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CHAPTER

Introduction

Features, installation and first look.

The goal of any retail management software is p ou focus on your sales and
your customers. Retail Plus is a tool that seres goa. Tt is designed for retailers
who wish to streamline customer checkouts, traclsaks, making purchase orders,
counting stock or preparing invoices. Retail Pleisan organizer, an analyser and a
time saver. Some of it's most useful features idelu

Easy to learn and use - no expensive training redui

Sales tracking by product, department and client.

Accounts receivable/invoicing system.

Complete sales and inventory data for every item.

Full-featured POS system with slip printer, barcadd cash drawer support.
Weekly and monthly sales figures for each product.

History of daily sales and POS totals.

Staff hours and commissions.

On-screen credit, debit and gift card processing.

Auto-generated PO's with four methods of calcugatinder quantities.
On-screen review and editing of purchase orders.

Customer orders, price quotes, layaways, gift fieates.

Client database with every customer’s purchasetyist

Fast lookups using pick lists, word searches amdqgsh

Automatic discounts, price levels, credit limitstax rates for any customer.
A bonus points system to identify and reward yoestlzustomers.

Price quotes that you can later process as sales.

Flexible sales and inventory reports with on-screeview.

Price tags, bin labels, shipping labels and bartaoels.

U.S. or European (A4) label formats.

Optional VAT style sales taxes.

Product photos and client photos.

Sales data exports to database or spreadsheeam®pr further analysis.
Works with all barcode and credit card readers.

Jump to client’'s email or web site.

Optional password system with four levels of access

Programmable keys for quicker checkouts.

Returned merchandise authorizations.
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System Requirements & Installation

System Requirements

Any microcomputer running Windows XP or later.

30MB of free space on the hard drive.

500 MB of RAM for XP, 2 GB RAM for later versions.

Optional Accessories - a POS printer for salesskgm automatic cash drawer, a
barcode reader, weigh scale, pole display or d [afreer.

Pwn e

Running The Installer

Retail Plus comes with an easy install progranyolf have a CD just insert it in your
C: drive and the installer will appear. You canoaisse Windows Explorer or My
Computer to open the Retail Plus distribution diskthe folder where the download
file was saved) and double-click on RETAIL30.EXHig will launch the installer and
put Retail Plus in it's own program group.

If you have high speed internet you can also renirtistaller without saving it to your
C: drive. Just click on RUN instead of SAVE wheruydownload the program from
our web site.

The installation process will also place the badecdont (30f9.ttf) in your Windows
System directory. Depending on your version of Wiwd you may have to use the
font manager to install it in the usual manner riatgarcode labels. See Appendix E
for more details.

Entering A Business Name And License Number

The first time that you start up Retail Plus yown @nter your business name and
license number, if it is available.

¢ Double click on the Retail Plus icon to start tmegyam.
¢ When the Main Menu appears click Help and then seledticense Key

¢ In the Software License field enter the license number that is on the
installation disk and presgalidate. This If you entered a license number
you will see a dialog box that confirms your singlemulti-user license. If
you did not enter a license number the systemraillas a multi-user demo
for 60 sessions (60 times launching the software).

¢ If you entered a license number you will see aodjddox that confirms your
single or multi-user license. If you did not engelicense number the system
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will run as a multi-user demo for 60 sessions (Bfies launching the
software).

¢ In theSetup screen Taxestab enter your business name and address. This
is used as the return address when printing engslopshipping labels.

¢ If you wish to do other setups at this time skiCtoapter 9.

GETTING STARTED

How The System Is Organized

Retail Plus allows you to keep sales and inverftmrpne or more stores. We call them
Locations and before you can conduct business yast set up at least one Location
and put some inventory in it. If you are using fiaenple Location this has been done
for you.

Each location is identified by a three charactecdtmn Code. The code for the sample
inventory is “POS” and you can see it displayee@rafihe store name at the top of the
screen. This is a file name for the demo inventomjy and has no other special
significance

You can delete the sample location after you haves a new one for yourself, or you
can just delete the inventory in it and start engeyour own.

Exploring The Menus

When Retail Plus is started you will see Main Menu. Each selection has a pull-
down menu that provides access to a group of celedvenmands. To help new users
explore the system, Retail Plus has been pre-loaatdsample data which simulates
a store that sells products for hiking and camping.

How This Manual Works

The general layout of this manual will follow theybut of the menus, in order from
left to right. If you wish, you can customize yosystem configurations first by
jumping to Chapter 9, then coming back to Chapter 2

From time to time this manual makes reference éadimes of files on your computer.
These are often named and referred to by theityipe, i.e. DBF or DAT. Windows is
configured by default not to show you the full fiame, but this is a setting you can
change. To make Windows display full filenames,l@etclick onMy Computer (on
some versions it is justomputer), pull the Tools menu down td~older Options,
click on theView tab and then de-select the check box Hide Extensions For
Known File Types. Now do the same in Windows Explorer.
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CHAPTER

Making Sales

Using The Point-Of-Sale System

To open the point-of-sale screen just seleitd / Point-Of-Sale from the opening
menu. Later you can configure Retail Plus to botrectly mo this screen and
optionally ask for passwords from the sales staff.

POS Simplified - How to make a quick cash sale.
If you want to see how the point-of-sale systemksavithout getting into details, here
are the steps in a basic cash sale:

1. PresdF2 to and enter a stock code (or scan a label). uflyave to look up the item
pressF2 again. If you select a matrix or serialized itenuywill be prompted to
pick one from a list (more on this later).

2. When the item detail window appears pr&$TER. Note that the item detail
window is optional and can be suppressed.

3. To total and print, preds4 andENTER. If the system is not set to Auto Save press
F9 to save the sale.

That's all!

The POS system does not require a mouse unlesgngdar to use it. All POS
functions can be done without it.

There is a lot more to a retail business than sa$ds, so let's look at the features that
make this a very flexible POS system.
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THE POS Window

Menu And Function Keys

=
i

RETAIL PLUS POSINC

@& =E(Q 8 | 8=

. POS STATION 001

Bill To

& E

iE |2 || o | T M A b b 7

Ship To

Solddy [STAFF

Jane Bronwin Tel'949-923-b661

2368

SeleDate fo7222013 | | |2dina

Imvoice # 1281

Edina Blvd
MM BE424

|SAME

Discount ]IDEHJ /P1650.00
Stock Code Description Cluantity Frice Each Line Total
0443 DURACELL ULTRA AA (4 PACK) AR 1.00 4.99T71 4.99
2344 POWERBAR 60 GM 1.00 1.79T71 1.79
0454 SUN LOTION - BALI BALM 1.00 T7.9971 T:99
0319 COLUMBIA POLO M1 1.00 30.00T1 30.00

BLUE L

REGULAR

Exit

More New Sale Delete

FastKeys

Clients

Credits

Drawer

Pay

Fi2

Fi1 F2

F&

Fa

F5

F3

Fid

F4

The buttons across the bottom of the POS screetlymthgplicate all the commands
under theFile menu. In all cases the commands you need to wesedmt-of-sale
window can all be executed on the keyboard witleqtiring a mouse.

F2 New Sale- Use this to add the first item to the transactidew options appear at
the bottom of the screen where you can specifptieesyou want.

Delete

Detail

Pick List

Fastkeys

Pay

F&

F3

F2

F5

F4

SCAN AN ITEM OR ENTER A CODE - PRESS ALT-F1 FOR HELP

OK

ENTER

Type the stock code of the item then pEEBEER, or scan a barcode label. If you
need to look up the item then préssagain to get a pick list that is sorted by name

or code.

The button labelled#3 Detail is available only if the system is set up to opeiat
Fast Scan Modein which case it displays theem Detail window only when this
button has been pressed first. If the system issebtup to operate in Fast Scan
Mode, then you will get theem Detail window by default.
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About Fast Scan Mode - This is an option in theaRé&llus Setup window. When
Fast Scan Mode is OFF, the POS screen pops uftetimeDetail window every
time an item is added to a sale. This window leis ghange the price, add a
discount, change the tax status, specify a quastig, or view the product
description. This adds flexibility and options la ttime of sale. On the other hand
it adds keystrokes and gives the user more chdaaaeske errors, which may be a
factor if you have part-time and occasional empdsye

When Fast Scan Modeis ON, the POS screen does not pop uplté Detail
window. It simply lists each item at the defaulicprwith a quantity sold of one.
This makes scanning sales with a barcode readgbeasuse you don’t have to hit
any keys between items. In order to see the deadow for any given item, press
F3 Detail just before ringing it up. This allows you to cheng price, add a
discount, set the tax status or change the questlity

ITEM DETAIL

[DURACELL ULTRA AA (4 PACK)
0443 Insteck [12.00

Federal Local Quantity

rajes

Price

: o

Discount %

| 000 |
F8 Product Info

Cancel - F12

F§

Accept - Enter

The Item Detail window displays the Onhand quantagd default sales
configuration for the item. You can make changesexessary then preBSNTER

to accept the item as showni2 to cancel it. When it pops up the quantity field
is already selected. Just pr@gsB to move to the Price or Discount field.

PressF5 to select different price levels if they have bsetup for the item. Press
F6 or F7 to over-ride any sales taxes that are normallyiagpl

The Product Info button gives you access to tNetes field associated with the

item which is usually filled in when the item isdadl to the inventory records. This
can be used to contain any type of product infoionathat the customer may ask
for at the time of sale. For example, a drug sioight use it to make note of drug
interactions and side effects.
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The Zero ScaleandGet Weight buttons are used to control the weigh scales and
the Pad buttons are used to show a keypad that makes ritauglues faster on a
touch-screen system.

F9 FastKeys— FastKeys are programmable buttons you can ugeitily sell the
most popular items that do not have barcodes. Wk particularly well with a
touch screen. To configure the keys clickrastKey Setup There are 25 keys and
each one can be configured with the following sgHi

» FastKey Number - Enter the number of the key you want to confg(l -
25).

» Stock Code If Inventory Item - Enter the stock code of the item or choose
it from the pick list (click on the spyglass). Leathis blank if it is a non-
stock item.

= Key Name Or Department - Enter the text you want to appear on the
button. Some retailers use these keys for genesgarinent sales like
"Beverage" or "Grocery".

» Credit To Client - Check this box if the item is a credit such alsodle
return.

» Taxable - Check the taxes normally applied to this item.

= Fixed Price - Enter the price of the item if it is always theme. If you leave
this at zero then the user is prompted to entaica.pNote that you cannot
use Fastkeys to add an item with a price of zero.

= Clear This Key - Remove any item linked to the current button.

= Save This Key- You must press this to save the current Fasgegyp.

Once you have set up the keys just press the iy@msvant. To get multiples of

any item just press one of the quantity buttonthatbottom before selecting the
item button. If an item is not set up with a fixpdce you will be prompted to

enter the amount.

» Pres<loseif you are going to scan more items.
» PresPelete Itemto remove the last item on the list.
» PresdPayif you want to complete the sale.

F3 Credit — Use this to add a credit or return to a saleev menu appears with
the options available:

Help

Discount Coupon Return Gift Cert. Bottle Trade In Cancel

ALT-F1

F2 F3 F4 F5 F6 F7 F8 F12

= F2 Discount— Apply a discount to the subtotal of the sale eatthan
individual items.
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» F3Coupon- Enter the name and value of a coupon.

» F4 Return— This displays the usual dialog for finding anentory item but it
credits rather than charges the customer. You hawgtion to return the item
to inventory or not.

» F5Gift Certificate— Enter the serial number and value of a gift tedte.

» F6 Bottle — Enter the value of the empty containers beinglited to the
customer.

» F7Trade In— Add a trade-in item to the sale. The item youaa®epting as a
trade-in must be known to the inventory file.

» F8 Gift Card Balance — Use this to find out the amoawdilable on a gift
card. You must be subscribed to a supported gift sarvice provider such as
X-Charge.

F4 Pay- TheTotal Salewindow shows you the result of the sale and letsghange
the method of payment, the amount paid and the ruwitinvoice copies to print.

You can also specify a second method of paymentam@mount in case the
customer wishes to pay by split tender. In thatdagth sides of the window
should show a method of payment and the amounéteddy each method.

Split Payment Quick Cash
E Amount G AMOUNT TO PAY
— 1 0.01
1 Paid By | = PRINT
{enter)
2 0.05
Currency |L|:|Cﬂ| -| F9 PAID BY ~ aio
Print Copies |1 ~| F10 ‘CaSh j Paid By |
F5-F§
10 0.25
Split Payment Gift Card Debit Card Credit Card
| 20 0.50
k7 F2 F3 F4
| Help Cancel More Options Number Pad 50 Clear
A1 Fi2 i F8

E




RETAIL PLUS FOR WINDOWS 3.0

The buttons on th€otal Salewindow are:

F2 Gift Card — Set the method of payment to gift cardl, if a service is
connected, use the funds available on the card.

F3 Debit Card — Select debit card as the method wineat and, if a service is
connected, charge the customer’s account.

F4 Credit Card — Select a credit card as the metlipéyment and, if a service
is connected, charge the customer’s card.

F5-F6 Paid By — Each time you preB% or F6 the method of payment skips
forward or back.

F7 Split Payment — If the customer wished to use tvethods of payment this
opens a window where you can enter the second hetho

F8 Number Pad — If you have a touch screen this camsbil for entering the
amount tendered. On the right side you can also lseg®ns with cash
denominations where the amount can also be enderiefly.

F9 Currency — Change the amount due to another curréhgou have
exchange rates set up. The rates are entered thed€ools menu /Foreign
Exchange Rates

F10 Currency —Choose the number of receipt or invomgies needed. The
default number of copies can be set up in the P@&pSab.

F11 More Options — Presents another set of optionsdarpleting the sale.

» F2 Save Sale No Print - Save the current sale withaating a receipt
or invoice

=  F3Print Preview - Show the current transaction asoitild look on the
printer.

» F4 Recalc - Recalculate the sale totals if neededhelimes this is
necessary after entering, then changing, a splinpat.

» F5 Printing Invoices / Receipts - Switch the printetput between the
receipt printer and the invoice printer if both amennected to the
computer. The setting is maintained for subseqgafds but reverts
back to the default selected in the Setup screeméixt time you open
the POS system.

» F7 Gift Receipt / No Gift Receipt - Turn the gift \e#pt on or off. The
default is off.
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F12 Cancel — Close the Total Sale window without doamything. This lets
you go back and add more items to the sale or té@nce

ENTER Print — Close the Total window and print the inwmr sales slip. If
the system has been set up for Auto Save therathse i automatically posted
and the inventory database is updated.

F5 Client — This brings up the client functions that are ast®e in the POS

screen. They appear on the buttons at the bottaheokindow with the following
options:

Help

Invoices
Quotes Find New Edit Ship To Clear History Delete Cancel

Layaways

ALT-F1

F2/F3/F4 F5 F6 F7 F8 F9 F10 F11 F12

F2/F3/F4 Invoices, Quotes, Layaways — If you click on thisttbn with a
mouse you will get the client’s on-account invoitgsdefault. You may find
it easier to press the function key which corresisaio the type of transaction
you want. A list will appear where you can seléet transaction. Double-click
on it or press to see the details and more options. These araiegd by
clicking on the Help button or pressiAgi T-F1 .

F5 Find — Pop up a pick list of clients in the syst&mar more info on how the
pick list works just click on the Help button ALT-F1.

F6 New — Pop up a window where you can enter thenttdienformation. For
more info on how the new client window works juitkc on theHelp button
or pressALT-F1.

F7 Edit — Pop up an edit window where you can mothy current client’s
information. For more info on how the edit windoverks just click on the
Help button or pres8LT-F1.

F8 Ship To - This command pops up a dialog wheregaruenter an alternate
shipping address. It will be printed on the invaasetheShip To address. This
will also be stored with the client’s record andl Wwe used by default.

F9 Clear — Use this to remove the client name froensitreen. This is useful if
someone left a client name on the screen and wanake a simple cash sale.

F10 History — If there is a client name on the scriesicommand will display
the client’s purchase history. You can also entsr @otes you wish to keep
about the client in this window.

F11 Delete — This command deletes the current clieztroe

10
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F6 Delete— Use this to delete the last item from the siélgou want to delete an
item in the middle of a sale you can just treatitem list like an edit window i.e.

highlight the line with the mouse and bt

F10 Drawer — The Drawer command provides access to the castedfunctions.
A new menu appears with the following options:

Help

Float View Print Egi)?f Pay Out Pay In Pop Cancel

ALT-F1

F2 F3 F4 F5 F& F7 F10 Fi2

» F2Float - Enter the cash drawer opening balance.

» F3 View - This command can be used to monitor thegmss of sales
throughout the day. It pops up a window that shdlvescurrent state on the
POS totals and they will keep running up until ydear them. If you are on a
network it shows the total sales made on the lavoakstation.

» F4 Print - Produce a hard copy of the POS totals.

*» F5End Of Day - Clear the current POS totals and $la@m to the history file.
This is usually done at the end of every shifttotha end of the day. When the
POS totals are cleared two things happen - theimgriotals are reset to zero
and the last line of the POS History table is alioget with the date and time of
the last sale. In this way Retail Plus builds dydaistory of the drawer totals.
If you forget to do this Retail Plus will prompt ymnce the date has rolled
over.

» F6 Pay Out - This function allows you to take cashafuhe drawer.
» F7PayIn - This function allows you to put cashhe drawer.

= F10 Pop - Open the drawer without having to make a.d9dbke sure the cash
drawer trigger has been entered in the Setup windo

11
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¢ F11 More - This option leads to a collection of specialifgactions that you only
need occasionally but which come in handy:

Help

uil Void Suspend Recall Taxes Output Login Clock Cancel

ALT-F1

F2 F3 F4 F5 F6 F7 Fe F9 F12

F2 U /| — This stands fodnknown Item and it allows you to put an item on
the sale that has not been entered into the inmemézords. Use it to sell
something that has just come in the back door. é-fart window appears.
You can enter an item name, the price, and thetgyaold in the upper part.
If you also supply the information in the lower pdhe item is added to the
inventory records automatically. It is generallyt mogood idea to sell stock
that is unknown to your inventory system. If yourdd fill in the lower part of
the window then no record of the sale is made eniiventory file or on your
sales reports. It will, however, appear on lteenized Sales Log

F3 Void — This button allows you to void the curresaie. To void a sale that
has already been saved seeltbmized Sales Logcommand under thEotals
menu. When voiding a sale you may be asked forparsisor's password if
the system has been set up to require it. A sug@mg anyone who has level
three access to the system.

F4 Suspend — Puts away the current sale so othes s&ff can enter sales
while you continue to serve the customer.

F5 Recall — Pops up the suspended sales one at astirgeu can select the
one you want to complete or to delete any you ngéo need.

F6 Taxes — Displays the current status of the salrsstand the automatic
add-on charge if any were set up. You can usetth@ispend taxes for any
items or the entire sale. After the current saéettix settings go back to their
default settings as defined in the setup configomat

How Taxes and Chargeswork — In the Retail Plus setup screen you can
define two taxes and an add-on charge. You canchlsose the ones that are
applied by default at the time of sale. This comdatiows you to change
those settings only for the current sale and oolytfie items that are not
already on the POS screen. Any items that were@puhe sale before calling
up this window are still taxed as usual.

If the tax status has to be changed for one itelyibis easier to change it on
theltem Detail window which appears when the item is put on tle.s

F7 Output — Allows you to select a number of printfngction:

12



RETAIL PLUS FOR WINDOWS 3.0

Help

Invoice Slip 40 Slip 20 Off Reprint Header Printer Cancel

ALT-F1

F2 F3 F4 F5 F& F7 F2 F12

= Select the style of printer output or turn the pmig off.

= Reprint the last sale. Use this in case the prjates and you want to try
again. This feature is also available just by pngsB7 in the main POS
screen. Receipt printer output is stored and timses can be located
by number and reprinted at any time. Note that ahlg last 600
transactions are saved. If you need to keep themelojust copy the
Reprint folder to a CD.

» Edit the header and footer message on the salegptethis command
is also available under tA@ols menu.

= Select a printer port for the POS output.

» F8Login — Pops up the user ID dialog so the nexs@emwho uses the system
will have to enter a password first. This worksyoiflthe system has been
configured to require passwords.

= F9 Clock — This option allows your staff to clock amd clock out. This will
require that they enter a staff ID.

Two more useful function keys that are not dispthge the bottom of the POS screen

but are available on tHEransaction Menu:
¢ F7 Reprint — Reprint a sale.

¢ F8 Packing Slip— Use this if you need a packing or delivery slip.

13
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POS WINDOW - CLIENT MENU

@ =28 Q0 B @ B @ B E = B o W9 ?

The client functions are key to many of the feadune Retail Plus so they are
accessible by more than one route. The buttonfi®rnobl bar and the commands on
the Client menu mirror each other. They are also access#iteguhe corresponding
SHIFT-Function Key combination displayed on the menu, or you can theeF5
button at the bottom of the POS screen to accessaime commands.

Bill To Ship To
Jane Doe SAME

I 123 Sunny Lane

Arytown CA 12340 USA

Cust #PO31004

On the upper part of the POS screen is the cliamiow where name, address, phone
number and other customer information is displaydiou choose to display the
optional POS Toolbar you will note that all the tbus on it relate to the client
functions except one. The toolbar buttons and thmrresponding keyboard
equivalents are as follows:

& Close the POS screen - kg2,

& Enter a Staff ID - keCTRL-I .

& Print the address on a Com 10 envelope —-Ste\FT-F12.
Print a shipping label key SHIFT-F11.

Q Find an existing client - ke$HIFT-F5.

Enter a new client - keSHIFT-F6.

@ Delete the current client — k§HIFT-F10.

Display the current client’'s account — K8IFT-F2.

i=| Display the current client’s price quotes — I&HIFT-F3.
& Display the current client's layaways — KBIFT-F4.

View the client’s notes and purchase history.

14
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i Enter or edit the ship-to address — IS#HIFT-F8.
%2 Send the current invoice or price quote by Windes! - key ALT-F11.
Recurrent charges.

2 Returned Merchandise Authorization.

9 44 M DM Go to the first client CTRL-PGUP ), previous client PGUP), next
client (PGDN ), or last client (CTRL-PGDN ). If you use the previous and next
buttons the clients appear in the order that thagenpurchases (most recent clients
first).

POS WINDOW - TOTALS MENU

As sales are entered on the POS screen a histtyg stdding up. It includes dates,
staff, items, taxes, discounts, cost of goods soldtomer’s orders and so on. The
information available on this menu relates to tata.

¢ Itemized Sales Log- Every time a sale is saved, the line items adeddo the
sales log and are tagged with the date, time, g@Eeson and transaction number.
This command displays the log along with a new m&raptions:

= Delete — You can delete the current line i) the flagged lines witlk7, the
old lines with F8 (everything before the current month), or the entog
contents withF9. You might want to do this at the end of every kes
whenever the log gets so big that the POS systewsstiown. Be careful with
this command because deletion is permanent.

» F2 Void Transaction — The following is the sequencedut® void a sale that
has already been saved:

- Pull theTotals menu down tdtemized Sales Log

- Scroll the log window until you have located thensaction.
- Click on any one of the items in the transaction.

- Press B or pull File down toVoid Transaction.

» F3Clear Flags — Unflag any flagged lines..

» Print — There are a variety of print options hetech will give you the reports
you need to track details of your sales.

15
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= Open In Excel — Open the sales log in MS-Excel. Tileeis opened in "read
only" mode but if you “Save As..” with another fil@me and then you can do
all the number crunching you want.

¢ POS History— Every time a sale is saved the numbers are adée entries on

the last line of this table. Every time the PO&l®tare saved K10 Drawer /F5
Save) the last line is closed out with the current datel time and a new line is
started.

Let’s say that you decide to clear the POS totatheaend of every day. This will
build a history consisting of daily records. Yowndhen print reports with specific
start dates and end dates. This allows you answestigns like “How much did we
make last Tuesday? What portion was paid by creslitds? How much did we
collect in sales taxes this month?” The informateam also be imported directly
into most spreadsheet programs since they canteadBF file format. See your
spreadsheet manual for information on importing FCfiBes. The file to look at is
called TOTALOO1.DBF.

The POS History table comes with a pull-down mehit'®own that contains the
following options:

» F5Unflag All - Unflag all the records in the POS etatals table.

» F6 Delete Line - Use this to delete an entry in thdeaBe careful with this
command because deletion is permanent.

» Print — Access the following print options:

o F7 Print Flagged - This produces a report that ontjudes the entries
that have been flagged. To Flag or Unflag an etmyble-click on the
small box at the left side of the window.

o F8 Cash Flow - This produces a report that includesdash drawer
totals for a period of time specified by a startiuhgte and an ending
date. A dialog box appears where the dates mayteessl.

o F9 Print Tax Report - Use this to get a report of tdwees collected and
the cost of goods sold that are not part of thevabeports.

Some notes on POS totals

When a sale is made where the method of payme®ni#ccount there are a
couple of things to keep in mind:
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- The POS totals only show the amount paid, noetitége sale. The sales person
is still credited with the entire subtotal.

- The exit totals show the value of returned gopdschased on account. The
following fields are adjusted downward to reflele¢ treturn: On Account receipts,
the department net sales, and the total receipts.

¢ Customer Order Log - When customer orders are created on sales ttanss
they are placed in the Customer Order Log wherg tlam be accessed for review
and processing. This menu command pops up a tdidesvall the orders are listed.
To access the details on any one just click onDiegil Tab, which contains the
following two options:

= Fill This Order - Pressing this button causes R&ais to check if there is now
enough stock to fill the order. If so, the clientame will be displayed on the
POS screen and the back ordered item is put osdlee Repeat this for any
other items that the same client has on order.

= Delete - Delete the item from the customer orders.
Further options are available under Eke menu as follows:

= Print - Print a list of the flagged orders.

» Delete Flagged Orders - Use this to delete multpders at once.

» Reindex - This rebuilds the index file associatethwhe order file. You won't
need it very often but use it if you suspect that arders are not in the correct
sequence, i.e. listed by client name.

» Printer Setup - Pops up the usual print driveragjal

An item is deleted from the back order log as sa®it is moved to the POS screen for
processing as a sale. If you void the sale therasd®ot restored to the order log! Note
also that inventory is not adjusted and the cosgfomids sold is not calculated until the
order has been filled, even if it has been prepaid.

POS WINDOW - REPORTS MENU

This reports menu consolidates the same ones aatvailable in the ltemized Sales
Log and the POS History. They are repeated hereoiovenience.

17
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POS WINDOW - TOOLS MENU

The sales you make at one computer can be expmrtediata file. This file can then
be imported by another computer running Retail Pline computer that is importing
the data is referred to as tMaster and the computer that is exporting the data is
referred to as th®emote This can be useful for businesses that have salasters
spread out in different locations but require ateramventory at the main office. The
commands available to do this are:

= RMA - Returned merchandise authorizations (RMA) areroftequired by
stores or their suppliers when they want to corttrel circumstances around
the return of a high ticket item. They are usedrack the details of who is
returning what and why. This helps staff make stirat the returned
merchandise qualifies for a refund, exchange oditraccording to the
policies of the store and/or the supplier.

You can work with two types of RMA's:

1. RMA's issued by your store to a customer when thayt to return
an item for exchange, refund, credit or a freeirepa

2. RMA's you request from a supplier when you wanse¢ad an item
back. Not all suppliers require them but some wolt accept returns
unless they display an RMA number on the package.

The RMA window is split into sections designeddentify the customer, the
item, the supplier, and a place to write any natesut the circumastances of
the return.

There are two ways to create an RMA.

1 Put a client's name on the POS screen and clidBredits and then
Returns. Once you have selected the item beingneduyou will be
asked if you want to create an RMA. If you seletes" the client
and the item being returned are automatically getnuthe RMA
window where you can supply more details if necgssad print
the RMA.

2 Select RMA from the tools menu in the POS screeah faéhin the
details yourself. This will often be the method yuse to create and
track an RMA you are requesting from a supplier.
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The customer's RMA number is automatically suppliatthis is not the case
for RMA's you request from a supplier. In that casest get an RMA number
issued by the supplier is entered in the SupplMAR field.

Payment Options- Edit the list of tender types you accept forpawnt.

Foreign Exchange Rates View and edit a table of currency exchange rates
Use this if you will be accepting other currencies.

Gift Card Balance — Check the balance available on a gift card if have a
service connected via internet. Call for more infation if you need gift card
services.

Delete Old Price Quotes- Clear out old price quotes prepared for customers
You will be asked for a cutoff date and all piea®tgs prepared before that
date will be removed.

Invoice Header- Select this to edit the header and footer teat appears on
invoices or sales slips. Headers can be up to deveslong and two lines for
footers.

When printing invoices, the first line of the headext will be printed in a
larger font than the rest. If you are not usingpiiated stock or letterhead,
then the header text can be used to show a commpamyg followed by the
address and phone number.

For a more customized look leave the header textikoand create your own
invoice letterhead using a word processor and ardokjet printer. This will
result in a very professional looking invoice.

Tool Bar - Display the client functions as icons on a toat above the POS
screen. Please note that this option is not availdbyou have your screen
resolution set to 640 X 480 because there is nmigmspace.
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Managing
Inventory

Setting up and maintaining your stock records

CHAPTER

In the Main Menu, pull File down tolnventory and selct Open. YVou will then see
the current inventory viewed on a grid. This is allt refarred to as a Browser
Window and it allows you to scroll up and down or lefd right. This type of display
is used throughout Retail Plus to browse diffetgpés of information.

B INVENTORY C:\CAVO28\POS\POSINV.DBF ==

& =) == = Q 24 O 2= 14 ?

Close Print Labels | Barcode Flags Find Sort Expand New Clone Top Help
Browse | Detal | Sales ] Pricing | Ordering ] Motes ] Iolatri I Kit ] Special ]

FLAGl DESCRIPTION CODE DEPARTMENT SIZE IMSTOCK. CASE QTY REGPRICE  «|

AERD WIOMENS SANDALS AWwS2 CLOTHING .00 1 299

[v] |CAMPERS GIFT PACK. 8933 CAMPING 25.00 1 89.00
v |COLUMBIR POLD 0319 CLOTHING 74.00 1 30.00
vl [COLUMBIA WOMENS TEE 0BO0 CLOTHING 70.00 1 4.5
v] |DURACELL ULTRA A4 (4 PACK) 0443 ACCESSORIES A8 14.00 1 45
Iv| [GARMINWVISTAGPS 0B03 ACCESSORIES 4.00 1 329.00
lw| [JANSPORT ROCKIES BACKPACK, 0&01 CAMPING 21.00 1 169,95
lw| [JANSPORT SCOUT BACKPACK, OBOR CAMPING 10.00 1 8955
lv] |KELTYZEM TEMT 0310 CAMPING E.00 1 140000
v| |LCCROSS TRAINER 1658 CLOTHING 4200 1 EA5E
v| |MOUNTAIN FREEZE DRIED CHILI 2000 CAMPING 1LE £7.00 1 200
[w] |PACKERS PANCAKE MiX 8301 CAMPING 1LE 7200 1 4.00
[#] |PACKERS PANCAKE MIX CASE 8902 CAMPING 1LB 1600 12| 4595
[v] |POLAR BEAR WINTER BOOT 07m CLOTHING 33.00 1 9995
w| |POWERBAR 2344 CAMPING B0 GM 36.00 1 1.7¢
[v| |POWEREAR CASE 2345 CAMPING EOGM 1200 12| 17.95
[v] [SERVICE & REPAIRS SER SERVICE 1HR. 100.00 1 5000
[w| [5ILva RANGER COMPASS 1204 ACCESSORIES 1200 1 44.00
lw| [5ILvaA SPORTSMAN 4-N-ONE 1408 ACCESSORIES 1200 1 ESE |
lw| [SUMLOTION - BALI BALM 0454 ACCESSORIES 1200 1 795
lv] |TIMEX REEF GE&R ‘WATCH 1407 ACCESSORIES 14.00 1 36,00
lv] |'WEMGER $WISS ARMY KNIFE 001 ACCESSORIES 15.00 1 38
S, TR B e o TTEnE RS & T 7 rﬁ_l

The other type of screen widely used in Retail FdusalledForm View. It displays
fields from only one record at a time but with matetail. This can be seen by
selecting an item in thBrowse window then clicking on one of the tabs above the
data. The contents of the menus will be explorest find the different tabs will be

explained later in the chapter.

Although this chapter deals mostly with inventotal the screen navigation is the
same for most other data windows including clieatgpliers, invoices and purchase

orders etc.
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Navigating The Browse View Screen
Browse Viewgives you quick access to lots of information. Yeaun bring more rows
and columns into view in several ways:

Use the scroll bars to move the columns left dntrigp or down.

Other tips for usinddrowse Viewwindows:

To put new data in any cell just click on it oneelastart typing. If you want existing
text selected with a cursor at the end then doalxd&-on it. If you want to insert new
text into the existing text then triple-click on it

The first column in mostable View screens has is used to flag items that you want
included in various operations. Just click on ac&bex to flag or unflag any item.

To rearrange the column order place the mouse groovter the title of any column,
click and hold the left mouse button then drag ¢bkimn where you want it. It will
stay there until you change it again.

On the top right corner of the tabbed windows thare three buttons. The first
displays the previous record; the second turnsdberd flag on and off while the third
displays the next record.

INVENTORY WINDOW - FILE MENU

On the Retail Plus opening menu (mostly a blankestwith a tool bar across the top)
under File you will see the following options:

¢ Inventory:

* Open- Open the default inventory file. The last useeemtory is always the
default.

* New- Create a new, empty inventory file.
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= Select— Use a different inventory file. This will becontiee default until
another is chosen.

» Delete— delete an inventory file.

To open an inventory file you can pull tRde menu down to open or simply click the
Inventory button on the opening menu tool bar. Later on gau configure Retail Plus
to skip this opening screen entirely and go diyeitlthe Point Of Sale screen.

On many Retail Plus windows and dialogs you wi# sesmall button with a question
DF mark on it. Press this button to see an explanatiomhat is happening on that screen
ﬁ and what your options are.

Once the inventory screen is open you have a newrard a new tool bar. Under the
File menu you have the following commands:

¢ Receive Stock You can either manually enter shipments itemtbynior read in
the information from a data file created with atpbte data collector. Shipments
can usually be posted more efficiently if they associated with a purchase order
that you created in Retail Plus. Then you can #$kip command and post your
shipments directly from the Purchase Order scr€dink on the Hlp button for
more info about this feature.

¢ Transfer Stock — This command allows you to move stock betweerestor from
a from one inventory file to another. There are bptions:

» F6 TransferOut - A window appears where all the transferscareducted.

B | STOCK TRANSFERS

=]

Stock Code
Transfer Qty

Find

& Local Transfer Destination

" Intermet Transfer | [y -

Add

1.00]

DESCRIFTION

QUANTITY CODE
54933

CAMPERS GIFT PACK

0606

JANSPORT SCOUT BACKPACK

1.00]

1204

Sl RANGER COMPASS

Transfer

‘ In Stock

‘ Delete ftem |

Delete All

‘ Frint |

Close

Help Sort
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First, select the destination location from thekpist. To start making transfers
just type the stock code of an item in Btck Codefield. If you don’t know
the code, click on thEind button to get a pick list to choose from. The wiwdo
displays a running list of the transfers which denexecuted all at once by
clicking theTransfer button.

SelectInternet Transfer if you are going to send the transfer data to the
destination store by internet. When you seleSénd the Internet
Communications window will appear.

F7 Transfer In — Receive stock transfer data filegiffithbe internet via the FTP
file transfer window.

See Chapter 11 for more information.
¢ Adjust Stock - There are several types of adjustments you cakento the

inventory records without having to find and editle record. Pull the Inventory
menu down to Adjust Stock to get a submenu withfeHewing choices:

» F8 Batch Price Adjustments - This command allows youmake price
adjustments quickly to any flagged items. The pssagould go as follows:
1. Flag the items you want to adjust.

2. SelectBatch Price Adjustment from the menu then select Increase
or Decrease.

3. Check off the price levels to be adjusted.
4. SelecPercentage Adjustmentor FixedAdjustment.

5. Enter theAmount of the increase or decrease.

If you chose a percentage adjustment then the am®uwsed to calculate a
new price. If you chose a fixed adjustment, the amhas simply added or
subtracted from the price. Note that only flaggesains will be included in

the process.

Let's say you need to increase the price of exery in a given department
by 5%. The procedure would look like this:

1. Pull theTools menu down to Set Flags and seldatlag All. This
ensures that there are no items will be accidsnitatluded.
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2. In the Set Flagsdialog and select Flag By Search and flag all the
items in the target department.

3. Pull theFile menu down toAdjust Stock and selecBatch Price
Adjustments. Set the options you want and click on OK.

F9 Batch Onhand Adjustments — The inventory counts banupdated
automatically if you have a stock counting devicettwill download it's data
to your computer. The device should be set up tentlmad just the stock code
and the shelf count in a comma-delimited file form&he most common
delimited data files are the .CSV files produced\y-Access and MS-Excel.
Once the file is on your hard drive you can opewith this menu command.
The result is a display of variances that shows wbich shelf counts do not
agree with the inventory records.

This display comes with it's own menu consistinghaf following commands:

» Change Sort Order — This will toggle the sortingearbetween the item
name and the stock code.

* Value Of Variances — This pops up a dialog box shgwhe total
wholesale value of the stock discrepancies. Sottadless refer to this
as “shrinkage” and it represents the cost of aytfll in inventory.

» Update Inventory — After you have made any requokdnges to the
Onhand quantities this command will write the correctiotts the
inventory file.

* Print Report — This command prints a hard copy he# tnventory
variances and the cost of the discrepancies.

As with most Retail Plus dialogs you can click be? button for more
information about this feature.

F10 Manual Onhand Adjustments — Use this to correctQhband quantities
in the inventory records. Just type the stock cofdthe item you want in the
Stock Codefield. If you don’t know the code click on thend button to get a
pick list to choose from. To help you keep tradke window shows you a
running list of the adjustments, which can be gdnat any time. Click on thH2
button for more info about this feature.
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¢ Print — The print command leads to a submenu with theviong options:

Item — Print the data available on the selecteh.it
Labels / Price Tags — This pops up to a dialogwloere the label type, the
guantity to print and the sorting order are sekbcte

Labels are only printed for the flagged items. &etee number of labels to
print for each item. The default (1 for each itemthe last shipment) works
best if you use the flagging option when receivaitgck. Labels are printed in
the current sorting order.

Price List — Use this command to print a price list

Catalogue - Use this command to print a catalogugoar product line. It
assumes that you have used Metes field to enter catalogue style product
descriptions.

Very sophisticated catalogues can be prepared dirlg this output into a word
processor or publishing program where professimaiing layouts can be added.
D? To send the output to a disk file instead of thmtpr select thePrint To File
ﬁ checkbox on the print dialog. Catalogue items bdlprinted in the current sorting
order unless you specify that they are to be lisjedepartment.

Inventory Window - Edit Menu

The Edit menu contains the following commands:

14

F2 Add Item — This command displays a window where an invgnitem can
be added. You can also click on tNew button on the tool bar. A window
appears where you can type the basic data requirset up an item. Click on
for more information about the required data ordtieer buttons.

£

NEW ITEM ENTRY

Stock Code ] Suggest A Stock Code Description |
Regular Price 0.00 ﬂ Suggest A Price Qty In Stock 0.00 Apply Taxes: [ State
™ Local
The six fields above are the minimum information needed to sell an item. .  entering an item that already has a barcade label you can scan it instead of typing in the stock code. | ?
tem Type STANDARD - Gize ’7 — Addttional Price Levels Frice Brealk Points
. Level2 | Level 2
Department - Cost Each 0.000
Level 2 Level 3
Categony A Gross Margin  0.000 ey ’7 e Ji
Bin Location Calculate Margin

Reorder Infa

Supplier *| M Order 1 Reorder No Base Stock
Rearder Paint Reorder Oty

I~ Always Read Weigh Scale For This kem

Save Exit
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Once an item has been established any furthemmafoon you want to add is done
on the detail tabs above the inventory data.

You must enter at least an item name, a stock emdea selling price. See the
beginning of this chapter for a description of whththe other fields are and which
ones you can fill in now.

¢ F3 Find Item — This command pops up a dialog box that will hgp locate an
item.

¢ Clone Item— Use this to make a copy of the current item@aogan enter a similar
item without re-typing all the information. The skocode is copied without the last
character to reduce the chance of duplicating @.cBe& sure to edit the cloned
stock code before moving on.

¢ Delete Item- Trash the current item.
¢+ Delete Flagged Items- Trash all flagged items.

¢ Undelete Items— This option recalls all the items that were dsdetluring the
current session. When items are deleted they desaipfsom view but are not
physically removed until thRebuild command is run or the program is shut down.

Discontinued items should not be deleted until lgane run the year-end closing;
otherwise their sales figures will not be includedny sales reports.

¢ Department List — Retail Plus has a list of valid department narreshe
inventory. This command opens a window where you eview, add, edit, or
delete the department names you use. The onesnyeulere will appear on the
pick list of valid department names when enteringditing inventory records.

¢ Category List — Retail Plus has a list of valid category nanreshe inventory.
This command opens a window where you can revied, adit, or delete them.
The ones you enter here will appear on the pickdisvalid categories when
entering or editing inventory records.

INVENTORY WINDOW — VIEW MENU

The following options are on the View menu:
¢ Allltems - View all items in the inventory.
¢+ Flagged Items- View only the flagged items.

¢ Sort Inventory — Choose a sorting order.
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¢ Get Info — View a window with information about the statfgdhe system and the
contents of your inventory.

Full Screen Browse— This window displays the same columns as the Beotab
on the Inventory window but is expanded to the rensicreen. The commands
available are limited to what is on the tool bar.

Open In MS-Excel- This opens the main inventory data file (DBFMicrosoft

Excel. You will see a message that says it is bepaned in read-only mode. This
means you can save the data as a spreadsheetiboaryoot use Excel to modify
the data and write it back to Retail Plus.

Inventory Window - Reports Menu

The Reports menu contains a variety of sales arehiory reports:

¢ Sales- When a sales report is selected (except for weséles) a dialog box
appears with options to print various types of séigures.

14

Inventory — This report also offers a number of options :

L%

INVENTORY REPORTS |

2 |

Sarting Order
Stock Code ﬂ

Report inwentory in
* Current location only

" Al locations

f repaorting all lacations
=

~

" Hide onhand quarntity

QK Cancel

o

Sorting Order — Select the order you want to uséhie report.

Current location only — Report inventory only irethctive location.
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= All locations — Report inventory from all locatiortsat have been set up in
Retail Plus. If you select this the following twptmns are available to you:

» Combine counts — This causes the report to showtbel total quantity of
any given item across all locations.

» Show separate counts — This option causes thetrepshow the quantity
of each item at each location.

* Hide onhand guantity — Select this to avoid prigtthe computer’s stock
count on the inventory report. This is useful iuyewant to hand out a list
for taking inventory without revealing what the qomter says should be on
the shelf.

¢ Top Sellers— Use this report to show which items are the dajes performers.
You have an option to use volume or gross saldbeasneasure of performance.
You can also choose to report the year-to-datedgor just for a given month.

|'1

[ saLes repoRTS | =

* Manthly Sales
" “Year To Date Sales

Select & kMaonth

|J Ly ﬂ

| Subtotal By Department

[ Subtotal By Supplier
[¥ Mo Subtotals

oK Cancel

¢ Analysis— This gives you more detailed sales and inverdtats to work with.
¢ Stock Value— This produces an auditor’s report on the valugar inventory.

¢ Stock Levels— An item appears on th€nderstock report if it the Onhand
guantity is less than the BaS¢ock or the Reorddpoint. Items are placed on the
Overstock report according to a formula that considers tbekson hand, stock on
order, base stock and average sales.
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In the Overstock report, items with normal on-hapdantities may be listed as
overstocked if they have not had sales in thetlaee weeks or have large amounts
of stock already on order.

On Order — This creates a list of the stock currently oteor

Stock Received- This report shows when you last received thggal items and
how much you received.

INVENTORY WINDOW - TOOLS MENU

The Tools menu contains the following options:

Set Flags — Retail Plus uses Flags to tag items want included in various
operations such as reports, labels, purchase oaterdulk deletions. A window
appears with the following options:

1 FLAG INVENTORY ITEMS | X

Options Flag By Seanch

{+ Flag All kems ) -
Urflag All tems Search in | SElLEEEL LT J

Flag Out-Of-Stock: tems
Flag tems Received Today

Look for |

Flag tems Sold Today
Flag Dead Stock
Reverse Existing Flags
Flag By Search

=
~

R B S B S B

o

QK Cancel

-L -

Click on theHelp button for more info about how flags work. The FBygSearch
feature is used to tag or untag items that satigfiven criteria.

First you can specify whether you want your seteiFlagged or Unflagged. You
can then use the list box to select a target fielkt, you can enter the search
string, which is the word or characters you wargdarch for.

In most fields a match is reported if the seareimgtis the same as the leading
characters in the target field. For example, if gearch in the Stock Code and look
for 10, then every item whose stock code beginé i@ will be Flagged. The
exception to this rule occurs when you search @ Rnoduct Notes field. In this
case, an item is Flagged if the search stringuadaanywhere in the Notes.

29



RETAIL PLUS FOR WINDOWS 3.0

Flagging records can be a cumulative activity. duyFlag all the items in one
department and then Flag all the items from onelgupyou have Flag all the
items that contain either one of these targets. dRalper to use the "Unflag All
Items" command before targeting a new set of items.

You can use another two-pass strategy to make roormeplex choices. For
example, let's say you want to make a purchaserdatea certain supplier but
wish to exclude the items in a given departmentu Yould Flag all items from
that supplier on the first pass then Unflag alingein a given department on the
second pass.

¢ Set Taxes- this is a fast way to set the default tax stafial flagged items. If the
items are normally taxable for one or both salesdahen you can set them here
without having to visit each record.

¢ Set Reorder Points- Flag all the items that will have the same repvdd¢ues and
set them all in one operation.

SET REORDER VALUES | &}

I Jze thiz to change the base stock, reorder poirt or reorder
quartity in all flagged tems.

Leave any field at zero i you would lilkke it to remain
unchanged in the inventony records.

Baze Stock oK |

Feorder Point. |

R eorder Quantity Cancel

o

¢ Recalculate Margins— If you have entered or imported new items, or ensaime
price and cost changes, you can recalculate thginsaon all of them at once.

¢ Stock Updates— This allows you to create a data file that cambed to update the
inventory in other Retail Plus computers. It iseasy way to send out inventory
adds & changes i.e. to make sure that every oneéastems listed and is using
the same stock code and price for each existimg. id¥ou also have an option to
reset the onhand quantities as well. To createpalata file make your inventory
changes and flag the items affected. Now sé&émtk Updates / Writeand the file
is created. Send the file to other Retail Plus aatens where the user sele&t®ck
Updates / Read You also have the option to send and receive tegdaa the
internet. See Chapter 11 for more information.
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Import Inventory — Use this command to import items from a commlarded
data file. A file dialog appears where you can famd double-click on the file
from which to import. The default flename extemsior the import file is .CSV.
The field order for importing is: item name, staxde, department, category, size,
pack quantity, cost, price, onhand, supplier, seppl stock code, and minimum
order. Please see the Inventory Import Help sci@emore information.

Export Inventory — Use this command to export the flagged itema tmmma-
delimited data file. A file dialog appears wherauyman tell Retail Plus where to
write the export file. The default filename extemsifor the export file is .DTA.
The field order for exporting is: item name, stamdde, department, size, pack
guantity, cost, price, onhand, year-to-date saletime, year-to-date gross,
supplier, supplier's stock code and minimum order.

Duplicate Check — This command scans the inventory for items wdtntical
stock codes. When the Duplicate Search window appefck onSearchto get
started. If a duplicate is found some details alitbattwo items are shown. You
have an option to delete one of the items or caetthe search without taking any
action just by clicking on th8earchbutton again.

Year-End - This command runs the fiscal year-end closingine and saves data
to an archive file. Before running this command whwould print a final year-to-

date sales report from the Reports menu and mbkelaip of the inventory so that
you can always undo the year-end closing if thera iproblem. A file dialog

appears where you can tell Retail Plus where tbewhe archive. Note that the
default filename for the archive contains the lmratode and the closing year.

The inventory file is set up for the new fiscal gethe sales histories are cleared
and the monthly sales figures are moved td_te Year column.

The data archived by the year end closing processbe reviewed with any
spreadsheet or database program that can open fileBFwhich is almost all of
them.

¢ Rebuild Indexes— Retail Plus uses index files extensively to dpap all it's

processes. These indexes are constantly beingfreedand written to. It can
happen from time to time that the indexes get qied if there is an abnormal
shutdown of the system (i.e. a power failure) oagimg hard drive. A symptom of
corrupted indexes is that you cannot find an it@m know is in the inventory. Use
this command to rebuild them. If you suspect tloat flave file corruption, see the
Backup / Rebuild command on the opening menu. TRebuild option acts on
both indexes and data files. See Chapter 9 for nmdoemation about rebuilding
corrupted files and about avoiding them altogether.
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INVENTORY WINDOW — DETAIL TAB

A INVENTORY C:ACAVO28POS\POSINY.DBF 3
& = EH i= Q, ) O 4 DM ?
Close Print Labels | Barcode | Flags Find Sort Expand MNew Clone Del Top Bott Help
Browse Detail ] Sales ] Pricing } Ordering I Motes ] Matrix I Kit ] Special }
[DURACELL ULTRA AA (4 PACK) [0a43 [ < |
ltem Type STANDARD - Gty In Stock 14.00
Last Sold On  |08/15/2012 @I
Department  JACCESSORIES - Yesr To Date
Last Cost 2200 Gross
Category  |EATTERIES = iy
Avag Cost 0.000 Volume:
_— 0.00
aable W Taxt [ Tax2
= Regular Price 459 Lozt Yemr
0.00
Bin Location  |AISLE F - SHELF 2 Gross Margin - [55.912 o
[T Always Read Weigh Scale
Calculate Margin

Retail Plus can subdivide inventory into Types, &&mpents and Categories. There are
many different ways to use these subdivisions ad gan mould them to suit your
business. Both the Departments and Categoriessaredefined while the item Types
are a fixed part of the system. Here is a desonpaf how they work:

¢ Item Type - This tells Retail Plus how to handle an itemeTdvailable choices
are:

» Standard - This is the default Type. Assign it tmtymerchandise that has no
special characteristics.

= Matrix - Assign this Type to an item if you havettack sales and inventory by
color, size, style or any other characteristics ywant to define.

» Serialized - Assign this Type to an item if you @aw track sales and inventory
by serial number.

= Kit - Use this to create an item that consists otdadlection of standard
inventory items. Use the Kit Tab to define the emt$. These are also referred
to as assemblies or Gift baskets.

» Gift Card — Use this to set up gift card salesoifiynave a service connected via
internet. Please call us if you are interestecettirgy this up.
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» Non-Stock - Assign this to items that are not ndiyriept in stock and require
special orders.

= Rental - Assign this to rental items.

= Service - Assign this to service or labour - ugsuadlld in hours or fractions of
hours.

= Shipping - You can create a number of shipping stéon different carriers and
destinations (local, domestic, and internationd)t them on an invoice along
with the merchandise.

= Admission - Use this Type for selling ticket invent.

¢ Departments - This is a user-defined subdivision of the ineeptand it is a good
idea to enter all your initial Department nameshia Department List before you
enter all your inventory. This will allow you togk the Department from a pick list
as you set up each item. Please note that youwareaquired to create Departments
and can leave this field blank if you wish.

¢ Categories- This is also a user-defined subdivision of theentory and it is a
good idea to enter all your initial Category nanmethe Category List before you
enter inventory. This will allow you to pick the t&gory from a pick list as you set
up each item. Please note that you are not requiredeate categories and can
leave this field blank if you wish. Some retailerso sell books and CDs put the
author/artist name in this field.

¢ Taxable - These two check boxes are used to identify whagles normally apply
to the current item. These settings can be ovelendat the time of sale manually
or automatically using the client tax settings.

¢ Bin Location - Enter the stock room shelf where the item isntbwr the
showroom display location. In effect you can puy anformation here that is
useful to you.

¢+ Always Read Weigh Scale- Checking this box will tell Retail Plus that thiesm
is usually placed on a scale connected to the ctanpline weight will be read and
the price is automatically calculated.

¢ Qty In Stock — This is the quantity you have available for sale

¢ Last Sold On - This date field is maintained by the system god do not
normally need to enter anything here unless yod teeorrect it.
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¢ Last Cost - Enter the wholesale cost each the last time samt an order to the
supplier. As you create purchase orders the sysmgin modify this field
automatically.

¢ Avg. Cost- As you create purchase orders the system cédsulae average cost.
You can include shipping costs in this figure ifuyaise the Post Shipment
command in the Purchase Order system.

¢ Regular Price - Enter the default selling price for the item.efd is a calculator
available on the button to the right if you needyibu can also enter a cost in the
Last Cost field and a margin in the Gross Margeidfithen click on Suggest A
Price. See the Pricing Tab for more options.

¢ Gross Margin - If you enter the Regular Price and a Last Chetdystem will
calculate the gross margin or, enter the desiredsgmargin and a cost then the
system will suggest a selling price.

Gross margin is different from a percentage markang is more widely used in
retail. It accurately reflects what portion of thelling price is profit. If you mark
up an item by 50% then only one third of the sglimice is profit (1.00 + 50% =
1.50). If you mark up an item to a Gross Margirb0%6 then half the selling price
is profit. The formula for calculating gross marggn((price - cost) / price) X 100

[<‘ I:l '>, ¢ Navigation And Flagging Buttons- On the top right corner of the tab are three
buttons. The first displays the previous recore; second turns the record flag on

and off while the third displays the next record.
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INVENTORY WINDOW — SALES TAB

A INVENTORY CACAVO28\POS\POSINV.DBF [==]
& H = Q 2l O Bx i M4 oM ?
Close Print Labels | Barcode | Flags Find Sort Expand Mew Clone Del Top Bott Help
Browse ] Detail Sales ] Pricing ] Ordering ] Notes ] Matrix ] Kit ] Special ]
[DURACELL ULTRA A#A (4 PACK) |D443 !Qll_ -
les £ eRmisSioers GROSS VOLUME LAST YEAR
B JANUARY | 00D | 000 | om0
" Foced Amount Wiew Weelkly Sales
" Percert Of Sale FEBRUARY | 000 | 000 |  ooo ]
" Percent Of Profit MARCH | o000 | o000 | ooo Year To Date Totals
| % Mo Commissions APRIL ] 0.00 ] 0.00 J 0.00 Gross
0.00
Amount Or Percent MAY | 0.00 | 0.00 | 0.00
Volume
00 JUNE [ om [ om [ 0w oo
Mazx Commission
it Juey | om0 | o000 | oo s
[o AUGUST | 00D | o000 | oo0 [om
Update Al SEPTEMBER | 000 [ om0 [ o
OCTOBER | 0.00 | 0.00 ] 0.00 Becalculate Totals
Click Update All f you want NOVEMBER | 0.0 | 000 | ooo 5
all flagged items to use this
commission. DECEMBER | 0.00 | o000 | oo

The Sales tab displays the monthly volume and darsthe current item. These numbers are
maintained by the system and you do not normalsdnt® enter them here. If you need to
change any of them just double-click on the cell &aype a new number. When you are
finished be sure to click cBave Change®r your edits will be discarded.

Sales commissions can be set up for individualstebhe controls work as follows:

= Type - Select the button that corresponds to the tf commission you want to pay.
The Percent Of Profit commission is calculated on the last wholesal¢ and the
actual selling price.

= Amount - Enter the amount of commission. If you s$@ percentage commission
enter a percent. If you chose a fixed commissidarahe amount paid.

= Max Commission - If you chose a percentage comonsand wish to keep it below a
certain number enter the maximum payable on tam.it
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= Update All - If you need to set the sales commission multiple items you can save
time by clicking on this button. It will set thelea commissions on all the flagged
items to match the current item.

» View Weekly Sales — See the sales volume brokemdoywweek.

» Recalculate Totals — If you change any numberkemtonthly sales figures press this
button to update the totals on the right side efttb.

INVENTORY WINDOW — PRICING TAB

] INVENTORY C:ACAVO28\POS\POSINY.DBF [==]
& = == = Q £l 0 4 DM ?
Close Print Labels | Barcode | Flags Find Sort Expand MNew Clone Del Top Bott Help
Browse ] Detail ] Sales Pricing l Ondering ] Motes ] Matrix ] Kit ] Special ]
|COLUMBIA WOMENS TEE |os00 m I_
Price Levels r Sale Pricing
Reqular IT % Digcount 0.00
Level 2 W Begining ’,-",-"7
Level3 | 19.00 Endng [// Yoo bee
Level 4 18.50 Apply To All Flagged tems | ,?§+
Wolume
Price Break Points ———— r Bonus Pricing 1y
Level 2 200 Last Year
w3 [ 500 " Buy [2  AndGet [T Free 0.00
level4 [ 600

Retail Plus gives you flexibility to charge thelhigorice at the right time. Customers can be
assigned different price levels as well as standa&cbunts. You can assign price break points
for volume buyers, date sensitive sale pricing 2¢fior-1 type specials.

For your decision-making convenience this tab displays the item's past sales performance.
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¢ Price Levels- Retail Plus lets you to set up four price lefelseach item. They serve several
purposes:

= At the point of sale staff can choose a price toha they have the access rights.

= In conjunction with assigned price levels a custoat@ays pays the assigned price
level if it was entered for any given item.

» Different price levels can be charged on volumecpases usind’rice Break
Points.

¢ Price Break Points - Price break points are used in situations witleeeprice changes
with the quantity purchased. This means that thgulee price is charged unless the
guantity reaches thieevel 2 break point, at which time the price each dropkdweel 2
When the quantity reaches thevel 3 break point then the price drops again toltaeel
3 price, and so on. To apply break point pricingli® following:

1. On thePrice Levelspanel fill in the prices - Regular, Level 2, Ledeand Level 4 (the
last two are optional).

2. On thePrice Break Pointspanel fill in the quantities the customers must budrop
the price to the next level.

¢ Sale Pricing - Use this to create sale pricing with a staredatd a finish date. Simply
enter a discount and the dates you want to apply the current date is not within the
dates supplied then the regular price is chargeliisa one of the other pricing features
applies. Clickon Apply To All Flagged Itemsif you want other items to have the same
discount.

¢ Bonus Pricing - This panel consists of a checkbox and two datdd. Check the box if
you want to apply Bonus Pricing to this item. Therthe first field enter the quantity the
customers must buy to get the quantity in the sedietd free i.e. Buy 2 and get 1 free.
1. Check the box if you want to apply Bonus Pricindghis item.

2. Inthe first field enter the quantity the customensst buy to get any free.

3. In the second field enter the number the custometdree if they buy the quantity in
the first box.
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INVENTORY WINDOW — ORDERING TAB

| INVENTORY CACAVO28\POS\POSINV.DBF =l
=] == i= Q £ i B i M ?
Close Print Labels | Barcode | Flags Find Sort Expand MNew Clone Del Top Bott Help
Browse ] Detail ] Sales ] Pricing Ordering ] Notes ] Watrix | Kit | Specal |
[COLUMBIA WOMENS TEE [0600 | < > |
SUPPLIERS
The supplier cumertly stthe | SUPFLIER | REORDER NUMBER | COST MIN ORDER |
top of the list will be the ROBINSON & HEATH 4476890 1200 1.00 Add
prefemed supplier for this item.
Edit
Base Stock is usually the
minimum guartity you wish to
keep on hand. This will not
apply to all items and can be Remove
left blank. :
In Stock 70.00 Rearder Paint ] 50 Cust Orders | 0.00
Promate
Base Stock a0 Reorder Gty 250 Last Shipment | 1000.00
The Reorder Point and
Reorder Quantity can alzo be On Ord Lt Cost T Date Becavd [ 77 |
left blank ff you do not use e a0 o | Z20m & necsl | £y
these for calculating Demote
purchase onders. Order Date | / / ‘@] Lasst Supplier [DUTBOUND EQUIPMENT ]

Having trouble keeping things in stock? Surprisdtemw you run out of something? On the
Ordering tab any item can be set up to make reingleasier and more reliable. The options
are as follows:

» In Stock - This field tells you how many you have.
= Base Stock - Enter the base shelf quantity.

= Reorder Point - Enter the stock quantity at whiclhepeat order is triggered. The
system will order the amount shown RReorder Qty or, if that is zero it will order
enough to bring it back up ®ase Stock

= Reorder Qty - This is the amount to reorder if Reorder Point method is used. See
Creating Purchase Ordersfor more info.

The following fields are automatically maintainegthe system and you do not normally need
to enter any data unless it needs to be corrected.

* On Order - This field tells you how many are alrgad order.
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» Order Date - This field tells you the date the @sler was posted.

= |Last Cost - The cost each on the last order. Nud¢ ¢osts can be entered to three
decimal places to allow commodities with small pri@riations.

» Last Supplier - The supplier on the last order.
» Last Shipment - The quantity received in the lagiment.
» Date Received - When the last shipment was posted.

= Cust. Orders - How many you currently have custooneéers for.

Retail Plus keeps a list of suppliers for any giitem and allows you to put them in order of
preference. The buttons on the Ordering tab arentramns to do this:

= Add - Put a supplier on list for this item. The plier currently at the top of the list
will be considered the preferred supplier and W@l used by default in a purchase
order. See Suppliers List for more info.

» Edit - Change the details of the highlighted entry.

» Remove - Delete the highlighted supplier from ke |

= Promote - Move the highlighted supplier up the oafgreference.

= Demote - Move the highlighted supplier down ordigpreference.
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INVENTORY WINDOW - NOTES TAB

5] INVENTORY C:\CAVO28\POS\POSINY,DBF =]
] =1 == = Q 21 O By ] 1 &l 2
Close Print Labels | Barcode | Flags Find Sort Expand Mew Clone Del Top Bott Help
Browse ] Detail ] Sales ] Pricing ] QOrdering Notes l Matrix ] Kit ] Special ]
|ISILVA RANGER COMPASS |1204
TR [ & Ll > |
Product MNotes - use this for special product information

or to enter the catalog description.

This precision compass has a large sighting mimor with ves notch allowing for quick
acquisition and accurste bearings to distant landmarks. Easyto-use declination adjustment
on back of compass, clinometer, enlarged easy-grip capsule with enhanced dial numbers
and 2 degree Standard (0-360 degree} graduations. Map scales in inch, milimeter, and
1:25,000 and 1:50,000 romers. Other features include luminous points for night use, new
silicon map grippers, improved cover clip. lanyard with adjustable slider and screwdriver.
Meets or exceeds LS. Forest Service and military specifications.

” CACAVO28\POSVPICSNCOMPASS PG

¢ Product Notes- Enter a catalogue description of the product ang special notes you
may need to refer to. These notes can be consatltd point of sale. In a sporting goods
store this may be equipment specs, in a pharmasyntiay be drug interactions and
counter indications. It can also be used as copthtPrint Catalogue command.

¢ Product Photos - Pictures of the inventory can be displayed orthbihe Inventory
window and the Point Of Sale screen.

To get photos into the system take pictures of yaiack with a digital camera or scan
regular photos then save them into one folder amr yomputer for easy management.
Once they are in your computer click on the buttent to the field at the bottom of the
tab. This allows you to point to the picture younvdisplayed for this item.

Please note that the pictures are not displayedh Whewsing the database until you click
on View Photos. This prevents the system slowdosso@ated with automatic photo
displays, particularly where a network is involved.
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INVENTORY WINDOW - MATRIX TAB

] INVENTORY C:ACAVO28\POS\POSIMV.DBF [ 2|
& = = = Q 2l O M4 M ?
Close Print Labels | Barcode | Flags Find Sort Expand Mew Clone Del Top Bott Help
Browse ] Detail ] Sales ] Pricing ] Ordering ] Motes Matrix l Kit ] Special ]
[COLUMBIA WOMENS TEE [0600 il > |
MATRIX
Color Size Style In Stock ) ]
Lesk 5 V-Neck 1200 e s
Magenta L Regular 23.00
Royal Blus M Vehleck 19.00 Delete Line Column Headings
Royal Blue XL Button 16.00
Clone Matrix Save Changes

Each item can have from one to three different
elements in the matrix and they do not have to be
the same for each item.

You can invent your own matrix elements to describe
the options a customer has on purchasing any given
item.

A matrix is used to track an item in it's variasosuch as color, size and style. Each item can
have from one to three different elements in thé&risnand they do not have to be the same for
each item. You can invent your own matrix elementdescribe the options a customer has on
purchasing any given item.

To set up a matrix item you need to do three things
1. Create an inventory item with a name and a stodk co
2. On theStock Tabset thdtem Type to MATRIX.
3. On theMatrix Tab name the matrix columns and enter the quantitiessack.
To name the matrix columns for an item click@olumn Headings enter a name in one, two

or three fields then clicKK . To add products to the matrix do the following:

1. Click onAdd Line to put a blank line on the matrix.
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2. Double-click in the empty cell under each columd amter a description that fits the
column heading.

3. Add lines till you have entered all the possibleiatoons for the item then click on
Save ChangesDo not omit this step or you will have to staved

The last element of the matrix will always leStock. In this column enter the quantity you
have on hand. You can leave this blank if you ast getting it up. To change tle Stock
guantity in an existing matrix line double-click tre number and type the new one.

The other buttons on the Matrix Tab are:

» Delete Line - Click on this to remove the highligtifine in the matrix.

= Clone Matrix - Click here to copy the matrix stuiet from an existing matrix
item. A Find dialog appears listing the matrix igethat you can copy from.

» Clear Matrix - Use this to delete all the lines demve an empty matrix.
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Inventory Window - Kit Tab

] INVENTORY C:ACAVO28\POS\POSINY.DBF

& = = i= Q 2l O M4 bM ?
Close Print Labels | Barcode | Flags Find Sort Expand MNew Clone Del Top Bott Help

Browse ] Detail ] Sales ] Pricing ] Ordering ] Motes ] Matrix Kit l Special ]

ICAMPERS GIFT PACK |2999 4 ) [ |
KIT CONTENTS
CODE | DESCRIPTION | QuANTITY Code a
0801 WENGER SWISS ARMY KNIFE 1.00
0454 SUN LOTION - BALI BALM 1.00 Quantity 1.00
1582 WHITEROCK CLIMBING ROPE 50.00

Add

Delete

To add an item to the kit enter a code or click on the
magnifying glass to pick one from a list. Then click Add.

Toremove an item from the kit highlight it on the
conterts list and click Delete.

Kits are used to sell a group of related items v stock code. Kits are also known as
assemblies and gift baskets. Each time a kit id #& components are all processed by the

system as if they had been sold separately. Tapsatkit you need to do three things:

1. Create an inventory item with a name and a stode c®his can be a kit, an assembly

of parts or a gift basket.

2. On theStock Tabset thdtem Type to KIT.

3. On theKit Tab define the contents using items already in theriory.

To define the contents of a kit do the following:
1. Code - Enter the stock code of an item you watténkit.
2. Quantity - Enter the number you want in the Kkit.

3. Add - Push Add to put the item on the list.

4. Delete - Click on this button to remove the highted item from the list
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INVENTORY WINDOW — SPECIAL TAB

| INVENTORY C:ACAVOZ28\POS\POSINY.DBF

& = == E Q 23 O 44
Close Print Labels | Barcode | Flags Find Sort Expand MNew Clone Del Top

Browse ] Detail ] Sales ] Pricing ] Ordering ] Notes ] Matrix ] Kit Special l
GARMIN VISTA GPS [0603
SERIAL NUMBERS
SERIAL NUMBER | DATESOLD | DATE RECVD | Substitute ftem |
330-8Y5-7G0 INSTOCK  02/28/2012
330-0NG-815 IN STOCK 02/28/2012 Tag-along tem (0443
330-9Y6-3E2 INSTOCK  02/28/2012
330-8G6-8P2 IN STOCK 02/28/2012 Parent tem |

Case Quantity 1 Shipping Weight 0.05

Message On The Point Of Sale Screen

Message On The Invoice

¢ Serial Numbers - If you have stock that needs to be tracked Ijalseumber do the

following:

1. Create an inventory item for the serialized stdgé.to theDetail Tab and set

Iltem Type to Serialized.

2. Go to theSpecial Taband click onAdd. Enter a serial number and the date

received. Save and repeat for each item in thersmp.

w

= Edit - Click this to change the highlighted entry.

= Delete - Click this to remove the highlighted entry

= Print - Click this to get a list of units sold atibse remaining in stock.

At the time of sale you will be prompted to picle therial number from the list.
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¢ Substitute Item - If you have products that can be substitutedofatrof-stock items
they can be identified here. When customers wamesioing that is not available the
staff will be prompted to offer them the alternativ

¢ Tag-Along Item - A tag-along item is any product that is usualiyd with something
else, and of course the usual example is batterige with the gadget. Whenever the
item is sold a window appears on the screen welofftion to add the tag-along item.

By defining a tagalong item you can make sure skaff encourages customers to buy
those batteries from you, and that the sales perdbgive them the right ones. Other
examples are things like plant food to go with reopkants or an extended warranty to
go with an appliance.

¢ Parent Item - Parent items are usually cases of something.ekample, a case of
wine is the parent item to a single bottle of thene wine (the child). Being able to
break cases into single bottles without having skencomplicated stock adjustments
saves time.

Lets say a customer wants a bottle of wine butréoerds show you only have cases
left. Using this feature a case can be broken soinkentory record for cases is
decreased by one while the record for bottlesasemsed by 12. You can now go on
selling single bottles while keeping the recordsuaate.

To set up a parent and child item do the following:

1. Set up an inventory record for the parent then @aht Special Tab in the
inventory window. In th&€€ase Qtyfield enter the number of items in a case.

2. Setup an inventory record for the child then gth®Special Tabin the inventory
window. In theParent Item field locate the parent using the find dialog.

¢ Ship Weight - Enter the weight of the item for shipping purpesit does not matter
which unit of measure you use. If you always ugeséime one the totals will come out
right.

¢ Case Qty- If this is the case form of an item you alsd s®lividually then enter the
number in a case here. See Parent Items for mfonenation.

Retail Plus allows you to display messages on ¢hees or print them on the invoice each
time an item is sold.
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Message On The Point Of Sale ScreenThis can be used to prompt staff to do
something related to the sale such as asking tdheeeustomer's ID before selling
them alcohol or offering the customer a relatedhiti®e go with their purchase. For
another good way to prompt staff to sell relatechs see Tagalong Items.

Message On The Invoice Use this to print item-related messages fordirtomer's
information and/or your protection on the invoidéor example: ' No returns or
exchanges on bathing suits." Some retailers usee theessages to promote related
items or events i.e. 'Present this slip and get d8%our next widget' or 'Call us to
sign up for art classes!"

INVENTORY - NEW, SELECT, DELETE

The other options on the Inventory submenu are:

¢ New - Retail Plus can manage multiple inventories (@tmes referred to as
Locations). When you create a new inventory fildi@og box appears where the
three-character location code is entered to keegeparate from any other
inventories. If you are running more than one strédusiness with Retail Plus
make sure each one has a unique Location code. yextwill see a standard
dialog where you can double-click on the folder vehgou want to put the new
data. Each inventory is treated as a separateatsamnd is kept in it's own folder
labelled with the three-character code.

¢ Select— Once the system has more than one inventorypsehis command is used
to move from one to another. A standard file diaépgears where you can locate
the inventory you want. Simply double-click on tlome you want and all
operations will then focus on it.

¢ Delete - A standard file dialog appears where you carat®edhe inventory to
delete. Simply double-click on the one you wan¢aBk note that you cannot delete
the active inventory file. You must always selewbther one first.

Be very careful with this command because you cashta lot of data with it. If a
number of staff members are using the system, darthe password requirement
and assign levels of access so only authorizedlpean use this command. Once
an inventory has been deleted the only way to tgbagdk is to restore it from a
backup.
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CHAPTER

Managing
Clients

Using the Client Database

As sales are made in the POS screen, transactong: associated with a customer
just by having the customer’'s name on the screeenvhe sale is saved. This means
that the details of the sale are stored underuktomer’. name in the client database,
and you can use this information to carry out terdemailings or other marketing
activity.

The client database can be used to perform advafucedions using your client’s
purchase histories. For example, say that you awng) a special sale on widgets.
Retail Plus can identify everyone who bought a widip the past year and print a
mailing label for them. The result is that youretg may get to the customers who are
most interested. You can also find out who hastahdmy coming up and send them an
email.

To view the client database, go to ain Menu and pullFile down toClients.

5 CLIENTS % |
B S| Q| D=8 | @ | e
Close | Print | Find | MNew | Flags | Sort Del Top Bott | Help
Bowse | Detal | Hstoy | Optons |
ﬁ Mustafa Abdulrazul IZZIPOINT P.0.BOx 404 Malindi FENTA :J
[ | |Michelle Aberant 43 Twin Brooks Cres edmonton Alberta 1G] B Canada
[ | |Diana Abi Khalil Dib Aziz, Combosolution LEEAMON
[ ] [waleed KH Abualsaud Anzam Collection Bo|PO Box 61478 Al Gatif 391 SaUDI ARABL
N Ackman Arafina F3E65 Galleria Edina Glel 55435 US4
[ 1 [verardo Acosta Cristo Esperanza De| 5004 West 170th St Mew York MY 10032 UsSa
[ 1 |Brian Zarb Adami Computet Ltd 50 Independence dvenue Mosta MALTA
[ 1 |Lesle Adami Effie Dudley 183 Birch Lane Killington WT 05751 LS4,
L] [Imtiyaz Adamjes HiFin Solutions P.0.Box 81457 Bachuma Street Mombaza KEMYA
[T |Temel Adams T.A.'s Hobbies and || 1122 Wildwood Ave SE Clevland TH 37N LS4
[ [tdark Adams FPC Mellis C54500 Morth Las Wega MY 89036 LS54
L] [James Adams 15 Rice Ave. Easzt Providence| Rl 02914 US4
] el Adams Adams Baldwin 14349 M. Dale Mabry Hwy Tampa FL 33618 US54
] |Kash Adbani Maja Jewels 4062, west Bth Street Loz Angeles A 90014
L1 |Athur). Addie Azbury Window Fac| 1221 Azbury Ave Aszbury Park, MJ 077z LS54
[ ] |adenike Oz |Adegbulu Awia Migeria Ltd, MHIGERIA
1 |Murphy Adeleke Super Tree Corp. | 6856 E astern Awe MW, Ste 30 Wwashington D 20012 LS54
1 |Roger Adking RS, Inc. 189 Mims Dirive El Dorado ARE 1730 LS4
[ | |adian Agard Caribbean Christian | Things Gospel, Beckwith Mall Bridgetown BARBADOS
[ | |Carcline Ager MecBumey Junction | 20528 Frazer Hwy Langley BC Wah4G2
[ | |Radhe Agganmal Beer Brother 117 - 10 Jamaica Ave, Richmond Hill - [NY 11418 USA
(1 |Ravi Kumar Agrawal Precious Gems Co. || Chien Kuo South Road Section 2, Land #322 #3, 6th || Taipei 104 TAlwAN _Y_J
Rren Amvames Dmnb=d Clomm A1IE kA =l mivimm Am HAOD L B (51} ac7oo HIC A
< | 2

47




Print

ey

Cel

Find

RETAIL PLUS FOR WINDOWS 3.0

On the left side of the Browse View window theraisarrow column of check boxes.
These are used to “Flag” client records, which dsléhem to be included in some
operation such as a print job or a bulk deletioecdtds are flagged (or unflagged) by
double clicking on the check box.

Client Window - File Menu

The first pull down menu in the client databasetams the following commands:

¢ Print — There are a variety of printing options:

This Client — Print all the data available on therent client.

Client List — Creates a list of flagged clients w@hiincludes their contact
information.

Envelope — Print the current client's address ataadard COM10 envelope.
You have the option of including the customer nundrel your return address
as well.

Mailing Labels — Print the flagged clients on Av&360 or 8160 address labels
(30 per page).

Shipping Labels — Print the flagged clients on Av@8163 shipping labels (10
per page).

Open Layaways — Print a list of uncompleted layasvay

Reward Points — Print a list of client’s pointstedrby total points earned.

Client Window - Edit Menu

The Edit menu contains the following commands:

¢ Add - Select this to enter a new customer in the da@lNew customers can also
be entered in the POS screen at the time of sale.

¢ Delete— Deletes the current record.

¢ Find — A dialog appears where you can specify whataé for and where to look.
If you are not sure which client record you wanuycan enter the first few
characters of the search target then pres§itie Next button until the right one
comes up.
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¢

Delete Flagged Clients- Delete all the flagged clients. Use it to cleat old data
but be careful — it can do a lot of damage if yoakena mistake.

Client Window - View Menu

The View menu contains the following commands:

¢

All Clients — Restores the screen to a full display of airdi in the database. Use
this if you have previously used the next command.

Flagged Clients— Causes the client window to display only theydied client
records.

Sort Clients — The sort command pops up a dialog box wheredhdfisld can be
chosen from a pick list.

Get Info — Displays a dialog box of status information abte client database
and the computer it is running on.

Open In Ms-Excel —Open the client file in read-only mode in Micros&ixcel.
You can do searches, sorts and print custom repattgou cannot make changes.
If you wish you can save it under another namethadead-only restriction goes
away.

Reset Column Order —Set the browse window columns back to their défaul
order.
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Client Window - Tools Menu

The Tools menu contains the following commands:

¢ Set Flags— Just as you can flag inventory items for a palér function you can

do the same with client records.

FLAG CLIENTS

Ciptions

i+

5 I B B S B T B B

o

Flag All Clients

Unflag All Clients

Flag Clierts Wiho Have Standard Discounts

Flag Clients Who Have Tax Exemptions

Flag Clients Whao Have Active Repeating Charges

Flag Clients With Reward Points Greater Than

Flag Clients Who Have Open Layaways
Flag Clierts Who Have An Email Address

Hag Birthdays From To

Fag By Search " Reverse Exsting Flags

Flag By Search

Search in

AL}

Laoak. faor |

=
~

oK

Cancel

>

There are several pre-programmed flagging optiand,you can customize your own
using theFlag By Searchfeature. For more information on how flagging wejlist

click on the? buttons.

¢ Duplicate Check— Customer numbers are assigned by Retail Plug/doutcan
reassign them at will to conform to your own syst@&mariodically check the client
database for to make sure no errors have been made.

Duplicate numbers can be unintentionally assigmetivo ways: if a user resets
Next Customer Number in the setup screen to a emalimber or it is edited

directly in the customer’s record.

¢ Import Clients — There are several sources you can use to irojemts.

» From A Delimited Data File — This command allowsuyi bring client lists
into Retail Plus from another source. A file diajmgps up where you locate the
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file to be imported. It uses a common data exchéitgéype called a CSV file.
The import field order for client records is:

Field No. / Description / Max Length / Type
First name, 12, Char

Last name, 16, Char

Title, 30, Char

Company, 30, Char

Address Line 1, 30, Char
Address Line 2, 30, Char

City, 18, Char

State/Province, 4, Char
Zip/Postal Code, 10, Char

10. Country, 15, Char

11. Phone, 13, Char

12. Extension, 6, Char

13. Fax, 13, Char

14. Mobile Phone, 13, Char

15. Customer Number, 10, Numeric
16. Email, 100, Char

CoNo AR

The data being imported does not necessarily hawsrtain all these fields.
The only rule is that a double comma must be useddresent any empty field
if it is not the last one.

¢ Export Clients — This command allows you to export the data & ¢hent
database to a standard interchange file formag¢atall comma-delimited data file.
These are sometimes referred to as CSV files (wéii@hds for Comma Separated
Values).

A file dialog pops up where you can supply a nam lacation for the export file.
You will also be asked if you want the first recamdthe export file to contain the
field names. Answer Yes if the program you are etipg to requires this header
record. Please note that only the flagged cliere®aported..

¢ Reindex — This command rebuilds the client file indexese Usif the existing
indexes become corrupted, which can happen if qawd drive is old or has very
little space left. A common symptom of corruptederes is that the system cannot
find a record that you know is there.
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Client Window - Detail Tab

] CLIENTS
& & Q| b= & e dM | 2
Close | Print | Find | Mew | Flags | Sort Del Top Bott | Help
Browse Detail l Histony ] Options ]
First Last
Hame |Ka1ya |ZanrDSSD Phane Numbers
Title | Phone  |604-250-7 796

Campary |Dirty Doggz Bath House

Ext. [

Address 1 [Apt110

Fax ,7

Address 2 |BSD Fiochepoint Dr.

Mobile  |F04-904-7444

City |N0rth “ancauver State |BC
Customer Mo, | THCT31T1
Zip |‘\.-"?H 3A1 Country |
Last Purchaze  |08/29/2011
Cust Type |
Email | ﬂ Last bailing
Web Ste | ﬂ Birthday

53|
a—

The Detail Tab displays the basic information aa@# on each customer. The
Customer Number, Last Purchase Date and Last Madlate fields are automatically
maintained by the system and you do not need ter enéem manually unless some

change is needed.

To enter a new client just click on tiNew button on the Tool Bar and a new, blank

client form will appear.
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Client Window - History Tab

B CLIENTS 52
& | & Q| 0| = 3 M4 M | 2
Close | Print | Find | Mew | Flags | Sort Del Top Bott | Help
Browse ] Detail History l Options ]
|Kalya |Zanmssu |Dirly Doggz Bath House [(‘ |:| ’)’
MARCH 23, 2011 INVE 10621 By STAFF - Acct. No. [2C5244100
Mastercard T
015FRARPWZOS RETRIL PLUS 2.0 SINGLE USER 1.00 369.00T1 369.00 Credit Limit 0
043100063643 SHIPPING HANDLING 1.00 7.00T1 7.00

MASTERCARD AUTHORIZATION T33301 Recuming Charges

Stock Code Of ltem Or Service

| |2
Bill Every
0 [ =
Mext Biling | / /

b ax Billings 0 [ Active

LastBiled | 7/ I=|
Timesz Bilied | 0

Update Clients

Invoices

Quotes ‘ Layaways ‘

The History tab displays a customer's purchaseryisticcount number and credit
limit. It also has buttons used to display the eosr's invoices, price quotes and
layaways.

» Purchase History - This is a standard edit field where you can reatey other
notes you need to keep about the customer.

= Acct. No. - A unique account number is automatically assighy Retail Plus and
it is used to link invoices with customers. If yohange this number be sure the
customer does not have any invoices, quotes owkays on file and you must
make sure the number you assign is unique.

=  Credit Limit - Enter the customer's credit limit. Caution: @miti of zero means
there is no limit to the customer's credit.

* |nvoices, Quotes or Layaways click on the corresponding button to show a list
of such transactions on file for this customer. Witlee list appears just double-
click on the one you want to see more detail.

= Recurring Charges - This allows you to set up repeating invoicingseUit to
charge a client for a product or service everynsetber of days, weeks or months.
You can only set up one recurring charge per client
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» - Stock Code Of Item Or Service - set up the itema gre invoicing for and
enter the stock code here.

- Bill Every - Enter the number of days, weeks @nths between invoices.
- Pick List - Select Days, Weeks or Months.

- Next Billing - Select the first invoicing date.

- Max Billings - Enter the total number of invoiaesjuired.

- Active - Uncheck this to stop the billings, checto start them again.

- Last Billed - The date the last time the clieasweharged.

- Times Billed - The number of times the client Basady been charged.

vV YV ¥V Vv VY V V VY

- Update Clients - Apply this recurring charge ltatee flagged clients.

To create the actual invoices you must run theovathg command regularly as
needed:Point Of Sale/ Clients/ Invoices/ Recurring Charges...

Client Window - Options Tab

B CLIENTS C
& | S| Q| B | =] 2| @ | i | e
Close | Print | Find | New | Flags | Sort Del Top Bott | Help
Browse | Detal | Hitory Options |
Katya Zanrosso Dirty Doggz Bath House .
i = 1 1 L 2 4 iew Photos m ;::] m
Poaint Total | 376.00
Usual Discourt 1 0.00 %
Tax Exemptions | State I~ Local

~ Price Level
* Regular " Level 2  Level 3  Level 4

Ship To Address

IC:'\.Users"-.O\M'ler‘-.Desktop".Pictures‘-.DogJ PG I_@ I |
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The Options tab displays a number of features fanaging the client plus an optional
photograph.

Point Total — If the reward points feature is twros this will show the number of
points accumulated.

Usual Discount - If this client gets a standarccdist on all purchases then enter
the percentage here. The discount can be overrigioiére time of sale.

Tax Exemptions - If the client is exempted from ipgyany of the listed taxes
(where taxes have been set up) then check them Tikese exemptions can be
overridden at the time of sale.

Price Level - If the client normally pays a certgmmice level click on the
corresponding button. If that price is availabler fany given item it will
automatically be applied, otherwise the regulacedtis used. The price level can
also be overridden at the time of sale.

Ship To Address - Enter a ship to address here dnilge billing address is
different from the shipping address.

Photo - This area is reserved for any photos yote hralating to the client. For

example, if you are in the carpentry business yau display a picture of the last
job you did for them. Place the pictures in a folded click on the button next to
the field at the bottom of the tab. This producd8eadialog used to point to the

picture you want. Please note that the picturematelisplayed when browsing the
client database until you click on View Photos.sTprevents the system slowdown
associated with automatic photo displays.
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CHAPTER

Managing
Invoices

Using the Accounts Receivable Database

As sales are made in the POS screen, some or tileaansactions can be placed on

the customer’s account simply by setting the Metd®ayment to “On Account™ at
the time of sale. This produces an invoice thahiged ira file, making it available for
the accounts receivable functions such as paymstatements, re-prints, late charges,
and the receivables report.

To view invoices go to th&ain Menu and pullFile down tolnvoices The first
screen you see isBrowsetab with all the invoices in the system.

B INVOICES £
@ | & | Q | & | = I = % M4 BM ?
Close Print Find Sort Stat Del Head | Penalty | Top Bott Help
Browse ] Detail ] Payment |
FLAG| FIRST HAME LAST NAME COMPANT INWOICE NO DATE TOTAL BALAMCE | LAST PAYMENT| AMOLUNT PAID | ACCOUNT I:I

~ | Debhie Cass Archbishop Maeller High 5 cho 10625|04/03/2006 236.00] 90.0011./28/2010 5.00|CD 1953686

[ ] [Michele L Scheider Sprouts 1209|11/28/2010 25.30 2520/ / 0.00|CD3045873

L] [Mark Aeed Elora Computer Service 11110{071 /2242008 204.75) 100.00| 04A16/2008 204.75| CK1469491

L1 [Mark Reed Elora Computer Service 11158| 0342042008 220,50, 0.00| 04/16/2008 220,50 CK1469491

[ 1 |Edward Lichter Multi-Properties Ihe. 10631 | 04/04/2006 336.00) 0.00] 04/06/2006 336.00|DD7732805

|| |Marc Biower Oshawa Public Libraries 11332|10/16/2008 261.45) 0.00]12/16/2008 261.45|DDBVEIRS7

|| [Sharon Clarke San.Jacinto Girl Soouts 10136|06/04/2003 E7E.75| 0.00|07/03/2003 £76.75| DFEB40373

|| [Pamela Wapne Town OF Midland 10478| 06/06/2005 31672 0.00]11/28/2005 316.72| FF2529455

| | [Celeste Andrews Narthern College 10722|09/07/2006 497.14] 0.00]10/16/2006 497 14| GIG739614

|| [willam Mazon Dave & Adam's Card ‘World 11408|03/10/2003 274.00) 0.00| 04/ /2009 279.00).)C1577606

L] [Ted Rose CherokeeTribal Utilites 10282|03/10/2004 5E9.00] 0.00)05/21/2004 569.00).JC2665129

[ | [RobertJ Ciintje Island Computer Technologies 10494|07/11./2005 E58.80] 0.00)07/11./2005 658 80| KGIE07RI7

L1 [Keith Fretter The lris Patch 11093|1212/2007 278.99) 0.00]12417/2007 276.99|LL14557535

L1 [Andy Cave Extreme Barcode 10639|04/18/2005 222,00, 0.0002/04/2008 0.00|MD5500048

T |andy Cave Extreme Barcode 10640|04/18/2006 376.00] 0.00)02/04/2008 0.00]| MD5500048

L1 andy Cave Extreme Barcode 10651 |04/27 /2006 402.32) 0.0 02/04/2008 0.00]MD5500048

[ 1 |andy Cave Extreme Barcode 10653|04/27/2006 237.54 0.0 02/04/2008 0.00]MDE500048

L | |Andy Cave Extreme Barcode 10659|05/09/2006 222.00) 0.0 02/04/2008 0.00]MDE500048

L | |&ndy Cave Extreme Barcode 10661 |05:11/2006 237.54] 0.00)02/04/2008 0,00 MDE500048

L | |Andy Cave Extreme Barcode 1066E|05:17/2008 481.50] 0.0 02/04/2008 0.00] MDE500048

L1 [Andy Cave Extreme Barcode 10667 | 05/24/2006 246.10) 0.00)02/04/2008 0.00] MDE500048

| [Andy Cave Extreme Barcode 10669|05/30,/2005 410,88 0.00)02/04/2008 0.00{MD5500048

On the left side of the window there is a narrolunom of check boxes. These are
used to “flag” invoices, which selects them to beluded in some operation such as a
print job or a deletion. Invoices are flagged (oflagged) by double clicking on the
check box. There is also a menu and tool bar dedtida the invoice functions. These
are covered on the following pages.

Invoice Window - File Menu

The File menu contains the following commands:
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¢ Print — This command pops up a sub-menu with the follgvaptions:

3 = Current Invoice — Print the current invoice. RetRius will give you an
Print opportunity to preview the invoice before printilhg

= Flagged Invoices — Print all the flagged invoices.

=  Account Statements — Print a statement for theatcbe clients for which there

is at least one flagged invoice. A dialog box appeehere you enter the date
range of the invoices to be included.

2 -

)

» Receivables — This command prints a summary af@h invoices with a non-
zero balance.

Invoice Window - Edit Menu

The Edit menu contains the following commands:

Q ¢ Find Invoice -This command pops up a dialog box that is usedotate an

Find invoice.
[ FIND INVOICE L= ]
Look I | Account Ma, :J Fird M
Lok Far Gt
J Cancel
There are a variety of search fields to choose faonhthe search target is not case
sensitive. If you look for "smith™ or "SMITH", it W still find "Smith". It also
searches from the beginning so "sm" will find "Smitout "mi" will not.
i@ | ¢ Delete Invoice— This command removes the current invoice. Befaheith it
Del because deletion is permanent.
¢+ Delete All Flagged Invoices Delete all the flagged invoices. Be very carefithw
this command because deletion is permanent. Theveay to recover them is to
restore the invoice files from a backup.
¢ | ¢ Invoice Header— This command pops up an edit window where trel@eand
Head footer text for the invoice or sales slip can b&erd. You may enter up to seven
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lines in the header and two lines in the footer.eWlprinted, the fist line in the
header appears in a larger font than the restodliries.

The header and footer text is used to create cdaenpleoices (or sales slips)
that include your business name and other messageaget a customized look try
leaving this window blank and creating your ownaive letterhead with word
processing or graphics software. This allows yowreate something with your
business logo and other effects. You may put yasigh and message in the top
two inches and the bottom inch of a standard pRAget a hundred copies at a time
and then feed it back into your printer every tiyoe need invoices.

Invoice Window - View Menu

The View menu contains the following commands:

All Invoices — Display all the invoices on file.
Flagged Invoices- Display only the flagged invoices.
Non-Zero Balances -Display only the open invoices.

Sort — This command pops up a dialog box used to selsctriing order for the
invoices.

Get Info — Displays the status of your invoice file and yoamputer.

Open In Ms-Excel —Open the invoice file in read-only mode in MicrasBkcel.
You can do searches, sorts and print custom repattgou cannot make changes.
If you wish you can save it under another namethadead-only restriction goes
away.
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Invoice Window - Tools Menu

The Tools menu contains the following commands:

¢ Flag All — Flag all the invoices on file. Use this if yowamt to include all the
invoices in a print or delete operation.

¢+ Unflag All — Unflag all the invoices on file. Use this to makare there are no
flagged invoices in the file.

The Unflag All command should be used regularlynake sure that there are no
invoices that were flagged on a previous occasiuh therefore unintentionally
included in some print or delete operation.

¢ Calc Late Charges— Recalculate the late charges on all overdue aegoif you
have a penalty defined in tis=tupwindow /Options tab.

¢ Reindex— This command rebuilds the invoice file indexeselk if the existing
indexes become corrupted, which can happen if qaud drive is old or has very
little space left. A common symptom of corruptedéares is that the system cannot
find an invoice that you know is there.

Reminder - Invoices are only stored in customer accountsefritethod of payment
was set to "On Account".

Notes About Late Charges

Penalties on overdue accounts are optional anchtmhly interest rate can be entered
in the Retail Plus Setup screen. The system witutate the number of months the

invoice is overdue but you can change this befoir®ipg if necessary. You are only

asked if you want to add the penalty if the invadate is more than the grace period
days behind the current date. The grace periodbeaset in the Setup screen on the
Options tab and is usually 15 or 30 days.

If a partial payment is made on an invoice thatady has a penalty on it the payment
is applied to the penalty first, and the rest ipligl to the balance owing. For this

reason the follow-up invoice with the new balanoesinot show a penalty calculated
from the original invoice date, but rather from thst payment date.

When re-printing an invoice, the same taxes andgesaare applied that were in effect
at the time of the original sale, and this cannet rhodified later. Changing a
customer's tax status does not affect previoughaichinvoices.
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Invoice Window - Details Tab

] INVOICES

& | & | Q| 2| = = | % M4 b ?
Close Print Find Sort Stat Del Head | Penalty | Top Bott Help

Browse Detail lPaﬂ,'rnent]

|Jane |Doe [123 Sunny Lane d__ |
Invaice Mo, | 1296 Date  |08/16/2011 Invoice Tatal | 133.86
Void Invoice Refund Print
Account Mo, [PH2272865 Staff  [STAFF Balance Due 133.86
AWSZ AFRO WOMENS SANDALS M1 1.00 29.95T1 29.95
BLACK & GREEN 8§
0443 DURACELL ULTRZ AR (4 PACK) AR 1.00 4.59T1 4.99
8999 CAMPERS GIFT PACK 1.00 89.00T1 89.00
SUBTOTAL 123.94
STATE 9.92
INVOICE TOTAL 133.86
BALANCE DUE 133.86

The buttons on the Invoice Detail tab are as fadlow

» Void Invoice - This button voids the current inwiand return the balance
owing to zero. Please note that neither the invamethe entry in the client's
purchase history is deleted but a void notice deddo both.

» Refund - Refund any payments made on this invoice.
= Print - Reprint the current invoice.

The fields on the Invoice Detail tab are as follows

Invoice Number - This is automatically assign bg #ystem and you do not normally

have to edit this field. If you do, make sure tt& invoice number you are entering is
unique.

= Account Number - This is automatically assign bg gystem and you do not

normally have to edit this field. If you do, makere that the account number
you are entering is for the client shown.
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= Date - This is the date the invoice was originatiyated.
» Staff - This is the staff member who created thveiice.
» Invoice Total - The total sale with taxes and clearg

= Balance Due - The outstanding amount.

Invoice Window - Payment Tab

R INVOICES =

B | & | Q | & € | % | M4 oM ?
Close Print Find Sort Del Head | Penalty | Top Bott Help

[

it

Bl
-+

Bmwsel Detail  Payment l

|.lane |DIIIE |1 23 Sunny Lane ((‘ [l ’)’
Totals
Balance Due 133.86 Last Payment 0.00 Acct No. |PH2272865
Late Charges 0.00 Payment iy @
' Payment On Account
Cliert Arnount
Bill Te: Jane Doe - Check =
123 Iethod ecl
Anytown CA 12345
USA Date  |08/16/2011 @
Ship Tao: .
Distribute this payment
to the unpaid invoices |
starting with the oldest.

The Invoice Payment tab allows you to apply a pawnie the current invoice or
spread a payment over all the client's open ingoice

=  Amount - Type the amount being paid on the invoitdefaults to the amount
owing.
» Method - Select the method of payment from the patk

= Date - The date of payment defaults to today's Hatecan be back-dated if
necessary.

= Distribute This Payment - Check here if you wantistribute the payment to
all the client's open invoices. Let's say a cliead three invoices with a balance
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due and he gives you a check to be applied thadet Retail Plus will find the
oldest invoice and pay into it. If there is any ragreft over it will find the
next oldest invoice and pay into that one, andrso o
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CHAPTER

Managing
Suppliers

Using The Supplier Database

Maintaining a list of suppliers has several advgesa #hen entering an item mto
inventory, for example, the supplier can be chdsem s pick list. When purchase
orders are created, the name and address of tpesgrn be included.

To view the suppliers go to tidain Menu and pullFile down toSuppliers. The first
screen you see isBrowsewindow of all the suppliers in the system.

& SUPPLIERS 52
& Q2 | & Db LU
Clese | Find | Sert | Print | Mew | Del Top Bott | Help
Browse ] Detail ]
FLAG| FIRST NAME LAST NAME COMPANY #DDRESS 1 ADDRESS 2 CITY STATE /PR..|POSTAL .| COUNTRY
Jack Johnzon Outbound Equipmer|123 Sitka Spruce fve Derwver City co 12345 Usa
Fialand Fobinson & Heath (987 Cedar Road Grand Flapids |M] 56789 US4

On the left side of thBrowsewindow there is a narrow column of check boxes.s€he

are used to “flag” suppliers, which selects therbé¢ancluded in some operation such
as a print job or a bulk deletion. Suppliers argdled (or unflagged) by double
clicking on the check box. There is also a menutantibar for the supplier functions.

These are covered on the following pages.

Supplier Window - File Menu

The File menu contains the following commands:

¢ Print — This command produces a sub-menu with the foligwiptions:
= Current Supplier — Print all the information oreffor the current supplier.

&

e Supplier List — Print a list of suppliers.

» Mailing Labels — Print the flagged supplier addessen Avery #8160 address
labels.
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= Envelope — Print the suppliers name and address atandard COM 10
business envelope. There is an option to includedturn address.

¢ Printer Setup — This pops up the standard printer dialog box.

Supplier Window - Edit Menu

The Edit menu contains the following commands:

¢ Add Supplier — Add a new supplier to the database. The scretomaitically
jumps to Form View with the cursor in the compaayne field.

¢ Delete Supplier— Delete the current supplier.

Del | o Delete Flagged Suppliers- Delete all flagged suppliers. Be careful withisth

command - deletions are permanent.

Q ¢ Find Supplier — This command pops up a dialog box used to loaa@pplier by
company name.

Supplier Window - View Menu

The View menu contains the following commands:

¢ All Supplier — View all suppliers.
¢+ Flagged Suppliers- View only the flagged records.

% ¢ Sort — This command pops up a dialog box used to selscirtang order for the

Sort suppliers.

¢ Get Info — Display some tech information about the supfiierand the computer.
Used mostly for troubleshooting.

¢ Open In Ms-Excel —Open the supplier file in read-only mode in Micrfhdexcel.
You can do searches, sorts and print custom repattgou cannot make changes.
If you wish you can save it under another namethadead-only restriction goes
away.
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¢ Reset Column Order —Set the browse window columns back to their défaul
order.

Supplier Window - Tools Menu

The Tools menu contains the following commands:

¢ Flag All — Flag all the suppliers on file. Use this if yauant to include all the
suppliers in a print or delete operation.

<*

Unflag All — Unflag all the suppliers on file. Use this to raadure there are no
flagged suppliers in the file.

The Unflag All command should be used regularlynake sure that there are no
suppliers that are still flagged from a previousasion and therefore accidentally
included in some print or delete operation.

¢ Duplicate Check— Scan the supplier records to make sure you ddaee any
duplications.

¢ Import Suppliers — This command allows you to bring a list of supgi into
Retail Plus via comma-delimited data files ofteffemed to as a CSV files in
Microsoft literature. Each record simply containd the fields on one line
separated by commas and terminated by a carriagenrd he field order for each
record is:

Field Name Max Length Type
1. Contact First name 12 Char
2. Contact Last name 16 Char
3. Title 30 Char
4. Company 30 Char
5. Addr1) 30 Char
6. Addr2) 30 Char
7. City 18 Char
8. State 4 Char
9. Zip 10 Char
10.Country 15 Char
11.Phone 13 Char
12.Mobile Phone 13 Char
13.Fax 13 Char
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14.Supplier Number 6 Char
15.Email Address 30 Date

The data being imported does not necessarily haeertain all these fields. You
can supply just the first 10 fields if you wish.elranly rule is that a double comma
must be used to represent any empty field befardatst one.

¢ Reindex — This rebuilds the index file associated with gupplier list. Use it if
you suspect that the suppliers are not in the coborler or if the system cannot
find a supplier you know is there.
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CHAPTER

Purchase
Orders

Keeping Inventory In Stock

Purchase orders are used to keep stock on theesh@lkey can be also used to acquire
for customers special items for that are not uguledpt in stock. To access these
functions from the opening menu pkile down toPurchase Orders.

Purchase Order Window - File Menu

New ¢ New- This opens a window with the options for cregamnew PO.
Create A Purchase Order |i|
ltems to consider for this arder How many to onder
{* Al tems stocked from this supplier... (* Blank order
Supplier  [OUTBOUND EQUIPMENT T £ 1 week of gock

® s e (" 2 weeks of stock

(" Customer onders only  Reorder poirt
eorder points

" All tems in the inventory

" Monthly sales...
Ordering for month:

Who to onder from
{* The prefered supplier (the first on the list )
r~

oK Cancel

3 -

You can tell Retail Plus which items to include,esh to order and how to calculate
the order quantities.

The options in each panel are as follows:

Items to consider for this order:

= Allitems stocked from this supplier - Choose aigw from the list box if you
only want one purchase order from a specific seppDtherwise an order will
be created for multiple suppliers and you will geteparate printout for each
one.
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Flagged items only — Use this option if you have-gelected the items you
want to order. You can flag items manually or bgrsh criteria. See mertile
/ Inventory / Tools / Set Flaggor more information on selecting items.

Customer orders only — Use this to create purcheagers for items that have
customer orders.

All items in inventory — Use this to consider yantire stock for reordering.

Who to order from:

The preferred supplier — The purchase orders wildivected to the supplier
which appears at the top of the list. The list iaintained on the item’s
Ordering Tab in theInventory section. This option will produce not one PO
but one for each supplier.

The supplier with the lowest cost - The purchaskes will be directed to the
supplier who shows the lowest cost on the list. Ti$ieis maintained on the
item’s Ordering Tab in the Inventory section. This option will produce not
one PO but one for each supplier encountered.

How many to order:

Whenever you create a purchase order, Retail Hlusuggest an order quantity based
on the formula you choose. The exception, of cqussthe first one:

Blank order — This option creates an order file kghal the order quantities are
either zero or the minimum order quantity wherecspeg. You can simply
review the blank order. When you see an item yountwaipped, change the
order quantity to a number greater than zero. Wjaan print the final order
Retail Plus will automatically omit all items thatu have skipped.

1 Week Of Stock - This orders one week's worthtofls based on a formula
that looks at average sales over the past 3 weeks.

2 Weeks Of Stock - This is the same as above llgrs2 week's worth.

Reorder Points - There are two ways to use thith Bays look at th&®eorder
Point andReorder Quantity fields in your inventory records.

1 - If you have put a number in tieorder Quantity field this orders the
Reorder Quantity whenever th®©nhand quantity falls below th&eorder
Point. Use this to order a fixed amount of stock eacteti

2 - If you leave th&keorder Quantity at zero this orders enough to bring it
back up to théBase StockwhenOnhand falls below theReorder Point
Use this to order a variable amount of stock dependn how much you
have on hand and what you need as your base stock.
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» Monthly Sales — This calculates orders based asdal the same month last
year, the amount of stock on hand, the base stoekthe amount of stock on
order. It relies on the availability of monthly salfigures for last year. Retail
Plus automatically saves monthly sales figuregHercurrent year but you will
have to enter these for last year if you need &this method as soon as you
start working with Retail Plus. Th®lonthly Sales formula orders a large
amount of stock and should be used for suppliers sdnnot ship to you on
short notice.

When you have made your selections clak and you will see a file dialog that

allows you to specify the name and location of phechase order file. The file name
has been suggested for you and is based on a PB@enseguence. Go to the Options
tab on the Setup screen to specify the PO numberegjou want to start.

Please note that you may change the filename butheofile extension (the three
characters after the dot). This must always bethihee-character location code that
Retail Plus uses to tell which orders belong tchdacation. If you change it you will
not be able to open the file from within Retail ®Iu

¢ Open- You will then see a file dialog box that allowswto double-click on the
order you want. After you select an order file fréime items are displayed in the
Browse window.

E] PURCHASE ORDER C:\CAVO28\POS\PO\PO1018.POS 52
& D & B Q8[| =]¢
Close | Open | Mew | Print | Add Del Find | Sort | Flags | Total | Text | Help

Browse ] Detal | Matrix ]

FLAG DESCRIPTION CODE ORDERQTY| GTY RECEIVED IN STOCK SIZE DEPT COST EACH ORDER COST |

|| |AEROWOMENS S&NDALS /52 1.00] 0.00 30.00 CLOTHING 12.000 k]
[v] |CAMPERS GIFT PACK 8333 0.00] 0.00 2200 CAMPING 0.000 oo
\v] |COLUMELS POLO 0318 15.00] 0.00 73.00 CLOTHING 45,000 0o
lv| [COLUMELA WOMENS TEE 0500 1.00] 0.00 70.00 CLOTHING 12,000 0o
Iv] [DURACELL ULTRA AA (4 PACK) 0443 1.00] 0.00 120048 ACCESSORIES 2.200 i
Iv] |GARMIN VISTA GPS OE03 1.00] 0.00 400 ACCESSORIES 350,000 oo
\v| [JANSPORT ROCKIES BACKPACK 0601 1.00] 0.00 21.00 CAMPING 82.000 0o
Iw| [JANSPORT SCOUT BACKPACK. OBOE 1.00] 0.00 10.00 CaMPING £1.000 0o
[v] |KELTY ZEN TENT 0310 1.00] 0.00 E.00 CaMPING 77.000 on
[v] |LCCROSS TRAIMER 1658 1.00] 0.0o 41.00 CLOTHING 91.000 oo
|v| |MOUNTAIN FREEZE DRIED CHILI 2000 50.00] 0.00 E7.00[1LE CAMPING 4.100 0o
lv| |PACKERS PANCAKE MIX 2301 1.00] 0.00 77.00[1LE CaMPING 2150 0o
Iv] |PACKERS PANCAKE MIX CASE 8302 1.00] 0.00 16.00[1LE CaMPING 25,800 [l
lv] |POLAR BEAR WINTER BOOT 0701 1.00] 0.00 23.00 CLOTHING 5E.000 oo
\v| |POWERBAR 2344 1.00] 0.00 34.00[E0GM  |CAMPING 0,650 0o
lv| |POWERBAR CASE 2345 1.00] 0.00 1200/E0GM | CAMPING 7.800 0o
[v| |SERVICE & REPAIRS SER 0.00] 0.00 100.00{1 HR SERVICE 0.000 on
[v] |5ILva RANGER COMPASS 1204 1.00] 0.0o 12.00 ACCESSORIES 22000 oo
lv] |SILvA SPORTSMAN 4-IN-OME 1408 1.00] 0.00 1200 ACCESSORIES 2.250 [
Iw| [SUNLOTION - BALI BALM 0454 1.00] 0.00 4.00 ACCESSORIES 4.500 0o
w] [TEST 123 0.00] 0.00 0.00 0.000 0o
¥l |TIMEX REEF GEAR WATCH 1407 1.00] 0.00 14.00 ACCESSORIES 16.000 0o
= \ann:rD TUIEE ACKAY WAIEE mon T o | EET ArrCECnDice Tannn n»

This window supplies you with the information yoeemd to make a judgement about
the quantities being ordered and gives you an appity to adjust them. You
normally need to edit the order quantity column aedasionally the Case Quantity
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column. If any of the other fields need to be cleghiy should be done in the inventory
file, not in the order file.

<<=
g

The most important columns displayed when reviewangurchase order are as
follows:

Flag — The first column has no heading butBatbwse screens in Retail Plus
have one. It is used to flag items that are todexlun various operations. Just
click on this column to flag and unflag an item.

Order Qty - The number of items or packages beirdgred. If theCase
guantity is 1, this is the number of items. If tBasequantity is more than 1,
this is the number of cases or packages, not thibauof items being ordered.
Note that the ordering formula rounds this off he nhearest full case but you
can change this to a split case if you wish. Faneple, if the case quantity is
12 and you order 1.5 then your PO will show one ahdlf cases (18 items).

Case Qty - The number of items that the suppligrssim one package. This is
the sameCase Qtyfield as the one in the inventory window.Gase Qtyis
greater than 1 the order is rounded off to the estdull case and th@©rder
Qty column shows the number of cases being orderedhemumber of items.

Cost Each - What you pay the supplier for one item.

Order Cost - The result of multiplyin@rder Qty timesCase QtytimesCost
Each.

Qty Recvd — How many you got in the shipment.
In Stock — How many you had on hand when the ondergenerated.
On Order — How many you already have on orderugholg back orders.

Minimum Stock - The quantity shown in the inventoegords as the minimum
shelf quantity. This is also referred to as BaselSt

Reorder Point - The re-order point as shown in youentory records.
Reorder Qty - The re-order quantity as shown inryoventory records.

Back Orders — How many you need to fill currenttooser orders.

You can remove an item from the order simply bynduag theOrder Qty field to
zero. Items with an order quantity of zero will &ecluded when you print the final

ﬁﬂ ? order.
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¢ Delete— Get rid of some old PO files.

¢ Post Order — Once you have finished creating a PO, printeghd sent it to the
supplier you can use this command to update @Gme Order fields in your
inventory records. It adds the order quantity ®@m Order field and updates the
Order Date field for each item. Usually you do not run theavamand until you are
sure your PO is final and ready to send.

¢ Post Shipment- When a shipment arrives that is associated avipluirchase order
you can update your inventory records quickly. Briyour packing slip to the
computer and go down the column titl&ty Recvd. Check this against the
packing slips and correct th@ty Recvd where it does not match the actual
number received. The default number in @iy Recvd column is the same as the
Order Qty with one difference. Where items were ordered hmy tase th&ty
Recvd column shows the number if pieces, not the nuroberses. For example,
if the purchase order shows @nder Qty of 8 and &Case Qtyof 12, then th&ty
Recvdcolumn will show 96.

When you have finished checking thf@ty Recvd column select thePost
Shipment command to update the Stock, Last CostandAvg Costfigures. You
will have the following options:

| Enter PO As A Shipment |i

[ Flag these items for printing labels ar
a report of items received.

[ Unflag all the previously flagged itemns
[ Mo back orders for short-shipped items.

[ &dd shipping costs to these items

T atal costs to add:

I—
oK | Cancel |

* J

» Flag these items for printing — Select this if wdrg new items flagged as the
inventory is updated. This allows you to see whieims were received and to
print labels for them.

» Unflag all the previously flagged items — If youles#ed the previous option
then you would probably select this one too unkgss are receiving several
shipments and need to print labels for all of them.
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= Add shipping costs to these items — Select thy®if know the shipping costs
and want Retail Plus to calculate them intoAlg Costof the item.

» Total costs to add — Enter the entire cost of shgpso it can be distributed
across all the items received and calculated moAvg Cost In practice, you
can enter any costs you wish, not just the shipposy.

¢ Print — Where there is more than one supplier on a @setorder the print
function will split them up into suppliers so yoarcsend the right order to the right
supplier. There are also other print options devis:

sy et | e

{ PO Pant Cptions |_

| Print zupplier's address
| Print the supplier's stock code

[ Frint the PO header text

Cancel

7] ok |

LS A

= Print supplier’s address — Put the suppliers mgididdress at the top of the PO.

= Print the supplier's stock code — On the printedieoy substitute the supplier’s
stock code for your own where it is available. Ire tinventory records the
supplier’s stock code is entered as the re-orderoeu.

= Print the PO Header text — This allows you to amlthes standard text to the top
of your PO’s such as delivery instructions or ctiods for placing the order.
To create a PO Header, pull tBdit menu down t&?O Header Text

You may be wondering why an order is not automigigaosted to the inventory file
when it is printed. Consider this situation: sagpttlyou need to prepare December
orders in August to make sure you have enough dtarckhristmas. You create the
order, print it, and send it off to the supplieheTsupplier can now make sure there has
enough stock in December to fill your Christmasewordf you post this order to your
inventory in August, the orders you generate foptSmber, October and November
will be too small because the data shows a largeuaimof stock already on order.
Those orders will be correct only if you to post thecember order after those for the
preceding months.
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Purchase Order Window - Edit Menu

The Edit menu contains the following commands:

¢

Add Item — This command pops up a pick list where you cemate an item and
add it to the order.

Delete Item— Items with an order quantity of zero are omitftesn the final order
when it is printed. You do not normally have toetelthem, but if you want them
removed, this command will do it.

Delete Flagged Items— This command will remove all items that have been
flagged.

Add PO Header— This pops up a window where you can enter aniytteat you
want to appear at the top of the printed ordersTan be delivery instructions, PO
numbers etc.

Find Item _— This command pops up a dialog box that helpsfiyalan item.

Purchase Order Window - View Menu

The View menu contains the following commands:

14

14

View All Items — Select this to view all items on the order.

View Flagged Items Only— Select this to view only the flagged items oe th
order.

Sort — Select a sorting order for the PO.

Open In Ms-Excel —Open the order in read-only mode in Microsoft Exdédu
can do searches, sorts and print custom reportydautcannot make changes. If
you wish you can save it under another name ande@-only restriction goes
away.

Get Info — Display systems information about the currentd®@ your computer.
This is usually used for troubleshooting.
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Purchase Order Window - Tools Menu

The Tools menu contains the following commands:

14

14

14

Set Flags- Flag all the items from one supplier.

Recalculate Order Costs— If you change an order quantity, pack quantity or
wholesale price, then you can use this commangdate theDrder Costcolumn.

Export - This pops up a file dialog that allows you tteséa name and destination
for the output file. The file will contain the flggd items in comma-delimited
format, which can be imported into many differeypes of programs such as MS-
Excel and MS-Access as a CSV file (comma sepanaikeEs). You can use this to
further process the orders according to your nesks preferences.The exported
fields are Order Quantity, Stock Code, Item, SRack, Dept, Supplier, Reorder
Number. The last one is usually the supplier'skstmde and may be the same as
your stock code (makes life easier if it is). Thed names will appear in the first
line of the export file.

QuickBooks —Transfer the cost of this order to QuickBooks actsypayable.

If you have created an order that contains iteims fmore than one supplier you can
limit the scope of your editing and printing to aswplier at a time. To do this pull the
Tools menu down tset Flagsand use th&lag By Searchfeature to tag the a chosen
supplier. Then pull th¥iew menu down td/iew Flagged ltems
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PURCHASE ORDER WINDOW - DETAIL TAB

A.] PURCHASE ORDER C:\CAVO28\POS\PO\PO1018.POS =]
e = b | & Q| &l |i=|=| =] 1
Close | Open | Mew | Print | Add Del Find | Sort | Flags | Total | Text | Help
Browse Detail l Matrix ]
[AERD WOMENS SANDALS [AwWS32 | <C ||l >> |
SUPPLIER REORDER NUMBER | COST MIN ORDER |
ROBINSOM & HEATH 036557 12.00 1.00 A
Remove
OnOrder [ 0.00 In Stock [ 30.00 Minimum Stock | 0 Eromote
Last Cost 12.000 Last Shipmert 0.00 Reorder Poirt 0
Demote
Cust Orders 0.00 Date Receivd | / / Reorder Gty 0

Order Quantity 1.00

While editing purchase orders the Detail tab ishmu can get some details about an
item to help you decide how much and from whichpdiep to order. The fields are as
follows:

= Supplier - This list contains the suppliers avddator this item. It is usually
kept in order of preference and when the PO islified the item will be
ordered from the one you have put at the top. Tuteohs on the lower right
relate to this list and are used as follows:

» Add - Choose a supplier from the pick list and add the preferred list for this
item.

= Remove - Take the selected supplier off the lisiuYan select one just by
clicking on it.

» Promote - Move the selected supplier up the list.

= Demote - Move the selected supplier down the list.
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The rest of the fields are duplicates of the datthe inventory files and are included
for reference to help you decide how much to ordée following two fields are
exceptions to note:

» Cust Orders - Also for reference - this is the diiyafor which you have taken
customer orders.

» Order Quantity - If you have chosen an orderingniagla when you created the

PO this shows the quantity the system has suggeStedr a number only if
you wish to change it. To take an item off the oslmply set this field to zero.

PURCHASE ORDER WINDOW - MATRIX TAB

& PURCHASE ORDER CACAVO28\POS\PO\PO1018.POS =2
e = | 0O & Q|&l|=|=| =] 2
Close | Open | Mew | Print | Add Del Find | Sort | Flags | Total | Text | Help
Browse ] Detail Matrix l
[AERD WOMENS SANDALS [AWS2 d)
Order Qty Color Size
2.00 Black & Green &
6.00 Black & Green 9
3.00 Black & Green 10
5.00 Black & Grey 8
3.00 Black & Gray 9
5.00 Black & Grey 10

Order Quantity 1.00 Save Changes

If the item you are ordering is a matrix item yolill want to specify an order quantity
for each detail (color, size, style etc.) in thetnraJust highlight each one in turn on
the Matrix tab, enter an order quantity in the &éid to the right of the list and press
Save Changes
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CHAPTER

Managing
Sales Staff

Working With Staff Hours And Commissions

Data about staff hours and commissions is colleate ths point-of-sals scrsen as
business is conducted at the sales counter. Ke¢@iok) ¢f commissions requires that
all staff enter an ID before each sale. Keepingktraf Fours recuires that they also
clock in and clock out. Both of these features dépen having a staff ID for each
employee, which can be entered in tBetup window on theUsers Tah Sales
commissions on can be set up in ineentory screen on th8ales Tab

The staff commissions and hours can be accessedtfre opening menu by pulling
File down toSales Staff A window appears where the information can benta&ed
and reported.

B.| SALES STAFF HOURS AMD COMMISSIONS &3

_— TRIAL USER -
From Date To Date Clock In || Clock Out Hours Sales Commissions TRIAL LEER

TRIAL LISER
TRIAL LISER
TRIAL LISER
TRIAL USER v

Select & User

Show Date Range |

Show All

Delete Line

Recalc Hours

Beport

|
|
Delete All |
|
|
Exit |

To view the data available on any staff member g¢lisk on the member’'s name. The
options available on this window work as follows:

¢ Show Date Range- View only the data that occurs between two gigates for
the current staff member.
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¢ Show All— View all available data. This just removes theeddter applied by the
above command.

¢ Delete Line— Remove the highlighted line from the table.
¢ Delete All- Clear the entire table for the current staff memb

¢ Recalc Hours— Use this to recalculate thdours column after changing any
Clock In andClock Out times.

¢ Report— Print a hard copy report with total hours and oussions.
¢ Exit — Close the window and return to the opening menu.
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CHAPTER

Configuration &
Preferences

Choosing Program Defaults And Options

Retail Plus offers considerable flexibility througiptions affecting how the system
works for you. To access these options go toMae Memu angl pull Tools dowi to
Setup The setup screen is arranged in tabbed sectofud ows:

Taxes Tab

The Business ID section is where you identify ybusiness. The address can be used
on purchase orders or for the return address @pisig labels and envelopes.

The Tax Setup section is where you can identifyrthmes and rates of the sales taxes
in your area:

» Taxation Type - Seledfax Inclusive if your taxes are normally included in the
sticker price and ax Exclusiveif they are not.

» Tax Registration Number - Enter your tax registratinumber if you are
required to print it on your invoices and salepssli

» Tax 1 Name - Enter the name of a sales tax thdiesgp your area.

» Tax 1 Rate - Enter the percentage amount of Tag.laitax of five percent is
entered as 5.000 not .05.

» Tax 2 Name - Enter the name of a second sales tax.
» Tax 2 Rate - Enter the percentage amount of Tax 2.

» Tax 2 Compound - Select this if Tax 1 is includedhe calculation of Tax 2.
Normally sales taxes are not themselves taxableubfortunately there are
still some areas where merchants are required thislo
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¢ POS Tab

The point of sale system is flexible in many detaf how sales are handled. The
options are:

*» Go To POS On Startup — When Retail Plus is laundheodots straight into the
point of sale screen rather than going to the ogemenu.

» Staff May Discount - Allow sales staff with an assdevel less than three to
give discounts. Otherwise, only personnel with leteee or four access can
give them. This does not apply if the password iregoent is not turned on. In
that case everyone is automatically given levet fmcess.

» Allow Tax Over Ride - Allow sales staff to over-eidhe default taxes on any
given item. When items are entered into inventdrgytcan be identified as
taxable or non-taxable. This can be over-riddethattime of sale, but only if
this option is selected. That means sales stafbldoeved to exempt a customer
from a tax that is usually charged, or apply taxatoitem that is not usually
taxed.

» Print Client Name On Sales Slip - Print the clisribrmation on the sales slip
when it is available. This is available on 40 coftusales slips only. See Printer
Output below.

= Carry Over City, State, And Zip - Select this if sh@f your customers are in
the same town or neighbourhood. It eliminates r@avio re-enter this
information for every customer.

= Print Credit Card Signature Line - Print the staddaessage and signature line
on the sales slip for credit card sales.

= Show Total Margin On Transaction — This is usedulretailers who negotiate
prices in package deals. It allows you to make $fueetransaction as a whole
remains profitable.

= Allow Item List Edit — Let the sales staff type astdirectly in the invoice. This
allows you to grab the mouse, click on the end rof axisting line and hit
Enter. You then get a new edit line where you dart $yping anything and as
much as you wish. The resulting text goes on th@iae and becomes a
permanent part of the client’s purchase history.

» Fast Scan Mode - Enable uninterrupted bar codensggnNormally an Item
Detail window appears on the POS screen when guéach item on a sale.
This window allows you to change the item's qugnptice or discount. If you
turn on Fast Scan Mode then the Item Detail wind®wuppressed, requiring
fewer keystrokes per customer. If you still wansée the Item Detail window
for any given item you can pre3®etail just before ringing it up. This makes
scanning sales with a barcode reader easy becausdoynot have to hit any
keys between items.
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Auto Save Sales - Select this to have the salesnardtory data automatically
updated when the sales slip is printed. Otherwigergust pres8 Saveto save
the sale. When this option is turned on fewer kests are needed to make a
sale.

Scan Random Weight Barcodes - Enable processingaofiom weight
barcodes.

Confirm Before Saving Sales - Select this to askshlesperson to confirm that
a transaction is finished before saving it. Thisvas the user to an additional
chance to check the transaction before completing i

Use RMA on Returned Items — Require and track RetlirMerchandise
Authorizations either for items clients return e tstore or items you return to
the supplier.

Credit & Debit Card Approvals - Seledse X-Chargeif you have installed the
X-Charge software. Please see Appendix P for mef@mation about this
setup.

QuickBooks Version - Set the radio button to yoourttry version and use the
file dialog to point at your QuickBooks companefiQuickBooks should be
closed when you do this. See Appendix Q for motaildeon this setup.

Default Method Of Payment - This is the method afmpent that will be
applied to all sales by default unless some othethad is chosen.

POS Station ID - This should be a unique, threé digmber between 001 and
999. It is used to identify a particular computdran Retail Plus is used on a
network.

Printers Tab

This is for the location of invoice and receiptnpers and the commands used to
control the output style, tape cutter and ribbolowo

The fields are as follows:

Invoice Printer — Select a page printer from tis¢ dif installed printers. This
would normally be an inkjet or laser printer thegates full page invoices.

Receipt Printer — Select a receipt printer fromlisteof installed printers. This
would normally be a dedicated point of sale printleat creates standard
receipts on paper tape.

Setup Command - Enter the control string (if army¥énd to the printer before
printing a receipt. For most receipt printers magieEpson and Star (the most
popular ones) no setup command is needed.
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= Cutter Command - Enter the control string (if athgt activates the tape cutter
on the sales slip printer. The Epson cutter comm&2d,105. For Star printers
itis 27,100,48.

» Printer Qutput - Select the radio button that dessrthe POS printer output
you want. Invoices contain the most detail. A 4040t sales slip shows item
names as well as stock codes, and 20-column dgissshow only the stock
codes. Printer output can be selected on the P@®rsas well. If you select
Invoices you must

» Red Command - If your slip printer supports twoocoprinting enter the
control string that selects the red ribbon for #here name and address. The
Epson red command is 27,114,49.

= Black Command - If your slip printer supports twolar printing, enter the
control string that selects the black ribbon. Thesdh black command is
27,114 ,48.

» Print Signature Copy On Credit Card Sales - Sdtlestif you need to print a
signature copy on credit card sales. This is ugueléd in combination with the
Credit Card Signature Line option in section 1.

» Page Eject After Print - Select this if you wanpage eject sent to the printer
after printing an invoice or sales slip. Usuallysthwill be applied to slip
printers only. Note that there are some slip prgitkat ignore eject commands.

» Default Invoice Or Sales Slip Copies - Select thmber of copies to print. The
number printed can always be changed at the timsalef but it will default
back to this number.

= Label Printer Setup - Select the printer languamer yabel printer works with
and select the printer name on the pulldown list.

» Invoice Header Text - Enter the store name, addaedsphone number in the
header text window and your thank you messagearfdbter text window. be
sure to press Save Text when you are done.

Hardware Tab
This section is used only if you have a cash drawepole display connected to the
computer.
Cash Drawer

Cash Drawers come in two basic types - those thiahect to a serial port and those
that connect to the back of the receipt printee (tiost popular option). In both cases
you will need to supply the trigger command anddbenection port.
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» Trigger Command - Enter the cash drawer triggedenimal ASCII form. If
you have a drawer connected to a serial port tlag be O (zero) or 65. If you
have a drawer connected to the back of the repeipter the trigger command
will be either Epson compatible (27,112,0,50,250%tar compatible (07).

= Connection Port - Select the port the drawer imeoted to. If it is connected
to the back of the receipt printer then this wélthe same port as the printer.

» Trigger Repeat Count - Select the number of tinoesepeat the trigger. If it
doesn't open on 1 set this to two. Some serialgrawers may need more.

» Open Cash Drawer When Printing - Select this if yeant the drawer to pop
when the sale is printed.

Pole Display

Retail Plus supports the popular Logic Controls B@Bserial pole display, the Logic
Controls LD 9000 or any work-alike unit. The setajps as follows:

= Use Pole Display - Select this if a serial polepliig is connected. Before
enabling the pole display in Retail Plus, pleas&emsure you have tested the
unit's operation according to instructions in ti¥3P00 Serial manual.

= Connection Port - Select the port to which the pidplay is attached.

» Scrolling Idle Message - Enter a scrolling messtgée displayed between
sales, such as "Ask About Our Special On Spaceeltavhe line is restricted
to 45 characters in length and will appear on its line of the display.

» Fixed Idle Message - Enter a fixed message to §@alied between sales, such
as "Aliens R Us". The line is restricted to 19 euders in length, including
spaces, and will appear on the second line of is@ay.

Pinpad

Retail Plus supports the pinpads supplied by theclnamt services company for your
card transactions. Make sure you have installecclieat software supplied by them
and followed the setup instructions. See AppendixnPthe manual for more

information.

Scale Settings

Retail Plus has been tested with the Mettler-Tol®ilea model. It is an excellent
choice for economy and durability. If you buy artiier scale make sure you can test it
before committing to it. When you buy a scale maliee you get the serial cable that
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goes with it. Many require a nine pin null moderbleahat is hard to find in a regular
computer shop.

» Use Weigh Scale - Select this if a serial scatmected. Before enabling the
scale in Retail Plus, please make sure you havedtghe unit's operation
according to instructions in the scale’s manual.

» Serial Communications Type — Select the one yoe laativated on the scale.

= Get Weight — After reading the instructions for 8wle enter the character to
send that will cause it to respond with the weidiotr: the Mettler-Toledo Viva
itis “W”.

= Zero Scale — After reading the instructions for fitale enter the character to
send that will cause the scale to return to zeooilre Mettler-Toledo Viva it is
“ZH.

¢ Users Tab

You can add security to the use of Retail Plusaarybusiness by setting up user passwords
and assigning access levels. WARNING: BE SURE ALWAYO HAVE A LEVEL 4
PASSWORD FOT THE SYSTEM ADMINISTRATOR. OTHERWISE YOMAY BE
LOCKED OUT OF THE SETUP SCREEN.

The setup options are as follows:

» Require Passwords And Assign Access Levels - Fangassword entry to get
into the system or to change your own password.

= Require Supervisor Password for Voiding Sales c&a level 3 password
entry before the system will void a sale. That nsesales staff will have to
have a supervisor on hand in order to void a sale.

» Track Staff Sales Or Commissions - Force a passwefaore every sale so the
system can identify the sales person and tag tieire onto the transaction.
This is important where you need to keep trackvefygone's sales totals, and is
essential if you need to know who conducted angmitransaction (which can
be seen on the Itemized Sales Log).

» Use Employee Time Clock - Turn on the Clock In 8¢kt Out feature to track
staff hours. Using this feature means you shousd aise the one above to
prevent staff from making a sale without clocking i

84



RETAIL PLUS FOR WINDOWS 3.0

= Enable POS Trainee Mode - Select this if you wantaliow a trainee to
practice checkouts without posting any sales. dogtr “trainee" at the POS
password ID prompt.

= Add User - When you push this button a blank lippears at the top of the
user list. Just fill in the blanks, assigning a ékebetween 1 and 4. The levels
assign access rights as follows:

1. Can make sales in the POS screen only. Assignamew staff that have
been given a basic orientation to the Retail Phiatpf sale functions.

2. Can make additions and changes in the variolabdse screens but can't
delete anything or authorize voided sales.

3. Can perform all functions except create & deleters or assign access
levels. Also cannot change any program setups &igamations.

4. Can perform all functions without restriction.

There is a fifth access level for trainees. If aspa logs into Retail Plus
using password "Trainee" they will be assigned @ress level of O (zero).
This means he or she can access the POS scregmaatide making sales
but nothing will be saved.

= Delete User - Remove the highlighted user fronligie

There are two ways to invoke the password requinénighe first is to select the
D? Require Passwordscheckbox, which forces a password on start-up. Sdwend is to
f select theTrack Staff Sales Or Commissionscheckbox, which forces the user to
enter his or her password before every sale. Ssjptioth Track Staff Sales Or
Commissions and Go To POS On Start-up effectively turns on the password
requirement (and the resulting access levelshi®entire system.

. Options Tab
This tab contains a set of optional configuratiaadollows:

Assigned Numbers

» Next Customer Number - This number that will beigiesd to the next new
customer. If you want all your customer numbersbé the same length start
counting at 10000.
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Next Invoice Number - This is the number that Wil assigned to the next invoice
or sales transaction.

Next Purchase Order Number - This is the numbeniiibbe assigned to next PO
generated by the system.

Next RMA Number - This is the number that will besined to next Returned
Merchandise Authorization generated by the system.

Gift Cards Maximum Value — Set the highest valust tan be assigned to a gift
card. Please see Appendix for more information.

Bonus Points Setup

The bonus points system is a feature that youwanaoin and off. It is meant to provide
the means to set up a rewards program for yourdaessbmers by giving them bonus
points with every purchase. This qualifies them #rdiscount when they have
accumulated enough points. The number of pointsstomer has is displayed on the
POS screen at the end of the Bill To field. Theigeiptions are:

Use Bonus Points System - Turn on the bonus psystem.

Print Points On Sales Slips - Show the points ehamethe customer's invoices and
sales slips.

Points Per Dollar - Enter the number of bonus oiné customers will receive for
every dollar they spend (before taxes and chardfeg)u enter 1 they will get one

point per dollar. If you enter 0.10 they must spéen dollars to get one point.
Points are still awarded on sales that containodisted items but not on sales
where there is already a discount on the subtotal.

Minimum Required - Enter the number of points ateoeer needs to qualify for a
reward (discount) on their next purchase. The gomtustomer has accumulated
will be displayed on the screen at the end of the tontaining the Customer
Number. When that number reaches Mieimum Required you will be notified
the next time they make a purchase, and they caidele/hether to use the reward
now or let the points keep adding up. If a bonumtp@ward is taken on a given
sale, the customer's point total is decreased &éysdme number as tivinimum
Required. For example, if the minimum is 500 and the cugtoims 600 points,
they will have 100 points left after they take threward. If a customer returns an
item the point total is reduced again.

Percent Discount Rewards - Select this to give rdsvaas a discount on the
subtotal of a sale. Enter the percentage discdwattcdustomers will receive when
they have enough points to qualify.

Fixed Discount Rewards - Select this to give rewas a fixed amount credited to
the customer on a sale. Enter the amount creditétetsale when the customer has
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enough points to qualify. If both the Percent Disat and the Fixed Discount are
selected the customer's reward is calculated asreeptage discount up to a
maximum of the amount shown in the Fixed Discotot. example, if the Percent
Discount is set to 10 and the Fixed Discount is@&0, then the reward is a 10%
discount up to a maximum of 20 dollars. In ordar docustomer to qualify for a

reward two conditions must be satisfied: the custormust have earned the
minimum required bonus points and there cannotdiyrdbe a discount applied to
the subtotal of the sale.

Overdue Interest Charges

» Interest Rate Per Month - Enter the monthly penatg on overdue accounts.
This is usually in the area of 1% to 1.5%.

» Grace Period - Enter the number of days afterrtheice date when the penalty
begins. This is usually 30, 60 or 90 days.

Other

* Minimum Tender - Enter the smallest coin availafdle payment. For most
countries this will be .01 (a penny) but this canchanged here.

» Use UK Date Format - Select this if you prefer ai8n style date format i.e.
MM/DD/YYYY instead of DD/MM/YYYY.
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CHAPTER

Backup, Restore
And Rebuild

Redundancy, Recovery And Fixing Files

Crashes, floods, fires and even computer tthappen, but they always happen to
someone else...

In the world of computers, redundancy refers to imgkcopies of your work for
safekeeping. Nowhere is redundancy so importaninathe computer world. The
guestion is not “will my disk drive fail?” but rag¢h “when will it fail?”, and when it
does, having a fresh backup saves much heartache.

You should always keep backup copies of your dBtas is also important if you are
about to delete a lot of records which you thinkiyaon't need any more because it
allows you to go back if you have to.

Files should also be copied to a backup deviceséde keeping. See the Windows
Backup utility under Programs / Accessories / Syst@ols. If you use your computer
every day for business transactions you MUST havapa drive, CD, Zip Drive or
other easy means to make regular backups.

If you do not want to back up all files just chebk ones you want and click OK. This
allows you to use a different floppy disk for eaxgtion when the whole set is too big
to fit on one disk. It also makes it easier ane@ised move data between computers by
limiting the type of data transferred.

Rotating Backups - Some users back up to a diftddder each day of the week by
creating five folders labelled "Mon, Tue, Wens"...ef&t the end of each day they
create a backup in the appropriate folder. Thisnadlthem the option to roll back their
data to a previous date.

N.B. - Please note that the Backup command can ordyfiges that are in the folder
for the active location. If you have more than aneentory you will have to select it to
back it up.
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AVOIDING DATA Loss

There are steps you can take to minimize the clsanic®sing data. The most effective
are:

* Use the drive maintenance programs weekly. Theyfeuad in the Windows
Accessories program group and are called ScandndiDisk Defragmenter.

» Get any virus-scanning program. This is importérihé computer is exposed to
floppy disks that people bring in from home or athasinesses.

* Avoid old equipment. Do not use any drives that m@re than four years old.
Upgrading a disk drive is no longer expensive.

* Never turn the power off while Retail Plus (or avther program) is still loaded.
Always use normal Windows shutdown procedures.

* Uneven or “dirty” power can destroy a hard drivesela quality surge protector on
the computer's power supply. Beware of inexpengeger bars that claim to
incorporate surge protection because they are slevy to react to a surge. If you
have a network server get an uninteruptible powpply for it.

* Avoid sharing a single-user program with anothearus/er a network. Databases
such as Retail Plus should never be shared untessntilti-user functions are
enabled.

The most effective protection against file corraptiand equipment failure is to
make backups a priority. Ideally it should be imsmne’s job description to make sure
that regular backups are made, and that at le@sbaokup is stored off site. This is
important because a fresh backup does not helpfybis burned in the same fire as
your computer, or stolen along with the computet tape drive.

In cases where you have a small inventory (L00O@sSter less) Retail Plus can
write the backup to a floppy disk. Otherwise ReRdils creates a backup file set that
can be written to tape or floppy disks using angkio@ program. If you have not
checked it out, see the Windows Backup prograrhenAccessories program group.
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TooLs MENU - BAckuP COMMAND

Making a complete backup file set is easy.
fﬂ ? 1. Go to theMain Menu; pull Tools down toBackup/Rebuild.
2. A dialog box appears; accept the default settirygslibking OK .

3. A file dialog appears; double-click on the foldelneve you want the backup, then
click OK.

That's all there is!

BACKUP AND RESTORE |i|

Action
* Backup
" Restare

" Rebuid

Files
[ Sales And Inventary Files
[ Client And Supplier Files
[ Invaoice Files
[ Sales / Order Logs
[ Setup / Staff Files

W Al The Above

oK | Close |

The backup dialog box has several uses. Therehase types of operations and
they can be applied to six different file options.

The operations are:

¢ Backup — Create a backup file set. If you do not warttdok up all files just check
the ones you want and cli€dK . This allows you to use a different floppy disk fo
each option when the whole set is too big to fitome disk. It also makes it easier
and safer to move data between computers by lighitie type of data transferred.

Some users keep a different backup for each dayphefweek by creating five
folders labelled “Mon, Tue, Wens”...etc. At the enfleach day they create a
backup file set in the appropriate folder. Thioak them the option to roll back
their data to a previous date.
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¢ Restore — Restore from existing backup files. A standatd flialog appears.
Double-click on any one of the files you want restband, if more than one file is
required, they will all be copied. The Restore caandhcan be used to move data
files from one machine to another or to roll badok tlata to a previous daRlease
note: You have an option to backup and restore the igordtion files (this
includes Setup.dbf and Plus20.ini). On a netwoekdhare universal configurations
that apply to all workstations (Setup.dbf) and la@anfigurations that apply only
to the workstation you are on (Plus20.ini). If yae restoring files on a network
server you must go to all workstations and cheekShtup screen to make sure the
settings are correct.

¢ Rebuild — This command is used to rebuild damaged filedaiR®Ius relies
heavily on index files to sort and locate inforroati These files are constantly
being read from and written to. In all databasegmms the index files
occasionally get corrupted. A symptom of this i$ being able to find something
you know is there or failing to get the sorting@rgou asked for.

The Rebuild option not only creates new indexealsb makes a clean copy of the
data files. If the data files are corrupted thi®gmss may or may not help,
depending on the extent of the damage.
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Internet
Communications

CHAPTER

Transmitting And Receiving Information

There are a number of features in Retail Plustake advantage of the fact that vou no
longer need to be a major retail chain in ordeafiord compuiter links between yvour
stores. This is done by putting an internet hoan each store and pointing Retail Plus

to the disk space usually provided free of chargéhle same service that hosts your
web site. Communications through this space is dom€ile Transfer Protocol (FTP).
The Retail Plus functions that can work this wastude:

Sales Logs You can post your itemized sales log or view ¢ho$ any other
stores. If you wish, the logs can be read into M®&eE or MS-Access for
further processing at head office.

Stock Levels- You can post your stock levels or view thosarmy other store.
If you wish, the levels can be read into MS-ExcelMS-Access for further
processing at head office.

Stock Transfers - Send stock to other stores or from the warehdastne
stores. The inventory files at each location carupeated without doing any
more data entry.

Stock Updates- Send inventory adds and changes to other stréem the
warehouse to the stores. This ensures that everg@adling the same stock for
the same price and calling it by the same name.

Generic File Transfers- You can transfer any file you wish in or outyafur
store. For example, after creating a purchase ofitleryou can send it
anywhere you like via standard FTP. This wouldalla supplier to receive
your order and load it into MS-Excel, MS-Accessaay other application for
further processing.
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Setting Up And Testing Communication

The internet function all happen through the Iné¢r@ommunications window. To
open it you can go tdools / Internet / FTP Any File. This allows you to try out your
communications settings without doing any actug di@nsfers.

INTERMET CONNECTIONS (= RCT e
ISP Setup
Server: |Your FTP Server.com [ Use HTTP
Proooy: |
User ID: Your User ID Pasaword: Save Setup
Last Status: Closing handle ...
Local Files: Remote Files:
[ [##public
Mame ] Ext ] Size | Date Time: I A | Mame [E= Size | Date | Time | A| -
[.] <Dirs 08/17... 134547 D Retail-Plus-... zml 1808 02/24.. 000000 A
SALESCOO1 POS 21256 08/16.. 124348 A Retail25 pdf 1311645 0618 000000 A
SALESDOT RPP 93504 01/26.. 000000 A —
Scanpal JPG 4628 02/24.. 000000 A
TN_LOGO JPG 11912 11/09.. 000000 A
Wiva? GIF 2015 0224 000000 A
BNSWErS htenl 21806 10/05... ORDD:OD A
ask_guestio... of 841 02/24.. 000000 A
bop GIF 4377 02/24,.. 000000 A
bop aif 4377 022 000000 A
bundle aif 70 02/24.. 00D0D0D A -
Right-click on the sales log file above and select
Dizconnect FTP Exit

Send File.

ISP stands for internet service provider and iscthraputer system that connects your
PC to the internet and contains some storage Spacgur web site. This storage

space is often divided into at least two direc®ri®ne for your web site material and
one for FTP file transfers. FTP stands for filengfer protocol. It is a process used to
upload and download data files over the interndttars allows you to send Retail Plus
data from one store to another.

The setup options are:

= Server - Enter the internet address of your FTRes@a your web site. Your ISP
support line can provide the address you needdfhave your own webname.com
then something like "ftp.webname.com" is all yoede
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» Proxy - Enter the local server TCP address if y@uaacessing the internet through
your office computer network. You need this onlydur computer is not directly
connected to the internet.

= User ID - Enter the user name you use to logorota ¥ TP space. This is usually
the same name you use to log onto the internet.

= Password - Enter the password you use to loggouo FTP space. This is usually
the same oneyou use to log onto the internet.

» Use HTTP - Select this only if you cannot use FTPyour internet server and
need an alternative.

= Save Setup - If you do not use this button youotomfo will not be stored.

To test your server setup make sure you have amgitconnection available on your
computer and pressonnect FTP. If the connection fails check your settings ats a
check with your ISP to make sure you have the sysights for an FTP login.

SALES LOGS

This feature is used to transmit sales data, ystrain the stores to the office. You
can see the ltemized Sales Log for each individalds desk regardless of it's location
and print the daily sales and department reports.

Send Your Sales Log - To make your sales dataablaibn the internet:

1. SelectSend Your Sales Logto open the internet connections window. The
Local Files list shows the name of the sales data file witlh BHOS station
number and the three-character location code.

2. Make sure the server information is correct thankcbn Connect FTP to
establish a connection.

3. On theLocal Fileslist right-click on the sales log file and sel&&nd File

View Remote Sales Logs - To see the daily saleteddsy other locations:

1. SelectView Remote Sales Logo open the Internet Connections window.

2. Click onConnect FTPto establish a connection.
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3. On the Remote Fileslist right-click on the sales log you want andesgl
Receive File The sales log will be displayed as soon as tha Has been
downloaded:

STOCK LEVELS

This feature is used to send and receive stockidetee and from other stores so
everyone can look up the availability of an item.

Send Your Stock Levels - To make your stock leagksilable on the internet:

1. SelectSend Your Stock Levelsto open the internet connections window. The
Local Files list shows the name of the stock levdd$a file with the three-
character location code.

2. Make sure the server information is correct thankcbn Connect FTP to
establish a connection.

3. On the Local Files list right-click on the levelefand selecBend File

View Remote Stock Levels - To see the stock lepelsed by other locations:

1. SelectView Remote Stock Leveldo open the internet connections window.
2. Click onConnect FTPto establish a connection.

3. On the Remote Files list right-click on the stoekdls you want (look for the
three-letter code of the location you want) theleddreceive File The stock
levels will be displayed as soon as the data hes dewnloaded and a window
appears where you can search for items.

STOCK TRANSFERS

This feature is used to transfer stock to or frahepstores. It allows you to update the
inventory at both the sending and receiving locetiavithout doing additional data
entry.

Transfer Out - To transfer stock to another locatio

1. SelectTransfer Out to open the Stock Transfers window. Put togetherlist
of items you are going to send and print it for shéper.
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2. Click on thelnternet Transfer button, enter the destination location code, and
click on Sendto open the Internet Connections window. The Ldakds list
shows the name of the transfer data files withtthree-character destination
location code.

3. Click onConnect FTPto establish a connection.

4. On the Local Files list right-click on each of ttveo transfer files (DBF, FPT)
and selecend File

Transfer In - To receive transferred stock:

1. SelectTransfer In to open the internet connections window and chek
Connect FTPto establish a connection.

2. On the Remote Files list right-click each of theotwansfer files (DBF, FPT)
and selecReceive File When the data has been downloaded the system will
update your inventory.

Caution: If you have more than one inventory set up onrymmputer make sure you
have the right one loaded before you send or redemnsfers.

Stock Updates

Retail Plus can produce data files for the purpafsepdating the inventory on other

computers. This saves time and reduces errors Binmaure that all stores are selling
the same item for the same price and calling itheysame name. This feature allows
you to harmonize the inventory at any and all limeet without doing additional data

entry.

These files can be sent to their destination byraagins but sending them by internet
is often the easiest. To create update files semntory Updates.

To send stock update files:

1. Make the inventory add & changes on your computet #lag the affected
records as you go.

96



RETAIL PLUS FOR WINDOWS 3.0

2. SelectStock Updates / Internet / Write and navigate the folder dialog to
identify the folder where the update files are ® dtored. Wait while the
system writes the files.

3. When the Internet Connections window appears make ghe server
information is correct then click ddonnect FTPto establish a connection.

4. On the Local Files list right-click on each of twpdate files (DBF & FPT) and
selectSend File

To read update files from the internet:

1. SelectStock Updates / Internet / Readto open the Internet Connections
window.

2. Click onConnect FTPto establish a connection.

3. On the Remote Files list right-click on the updéle you want (DBF) and
selectReceive File When the data has been downloaded you will bengan
opportunity to halt the process before the updasmges your inventory.

Caution: If you have more than one inventory set up onrymmputer make sure you
have the right one loaded before you send or rectndck updates.

GENERIC FILE TRANSFERS

As a bonus Retail Plus can also transfer any odlaa files you wish using this
window.

To begin make sure you are logged onto the inteimet click Connect FTP. The
panel on the left will show the files on your corgru(Local Files) while the one on
the right shows your files on the ISP computer (Benfriles).

» To send a file right-click on it in the left handnel and sele@end File

= To receive a file right-click on it in the right héh panel and seled®eceive
File.

You can change directories just by clicking on dmectory names. To upload or
download a file just select it and click the righduse button to see your options.

Click onDisconnect FTPto break the file transfer connection when youfarished.
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APPENDIX

Client Data And
Mailing Lists

Using Client’s Historical Data Files

The client database consists of two files calle.JENTS.DBF and CLIENTS.FPT.
They are compatible with MS-FoxPro, MS-Acs, and MS-Exczl. Each time vou
make a sale in the POS screen with the customarsenon the screen the sales
information is saved in their record. Using thigghase history you can always find
out who bought what, when, how many, how much thad for it and how they paid
for it. There are several standard ways to useirifosmation and you will probably be
able to think of a few yourself.

o0 Example 1 - Let's say you are having a special ptoon on the latest widgets.
You have some flyers printed to get the word out, fiow you have to get
those flyers into the right hands. You can easily £veryone who ever bought
a widget and generate mailing labels for them.

o Example 2 - Mr. Jones brings back his widget faraaranty repair. He says he
lost his sales slip and can’t prove that it id sitilder warranty. Using the client
database you can look up his name and find ouéxaet date that he bought
the item and whether he bought it at a discount.

The client database can also be used to classify giestomers into categories such as
business, institutional, government, private usglmgClient Type field. If you have a
sporting goods store you could enter the customsss sport. You can now tailor
your promotional mailings to the customer type lojlipg out the appropriate names
and addresses according to a key word search.ulfwant to make your mailings a
little more personal, Retail Plus will create mefides for your word processor that
you can use in generating form letters.

The client database does have a limitation - it@ay hold about 400 sales per client.
Retail Plus will warn you when you are getting elds the limit for any given client.
At that time you should clear out some of the addiadrom the records. If you do not
do this, Retail Plus will clear the client’s pureleahistory when the limit is reach and
will start over with a clean slate, but you willveaplenty of warning before that
happens.
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APPENDIX

About Using
Stock Codes

Things To Consider

When choosing a stock code numbering system should take the following into
account.

Retail Plus allows alphanumeric codes (letters mamchbers) and you may use any
combination of letters and numbers you wish but gbould avoid using any other
characters such as dashes, slashes, spaces amdagionc Examples such as "A123"
are valid. When you sort your stock by code it wabbpear according to it's

alphanumeric order. This means that "A99" will cordger "A100" for the same

reason that ABC comes after AABC. This is due ® féct that, in an alphanumeric
sort, the number of characters is not as signifi@their ordinal value while in a

strictly numeric sort the number of characters remsignificant than their ordinal

value.

Retail Plus is compliant with standard UPC Typen? & AN Random Weight Bar
Codes. These are also called Variable Measure Bascdlhey are printed by deli
scales and other electronic weight scales that énthe price within the barcode.
When the cashier scans the item, Retail Plus dxstthe net price from the barcode. It
then divides the retail price per unit measure th® barcode net price, calculates the
guantity sold, and deducts this from physical irtgen

In order for Retail Plus to recognize Random Welggntcodes you must have selected
"Scan Random Weight Barcodes" in the Setup scrééS tab.
Random Weight Barcodes - Scale Setup

The weigh scale must be set up to print barcodestiwer UPC-12 or EAN-13 format
as follows:

UPC-12z 2ABBBBCDDDDE or
EAN-13: 20BBBBBDDDDDE where:

= 2 or 20 identifies this as a random weight barcode
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A = Package Code (this digit may be output by theles refer to the scale
documentation for specifics. Retail Plus includes tigit in the stock code.

» B =The stock code.

= C = Price check - not used by Retail Plus but rhegpresent in UPC-12 codes.
= D = Net price which will be read in the format 99.@QJPC) or 999.99 (EAN).

= E = Check Digit

In UPC Random Weight barcodes the stock code stioréide Retail Plus inventory
item record must be the Package Code and the dentifier (ABBBB) which must be
5 digits exactly; that is, you must use zeroestee®y 2, and 1-digit ltem IDs.

When Random Weight barcode is scanned at the checlke 5-digit item code is
extracted and Retail Plus looks for the item. K item record is found, the item is
entered into the transaction at the price embeddedhe bar code. When the
transaction is completed, the price charged fortdra is divided by Price 1 in the item
record to determine how much of the item was sold.

Note that the rounding of quantity and currency ham can produce slightly inexact
inventory tracking but your numbers should veryselo

Also note that UPC Random Weight Barcodes allonaaimum net price of 99.99 per
line item, while EAN Random Weight Barcodes go 0[999.99.

To track the inventory movement of an item soldhwiRandom Weight bar codes,
Price 1 must be set to a consistent price perme#sure.

If the Price 1 is left blank or is zero, a quanttyl (one) will be subtracted from the
Quantity On Hand for each package sold.

If the checkout staff over-rides the price, thegrentered will be applied as the price
per unit (such as pound or kilo) and will be muigd by the weight as calculated from
the embedded price.
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APPENDIX

About
Networks

Installing Retail Plus On A Network

Retail Plus can be installed on LAN servers or fio-peer, networks. It is very easy to
network Retail Plus. Here are the basic steps:

= Connect your computers with Fast Ethernet cablaid\wusing wireless routers if
you have multiple workstations all using Retail hecause wireless is too slow
for intensive multi-user applications.

= Decide which machine will contain Retail Plus ardits data (we call this the
host) and install Retail Plus on it. Do not instétail Plus on any other machines
except the host.

» Share the host's C: drive so it shows up as a detter on all the other
workstations. You must share the drive, not just Retail Plus folder. Windows
will give you some warnings about security but ttet'that stop you.

» Go to each workstation on the network and open WirsdExplorer (not Network
Neighborhood). Pull Tools down to Map Network Dreved follow the Wizard.

= On each workstation use Windows Explorer to creatshortcut pointing to
PLUS30.EXE on the host.

Some configurations in the Retail Plus Setup scexerworkstation-specific so make
sure you open the Setup screen on each one ankl ttigesettings.

NETWORK ERROR 21 AND HOW TO FIX IT

We sometimes get calls from users who are gettimgreor message that looks like
"Error 21 - Open Database" when they network R&{ais. This means that Windows
Explorer was not used to map the drive and so tlseeenetwork alias name for the
host machine instead of a drive letter:

Wrong: \\Host_ PC\\C\\Retail Plus Folder\...etc.
Right: Z:\Retail Plus Folder\...etc.
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The problem is how the drive mapping was done. ¢something like Network
Neighborhood inserts an alias name for the Retad Rost computer instead of a drive
letter and you must re-map the drive using Wind&wxplorer. In Windows Explorer
pull Tools down to Map Network Drive and let theA#fid lead you through it.

If you already have a Retail Plus icon on your ¢igskight-click on it and correct the
Target path to look like Z:\RetailPlus 20\Plus2@.exhere Z: is the drive letter you
have assigned in the mapping step.

Now start Retail Plus on the workstation and redetke default inventory (File /
Inventory / Select).

Error 21 can also be caused by sharing only thaiRelus folder instead of the entire
C: drive of the host machine.

NETWORK ERROR 23

Error 23 is generated by Windows and usually ingisa LAN hardware problem. The
network transmits data in packets which are suligeein integrity test called CRC or
Cyclic Redundancy Check. When a packet fails tis¢ tiee network automatically
requests a re-transmission. If that does not faniterror 23 is generated. This usually
indicates an intermittent fault in a LAN card, aabk router.

USER’S ACCESS RIGHTS

Getting the file and directory privileges set up important. Since the program
routinely creates, updates and deletes index éfsh user must be able to do the
following: read, write, create, erase, modify, dilglscan (list directory). This does not
mean you must give them direct access to the Retliasl directory where they may do
some damage. The goal is to give all users theinejuights, but allow them to
exercise those rights only through Retail Plus st their activities are effectively
restricted. If you are using Windows as the netwaystem check to see that the drive
mappings are configured correctly, otherwise eeamyputer may try to set up it's own
inventory data rather than working with the ondloahost machine.

NETWORK SCREEN UPDATES

A good thing about networks and multi-user systésrmbat any additions or changes
you make are available to all other users on tis¢esy. But this ability does present
complications, one of which you need to be awareMdny parts of Retail Plus
include browse windows that allow you to see yoatadin a table, i.e. you see a
window with multiple records on a grid. Supposet ttveo users both open the same
browse window. They are looking at the same daththe display order is controlled
by the same index. If the first of these users awdsdits something, the information
on the second user's screen is out of date. Itneillbe updated until the second users
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scrolls the window, and in some cases only if tiredew is closed and re-opened. This
situation is aggravated if the first user chandes fteld on which the second user’s
table is sorted. The second user's screen is nowfalate in two ways, i.e. display
order and the data itself. Many multi-user progrdatk browse windows for this

reason, but we believe they are too useful to leateYou need only be aware of the
problem and be patient if you see unexpected afiadhe browse window when there
is more than one user making changes.
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APPENDIX

Upgrading From
Older Versions

Moving Your Retail Plus Data Into Version 3.0

If you are upgrading from version 2.0 or 2.5 yaed onlv run the Backop command

in the old version to create a folder with all ir data, and then run the Restore _
command in version 3.0. Follow this with the Rebuwibmmand in version 3.0 to make
sure the data and index files are updated. Youmawe the data folder from one

machine to another if necessary using a memory laless you are a computer tech
avoid using a CD to copy the data folder. Burnittgsfto a CD sometimes changes the
file attributes to read-only and this has to beetted before restoring them in Retall
Plus.

Here are the upgrading steps in sequence:

1- In the older version run the Backup commandlahRetail Plus write the data files
to a backup folder on the local C: drive. The mpath is:Tools / Backup / OK ...

2 - Create a fresh installation of Retail Plus@he same machine or a new one. If it
is the same machine do not install it into the séolter as the old version. The easiest
thing to do is just accept the installer defauftd.s a new computer then copy the
Backup folder you just made on the old computeo dh¢ new computer. The easiest
way to do this is with a USB memory key or thumivelr Avoid using a CD because
Windows changes the file attributes to Read Onlp @D.

3 — Launch version 3.0 and create a new empty tovefile with the_ same name as
the one you used in the old version. The menuigaRile / Inventory / New...

4 — When the new empty inventory file is set up thm Restore command and point
the file dialog at the old inventory file in the &aip folder. The menu path iBools /
Backup / Restore...

5 — When the restore operation is done (it usuglys very fast) update the file
structures using the Rebuild command. The menuipalimols / Backup / Rebuild...

If you are planning to print your own barcode labgbu may need a bar code font
installed on your computer. Do the following to tadk the one supplied with Retail
Plus:
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For Windows XP - Click on th&tart button, selec&ettingsand thenControl Panel.
Double-click on theFonts folder. This opens a window with a menu. Pull ke
menu down tdnstall New Font. A window appears where you can locate and open
the Retail Plus folder. When the font name appdarsle-click on3 of 9 Barcode
(True Type).
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APPENDIX

Code 39
Barcode Font

If you are planning to print your own barcode :ls yon may need a bar code font
installed on your computer. Do the following tcstall the one supplied with Retail
Plus:

For more recent versions of Windows: Open the @Gedand find the Retail Plus
folder. Look for a file calle@OF9.TTF. Right click on it and select Install.

For Windows XP: Click on th&tart button, selecSettings and thenControl Panel.
Double-click on theFonts folder. This opens a window with a menu. Pull ke
menu down tdnstall New Font. A window appears where you can locate and open
the Retail Plus folder. When the font name appdarsle-click on3 of 9 Barcode
(True Type).

Once the font is installed you can print barcodeela from Retail Plus. This can be
done on any inkjet or laser printer loaded with @@yper-page label stock such as
Avery No. 8160.

Retail Plus also supports label printers. The Adaga LX from Cognitive Solutions,
the Zebra 2824 and the Wasp WPL 305. These prifdergtailers who need to print
large numbers of labels every day. They are alefutfor those who need complete
control over the size and appearance of their fabel
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APPENDIX

Credit, Debit and
Gift Cards

Setting Up And Using Card Processing

Retail Plus supports X-Charge online card procegsslio use this you will need a
standing internet connection and the card swipelg&gpby X-Charge.

INSTALLATION

Step 1: Install and configure the X-Charge XpressLink faite as supplied by

Accelerated Payment Technologies. This puts thenArge client on your computer. It
ensures that your customer’s card information imédiately encrypted and can only
be used by the payment server.

Step 2: Launch Retail Plus and go to the opening menyolf have the software
configured to boot directly into the point of salereen you will need to close it again
(press F12 or sele@losefrom the tool bar). On the opening menu click loa $etup
button and then on tHeOStab. Look for the area circled below.

L SETUP POS 5=
B | 7
Close | Help
Taxes POS Printer Hardware | Securty | Options ]
Paint Of Sale Settings Credit And Debit Card Approvals {Optional)
_ ¥ Use ¥-Charge I¥ Auto Prirt Sales Slip When Approved
[~ Go To POS On Startup W Allow ttem List Edit
UserlD |system Password
[~ Staff May Discount W' Fast Scan Mode

Program Location
|C:\PROGRAMDATACAM COMMERCE SOLUTIONS'\X-CHARGEMAPPLICAT |!

[ Allow Tax Over Ride I Auto Save Sales
— — ~ QuickBooks Location [Optional)
[~ Frint Client Name On Sales Slip I Scan Random Weight Barcodes
Comparny File Location
[~ Camy Over City, State And Zp I™ Confimm Bafore Saving Sale |C\USERS\PUBLIC\DOCUMENTSMNTUITQUICKBOOKS\COMPANY FILES |&1]
W Print Credit Card Signature Line | Use RMA On Retumed tems Default Method Of Payment FOS Station ID (007 to 359)
Cash | ]

[¥ Show Total Margin On Transaction
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Step 3: In the panel labellecCredit And Debit Card Approvals checkUse X-
Charge.

You will see another setting in the same paneledalAuto Print Slip When
Approved. Selecting this will cause Retail Plus to stamimg the customer’s receipt
as soon as a card approval is received from X-@halrgis is usually convenient but
there is one detail you should be aware of. If w80 checkAuto Save Saleghen a
card approval message will trigger not only theenet printer but Retail Plus will
automatically save the sale and clear the trarmsaatindow for the next customer.
This is fine for most retail sales counters thatehmo special checkout procedures, but
be prepared to try different settings until youlfthe right one for you.

Step 4 Enter your ID number in th&-Charge User ID field and your password on
the X-Charge Passwordfield.

Step 5 Click on theHardware tab and look for th®in Pad panel circled below.

2 SETUP POS 2
@ | 7
Close | Help
Taxes POS | Printer Hardwars ] Security ] Cptions ]
Cash Drawer Pin Pad
" None ™ UsA @ Canada
Trigger Command |2?‘112.|}.5{}.25L‘
Connection Port |COMS: _V.J
Trgger Repeat Court |2 j [v Open Drawer When You Press F10 Twice
Connection Port JGEHE"C / Text Only LJ | Test
Scale Settings
¥ Auto Open Cash Drawer When Pinting I Auto Open For Cash Sales Orly For best results use the Mettler-Toledo Viva scale or workalike.
Pl Dl I Use Weigh Scale
Supported Displays:  Logic Controls PD3000 Serial ~ Logic Controks LD3000 USB Connection Pott [COM1: =]

I¥ Use Pole Display - Serial Communication Setting

Connection Port |LPT1 LJ | Test (¥ 3600, Even Party. 7. 1 ™ 9600, No Party. 8. 1

Scrolling Idle Message (45 Characters Max )

Scale Commands
0PN N0 003000 500

Get Weight |W Zero Scale |2

Fixed Idle Messsge (19 Chaacters Max.}
]/—‘."-7//—'\‘-j,"-"\"v.f,"f’

If you are in the United States you only need fecteghe USA option if you plan to do

debit transactions, otherwise leave it séfleme. If you are in Canada then click on the
Canada button for both credit card and debit tretigas. Now select the port where
the pin pad is connected.
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GIFT CARD INVENTORY

In order to sell gift cards they must be in theaRd®lus inventory database. Simply
open thelnventory screen, click on thé&ew button in the tool bar and create an
inventory item for each card value you plan to sell10, 20, 50, 100, 200.

51 NEW ITEM ENTRY =]
Stock Code |GC2[H} Suggest A Stock Code Description JG|FT CARD 200
Regular Price 200,00 g Suggest A Price Gty In Stock 40.00 Apply Taxes: [ Federal

™ Local

The six fields above are the minimum information needed to sell anitem.  F ertering an item that already has a barcode label you can scan it instead of typing in the stock code.

tem Type GIFT CARD = Size ]7 Additional Price Levels Price Break Points
— Level 2 Level 2
Departmernt SERVICE - Cost Each 0.000
— Level 3 Level 3
Category bl (Gross Margin  0.000 {ovel 4 ’7 feyedid ]—‘
Bin Location Calculate Margin

Reorder Info

Supplier *| Min Order 1 Reorder No. Base Stock
Reaorder Poirt Reorder Cty

I Aways Read Weigh Scale For This ttem ‘

Save Exit

CAUTION - Make sure thétem Type is set toGift Card and that the tax flags (circled
above) are not checked (tax is applied only whenctlrd is used). What is entered in
the Department andCategory fields is up to you.

ISSUING A GIFT CARD

In order to use a gift card it must first be irlitad in a process called Gift Card Issue.
Retail Plus does this at the time the card is f@aidy a customer. The steps look like
any other sales transaction:

- a customer asks for a gift card,

- a card with the desired value is put on a salt (jke any other item),
- the sale is totalled and the customer pays,

- Retail Plus prompts the merchant to swipe the o@na to initialize it.

The card can now be used.

GETTING A GIFT CARD BALANCE
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Whenever a gift card is used to make a purchaseethaining balance on the card is
printed on the customer’s receipt. If you needhieak a balance before a transaction is

started just preds3-Credits

15317 | o [ EER

Drawer Pay

Exit More Find Item Delete FastKeys Clients Credits

= Fi0 F4

Fi2 F11 F2 F& F3 F5

then F8-Gift Card Balance. Run the card through the reader the amount vell b
displayed.

15317 R 154.22 |

Help

Discount

Coupon

Return

Gift Cert.

Bottle

Trade In

Gift Card
Balance

Cancel

ALT-F1

F2

F3

F4

F5

F&

F7

F8

F12
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MAKING CREDIT CARD AND GIFT CARD SALES

Using credit, debit and gift cards to pay for puasbs is as easy as pushing a button
and swiping a card.

Once all the items are on a sale pié4sTotal then select one of the options as shown
below:

q
Split Payment - - Quick Cash
Amount 0.00 AMOUNT TO PAY
= | 54 27 1 0.01
Paid By = SN i PRINT
{enter)
2 0.05
E Currency .Lucal v- F9 PAID BY - o0
Print Copies _.] - F0 ‘CaSh j Paid By
F5-F6 |
10 0.25
Split Payment Gift Card Debit Card Credit Card
20 0.50
F7 F2 F3 F4
Help Cancel More Options Number Pad 50 Clear
A1 F12 F11 Fg

If you are processing a credit card just run ibtlgh the card reader and wait a few
seconds for the approval (or decline message)hdnekample below Retail Plus is

ready to accept a card swipe in a credit card &etren. First it prompts for a card

swipe:

i -

| Swipe Card

Waling for card swipe...

Cancel J L
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This is followed by a window where the transacti®tails can be verified before the
card is processed.

&8 X-Charge 7.1 Release 5 - Retail Plus POS |£|
{|Credit Card - Purchase
Arnaunt 15422
I Credit Card # ABOE0E300 220

[ Expiration [MMyy] 0516
*ZIP Code -
* Address

* O 2ACVE2

[F12] Process

Scan credit card or enter credit card number

113



RETAIL PLUS FOR WINDOWS 3.0

APPENDIX

QuickBooks
Integration

Using QuickBooks for accounting

Retail Plus exchanges data with QuickBoolsing Infyit's new OB-XML data
exchange standard. You must be running QuickBoaksolP Premier, 2003 or later
because those are the only versions that supperpthcess. In order for the two
programs to communicate you must have your QuickBomompany file open in
multi-user mode and Retail Plus must be regist@reQuickBooks as an unrestricted
user.

Retail Plus does not require you to have QuickBogiken at the same time as you
make sales in order for the accounting data tooséed. You always have the freedom
to choose when and what information is passeddcatitounting system before it is
posted.

Follow these steps to prepare QuickBooks for usk ®Retail Plus:

- If you have not done so make a company file with chart of accounts for a retail
business. Just pull File down to New Company atidothe Easy Step Interview.

- Once the company is set up pull File down to Muster Mode then pull Company
down to Set Up Users and enter Retail Plus as egstritted user with no password.

- Set up the sales tax with the same name an@satese in Retail Plus. If you have
not entered any in QuickBooks the steps are:

- From the Lists menu, choose Item List.

- From the Item menu button, choose New.

- From the Type list, select Sales Tax Item.

- Enter a tax name.

- Enter a description to describe this sales tayour sales forms.

- The description prints on your sales forms dfterfinal line item. You cannot edit it
on the forms themselves.

- Enter the tax rate. QuickBooks assumes the satepercentage. For example, enter
7.25 if the rate is 7.25%.

- Enter the tax agency to whom you pay the tax.

- Click OK.
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- Set up the method of payment list exactly appears in Retail Plus. The menu path
to do this is: Lists / Customer & Vendor ProfilBdyment Method List.

- If they do not already exist on the Chart Of Aguts create the following accounts:

POS Revenue, account type Bank.

Cost Of Goods Sold, account type Cost Of Goods.Sold
Other Income, account type Income.

Inventory Asset, account type Other Asset.

Sales, account type Income.

- Check to see that QuickBooks has created an maccalled Accounts Payable and
the account type is set also to Accounts Payabiteisl not there just pull the Vendors
menu down to Enter Bills and it will automaticallg created.

- In order for Retail Plus to transfer subtotalkcdists to QuickBooks invoices they
must be on the Item List as a Discount Item. Toha®in QuickBooks the steps are:

- Pull Lists down to Item List.

- At the bottom of the screen click on the Itemtbatand select New.

- Set the Type to Discount, the Item Name to DIS@ dhe Description to
SUBTOTAL DISCOUNT.

- Set the Tax Code to Tax so the items on the aavwiill not be taxed at the full price.
- Set the Account to Cash Discounts or anothepaf ghoice.

- Leave the Amount or % at zero - it will be supgdliat the right time.

Follow these steps to prepare Retail Plus forwitfe QuickBooks:
- On the opening menu pull Tools down to Setupsateict the POS tab.
- Check the box labelled Use QuickBooks.

- Click on the file browser button on the right@dmpany File. Locate and click on
the QuickBooks company file that you want Retaild?io work with.

UPDATING ACCOUNTS AND DATABASES

Menu Path - Main Menu / Tools / QuickBooks

The QuickBooks Update commands fall into two catiego- those that update data
from Retail Plus to QuickBooks and those that updatta from QuickBooks to Retail
Plus. As a normal precaution we recommend usingbtiekup procedure in both
programs before running any of these commands.
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Update To QuickBooks

- Customers - Writes the contents of the Reta# Bllient Database to the QuickBooks
Customer List. Duplicate records (based on theooost name) will automatically be

prevented. This list must be kept current for ilweoiransfers to work. If you transfer
an invoice from Retail Plus to QuickBooks that logJe to a client not on the Customer
List then QuickBooks will generate an error message

Inventory - Write the Retail Plus inventory ddtathe QuickBooks Item List.
Duplicate records (stock code) will automaticaly frevented. This list must also be
kept current for invoice transfers to work. If yoansfer an invoice from Retail Plus to
QuickBooks that contains items not on the Item then QuickBooks will generate an
error message.

- Vendors - Write the Retail Plus supplier dattheoQuickBooks Vendors List.

- Invoices - Transfer all open invoices to QuickBadf there is nothing owing on an
invoice it will not be transferred. All transferréavoices will be removed from Retail
Plus. Once invoices are transferred you can stkenpayments on them from within
the Retail Plus POS screen.

- POS Revenue - Transfers the POS revenues to Bnokk (as they appear on the
POS History table). If you are on a network it vinitlude the POS revenues from all
workstations. In QuickBooks you must have an Incaameount called Sales. Also
create a Bank account called POS Revenue. Thisuatcwas set up for you
automatically if you used the QuickBooks instatiatiwizard to set up a retalil
business. Please note that all transferred PO%uesgeare deleted from Retail Plus and
the POS History table is cleared.

Update From QuickBooks

- Customers - Writes the contents of the QuickBdolkstomer List to the Retail Plus
Client Database. Duplicate records (based on temer name) will automatically be
prevented.

- Inventory - Write the QuickBooks Item List to tRetail Plus Inventory Database.
Duplicate records (stock code) will automaticaléyfgrevented.

- Vendors - Write the QuickBooks Vendors List te Retail Plus Supplier Database.

Troubleshooting Info

- Last QB Request - If QuickBooks generates arr enessage after one of the above
commands is executed this button will pop up a wmdhowing the request sent to it
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in QB-XML format. You can copy and past it intoaxfwhich will make it easier for
us to see why your request was rejected.

- Last QB Response - Similar to the previous buionshows the data returned from
QuickBooks.

INVOICE PAYMENTS

Menu Path - Main Menu / Point Of Sale / Clientvdites / QuickBooks

You can view and make payments on QuickBooks ire®iftom the point of sale
screen. Just find the client and press Alt-F3 teckhQuickBooks for invoices. These
will be listed in the upper part of the window. &gl any invoice in the list to make a
payment on it.
The controls available in this window are:
- Paid By - Select the method of payment being.used
- Amount - Enter the amount being paid.
- Make Payment - This applies the payment to tleetssl QuickBooks invoice.

- Show All - By default the invoice list will coritaonly the invoices on which there is
a balance owing. Press this button to toggle betvkat and listing all the client's

invoices.

Please note that QuickBooks will not allow you taypmore on an invoice than is
owing on it.

SUPPLIER PAYMENTS

Menu Path - Main Menu / Purchase Orders / ToolsitkBooks
After creating the final version of a purchase ong®i can post the total amount as a
bill to the Accounts Payable file in QuickBooks.id s equivalent to using the Enter
Bills command in QuickBooks. If there is more traare supplier listed on the PO then
a separate bill is created for each one.
The controls available in this window are:

- Vendor - The supplier to be paid.
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- PO Number - The purchase order number.
- Amount - The total cost of the goods coming ftbwa supplier listed.

- Due Date - By default the due date is 30 day® taday. Press the calendar button to
the right to change the date.

- View QB XML - Press this button if you are gegtiarror messages from
QuickBooks concerning the bills posted. When the bél is sent to Accounts
Payable you will get a display showing exactly wivas sent to QuickBooks and the
response. Note that this information is formattedtandard XML language and is
used only for troubleshooting.

For this process to work you must have certain attsoset up in QuickBooks. If you
have not done so please see QuickBooks Setup laferapting to use the accounting
links.
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APPENDIX

Software
License

Please Read This

Retail Plus can be a valuable tool in helping ynanage vour business. It does not
supply you with sound business practices and dot substitute for your own mastery

of what goes on in the store. Test it mercilesslgatisfy yourself that it is the right
tool. We will make every effort to help you use &EPlus successfully and to correct
any deficiencies that may come to light.

Retail Plus Software License

1. Retail Plus POS Inc. (the "Licenser") grant®a-exclusive License to the registered user (the
"Licensee") to use Retail Plus, (the "Software")iahcomprises computer programs, supporting
documentation, and any copies thereof. The Liceaskrowledges that the Licenser is the sole owner
of the Software and that neither title to nor ovehgy of the Software is transferred to the Licensee

2. The Licensee agrees that each store or netvapvierson which the Software is installed will
require the purchase of one copy of the Softwacetxfor instances where the Licensee wishes t& wor
at home. The Licensee shall not permit the Softwar@ny part to be disclosed in any form to ansdthi
party and shall not permit unauthorized copying disttibution.

3. This License may not be assigned to a thirdypHriou sell your business you cannot include
Retail Plus in the deal.

4. The Licenser’s sole warranty to the Licensdhas the Licenser has the right to grant a License
of the Software in the manner set out here. Theriser gives the Licensee no other warranties,
expressed or implied, including any implied wari@of fitness for a particular purpose. In no gven
arising from the performance or non-performancehef Software shall the Licenser be obligated or
liable to the Licensee in any manner for consedalespecial or incidental damages, including los
profits or suits by third parties. Furthermorenim event shall the Licenser be liable to the Lieentor
amounts in excess of the amounts already paidélittensee to the Licenser.

5. The Licensee further acknowledges that the Soéwdoes not enable the user to carry out the
steps needed to conduct a profitable trade andhbkaBoftware is merely a system which facilitates
storage and retrieval of information, the accuraegurity and integrity of which cannot be guaradte
by the Licenser.

6. The Licenser may terminate this License if theehsee fails to comply with these License
terms.

7. Any License Of Software is subject to the teohthis Software License Agreement and those
terms supersede any other agreement between theskis and the Licensee.
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