&dd-on)
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PINPad Setup

This tool is used to set and initialize your pinpad devices for use with debit transactions.

Dialog b_(l

PINPad Setup  Debit Card
Setup Digplay Loga
Initialize Device Claze Device
0k, Cancel

[# Debit PIN Pad Setup

o[ = s TS T o Device Configured

Mo Device Configured

v1.4.1.99 Ok Cancel
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X

Dialog

PINPad Setup || Dehit Card

Input Your Credit Card Humber:

ak. Cancel
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Employee Check-in

For Proxis Store Manager 5 users, clicking on this option will bring up the "Employee Check-in add-on
tool

For Proxis Store Manager 5 Lite users, you will encounter this message when attempting using this tool.
Please follow the instructions to purchase and install the add-on.

Nes=sage &l

This is an add-on function, please contact
Uniforce Technology (1-800-783-1581) to
download this add-on function or click

hittpe ey Uniforcepos.com
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Inventory Setting Tool
For Proxis Store Manager 5 users, click on this will bring up the "Inventory Setting add-on tool"

For Proxis Store Manager 5 Lite users, you will encounter this message when attempting using this tool.
Please follow the instructions to purchase and install the add-on.

Nez=zage &l

This is an add-on function, please contact
Unifarce Technaology (1-800-783-1581) to
dowenload this add-on function ar click

hitp A uniforcepos.com

.................................
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POS Report Tool

For Proxis Store Manager 5 Lite users, you will encounter this message when attempting using this tool.

Please follow the instructions to purchase and install the add-on.

Nes==age |E|

This is an add-on function, please contact
Uniforce Technology (1-800-783-1581) to
download this add-on function ar click

httphvaeew uniforcepos.com

.................................

For Proxis Store Manager 5 users, clicking the 'POS Report Tool' option under Utility menu, will
open the 'Reports Tool'

After you login, you will see the 'Data processing' window. You need wait a moment for this. After the
data has finished processing you can use this tool to analyze data for your store.

(=1

Uszer Mame |

Fazswaord
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| Saler Anaki | Sales Porsors Aralpsis | Customers Snakis | e analysi | Vendon fealpsis | Vendon e Anaiwes | Qe Took |

Morthilp

+ Dalp

Sedect Month:  Jan 2007

-

This merte Jan 2007 Ticketd [ 05 ek 150 07 | 0755 ) ircees Praft 7R [ 1 02 | Sk Tickeb 150 R 147155 )
[ Gerwrd Dverviaw | Sakes Ticksts | SaesAmount
Ticke=ts Sales Amaunt Gross Prafil SalkeaiTicket

Pesiad

5 T 2006 2007 b1 27 006 27
dant ] i] &0 £0 $0 30 30 E0
dan 2 4 ] § 15022 £0 37254 30 £493 £0
dan3 ] ] § 15848 £0 3332 30 £2987 £10
dar d 4 i] § 10005 £0 i75 30 $25m in
lans 2 a % 43054 £0 £2125 30 £2747 £0
Jonf 7 i § EBS43 0 £3425 £0 $285 0
dan? 14 0 % 1007.71 £0 357125 30 £7.9 &0
Jand 0 a £0 £0 $0 30 20 0
dand ] ] ¥ 15684 £0 ] 30 £48.2 £0
dan 10 12 0 § A7ERES 0 35E7 A 30 $3873A 0
Jan 11 E n t 75RET £0 £5523 t0 £17E44 £0
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Database Backup & Restore

If you install the 'Database Backup Tools for Access' or 'Database Backup Tools for MySql', you will
see this submenu under the 'Admin' menu. The backup tools are included for Proxis Store Manager 5
and can be purchased as add-on packages for Proxis store manager Lite 5.

If your pos's database is an access database, when you click this menu, the 'Datebase Backup Tools for
Access' will be opened. Then you can backup, restore, or compact your access database.

E Compact Datahase
e
‘f BackUp Database

(ﬁ) Restore Database

If you use a MySql database, when you click this menu, the 'Database Backup Tools for MySql' will be
opened.

H¥=ql Backup Tool &|
DE Infa l Backup / Restore |

Server: |I|:u:alh|:|st Test

Part; J306 Eliee

DB Mame: |mydatal:ua$e

| zer |username

KERXXERERKER

Pazgword:

Timeout: al FELC.

Input your mysql server information at the 'DB Info' page, then click the 'Test' button to test it.
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By=ql Backup Tool
DE Info | Backup / Restore

Server s Information

Part:

DB Mame:

IJzer

Paszword:

Timeout: |5EI ZEC.

Then you can backup or restore your mysql database at the 'Backup/Restore' page. To backup your
database, just click the 'Backup' button. Then you will see the processing window. You will see the

success window when the backup process is finished.

F

X

Hy=ql Backup Tool
DB Info  Backup / Restare |

v Show the backup folder after backup

Ey=ql Backup Tool
DB |nfa  Backup / Restore

Processing

Timeout: 45

v Show the backup folder after backup
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NEy=ql Backup Tool
DE Info  Backup / Restore |

Information

Baclmip Success!
[Frocessing:23 sec. )

[ Show the backup folder after backup

Click the 'Restore' button to restore your database. It will begin after you have selected your backup file.

By=zql Backup Tool
DB |nfo  Backup / Restore

[+ Show the backup folder after backug
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Item Bill

Overview

Open the window of item bill
Create a new item bill
Browse the item bill existed
Modify an item bill

Delete an item

Revert Data

See Also:

Create a vendor

Create an item
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Item Bill

Overview

Receive Item With Bill - Editor

Receive ltem With Bill

Diate
A05-5-1210:37:10 &

endor ef No. LND.
AMERITECH = 050512002 RI-0505-000002

.'lr.=.-1 a caolumn header hers bo group by that column

tem '~ | Descrption v/ Quariy  [v|Cost [v| Amourt
0N 2N-05TA HOSTA MEDIUM TRAY 23417 10 $138.00 $1.380.00
0025 BLACK RAYMATS COLOR BLACK 50 $5.50 $275.00
00203040360 MEDIUM SQUARE DINMER PLATE ORCHARL 20 $24.00 $430.00

IEEN YT
Totak $2.135.00
M » w8 I Sava ] [ Revart ] | Ciose |
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Item Bill

Opening the item bill window
There are two ways to open the item bill window.

Click the Item Bill option under the Vendors menu:

.
Kl

| Reind

[tern Bill

Receive Reminder Regular Order

Special Order

From the Object Browser on the left, choose "Item Bill".panel:

Vendor

é—i

Iterm Bil
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Item Bill

Creating a new item bill

Step 1: Click the button to add a new item bill.

Step 2 : Select a vendor from vendor dropdown menu.

Yendor
BCY -

Step 3: Input the Ref No.

Ref.Ma.
5051 2002

Step 4 : Click the #* button on the item's navigation tools to add a blank item.

Step 5 : Click the [-] button in the items column to open the select items window.

[tem:

Dirag a column header here to group by that column

[tem EH Dezcription [+]

" Set

Step 6: Click an item, then click the button to select the item and close the window.
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T Select Item

Dirag a column header here to group by that columnn

[tem
.11
Az

145

£

13 35 35 WOODSHED

21 0 0/WwWaoDsSHED =
000000000000000000000000 17 37 RIWERSIDE DESI
00001 12| 24 | SMARTS
n0o1omomz2 5 11 | &5IAPHILE IMC.
oo g ] 11 | &5IAPHILE INC.
001001065 5 11 | ASIAPHILE INC.
001001102 5] 11 | &5IAPHILE IMC.
001001108 5 11 | &5IAPHILE IMC.
001001114 ] 11 | &5IAPHILE INC.
001001154 5 11 | ASIAPHILE INC.
001001158 5] 11 | &5IAPHILE IMC.
001001500 5| 11 |ASIAPHILE INC. ™

il

Step 7: After selecting the items, you can edit the item's description, quantity, cost. Whenever you click another
column, the amount and total will be re-calculated by the system.

Step 8: Click the button to save this item bill.

Cancel
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Item Bill

Browsing the existing item bills

Use the navigation tools at the bottom of the Item Bills window to browse through the item bills that have
been entered.

B
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Item Bill

Modifying an item bill

Once you have browsed to an item bill, you can then modify the vendor, Ref No., date and the item's description,

quantity, and cost.
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Item Bill
Deleting an item from an item bill

Use the = button on the item bills navigation tools to delete an item from the item bill. Then click the

button to save the change.
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Item Bill

Revert Data

Use the button at the bottom of the window to undo the last changes made.
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Regular Order

Overview

Open the window of regular order
Create a new regular order
Browse the regular order existed
Modify a regular order

Delete an item

Revert Data

See Also:

Create a vendor

Create an item
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Regular Order

Overview

Regular Order

Vendar ! Date | R0 ND.
BCY - 5/12/2005 |+ |RO-0505.00-000002
Name/Address I Ship Ta o |
BCY LINENS [a]f Table Marners. Inc [a]
5903 HWwS 9 | 2112 Cantral Streat

Evanzton, [lnois 60207

Pk 847-492.9664

Fay 847-492-9667

Drag a column header here to group by that column

Itern = Description [»| Gy [*] Rate [v] Amount [+
00203040360 MEDIUM SQUARE DINNER PLATE ORCHARD COLLECTION % $24.00 $600.00
0025 BLKSHT RATMAT S-BLACK AWHITE 30 $165.00
001 22-REM FREMCH WIRE SMALL TRAY 8 FE40,00
002001001 HORN SALAD SERVERS W/SCALLOP INLAY R $360.00
002001 004 = 0 $30.00 $300.00

L

Totak $2,665.00

|H" wllhl *ﬁﬂi [ MNew J 1_ Save J |_ Rewvert J I Closa J
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Regular Order

Opening the regular order window

There are two ways to open a new regular order window.

e Click the Regular Order option under the Vendors menu

: Systern  Customers | Mendors | Lists Query  Admin windows  Help
|Remind Item Eil
Receive Reminder | Regular Order |

Special Order

L

e From the Object Browser on the left, choose "Regular Order"panel:

\endor

Iterm Bil

(]

Regular Order

4

Special Crder

Customer |Yendor | Query |List |
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Regular Order

Creating a new regular order

Step 1: Click the button to add a new regular order.

Step 2: Select a vendor from vendor drop down menu.

Yendor
BCY -

Step 3: Edit the vendor's address if needed.

Mame dddress

BCY LINEMS
5903 Hw 9

Step 4: Edit the ship to information if needed.

Ship To

Table Mannerz, Inc
2112 Central Street
Evanzton, linoiz GOZ201
FPh 847-492-9664

Fax 847-492-9667

Step 5 : Click the # button on the item's navigation tool bar to add a blank item.

Step 6 : Click the E| button in items column to open the select items window.

[tem:

D'rag a colurmn header here to group by that colurmn

D'escription

W/ Select
Step 7: Click on an item, then click the button to select the item and close the window. Double

click an item to add a blank item into this regular order and select this item to fill in.
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S5elect Item

Drag a column header here to group by that column

Itern Description

001001 2 LACE MATE BLA 5 PHILE IMC.

oo EIEI1 EI1 E placemats |II'|'|E |ASIAPHILE IMC.
001001085 | PLACEMATE RED | ASIAPHILE INC.
001001102 |PLACEMATS SKY BLUE |A3IAPHILE IMC.
001001108 |basketweave | placemats black. |A3IAPHILE INC.

EIEI1 EIEI1 1 1 4 placemats /6 med tI|E!S natural |ASIAPHILE IMC.
001001154 : placemats center strlpe taupe :..E:QIAF'HII-_E INC.

EIEI1 EIEI1 1 58 _placemats center stripe Iim_e :_.-?-.S__I.-“{-.PHI_LE_ _INE.

IIIIII1 IZIIII1 EEIIZI .PL&EEM:&TS MﬂNILﬂ |ASIAPHILE INC.
0071001501 PLACEMATS IFLIG!E«EI | &514PHILE IMC.
001002090 | BAMBOD BUNTAL PLACEMATS NATRUAL | ASIAPHILE INC. |
!;IEH EIEISEEIS _raffla placemat s;"E natural w.-’l:ulau:k I:ueads :_.-?-.S__I.-“{-.PHI_LE_ _INE. [
001016305 |RAFFIA F HUNNEH NI-‘-.T WEHEET ELK HORMN |ASIAPHILE INC.
001016308 | RAFFIA FILINNEFI Nﬁ-‘-.T WJHEILIND BLK. HEIWN |ASIAPHILE INC.

[+endor = ASIAPHILE IMC.]

Custormize...

Select ] ’ Cloze ]

Step 8: After you have selected an item, you can edit the item's description, quantity, and rate. The amount and

total will be re-calculated by the system.

Step 9: Click the button to save this regular order.
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Regular Order

Browse the existing regular orders

Use the navigation tool bar at the bottom of the regular order window to browse regular orders that have been
entered.

B
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Regular Order

Modifying a regular order

Once you have browsed to a regular order, you can modify the vendor, name/addres, date, ship to and the item's

description, quantity, rate and so on.
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Regular Order
Deleting an item from a regular order

Use the = button on item's navigation tool bar to delete an item from a regular order. Then click the

button to save the change.
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Regular Order

Revert Data

Use the button at the bottom of window to undo the last changes made.
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Special Order

Overview

Open the window of special order
Create a new special order
Browse the special order existed
Modify a special order

Write a note

Close an item

Delete an item

Revert Data

See Also:

Create a special ticket

Create a vendor

Create an item

Remind panel
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Special Order

Overview

Special Order

special Order - Editor

Stone Addiess

L& HABRA SMOKE SHOP

<Moo data to displaw>

SubTotal ¥ 0.00
Fgh: ¥ 000)
Tatal: ¥ 000
| | | | | | ﬁ o ¥ Mew d Save s Close I Save [ P=: Revet X Cloze
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Special Order

Opening the special order window

Click the Special Order option under the Vendors menu to open a new special order window.

: Spstem  Customers  Lists | lnventory | Query  Admin Uty Windows  Help

I Rernind -

Receive without Order

Receive Reminder |

Special Order

05-27 S0-0605-01-000010
039-05 S0-

t atrix D efinitions

Send Reminder

05-0i5 S0-0607-01-000003
03-05 S0-0607-01-000003
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Special Order

Creating a new special order

Step 1: Click the button to add a new special order.

Step 2 : Select a vendor from vendor dropdown menu.

Yendor
BCY -

Step 3: Edit the vendor's address if needed.

Mame dddress

BCY LINEMS
5903 Hw 9

Step 4: Edit the ship to information if needed.

Ship To

Table Mannerz, Inc
2112 Central Street
Evanzton, linoiz GOZ201
FPh 847-492-9664

Fax 847-492-9667

Step 5

window. There is a time limit for you to finish the order and only one person can open this window at a time.

After 00:14:56 thiz window will be clozed by system!

Click the # button on items section's navigation tool bar to open the special items lookup
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S5elect Special Item

Drag a column header here to group by that column
Description || SendDa|
i GO8-01-00007 HT|||r1 ATIOUS 3
|:| 55-0608-01-00001 Anonymous Cus MARLBORO LIGI’_ |2006-3-3
|:| 55-0608-01-00001 Anomymous Cus MARLBORO LIGH ;_E"[IDE—B-EI
I:I 55-0608-01-00001 Anonymous Cug Marlboro reds sof| |2006-3-3
00 SS-0608-01-0000Z Anomymaous Cug Marlboro reds sof |2006-3-3
Alfter 00:14:53 thiz window will be closed by spstem! ‘ W Select I ‘ ¥ Close

«/ Select
Step 6: Check one or more item, then click the button to select those items and close the

window. All notes from special tickets will be imported into this special order.

Step 7: After the items have been selected, you can edit the item's rates. The amounts and total will be
calculated by the system. The system will set the receive date and first send date. If needed, you can change the
value of receive date or first send date.

Recerve: 6/5/2005 = | First Send Date: | 6/12/2005 (-

Step 8: Click the button to save this special order.
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Special Order

Browsing the existing special orders

Use the navigation tool bar at the bottom of the special order window to browse the existing special orders.

F M
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Special Order
Modifying a special order

Once you have browsed to a special order, you can modify the vendor, name/addres, date, ship to, receive date,
first send date, "all items have been received", "all items have been sent to customer," and the item's rate.

Special Order

special Order - Editor

L1 ML

Mo data to display>

ST otal: ¥ 0.00
Frigt:  ¥000)
Tatal: ¥ 0.00

|| [ B Newe d) savetClose || [ Save “.Hmt % Close
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Special Order

Writing a note on a special order

Step 1: Click the E| button at the left of the note dropdown to open the note window.

I ote

Step 2: You need to input the note title and description. Then click the

ﬂ"}( Save & Close

button to save it

Saveltew
and close this window. Or click the button to save it, then write a new note. If you do not want to
save it, you can click the button.

Add Note
Mote Title Drate
2006-9-7
A Saveillozs ‘ SavelMew ‘ &) Cancel

X

-
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Special Order

Closing an item

To close an item, you can check the close column of the item.

To close all items at the same time, you can check the check box "All items have been sent to customer".

All item have been zent to customer

| ltem |=| Descripon (w| S5.5.MO. || Customer (*| SendDate [+| Oty [=l| Rate [=]| Amount |*/ Cloze »
omoomo s placemats ime S5-0505-00-00000 S30w000LAN B/12/2005 2 £5.00 $1000 M
omomma FLACE MATE BLACK. SS-0505-00-00000 530w 000LAN &6/12/2005 1 $5.00 g5.00 O
0002040 BAMBOO BUNTAL Pl SS-0505-00-00000 1418 DEWEY  6/12/2005 1 $6.00 gso0 O
0016305 RAFFIA RUMNE R-HA SS-0505-00-00000 1418 DEWEY  6/12/2005 1 $30.00 3000 O
00103040361  MEDIUM DIMNER PL 5$5-0505-00-00000 1418 DEWEY  612/2005 1 $14.00 $1400 O
0mM21-TRG TORTOISE MEDIUM S55-0505-00-00000 1418 DEWEY  6/12/2005 1 $120.00 $120000 O
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Special Order
Deleting an item

Use the = button on items window's navigation tool bar to delete an item from the special order. Then system
will auto-save your changes.
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Special Order

Revert Data

Use the button at the bottom of the window to undo the last changes made.
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Reminder Panel

The reminder panel is located at the left side of the application window.

e FUS Maneger - [FO534dmmin] - [ Sales |

B Been Dodoers Hewkes Lis wenicy Qs g Udy Heo

Arvaeky -
Partares Pruds: sl o
= el
E T | Cnd e cSeaeed Pontal : 5. T ML 1 i kil ”I'.‘u.llrnl'r hu_-\.l b beag
TiI E ST-NAIET1-7537447
T —— - Cuwral e k m-? ._- - BLIL EE
Sy Wiy | 21 e Hr e 19 e g
fomses S chaee] 17 £ | i, ) | ) ERU S
S—— B sl -
Eato | TERRE e |
I - |
=Tz ]
] R | o = || e | | ca
| L] Prcanzirinn T | |
i .F o | o T i A "5
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o & e
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(=] dpzen SwTu.d. e
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T hopen
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Total Fagrmant] §1.13
+ =
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Click the item in the receive reminder list, system will open this special order; Click the item in send reminder list,
system will open this special ticket; Click the item in the inventory reminder list, system will open the item list.

Click the link named 'more reminders', system will open the reminder window.
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Recewe Remnder | Send Reminder | Inventory Warnng

column header he

Fecewe Date @1

fo group h__ Hrad cobumir

5.0, MO,

Date

2005523
2005-6-5
200565

S0-0505-00-000001
50-0505-00-000002
S0-0505-00-000004

2005512
2005512
2005527

Vendar
ABIGALS
AARCO, DISPLAY FRODUCTS
ADS

¥ 160.00
¥ 14200
¥ 2000

Click the item of receive reminder, system will open this special order.

| Refiesh | [ Close

Click the S.S. NO. column of send reminder item, system will open this special ticket; click others column of send

reminder item, system will open this special order.

Page 247



Receive Reminder | | Sand Reminder | Irwerilony W airing

Click the item of inventory warning, system will open this item.

W« < [HEN e I
Send Date 5.0 MO, _EJ tem Customer 5.5. NO. E
2005:5-30 S0-0505-00-000001 00A-05T4 930'WOODLAND DR, 55-0605-00-000001
2005612 S0-0505-00- 000001 001001 05 930'WwWO0O0DLAND DR 55.0505.00.000001
2005612 S0-0505-00-000002 nooomog 930WODDLAND DR, 55-0605-00-000001
2005612 S0-0505-00-000002 oonomoiz 930'WwWO00DLAND DR. 5505050000007
2005612 S0-0505-00-000007 007001500 1418 DEWEY 55-0805-00-00000:2
Refesh I E Cloze i
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Recere Reminder  Send Remindsr Irveenton Wamarg

TN | [ |

et
Item Descrption Vendor 0 W
11 BASE CAB 11721534, 4DRAWER 2 DRS W SHELVES + UPPER WOODSHED 1 1
12 CORK MID UPPER 4550 WOODSHED 1 1
13 WOOD BACKE WOODSHED 1 1
21 CHaIR RalL UNFINISHED FOR BEDROOM WOODSHED 0 1
000000000000000000 Fink Strata Bowl Seallass RIVERSIDE DESIGN GRO 0 1|
00001 TABLE TOPICS BASIC SMARTS 1 1|
001001012 PLACE MATE BLACK DASHES ASIAPHILE INC. 0 1
gonooma placemats lime ASIAPHILE INC. 1 1
001001065 PLACEMATE RED ASIAPHILE INC. 0 1
001001102 PLACEMATS SKY BLUE ASIAPHILE INC. 0 1|
001001108 basketweave placemats black ASIAPHILE INC. 0 1|
Qonoo 114 placemats /6 med tkes natural ASIBPHILE IMC. 0 1
00 on1154 placemats center siripe taupe ASLAPHILE INC, 0 1
001001158 placemats center stripe fme ASIAPHILE INC. 0 1|
001001501 PLACEMATS IFUGAD ASIAPHILE INC. 1 1|
001002090 BAMBOO BUNTAL PLACEMATS NATRUAL ASIAPHILE INC. 1 1
00003303 raffia placemat £/5 natural wiblack beads ASIAPHILE INC. 0 1
0071 03040361 MEDIUM DINNER PLATE FLEURS COLLECT EMOSAIQUE 0 1
00121-0STA HOSTA MEDIUM TRAY 23417 THE HOME, JAMES! COLL 1 1|
00122-PIZ WHITE DN WHITE SMALL TRAY 18411 THE HOME. JAMES! COLL 1 1|
0o z22-REM FREMCH “ARE SMALL TRAY THE HOME., JAMES! COLL 0 1
0o 22-vie CAME SHALL TRAYT 18<11 THE HOME. JAMES! COLL 0 1
002001007 HORN SALAD SERVERS W/SCALLOP IMLAY ASWAPHILE INC. 0 1|
002001002 hown salad server ASIAPHILE INC. 0 1|
002012003 15" KAMAGOMG SALAD SERVERS WYHOLES ASIAPHILE INC. 0 1
Q003040360 MEDIUM SOUARE DINMER PLATE ORCHARD COLLECTION EMOSAIGUE 1 1
0025 BALSA RAYMATS COLOR BALSA CHILEWICH 1 1
| 025 BARK, FAYMATS COLOR BARK CHILEWICH 0 1™
| PReitesh || Close |
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Short-cut Panel

The short-cut panel is located at the left of application. It includeS four tabs: customer, vendor, query and list.

ICHSEDITFEI i S Vendor CILEry

0‘0

Sales Ticket Trem Bil Sales Ticket  Special Ticket

C

i i e
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