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BIZAAR OVERVIEW

The aim of this chapter is to present the Bizaar user with an overview of
the market management application referred to as Bizaar throughout
this manual.

o Bizaar is a market management system that is affordable, easy to
learn and easy to use.

o Bizaar replaces your paper based systems, resulting in more
efficient time management and greatly reducing your market

administration workload.

o Whatever the size of your markets or their location, the Bizaar
Market Management system can be customized to your current and

future requirements.

o Using enterprise level web based technology; Bizaar is built on an
industry standard framework that provides a secure and auditable

solution.

o For more information regarding “Bizaar Professional Market
Management System” contact tms support solutions or visit

www.bizaar.net
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Simple to setup

Bizaar is simple to set up. Effortlessly create markets, add stalls/pitches, charges and traders in a quick and
simple process. Changes or updates to market information can be made by accessing the management
system.

Easy to use

Bizaar is easy to use and highly intuitive. Market managers, operators and officers will all appreciate the
clear, logical and consistent look and feel of Bizaar. Because of its easy to use interface new users can be
up and running in no time at all, and should you get lost Bizaar's in built help system will get you back on
track.

Multiple users

There are no restrictions on the number of users. Each user account has a unique username and pin number,
this enables better security, process control and auditing. Specific roles for market managers, officers, and
collectors can be created.

Management system

Bizaar's web-based management system enables full management control of all aspects of running your
market in line with current legislation, changing parameters to best suit the needs of the market at that
time. The Bizaar management system allows the transfer of information, to and from the hand held system
used by officers out on the market.

Multiple markets

Whether you operate one market at one location, multiple markets at one location, or multiple markets at
multiple locations Bizaar can handle it.

Trader incentives

Monitor and manage unique incentives to encourage regular trader attendance. Issue the use of incentives
based on consecutive attendances, time accrued or any other means to promote trader loyalty.

Improve efficiency

Bizaar reduces administration time when compared to paper based systems, allowing users to concentrate
on their markets and traders. Having immediate access to up to date information allows for more efficient
market management plus faster cash collections and faster license and insurance checks.

Low cost

Bizaar, when compared with legacy systems, will return significant savings. The cost of ownership from
initial purchase to training and use, 1s low. Remote updating capability and dependable support all contribute
to making Bizaar value for money.

Custom reports
Quickly generate clear and concise reports detailing traders and arrears, market attendance and takings.
Determine market performance; identify problem traders and review market charges with ease.

Audit trail

Bizaar users can be confident in the security of their market data. Authentication, authorization, roles,
permissions and encryption, are just some of the industry standard security processes built into Bizaar. All
data changes are logged, enabling full audit capability.

Dedicated helpdesk

Should you have any concerns you have a dedicated helpdesk to hand, With remote access, updates and
application error reporting tools, your concerns can be diagnosed and resolved quickly and efficiently.
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Market management is a real time issue for many councils and market
operators, the majority of markets generally require a substantial number
of resources to effectively manage them.

PDA operation is conducted on the versatile Trimble Juno SB installed
with the Bizaar PDA application. Operation, functionality and fault
finding for the Juno SB are beyond the scope of this manual which
assumes an existing underpinning user knowledge of the unit.
Manufacturer’s user information, guides and other documentation for the
safe operation of the Trimble Juno SB is available in Chapter 4 of this

manual.

Note. Other PDA models can be used with the Bizaar application,
however the Juno SB has proven to be the most versatile and
efficient PDA for the application and is the only PDA supported by
TMSSS.

A MZ 220 Bluetooth thermal printer provides a mobile print capability for
the market manager and permits the printing of receipts for each
financial transaction conducted. Manufacturer’s user information, guides
and other documentation for the safe operation of the ZEBRA©®© MZ 220
Printer is available in Chapter 5 of this manual.
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BIZAAR MIS APPLICATION

This Chapter introduces the user to the Bizaar MIS application, including

screens, menus and functionality.

INTRODUCTION

1.

The Bizaar Management Information System is a web based system that
utilises a series of screens to allow the management of all aspects of the
running of markets by a market agency.

The screens consist of selection tabs, action buttons, dropdown lists, tick
boxes, hyperlinks (underlined and coloured purple) and text and value
boxes. Dropdown lists are opened by clicking in the down arrow and
then clicking on the item to be selected from the list that appears.

Selection of the features on each screen is made using the mouse in the
conventional way. Mouse operations will be denoted by the phrase ‘click

on’ throughout this chapter.

The application is accessed via a shortcut icon on the PC desktop that
will open the application in Internet Explorer. The Internet Explorer tools
should not be used when using the application as data may not be

correctly saved to the database.

Security is achieved by each user having a unique Username and

Personal Identification Number (PIN).
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6. This chapter has been set out so each group of related screens and their
features are described followed by step by step instructions on how to
carry out any actions for the group of screens. Titles for descriptions are

shown in normal text and for instructions in italicised text.

LOG IN SCREEN FOR THE MIS APPLICATION

7. The Log In screen , Refer to Figure 1, has the following features:
a. A User name text box.
b. A Password text box.
c. ALog Inbutton.

d. A Training System link (the training system is not covered in this

manual).

]
Bizaar Market Management O

LogIn

UserName e |
Password (e |

Click here for the TRAINING system

Support Number: +44 (0)1476 583370
Support Email: Bizaar@tmsss.com

Figure 1 PC Application Log In Screen
Logging onto the Bizaar System

8. To Log onto the Bizaar system, proceed as follows:

a. Open internet explorer and click on the Bizaar icon to access the
Bizaar Log In screen.

b. Enter the User Name.
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c. Enter user Password.
d. Press enter or click on the Log In Button.

9.  On completion of Log In the Home screen will appear, refer to Figure 2.

Kirklees Council

L7 admin's Markets Complisncy Checks  Unit Transfer Traders Reports  Invoicing

you are here *VWelcomea to Hizaar

Welcome to Bizaar

Did you know .7
The ability to attach documents to a trader profile was created after a request from Plymouth
City Market.

System Documentation

Getin Touch

Far support, sales and feature requests. Please contact the Bizaar Team.
« By Email: supporti@bizaar met
« By Telephone: 01476 583370

« By Fax: 01476 577391
« Onthe Intermet. www Bizaar.net

Powarad by the Bizaar 2.0 Framework

About Bizaar Markoet Managemens

Figure 2 Home screen

Page 13 of 260



BIZAAR USER MANUAL

COMMON SCREEN FEATURES

10. The individual screens are divided into the following sections:

a. Title bar containing the name of the market management agency,

refer to Figure 3, and the sub menu selection tabs.

Kirklees Council

(PP admin‘s Markets Complisncy Checks Unit Transfer Traders Reports Invoicing Seftings Change Pin  Sign Cut

Figure 3 Title bar

b. The sub menu selection tabs, refer to Figure 4, used to open a

series of screen by clicking on the individual tabs. The sub menu

selection tabs comprise the following:

The Home tab that details user manuals and Bizaar system
team contact details, refer to Paragraph 12.

The ‘User Name’ Markets tab that details the markets
controlled by the person currently logged into the Bizaar
system and will show there name in the tab (in this case
admin’s markets), refer to Paragraph 13.

Note the market managers details are set up and changed within
the Settings tab.

The Compliancy Checks tab that allows the user to confirm
trader licence compliance, refer to Paragraph 43.

The Unit Transfers tab that allows the user to transfer units,
stalls and pitches between traders, refer to Paragraph 47.

The Traders tab used to add, edit and delete regular traders
and record details such as licencing and vehicles against
them, refer to Paragraph 54.
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The Reports tab that is specific to the management agency,
refer to Paragraph 100.

The Invoicing tab used to create and manage invoices, refer
to Paragraph 103.

The Settings tab used to manage the initial setup of each
market, refer to Paragraph 118.

The Change PIN tab that allows the current operator to
change their Log In PIN, refer to Paragraph 152.

The Sign Out tab that allows the current operator to leave the
application and returns the user to the Log In screen, refer to
Paragraph 154.

I Hardman's Market

Figure 4 Sub menu selection tabs

c. The Bizaar application screen navigation aid detailing the user’s

position within the application, refer to Figure 5. Screen names in

grey show the users current position in the system. Screen names

in purple provides a breadcrumb trail with each screen names

being divided by the > symbol. Clicking on any purple screen

name in the navigation aid with the mouse pointer will take the user

to that screen. The screen names shown in purple will time out

after

approximately 20 minutes if not visited and will no longer be

displayed on the navigation aid. In the event the screen name has

timed out navigation to that screen is achieved using the sub menu

selection tabs.

Note. The internet explorer back and forward icons G- should

not be used to navigate through the bizaar system as this will

result in data not being incorrectly saved on the database.

Always navigate through the Bizaar system using the instructions

in the user manual.
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you are here »Welcome to Bizaar » My Markets » Compliancy Checks » Market Unit Transfers »

Figure 5 Navigation aid

11. The rest of each screen contains the specific features for the individual
functions of the Bizaar system, refer to Paragraph 12 to 154 of
Chapter 2.

HOME TAB

12. The Home tab opens the Home screen, refer to Figure 2, that contains a
list of the support documentation provided with the Bizaar system and
contact details for the Bizaar support team. The support documentation
can be directly accessed by clicking on the required document link from
the list.

MARKETS TAB

13. The Markets tab opens the My Markets screen, refer to Figure 6, that
provides the user with an overview of all markets that they are
responsible for and the status for each market. The My Markets screen
has three sections that provide detailed information on the users

market(s) as follows:

a. The My Open Markets section gives an overview for the total value
charged and paid for the market stalls by all traders of any markets
that are open on the system.

b. The My Upcoming Markets section details the planned open dates
of all future (upcoming) markets for each region or market.

c. The My manual Markets section details any ad hoc markets that
are active on the system.

d. The Closed and Cancelled Markets section is a dropdown list of

any closed and or cancelled markets for each region or market.
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Kirklees Council

Home ELLULENEIELTIIE Complancy Checks Unit Transfer Traders Reports Invoicing Settings Change Pin  Sign Out

you are here >My Markets
My Markets
My Open Markets

Salibury Saturday Market 17 September 2011
Total Amount Charged: 47.00

Total Amount Paid: 0

Amount Adjusted: 0

Amount Reconciled: 0

Salibury tuesday Market 20 September 2011
Total Amount Charged: 0

Total Amount Paid: 0

Amount Adjusted 0

Amount Reconciled: 0

My Manual Markets

Midlington Street Market Enter Market Date [ Open Market

My Upcoming Markets

Closed and Cancelled Markets
Salibury Saturday Market 10 September 2011 (Closed) ] [ View this market

Powered by he Bizaar 2.0 Framework
About Boagr Marvet Management

Figure 6 My Markets screen
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Viewing My Open Market and My Upcoming Market Details

14. To view details for individual markets in the MY Open Markets and My
Upcoming Markets sections, click on the required market link to open the

specific Market Management screen, refer to Paragraph 16.

Viewing Closed and Cancelled Markets Details

15. To view closed or cancelled market details, proceed as follows:
a. Select the required market to be viewed from the dropdown list.
b.  Click on the View this Market button.

Market Management Screen

16. The Market Management screen, refer to Figure 7, shows the status of

the market.
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Kirklees Council

Home ELULENILTLNY Complancy Checks Unit Transfer Traders Reports Invoicing Settings Change Pin  Sign Out

you are here >Yeicome to Bizaar > My Markets > Sakbury Saturday Market 1
Salibury Saturday Market 17 September 2011

Status
& [overcast :]
Reconcile Takings (£0.00)| | Market Comments | | Absent Traders

Attendance and Vacancies ® All O Allocated O Unallocated

Stall 1 - Paul smith
Starting Balance: 0
Charged: 20.00

Paid: 0

Current Balance:-20.00

Stall 2 - Paul smith
Starting Balance: 0
Charged: 20.00

Paid: 0

Current Balance:-20.00

Pitch 3 - Unallocated
Starting Balance: 0
Charged: 0

Paid: 0

Current Balance 0

Pitch 4 - Unallocated
Starting Balance 0
Charged: 0

Paid: 0

Current Balance 0

LT

© & ¢ §

Close Market
Close Market| | Cancel Market

Powered by the Bizaar 2.0 Framework

About Bzaar Market Management

Figure 7 Market management screen

17. The Market Management screen is split into a number of sections

comprising:

a. The Status section, refer to Figure 8, that permits the user to set
the market weather conditions from a dropdown list, this
information is used when reports are collated and offers the user a

choice from the following options:
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i Not Set
ii.  Sunny

ii.  Rain

iv.  Overcast

V. Snow

Salibury Saturday Market 17 September 2011

Status

== | Overcast v|

Figure 8 Status selection

Just below the status section are three action buttons. The Action
buttons have the following functions:

I A Reconcile Takings button that opens the Reconcile Takings
screen refer to Paragraph 20.

ii. A Market Comments button that opens the Market Comments

screen, refer to Paragraph 23.

iii. An Absent Traders button that opens the Absent Traders

screen refer to Paragraph 27.

The Attendance and Vacancies section is located in the lower half
of the Market Management screen. This section provides an
overview of each stall, pitch or unit availability including the current
occupier and any charges and payments made by the occupier.
The list can be set to show All stalls, Allocated stalls or Unallocated
stalls by clicking on the appropriate radio button. Selecting any
stall, pitch or unit in this section will transfer the user to one of the

following:
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I Clicking on an unallocated pitch opens the Allocate Vacant
Unit screen, refer to Paragraph 28.

ii. Clicking on an allocated pitch opens the Trader Statement
screen, refer to Paragraph 30.

d. The Close Market section has two buttons as follows:

I The Close Market button that opens the Close Market screen,
refer to Figure 9. The Close Market Screen lists the actions
that will be performed when the market is closed and has a
Close Market button to confirm that the market is to be closed.

ii.  When the market is closed, it can no longer be edited within
the management system. If the market is required to be re-
opened then a request must be sent to the Bizaar team.

oY

Kirklees Council

Kome ELIGIGERIEIGIILY Complisncy Checks  Unit Transfer Traders Reports Invoicing  Setfings  Change Pin Sign Out

you are here *Comments > My Markets > Salibury Saturday Market 17 Seplember 2011 »
Close Market

Close Market

Close Market does the following

« Generate Next weeks Attendance

+ Update Traders Debt Record

« Calculates Vouchers and Holidays

« Marks the Market as Closed to prevent any changes

Close Marketl

Figure 9 Close market screen

ii. The Cancel Market button that opens the Cancel Market
screen, refer to Figure 10. The Cancel Market screen lists the
actions that will be performed when the market is cancelled
and has a Cancel Market button to confirm that the market is
to be cancelled.
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Kirklees Council

Home ELNGERIEGISY Compliancy Checks  Unit Transfer Traders Reports Invoicing  Seftings  Change Fin - Sign Out

you are here *Comments > My Markets > Salibury Saturday Market 17 September 2091 » Cancel Market
Cancel Market

Cancel Market

Cancel Market does the following

« Market is marked as cancelled

« Charges are Voided

« Payments remain and wall camry over

« Aftendance Counts Remains Unchanged

Cancel Market

Figure 10 Cancel market screen
Closing a Market

18. To close a market, proceed as follows:
a. Navigate to the Close Market screen by clicking on:
I The Markets tab.

ii.  The link for the market from the My Open Markets section of
the My Markets screen.

ii.  The Close Market button in the Close Market section on the
Market Management screen.

b. Click on the Close Market button on the Close Market screen,.

Cancelling a Market

19. To cancel a market, proceed as follows:
a. Navigate to the Cancel Market screen by clicking on:
I The Markets tab.

ii.  The link for the market from the My Open Markets section of
the My Markets screen.
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ii.  The Cancel Market button in the Close Market section on the
Market Management screen.

b. Click on the Cancel Market button on the Cancel Market screen.

Reconcile Takings Screen

20.

21.

The Reconcile Takings screen that allows the user to enter all takings for
the day including notes, coinage and cheques. The lower half of the
screen provides the user with a summary that includes a total banking

amount based on the sum of each denomination entered on the screen.
Two action buttons are provided at the bottom of the screen as follows:

a. The Recalculate button that recalculates the totals in the Summary
once the user has updated any of the details for Notes, Coins or
Cheques.

b. The Save button that saves the data entered on the screen to the
database.
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o0

Kirklees Council

ome RLGGENIELTHYE Complsncy Checks  Unit Transfer Traders Reports Invoicing  Settings  Change Pin  Sign Out

you are here *Welcome to Bizaar > My Markets > Saibury Saturday Market 17 September 2011 » Re
Reconcile

Hotes
£50 Note
£20 Note
£10 Note
£5 Note

[=TEN = = = ]

Coins
£2 Coin
£1 Cain
Sikver Coins
Bronze Coins

o o o o

Cheques

Mumibser Of i
Cheques

Total Value of 0
Cheques

Summary

Tatal Reconciled £0.00

Cash & Cheque £0.00
Amount

Difference £0.00

Banking Number

Recalculate |Save

Fowered by the Bizaar .0 Framework
A L 1 M L1

Figure 11 Reconcile takings screen
Reconciling Takings for a Market

22. To reconcile takings from a market, proceed as follows:
a. Navigate to the Reconcile screen by clicking on:
I The Markets tab.

ii.  The link for the market from the My Open Markets section of
the My Markets screen.
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Note. The reconcile screen can be accessed from a closed market,
but is ‘read only’.

ii.  The Reconcile Takings button on the Market screen.

b. Enter the total for each denomination in the value boxes in the

Notes and Coins sections.

c. Enter the number of cheques and total value of the Cheques in the

value boxes in the Cheques section
d. Enter the banking number in the Banking Number text box.
e. Click on the Recalculate button.
f. ~ On completion, click on the Save button.

Market Comments Screen

Note. Comments can also be recorded on the PDA, refer to
Chapter 3, and uploaded onto the Management System when the
PDA and PC are synchronised. Comments recorded on the PDA

can include photographs.

23. The Market Comments screen, refer to Figure 12, allows the user to
enter comments regarding any trader on the market or view comments
previously entered into the system in the Market Comments list at the
bottom of the screen. The list includes comments entered using the
PDA.

24. Two dropdown lists are available and provide the following:
a. The following Comment Type can be allocated to a comment:
I Complaint.
ii. Goods query.

ii. Note.
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iv.  Warning.

b. The Associate with trader dropdown list permits the user to
associate the comment with any trader stored on the system from
the list, alternatively if it is a general comment it can be left un-

associated.

o=

Kirklees Council

Y Compliancy Checks Unit Transfer Traders Reports Involcing Settings Change Pin  Sign Out

you are here >Yyelcome to Bizaar » My Markets > Salbury Saturday Market 17 September 2011 >
Comments

Add Comment
Comment Type Complaint [v] Associate with Trader |Do Not Associate with a Trader |v]

Add Comment

Market Comments

12/05/2009 08:30:44 jharten

Market footfall was very good
Figure 12 Market comments screen

Adding a Comment

25. To add a comment, proceed as follows:
a. Navigate to the Comments screen by clicking on:
I The Markets tab.

ii.  The link for the market from the My Open Markets section of
the My Markets screen.

ii. The Market Comments button on the Market screen.

b.  Select the comment type from the Comment Type dropdown list.
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c. Select a trader or ‘Do Not Associate with a Trader from the

Associate with Trader dropdown list.
d. Type the comment into the comments box.

e. On completion, click on the Add Comments button. The comment
will now appear in the Market Comments list at the bottom of the

screen.

Viewing Previous Comments

26. To view previous comments, proceed as follows:
a. Navigate to the Comments screen by clicking on:
I The Markets tab.

ii.  The link for the market from the My Open Markets section of

the My Markets screen.
ii.  The Market Comments button on the Market screen.
b.  Click on the required comment in the Market Comments list.

Absent Traders Screen

27. The Absent Traders screen, refer to Figure 13, lists any traders that
were found to be absent when the market was held. The Absent Trader
screen is populated either from data transfer from the PDA, refer to
Chapter 3, or allocating the trader as absent on the Trader Statement

screen, refer to Paragraph 30.
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Kirklees Council

Home ELLIGENIERCTILY Complisncy Checks  Unit Transfer Traders Reports Invoicing  Setfings  Change Pin Sign Out

you are here *Welcome to Bizaar » My Markets » Salibury Saturday Warket 17 September 2011 > Absent Traders
Absent Traders

0 No Absent Traders

Figure 13 Absent trader screen
Allocate Vacant Units Screen

28. The Allocate Vacant Units screen, refer to Figure 14, permits the user to
allocate a stall, pitch or unit to a regular trader stored on the system.
The screen comprises of the following elements:

a. Two dropdown lists:
I Pitch — Detailing any unallocated stall, pitch or unit.

ii. Trader — Detailing any regular trader names stored on the
system.

b.  The assign unit charges tick box that permits the user to assign the
pre-set cost(s) of this stall, pitch or unit to the trader.

c. A Save button to store the changes made by the user.
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Kirklees Council

Home ELNGERIEGISY Compliancy Checks  Unit Transfer Traders Reports Invoicing  Seftings  Change Fin - Sign Out

you are hera >Salibury Saturday Market 17 September 2011 > A
Allocate Vacant Units

Allocate Vacant Units

Save

Pitch Pitch 1 j
Trader Joa Bloggs :!
Assign Linit £
Charges Add Unat

Charges

Figure 14 Allocate vacant units screen

Allocating a Vacant Unit

29. To allocate a vacant unit, proceed as follows:

a.

Navigate to the Allocate Vacant Units screen by clicking on:
I The Markets tab.

ii.  The link for the market from the My Open Markets section of

the My Markets screen.

ii. On the required unallocated link in the Attendance and
Vacancies list of the Market Management screen.

Select the pitch to be allocated.

Select the trader the pitch is to be allocated to from the Trader
dropdown list.

If required, click in the Assign Unit Charges tick box to place a tick
in the box and assign stored unit charges against the trader for the
pitch. If no tick appears in the box charges will not be assigned.

Click on the Save button.
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Trader Statement Screen

30. The Trader Statement screen, refer to Figure 15, permits the user to

manage the trader occupying the selected unit or units that he is on.

The screen comprises of the following:

a. Five action buttons as follows:

An Update Charges button that opens the Charges Summary
screen, refer to Paragraph 31.

An Update Payments button that opens the Payment

Summary screen, refer to Paragraph 35.

A Mark as Absent button that opens the Mark Trader Absent

screen, refer to Paragraph 39.

A Print Receipt button that opens the Print Receipt Preview

screen, refer to Paragraph 41.

A View Trader File button that opens the trader overview
screen for the selected trader.

b. The lower half of the screen provides the user with overview and

trader summary information on payments made and outstanding

invoices.

c. A Back to Market Summary button provided to return the user to

the Market Management screen, refer to Paragraph 16.
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Kirklees Council

Wome ELILLGENIRGTOLY Complisncy Checks  Unit Transfer Traders Reporis Invoicing  Seifings  Change Fin - Sign Out
you are here > 5alibury Saturday Market 17 September 2011 > Statement for Joe B
Statement for Joe Bloggs

Trader Statement

Update Charges | | Updale Paymenis| |Mark as Absent| | Print Receipt | | View Trager File

daily rate £23.50
daily rate -£23.50
Total Charged £47.00
Total Debt £0.00
Total Paid £0.00
Balance -£47.00

Back to Market Summary

Figure 15 Trader statements screen
Charge Summary Screen

31. The Charge Summary screen, refer to Figure 16, permits the user to add
standard charges that have been pre-set on the system for the stall,
pitch or unit being viewed. The screen is divided into the following
sections:

a. An Add Charges section that contains:

I A dropdown list that permits the user to select from a list of
pre-populated charges for the market such as; rent and
cleaning.

ii.  An Add button that adds the charge to the traders account for
that stand. Once added the charge will appear in the lower
half of the screen in the Charges for Trader list.
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b. The Charges for Trader list that shows all charges applied to this
trader for the stall, pitch or unit selected. To the right of each

charge is a v icon which allows the value to be updated, and a

Eﬁ icon for deleting the relevant entry.

c. A Back to Trader Statement button provided to return the user to
the Trader Statement screen, refer to Paragraph 16.

Kirklees Council

Home ECLLGERIRGEHY Complsncy Checks  Unit Transfer Traders Reporis Invoicing Seitings Change Fin - Sign Cut

you are here »Salibury Saturday Market 17 Segtember 2011 > Statement for Joe Bloogs »

Charge Summary
Add Charge
Add Charge daily rale T Add
Charges for Trader
daily rate 2350 &’ s o
daily rate 73.50 w ¥

Back to Trader Statement

Figure 16 Charge summary screen

Adding a Charge

32. To add a charge against a trader, proceed as follows:
a. Navigate to the Charge Summary screen by clicking on:
I The Markets tab.

ii.  The link for the market from the My Open Markets section of
the My Markets screen.

iii.  On an allocated link in the Attendance and Vacancies list of
the Market Management screen.
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iv. On the Update Charges button on the Trader Statement

screen.

b. Select the charge to be allocated from the Add Charge dropdown
list.

c. Click on the Add button. The new charge will be added to the
bottom of the Charges for Trader list.

Amending a Charge

33. To amend a charge in the Charges for Trader list, proceed as follows:
a. Navigate to the Charge Summary screen by clicking on:
I The Markets tab.

ii.  The link for the market from the My Open Markets section of
the My Markets screen.

iii.  On an allocated link in the Attendance and Vacancies list of
the Market Management screen.

iv. On the Update Charges button on the Trader Statement

screen.

b. Type the corrected value into the box for the appropriate charge.

c. Clickonthe ¥ icon to save the change to the database.

Deleting a Charge

34. To delete a charge, proceed as follows:
a. Navigate to the Charge Summary screen by clicking on:
i The Markets tab.

i.  The link for the market from the My Open Markets section of
the My Markets screen.
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iii.  On an allocated link in the Attendance and Vacancies list of
the Market Management screen.

iv. On the Update Charges button on the Trader Statement

screen.

b. Click on the hﬁ? icon for the charge to be deleted.

Payment Summary Screen

35. The Payment Summary screen, refer to Figure 17, permits the user to
add any payments made by the trader. The screen is split into the

following sections:

a. A Trader Payments section that provides an overview of the cash
owed by the trader and permits the user to register a payment
made by the trader. The section comprises a value box for
entering cash amounts, an Add Payment button for adding the
entry and a dropdown list containing the following selectable
options for the transaction:

I Cash.

i. Cheque.

iii.  Standing order.

iv.  Voucher (such as holiday voucher or incentive voucher).

v. Adjustment (to allow an adjustment to be made to payment).
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Kirklees Council

Home EFLGIGERIERTIHY Complsncy Checks  Unit Transfer Traders Reports Invoicing Seffings  Change Pin Sign Out
you are here > Siptement for Joeg Boags > Charge Summary > Stalemer for Joe Bioogs > Fayment Summany
Payment Summary

Traders Payment

Trader Currently Cwes £0.00
FPay an imwoice
Add Payment | Cash x| |47.00
Add Payment
Payments for Trader
Cash  47.00 Ref 1 Cash Ref 2 v W

Back to Trader Statement

Figure 17 Update payments screen

b. A Payments for Trader section that details all payment transactions
made by the trader. This section shows the following information
for each transaction:

I Payment method (in this screen case Cash).
ii.  The amount paid.
iii. Ref1— Detailing the payment method.

iv. Ref2-TBC.

v. A Tick Icon v that applies any changes made to the entry
by saving them into the database.

vii A Eﬁ used to delete the selected payment.

c. A Back to Market Summary button provided to return the user to
the Market Management screen, refer to Paragraph 16.
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Adding a Payment

36. To add a payment, proceed as follows:

a. Navigate to the Payment Summary screen by clicking on:

The Markets tab.

The link for the market from the My Open Markets section of
the My Markets screen.

On an allocated link in the Attendance and Vacancies list of
the Market Management screen.

On the Update Payments button on the Trader Statement

screen.

b. Select the payment type from the Add Payment dropdown list.

c. Type in the value of the payment in the value box.

d. Click on the Add Payment button. The payment will now appear at

the bottom of the Payments for Trader list.

Amending a Previously Made Payment

37. To amend a previously made payment, proceed as follows:

a. Navigate to the Payment Summary screen by clicking on:

The Markets tab.

The link for the market from the My Open Markets section of
the My Markets screen.

On an allocated link in the Attendance and Vacancies list of
the Market Management screen.

On the Update Payments button on the Trader Statement

screen.
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b.  Adjust the details in the value box for the payment to be amended.

c. Clickonthe ¥ icon to save the change to the database.

Deleting a Payment

38. To delete a payment, proceed as follows:
a. Navigate to the Payment Summary screen by clicking on:
i The Markets tab.

i.  The link for the market from the My Open Markets section of
the My Markets screen.

iii.  On an allocated link in the Attendance and Vacancies list of
the Market Management screen.

iv. On the Update Payments button on the Trader Statement

screen.

b. Click on the ?}37 icon for the payment to be deleted.

Mark Trader Absent Screen

39. The Mark Trader Absent screen, refer to Figure 18, permits the user to
mark a trader absent from a stall for any given reason provided in a
dropdown list; this marks the stall, pitch or unit as available for issue to
non-regular traders if required. The screen is split into the following

sections:

a. A dropdown list containing the following selectable options for each
stall, pitch or unit that the trader is allocated too:

I No Change.
ii. Absent — Authorised.

iii. Absent — Unauthorised.
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iv.  Absent — Sick.
v.  Holiday (including pitch and date).
vi. Absent.

b. A Save button that applies any changes made to the screen by
saving them into the database.

Kirklees Council

Wome ELILLGENIRGTOLY Complisncy Checks  Unit Transfer Traders Reporis Invoicing  Seifings  Change Fin - Sign Out

youl are here > salibury Saturday Market 17 September 2011 > statement for Joe Bloggs » Chare summary » Siatement for Joe Bloggs =

Mark Trader Absent

Mark Trader Absent

Select units for absence

Pitch 84 No Change ~]
Pitch 40 Mo Change pd
Pitch 1 Ho Change )

Save

Figure 18 Mark trader absent screen

Marking a trader absent

40. To mark a trader absent, proceed as follows:
a. Navigate to the Mark Trader Absent screen by clicking on:
I The Markets tab.

ii.  The link for the market from the My Open Markets section of

the My Markets screen.

iii.  On an allocated link in the Attendance and Vacancies list of
the Market Management screen.

iv. On the Mark as Absent button on the Trader Statement

screen.
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b.  Select the reason for the traders absence from the dropdown list for
each of the pitches that they are absent from.

c. Click on the Save button to save the data to the database.

Print receipt screen

41. The Print Receipt screen permits the user to print a receipt via any
connected printer for the current market trader. A print preview is
provided of the receipt, refer to Figure 19.

Kirklees Council
01476 583370

VAT No: 0123456789

Trader Name: Joe Bloggs

daily rate -£23.50
daily rate £23.50
Total Charged £47.00
Total Paid £0.00
Balance -£47.00

Thank you for trading
with us today

Figure 19 Print receipt preview screen
Printing a Receipt for a Trader

42. To print a receipt for a trader, proceed as follows:
a. Navigate to the Print Receipt screen by clicking on:
i The Markets tab.

i.  The link for the market from the My Open Markets section of
the My Markets screen.

ii.  On an allocated link in the Attendance and Vacancies list of
the Market Management screen.
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iv.  On the Print Receipt button on the Trader Statement screen.

b. Preview the receipt that appears on the screen and follow the on
screen instructions for printing the receipt.

COMPLIANCY CHECKS TAB

43. The Compliancy Checks tab opens the Compliancy Checks screen, refer
to Figure 20, that details the traders on the selected market and permits
the user to:

a. View a traders compliancy checks.
b.  Conduct a check on the selected trader.
c. Set the period over which checks are displayed

d. Record new compliancy checks using the Record Compliancy
Check button to transfer to the New Compliancy Check screen,
refer to Paragraph 45.

Kirklees Council

Home admin's Markets R oSSSNa oY Unit Transfer Traders Reports  Invoicing  Settings  Change Pin. Sign Out

yiou are here = Statement Ior Joe Booos =
Compliancy Checks

Check Period Al ¥ [co

Salibury tuesday Market
Salibury Saturday Market

Joe Bloggs

Last Check: 07/08/2011 Record Compliancy Check

Figure 20 Compliancy check screen
Setting the Compliancy Check Display Period
44. To set the period over which compliancy checks are displayed on the

Compliancy Checks screen, proceed as follows:

a. Select the period to be displayed from the Check Period dropdown
list.
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b. Click on the Go button.

New Compliancy Check Screen

45. The New Compliancy Check screen, refer to Figure 21 allows the user to
view what the trader is licensed to sell, show the result of the last
compliance check and record a new compliancy check.

Kirklees Council

Kome admin's Markets DeSuledtisladwcod iy Unit Transfer Traders Reports Ineoicing Settings  Change Fin  Sign Out
o are here > Siatement 1or Joe Begas » Compliancy Checks = Fow
New Compliancy Check

Currently licenced For

chips
Duolls

Record Compliancy

=]

Status | Pass
Malte

Last Check: 07092011
Last Check Details:Pass:

Save
Figure 21 New compliancy check screen
Recording a New Compliancy Check

46. To record a new compliancy check for the selected trader, proceed as
follows:

a. Navigate to the New Compliancy Check screen by clicking on:
I The Compliancy Checks tab.

ii. The Record Compliancy Check button on the Compliancy
Checks screen.
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b.  Select one of the following from the Status dropdown list:
I Pass.
ii.  Fail

c. Type in any relevant notes in the text box.

d. Click on the Save button to apply any changes made to the screen
and save them into the database.

UNIT TRANSFER TAB

47.

48.

The unit transfer tab opens the Market Unit Transfers screen, refer to
Figure 22. This screen permits the user to assign any request for a stall,
pitch or unit to a regular trader registered on the system. Any
assignments are automatically loaded onto the PDA when it is
synchronised with the Management System on the PC.

The screen details any outstanding requests for a stall, pitch or unit for

each market that is open on the system. For each open market there is
a list of open requests. Each entry on the list has a tick ¥ icon and

cross #® icon to confirm or decline the request. In addition, the
following dropdown lists and action buttons are provided to make new

requests:

a. A Select Unit dropdown list containing a list of all unallocated units,
pitches or stalls.

b. A Select Trader dropdown list containing a list of all traders

registered on the system.
c. A Create Unit Request button to create a new request.

d. A View All button to transfer the user to the All Unit Transfer
Requests Screen, refer to Paragraph 52.
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Kirklees Council

Home admin's Markets Complisncy Checks QIGURIFEL S Traders Reports Invoicing Settings Change Pin Sign Out

you ane here >Stalement or Jog BI0Qqs * Compliancy Checks > Markel
Market Unit Transfers

Salibury tuesday Market

Select Unit| Stal 1 [v] Select Trader | [¥] . View all

“ Mo Viable Transters Exist

Salibury Saturday Market

Select Unit | Pitch 1 ﬂseleu Trader | Joe Bloggs | »| Create Unit Request| | View all

Pitch 1 Joe Bloggs & x

Figure 22 Market unit transfers screen

Adding Unit Requests to the System

49. To add additional unit requests to the system from the Unit Transfer tab,

proceed as follows:
a. Select the unit being requested from the Select Unit dropdown list.
b.  Select the trader from the Select Trader dropdown list.

c. Click on the Create Unit Request button to confirm the action. The
request will now be added to the bottom of the list of requests.

Confirming Unit Requests

50. To confirm a unit request shown on the Market Unit Transfers screen,
click on the tick L 4 icon for the entry to be approved.

Declining Unit Requests

51. To decline a unit request shown on the Market Unit Transfers screen,

click on the cross x icon for the entry to be declined.
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All Unit Transfer Requests Screen

52. The All Unit Transfer Requests screen, refer to Figure 23, shows all of
the units requested for transfer with additional details of the time and

date of the unit allocation. A = | icon is provided to delete an entry from
the list of requests on the All Unit Transfer Requests screen.

=
Kirklees Council ]

Y Traders fReports invoicing  Setfings  Change Pin  Sign Out
you are here > Stalement 1or Jep Bogas > Compliancy Checks ~ Marked Unit Transfers = A
All Unit Transfer Requests

Pitch 1 Joe Bloggs 15/09/2011 14:30:58 |
Pitch 2 Joe Bloggs 15002011 14:31°45 ?}?

Figure 23 All unit transfer requests screen
Viewing/Deleting All Unit Requests

53. To view and edit all unit requests, proceed as follows:
a. Navigate to the All Unit Transfer Requests screen by clicking on:
I The Unit Transfer tab.

ii. The View All button on the Market Unit Transfers screen.

b. Click on the Eﬁ icon to delete any allocation of a stall, pitch or unit
from the list.

TRADERS TAB

54. The traders tab takes the user to the Trader List screen, refer to Figure
24. Initially no traders will be shown on the screen and the screen only
has an action button to allow new traders to be added and a search
facility to view traders already recorded on the system. To populate the
screen a search has to be carried out, refer to Paragraph 59. The Add
New Trader button opens the Add Trader screen, refer to Paragraph 56.
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Kirklees Council L

Bome admin's Markets Complisncy Checks Unit Transfer RIeSLIel Reports Invoicing  Seffings Change Pin  Sign Out

you are here >Siatement for Jop Bioggs > Markel Unit Translers > Trader List
Trader List

Ackd Hew Trader

Search Trader Names Search
Cinclude archived traders

Figure 24 Trader list screen

55. Once populated the Trader List screen, refer to Figure 25, permits the
user to view a photograph of the traders registered on the system and
provides an overview of the traders contact details including email and
phone details. The screen also continues to provide the user with the
trader search facility and the ability to add a new trader to the system.
Selecting a trader link from the list of traders opens the Trader
Management screen, refer to Paragraph 61.
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Kirklees Council

Kome admin's Markets Complisncy Checks Unit Transfer RIcSEIed

you are here *Siglement for Joe Biogas > Marked Unit Trasiecs = Trader List
Trader List

Add Mew Trader

Search Trader Names |jo Search
Cinclude archived fraders

Joe Bloggs

Telephone:

Mobile:

E-Mail:

Mational Insurance: 1234

ibe

John Brierley

Telephone: 10484 534698
Mobile:

E-Mail:

Mational Insurance:

E

John Brook
Telephone: 01977 617327
Mobile:

E-Mail:

Mational Insurance:

ibe

Jonathan Campbeil

' Telephone: 01484 687709
Maohile” 070R49109055 »

Figure 25 Trader list screen (populated)
Add Trader Screen

56. The Add Trader screen, refer to Figure 26, allows a new traders details
to be entered on the system. The Gender, Title, Ethnicity and Country
data is provided in dropdown lists.

57. A further tick box marked as Archived prevents cluttering the system with
old trader details by permitting the user to archive the current trader
record. Archive retains the trader’s information for future retrieval.

58. The screen also has a Save button to apply any changes made to the
screen and save them into the database.
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Kirklees Council

Home admin's Markets Complisncy Checks Unit Transfer RIetiUsl Reports Invoicing  Setfings  Change Fin

you are here »Stalement for Joe Bioogs > Marked Unit Transters > Trader List = Add Trades
Add Trader

Trader Detail

Gender Male
Title Mr
First Name

EE]

Last Name

Mational
Insurance

Drate Of Birth
Ethnicity Pakistan
VAT Number

<]

Contact Details

Save

Email

Telephone

Mobile

Address 1

Address 2

Address 3

City

Postcode

County

Country United Kingdom

]

Archived B

Figure 26 Add trader screen

Searching for Traders

59. To search for a trader on the Trader List screen, proceed as follows:

a.

Enter the first one or two characters from the traders name into the
Search Trader Names box.

Click on the Search button. This will show all trader records
registered on the system that match the search criteria.
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Adding/Editing a Traders Details

60. To add or edit a traders details, proceed as follows:

a.

Navigate to the Add Trader screen by clicking on :
I The Traders tab.

ii. Then either on the Add New Trader button or a link for a
trader from the list on the Trader List screen.

Fill in as many details in the text boxes as possible using the
dropdown lists to complete Gender, Title, Ethnicity and Country

information.

If required, on the Archived tick box place a tick in the box and

transfer the data to the archive.

Click on the Save button.

Trader Management Screen

61. The Trader Management screen, refer to Figure 27, has three sections

as follows:

a. Personal Detalils, refer to Paragraph 62.

b. Trader’'s Markets, refer to Paragraph 74.

c. Add Trader to Market, refer to Paragraph 98.
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Kirklees Council

Kome admin's Markets Compliancy Checks Unit Transfer Rieti sl Reports Invoicing  Settings  Change Pin Sign Gut
you are here > Sigtement for Joe Biopgas ~ Marked Unit Transfers > Trader List > Joe Hio
Joe Bloggs

Personal Details
Name: Mr Joe Bloggs
DOB: 0011976
! Telephane:

Mobile
Ko Fhote Email:

Created 07022011
Modfied: 070972011

Update Trader Details | | Manage Trader Vehicles | | Manage Trader Insurance | | View Comments | | View Files

Trader's Markets

Salibury Saturday Market — — g "

Joined: 07/03/2011 10-25-02 B B R -~ w W
Currant Status: Regular Lipdate Trades Status Ivpices LUnits Charges Licence Wouchess Holiday

Add Trader to Market

Add To | Kirklees Batley Open Friday Market ﬂ Add

Figure 27 Trader management screen
Personal Details Section

62. The Personal Details section, refer to Figure 28, shows a photograph of
the trader and details for the selected trader and allows the user to carry
out the following tasks by clicking on the relevant button:

a. Update Trader Detalils, refer to Paragraph 63.

b. Manage Trader Vehicles, refer to Paragraph 64.
c. Manage Trader Insurance, refer to Paragraph 67.
d. View Comments, refer to Paragraph 70.

e. View Files for that trader, refer to Paragraph 73.
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Joe Bloggs
Personal Detalls

Hame: Mr Joe Bloggs

DOB: 0011976
L Telephone
Mobilke

e P Email
Created 071092011
Modfied: 07/0972011

Update Trader Delals| (Manage Trader Vehstles | Manage Trader Insurance | | View Comments | | View Files

Figure 28 Personal details section

Update Trader Details Button

63. The Update Trader Details button takes the user to the Update Trader
Name screen which is identical to the Add Trader screen, refer to
Paragraph 56.

Manage Trader Vehicles Button and Vehicle Summary Screen

64. The Manage Trader Vehicles button takes the user to the Vehicle
Summary screen, refer to Figure 29. This screen permits the user to:

a. Transfer the user to the Add Vehicle screen, refer to Paragraph 65,
using the Add Vehicle button. If the trader has no associated
vehicles the Manage Trader Vehicles button will transfer the user

straight to the Add Vehicle screen.

b. View a list of vehicles registered to the trader and open the Update
Vehicle screen using the links to allow the vehicle details to be
updated or deleted. The Update Vehicle screen is similar to the

Add Vehicle screen and is not shown.

c. Return to the Trader Management screen using the Back Button
(not shown).
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Kirklees Council

Home admin's Markets Compliancy Checks Unit Transfer RIFELIEN Reports Invoicing Settings Change Pin  Sign Out

You are here » Trader Search > Benny Agbayani » Vs
Vehicle Summary

Add Vehicle

Traders Known Vehicles

EA53 WUC
Red Ford Focus

Figure 29 Vehicle summary screen
Add Vehicle Screen

65. The Add Vehicle screen, refer to Figure 30, allows the user to add a
trader vehicle onto the database and consists of two text boxes and a
Save button.

—

Kirklees Council

Home admin's Markeis Complisncy Checks  Unit Transter REESEY Reports invoicing  Settings  Change Pin  Sign Out
you are here *Tragder List = Jo¢ Blogqs > Vehicke Summary = Add Vel
Add Vehicle

Vehicle Detall

Registration
Mumber
Hote

Save

Figure 30 Add vehicle screen
Adding/Editing a Traders Vehicle Details

66. To add/edit a vehicle details against a trader, proceed as follows:
a. Navigate to the Add Vehicle screen by clicking on:

i The Traders tab.

Page 51 of 260



BIZAAR USER MANUAL

ii.  The link for the trader on the Trader List screen after carrying
out a search, refer to Paragraph 59.

ii. The Manage Trader Vehicles button on the Trader

Management screen.

iv. Then either the Add Vehicle button or vehicle link on the

Vehicle Summary screen.
b. Type the vehicle registration in the Registration Number box.

c. Type the Vehicle make and model plus any other notes in the
Notes box.

d. Click on the Save button.

Manage Trader Insurance Button and Insurance Summary Screen

67. Selecting the Manage Trader Insurance button takes the user to the
Insurance Summary screen, refer to Figure 31. This screen permits the

user to:

a. Add insurance details for the selected trader using the Add
Insurance button to transfer the user to the Add Insurance screen,
refer to Paragraph 68. If the trader has no insurance the Manage
Trader Insurance button will take the user straight to the Add
Insurance screen with an additional warning banner to indicate that

no insurance is recorded for the trader.

b. View a list of trader insurance details registered on the system and
open the Update Insurance screen to allow the insurance details to
be updated or deleted. The Update Insurance screen is similar to
the Add Insurance screen and is not shown.

c. Return the user to the Trader Management using the Back Button
(not shown).
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Kirklees Council

Home admin‘'s Markets Complancy Checks Unit Transfer RECL IS

You are here = Trader Search = Benny Agbayani = Insurance Summary

Insurance Summary

;Add |n5urance'

General - 123456
Expires: 01/02/2010 00:00:00

Figure 31 Insurance summary screen
Add Insurance Screen

68. The Add Insurance screen, refer to Figure 32, allows the user to add a
traders insurance details onto the database.

Kirklees Council

Home admin's Markets Complancy Checks  Unit Transter RIEat] Reports  Irmvoicing
you are hera =Trader List = Jog Blaas = INSurance SEmmany = Add Insurance
Add Insurance
Insurance Detail
Imsurer
Policy Number
Valid From
Valid To

Save

Figure 32 Add insurance screen

Page 53 of 260



BIZAAR USER MANUAL

Adding/Editing a Traders Insurance Details

69. To add/edit a vehicle details against a trader, proceed as follows:
a. Navigate to the Add Insurance screen by clicking on:
I The Traders tab.

ii.  The link for the trader on the Trader List screen after carrying
out a search, refer to Paragraph 59.

ii. The Manage Trader Insurance button on the Trader

Management screen.

iv.  Then either the Add Insurance button or insurance link on the
Vehicle Summary screen.

b. Type the insurers name in the Insurer box.

c.  Type the policy number in the Policy Number box
d. Type the policy start date in the Valid From box.
e. Type the policy expiry date in the Valid To box.

f.  Click on the Save button.

View Comments Button and Comments Screen

70. Selecting the View Comments button takes the user to the Comments
screen for the selected trader, refer to Figure 33. This screen permits
the user to:

a. Add a new comment against the selected trader.

b. View a list of any comments registered on the system for the
selected trader. The list of comments will include any comments
created on and transferred from the PDA for the selected trader.

c. Return to the Trader Management screen by clicking on the Back

button.
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71. All comments are automatically given a date time stamp and can have

any number of photographs assigned to the comment. Only comments
transferred from the PDA will have photographs.

Kirklees Council

Home admin's Markets Compliancy Checks Unit Transfer

you are here > Statement for Joe Blogas > Market Unit Transfers > Trader List > Jog Bloggs »
Comments

Add Comment

Comment Type  Complaint  [w]

Add Comment

Trader Comments

12/05/2009 08:41:59 jharten
continues to be rude

12/05/2009 08:41:52 jharten
This trader is very rude

Back

Figure 33 Comments screen

Adding a Comment

72. To add a new comment for a trader in the Comments screen, proceed as
follows:

a. Navigate to the Comments screen by clicking on:

i The Traders tab.

ii.  The link for the trader on the Trader List screen after carrying
out a search, refer to Paragraph 59.

ii. The View Comments button on the Trader Management
screen.

b.  Select one of the following comment types from the dropdown list:
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I Complaint,

ii. Goods query,

ii.  Note,

iv.  Warning,
c. Type the comment in the text box.
d. Click on the Add Comment button.

View Files Button and Trader Files Screen

73. Selecting the View Files button takes the user to the Trader Files screen,

refer to Figure 34. This screen permits the user to:

a. Browse for files associated with the trader on the system using the
Browse button.

b.  Upload the files by clicking on the Upload link once a browse has

been completed.

c. Return to the Trader Management screen using the Back button.

—

Kirklees Council

Home admin's Markets Complsncy Checks  Unit Transfer RISLEIEE Reports Invoicing  Seffings  Change Pim Sign Out

you are here >Statement for Joe Bipggs > Market Uit Transters > Trader List > Joe Bloggs > Trader
Trader Files

Upload file for trader

l ﬁ Files must be less than 16 Mb for uplead.
|
Upload
Traders Files
| I This Trader Does Not Have Any Files Associated
|

Back

Figure 34 Trader Files screen
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Trader’s Markets Section

74. The Trader’s Markets section of the Trader Management screen, refer to
Figure 35, allows the user to view a list of the markets to which the
trader is currently associated.

Trader’'s Markets

Middington Street Market Monday —_— = " = .
Joined: 12/02/2009 16:56:26 o o [ — ?'}S?
Curremt Status: Regular Update Trader Status Units  Charges  Licence  Vouchers Holiday
Middington Street Market Friday —_ e " E =
Joined: 12/02r2009 16:56:26 = = = % = ] ?‘}?
Curremt Status: Regular Update Trader Status Units  Charges  Licence  Vouchers Holiday
Middington Indoor Market Saturday . = " g !
Joined: 12/02/2009 16:56:26 o = \ I — ?‘137
Current Status: Regular Update Trader Status Units  Charges  Licence  Vouchers Haoliday

Figure 35 Trader’s markets section

75. The user has the capability from this section of managing the following
for the selected trader or market:

a. Updating trader status using the “s#e s Sas |ink to transfer the
user to the Update Trader Market Status screen, refer to Paragraph
77.

b. Raising invoices against the using the ==::jcon to transfer the

user to the Invoices screen, refer to Paragraph 79.

c.  Assigning units, stalls or pitches to the trader using the ““ icon to
transfer the user to the Trader Market Unit Summary screen, refer
to Paragraph 81.

£

d. Manage charges for the trader using the cases con to transfer the
user to the Market Recurring Charges screen, refer to
Paragraph 84.
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e. Manage the traders’ trade licences using the ‘=2 jcon to transfer
the user to the Market Licence screen, refer to Paragraph 87.

f. ~ Manage vouchers for the trader using the ¥=ste= jcon to transfer

the user to the Market Vouchers screen, refer to Paragraph 91.

=
g. Manage the trader’s holidays using the t: jcon to transfer the

user to the Market Holiday screen, refer to Paragraph 95.

h.  Delete the trader from the current market using the L icon, refer

to Paragraph 76.
Deleting a Trader from a Market

76. To delete a trader from a market, proceed as follows:
a. Navigate to the Trader Management screen by clicking on:
I The Traders tab.

ii.  The link for the trader on the Trader List screen after carrying

out a search, refer to Paragraph 59.

b. Click on the hﬁ? icon for the relevant market on the Trader’s

Markets section of the Trader Management screen.
Note. No confirmatory warning is given when the delete icon is
clicked on.

Update Trader Market Status Screen

77. The Update Trader Market Status screen, refer to Figure 36, allows the
user to set, edit, monitor and save the traders status for the selected

market.
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Kirklees Council

Home admin's Markets Complisncy Checks  Unit Transfer Rifuls] Reports Irmvodcing  Settings Change Pin Sign Out

you are here >Statement for Joe B00qs > Market Unit Trangters > Trader List > Joe Bloogs > |
Update Trader Market Status

Trader Status ~ Regular ~
Tolal Attendance 1
Total Missed 0

Consecutive 1
Attendance

Consecutive i
Missed

Save

Figure 36 Update trader’s market status screen
Updating a Traders Status

78. To update the status for the trader, proceed as follows:
a. Navigate to the Update Trader Market Status screen by clicking on:
I The Traders tab.

ii.  The link for the trader on the Trader List screen after carrying
out a search, refer to Paragraph 59.

ii.  The Update Trader Status link in the Trader’s Markets section
of the Trader Management screen.

b.  Select one of the following from the Trader Status dropdown list:
I Regular.
ii. Casual.

c. Click the Save button.
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Invoices Screen

79. The Invoices screen, refer to Figure 37, allows the user to view and

select an invoice for printing for a trader.

Kirklees Council

lome admin's Markets Complisncy Checks  Unit Transfer REc LI

Trader Invoices

you are here = Stalement 1or boe Biogas > Marked Unil Transters > Traded List » Joe BIoogs =

Figure 37 Invoices screen

Viewing and Printing an Invoice Against a Trader

80. To view an invoice for a trader, proceed as follows:

Navigate to the Invoices screen by clicking on:

The Traders tab.

The link for the trader on the Trader List screen after carrying
out a search, refer to Paragraph 59.

The ==cs joon in the Trader's Markets section of the Trader

Management screen.

Click on any of the listed invoices to open the invoice.

Follow the on screen instructions to print the invoice.

Trader Market Unit Summary Screen

81.

The Trader Market Unit Summary screen, refer to Figure 38, allows the
user to view and manage the allocation of units to a trader. The Trader
Market Unit Summary screen has two sections and a Back button. The

two sections are as follows:

Page 60 of 260



BIZAAR USER MANUAL

a. An Assign Market Unit to Trader section that allows the user to
assign a unit to a trader, refer to Paragraph 82.

b. A Traders Units section that shows a list of units already assigned

to the trader and allows the units to be deleted from the trader,
refer to Paragraph 83.

Kirklees Council .—.El

Kome admin's Markets Complisncy Checks Unit Transfer RIASLIE Y Reports  Invoicing  Setfings  Changs Pin Sign Out

you ane here »Statement for Joe B3000s > Marked Unit Transters » Trader List = Joe Bloogs > Trader Market

Trader Market Unit Summary

Assign Market Unit to Trader

PiEE v | | Assign unit to Trader

Traders Units

Pitch 2
Pitch 4
Pitch 84
Pitch 1

Pitch 40

o o o

Back

Figure 38 Assignh market unit summary screen
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Assigning Market Unit(s) to a Trader

82. To assign a market unit to a trader, proceed as follows:

a. Navigate to the Trader Market User Summary screen by clicking

on:
i The Traders tab.

ii.  The link for the trader on the Trader List screen after carrying
out a search, refer to Paragraph 59.

(==}

ii. The Y= jcon in the Trader's Markets section of the Trader

Management screen.

b. Select the required unit from the dropdown list of units registered
on the system.

c. Click on the Assign unit to Trader button. The newly assigned unit

will appear at the bottom of the Traders Units list.

d. Click on the Back button. This will apply any changes made to the
screen save them into the database and transfer to the system to
the Trader Management screen.

Deleting Market Unit(s) Assigned to a Trader

83. To delete a market unit currently assigned to a trader, proceed as follow:

a. Navigate to the Trader Market User Summary screen by clicking

on:
i The Traders tab.

ii.  The link for the trader on the Trader List screen after carrying
out a search, refer to Paragraph 59.
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ii. The Ywi= jcon in the Trader's Markets section of the Trader

Management screen.

b. Click on the Eﬁ icon for the unit to be deleted.

c. Click on the Back button. This will apply any changes made to the
screen save them into the database and transfer to the system to
the Trader Management screen.

Market Recurring Charges Screen

84. The Market Recurring Charges screen, refer to Figure 39, allows the
user to view and mange any recurring charges set against the trader.
The Market Recurring Charges screen has two sections and a Back
button. The two sections are as follows:

a. An Add Recurring Charge section that allows the user to add a
recurring charge to a trader, refer to Paragraph 85.

b. A Recurring Charges list that shows a list of charges already
assigned to the trader and allows the charges to be assigned or
deleted from the trader, refer to Paragraph 85 and 86.

Kirklees Council

Home admin's Markets Complsncy Checks  Unit Transfer RISLEIEE Reports Invoicing  Seffings  Change Pim Sign Out
you are here >Statement for Joe Bogqs > Market Unit Transters » Trader List > Joe Bloggs > <
Salibury Saturday Market Recurring Charges

Add Recurring Charge

SH:H'_H!—:] Add Recurring Charge

Recurring Charges

daily rate 23,50 & % o
dally rate 2350 v’ %

Back

Figure 39 Market recurring charges screen
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Creating a New Recurring Charge

85. To create a new recurring charge against a trader for a market, proceed
as follows:
a. Navigate to the Market Recurring Charges screen by clicking on:

i The Traders tab.

ii.  The link for the trader on the Trader List screen after carrying
out a search, refer to Paragraph 59.

Ge

(1) The Charges icon in the Trader's Markets section of the
Trader Management screen.

(2) Select the required charge type from the dropdown list
from those registered on the system; e.g. Rental,
cleaning, lights, power etc.

b.  Click on the Add Recurring Charge button.

c. The newly created charge will appear at the bottom of the
Recurring Charges list. The value for the recurring charge is taken
from predetermined charges but can be updated as follows:

I Highlight the value to be changed in the appropriate box and
type in the new value.

i.  Click on the tick ¥ icon alongside the corrected value to

save the value to the database.

d. Click on the Back button. This will apply any changes made to the
screen save them into the database and transfer to the system to
the Trader Management screen.
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Deleting a Recurring Charge

86.

To delete a recurring charge against a trader from a market, proceed as

follows:
a. Navigate to the Market Recurring Charges screen by clicking on:
I The Traders tab.

ii.  The link for the trader on the Trader List screen after carrying
out a search, refer to Paragraph 59.

lj_' L

ii. The Charges icon in the Trader's Markets section of the Trader

Management screen.

b. Click on the W icon for the charge to be deleted.

c. Click on the Back button. This will apply any changes made to the
screen save them into the database and transfer to the system to
the Trader Management screen.

Market Licence Screen

87.

The Market Licence screen, refer to Figure 40, allows the user to view
and manage the trading licences for the trader. The Market Licence
screen has three sections and a Back button. The three sections are as

follows:

a. A Record New Compliancy Check section that allows the user to
record a compliancy check against a trader, refer to Paragraph 88.

b. An Add Licence Item section that allows the user to add a new
trading licence for a trader, refer to Paragraph 89.

c. A Licence Summary section that shows a list of licences already
assigned to the trader and allows the licences to be deleted from
the trader, refer to Paragraph 90.

Page 65 of 260



BIZAAR USER MANUAL

Kirklees Council

Kome admin's Markets Complisncy Checks  Unit Transfer eI

you are here >Statement for Joe Bloggs > Market Uit Transters » Trader List » Joe Bloggs » Salibury Saturday Market |
Salibury Saturday Market Licence

Record Mew Compliancy Check

Status: Fass:_g Mote: Record Check

Last Check’ 150972011
Last Check Details Pass:

Add Licence ltem
Childrens Goods ~] ] [

Licence Summary

chips

& &

Dolls
Back

Figure 40 Licence screen
Recording a New Compliancy Check

88. To record a new compliancy check for the trader, proceed as follows:
a. Navigate to the Market Licence screen by clicking on:
I The Traders tab.

ii.  The link for the trader on the Trader List screen after carrying
out a search, refer to Paragraph 59.

e

ii. The Licsnce icon in the Trader’'s Markets section of the Trader

Management screen.
b. Inthe Record New Compliancy Check Section:
I Select either Pass or Fail from the Status dropdown list.

ii. Add any notes relevant to the compliancy check in the notes
text box.
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Click on the Record Check button to add the check to the
system.

c. Click on the Back button. This will apply any changes made to the

screen save them into the database and transfer to the system to

the Trader Management screen.

Adding Trader Licences

89. To add a licence to sell particular items to a trader, proceed as follows:

a. Navigate to the Market Licence screen by clicking on:

The Traders tab.

The link for the trader on the Trader List screen after carrying
out a search, refer to Paragraph 59.

The L=nce joon in the Trader's Markets section of the Trader

Management screen.

b. Inthe Add Licence Item section:

Select the licence category from the first dropdown list (e.g.

Clothing, Electronics, Groceries, etc.).

Select the relevant subcategory from the second drop list (e.g.
for the clothing category: Women’s clothing, Men’s clothing,
Child and baby clothing, etc.).

Click on the Add To Licence button to add the licence to the
system. The licence details will be added to the list in the

Licence Summary section.

c. Click on the Back button. This will apply any changes made to the

screen save them into the database and transfer to the system to

the Trader Management screen.
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Deleting Trader Licences

90. To delete an existing licence held by a trader, proceed as follows:

a. Navigate to the Market Licence screen by clicking on:
I The Traders tab.

ii.  The link for the trader on the Trader List screen after carrying
out a search, refer to Paragraph 59.

iii. The L= jcon in the Trader's Markets section of the Trader

Management screen.

b. In the Licence Summary section, click on the ¥ icon for the

licence that is to be deleted.

c. Click on the Back button. This will apply any changes made to the
screen save them into the database and transfer to the system to

the Trader Management screen.

Market Vouchers Screen

91.

The Market Vouchers screen, refer to Figure 41, allows the user to view,
manage and update any vouchers used for holiday and incentive
schemes operated by the Market Agency. The Market Vouchers screen
has four sections and a Back button. The four sections are as follows:

a. A Voucher being earnt section that allows the user to view
vouchers and update voucher progress, refer to Paragraph 92.

Note. Details for vouchers being earned and used is also
collected via the PDA application, synchronising the PDA with the
PC updates this information automatically on the Management
System.

b. An Add Voucher section that allows the user to add a new voucher
to the trader, refer to Paragraph 93.
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c. A Vouchers awaiting Use section that allows the user to view and
delete unused vouchers, refer to Paragraph 94.

d. A Used and Expired Voucher section that shows a list of any used

or expired vouchers against the trader.

Kirklees Council

Mome admin's Markets Compliancy Checks Unit Transter |ITR] Reports Invoicing Settings Change Pin  Sign Out

you are here >Statement for Joe Bi0gs > Market Unit Transfers > Trader List > Joe Bloggs >

Salibury Saturday Market Vouchers

Vouchers being earnt

Pitch 15 Holiday 3 |
Target: 52
Pitch 15 Attendance Voucher 3 |
Target: 12

Update Voucher Progress

Add Voucher
Add | Attendance Voucher | to|Pitch 15 ~ | Add Voucher

Vouchers awaiting Use

Pitch 15 -
Issued: 12/05/2009 00:00:00 % |
Expires: 12/05/2010 00:00:00

Used and Expired Vouchers

6 There are no used or expired vouchers.

Back

Figure 41 Market Vouchers screen

Updating Voucher Progress

92. To manage vouchers for the current trader, proceed as follows:
a. Navigate to the Market Vouchers screen by clicking on:

i The Traders tab.

ii.  The link for the trader on the Trader List screen after carrying

out a search, refer to Paragraph 59.
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ii. The vu=te= jcon in the Trader's Markets section of the Trader

Management screen.
b. Inthe Vouchers being earnt section:

I Adjust the value of the vouchers earned against the relevant

item in the Vouchers being earnt list.
i. Click on the Update Voucher Progress button.

c. Click on the Back button. This will apply any changes made to the
screen save them into the database and transfer to the system to

the Trader Management screen.

Adding a Voucher Against a Trader

93. To add a voucher against a trader, proceed as follows:
a. Navigate to the Market Vouchers screen by clicking on:
I The Traders tab.

ii.  The link for the trader on the Trader List screen after carrying

out a search, refer to Paragraph 59.

iii. The vustes jcon in the Trader's Markets section of the Trader

Management screen.
b. Inthe Add Voucher section:

I From the first dropdown list, select the required voucher from

the vouchers registered on the system.

ii. From the second dropdown list, select the unit against which

the voucher applies from the units registered on the system.
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iii.  Click on the Add Voucher button. The newly created voucher
will appear at the bottom of the list of vouchers in the
Vouchers awaiting Use list.

Click on the Back button. This will apply any changes made to the
screen save them into the database and transfer to the system to
the Trader Management screen.

Deleting a Voucher From a Trader

94. To delete an existing voucher from a trader, proceed as follows:

Navigate to the Market Vouchers screen by clicking on:
I The Traders tab.

ii.  The link for the trader on the Trader List screen after carrying

out a search, refer to Paragraph 59.

iii. The vu=te= jcon in the Trader's Markets section of the Trader

Management screen.

In the Vouchers awaiting Use list, click on the associated = icon

for the voucher to be deleted.

Click on the Back button. This will apply any changes made to the
screen save them into the database and transfer to the system to
the Trader Management screen.

Holiday Screen

95.

The Holiday screen, refer to Figure 42, allows the user to view and
manage trader holiday permits. The Holidays screen has three sections
and a Back button. The three sections are as follows:

An Add Holiday Credit section that allows the user to add holiday
credit for a traders pitch, refer to Paragraph 96.
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b. An Available Holidays section that allows the user to view and

delete holidays currently available for a trader against their pitches,
refer to Paragraph 97.

c. A Used Holidays list that lists holidays that have been used.

Kirklees Council

Home admin's Markets Complisncy Checks  Unit Transfer [RicSTIed

you are here >Siaiement for Joe Bogqs > Marked Unit Transters » Trader List > Joe Bloggs > Salibury Saturday Market Holidays
Salibury Saturday Market Holidays

Add Holiday Credit

Add Holiday For |Pitch 2 ] Valid From [15082011 | add

Avallable Halidays

Pitch 84

Issued: 070972011 00:00:00 ?’ﬁ
Expires: 07092012 00:00:00
Pitch 84

Issued: 07/09/2011 00:00:00 &3
Expires: 07/0%2012 00-00:00
Pitch 40

Issued: 07/09/2011 00:00:00 7
Expires: 07/09/2012 00:00:00
Pitch 40

Issued: 07/09/2011 00:00:00 B3
Expires 07/09/2012 00-00:00

Used Holidays

6 Thers are no used or expired holidays.

Back

Figure 42 Holiday screen
Adding Holiday Credit

96. To add holiday credit to a trader, proceed as follows:
a. Navigate to the Holidays screen by clicking on:
I The Traders tab.

ii.  The link for the trader on the Trader List screen after carrying
out a search, refer to Paragraph 59.
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=
iii. The Huax jcon in the Trader's Markets section of the Trader

Management screen.

b.  Select the unit, pitch or stall that the holiday applies to from the Add
Holiday For dropdown list.

c. Type the start date into the Valid From box or select the start date

from the calendar using the @ icon.

d. Click on the Add button. The holiday will appear at the end of the
Available Holidays list.

e. Click on the Back button. This will apply any changes made to the
screen save them into the database and transfer to the system to
the Trader Management screen.

Deleting an Available Holiday

97. To delete any available holiday from a trader, proceed as follows:
a. Navigate to the Holidays screen by clicking on:
i The Traders tab.

ii.  The link for the trader on the Trader List screen after carrying

out a search, refer to Paragraph 59.

=
iii. The Huax jcon in the Trader's Markets section of the Trader

Management screen.

b.  Click on the ¥¥ icon for the holiday to be deleted.

c. Click on the Back button. This will apply any changes made to the
screen save them into the database and transfer to the system to
the Trader Management screen.
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Add Trader to Market Section

98. The Add Trader to Market section, refer to Figure 43, allows the user to
add a trader to a market.

Add Trader to Market

Add To | Kirklees Batley Open Frday Marks w| | Add

Figure 43 Add trader to market section

Adding a trader to a market

99. To add a trader to a market, proceed as follows:
a. Navigate to the Trader Management screen by clicking on:
I The Traders tab.

ii.  The link for the trader on the Trader List screen after carrying
out a search, refer to Paragraph 59.

b. Select the market to which the trader is to be added from the Add
To dropdown list.

c. Click on the Add button. The new market will be added to the
bottom of the Trader’s Markets list.

Note. The add trader option will only be available if there is a

market available to add to the selected trader.

REPORTS TAB

100. The Reports tab opens the Reporting screen, refer to Figure 44.
Reports are built to order for the relevant Management Agency and will

not be covered in detail in this manual.

101. The reports listed in Figure 44 are for example only and are produced to
show a typical navigation for producing a report, refer to Paragraph 102.
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Kirklees Council

Home admin's Markets Complisncy Checks Unit Transfer Traders OG0 Invoicing  Setings  Change Pin  Sign Outt

you are here >Statement for joe Bioggs > Marked Unit Transiers > Trades List = Reporting
Reporting
Market Revenue Report

How much money each market made between 2 dates. Dates can be varied to give monthly take and year
to date. These can also be used for year on vear CoOmpansons.

Market Ethnicity Report
Assess the cultural makeup of your markets.

Qutstanding Trader Balance
Lists Traders with an outstanding balance.

Trader Payment Audit
Lists all payments made by a Trader between 2 dates.

Cash Collection
Lists cash collected by charge code on a specific date

Full Audit Trail of Payments Received between (dates]
Lists cash collected by payment type between 2 dates on all markets

Pitch Occupancy Report
Lists the regular trader for a pitch and who occupied that pitch on a given date

Daily Reconciliation Report
Lists the amounts reconciled on all markets for the selected date

Special Reports

DWP Fraud Audit Report
Details of traders who have attended a market between selected dates. This report generates a tsv file that

you can download and view in excel or notepad,
Figure 44 Reporting screen

Creating a report

102. To create a report from the Reporting screen, proceed as follows:
a. Click on the Reports tab to open the Reporting screen.

b. Click on the link for the report that is required to transfer to the

specific report set up screen, refer to Figure 45.
c. Select the criteria for the report on the Report screen.

d. Click on the Generate button. The report will be generated and

displayed on the screen.
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Kirklees Council

Ll admin's Markets Compliancy Checks  Unit Transfer Traders Reports Imeoicing Setings  Change Pin Sign Out
you are here > Siatement for Joe Begqs = Marked Unit Transfers > Trader Lis] » Beporting » Market Takings Report
Market Takings Report

Select markets to include

[OKirklees Batley Open Friday Market

O Kirklees Birstall Open Thursday Market
[ Kirklees Cleckheaton Sat Farmers Market
[ Kirklees Holmfirth Sun Farmers Market
[ Kirkiees Heckmondwike Sat Market

[ Kirkleas Holmfirth Thursday Market

O Kirklees Heckmondwike Tue Market
[JKirklees Holmifirth Sat Market

[JKirklees Holmfirth Craft BH Mon Market
OKirklees Dewsbury 2nd Hand fr Market
[OKirklees Dewsbury Wed, R1 Market
OkKirklees huddersfield open sat R2 Market
[ Kirklees Dewsbury R2 Wed. Market

[ Kirklees Dewsbury B2 Sat Market

[ Kirklees Dewsbury Sat B1 Market

I Kirklees Huddershield Mon R1 Market

O Kirklees Huddersfield 2nd hand Tues, Market
O Kirklees Huddersfield Thurs R1 Market

O Kirklees Huddersfield Sat R1 Market

[ Kirklees thursday Market

[JSalibury tuesday Market

[ Salibury Saturday Market

Start Date

End Date
Generale

Figure 45 Reporting criteria screen

INVOICING TAB

103. The Invoicing tab opens the Invoicing screen, refer to Figure 46, that
allows the user to manage invoicing for traders and markets. The
Invoicing screen has the following action buttons:

a. Batch Invoice, refer to Paragraph 109.
b.  Create Invoice, refer to Paragraph 112.

c. Create Ad Hoc Invoice, refer to Paragraph 114.
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d. Batch Invoice Printing, refer to Paragraph 116.

104. The Invoicing screen is initially blank and has a search facility to find
specific invoices, refer to Paragraph 105. On completion of a search a
list of invoices will be shown at the bottom of the screen. Each invoice in
the list has the following options that can be carried out on them:

a. Make a payment against the invoice, refer to Paragraph 106.
b.  Cancel the invoice, refer to Paragraph 107.

c. View the Invoice, refer to Paragraph 108.

Kirklees Council

Home admin's Markets Complisncy Checks Unit Transfer Traders Reports JASGNY Sefings  Change Pin - Sign Out

you are here »Statement for Joe Boaqs > Marked Uit Translers » Trader List » portrg),
Invoicing

Balch Invoice | Create Invoice | Create Ad Hoc Invoice | | Balch Invoice Printing

Search for Invoice | | Show Invosc es created today

Figure 46 Invoicing screen

Searching for Invoices

105. Two types of search are available for invoices in the Invoicing screen as

follows:
a. To carry out a search for a specific invoice, proceed as follows:

I Type in the first few letters or numbers for the invoice required
into the search text box.
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il. Click on the Search for Invoice button to create a list of
invoices meeting the search criteria in the Invoicing screen,

refer to Figure 47.

To carry out a search on an invoice created today, click the mouse
pointer on the Search Invoices created today button to create a list
of invoices created today.

Kirklees Council

Home admin's Markets Complisncy Checks Unit Transfer Traders Reports [ESCSY Setings  Change Pin  Sign Out

you are here > Siatement for Joe Bigogs > Marked Unit Translers = Trades List = Beporing = oy

Invoicing

Batch Invoice | Create Invoice|  Create Ad Hoc Invoice | | Balch Invoice Printing

Search for Invoice | | Show Invoices created today

Invoice 00065

Joe Bloggs £2350  Payments Cancel  Viewmvoice
0702011 - 07092011

Invoice 00064

Joe Bloggs £4700  Paymenis Cancel  Miew Invoice

01092011 - 30/09/2011

Figure 47 Invoicing screen (populated)

Making a Payment Against an Invoice

106. To make a payment against an invoice, proceed as follows:

a.

Click on the Invoicing tab to open the invoicing screen.

Carry out a search, refer to Paragraph 105, to populate the
invoicing screen with the invoice to be paid.

Click on the Payments link for the invoice to be paid to open the

Pay Invoice screen, refer to Figure 48.
On the Pay Invoice screen:

I Select the payment type from the Add Payment dropdown
box.

ii.  Type in the value of the payment into the value box.
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iii. Click on the Add button.

Kirklees Council

Home admin's Markets Compliancy Checks Unit Transfer Traders Reports SNl Setfings Change Pin Sign Out

youl are here >Trader List » Reporing = iscing > Pay in
Pay Invoice 00065

Invoice Details

Invaice Vale: 23.50
Irvaice Date: 070972011 - 0702011

CQuistanding Balance: 23.50

Pay Invoice

Add Payment [EESRIINNN »| o Acd

Invoice Payments

Figure 48 Pay Invoice screen

Cancelling an Invoice

107. To cancel an invoice, proceed as follows:
a. Click on the Invoicing tab to open the invoicing screen.

b. Carry out a search, refer to Paragraph 105, to populate the

invoicing screen with the invoice to be cancelled.
c. Click on the Cancel link for the invoice to be cancelled.

Viewing an Invoice

108. To view an invoice, proceed as follows:
a. Click on the Invoicing tab to open the invoicing screen.

b. Carry out a search, refer to Paragraph 105, to populate the

invoicing screen with the invoice to be viewed.

c. Click on the View Invoice link for the invoice to be viewed.
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Batch Invoice Button

109. The Batch Invoice button takes the user to the Batch Invoice Generator

screen, refer to Figure 49, that allows the user to generate a batch of
invoices for a specific market, refer to Paragraph 110.

Kirklees Council

Kome admin's Markets Compisncy Chec ran s raders  Reports [T LY Setfings Change Pin Sign Ouwt

youl are here >Trader List > Reporting = Invpcing > Ba
Batch Invoice Generator

Select Markel | Salibury Saturday Market ﬂ
Start Date 3170511
End Date 3000911

i i)

Figure 49 Batch invoice generator screen

Creating a Batch of Invoices and Viewing a Specific Invoice from
the Batch

110. To create a batch of invoices for a specific market, proceed as follows:

a. Navigate to the Batch Invoice Generator screen by clicking on:
i. The Invoicing tab.
ii.  The Batch Invoice button on the Invoicing screen.

b.  Select the market for which the batch of invoices is to be generated
from the Select Market dropdown list.

C. Insert the start date for the batch of invoices in the Start Date box.
d. Insert the end date for the batch of invoices in the End Date box.

e. Click on the Create Invoice link. A list of invoices for the batch
criteria set will appear at the bottom of the Batch Invoice Generator
screen, refer to Figure 50.
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Kirklees Council

Home admin's Markets Complisncy Checks Unit Transfer Traders Reports S0 5N) Sstfings  Change Pin - Sign Outt

you are here >Trader List > Reportng > Inegicing > Eatch n
Batch Invoice Generator

Select Market | Salibury Saturday Market vl
Start Date 0100911
End Date 091
Creaie Imvoice
Invoice 00064
Joe Bloggs £47.00 View Invoice

01092011 - 30/09/2011

Figure 50 Batch invoice generator screen (populated)

111. To view an individual invoice for the generated batch of invoices, click on
the View Invoice link for the invoice that is to be viewed. The invoice will
appear on the screen.

Create Invoice Button

112. The Create Invoice button takes the user to the Create Invoice screen,
refer to Figure 51, that allows the user to create single invoices for a
specific market and trader, refer to Paragraph 113.

Kirklees Council

Kome admin's Markets Complisncy Checks  Unit Transfer Traders Reporis JLSS%) Seifings  Change Pin Sign Out

you are here >Trader List > Reportng = ieepicing > Create invoice
Create Invoice

Select Market | Salibury Saturday Market ¥
Select Trader | Joe Bloggs 3
Start Date 0150811
End Date 30008011

Create Invoice

Figure 51 Create invoice screen

Page 81 of 260



BIZAAR USER MANUAL

Creating an Invoice for a Specific Trader at a Specific Market

113. To create a single invoice for a specific trader at a specific market,

proceed as follows:
a. Navigate to the Create Invoice screen by clicking on:
i The Invoicing tab.
ii.  The Create Invoice button on the Invoicing screen.

b.  Select the market for which the invoice is to be generated from the

Select Market dropdown list.

c. Select the trader for who the invoice is to be generated from the

Select Trader dropdown list.
d. Insert the start date for the invoice in the Start Date box.
e. Insert the end date for the invoice in the End Date box.

f. Click on the Create Invoice link. The invoice will be generated and

displayed on the screen.

Create Ad Hoc Invoice Button

114. The Create Ad Hoc Invoice button takes the user to the Create Ad Hoc
Invoice screen, refer to Figure 52, that allows the user to create a single
ad hoc invoice for a specific market and trader, refer to Paragraph 115.
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Kirklees Council

Home admin's Markets Compliancy Checks Unit Transfer Traders Reports NS Settings  Change Pine  Sign Out

wou are here >»Trpder List > Reporiing = ipplcing > Create &d
Create Ad Hoc Invoice

Select Markel | Salibury Saturday Market
Select Trader Joe Bloggs

Charge Type daily rate v
Charge Value 2350

Date Incurred 070411

&=

Commant

Create Ad HoC Imvoice

Figure 52 Create ad hoc invoice screen

Creating an Ad Hoc Invoice

115. To create an ad hoc invoice for a specific trader at a specific market,
proceed as follows:

a. Navigate to the Create Ad Hoc Invoice screen by clicking on:
i. The Invoicing tab.
ii.  The Create Ad Hoc Invoice button on the Invoicing screen.

b.  Select the market for which the invoice is to be generated from the

Select Market dropdown list.

c. Select the trader for who the invoice is to be generated from the
Select Trader dropdown list.

d. Select the type of charge from the Charge Type dropdown list. The
pre-set value for the selected charge type will appear in the Charge

Value box.
e. If required, amend the value in the Charge Value box.

f. Insert the incurred date for the invoice in the Date Incurred box.
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g. Ifrequired, insert a comment in the Comment box.

h. Click on the Create Ad Hoc Invoice link. The ad hoc invoice will be
generated and displayed on the screen.

Batch Invoice Printing Button

116. The Batch Invoice Printing button takes the user to the Batch Invoice
Printing screen, refer to Figure 53, that allows the user to print a batch of
invoices for a specific market, refer to Paragraph 117.

Kirklees Council

Home admin's Markets Complisncy Checks Unit Transfer Traders Reports [ESCSY Setings  Change Pin  Sign Out

you are here >Trader List » Beporing = iMcing > Ba
Batch Invoice Printing

Select Markel | Salibury Saturday Market :|
Date generated 18092011
Batch Print

Figure 53 Batch invoice printing screen
Printing a batch of Invoices

117. To print a batch of invoices for a specific market, proceed as follows:
a. Navigate to the Batch Invoice Printing screen by clicking on:
i. The Invoicing tab.
ii.  The Batch Invoice Printing button on the Invoicing screen.

b.  Select the market for which the invoice is to be printed from the
Select Market dropdown list.

c. Insert the date for the invoice in the Date generated box.

d. Click on the Batch Print link. The batch of invoices will be printed.
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SETTINGS TAB

118. The Settings tab opens the System Management & Settings screen,
refer to Figure 54. The screen contains a list of links that allow the user
to set up and manage the system as follows:

a. A Manage Users link that allows the user to manage the people
who access and use the Bizaar system and the markets they
manage, refer to Paragraph 119.

b. A Manage Charge Codes link that permits a user to add charge
codes, refer to Paragraph 122. All market charges are related to a
parent charge code, this code relates to the data held on external

services, e.g. financial systems.

c. A Manage Locations link that permits the user to add details of the
locations where markets take place, refer to Paragraph 125.

d. A Manage Markets link that permits the user to add or change the
details of an existing market that is registered on the system, refer
to Paragraph 129.

e. A Manage Merchandise Categories link that permits the user to
add, edit and delete categories for merchandise, refer to Paragraph
145. Trader licences comprise of a list of items that come under

one category, e.g. the clothing category.

f. A Manage Merchandise ltems link that permits the user to manage
items that a trader is licensed to sell and groups these items under
a defined category, refer to Paragraph 148.

g. A Manage Custom Options link that permits the user to manage
settings that the system uses behind the scenes, refer to

Paragraph 151.
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Kirklees Council

Home admin's Markets Compliancy Checks Unit Transfer Traders Reports invoicing B2 GEY Change Pin  Sign Out
you are here >Tragder List > Reporting > Inwplcing * System Management & Sattings
System Management & Settings

Manage Users
Allows you to manage people who have access to this system and the markets they manage.

Manage Charge Codes
Manage the codes that charges relate to.

Manage Locations
Manage the locations where markets take place.

Manage Markets
Enables you to add a new market of edit details of an existing market. Manage market units, market
charges and market settings.

Manage Merchandise Categories
Trader Licences are made up of items grouped together in categones.

Manage Merchandise ltems
Manage the types of items a Trader can sell, and the categories those items are in.

Manage Custom Options
Manages the vanous settings that the rest of the systemn uses behind the scenes.

Figure 54 System Management & settings screen
Manage Users Link

119. The Manage Users link takes the user to the User Summary screen,
refer to Figure 55. This screen details all users of the systems including
each users contact details. The User Summary screen permits the user
to:

a. Add a user by using the Create New User button to transfer the
user to the User Details screen, refer to Paragraph 120.

b. Edit existing users of the system using the users name link in the
list of users to transfer the user to the User Details screen, refer to
Paragraph 120.
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Kirklees Council

Home admin's Markets Complisncy Checks Unit Transfer Traders Reports invoicing §SHSGEY Change Pin  Sign Out

you are here *Reporting > invoicing = System Mansgement & Setfings > User Summa
User Summary

Create New Liser

Active Users

Bizaar Admin
admin

akincasdi@tmsss com
Last Uipdated 07/09/2011 11:04:29

lang@hkirklees
Last Updmed 05/05/2011 17:39:45

Chris Cotton
chris
chriscotton@kirkcleas. gov.uk

Last Updated 05052011 17:22:28

Archived Users

o

There are currently no archived users.

Figure 55 User summary screen

User Detail Screen

120. The User Detail screen, refer to Figure 56, comprises of a Save button

and the following five sections:

a.

User Detail section into which personal details are inserted.

User Market section in which the markets that the user has control
of are set.

Manage System Permissions section in which the scope of tasks

the user can carry out are set.

Handheld System Permissions section in which the users
permissions for the use of the PDA are set.

Reset Users Pin section that allows the users PIN to be reset to the
default PIN.
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Kirklees Council

Home admin's Markets Compliancy Checks Unit Transfer Traders Reports Invoicing BUMANEE Change Pin  Sign Out

you are here >linvoicing > System Management & Settings > User Summary > User Deta

User Detail

User Detail

First Name

Last Name

Usermame

Email

Telephone

Archived 0O

Role Manager vl
User Market
CKirklees Batley Open Friday Market CKirklees Birstall Open Thursday Market
CKirklees Cleckheaton Sat Farmers Market ] Kirklees Hoimfirth Sun Farmers Market
CJKirklees Heckmondwike Sat Market O Kirklees Hoimfirth Thursday Market
[JKirklees Heckmondwike Tue Market [CJKirklees Hoimfirth Sat Market
[JKirklees Holmfirth Craft BH Mon Market O Kirklees Dewsbury 2nd Hand fr Market
[ Kirkiees Dewsbury Wed. R1 Market [ Kirklees huddersfield open sat R2 Market
[CJKirklees Dewsbury R2 Wed. Market O Kirklees Dewsbury R2 Sat Market
O Kirklees Dewsbury Sat R1 Market [ Kirklees Huddersfield Mon R1 Market
[CKirklees Huddersfield 2nd hand Tues. Market (] Kirklees Huddersfield Thurs R1 Market
O Kirklees Huddersfield Sat R1 Market O Kirklees thursday Market
[JSalibury tuesday Market [ Salbury Saturday Market
Select All Clear Al

Management System Permissions
[JManage systemusers []Manage locations
[OManage charge codes [JManage markets
[OManage merchandise [JManage system settings
[0 Comphliancy check [JManage unit transfer
] Administrator [JManage traders
O Close markets

Handheld System Permissions

[OVacancy check  [JUnit Assignment
O Collections [CManage Traders
[ Comphlancy check [ Utility round

Reset Pin Number

Reset Users Pin

Save

Figure 56 User detail screen

Page 88 of 260



BIZAAR USER MANUAL

Adding/Editing a User

121. To add a user to or edit a user on the system, proceed as follows:

Note. Items with a * next to them are compulsory items and
require data to be entered into them before the user record can be
saved.

a. Navigate to the User Detail screen by clicking on:
I The Settings tab.

ii. The Manage Users link on the System Management &

Settings screen.
iii.  Then, on the User Summary screen, either:

(1) On the Create New User button to open the User Detail

screen if a new user is to be added.

(2) On the name link for a user in the Active Users list to
open the User Detail screen to update details for an

existing user.
b. Inthe User Detail Section, enter the following details:
I First name.
ii. Lastname.
ii.  Username (to be used on Bizaar systems).
iv. Email.
v. Telephone No.

vi.  Click on the Archived tick box so a tick appears if the entry is

to be archived.

Note. Only tick the archived button if you wish to retain this

record but not have it active on the system.
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vii. Select one of the following from the Role dropdown list:
(1) Manager.
(2) Compliance officer.
(3) Collector.

c. In the User Market section, select all markets the user is
responsible for managing by clicking in the associated tick boxes.
A Select All link and Clear All link is provided to assist in market
selection, click the mouse pointer on the respective link to activate
it.

Note. Only markets that have been registered on the system will
be available to select.

d. In the Management System Permissions section, select the
permissions that the user will have for managing the system by
clicking in the associated tick boxes.

e. In the Handheld System Permissions section, select the
permissions that the user will have for managing the PDA by

clicking in the associated tick boxes.

f. If required, in the Reset Pin Number section, click on the Reset
Users Pin link to reset the users PIN to the default PIN (2343).

g. Once all changes are completed, click on the Save button to apply

any changes made to the screen and save them into the database.

Manage Charge Codes Link

122. The Manage Charge Codes link takes the user to the Charge Code
Summary screen, refer to Figure 57. This screen details all charge

categories on the systems and allows the user to:
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a. Add a charge using the Create New Charge Code button in the Add
New Charge Codes section to transfer the user to the Add New
Charge Code screen, refer to Paragraph 123.

b.  View existing charge codes on the system in the Active Categories
section and edit them using the charge code name link in the list to
transfer the user to the Update Charge Code screen, refer to
Paragraph 123.

c. View archived charge codes on the system in the Archived Charge
Codes section and reopen and edit them using the charge code
name link in the list to transfer the user to the Update Charge Code
screen, refer to Paragraph 123.

Kirklees Council

Bome admin's Markets Complsncy Checks  Unit Transfer Traders Reporfs  Ineoicing 2355 EH

youl are here *Reporting = inyoicing = System Management & Settings =
Charge Code Summary

Add New Charge Code
Create Hew Charge Code

Active Categories

dfghjk45678
test
Created On 23082011 11:27:51

MR110397501
Imsurance (Cleckheaton Farmers)
Created Cn 14/0472011 09:16:39

MR110485146
Helmfirth Farmers Rents
Created On 14/04/2011 1221750

MR110488011

Helmfirth Open Rents
Created Cn 14/0472011 16:33:41 »

Archived Charge Codes

Test
Tast
Created On 15082011 13:53:55

Figure 57 Charge code summary screen
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Add New Charge Code/Update Charge Code Screen
123. The Add New Charge Code/Update Charge Code screen, refer to
Figure 58, has:

Note. The Add New Charge Code and Update Charge Code
screens are identical and are updated in the same way. The Add
New Charge Code screen is shown at Figure 58.

a. A Code box for entry of the name of the charge code.

b. A Description box for entry of details of what the charge code

covers.
c. An Archived tick box to allow the charge code to be archived.

d. A Save button to save the changes made on the screen to the

database.

Kirklees Council

Home admin's Markets Complisncy Checks  Unit Transfer Traders Reports  imeoicing 230001

you are here *wolcing > System Management & Settings > Charge Code Summary = Add New
Add New Charge Code

Charge Code Detail
Code

Descrption

Archived O

Save

Figure 58 Add new charge code screen
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Creating/Editing Charge Codes
124. To add a new charge code or edit an existing charge code, proceed as

follows:

a. Navigate to the Add New Charge Code or Update Charge Code
screen by clicking on:

I The Settings tab.

ii.  The Manage Charge Codes link on the System Management

& Settings screen.
ii.  Then, on the Charge Code Summary screen, either:

(1)  On the Create New Charge Code button to open the Add
New Charge Code screen if a new charge is to be
added.

(2) On the charge code name link in either the Active
Categories list or Archived Charge Codes list to open an
existing market Charge Code screen to update details

for an existing charge code.
b. Enter/edit the charge code name in the Code box.

c. Enter/edit a detailed description for the charge code in the

Description box.

d. Click on the Archived tick box so a tick appears if the entry is to be

archived.

Note. Only tick the archived button if you wish to retain this

record but not have it active on the system.

e. Once all changes are completed, click on the Save button to apply

any changes made to the screen and save them into the database.
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Manage Locations Link

125. The Manage Locations link takes the user to the Location Summary
screen, refer to Figure 59. This screen details all locations on the
systems and allows the user to:

a. Add a market location using the New Location button in the Create
New Location section to transfer the user to the New Location
Detail screen, refer to Paragraph 126.

b. View existing market locations on the system in the Active
Locations section and edit them using the location name link in the
list to transfer the user to the existing Location screen, refer to
Paragraph 127.

Kirklees Council

Kome admin's Markets Complisncy Checks Unit Transfer Traders Reports Invobcing B2y b

you are here *Reporting > nyoicing = System Management & Settings
Location Summary
Create New Location
New Location
Active Locations

Kirklees
01434 223730

Salibury
01234

Figure 59 Location summary screen

New Location Detail Screen

126. The New Location Detail screen, refer to Figure 60, has:
a. A Name box for entry of the name of the market location.

b. A Contact Number box for entry of the phone number for the

market location.

c. A Vat Number box for entry of the VAT number for the market

location.
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d. A Save button to save the changes made on the screen to the
database.

Kirklees Council

Home admin's Markets Complsncy Checks Unit Transfer Traders Reports Invoicing I8 GEY Change Fin  Sign Out

you are here invpicing = System Manasgement & Settings > Location Summary = New Location Deta
New Location Detail

Location Detail
Hame
Contact Number
Vat Mumber

Save

Figure 60 New location detail screen

Existing Location Screen

127. The existing Location screen, refer to Figure 61, is identical to the New
Location Detail screen with the exception that it shows the location name
at the top of the screen and has an additional Restore Defaults button.
The Restore Defaults button is for restoring the defaults set in the
Manage Customs Options link of the System Management & Settings

screen and is not currently used.

Kirklees Council

lome admin's Markets Complsncy Checks Unit Transfer Traders Reports Invoicing §I5c6HY Change Fin  Sign Cut

you are here *jwolcing > System Management & Setiings » Locaton Summary » Kirklee:
Kirklees

Location Detail

BT Kirkleas

Contact Number 01484 223730

Wat Mumber 1234567850
Restore Defaults

Save

Figure 61 Existing location detail screen
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Adding/Editing Location

128. To add a new location or edit an existing location, proceed as follows:

a. Navigate to the New Location Detail or Existing Location screen by
clicking on:

I The Settings tab.

ii. The Manage Locations link on the System Management &

Settings screen.
ii.  Then, on the Location Summary screen, either:

(1) On the New Location button to open the New Location
Detail screen if a new location is to be added.

(2) On the location name link in the Active Locations list to
open the existing Location screen to update details for

an existing location.
b. Enter/edit the market location name in the Name box.

c. Enter/edit the contact telephone number for the location in the

Contact Number box.
d. Enter/edit the VAT number for the location in the Vat Number box.

e. Once all changes are completed, click on the Save button to apply
any changes made to the screen and save them into the database.
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Manage Markets Link

129. The Manage Markets link takes the user to the Market Summary screen,
refer to Figure 62. This screen details all markets on the systems and

allows the user to:

a. Add a new recurring market using the New Recurring Market button
in the Create New Market section to transfer the user to the New
Recurring Market screen, refer to Paragraph 130.

b. Add a new invoiced or ad hoc market using the New Invoiced/Ad
Hoc Market button in the Create New Market section to transfer the
user to the New Invoiced/Ad Hoc Market screen, refer to
Paragraph 132.

c. View existing markets on the system in the Active Markets section
and edit them using the market name link in the Active Markets list
to transfer to the existing Market screen, refer to Paragraph 130
and 132. In addition, there are three action buttons that allow the
details for the individual markets to be updated as follows:

I A Market Units button that opens the Market Unit Summary
screen, refer to Paragraph 134, to allow the user to add, edit
and delete the units, pitches and stalls available at the

market.

i. A Market Charges button that opens the Market Charge
Summary screen, refer to Paragraph 141, to allow the user to
add, edit and delete charges appropriate to the market.

ii. A Market Settings button that opens the Market Settings
screen, refer to Paragraph 144, to allow the user to update
settings for the market.
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Kirklees Council

Home admin's Markets Complisncy Checks

Unit Transfer Traders Reporis Invobcing B2 H

you are here *Reporting > inyoicing = System Management & Setfings > Market Summa

Market Summary

Create New Market
New Recurring Market | | New imsoicediAd Hot Market

Active Markets

Kirklees Batley Open Friday Market Market Units
Kirklees Birstall Open Thursday Market Market Units
Kirklees Cleckheaton Sat Farmers Market Market Units
Kirklees Holmfirth Sun Farmers Market Market Units
Kirklees Heckmondwike Sat Market Market Units
Kirklees Holmfirth Thursday Market Market Units
Kirklees Heckmondwike Tue Market Market Units
Kirkleas Holmfirth Sat Market Market Units
Kirklees Holmfirth Craft BH Mon Market Market Units
Kirkleas Dewsbury 2nd Hand fr Market Market Units

Marke! Charges
Markiet Charges
Marke! Charges
Market Charges
Market Charges
Market Charges
Marke! Charges
Market Charges
Market Charges

Market Charges

Market Settings
Market Setings
Market Settings
Market Settings
Market Settings
Market Setlings
Market Settings
Market Sattings
Market Settings
Market Sattings

Figure 62 Market summary screen

New Recurring Market and Existing Recurring Market Screens
130. The New Recurring Market screen, refer to Figure 63, and existing

recurring Market screen has:

Note. The New Recurring Market and existing recurring Market
screens are similar and are updated in the same way with certain
restrictions being applied to editing of the existing recurring
Market screen. The Add New Recurring Market screen is shown at
Figure 63.

a. A Location dropdown list to select the location for the market.
b. A Description box for entry of details for the market.

c. An Available Vouchers tick box to activate a voucher scheme for
the market if required.

d. Seven Days tick boxes to create recurring markets on those days
of the week ticked.

Page 98 of 260



BIZAAR USER MANUAL

e. A Save button to save the changes made on the screen to the
database.

Kirklees Council

Kome admin's Markets Complisncy Checks Unit Tranafer Traders Reports  Invokcing 225 H

you are here =iwoicing > System Monsgement & Settings > Market Summary = New Recurming Market
New Recurring Market

Market Detail

Location Kokiees ] ]

Description
Ayailable O Attendance Voucher
Vouchers
Days [ Sunday
] Monday
[ Tuesday
[0 Wednesday
O Thursday
1 Friday
[ Satwrday
Save

Figure 63 New recurring market screen

Adding/Editing a Recurring Market

131. To add/edit a recurring market, proceed as follows:

a. Ensure the required market location is registered on the system,
refer to Paragraph 128.

b.  Navigate to the New Recurring Market or Existing Recurring Market

screen by clicking on:
I The Settings tab.

ii. The Manage Markets link on the System Management &

Settings screen.

iii.  Then, on the Market Summary screen, either:
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(1) On the New Recurring Market button to open the New
Recurring Market screen if a new recurring market is to
be added.

(2) On the market name link in the Active Markets list to
open the existing recurring Market screen to update
details for an existing market.

c. Select the location for the market from the Location dropdown list.
d. Enter a description for the market in the Description box.

e. Click on the Available Voucher tick box if a voucher scheme is to
be used for the market.

f.  Click on the Days tick boxes for the days that the market will be run

on.

g. Once all changes are completed, click on the Save button to apply
any changes made to the screen and save them into the database.

New Invoiced / Ad Hoc Market and Existing Invoiced / Ad Hoc
Market Screens

132. The New Invoiced / Ad Hoc Market screen, refer to Figure 64, and

Existing Invoiced / Ad Hoc Market screen has:

Note. The New Invoiced / Ad Hoc Market and Existing Invoiced /
Ad Hoc Market screens are similar and are updated in the same
way with certain restrictions being applied to editing of the
Existing Invoiced / Ad Hoc Market screen. The Add New Invoiced /
Ad Hoc Market screen is shown at Figure 64.

a. A Location dropdown list to select the location for the market.
b. A Description box for entry of details for the market.

c. An Available Vouchers tick box to activate a voucher scheme for
the market if required.
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d. A Start Date box for entering the start date for the market.

e. A Save button to save the changes made on the screen to the
database.

Kirklees Council

Wome admin's Markets Complsncy Checks  Unit Transfer Traders Reports  imeolcing 235 EH

you are here >iwolcing > System Management & Setlings > Markel Sumimary = Nev
Mew Invoiced / Ad Hoc Market

Market Detall

Location Karklees ~|
Description
Available [] Attendance Voucher
Wouchers
Start Date

Save

Figure 64 New invoiced / ad hoc market screen
Adding/Editing a New Invoiced / Ad Hoc Market

133. To add a new invoiced or ad hoc market, proceed as follows:

a. Ensure the required market location is registered on the system,
refer to Paragraph 128.

b.  Navigate to the New Invoiced / Ad Hoc Market or Existing Invoiced
/ Ad Hoc Market screen by clicking on:

I The Settings tab.

ii. The Manage Markets link on the System Management &
Settings screen.

ii.  Then, on the Market Summary screen, either:

(1) On the New Invoiced / Ad Hoc Market button to open the
New Invoiced / Ad Hoc Market screen if a new recurring
market is to be added.
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(2) On the market name link in the Active Markets list to
open the Existing Invoiced / Ad Hoc Market screen to
update details for an existing market.

Select the location for the market from the Location dropdown list.
Enter a description for the market in the Description box.

Click on the Available Voucher tick box if a voucher scheme is to
be used for the market.

Enter a start date for the market in the Start Date box.

Once all changes are completed, click on the Save button to apply
any changes made to the screen and save them into the database.

Market Unit Summary Screen

134. The Market Unit Summary screen, refer to Figure 65, has the following

action buttons and sections:

a.

A New Unit button to transfer the user to the Add Market Unit
screen, refer to Paragraph 135, that allows the user to add a single
unit to the market.

An Add Multiple Units button to transfer the user to the Add Market
Unit (multiple) screen, refer to Paragraph 137, that allows the user
to add a multiple units to the market.

An Active Market Units section containing a list of the existing units
for the market. Details for individual stalls can be viewed using the
unit name link in the list to transfer the user to the existing Market
Unit Detail screen for editing, refer to Paragraph 139.

An Archived Market Units section containing a list of the units that
have been archived. Details for individual stalls can be viewed
using the unit name link in the list to transfer the user to the existing
Market Unit Detail screen for editing, refer to Paragraph 139.
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Kirklees Council

lome admin's Markets Complsncy Checks Unit Transfer Traders Reports Invoicing §I5c6HY Change Fin  Sign Cut
yiou are here =inwolcing > System Mansoement & Settings > Market Summary = Hirklees Batls
Kirklees Batley Open Friday Market Unit Summary

New Unit | | Add MuRtiple Units

Active Market Units

Stall 1

Stall 2
Stall 3
Stall 4
Stall 5
Stall 6
Stall 7

Stall 8 v

Archived Market Units
There are currently no archived market units.

Figure 65 Market unit summary screen
Add Market Unit (Single) Screen
135. The Add Market Unit (single) screen, refer to Figure 66, has:

a. A Unit Number box for entry of the unit's number.

b. A Unit Description dropdown list to select the type of unit from a
choice of the following:

i.  Pitch.

i. Stall

ii. Barrow.
iv.  Unit.

c. An Archived tick box to allow the entry to be archived so it is not
shown on the active system.

Page 103 of 260



BIZAAR USER MANUAL

d. A Save button to save the changes made on the screen to the
database.

Kirklees Council

Kome admin's Markets Complisncy Checks Unit Transfer Traders Reports invoicing ETHG LY Change Pin  Sign Out

you are here »System Management & Settings » Market Summary > Kirkleas Batley Open Friday Market Unit Summary » Add Markel
Add Market Unit

Market Unit Detail

Unit Murnber
Unit Description |Pach s
Archived ]

Save

Figure 66 Add market unit (single) screen
Adding a Single Unit to a Market

136. To add a single unit to a market, proceed as follows:
a. Navigate to the Add Market Unit (single) screen by clicking on:
I The Settings tab.

ii. The Manage Markets link on the System Management &
Settings screen.

ii.  The Market Units button for the market to which the unit is to
be added from the Active Markets list on the Market Summary

screen.
iv. ~ The New Unit button on the Market Unit Summary screen.
b.  Enter the number for the unit in the Unit Number box.
c. Select the type of unit from the Unit Description dropdown list.

d. Click on the Archived tick box so a tick appears if the entry is to be
archived.
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Note. Only tick the archived button if you wish to retain this
record but not have it active on the system.

e. Click on the Save button to apply any changes made to the screen
and save them into the database

Add Market Unit (Multiple) Screen

137. The Add Market Unit (multiple) screen, refer to Figure 67, has:
a. A Market Unit Detail section containing:

I A Starting Number box for entry of the first number of the
units to be added.

ii.  An End Number box for entry of the last number of the units to
be added.

ii. A Unit Description dropdown list to select the type of unit from
a choice of the following:

(1) Pitch.
(2) Stall.
(3) Barrow.
(4) Unit.

b.  An Add Charge for these units section containing:

I An Add Charge dropdown list containing all of the active
charges for this market.

ii.  An Add button to activate the charge against the unit.
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c. A Charges for this unit section that contains a list of all the charges
allocated to this unit. Each entry has:

I An editable value box showing the value of the charge. The
initial value in the box is the default set in Manage Charge
Codes, refer to Paragraph 122.

i. A W icon to delete the charge from the list.

iii.  An Add Units button to add the units to the database.

Kirklees Council

Mome admin's Markets Complancy Checks  Unit Transfer

you are here > System Mansoement & Settinas * Market Summarny * Kkdees Batiey Open Friday Market Unit Summary >
Add Market Unit

l Add multiple units in one go. Existing units will not be affected.

Market Unit Detail
Starting Number
End Number
Unit Description |Pech v

Add Charge for these units
Add Charge Insurance ""4 Aad

Charges for this unit

Rental £15.00 v W

A0d Units
Figure 67 Add market unit (multiple) screen

Adding Multiple Units to a Market

138. To add multiple units to a market, proceed as follows:
a. Navigate to the Add Market Unit (single) screen by clicking on:
I The Settings tab.

ii. The Manage Markets link on the System Management &
Settings screen.
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ii. The Market Units button for the market to which the units are
to be added from the Active Markets list on the Market

Summary screen.

iv. The Add Multiple Units button on the Market Unit Summary

screen.
b. Inthe Market Unit Detail section:
I Enter the first unit number in the Starting Number box.
ii.  Enter the last unit number in the End Number box
ii.  Select the type of unit from the Unit Description dropdown list.
c. If required, in the Add Charge for these units section:
I Select a charge from the Add Charge dropdown list.

ii.  Click on the Add button to add the charge to the Charges for

this unit list.
iii.  Add further charges as required.
d. If required, in the Charges for this unit section:

I Adjust the charge by changing the cost in the value box and

clicking on the ¥ icon.

ii. Delete a charge by clicking on the 7 icon.

e. Click on the Add Units button to apply any changes made to the
screen and save them into the database

Existing Market Unit Detail Screen

139. The existing Market Unit Detail screen, refer to Figure 68, has:

a. A Market Unit Detail section containing:
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I A Unit Number box for editing of the units number.

ii. A Unit Description dropdown list to select the type of unit from
a choice of the following:

(1) Pitch.
(2) Stall.
(3) Barrow.
(4)  Unit,

iii.  An Archived tick box to allow the entry to be archived so it is

not shown on the active system.

iv. A Save button to save the changes made on the screen to the
database.

An Add Charge for this unit section containing:

I An Add Charge dropdown list containing all of the active
charges for this market.

ii.  An Add button to activate the charge against the unit.

A Charges for this unit section that contains a list of all the charges
allocated to this unit. Each entry has:

I An editable value box showing the value of the charge. The
initial value in the box is the default set in Manage Charge
Codes, refer to Paragraph 122.

i. A 9 jcon to confirm a change made to the value box.

ii. A ¥ icon to delete the charge from the list.
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Kirklees Council

Home admin’s Markets Comgplancy Checks  Unet Tramafer Traders Reports Inwolcing RELEGTE

you are here > System Management & Settings = Market Summary > Middington Street Market Monday = Market Unit Summary > Market
Unit Detai

Market Unit Detail

Market Unit Detail
Unit Number n
Unit Description [Pitch v
Archived O

| Save

Add Charge for this unit

Add Charge |Lights v|[Add

Charges for this unit

Rental £15.00 : v

Figure 68 Add market unit screen
Editing/deleting Existing Units Allocated to a Market

140. To edit/delete existing units allocated to a market, proceed as follows:
a. Navigate to the Market Unit Detail screen by clicking on:
I The Settings tab.

ii. The Manage Markets link on the System Management &
Settings screen.

ii. The Market Units button for the market on which the unit is to
be edited/deleted from the Active Markets list on the Market
Summary screen.

iv. The Unit link from the Active Market Units list on the Market

Unit Summary screen.
b. If required, in the Market Unit Detail section:
I Edit the number in the Unit Number box.

ii.  Select the type of unit from the Unit Description dropdown list.
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iii.  Click on the Archived tick box so a tick appears if the entry is
to be archived.

Note. Only tick the archived button if you wish to retain this
record but not have it active on the system.

c. Ifrequired, in the Add Charge for these units section:
i. Select a charge from the Add Charge dropdown list.

ii.  Click on the Add button to add the charge to the Charges for
this unit list.

iii.  Add further charges as required.
d. If required, in the Charges for this unit section:

I Adjust the charge by changing the cost in the value box and

clicking onthe ¥ icon.

ii. Delete a charge by clicking on the 7 icon.

e. Click on the Save button to apply any changes made to the screen
and save them into the database.

Market Charge Summary Screen
141. The Market Charge Summary screen, refer to Figure 69, has the

following action buttons and sections:

a. A Create New Market Charge section containing a New Charge
button to transfer the user to the New Market Charge screen, refer
to Paragraph 142, that allows the user to add a new charge for a

market.
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b. An Active Market Charges section containing a list of charges
currently available to be applied to the units at a market. The name
of the charge is a link to transfer the user to the screen for that
charge, refer to Paragraph 142, that allows the user to edit an

existing charge for a market.

c. An Archived Market Charges section containing a list of charges
that are not currently active. The name of the charge is a link to
transfer the user to the screen for that charge, refer to Paragraph

142, that allows the user to reinitiate and edit the archived.

Kirklees Council

lome admin's Markets Complsncy Checks Unit Transfer Traders Reports Invoicing §I5c6HY Change Fin  Sign Cut
you are here >iwolcing > System Management & Settings > Markel Summary » Hirklees Batley Open Friday Market
Kirklees Batley Open Friday Market Charge Summary

Create New Market Charge
New Charge

Active Market Charges
Ingurance

maccs arrears
parking

Rent Rate A

Rent Rate B

Tender

Archived Market Charges
There are currently no archived market charges.

Figure 69 Market charge summary screen
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New Market Charge Screen and Existing/Archived Charge Screen
142. The New Market Charge screen, refer to Figure 70, and

Existing/Archived Charge screen has:

Note. The New Market Charge and existing/archived Charge
screens are similar and are updated in the same way. The New
Market Charge screen is shown at Figure 70.

a. A Charge Name box for inputting/editing the charge name.

b. A Charge Code dropdown list containing the Agency Specific
charge codes.

c. A Vat Rate value box for the input of the rate of VAT for the charge.

d. A Charge Value box into which the price of the charge (including
VAT) is input.

e. An Archived tick box.

f. A Save button to save the changes made on the screen to the
database.

Kirklees Council

Home admin's Markets Complisncy Checks Unit Transfer Traders Reports  imeoicing [B20:05FH

you are here >System Manggement & Settings > Market Summary > Kirkess fatiey Open Fridyy Market Charge Summary = Hew Market

New Market Charge

Market Charge Datail
Charge Name

Charge Code  dighpdseran] v
Vat Rate

Charge Value
{inc Vat)

Archived B

Save

Figure 70 New market charge screen
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Adding/Editing Charges for a Market

143. To add a new charge or edit an existing charge allocated to a market,
proceed as follows:

a. Navigate to the New Market Charge screen or existing market
charge screen by clicking on:

I The Settings tab.

ii. The Manage Markets link on the System Management &
Settings screen.

ii. The Market Charges button for the market on which the
charge is to be added/edited from the Active Markets list on
the Market Summary screen.

iv.  Then, on the Market Charge Summary screen, either:

(1) On the New Charge button to open the New Market
Charge screen if a new charge is to be added.

(2) On the charge name link in the Active Market Charges
list or Archived Market Charges list to open the existing

charge screen to update details for an existing charge.
b. Input/edit the name of the charge in the Charge Name box.
c. Select the charge code from the Charge Code dropdown list.
d. Input/edit the VAT rate in the Vat Rate box.

e. Input/edit the cost of the charge (including VAT) in the Charge
Value box.

f.  Click on the Archived tick box so a tick appears if the entry is to be
archived.

Note. Only tick the archived button if you wish to retain this
record but not have it active on the system.
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g. Click on the Save button to apply any changes made to the screen

and save them into the database.

Market Settings Screen

144. The Market Settings screen, refer to Figure 71, has the following action

buttons and sections:

WARNING. CHANGING ANY OF THESE SETTING MAY CAUSE
THE APPLICATION TO STOP RESPONDING OR CAUSE IT TO
BEHAVE INCORRECTLY.

a. A list of settings with corresponding text boxes in which certain

fixed settings are detailed for the system. These settings are input

by the Bizaar team on behalf of the Market Agency and it is advised

that they are not adjusted as this may cause the system to operate

incorrectly. The settings are as follows:

Vi.

A cash counter that sets the maximum cash a market
collector can hold before the PDA application prompts him to

conduct a cash run.

A receipt Footer 1 setting that permits the addition of user
definable text.

A receipt Footer 2 setting that permits the addition of user
definable text.

A receipt Footer 3 setting that permits the addition of user
definable text.

An insurance grace period setting that sets the number of
days grace permitted after trader insurance expires.

An insurance warning setting that flags the number of days
before the trader insurance expires. A warning will be given
to the market collector via the PDA application.
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vii. An insurance enable setting that can be set to Y or N, this
enables or disables the tracking of trader insurance.

b. An Update Settings button that confirms any changes made to the

settings and updates the database.

c. A Restore Defaults button that returns the settings to the default
settings input by the Bizaar team.

Kirklees Council

Kome admin's Markets Complisncy Checks Unit Transfer Traders Reports Imeobcing BI0GGEY Change Fin - Sign Out

you are here >iyolcing > System Management & Setlings > Markel Summary = Hirklees Batley
Kirklees Batley Open Friday Market Settings

Changing these sefting can cause this application to behawve incormectly

Update Settings | | Restore Defaults

CASH_COUNTER_THRESHOLD 1000.00
RECEIPT_FOOTER_1 Thank you for trading
RECEIPT_FOOTER_2 with us today
RECEIPT_FOOTER_3

INSURANCE_GRACE_PERIOD 7
INSURANCE_WARNING_PERIOD 7
INSURANCE_EMABLED L

Figure 71 Market configuration screen

Manage Merchandise Categories Link

145. The Manage Merchandise Categories link takes the user to the
Merchandise Categories screen, refer to Figure 72. This screen details
all merchandise categories registered on the system. The screen also
permits the user to add or edit merchandise categories and has the
following sections and action buttons:

a. A Create New Category section with a Create New Category button
to transfer the user to the Add Merchandise Category screen, refer

to Paragraph 146.
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An Active Categories section with a list of active categories. The
name of the category acts as a link to transfer the user to the
existing merchandise category screen, refer to Paragraph 146, for
editing.

An Archived Categories section with a list of archived categories.
The name of the category acts as a link to transfer the user to the
existing merchandise category screen, refer to Paragraph 146, for
reactivation and editing.

TMS Support Solutions Ltd

Home jharten’s Markets Compliancy Checks Unit Transfer Traders Reports RLILGEE Change Pin  Sign Out

You are here >

System Management & Settings > 1!

Merchandise Categories

Create New Category
Create New Category

Active Categories

Clothing
Collectables & Novelty

Electronics

Fishing

Flowers & Gardening

Video

Archived

Categories

Groceries

Hardware Supplies
Meat & Poultry

Music

Figure 72 Merchandise categories screen
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Add Merchandise Category Screen and Existing Merchandise

Category Screen

146. The Add Merchandise Category screen, refer to Figure 73, and Existing
Merchandise Category screen has:

Note. The Add Merchandise Category and existing merchandise
Category screens are similar and are updated in the same way.
The Add Merchandise Category screen is shown at Figure 73.

a. A Category Name box for inputting/editing the category name.

b. A Confirmation Question tick box to set if a confirmation question
needs to be answered before the category can be edited.

c. A Confirmation Question text box into which the confirmation
question is input. A confirmation question is displayed on the PDA
when details for the stall are accessed to serve as a reminder to
the market manager for any specific checks required. E.g. when
checking a food stall the question might be is a valid food handling
certificate displayed.

d. An Archived tick box.

e. A Save button to save the changes made on the screen to the
database.
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Kirklees Council

Home admin's Markets Complisncy Checks Unit Transfer Traders Reports Imecicing B3 0ES Change Pin Sign Out

you are here >*iwpcing > System Mansgement & Settings > Merchandiae Categories = Add 1!
Add Merchandise Category

Category Detail
Category Name

Confirmation Ll
Cluestion

Confirmation
Cuestion

Archived ]

Save

Figure 73 Add merchandise category screen

Adding/Editing Merchandise Categories

147. To add/edit a merchandise category, proceed as follows:

a. Navigate to the Add Merchandise Category screen or existing
merchandise Category screen by clicking on:

I The Settings tab.

ii. The Manage Merchandise Categories link on the System
Management & Settings screen.

ii.  Then, on the Merchandise Categories screen, either:

(1) On the Create New Category button to open the Add
Merchandise Category screen if a new merchandise
category is to be added.

(2) On the category name link in the Active Categories list or
Archived Categories list to open the existing category
screen to update details for an existing merchandise
category.
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b. Input/edit the name of the category in the Category Name text box.

c. Tick the Confirmation Question tick box if a confirmation question
for the category is to be applied.

d. Input a question into the Confirmation Question text box.

e. Click on the Archived tick box so a tick appears if the entry is to be
archived.

Note. Only tick the archived button if you wish to retain this
record but not have it active on the system.

f. Click on the Save button to apply any changes made to the screen
and save them into the database.

Manage Merchandise Items Link

148. The Manage Merchandise Items link takes the user to the Merchandise
Items screen, refer to Figure 74. This screen details all merchandise
items registered on the system. The screen also permits the user to add
or edit merchandise items and has the following sections and action
buttons:

a. An Add New Merchandise Item section with a Create New
Merchandise Item button to transfer the user to the New
Merchandise ltem screen, refer to Paragraph 149.

b. An Active Merchandise ltems section with a list of active items.
The name of the item acts as a link to transfer the user to the
existing merchandise item screen, refer to Paragraph 149, for
editing.

c. An Archived Merchandise Items section with a list of archived
items. The name of the item acts as a link to transfer the user to
the Existing Merchandise ltem screen, refer to Paragraph 149, for
reactivation and editing.
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Kirklees Council

Wome admin's Markets Complsncy Checks  Unit Transfer Traders Reports  imeolcing 235 EH

you are here *Eeporting > ipyodcing = System Management & Settings > 1
Merchandise Items

Add New Merchandise ltem
Create New Merchandise ibem

Active Merchandise |tems
Cars
chips

Dolls

Archived Merchandise Items
There are currently no archived merchandise items.

Figure 74 Merchandise items screen

New Merchandise Item Screen and Existing Merchandise ltem
Screen

149. The New Merchandise Item screen, refer to Figure 75, and Existing

Merchandise Item screen has:

Note. The Add Merchandise Item and Existing Merchandise ltem
screens are similar and are updated in the same way. The Add
Merchandise Item screen is shown at Figure 75.

a. An ltem Detail section containing:

I An Item Description box for inputting/editing a description for
the item.

ii. An Archived tick box.

b. A Categories section containing a tick box for each of the
merchandise categories input for the market, refer to
Paragraph 145.

c. A Save button to save the changes made on the screen to the
database.
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Kirklees Council

Home admin's Markets Complisncy Checks  Unit Transfer Traders Reports  Imvodcing §2400EY Change Pin Sign Out

you are here *ivolcing = System Mansoement & Settings > Merchandise ltems = Hew 1
New Merchandise ltem

Ivem Detail
ftem Descriplion
Archived O

Categories

CIChiidrens Goods [lfood [ Toys

Save

Figure 75 Add merchandise item screen
Adding/Editing Merchandise Items

150. To add/edit a merchandise category, proceed as follows:

a. Navigate to the New Merchandise Iltem screen or existing
merchandise ltem screen by clicking on:

I The Settings tab.

i. The Manage Merchandise Items link on the System
Management & Settings screen.

iii.  Then, on the Merchandise ltems screen, either:

(1) On the Create New Merchandise Item button to open the
New Merchandise Item screen if a new merchandise

item is to be added.

(2) On the item name link in the Active Merchandise ltems
list or Archived Merchandise ltems list to open the
existing item screen to update details for an existing

merchandise item.

b. Input/edit the item description in the Item Description text box.
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c. Click on the Archived tick box so a tick appears if the entry is to be
archived.

Note. Only tick the archived button if you wish to retain this
record but not have it active on the system.

d. Tick the merchandise category or categories to which the item
belongs in the Categories section.

e. Click on the Save button to apply any changes made to the screen
and save them into the database.

Manage Custom Options Link

151. The Manage Custom Options link takes the user to the System
Configuration screen, refer to Figure 76. This screen details user
configurable options on the system which are initially set up by the
Bizaar team on behalf of the Market Agency. The screen has the
following action buttons:

WARNING CHANGING ANY OF THESE SETTING MAY CAUSE THE
APPLICATION TO STOP RESPONDING OR CAUSE IT TO BEHAVE
INCORRECTLY.

a. An Update Settings button that confirms any changes made to the
settings and updates the database.

b. A Restore Defaults button that returns the settings to the default

settings input by the Bizaar team
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Kirklees Council

Home admin's Markets Compliancy Checks Unit Transfer Traders Reports Invoicing RILENTE Change Pin  Sign Out

you are here >Reporting > lnvoicing » System Management & Seflings > System Configuration
System Configuration

A Changing these settings can cause this application to behave incorrectly.

Upcate Settings | | Restore Defaults|

Web address shown on invoice N
File extension for photos )
Web service path for the PDA GRA-MOB-750
Number of markets in the future that market reports are generated for 5
Web service imeout for the PDA 180
FTP server for the PDA to upload/download from GRA-MOB-750
FTP server port 21
FTP server imeout value 180
PDA lockout time 10
Months to default the compliancy search to 1
Backup web senvice path for the PDA GRAMOB-T50
Name of the councilcustomer Kirklees Council
Company contact number 01476 583370
Company VAT number 0123456789
Width of the receipt 400
Honzontal dpi of the receipt 200
Vertical dpi of the receipt 200

1

Number of receipts to print

Left receipt indent 10
Receiptseparator  eeeecieceenees
Default target for vouchers 12

Document upload folder http //GRA-MOB-750/BzaarDataFiles/
Upload path for files ¢ \\Bzaar\Files\\
The authority name displayed on invoices Kidees Council
Line 1 of the issuing authontie's address Street

Line 2 of the issuing authontie’s address Town

Line 3 of the issuing authontie’s address Postcode
Postcode of the issuing authonties address

Telephone for the issuing authority number

Fax number for the issuing authority

Contact Email for the issuing authonty

Filename of authonity logo - stored in the bizaar data folders logo jpg

Virtual path to photos uploaded from the PDA http //GRA-MOB-750/BizaarData/Photc

\Update Settings || Restore Defaults

Figure 76 System configuration screen
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CHANGE PIN TAB

152. The Change Pin tab opens the Change Pin screen, refer to Figure 77.
The screen allows the user to change their PIN and has the following
text boxes and action button:

a. A New Pin text box to enter the new PIN.

b. A Confirm Pin text box to re-enter the new PIN to confirm it is

correct.

c. A Change Pin button to save the change of PIN to the database.

Kirklees Council

you are here *Beporting > lnvoicing = System Management & Seftings > Change Pin
Change Pin

MNew Pin

Confirm Pin

Change Pin

Figure 77 Change PIN screen
Changing a PIN

153. To change a user PIN, proceed as follows:
a. Click on the Change Pin tab.
b.  Enter the new PIN into the New Pin text box.
c. Enter the new PIN into the Confirm Pin text box.

d. Click on the Change Pin button.

Page 124 of 260



BIZAAR USER MANUAL

SIGN OUT TAB

154. The Sign Out tab takes the user to the Bizaar system Login screen and

closes the current session.

Note. No warning is provided on this screen the user will be
immediately logged off the PC application and will need to login
again if the logoff was in error.
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BIZAAR PDA APPLICATION

This Chapter introduces the user to the Bizaar PDA application,

including screens, menus and functionality.

Note. It is beyond the remit of this manual to cover the function
and operation of the PDA. Users of the Bizaar application must
ensure they are fully conversant with all aspects of the PDA by
referring to the user manual. The use and safety requirements of
the PDA must always be in accordance with the manufacturers
supplied instructions.

INTRODUCTION

1.

The Bizaar PDA application is a relational database that utilises a series
of screens to allow the control of all aspects of the running of markets by

a market manager.

The screens consist of selection tabs, action buttons, dropdown lists, tick
boxes and text and value boxes. Dropdown lists are opened by clicking
in the down arrow and then clicking on the item to be selected from the

list that appears.

The PDA has a touch screen and is provided with a stylus to assist with
selection. Selection of the features on each screen is made by touching
the item on the screen. Touch screen selection will be denoted by the
phrase ‘click on’ throughout this chapter.

Security is achieved by each user having a unique Username and
Personal Identification Number (PIN).
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This chapter has been set out so each group of related screens and their
features are described followed by step by step instructions on how to
carry out any actions for the group of screens. Titles for descriptions are

shown in normal text and for instructions in italicised text.

PDA TO PC SYNCRONISATION

6.

The PC must be correctly configured and have the Microsoft©
ActiveSync software installed before the PDA can be synchronised with
the PC. Before synchronisation of data can take place, a partnership

must be created between the PC and PDA, refer to Paragraph 8.

Alternatively, a registry change can be set up on the PC so that the PC
and PDA automatically synchronise whenever the PDA is connected to
the PC, refer to Paragraph 10. A registry change need only be carried

out once.

Creating a Partnership Between the PC and PDA

To create a partnership to enable the Bizaar PDA application to
synchronise with the Bizaar PC application, proceed as follows:

a. Check the PDA is fully charged in accordance with the

manufacturer’s instructions, refer to Chapter 4.

b. Check the PC is on and that the current user is logged into
Microsoft Windows®©.

c. Check the PC has got Microsoft© ActiveSync installed.

d. Ensure that all setting and data for the market(s) have been
configured correctly in the PC Bizaar Management System, refer to
Chapter 2.

e. Switch the PDA ON in accordance with the manufacturer’s
instructions, refer to Chapter 4.
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f. ~ Connect the PDA to the PC using the supplied PDA USB cable.
After a brief pause the ActiveSync window will open on the PC,
refer to Figure 1.

- Synic @ Schedule [_',:,? e

S Microsoft ActiveSync

w Retrieving setings. . de Details &

Infarmation

Figure 1 ActiveSync 1

g. Click on the OK button in the warning box, refer to Figure 2, to
acknowledge the ActiveSync application. The second ActiveSync

window will open, refer to Figure 3

Microsoft ActiveSync [X|

'2 au will be able ko synchronize only files, falders, and ather non-Outlaok items iF you conkinue,
= Ta synchronize E-mail, Calendar, Contacts, Tasks and Motes with this computer, do the Fallawing:

Disconnect the device, install and run Outlook, and then reconnect the device and complete the Synchronization
Setup Wizard,

Figure 2 ActiveSync Warning Box
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® Synchronization Setup Wizard

Welcome to the Pocket PC Sync
Setup Wizard

To zet up a sync partnership between thiz computer and
your Pocket PC, click Mext.
If wou chick Cancel, pou can still:

« LCopy and move files between your Pocket PC and
this cormputer

*  Add and remove programs on your Pocket PC

I Mext > ][ Cancel

Figure 3 ActiveSync Setup Wizard

Click on the Cancel button to cancel any further setup of the

partnership. The main ActiveSync window will now open, refer to
Figure 4.

® Microsoft ActiveSync [Z||E|E|
File Wiew Tools Help

L_‘E" Explore
Connected @

Hide Details %

Information Type Status

Figure 4 ActiveSync Connection window

Check the windows shows Guest and Connected.
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Minimize the window. The PDA is now connected to the PC and is

ready to synchronize the Bizaar application.

9. If an error or fault occurs disconnect the PDA from the PC and repeat

the procedures detailed in Para 8.

Registry Change

10. To implement a registry change so that the PC and PDA will

automatically synchronise when connected together, proceed as follows:

a.

Note. This procedure should only be carried out by IT capable
personnel; seek advice from the Bizaar team before proceeding.

Click on the Start button.

Select Run from the start menu or search for and select Run using
the Search programs and files facility.

Enter ‘regedit’ into the command box and click OK.

Navigate through the registry and left click on the ‘HKEY_
LOCAL_MACHINE/Software/Microsoft/WindowsCeServices’ entry.

Right click in the right hand panel on some free space and select
‘New DWORD Value'.

Name the DWORD Value to GuestOnly.

Double click on the new GuestOnly DWORD entry and set the
value to 1,

Ensure the Hexadecimal radio button is selected and click OK.
Close the registry.

Switch on and connect the PDA to the PC to ensure it connects

with ActiveSync in Guest mode.
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PDA START UP SCREEN

11. On application of power to the PDA the system will initialise and open
the PDA start up screen, refer to Figure 5.

s Start o i

{5y Friday 8:19 AM
" September 16, 2011
@ wi-Fi: Off O:0n

(<) Getting Started
&  Tap here to set owner information

(=) No unread messages

[4] Notasks

[F]  No upcoming appointments

[Live Search [7]

ofl
Calendar Contacts

Figure 5 PDA start up screen

12. The start up screen has a icon which will open the Start

dropdown list, refer to Figure 6, which includes a |' A - icon that

is used to start the Bizaar application.

| o5 Office Mobile
[ | Bizaar

| Calendar

|#:] Contacts

@ Internet Explorer
Messaging

| Bizaar

File Explorer

| Programs

{0)} Settings

@ Help

-]
Calendar Contacts

Figure 6 Start dropdown list

Q:on

information

nts
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13. During the loading of the Bizaar PDA application a loading screen, refer
to Figure 7, will appear.

Bizaar ' o
LOADING
Market Selection
[ ]

Figure 7 Loading screen
14.  On completion of loading the Bizaar main menu screen will appear, refer
to Paragraph 21.
Starting Up the Bizaar PDA Application

15. To start the Bizaar PDA application, proceed as follows:

a. Switch on the PDA, refer to Chapter 4.

ap
b. Click on the icon to open the Start dropdown list.

c. Click on thel. | Bizaar

icon to start the PDA Bizaar application.
The loading screen followed by the Bizaar main menu screen will

appear while the application loads.

BLUETOOTH PRINTER CONNECTION

16. The pairing of the individual PDAs to their respective Bluetooth printers
has been carried out by the Bizaar team prior to delivery of the units to
the Market Agency. Printer connection should be established by simply
applying power to both the matched PDA and Bluetooth printer.
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17. In the event that a connection is not established when the Bizaar PDA
application attempts to print information, an error message, refer to

Figure 8, will appear on the screen.

@ Application Error

The printer connection could
not be established. Ensure the
printer is paired and switched
on.

" 4 OK

Figure 8 Printer connection warning message

18. Selecting v OK Wil clear the error message and a question
message, refer to Figure 9, will appear in its place. Selecting NO will
close the screen and return the user to the appropriate screen.
Selecting YES will attempt to print the information again. Before
selecting YES PDA to Bluetooth printer connectivity should be
established, refer to Paragraph 19.

0 Question

The print failed, would you like
to retry?

VYes x No

Figure 9 Print retry question message

Troubleshooting Bluetooth Printer Non Connection

19. If the printer error message appears while attempting to print

information, proceed as follows:

a. Ensure the printer is charged and has power applied (green LED lit
between power on and paper feed button). If required charge the

printer and apply power, refer to Chapter 5.

b. Click on the Windows Start button on the bottom of the PDA.
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Click on 120 SEtiNGS 0, the dropdown menu.
Click on the Connections tab at the bottom of the screen.
Click on the Wireless Manager icon.

If the Bluetooth indicates that Bluetooth is OFF, click on the bar and

ensure Bluetooth is ON.

Click on the close gadget to return to the previous screen.
Click on the Bluetooth icon.

If shown on the list of devices, click on the printer entry.

If not shown on the list of devices:

I Click on add new device.

ii.  Wait for the list of new devices to appear.

ii. Click on the printer device from the list (indicated by the

printer serial number).
iv. ~ Click on Next.
v.  Enter the PIN number (123456789) for the printer.
vi.  Click on Next.

vii. Wait for the connection to be established; during connection
the printer should print the word ‘Client’ four times.

viii. Wait for the settings Bluetooth screen to appear and click on

the printer name.
Click on the Serial Port tick box.
Click on Save.

Click on the COM Ports tab.
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Click on New Outgoing Port.

Click on Next.

Select COM1 from the dropdown list.
Click on Finish.

Click on OK.

Click on the close gadgets for all screens until returned to the
Bizaar PDA application.

BIZAAR PDA APPLICATION OVERVIEW

20.

The Bizaar PDA application always opens with the System section

action buttons visible, this screen is referred to as the Bizaar main menu

screen, refer to Paragraph 21. In the event that the Bizaar PDA

application suffers a major system error an Error screen will appear,

refer to Paragraph 22. In addition, the application has the following

common features that are accessed at different points while using the

Bizaar PDA application:

a.

A Keyboard Entry screen, refer to Paragraph 24, for input of data.
A dropdown calendar, refer to Paragraph 26, for input of dates.

A Trader Search screen, refer to Paragraph 28, to allow the user to

search for a trader.

A Camera instruction and Camera acceptance screen, refer to
Paragraph 32, that allows a photograph to be taken.
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Main Menu Screen

21. The Bizaar main menu screen, refer to Figure 10, is split into three

primary sections as follows:

a. A System section, refer to Paragraph 38, (default view) that allows
the user to log in and out of the application, to start the transfer of
data between the PC and PDA and to exit the application. The

system section is selected using the @ System

button.

b. A Markets section, refer to Paragraph 50, that allows the user to
select the location they are responsible for and specific market at
that location.  The markets section is selected using the

B
sis s button.

c. An Options section, refer to Paragraph 149, that allows the user to
reset the PDA to the factory default settings, load any updates for

the application and change the printer communication port. The
Options section is selected using the &~

Options

buttons.

Bizaar

@ System
=) S
Leg In Transfer
B
Exit

Powered by TMS Support Solutions Ltd
Figure 10 Bizaar main screen
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Error Screen

22. The Error screen, refer to Figure 11, will appear. The User can select
either:

a. The button to view details of the failure.

b. The button to quit the application and restart the Bizaar
PDA application.

23. |If the Error continues to occur contact the Bizaar team to obtain a
solution to the problem.

oF 42 15:27

Error

An unexpected error has occurred in
Bizaar.exe.

Select Quit and then restart this
program, or select Details for more
information.

The method or operation is not
implemented.

| Detais || quit |

Figure 11 Error screen

Keyboard Entry Screen

24. The Keyboard Entry screen, refer to Figure 12, allows the user to input
numbers and letters into text and value boxes throughout the Bizaar
PDA application and consists of the following:

a. A window in which the text/number selected is shown.
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A number view and letter view button that shows either a numerical
or letter keypad. The letter keypad includes a comma and full stop
character and a space bar. Letters are entered as per a mobile
phone text i.e. multiple clicks on a character to input the desired
character. The Keyboard Entry screen will initially appear in the
most appropriate mode.

A Back button that clears one character at a time.

A Clear button that clears the entire entry.

A & button that cancels the keyboard operation and returns
the user to the previous screen.

An =¥ button that returns to the previous screen and enters

the content of the window into the relevant text box on the screen.

@ Keyboard Entry @ Keyboard Entry
|| Back ﬂ Back
1 2 3 m ABC DEF
123 4 5 6 123 GHI IKL MNO
7 8 9 Sym PQRS TV WXYZ
Clear 0 Clear Space ;

% -7

Figure 12 Keyboard entry screen

Entering Data on the Keyboard Entry Screen

25. To enter data into the Keyboard Entry screen, proceed as follows:

a.

Enter characters by clicking on the number or letter keys.
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b. If required, swap between number and letter entry using the

number view and letter view buttons.

c. If required, delete individual characters using the Back button or all

characters using the Clear button.

d. On completion either:

I Click on the & button to return to the previous screen

without transferring the text.

i.  Click on k¥ button to return to the previous screen and

transfer the text.

Dropdown Calendar Facility

26. The dropdown calendar facility opens a calendar, refer to Figure 13, for
the input of a date. The calendar shows the month and year at the top,
the days for that month and year below and todays date at the bottom.
A specific date is selected by clicking on the required date on the
calendar or Today if today’s date is required. To navigate to a specific
date the user can:

January L B
Kl October 1981 1 Febrmary 19081 D @Kl Januarynﬂ

M T WTF S S March F § S M T WTUFS S
1 2 3 4 April 2 3 4 i 2 3 4
SEH 7 8 9 1011 May 9 1011 [SEH7 8 9 1011
12 13 14 15 16 17 18 June 5 16 17 18| [12 13 14 15 16 17 18
19 20 21 22 23 24 25 July > 23 24 25| [19 20 21 22 23 24 25
26 27 28 29 30 31 August ) 30 31 26 27 28 29 30 31
September
Today: 06/10/11 Totber loj11 Today: 06/10/11
December
Date selection Month selection Year selection

Figure 13 Calendar facility

a. Selectthe E E] buttons to scroll through one month at a time.
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b. Click on the month and select the required month from the

dropdown list to select a specific month.

c. Click on the year and select the [~] [*] buttons to scroll through the

years to select a specific year.

Selecting a Date from the Dropdown Calendar

27. To select a date from the dropdown calendar, proceed as follows:

a. If required, navigate to a required month and year by either:

I Clicking on the Kl or ] button to scroll backwards or

forwards through the months one at a time.

ii.  Clicking on the month at the top of the calendar and selecting

the required month from the dropdown list then clicking on the

year followed by the E] E] buttons to scroll backwards or

forwards through the years.

b. Click on the date required on the calendar to select the date and

return to the previous screen.

c. Alternatively if today’s date is required, click on Today to select

today’s date and return to the previous screen.

Trader Search Screen

28. The Trader Search screen has two states; the filters screen, refer to

Paragraph 29, and the results screen, refer to Paragraph 30.

29. The filters screen, refer to Figure 14, has an upper and lower part as

follows:
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The upper part of the filters screen has three filter text boxes with

associated L buttons to open the Keyboard Entry screen, refer to
Paragraph 24. The first few letters or numbers are input into one of
the text boxes to search for a trader against one of the following
criteria:

i The Name of the trader.

ii. The Vehicle Registration Number (VRN) of a vehicle
registered against the trader.

iii.  The Postcode against which the trader is registered.

The lower part of the screen has two action buttons as follows:

Perform Search ]
I A Find traders matching the fiters | hytton that will carry out a search on

the criteria in the filter box and open the results screen.

i. A -~ o button that cancels the search and

returns the user to the Pitch Assigning screen.

n Trader Search

Name IE.:l ‘
R |
Postcode I ‘

Perform Search
Find traders matching the filters

Figure 14 Trader search filters screen
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30. The results screen, refer to Figure 15 has an upper and lower part as
follows:

a. The upper part has a box in which the traders that fit the filter
search are listed. Selecting a trader from the list will highlight their
name in blue and show their Postcode immediately below the box.
If no trader is selected the Postcode data will show ‘No trader
selected’.

b.  The lower part of the screen has the following action buttons:

Back to Filters
i A Retum to the filters to try 2gain| hutton that returns the user to the

filter screen to initiate another search.

i. A R oo button that cancels the trader search and returns

the user to the Pitch Assigning screen.

ii. A il 4 button to select the highlighted trader and

allocate them to the unit selected on the Pitch Selection

screen. The user will also be returned to the Pitch Selection

screen.

n Trader Search

Bloggs, Joe -
Brierley, John
Brook, John
Campbel, Jonathan
Coleman, John
Cook, Joseph
Fawcett, John

Finan lonathan
Postcode HDS OCC

I m

<]

Back to Filters
Return to the filters to try again

Figure 15 Trader search results screen
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Carrying Out a Trader Search

31.

To carry out a trader search, proceed as follows:

a.

On the Trader Search filter screen:

=

Click on the L putton to open the Keyboard Entry screen for

one of the following filter text boxes:
(1) Name.

(2) VRN.

(3) Postcode.

Enter the required text for the filter on the Keyboard Entry
screen, refer to Paragraph 25.

Perform Search
Click on the Fnd traders matching the fiters | yytton to carry out a

search and open the Trader Search results screen.

If required, click on the R o button at any time

to cancel the search and return to the Pitch Assigning screen.

On the Trader Search results screen:

Scroll through the list of traders to find the required trader.

Click on the trader's name to highlight the trader to be
allocated to the unit.

If the traders name required does not appear in the list, click

Back to Filters
on the Retum to the filters to try again| Hytton to return to the Trader

Search filter screen and input new filter data as detailed
above.
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iv. Click on the ke 4 button to select the trader, allocate

them to the unit and return the user to the Pitch Assigning

screen.

8 o

the allocation and return to the Pitch assigning screen.

v. If required, click on the button at any time to cancel

Camera Instructions and Camera Acceptance Screens

32. There are two screens associated with the capture of a photograph as

follows:
a. The Camera instruction screen, refer to Paragraph 33.
b.  The Camera acceptance screen, refer to Paragraph 34.

33. The Camera instruction screen, refer to Figure 16, has instructions for
the capture of a photograph and the following action buttons:

a. A &= button that returns the user to the Comment

photograph screen.

Start

b. A = 4 button that starts the PDA camera device. For
instructions on the use of the PDA camera, refer to Chapter 4.
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Ne Camera

Instructions

Bizaar enables you to take and retake
photographs as many times as you
like.

Once the camera view has appeared,
press your device's capture button to
take the photo. When done, press
back to view your photo and accept it.

Click start when you're ready to begin.

ii Back Start iﬁ

Figure 16 Camera instructions screen

34. Following capture of a photograph the Camera instruction screen will

briefly appear followed by the Camera acceptance screen, refer to

Figure 17. The Camera acceptance screen shows the photograph that

has been taken and has the following action buttons:

Accept Photo

a. A T ckbere tosmve the ot button that saves the photograph and returns

the user to the Comment photograph screen showing the new

photograph in the list of photographs.

b. A

ﬂ Back

button that returns the user to the Comment

photograph screen.

c. A

Try again h-'

button that returns the user to the PDA camera to take

new photograph without saving the original photograph.
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e Camera

1
[

il

_ Accept Photo

Click here to save the photo

Figure 17 Camera acceptance screen

Taking a Photograph

35. To take a photograph, proceed as follows:

l-e Take new photo

a. In the relevant screen, click on the Add a photo to this ! button to

open the Camera Instructions Screen.

b. Click on the *=* :ﬁ‘ button to open the PDA photograph capture
application.

c. Take the required photograph using the PDA camera.

Note. The operation and function of the PDA camera and its
software application is detailed in the PDA user manual, refer to
Chapter 4.

d. When the Camera acceptance screen opens, either:

Accept Photo
i. Click on the cekher=tossvetheshot pytton to save the photograph
and return to the Comment photographic screen.
i.  Click on the '™ %" e button to return to PDA camera to
retake the photograph.
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e. If required, Click on the G %2 putton at any time to cancel the

current action and return to the previous screen.

Signature Screen

36. The Signature screen, refer to Figure 18, allows a signature to be
recorded against a transaction. The Signature screen may show what
the signature is being used to authorise and is completed as the final

step of certain transactions. The signature screen has the following
features and action buttons:

/ Signature / Signature
|Signed on behalf of trader| [] signed on behalf of trader
You wish to use a holiday voucher to
book a holiday.
& Clear signature if Clear signature
Clears the current signature Clears the current signature

G Back Next ; Next 9

Figure 18 Signature screen

a. A Signed on behalf of trader tick box that is used to show that the

signature recorded is not the traders own signature.

b. A box into which the signature is input using the stylus.

J Clear signature
c. A Clears the current signaturs by tton to allow the signature shown in the

signature box to be deleted.

d A = = button to return the user to the Pitch Offer screen.
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e. A —_ 71 putton that opens the Charges screen, to allow the

user to set up charges against the unit and trader.

f. If the —7 ] putton is selected without entering a signature, a

signature Warning message, refer to Figure 19, will appear. Select

0K .
v to accept the message and enter a signature.

_! ., Warning

You must write in a signature to
continue.

& 0K

Figure 19 Signature Warning message

Completing the Signature Screen

37. To complete a Signature screen, proceed as follows:

a. Click on the i: bt

screen.

button at any time to return to the previous

b. If the Signature screen is being completed on behalf of the trader
by their representative, click on the Signed on behalf of tick box so

that a tick appears in the box.
c. Enter a signature in the signature box using the stylus.

d. If an error is made when entering the signatures, click on the

Clear signature .
@ Ceorstrecurrent sgnature button to erase the contents of the signature

box.

e. Click on the " h')‘ button to complete the Signature entry and
open the following screen.
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SYSTEM SECTION

38. The System section, refer to Figure 20, comprises of three action
buttons:

a. A (oo button that opens the Log In screen, refer to paragraph 40, to
permit the user to log in to the Bizaar system. This icon changes to

&5
a ot jcon once the user is logged in. The log out button will return

the user to the Log In screen.

b. A TrEfer button that transfers the user to the Data Transfer screen,
refer to Paragraph 43, that initiates a synchronisation with the PC
management systems database, the following items are
synchronised:

I User details, including names, markets, payments and

permissions.
ii.  Market details, pitches, charges and opening days.

iii.  Traders details including licences, pitches etc.

LA
c. A =t button that exits the user from the Bizaar PDA application.

Figure 20 System screen
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Exiting the System

39. To exit the system, proceed as follows:

a. If required, click on the @ Hystem button to open
the System section.

Y]
b. Click on the = button.

Note. No warning is provided when the Exit button is operated;
the user will be immediately logged off the Bizaar PDA application
and will need to login again if the log off was in error.

Log In Screen
40. The Log In screen, refer to Figure 21, allows the user to log into the
Bizaar PDA application and comprises the following:

a. A User dropdown list that allows the user to select their Username.

b. A PIN value box into which the user enters their four digit PIN. The
digits appear as stars in the box to prevent the PIN being read by
unauthorised personnel.

@ Enter PIN

c. An button that opens the Keyboard Entry screen,

refer to Paragraph 24.

d. A LE= lputton that cancels the log in procedure and returns the

user to the Bizaar main menu screen.

A L= ¥1 button that logs the user into the Bizaar PDA

application once a valid PIN is entered.
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E“-' Log In
User |I{dr'|ng -
PIN Hk

7] Enter PIN

* Cancel Login @/

Figure 21 Log in screen

Logging into the Bizaar PDA Application

41. To Log into the Bizaar PDA application, proceed as follows:

a. Start the Bizaar PDA application, refer to Paragraph 15.

b.  Click on the wan button to open the Log In screen.

c. Select a username from the User dropdown list.

d.  Click on the L& _Enter PIN button to open the Keyboard Entry

screen, refer to Paragraph 25.

x Cancel

Login ‘/

e. Either, click on the button to log in or on the

button to cancel the log in. In either case the application will return

to the Bizaar main menu screen.

NOTE the system will automatically log the user off the system
after one minute of inactivity.
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Logging out of the Bizaar PDA Application

42. To Log out of the Bizaar PDA application, proceed as follows:

a. If required, click on the @ Hystem button to open
the System section.

oS
b.  Click on the wox button to log out of the application.

Data Transfer Screen

43. The Data Transfer screen, refer to Figure 22, allows the user to initiate
the transfer of data between the PC Management System and the PDA.
The PDA Transfer screen consists of:

a. A location indicator that will show the last location that was used on
the PDA.

b. A Synchronise Photos tick box that allows the user to set if
photographs are to be transferred or not. A tick in the box will allow
the transfer of photographs.

Note. Large numbers of stored photographs can severely impact
the time it takes to transfer data.

c. A Training Mode tick box that is currently inoperative.

o
d. A sl button that starts the data transfer and opens the Data
Transfer progress screen, refer to Paragraph 44.

x Cancel
A

e. button that cancels the data transfer and

returns the user to the Bizaar main menu screen.
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@ Data Transfer

Configure the transfer
& Kirklees
[Synchronise Photos]

>

Start

Figure 22 Data transfer screen

Data Transfer Progress Screen

44. The Data Transfer progress screen, refer to Figure 23, graphically
represents the transfer of data between the PDA and PC Management
System. The screen is divided into three sections listing the transfer
actions each with progress bar beneath it.

@ Data Transfer

@ Checking network connectivity
@ Uploading mobile database

@ Updating central database
@ Generating new database
Ep Downloading new database

[ |

(L) Uploading new photos

Figure 23 Data transfer progress screen
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45. Each item in the list initially has an amber dot beside it to indicate that
action is not complete. The amber dot changes to a green arrow as that
transfer action commences and the progress bar changes to blue. Once
the data for that item is transferred the green arrow changes to a green
dot.

46. ALE_= button is provided that cancels the data transfer at

any time and returns the user to the Bizaar main menu screen.

47. On completion of the data transfer a confirmatory message, refer to
Figure 24, will appear on the screen. The confirmatory message has a

@/ 0K

button to confirm the completion of data.

“ Information

The transfer was completed
successfully, Cick OK to return
to the main menu.

Y 4 0K

Figure 24 Confirmatory transfer message

Transferring Data between the PDA and PC

48. To carry out a transfer of data between the PDA and PC, proceed as

follows:
a. Synchronise the PDA to the PC by either:
I Creating a partnership, refer to Paragraph 8.

ii. Ifthe PDA has been registered on the PC, refer to Paragraph
10, switching on the PDA and connecting it to the PC using
the USB connector provided.

b.  Start the Bizaar PDA application, refer to Paragraph 15.

c. Loginto the Bizaar PDA application, refer to Paragraph 41.
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S .
d. Click on the manster button to transfer to the Data transfer window.

e. If required, click on the Synchronise Photos tick box to permit the
transfer of photographs. Photographs are transferred when a tick
appears in the box.

Note. Large numbers of stored photographs can severely impact
the time it takes to transfer data.

o
f. Click on the _s.:] button to start the data transfer. The Data Transfer
progress screen will open to allow the user to monitor the data

transfer.

g. On completion of data transfer when the confirmatory message box

0K

appears, click on the v button to return to the main

menu screen.

Cancelling a Data Transfer

49. To cancel a transfer of data and return to the main menu screen at any

x Cancel

time during data transfer, click on the button.

MARKET SECTION

50. The Market section, refer to Figure 25, comprises of two action buttons

Note. The market screen can only be accessed after the user has
logged in. If the user opens the screen before they have logged in

i Please bgin_ to see the . .
- o information box.

they are presented with a

N
a. A sewcton button that opens the Location Selection screen, refer to
Paragraph 51, to permit the user to select the location (town/region)
that the user is responsible for.
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Note. Users will only see locations (regions/towns) that have
been assigned to them through the Bizaar PC management
system.

(> .
b. A seeamaetl button that opens the Market Selection screen, refer to
Paragraph 56, to permit the user to select the market that they

need to manage at the location (town/region) previously selected.

@ Markets
L]

- >
Set Location Select Market

Figure 25 Market section menu screen

Set Location Button and Location Selection Screens and Message
Boxes

51. Prior to selecting the Set Location button the PDA must be connected to
and synchronised with the PC Management System, refer to Paragraph
48. On initial operation of the Set Location button a warning message,
refer to Figure 26, will appear with the following buttons:

a. A e button to confirm that the PDA and PC are connected
that will allow the Location Selection uploading screen to open,
refer to Paragraph 53.

b. A x o button to confirm that the PDA and PC are not connected
and return the user to the Markets section.

@ Question

Is your mobile device connected
to the correct network and/or
paired with ActiveSync?

VYES ﬁNo

Figure 26 Set location warning message
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In the event that the e button is selected and the PDA and PC are
not connected the Locations Selection upload screen will open followed
by a further warning message, refer to Figure 27. The message has a

v °  bputton to accept the message and open the Location

Selection screen.

@ Application Error

The network connection could
not be found. Please ensure
your device is connected to
your servers network.

V‘" 0K

Figure 27 Location selection error message

The Location Selection uploading screen, refer to Figure 28, has a
moving purple square that gives the user confidence in the system whilst

it retrieves the locations from the PC Management System. The screen

Cancel

also has a o

button to allow the upload to be cancelled
at any time. On completion of the upload the screen will change to the
Location Selection operating screen, refer to Paragraph 54.

¥

& Location Selection

Please select a location

OO 0O | 0O

ﬁ Cancel

Figure 28 Location selection uploading screen
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54. The Location Selection operating screen, refer to Figure 29, has the
following features:

a. A Please select a location text box containing a list of locations
loaded onto the PDA. When selected a location is highlighted in
blue.

b. A Get Training Mode Locations tick box to allow the PDA to upload
training locations onto the PDA for staff training.

c. A G Refresh Locatons | button to either upload training locations

from the Management System if the Get Training Mode Locations

tick box is ticked or upload new locations that have been added to
the Management System.

d A R - button to allow the user to quit the Locations Selection

Screen and return to the Markets section.

e. A LZ=9%1 putton that selects the highlighted location in the

Please select a location text box. The L% 1 putton only

appears on the screen once a location has been selected in the
Please select a location text box.
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ﬁ Location Selection h\J Location Selection

Please select a location Please select a location

v othen
Middington L

[] et Training Mode Locations [[] Get Training Mode Locations

E Refresh Locations E Refresh Locations

* Cancel * Cancel Select V

No selection made Selection made
Figure 29 Location selection operating screen
Setting the location

55. To select the location (town/region) for the market(s), proceed as

follows:

Note. The PDA must be connected to the management PC via
ActiveSync for this process to be used, failure to connect will
result in an error message being generated.

a. Synchronise the PDA to the PC by either:
I Creating a partnership, refer to Paragraph 8.

ii. Ifthe PDA has been registered on the PC, refer to Paragraph
10, switching on the PDA and connecting it to the PC using
the USB connector provided.

B

b il Markets

If required, click on the _5s& button to open

the Markets section.
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' . : ,
c. Click on the setwcton button; the set locations warning message will

open. On the message either:

i Click on the vas button to confirm the PDA and PC are

connected and open the Location Selection uploading screen.

ii. Click on the x o button to return to the Markets section.

d. Await the upload of location data, indicated by the moving purple
squares, to complete and the Location Selection operating screen

to open.

Note. If the PC and PDA are not properly linked an error message

OK

will appear. Click on the v button and reset the PC to

PDA connection before proceeding.

e. If required at any time during uploading, click on the % cancel
button to cancel the operation and return to the Markets section.

f.  If training is to be carried out, click on the Get Training Mode
Locations Tick box to place a tick in the box.

g. If required, click on the & Refresh Locations| 1, 111, 1o update
the visible list of locations and load training locations if the Get

Training Mode Locations Tick box is ticked.

Note. The '  Refresh anatinnsr‘ button only needs to be used if
additional locations have been added to the Management System

since it was last synchronised, if the retrieval failed or if training

locations are to be uploaded.

h.  Click on the required location in the Please select a location text

box; the et off button will appear.
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i Click on the =< W button to load the data for that location
(town/region); this will open the synchronisation screen to retrieve

all data for that location, refer to Paragraph 43.

j.  If required at any time, click on the ﬁ caneel

current operation and return to the Market section.

button to end the

Market Selection Screen

56. The Market Selection screen, refer to Figure 30, allows the user to open
the management system for a selected market. The Market Selection
screen has the following features:

a. A Please select a market text box containing a list of the markets
for the selected location selected by clicking on the name.

b. A . button that closes the Market selection screen and

returns the user to the Markets section.

c. AT W button that opens the Market Management Screen,
refer to Paragraph 58.

gt  Market Selection
[ T[]

Please select a market

Sunday test 12/04/09
Saturday General 04/04/09

Pags 11

=y

Figure 30 Market selection screen
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Selecting a Market

57. To select a market, proceed as follows:

a. Select a location, refer to Paragraph 55.

il Markets

b. If required, click on the &= button to open

the Markets section.

. e .
c. Click on the s=exmaret button to open the Market Selection screen.

d. Select the market to be managed from the displayed market dates
from the Please select a market list.

e. Click on the > W‘ button to select the highlighted market and
open the Market Management screen.

f. If required at any time, click on the ® = button to close the

screen and return to the Markets section.

BIZAAR MARKET MANAGEMENT SCREEN

58.

The market management screen and its submenus, refer to Figure 31, is
the heart of the PDA application and is where the majority of the market
management functions are initiated. @ The screen appears after

successful user login and market selection.
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Bizaar,

What would you like to do?

ot Di-

mum Manage market Pitches
EEmE Vacancy checks and assignments

= Perform market rounds
== Collect from your traders

; Manage market info
Market summary, comments, etc

Manage market traders
Trader info and compliancy checks

d_
* Back to Market Menu

Figure 31 Market management screen

59. The main market management screen provides the following functions

via five action buttons:

a.

mum Manage market Pitches

A B venasismismomerts g tton that takes the user to the Manage
market Pitches screen, refer to Paragraph 60, with two submenus
where pitches can be checked for availability and assigned to or

removed from traders.

A % g:'g?m“;iﬁtag:nds button that takes the user to the Perform
market rounds screen, refer to Paragraph 75, with two submenus
where money received from traders can be collected, recorded and
managed.
Manage market info

A Marketsummary, cmments <= putton that takes the user to the Manage
Market Info screen, refer to Paragraph 97, with two submenus
where comments regarding markets, traders and weather can be

entered and viewed.
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Manage market traders

A Traderinfo and compliancy cheds - [yytton that takes the user to the Manage
Market Traders screen, refer to Paragraph 111, with two submenus
where traders can be added, deleted or their records updated or a
compliance check can be initiated.

; Back to Market Menu

A

Markets section.

button that takes the user back to the

Manage Market Pitches Screen

60. The Manage market Pitches screen, refer to Figure 32, has two

submenus and a return to main screen facility accessed using the

following action buttons:

a.

A Vacancy check

A Manage your market sttendance - pytton that opens the Vacancy Check
main screen, refer to Paragraph 61, where units that are vacant
can be checked and regular trader absence can be recorded.

=== pjtch assignments
A BEE AsonvourtraderstoPitches - pytton that opens the Pitch Selection
Screen, refer to Paragraph 69, where traders can be allocated to or

removed from a unit.

QF Back to Main Menu

A

Management screen.

button that returns the user to the Market
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Bizaar | 0

el

Manage market Pitches
Vacancy check
Manage your market attendance

== Pitch assignments
= Assign your traders to Pitches

*‘ Back to Main Menu

Figure 32 Manage market pitches screen

Vacancy Check Main Screen

61.

62.

The Vacancy Check main screen, refer to Figure 33, is made up of a
series of pages and allows the user to check if a regular trader is absent
or present, view pitches that have no regular trader and mark any
regular trader as absent.

The upper part of the screen shows the status of the units at the market
and has the following indicator/action buttons:

@
a. A s=of button indicates that the unit is allocated to a regular trader
but that the trader's attendance at the market has not been

7]
registered on the system. Selecting the s=0:| button will change the
icon to the seen icon detailed below.
v/ . . . .
b. A r«ne: button indicates that the unit is allocated to a trader who has

v
been seen at the market. Selecting the e »: button will change the
icon to the not seen icon detailed above.

e
c. A smoz button indicates that no regular trader has been assigned to

this unit.
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63. The lower part of the screen has the navigation buttons for movement
through the pages and the action buttons for the functions of the screen

as follows:

a. The e, and = buttons that allow the user to navigate through
the available pages on the Vacancy Check main screen to allow all
units at the market to be viewed. The Page 1/1 jcon indicates to the

user which page they are currently viewing and how many pages in
total there are.

b. A Wbutton that accepts any changes made on the screen and
returns the user to the Manage market Pitches screen.

/ Record Vacancy Reasons
A £ recordressonsfortraderabsencs| yytton that opens the Vacancy Check

secondary screen, refer to Paragraph 64, that permits the user to

record the reason for a regular trader’s absence.

@ Vacancy Check

@ e v

Stall 01 Stall 02 Stall 03
Pitch P1 Linit L01
Page 1/1

Record Vacancy Reasons
Record reasons for trader absence

=) v (=

Figure 33 Vacancy check main screen

Vacancy Check Secondary Screen

64. The Vacancy Check secondary screen, refer to Figure 34, is made up of
a series of pages that shows all units that have an assigned trader but
on which the trader has not been seen.
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65. The upper part of the screen shows the unit names and allocated traders
noted as absent with a dropdown list to indicate the reason for the

absence. The contents of the dropdown list is as follows:
a. Absent.

b.  Absent — authorised.

c. Absent — holiday.

d. Absent - sick.

e. Absent — unauthorised.

66. The lower part of the screen has navigation buttons and an accept
change button as detailed for the main screen, refer to Paragraphs 63.a

Perform Vacancy Check
and 63.b. It also has a setregulartrader attendancs -y tton that returns the user to

the Vacancy Check main screen.

@ Vacancy Check

Stall 01 Dillan, James
Unit v01 Cillon, James
|Ab5ent > |

Page 1/1

Perform Vacancy Check
Szt regular trader attendance

"l v |

Figure 34 Vacancy check screen
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Carrying Out a Vacancy Check and Recording Trader Attendance
67. To carry out a vacancy check and record trader attendance, proceed as

follows:

a. Select a market, refer to Paragraph 57, to open the Market

Management screen.

mem  Manage market Pitches

b_ Clle on the BEE vacancy checks and assignments

button to open the Manage

market Pitches screen.

% Vacancy Check

C. C“Ck on the @ Manage your market attendance

button to open the Vacancy

Check main screen.

d. Clickonthe ) and = buttons to navigate to the page showing
the unit for which trader attendance is to be recorded.
V . .
e. Record a regular trader as present riner Or absent szl by clicking

on the relevant action button to show the correct icon.

=
Note. Clicking on a s=i02 button will open a warning message, refer
to Figure 35, to indicate that no trader is allocated to that unit.

Click on the ‘/ o

to the vacancy check.

button to accept the message and return

~ Warning

No regulzr trader has been
assigned, no action need be
taken.

' 4 OK

Figure 35 Warning message
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f.  Click on the “'/button to accept the changes and return to the

Manage market Pitches screen.

Recording a Trader’s Reason for Absence

68. To mark a trader’s reason for being absent, proceed as follows:

a. Select a market, refer to Paragraph 57, to open the Market

Management screen.

wem Manage market Pitches

b_ C“Ck on the aaa Vacancy checks and assignments

button to open the Manage

market Pitches screen.

% Vacancy Check

C. C“Ck on the @ Manage your market attendance

button to open the Vacancy

Check main screen.

Record Vacancy Reasons

d. C“Ck on the f Record reasons for trader absence

button to open the Vacancy
Check secondary screen.

e. Click on the ) and = buttons to navigate to the page showing
the unit for which a trader’s reason for absence is to be recorded.

f.  Select the reason for the trader’s absence from the dropdown list.

g. Click onthe v button to accept the changes.
) @ Perform Vacancy Check
h.  Click on the setregariraceratizndanc - hytton to return to the Vacancy

Check main screen.

I Click on the “'/button to accept the changes and return to the

Manage market Pitches screen
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Pitch Selection Screen

69. The Pitch Selection screen, refer to Figure 36, is made up of a series of

70.

71.

pages and allows the user to check which units are assigned and to

allocate a trader to or remove a trader from a unit.

The upper part of the screen shows the allocated status of the units at

the market and has the following indicator/selection buttons:

a.

A s=0: indicator/selector button that indicates that the unit has not
been allocated to a trader and allowing it to be selected for
allocation of a trader to the unit.

°
A s=i2 indicator/selector button that indicates the unit has been
allocated to a trader and allowing it to be selected for removal of
the trader from the unit.

The lower part of the screen has the navigation buttons for movement

through the pages and the action buttons for the functions of the screen

as follows:

The ) and = buttons that allow the user to navigate through
the available pages on the Pitch Selection screen to allow all units
at the market to be viewed. The Page1/1 jcon indicates to the user
which page they are currently viewing and how many pages in total
there are.

A‘; Back

screen.

button that returns the user to the Market Management

A S :f‘ button that opens the Pitch Assigning screen, refer to
Paragraph 72, for a pitch selected in the upper part of the screen to

allow assignment or removal of a trader for that unit.
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— itch Selecii
Pitch Selection
Stall 01 Stall 02 Stall 03

Pitch P1 Unit U01

k‘j Page 1/1 (‘H

|§i Back I Select :fl

Figure 36 Pitch selection screen

Pitch Assigning Screen

72. The Pitch Assigning screen, refer to Figure 37, has two states,
unallocated and allocated. The upper part of the screen shows details
for the unit, its availability status and on the allocated screen the trader’s
name the type a trader they are i.e. regular or casual. In the lower part
of the screen there are the following action buttons:

a. On both the wunallocated and allocated screen states, a

v Back

button that returns the user to the Pitch

Selection screen.

ﬁl; Assign Trader
b. On the unallocated screen state, an assign a trader to the Pitch pytton that

opens the Trader Search screen, refer to Paragraph 28, to allow a
trader to be allocated to the unit.

Remove Trader

c. On the allocated screen, a @ Remove a trader from the Pitch hytton that allows

a trader allocated to a unit to be removed from that unit.
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e v ] . . . == . . .
==S Pitch Assigning === Pitch Assigning
Pitch: Stal 02 Pitch: Stal 02

Status: Available Status: Occupied
Trader: N/A Trader: BROWN, DAVID
Type: N/A Type:  Casual

| L Assign Trader Remove Trader
. Assign a trader to the Pitch Remove a trader from the Pitch

é.i Back ‘-I Back

Unallocated Allocated

Figure 37 Pitch assigning screen
Assigning a Trader to a Market Unit
73. To assign a trader to a market unit, proceed as follows:

a. Select a market, refer to Paragraph 57, to open the Market
Management screen.

mem  Manage market Pitches
b. C||Ck on the === Vacancy checks and assignments

button to open the Manage
market Pitches screen.

=== Ppitch Assignments _
c. Click on the = Assignyourtradersto Pitches| button to open the Pitch
Selection screen.

d. On the Pitch Selection screen:

I Click on the k\) and (_i buttons to navigate to the page
showing the unit to be allocated to the trader.

-
ii. Click on the s=izbutton for the unit to be allocated.

iii.  Click on the ~=° :9‘ button to select the unit and open the

Pitch Assigning screen.
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iv.  If required, click on the “: ek

to the Mange market Pitches screen.

button at any time to return

) . ) ) ﬁl; Assign Trader
e. On the Pitch Assigning screen, click on the Assign a trader to the Pitch

button to open the Trader Search filter screen.

f.  Carry out a trader search, refer to Paragraph 31, to find the trader
to be assigned to the unit.

g. On the Pitch Assigning screen:

i Ensure the traders details have been entered onto the screen

! Assign Trader
and the sssgnatadertothepich)  pytton changes to a

“3% Remove Trader
Remove a trader from the Pitch butto n.

Back

ii. Click on the X

the Pitch Selection screen.

button to return the user to

h.  On the Pitch Selection screen:

i. Select a new unit to allocate trader to or remove a trader from.

ii. Click on the “i ek button to return to the Market

Management screen.

Removing a Trader Assignment to a Unit

74. Toremove a trader from a market pitch, proceed as follows:

a. Select a market, refer to Paragraph 57, to open the Market

Management screen.

wem Manage market Pitches

b. Click on the B8 veenoychedsandassoments putton to open the Manage

market Pitches screen.
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=== pjtch Assignments

Click on the E== assignyourtradersto Pitches| button to open the Pitch

Selection screen.

On the Pitch Selection screen:

Click on the 3, and Gy buttons to navigate to the page
showing the unit to be allocated to the trader.

Click on the s=0: button for the unit to have an allocated

trader removed.

Click on the Bt :')‘ button to select the unit and open the
Pitch Assigning screen.

If required, click on the “: e

to the Mange market Pitches screen.

button at any time to return

On the Pitch Assigning screen:

Remove Trader

Click on the @Remveatradfrfmthe"ffch button to remove the

trader from that unit.

Ensure the traders details have been removed from the

Remove Trader

screen and the @ Remove a trader from the Pitch - hytton changes to a

Assign Trader
Assign a trader to the Fitch

button.

Back

Click on the LX

the Pitch Selection screen.

button to return the user to

On the Pitch Selection screen:

Select a new unit to allocate trader to or remove a trader from.
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i. Click on the @ =

Management screen.

button to return to the Market

Perform Market Rounds Screen

75. The Perform market rounds screen, refer to Figure 38, has two
submenus and a return to main screen facility accessed using the
following action buttons:

Collections
a. A =% Colectmensyfromyourtraders putton that opens the Collections List

screen, refer to Paragraph 81.

@ Cash Counter _
b. A Controlthe cash counter functen— hytton that opens the Cash Counter

screen, refer to Paragraph 76.

ﬁ Back to Main Menu

c. A

Management screen.

button that returns the user to the Market

Bizaar 't

Collections
= Collect money from vour traders

Cash Counter
Control the cash counter function

| @ Back to Main Menu |

Figure 38 Perform market rounds screen

Cash Counter Screen

76. The Cash Counter Screen, refer to Figure 39, has two states and
provides a running total for all cash collected by the user during the

market.
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77.

H Cash Counter H Cash Counter
Status 0K Status Exceeded!
Threshold $ 1,000.00 Threshold £ 1,000.00

Current Cash $ 0.00

Current Cash £

10,140.00

Alteration

Increment

-

Back

: @&

Decrement

-

Threshold not exceeded

Alteration

c310.00

Increment Decrement

Back

Threshold exceeded

Figure 39 Cash counter screen

A threshold for the maximum cash that can be held by the user is pre-set
in the management system; this threshold provides a warning screen,

refer to Figure 40, if the user takes any payment that causes the cash

held total to exceed the pre-set threshold. Selecting v

close the warning message and allow the user to continue using the

Bizaar PDA application.

_! . Warning

The cash threshold for this
market has been reached.
Plzase use the cash counter
screen to deposit your cash.

OK

4

Figure 40 Cash threshold warning
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78. The Cash Counter screen has the following indications an action

buttons:

a. A Status section that shows:

Status - that shows the current Status of the cash held by the

user as follows:

(1) OK indicates that the threshold for the maximum amount
of cash the market manager can hold has not yet been
reached.

(2) Exceed indicates the threshold for the maximum amount
of cash the market manager can hold has been reached.

Threshold - that shows the threshold value shows the

maximum pre-set threshold value before a warning is initiated.

Current Cash - that shows the running total of cash collected
during the markets.

b. An Alteration Section that has:

c. A

An alteration value box with an associated buttons to

open the Keyboard Entry screen, refer to Paragraph 24, to
input a value.

A mcgfent button that adds the value shown in the Alteration
value box to the Current Cash value box in the Status section.

A Dec.?m;nt button that deducts the value shown in the Alteration
value box from the Current Cash value box in the Status

section.

< Back

button that returns the user to the Perform

market rounds screen.
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Registering a Cash Float

79. To register a cash float, proceed as follows:

a. Select a market, refer to Paragraph 57, to open the Market

Management screen.

i

i

_ = Perform market rounds
b. Click on the SE& collctions and utity readings button to open the Perform

market rounds screen.

ﬁ Cash Counter
c. Click onthe Control the cash counter functien By tton to open the Cash Counter

screen.

d. Click on the

enter a value for the float, refer to Paragraph 25.

button to open the Keyboard Entry screen, and

. [+ .
e. Click on the mwemen button to register the amount of float.

f. Ensure the value in the Current Cash value box has been adjusted

by the amount entered as float.

Banking Excess Cash
80. To bank cash, proceeds as follows:

a. Select a market, refer to Paragraph 57, to open the Market

Management screen.

_ 4== Perform market rounds
b. Click on the SE& collections andutity readings button to open the Perform
market rounds screen.

ﬁ Cash Counter
c. Click onthe Control the cash counter functien By tton to open the Cash Counter

screen.
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[

d. Click on the L putton to open the Keyboard Entry screen, and

enter a value for the amount to be banked, refer to Paragraph 25.

e. Click on the veement button to register the amount being banked.

f. Ensure the value in the Current Cash value box has been adjusted
by the amount banked.

Collections List Screen

81. The Collections List screen, refer to Figure 41, allows the user to select
a trader to make a collection from.

é}l{ Collections List

Gl <No Fiter> g
Unit |Trader

. P2 Bloggs, Joe
@ rP1 BROWN, DAVID

6 P4 Bloggs, Joe
) P5 Brierley, John
-

@ P40 Boggs, Joe
@ rs4 Boggs, Joe

Figure 41 Collections list screen

82. In the event that the Collections button is pressed and there is no float

registered on the PDA application, a question screen, refer to Figure 42,

will be shown. Selecting & = open the Cash Counter screen,
refer to Paragraph 76, to allow the user to enter a float. Selecting

%€ o

will open the Collections List screen without creating a float.
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@ Question

The cash counter's current cash
is set to zero. Would you lke to
add a float value?

WYes * No

Figure 42 Float warning screen

83. The Collections List screen and has the following features:

a. A list of traders with a round colour coded disc to indicate current
status of their accounts. The individual accounts can be selected
for further action and are highlighted blue when selected. The
current status of the accounts are indicated as follows:

I A green disc WFPL 45 indicate the trader is paid up to date.

ii. A red disc .N to indicate that the trader is currently in

arrears.

ii. A yellow disc = "> to indicate that the trader charges are not

yet configured.
b. A dropdown Filter list with the following selections:
I <No Filter> - that shows all traders in the list of traders.

ii.  Arrears/Debt - that shows only those items colour coded red

in the list of traders.

ii.  Not charged - that shows only those items colour coded
yellow in the list of traders.

iv. Paid/In Credit - that shows only those items colour coded

green in the list of traders.
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c. A ¢ = button that returns the user to the Perform market

rounds screen.

d. A= ®1pution that either:

I Opens the Trader Statement screen, refer to Paragraph 84,
for the selected trader.

ii. Opens the Pitch Offer screen, refer to Paragraph 90, if the

trader has been made an offer of a new unit.

Trader Statement Screen

84.

85.

The Trader Statement screen, refer to Figure 43, allows the user to view
the trader’s current account balance, make a payment and transfer the

user to the trader’s detailed accounts.

{:g—';-é Trader Statement
Trader

BROWN, DAVID

Charges £ 140.00
Debt £ 0.00
Paid £ 140.00
Outstanding £ 0.00

0 Click here to Quick Pay

M |

‘ (; Back I Account ;

Figure 43 Traders statement screen

If the trader is not registered as having valid insurance when the Trader

Statement screen is selected a warning message, refer to Figure 44, will

OK

appear on the screen. Selecting v will open the Trader

Statement screen and allow the user to proceed.
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.__l!___ Warning

The trader has no insurance.
Please deal with accordingly.

v 4 oK

Figure 44 Insurance warning screen

86. The Trader Statement screen has the following sections and action

buttons:

a. A balances section that shows the traders name and the following

data:

b. A quick payment facility initiated by selecting the

A Charges line showing any charges due to be paid by the
trader for this market.

A Debt line showing any debt the trader has brought forward
to this market.

A Paid line showing any payment made during this market.

A Outstanding line showing the current balance for the trader.

@ click here to Quick Pay
[Cash

button, that allows a quick payment for the full amount shown on

the Outstanding line of the balances section. The quick payment

facility has the following features and functionality:

@ Click here to Quick Pay
The [cash

~ button has a dropdown list that allows

the method of payment to be noted from a choice of:
(1) Cash.
(2) Cheque.

(3) Adjustment.
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i. Selecting the quick payment button opens one of two

information messages as follows:

(1) If the Outstanding balance is £0.00, an information

message indicating that no payment is due, refer to

Figure 45, appears. Select 4 2 1o accept the

message and return to the Trader Statement screen.

@ Information

This trader doss not owe any
money.

v 4 0K

Figure 45 Nil payment due message

(2) If the Outstanding balance is greater than £0.00, a
payment confirmation message, refer to Figure 46,

appears. Selecting s will confirm the payment,
print a receipt and return the user to the Trader

Statement screen. Selecting “ NO will return the user
to the Trader Statement screen without the payment

being made.

Note. If the PDA is unable to connect to the Bluetooth printer an
error message will appear. The printer will need to be connected

before the receipt can be printed, refer to Paragraph 19.

@ Question

Are you sure you wish to record
a quick payment (Cash) for the
value of 23.507

VYes ﬁNo

Figure 46 Quick payment confirmation message
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c. A ¢ = button that returns the user to the Collections List

screen.

d.  ALZ2"™]button that opens the Trader Account screen, refer to

Paragraph 87.

Trader Account screen

87. The Trader Account screen, refer to Figure 47, allows the user to view
the details of the trader’'s account and has the following features and

functions:

%g Trader Account

-65.00 Cleaning

-75.00 Rent (PP1)
\®140.00 Cash

-95.00 Rent
\®23.00 Cheque

Outstanding £ 72.00

Remowve Payment Charge

G Back Print i

Figure 47 Trader account screen

a. A box showing all recent charges and payments. Charges are
shown with a red flag and payments a green flag. Selecting a
charge will highlight the charge in blue.

:

b. A e button that is used to remove a selected entry from the . On

selecting an entry for removal, a question message will appear,

refer to Figure 48:
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@ Question

Are you sure you wish to
reamove the selected item?

WYES % No

Figure 48 Remove question message

Selecting & YeS ill remove the entry and return the user to

the Trader Account screen.

Selecting x ® will cancel the remove operation and return

the user to the Trader Account screen.

c. A ramenc button that opens the Payment screen, refer to Paragraph

88.

=
d. A e button that opens the Charge screen, refer to Paragraph 89.

e. AL ™
screen.
f. APrint

Payment Screen

button that returns the user to the Trader Statement

7™ putton that prints a receipt for the trader.

88. The Payment screen, refer to Figure 49, allows the user to record a

payment made by a trader and has the following features:

a. A Balance line showing the balance owed by the trader.

b. A Method dropdown list to select the method of payment from a

choice of the following:

Cash.

Cheque.
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iii.  Voucher.
iv.  Standing Order.

v.  Adjustment.

A Value box with an associated @ button to open the Keyboard
Entry screen, refer to Paragraph 24, to input the amount of the
payment. Initially the Value box will show the same value as the
Balance line.

Two reference text boxes with associated @ buttons to open the
Keyboard Entry screen, refer to Paragraph 24, to input any
reference for the payment.

ALE =2 button that will return the user to the Trader Account

screen.

An L= ¥ | hutton that accepts the payment and returns the user

to the Trader Account screen which will now show the payment and

new balance.
@ Payment
wethod
Value 0.00 | i |
Reference(s) | = |
@
Balance £ 0.00

‘ G Back I Accept W

Figure 49 Payment screen
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Charge Screen

89. The Charge screen, refer to Figure 50, allows the user to add a charge

against a trader and has the following features:

a. A list of pre-set charges taken from the Management System and

the value of each charge. A selected charge is shown highlighted

in blue.

b. A Value box with an associated @ button to open the Keyboard

Entry screen, refer to Paragraph 24, to adjust the amount of the

charge if required. Initially the Value box will show the same value

as the highlighted charge.

c. ALE_=" |button that will return the user to the Trader Account
screen.

d.  An L= 9] button that accepts the charge and returns the user
to the Trader Account screen which will now show the charge and
new balance.

w Charge
Charge Value
Cleaning 65.00

Rent 75.00

Value 75.00 A

‘ G Back I Accept W |

Figure 50 Charge screen
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Pitch Offer Screen

90. The Pitch Offer screen, refer to Figure 51, opens when the

Collect w\'

button on the Collection List screen is selected and an offer of a unit has

been registered on the Management System. Has the following

information and action buttons:
a. Three information lines giving the following details:
I Pitch - detailing the unit being offered.

ii.  Requested - showing the date and time of the offer.

ii.  Trader - showing the name of the trader being made the offer.

b.  An Action dropdown list with the following options:

I Accept -indicating the trader accepts the terms and conditions

of the offer.

ii.  Reject -indicating the trader rejects the offer.

c. A ® o button to cancel the offer and return the user to the

Collections list screen.

d A = ¥ | button that commits all changes to the database and

opens the Signature screen, refer to Paragraph 36.
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Pitch Offer

An offer for a Pitch has become active
for the current trader. Please select
their response.

Pitch Stall 02
Requested (6/04/09 13:46:29

Trader BROWN, DAVID

Action |Accept -

ﬁ Cancel Save @/)

Figure 51 Pitch offer screen

Navigating to the Trader Statement Screen

91.

To navigate to the Trader Statement screen, proceed as follows:

Select a market, refer to Paragraph 57, to open the Market

Management screen.

) : Perform market rounds
Click on the S=% colectionsand utiity readings button to open the Perform
market rounds screen.

== Collections
Click on the === Collect money from your traders| putton to open the Collections
List screen.

If the float question message appears, either:

I Click on & ves to open the Cash Counter screen and input
a float value, refer to Paragraph 79.

ii.  Click on x = to proceed to the Collections List screen.

If required, select an entry on the Filter dropdown list to filter the list

of traders to show only traders with an outstanding balance.
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f. Click on the unit for which the payment is to be made.

g. Click onthe == 7 button to open the Trader Statement screen.

Note. If the trader has been made the offer of a new unit the Pitch
Offer screen, refer to Paragraph 96, will open in place of the
Trader Statement screen.

. . : Y 4 oK
h. If the insurance warning message appears, click on

to accept the message.

Registering a Payment made by a Trader for the Current
Outstanding Balance on their Account (Quick Payment Method)

92. To register a payment for the current outstanding balance owed by a

trader using the quick payment method, proceed as follows:

a. Ensure the Bluetooth printer is on and connected to the PDA, refer
to Paragraph 16.

b.  Navigate to the Trader Statement screen, refer to Paragraph 91.

"B Click here to Quick Pay
e ~ button dropdown list, select the type of

C. In the

payment being made.

@ Click here to Quick Pay
e ~ button to initialise the payment.

d. Click onthe

e. Click on A in the payment confirmation question message to

register the payment and print a receipt.
Note. If the printer error message comes up check printer
connectivity, refer to Paragraph 19.

Registering a Payment made by a Trader for an amount other than
the Current Outstanding Balance on their Account (Normal
Payment Method)

93. To register a payment for an amount other than the outstanding balance
using the normal payment method, proceed as follows:
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a. Ensure the Bluetooth printer is on and connected to the PDA, refer

to Paragraph 16.

b.  Navigate to the Trader Statement screen, refer to Paragraph 91.

c.  Click on the <" B9 btton 1o open the Trader Account screen.

d. Click on the ramen button to open the Payment screen.

e. On the payment screen:

I Select the payment method from the Method dropdown list.

ii. If required, adjust the value of the payment by clicking on the

@ button to open the Keyboard Entry screen and entering

the new value, refer to Paragraph 25.

ii. If required, enter references into the two Reference(s) text

boxes by clicking on the @ button to open the Keyboard

Entry screen and entering the reference, refer to Paragraph

25.

iv. Click on the

Accept @/

button to register the payment and

return to the Trader Account screen.

Print

f. Click on the

__~ 7™ putton to print a receipt for the trader.

Note. If the printer error message comes up check printer

connectivity, refer to Paragraph 19.

Removing a Trader Account Line Entry

94. Toremove a trader account line entry, proceed as follows:

a. Navigate to the Trader Statement screen, refer to Paragraph 91.

b.  Click on the "™ B pition to open the Trader Account screen.
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c. Click on the line entry to be removed.

$=7

d. Click onthe Rm button.

. Y . /"\.‘-"‘ N
e. Clickon ¥ Y* to confirm the entry removal or & Mo cancel

Making an Additional Charge Entry

95. To make an additional charge entry, proceed as follows:

a. Navigate to the Trader Statement screen, refer to Paragraph 91.

b.  Click on the “™ B pition to open the Trader Account screen.

, =
c. Click on the e button to open the Charge screen.
d. Inthe Charge screen:
I Select the relevant charge from the list of charges.

ii. If required, adjust the value of the charge by clicking on the

@ button to open the Keyboard Entry screen and entering

the new value, refer to Paragraph 25.

ii. Click on the ““** 4 button to confirm the charge and

return to the Trader Account screen.

Making a Trader Pitch Offer

96. If the Pitch Offer screen opens when navigating to the Trader Statement
screen, proceed as follows:

a. On the Pitch Offer screen:

i.  Click on the ﬁ e

offer and return to the Collections List screen.

button at any time to cancel the pitch
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ii. Select either Accept or Reject from the Actions dropdown list.

Save

ii.  Click on the 6/‘ button to commit all changes and open

the Signature screen.
On the Signature screen:

I Complete the Signature screen as detailed in the completing

signature procedure, refer to Paragraph 37.

i.  Click on the "&* W‘ button to open the Charges screen and

setup charges, refer to Paragraph 95.

Manage Market Info Screen

97. The Manage market info screen, refer to Figure 52, has two submenus

and a return to main screen facility accessed using the following action

buttons:

a.

Comments

A vewthecommentsmademéazar  putton that opens the Comments

management screen, refer to Paragraph 100, where comments can

be viewed, added and deleted including supporting photographs.
Record weather

A Recommeavsestiet button that opens the Record Weather screen,

refer to Paragraph 98, where the prevailing weather for the market

can be recorded.

A @ Backto Main Menu button that returns the user to the Market

Management screen.
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Bizaar | of

Comments
_— View the comments made in Bzaar

~ Record weather
..’ Record today's weather

d
* Back to Main Menu

Figure 52 Market info screen
Record Weather Screen

98. The Market Weather screen, refer to Figure 53, has the following

functions and action buttons:
a. A Current line entry showing the current recorded weather.

b. A New Recording dropdown list to change the current recorded
weather from a choice of:

I Sunny.
ii. Rain.
iii. Overcast.

iv. Snow.

c. A R o button that cancels the current operation and returns

the user to the Manage Market info screen.

d. AL=S v button that saves the selected new weather recording

and returns the user to the Manage Market info screen.
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s Market Weather

Current Overcast

New Recording

Sunny -

Figure 53 Record weather screen
Recording the Weather for a Market

99. To record the prevailing weather for a market, proceed as follows:

a. Select a market, refer to Paragraph 57, to open the Market
Management screen.
Manage market info
b. Click on the Harketsummary comment= <= button to open the Manage market
info screen.
Reoordwe_ather
c. Click on the " feeeresnt= hytton to open the Market Weather

screen.

d. Select the current prevailing weather condition from the New
Recording dropdown list.

Save

e. Click on the W‘ button saves the selected new weather

recording.

f. Click on the M button at any time to cancels the current

operation and return to the Manage market info screen.
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Comments Management Screen

100. The Comments management screen, refer to Figure 54, has two
submenus and a return to previous screen facility accessed using the
following action buttons:

I L Add new comment
a. A Recodanemcomment  hytton that opens the new Comments screen,
refer to Paragraph 101, where comments added including
supporting photographs.
Search existing comments
b. A - mésdvenestgomments htton that opens the Comments Search
screen, refer to Paragraph 107, where previously recorded

comments can be searched for and viewed.

G Back to Comments

c. A

Management market info screen.

button that returns the user to the

Bizaar

| L Add new comment
Record a new comment

Search existing comments
Find and visw axisting comments

@ Back to Comments

Figure 54 Comments management screen
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Comment Screen

101. The Comment screen has two states:
a. The main Comment screen, refer to Paragraph 102.

b. The photograph management Comment screen, refer to Paragraph
103.

102. The main Comment screen, refer to Figure 55, has the following features

and action buttons:

a. A Trader line with a button that transfer the user to the Trader
Search screen, refer to Paragraph 28, to select a trader against
which the comment is to be made. If the comment is a general

comment a trader should not be selected and the line left to read
‘N/A’.

b. A Type dropdown list to record the type of list from a choice of:
I Complaint.
ii. Goods Query.
ii.  Note.
iv.  Warning.

c. A Date/Time line that will show the date and time at which the

comment is recorded once complete.

d. A comments block with a [ Enter Comment | button to

transfer the user to the Keyboard Entry screen, refer to Paragraph

24, to enter the text for the comment.

.}d Manage Photos
A Mansgephotes far s cemment bytton that opens the Comment photograph

management screen, refer to Paragraph 103.
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Comment
Trader NfA
Type Comphint -

Date/Time N/A

[ @ Enter Comment l

w Manage Photos

Manage photos for this comment

Figure 55 Main comment screen

A & Cancel

button that cancels the current operation. On

selection a confirmation question message, refer to Figure 56,

. V Yes . .
appears on the screen; selecting confirms the selection

and returns the user to the Comments management screen and

selecting * N Closes the message box without exiting the

current screen.

@ Question

Are you sure you wish to
cancel?

WY& gﬂo

Figure 56 Cancel confirmation question message

A Save @/

button that saves the new comment and returns the

user to the Comments management screen.
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Notes.

If the comments information has been completed, a confirmation
Information message, refer to Figure 57, appears on the screen;

select v % to accept the message and return to the

Comment management screen.

ﬁ Information

The save was successful.

& 0K

Figure 57 Confirmation information message

If no data has been entered on the comments screen a Warning
message, refer to Figure 58, appears on the screen; select

v o to accept the message and return to the Comment

screen.

_.l. ., Warning

You must enter a comment
hefore you can save.

& 0K

Figure 58 Save warning message

103. The Comments photograph management screen, refer to Figure 59,
allows the user to view and take photographs and has the following

features and action buttons:

a. Box containing a list photographs identified by the date and time
the photograph was taken. Selecting a photograph will highlight

the line entry in blue.
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Comment

(3 View Photo
“—% View the selected photo

&J Take new photo
Add a photo to this comment

Back to comment
Return to the comment details

ﬁ Cancel Save W

Figure 59 Comment photograph screen

£~  View Photo

b. A ~Swewmesse=dghon  pytton that opens the Photo Viewer screen,

refer to Paragraph 104, for a selected photograph.

Note. If no photograph has been selected a Warning message,

refer to Figure 60, appears on the screen; select v e to

accept the message and return to the Comment photograph

screen.

!  Warning

You must selecta photo in
orderto view it.

v 4 0K

Figure 60 Selection warning message

l-a Take new photo
A sdephotoths comment - pytton that opens the Camera instruction

screen, refer to Paragraph 32.

Back to comment

d A & Retum o the coment detae button that returns the user to the Comment

screen.
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e. A ﬁ Cancel and Save V

the main Comment screen.

buttons have the same function as for

Photo Viewer Screen

104. The Photo Viewer screen, refer to Figure 61, shows the selected

photograph and when it was created and has a L& -
button to return the user to the Comment photograph screen.

-— Photo Viewer

) '1""” .
|

idid

Created 9/16/11 9:01:51 AM

Figure 61 Photograph Viewer
Adding a Comment
105. To add a comment, proceed as follows:

a. Select a market, refer to Paragraph 57, to open the Market
Management screen.

Manage market info
b. Click on the Harket summary, cemments: <t hutton to open the Manage market
info screen.
Comments

c. Click on the - vewtmhecommensmdentazar phytton to open the Comments

management screen.
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) ? Add new comment )
Click on the Recordanencomment - pytton to open the main Comments

screen.

If required, click on the button to open the Trader Search filters
screen and search for and select a specific trader to attach the
comment, refer to Paragraph 31. The Comment screen will now

show the traders name.

Select the type of comment from the Type dropdown list

Click on the LB Enter Comment button o open the
Keyboard Entry screen and enter a comment, refer to Paragraph
25.

o rfanage Photos
Y cncpe ot for i ot button to open the

.-& Take new photo

Add a photo to this comment

If required, click on the

Comment photograph screen followed by the
button to open the Camera Instructions screen to capture a

photograph to attach to the comment, refer to Paragraph 35.

Click on the ***¢ “/‘ button and then the v %% button in
the confirmation Information message that appears on the screen

to save the comment and return to the Comment screen.

If required, click on the M button and then the @/ Yes

button in the confirmation Question message that appears to

cancel the action and return to the Comment management screen.
Should the M button be clicked by accident, click on the

x Ne button to return to the Comment screen.
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To View Previously Taken Photographs

106. To view previously taken photographs, proceed as follows:

a. If required navigate to the main Comments screen as follows:

Select a market, refer to Paragraph 57, to open the Market
Management screen.
) Manage market info
Click on the Herketsummary, cmmen= <= putton to open the Manage
market info screen.
Comments
Click on the venthecommentsmade B2z hutton to open the

Comments management screen.

. T Add new comment )
Click on the Recordanewcomment  pytton to open the main
Comments screen.

l-o Manage Photos

Click on the Homegephetsfrthecemment pytton to  open  the

Comment photograph screen.

b. Select the photograph required to be viewed from the list of

photographs.

=  View Photo

c. Click onthe % vewthesskc=dphoto pytion to open the Photo Viewer

screen.

d. On

completion of viewing the photograph, click on the

pe

Back

button to return to the Comment photograph

screen.
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Comment Search Screen

107. The Comment Search screen has two states:
a. The Comment Search filter screen, refer to Paragraph 108.
b. The Comment Search selection screen, refer to Paragraph 109.

108. The Comment Search filter screen, refer to Figure 62, allows search
criteria to be entered to produce a list of comments that can be viewed
from the Comment Search selection screen. The Comment Search filter
screen has the following features and action buttons:

a. A Date From the dropdown calendar, refer to Paragraph 26, that
allows the user to select the date from which the search is to be

made.

b. A Type dropdown list that allows the user to select the type of

comment from the following options:
I Complaint.

ii.  Goods Query.

ii.  Note.

iv. ~ Warning.

Select Trader
c. A Trader line and associated e mesmestenme= o hutton that opens
the Trader Search screen, refer to Paragraph 28. The name of the
trader selected during a trader search will appear in the Trader line

entry on completion of the search.
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Comment Search

Date From l , Augugv[

Type |Complaint -
Trader N/A
Select Trader

Select a trader to get comments for

H Perform Search
Find comments matching the filters

* Back

Figure 62 Comment search (filter) screen

Perform Search
d A Frecmmemmmsine === phutton that carries out the search using the

search criteria and opens the Comment Search selection screen on
completion of the search. In the event no comments meet the
search criteria a nil result Warning message, refer to Figure 63, will

. @/ oK .
appear; selecting will accept the message.

. wa rning

FoS 2

No results were found for your
search criteria.

& oK

Figure 63 Nil result warning message

Back

e. Aﬁ:'i

management screen.

button that returns the user to the Comment

109. The Comment Search selection screen, refer to Figure 64, allows an
existing comment to be selected and viewed. The Comment Search

selection screen has the following features and action buttons:
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A list detailing the comments meeting the search criteria entered on
the Comment Search filter screen. Selecting a comment will
highlight the comment in blue.

 Jreciretvr-
A %= putton that returns the user to the Comment
Search filter screen.

A e = button that returns the user to the Comment Search

filter screen.

Comment Search

9/16/11 Complaint

Related to Related to

Back to Filters
Return to the filters to try again

Figure 64 Comment search selection screen

A L=" | putton that opens the Comment screen for the

selected comment from the list. If no comment is selected when

the L= &

button is operated a selection Warning message,

. . y 0K
refer to Figure 65, will appear; select v to accept the
message.

Note. A Comment screen that is opened through the Comment

Search facility is similar to the Comment screen for a new

comment, refer to Paragraph 101, but cannot be edited and only
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has a Cancel button to return the user to the Comment Search

screen.

_!_ Warning

Please selecta comment to
continue.

& oK

Figure 65 Selection warning message

Viewing an Existing Comment

110. To view an existing comment, proceed as follows:

a. Select a market, refer to Paragraph 57, to open the Market

Management screen.

£ Manage market info

b. Click on the Harketsummary comment= <= button to open the Manage market
info screen.
) Comments
c. Click on the view the comments mede m Ba2ar- [yutton to open the Comments

management screen.

Search existing comments

d. Click on the Frdandvenexstngcomments — yytton to open the Comments

Search filter screen.

e. Select a date from the Date dropdown calendar, refer to Paragraph

27, from which the search is to commence from.

f.  Select the type of complaint from the Type dropdown list.

?Ebttlrader
g. If required, click on the Feasmsrbet o=l putton to open the
Trader Search screen and search for a trader, refer to

Paragraph 31.
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Perform Search
Click on the Fdcemmes e 21 hutton to carry out the search and

open the Comment Search selection screen.

If there are no comments meeting the search criteria, select

v o on the result Warning message and refine the

search criteria.

In the Comment Search selection screen, if the comment required

Back to Filt_ers
is not in the list click on the Retumtothe festoty2sa® — hytton to return to

the Comment Search filter screen and refine the search criteria.

Select a comment from the list.

Click on the L—="_=| button to open the Comment screen for the

selected comment.

On completion of viewing the comment, click on the

- o button to return to the Comment Search

selection screen.

Manage Market Traders Screen

111. The Manage market traders screen, refer to Figure 66, has two

submenus and a return to main screen facility accessed using the

following action buttons:

a.

b.

Manage traders

A Adofeartaders: sseholdavs & bytton that opens the Manage traders
screen, refer to Paragraph 112, where new traders can be added
and managed and trader holidays processed.

A & Ay button that opens the Compliancy Check
screen, refer to Paragraph 143, where a compliancy check against
a trader can be processed.
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ﬁ Back to Main Menu

A
Management screen.

button that returns the user to the Market

Bizaar | o

Manage traders
Add/Edit traders, use holdays, etc

Compliancy check
o Racord compliancy against traders

L
@ Back to Main Menu

Figure 66 Manage market traders screen

Mange Traders Screen

112. The Manage traders screen, refer to Figure 67, has three submenus and

a return to previous screen facility accessed using the following action

buttons:

a.

i Add new trader
A Add 2 new casualtrader to Bzzar [y tton that opens the New Trader screen,
refer to Paragraph 113, where new traders can be added.
Manage existing traders

A Edtt traders, record vehides, etc pytton that opens the Trader Search
screen, refer to Paragraph 28, to allow a search for a trader which
then open the Trader Menu screen, refer to Paragraph 121.

n Trader holidays
A == mManagetradersholdays  pytton that opens the Trader Search
screen, refer to Paragraph 28, to allow a search for a trader which
then open the Trader Holidays screen, refer to Paragraph 136.

¢
ﬁ Back to Trader Menu

A

market traders screen.

button that returns the user to the Manage
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Blzaar ]

Add new trader
Add a new casual trader to Bzaar

Manage existing traders
Edit traders, record wvehiclas, atc

E Trader holidays
Manage trader’s holidays

* Back to Trader Menu

Figure 67 Manage traders screen
New Trader Screens

113. The New Trader screens allow the market manager to input a new
traders details at the market which will be transferred to the PC Market
Management System when the PDA and PC are next synchronised.
The new traders detailed are entered using five screens; some of the
information is compulsory and the system will not allow the user to
proceed to the next screen if this information is not input. Where a piece
of compulsory data is missing an appropriate message will appear to
instruct the user to complete this entry. The five screens are described
below.

Note. New traders added to the PDA are automatically set as
casual trader by default. Trader status can only be changed
through the Management System (not via the PDA). Before the
new trader’s status can be changed the PDA must be fully
synchronized with the Management System.
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114. All screens have the following common buttons at the bottom of the

screen:

a. ALY = button that returns the user to the previous New

Trader screen. On the first screen a L= ™ | button is in place

of the L¥2_** | button; the L_""_| button returns the user to

the Manage traders screen.

b. AL " 1putton that moves the user on to the next New Trader

screen. On the last screen a = %1 button is in place of the

"t | putton: the L_="_| button saves the new traders

details.

c. On completion when the = ®| button is selected a

confirmation message, refer to Figure 68, will appear; selecting

v O will close and opens the Trader Menu screen, refer
to Paragraph 121.

@ Information

The Trader was saved
successfully.

& oK

Figure 68 Confirmation information message

115. The first New Trader screen, refer to Figure 69, is for the input of the
trader’'s National Insurance (NI) number and has the following features
and data entry requirements:

a. A message indicating that the traders National Insurance (NI)

number is to be entered.
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b. A NI text box with an associated ™! button that opens the

Keyboard Entry screen, refer to Paragraph 24, to enter the traders
NI.

L New Trader

i Please enter the
sy, trader's NI number
and click next.

NI N112345( ||

Cancel Next .
- -

Figure 69 New trader National Insurance screen

c. The entry of the trader's NI is a compulsory requirement, if the

Next w

button is pressed without entering an NI a warning

message, refer to Figure 70, will appear. Selecting v o

will close the message and allow the user to complete the required
data input.

J_ Warning

You must enter an NI to search
for before you can enter a new
trader.

& 0K

Figure 70 NI input warning message

116. The second New Trader screen, refer to Figure 71, is for the input of the

trader’s personal details and has the following data entry requirements:

a. A Title dropdown list for the input of the trader’s title; Mr, Mrs, etc.
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Forename and Surname text boxes with associated ™/ buttons

that open the Keyboard Entry screen, refer to Paragraph 24, to
enter the trader’s name.

An NI box that shows the word <Encrypted> in grey to indicate that
the trader's NI number is on the system but is not shown for
security reasons.

A DOB dropdown calendar, refer to Paragraph 26, for the input of
the trader’s date of birth.

A Gender dropdown list for input of the trader’s gender; male or
female.

An Ethnicity dropdown list for the input of the trader’s ethnic origin.

' New Trader

Title [Dr v‘
Forename |Master | ﬂi‘
Surname [Bates ‘i'
NI

DOB 19/05/77 -
Gender IMaIe .‘

“i Back I Next Erl

Figure 71 New trader personal details screen

The entries for the traders Forename and Surname are

compulsory requirements, if the """ | putton is pressed

without entering this data a warning message, refer to Figure 72,

: . y 0K .
will appear. Selecting v will close the message and
allow the user to complete the required data input.
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J_ Warning

You must enter the following
fields to continue:

- Surname
- Forename.

@/ 0K

Figure 72 Name input warning message

117. The third New Trader screen, refer to Figure 73, is for the input of the

trader’s address and has the following data requirements:

a. Three Address text boxes, a Town/City text box, a Region text box

and a Postcode text box with associated buttons that open the

Keyboard Entry screen, refer to Paragraph 24, to enter the address
of the trader.

b. A Country dropdown list to enter the country for the address.

L New Trader

Address | The house | IE||
Little rock | i |
Rockery | i |

Town/City |Rock land | | i |

Region  |pockshire |

Postcode  |NG21 2BE |

Country |E_Jr'|'rte.d Kingdom v|

Back Next
- -y

Figure 73 New trader address screen

118. The fourth New Trader screen, refer to Figure 74, is for the input of the
trader’s contact details and VAT number and has the following data

requirements:
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a. An E-Mail text box with associated ™! buttons that opens the

Keyboard Entry screen, refer to Paragraph 24, to enter the trader’s
E-Mail address.

%] buttons that

open the Keyboard Entry screen, refer to Paragraph 24, to enter

b.  Two telephone number text boxes with associated

two telephone numbers.

c. A VAT number text box with associated ) button that opens the

Keyboard Entry screen, refer to Paragraph 24, to enter the trader’s
VAT number.

d. A Date Modified and Date Created line showing when the new
trader was first entered on the system and when it was last
modified.

! New Trader

E-Mail bates@ntll.com | i |
Tel. #(s) 101223 569712 | @.|
07735647885 | [i]

VAT # 1123456765430 ||[i|

Date Modified 02/10/06 03:06:26
Date Created 02/10/06 03:06:26

Back MNext
- —

Figure 74 New trader contact details and VAT number screen

119. The final New Trader screen, refer to Figure 75, is for the capture of the

l-o Take new photo
Take a naw phota of the trader button to

open the Photo Instructions screen, refer to Paragraph 32, to allow a

trader’'s photograph. The screen has a

photograph of the trader to be taken.
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l New Trader

a- | Take new photo
Take a new photo of the trader

. Back Save J
>

Figure 75 New trader photograph creation screen

Adding a New Trader

120. To add a new trader, proceed as follows:

Select a market, refer to Paragraph 57, to open the Market
Management screen.

Manage market traders
Click on the Traderinfo end compiancy chedks— pytton to open the Manage
market traders screen.

Manage traders
Click on the Adafeartracers, useholdavs & hytton to open the Manage
traders screen.

Add new trader
Click on the pod e new casualtrader toBzsar f[yytton to open the first New

Trader screen.

On the first New Trader screen:

I Click on the %] putton to open the Keyboard Entry screen

and enter the trader’s National Insurance number in the NI
box, refer to Paragraph 25.
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Note. National Insurance (NI) Numbers are only visible during the
initial setup of the new trader. The NI number shows encrypted in
the field after the trader has been added to the system

)

i.  Click on the "=* :V button to open the second New Trader

screen.

Mext

Note. If the :V button is clicked without entering a NI

. . . 0K
number a NI Warning message will appear; click on v

to accept the message and enter a NI number.

f. On the second New Trader screen:

I Select the trader’s title from the Title dropdown list.

% | button, for the Forename and Surname text

ii. Click on the
boxes in turn to open the Keyboard Entry screen and enter
the trader’s name, refer to Paragraph 25.

ii. Select the date of birth for the trader from the dropdown

calendar, refer to Paragraph 27.
iv.  Select the trader’s gender from the Gender dropdown list.

v. Select the trader’s ethnic origin from the Ethnicity dropdown
list.

Mext

vi. Click on the :V button to open the third New Trader

screen.

Mext

Note. If the :V button is clicked without entering a

Forename and/or Surname a Warning message will appear; click

oK
on v to accept the message and enter the Forename

and/or Surname.

Page 218 of 260



BIZAAR USER MANUAL

On the third New Trader screen:

&

Click on the button, for each address text box in turn to

open the Keyboard Entry screen and enter the trader’s
address, refer to Paragraph 25.

Select the country for the address from the Country dropdown
list.

Mext

Click on the :V button to open the fourth New Trader

screen.

On the fourth New Trader screen:

Click on the

Keyboard Entry screen and enter the trader’s e-mail address,

button, for the E-Mail text box to open the

refer to Paragraph 25.

Click on the button, each of the Tel.#(s) text boxes in
turn to open the Keyboard Entry screen and enter the trader’s

telephone numbers, refer to Paragraph 25.

Click on the ™1 putton, for the VAT# text box to open the
Keyboard Entry screen and enter the trader's VAT number,

refer to Paragraph 25.

Mext

Click on the :V button to open the last New Trader

screen.

On the last New Trader screen:

] -@ Take new photo
Click on the LJ‘-akean-ewnhﬂtwfthetrader button to open the

Camera Information screen and take a photograph of the
trader, refer to Paragraph 35.
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i.  Click on the ***® W‘ button to save the trader details to the
PDA.

j. On the confirmation Information message, click on

v % accept the message and open the Trader Menu
screen to add additional details, refer to Paragraph 121.

Trader Menu Screen

121. The Trader Menu screen, refer to Figure 76, is opened after carrying out
a trader search. Alternatively the Trader Menu screen is opened when a
new trader is added, refer to Paragraph 120. The Trader Menu screen
has five submenus and a return to previous screen facility accessed
using the following action buttons:

\. Bates, Master
A L= nezee-cdkherstosdt hytton that has the selected traders name on

the button and opens the Update Trader screen where a trader’s
details can be updated. There are four Update Trader screens
which are identical in operation to the final four New Trader
screens, refer to Paragraph 113, and are completed in the same
way.

“" Manage Insurance
b. A & Recordandviewtraderinsurancs hytton that opens the Trader Insurance

screen, refer to Paragraph 125, where trader insurance information
is viewed and added.

@ Trader Vehicles .
c. A Record and view this trader’s vehides| hytton that opens the Trader Vehicles

screen, refer to Paragraph 129, where traders’ vehicle information

is viewed and added.

Trader Vouchers

d. A B vewtedrveuchesandhistey hytton that opens the Trader Vouchers

screen, refer to Paragraph 133, where traders’ vouchers are
managed.
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Trader Comments

A " mManage comments sbout this trader. hutton that opens the Comment Search

screen, refer to Paragraph 107, where comments against a trader
can be searched for and viewed.

ALE - button that returns the user to the Manage

traders screen.

n Trader Menu

3 Bates, Master
4| NG21 2BE - Click here to edit

."'""* Manage Insurance
‘e Record and view trader insurance

@ Trader Vehicles
Record and view this trader’s vehicles

Trader Vouchers
=4 View trader vouchers and history

Trader Comments
Manage comments about this trader

G Back

Figure 76 Trader menu screen

Navigating to the Trader Menu Screen

122. To navigate to the Trader Menu screen, proceed as follows:

Select a market, refer to Paragraph 57, to open the Market
Management screen.

Manage market traders
Click on the Traderinfo and compliency checs [hytton to open the Manage
market traders screen.

Manage traders
Click on the Addfeat traders, useholdavs &t lyytton to open the Manage
traders screen.

Manage existing traders
Click on the Edit traders, record vehides, et pytton to open the Trader

Search screen.
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e. Carry out a trader search, refer to Paragraph 31, to select a trader
and open the Trader Menu screen.

Updating a Trader’s Details

123. To update a trader’s details, proceed as follows:

a. Navigate to the Trader Menu screen, refer to Paragraph 122.

N. Bates, Master

b. Click on the [=lweai2ee-cidher=oedt phytton to open the first Update

Trader screen.

Note. The trader’s name on the button will reflect the name of the
currently selected trader.

c. Update the trader's details as detailed in the Add New Trader
procedure, refer to Paragraphs 120.f to 117j.

Note. National Insurance (NI) Numbers are only visible during the
initial setup of the new trader. The NI humber shows encrypted in
the field when updating the trader details.

Searching for a Comments for a Trader through the Trader Menu

Screen

124. To search for comments raised against a trader’s records through the

Trader Menu screen, proceed as follows:

a. Select a market, refer to Paragraph 57, to open the Market
Management screen.
Manage market traders
b. Click on the Trader info and compliancy checks pytton to open the Manage
market traders screen.
Manage traders
c. Click on the Addfeat traders, useholdays &t lyytton to open the Manage
traders screen.
Manage existing traders
d. Click on the Edit traders, record vehides, et pytton to open the Trader

Search screen.
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e. Carry out a trader search, refer to Paragraph 31, to select a trader

and open the Trader Menu screen.

Trader Comments

f. Click on the - mMansge comments about this trader] hytton to open the Comment

Search filter screen and complete the search as detailed in the
viewing an existing comment procedure, refer to Paragraph 110.e
to 110.m.

Trader Insurance Screens

125. There are two Trader Insurance screens as follows:

a. An overview screen, refer to Paragraph 126, that opens on

“" Manage Insurance .
selection of the ‘& Recordandviewtraderimsurance pytton and lists the

insurance held against a trader and allows them to be selected or a

new insurance to be registered.

b. A data entry screen, refer to Paragraph 127, that allows the details

of insurance to be edited/added.

126. The Trader Insurance overview screen, refer to Figure 77, has the

following features:

¥ 4 Trader Insurance
-

Record New Insurance
lick to here to record insurance

Valid To | Insurer
12/05/10 Bel

Figure 77 Trader insurance overview screen
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:.: Record New Insurance
A Cick to here to recordinsurance] - pytton  that opens a blank Trader

Insurance data entry screen to record a new insurance against the

trader.

A list of insurance policies recorded for the trader; selecting an

insurance entry from the list will highlight the entry blue ready for

selection.

A w Back

button to return the user to the Trader Menu screen.

An = %1 button to open the Trader Insurance data entry

screen for that insurance. If the

Edit hy

button is pressed

without selecting an insurance entry, a warning message, refer to

Figure 78, will appear. Selecting v O will close the

message and allow the user to select an insurance from the list for

editing.

_!_ Warning

You must selectan insurance
record to edit.

& oK

Figure 78 Insurance selection warning screen
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127. The Trader Insurance data entry screen, refer to Figure 79, has the

following features:

¥ 4 Trader Insurance
-

Yalid From |12 /05 /09 -

Valid To | 12/05/10 - |

Insurer |Be|| |
Ref. o, [apr45s

Date Modified 12/05/09 14:25:53
Date Created 12/05/09 14:25:31

ﬁ Cancel Save é/ '

Figure 79 Trader insurance data entry screen

a. A Valid From dropdown calendar to select the start date of the

insurance.

b. A Valid To dropdown calendar to select the end date of the

insurance.

c. An Insurer text box with a button to open the Keyboard Entry

screen to input the insurer’'s name.

d. A Ref. No. value box with a button to open the Keyboard Entry

screen to input the insurance reference number.

e. Two line entries detailing the Date Modified and Date Created for

the insurance record.

f. A

x Cancel

button to cancel the data entry and return to the

Trader Insurance overview screen.
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g A SaL*/Ibutton to save the insurance record onto the

database. If the L_="_¥| button is pressed without entering an

insurer’'s name, a warning message, refer to Figure 80, will appear.

.o oK .
Selecting will close the message and allow the user
to enter an insurer’s name.

_! ., Warning

You must enter the name of
the company that the insurance
is with.

v 4 0K

Figure 80 Insurers nhame warning message

h.  On completion an Information message, refer to Figure 81, appears

to confirm the insurance details have been recorded; select
" 4

Insurance overview screen.

to accept the message and return to the Trader

ﬁ Information

The save was successful.

v 4 OK

Figure 81 Save information message

Adding/Editing Trader Insurance Information

128. To add or edit trader insurance information, proceed as follows:

a. Navigate to the Trader Menu screen, refer to Paragraph 122.

-
‘e Manage Insurance J

b. Click on the & Recordandviewtrsderinsurancs hytton to open the Trader

Insurance overview screen and then:
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If required, click on the L2_*** | button at any time to return

to the Trader Menu screen.

Record New Insurance

Click on the I:l: Click to here to record insurance] hytton to open the Trader

Insurance data entry screen to add a new insurance record.

Select an existing insurance record from the list and click on

the L= = 4 button to open the Trader Insurance data entry

screen to edit an existing insurance record.

On the Trader Insurance data entry screen:

vi.

If required, click on the ® == |putton at any time to cancel

the current operation and return to the Trader Insurance

overview screen.

Select the start date for the insurance from the dropdown
calendar, refer to Paragraph 27.

Select the end date for the insurance from the dropdown
calendar, refer to Paragraph 27.

Click on the
Keyboard Entry screen, and enter the insurers name, refer to

button for the Insurer text box to open the

Paragraph 25.

=

Click on the
Keyboard Entry screen, and enter the insurance policy

button for the Ref. No. value box to open the

reference number, refer to Paragraph 25.

Click on the L_* | putton to save the trader insurance
record.
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.. . ¢ oK .

vii. Click on v in the Information message to return
to the Trader Insurance overview screen.

Trader Vehicles Screens

129. There are two Trader Vehicle screens as follows:

a. An overview screen, refer to Paragraph 130, that opens on

. @ Trader Vehicles .
selection of the Record and view this trader's vehides]  putton and lists the

vehicles recorded against a trader and allows them to be selected
or a new vehicle to be registered.

b. A data entry screen, refer to Paragraph 131, that allows the details
of vehicles to be edited/added.

130. The Trader Vehicle overview screen, refer to Figure 82, has the following
features:

@ Trader Vehicles

ﬁ: Add New Vehicle

Click here to add a new vehicle

TM33AA

ﬁ: Back Edit i'i

Figure 82 Trader vehicle overview screen

=.l= Add New Vehicle )
a. A Cick here to 3ad 2 new vehide. hytton that opens a blank Trader Vehicles

data entry screen to record a new vehicle against the trader.

b. A list of vehicles recorded for the trader; selecting a vehicle entry

from the list will highlight the entry blue ready for selection.
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c. A @ e button to return the user to the Trader Menu screen.

d.  AnL—_Z|button to open the Trader Vehicles data entry screen

for that vehicle. If the L] putton is pressed without selecting

a vehicle entry, a warning message, refer to Figure 83, will appear.

. ’ oK .
Selecting v will close the message and allow the user
to select a vehicle from the list for editing.

! ~ Warning

You must selecta vehicle to
edit.

& oK

Figure 83 Selection warning message

131. The Trader Vehicles data entry screen, refer to Figure 84, has the

following features:

@ Trader Vehicles

VRN TM33AA ||

Date Modified 02/10/06 03:12:45
Date Created 02/10/06 03:12:45

ﬁ Cancel Save W '

Figure 84 Trader vehicle data entry screen

a. A VRN value box with a button to open the Keyboard Entry

screen to input the Vehicle Registration Number for the vehicle.
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b. Two line entries detailing the Date Modified and Date Created for

the vehicle record.

c. AL¥==_| bution to cancel the data entry and return to the

Trader Vehicles overview screen.

d A = @ | putton to save the vehicle data to the database.

e. On completion an Information message, refer to Figure 85, appears

to confirm the vehicle details have been recorded; select

' oK
v to accept the message and return to the Trader

Vehicles overview screen.

ﬁ Information

The save was successful.

Y 4 0K

Figure 85 Save information message

Adding/Editing Trader Vehicle Information

132. To add or edit trader vehicle details, proceed as follows:

a. Navigate to the Trader Menu screen, refer to Paragraph 122.

. @ Trader Vehicles
b. Click on the Record and view this trader's vehides|  putton to open the Trader

Vehicles overview screen and then:

i, If required, click on the L>_** | putton at any time to retumn

to the Trader Menu screen.

N ) =.l= Add New Vehicle
i. Click on the Click here to 3ad a new vehide hytton to open the Trader

Vehicles data entry screen to add a new vehicle record.
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ii.  Select an existing vehicle record from the list and click on the

Edit hy

button to open the Trader Vehicles data entry

screen to edit an existing vehicle record.

c. Onthe Trader Vehicles data entry screen:

i.  If required, click on the ® == |putton at any time to cancel

the current operation and return to the Trader Vehicles

overview screen.

i. Click on the i button for the VRN text box to open the
Keyboard Entry screen, and enter the vehicle registration

number, refer to Paragraph 25.

ii. Click on the = ¥ | putton to save the trader vehicle

record.

: oK . ,
d. Click on v in the Information message to return to the

Trader Vehicles overview screen.

Trader Voucher Screens

133. The voucher system is Market Agency specific and is not used by all
agencies. The system allows traders to earn Vouchers for maintaining
good market attendance; this provides the trader with a financial
incentive to turn up on market days. The criteria for earning vouchers
are defined in the Bizaar Management system. Vouchers earned may
be used by traders via the PDA to offset any rent cost; the value of any

voucher is defined within the management system.
134. There are two Trader Vouchers screens as follows:

a. An overview screen, refer to Paragraph 135, that opens on

Trader Vouchers
selection of the _Eo Viewtaderwouchersandhistory pytton and lists the

vouchers recorded against a trader and allows them to be selected.
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b. A data entry screen that is not currently covered in this manual.

135. The Trader Voucher overview screen, refer to Figure 86, has the

following features:

Trader Vouchers

Description

For

‘; Back I View 9\

Figure 86 Trader vouchers overview screen

a. Alist of vouchers recorded for the trader; selecting a voucher entry

from the list will highlight the entry blue ready for selection.

b. A @ o button to return the user to the Trader Menu screen.

c. An L™ ™| putton to open the Trader Vouchers data entry

screen for that voucher.

If the L= &

button is pressed without

selecting an voucher entry, a warning message, refer to Figure 87,

will appear. Selecting v

will close the message and

allow the user to select a voucher from the list for viewing.

J_ Warning

continue.

You must selecta voucher to

v

OK
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Figure 87 Selection warning message

Trader Holidays Screens

136.

137.

138.

There are three screens used in the completion of a holiday transaction,
two Trader Holidays screens and a Signature screen. On completion of
a trader holiday transaction the trader’s unit availability will be set to
holiday for the requested market day; this makes it available for any

casual trader to use. The screens are as follows:

a. An initial Trader Holidays screen, refer to Paragraph 138, that

g Trader Holidays

opens on selection of the Manage trader's holidays putton and allows

the market manager to action a period of holiday for a trader.

b. An Trader Holidays availability screen, refer to Paragraph 139, that
shows available holiday for the trader.

c. A signature screen, refer to Paragraph 36, to allow the trader to
sign for the holiday usage.

All screens have the following common buttons at the bottom of the

screen:

a. ALY = button that returns the user to the previous Trader
Holidays screen.

b. AL "] button that moves the user on to the next Trader

Holidays screen when the current screen is correctly completed.

The initial Trader Holidays screen, refer to Figure 88, has the following

features and action buttons:

a. A Trader line showing the name of the trader that is taking the
holiday.

b. A Location line showing the location of the market that the holiday
is to be taken from.
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c. A Market dropdown list indicating the specific market that the
holiday is to be taken from.

d. A Date list containing the future market dates for this market from
which the date of the market that the holiday is to be taken from is
selected.

e. A Previous Bookings box showing previously taken holidays.

E= Trader Holidays

Trader BROWN, DAVID

Location Grantham

Market [SEldEVRE=1 =0 ™

Date  [18/04/09 -|

Previous Bookings

‘G Back I Next R

Figure 88 Trader holiday initial screen

139. The Trader Holidays availability screen, refer to Figure 89, has an
Available Holidays box that lists the holidays available for the trader.
The available holidays are loaded onto the Bizaar PDA application from
the PC Market Management System during synchronisation. A holiday
must be selected before the user can proceed to the final screen.
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B Trader Holidays

Available Holidays

Holiday Expiry

Holiday (S03) (S03) 15/04/10
Holiday (503) (S03) 16/04/10
Holiday (PP1) (PP1) 15/04/10
Holiday (PP1) (PP1) 16/04/10
Holiday (PP1) (PP1) 16/04/10

G Back Next 9

Figure 89 Trader holiday availability screen

140. In the event that the ] button is selected without selecting an

item from the Available Holidays list, A selection Warning message will

appear, refer to Figure 90. Selecting v oK will accept the

message and allow the user to select an item from the list.

! _ Warning

You must selecta voucher to
continue.

& oK

Figure 90 Selection warning message

141. On completion of the signature screen, a confirmation Information

message, refer to Figure 91, will appear; select v oK to accept

the message and return to the Trader Search screen.
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0 Information

The holiday was booked
successfully.

& 0K

Figure 91 Holiday confirmation message

Authorising Trader Holidays

142. To authorise trader holiday for a future market, proceed as follows:

a. Select a market, refer to Paragraph 57, to open the Market
Management screen.
Manage market traders
b. Click on the Trader info and complancy checks— pytton to open the Manage
market traders screen.
Manage traders
c. Click on the Adafeartaders sseholdavs & ptton to open the Manage
traders screen.
g Trader Holidays
d. Click on the == Managstradersholidays button to open the Trader

Search screen.

e. Carry out a trader search, refer to Paragraph 31, to select a trader
and open the initial Trader Holidays screen.

f.  On the initial Trader Holidays screen:

i.  Click on the L_** | putton at any time to cancel the

current action and return the user to the previous screen.

il. Check the correct traders name is shown in the Trader line at
the top of the screen.

ii. Check the correct Market Location is shown in the Location

line.
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Select the market from which the holiday is to be taken from
the Market dropdown list.

Select the market date on which the holiday is to be taken
from the Date dropdown list.

Click on the = 1] button to open the Trader Holidays

availability screen.

On the Trader Holidays availability screen:

Note.

Click on the L2 ** | putton at any time to cancel the

current action and return the user to the previous screen.

Select a holiday to use from those available in the list.

Click on the ¢ ®| button to open the trader signature

screen.

If no holidays are available they need to be added to the

system for the trader using the PC Management System.

On the Signature screen:

Complete the Signature screen as detailed in the completing

signature procedure, refer to Paragraph 37.

Click on the " l"’}‘ button to complete the trader holiday

transaction.

Click on v 2 in the Information message to confirm
completion of the transaction.
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Compliancy Check Screens

143. There are four screens used in the completion of a compliancy check,
three Compliancy Check screens and a Trader Licence screen. The

screens are as follows:

a. A Compliancy Check search screen, refer to Paragraph 144, that

) Compliancy Check
opens on selection of the =% Recordcompliancyagainstiraders) pytton and

allows a trader to be selected for a compliancy check.

b. A Trader Licence screen, refer to Paragraph 145, that shows what
the trader is licenced to sell and allows a compliance check to be

initiated.

c. A Compliancy Check action screen, refer to Paragraph 146, that
allows a compliance check to be actioned.

d. A Compliancy Check note screen, refer to Paragraph 147, that

allows a note to be added to a compliancy check.

144. The Compliancy Check search screen, refer to Figure 92, has the
following features and action buttons:

a. A Find traders not checked since dropdown calendar to select a
date from which traders requiring a compliancy check will be taken

from.

b. A box containing a list of traders that are due a compliancy check
fulfilling the criteria set with the dropdown calendar. Selecting a

trader from the list will highlight the entry in blue.

c. ALE*™ |bpution that returns the user to the Manage market

traders screen.

d A = ] button that opens the Trader Licence screen for the

selected trader.
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f\ Compliancy Check

Find traders not checked since:

lU? September 2011 v|
WGOAI, ADAM
Weaton, Viv

Johnson, Michael
Cooper, Hans
Warner, Katy

Figure 92 Compliancy check search screen

e. Inthe event that the L= | button is selected without selecting

a trader from the list, a selection Warning message will appear,

refer to Figure 93. Selecting v oK il accept the

message and allow the user to select a trader from the list.

! Warning

You must select a trader from
the list to continue.

& 0K

Figure 93 Trader selection warning screen

145. The Trader Licence screen, refer to Figure 94, has the following features
and action buttons:

a. A box containing a list of items the trader is licenced to sell.

Qﬁ\ BROWN, DAVID
b. A _=% Perfomacompiancy check hytton that opens the Compliancy Check

action screen.
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A LE = button that returns the user to the

Compliancy Check search screen.

Trader Licence

The trader is licensed to sell

BROWN, DAVID
== % Perform a compliancy check

G Back

Figure 94 Trader licence screen

146. The Compliancy Check action screen, refer to Figure 95, has the

following features and action buttons:

a.

A Last Result line entry to show the result of the previous
compliancy check carried out against the trader.

A Date Checked line entry to show the date of the last check.

A Previous Note box showing any note attached to the last

compliancy check.

@ Record Violation .
A Record s licence vilstion - hytton that records that the trader has failed

this compliancy check.

@ Compliancy Rules Mat
A Markthe trader checkas OK| phytton that records that the trader has

passed this compliancy check.

A ﬁ Back

button that returns the user to the Trader

Licence screen.
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"%\ Compliancy Check

Last Result Fail
Date Checked 16/04/0% 09:39:30
Previous Note

Goods Compliancy Check

Record Violation

Record a licence violation
& Compliancy Rules Met

Mark the trader check as OK

G Back

Figure 95 Compliancy check action screen

. . @ Record Violation
g. On selection of either the Record 2 lieence violation or

Compliancy Rules Met
w Mark the trader chack as OK

buttons, a notes Question message, refer to

Figure 96, will appear. Selecting ¥V il open the Compliancy

Check notes screen. Selecting & ro will return the user to the

Trader Licence screen.

@ Question

Would you like to record a note
against this compliancy check?

WYES ﬁ No

Figure 96 Note confirmation screen

147. The Compliancy Check note screen, refer to Figure 97, has the following

features and action buttons:

a. A Result line to show the result of this compliancy check.

b. A New Note box with an associated [ use Onscreen Keyboard

button that opens the Keyboard Entry screen for input of a note.
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c. ALY * [button that returns the user to the Compliancy Check

action screen.

d.  AL_*" ¥|putton that saves the note and returns the user to the

Compliancy Check action screen.

‘%\ Compliancy Check

Result Fail

New Note

Mot upto market standards

| [l  Use Onscreen Keyboard |

G Back Save 4/

Figure 97 Compliancy check note screen

Carrying out a Compliancy Check on a Trader

148. To conduct a trader Compliancy Check, proceed as follows:

a. Select a market, refer to Paragraph 57, to open the Market
Management screen.
Manage market traders
b. Click on the Trader info and complancy checks— pytton to open the Manage
market traders screen.
Manage traders
c. Click on the Adafeartaders sseholdavs & ptton to open the Manage
traders screen.

. K\‘ Compliancy Check
d. Click on the =% Record compliancy against traders| — putton  to  open the

Compliancy Check search screen.
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On the Compliancy Check search screen:

Click on the L ** | putton at any time to cancel the

current action and return to the Manage market traders

screen.

Select a date from which outstanding compliancy checks are

listed from the dropdown calendar, refer to Paragraph 27.

Select the required trader from the list of outstanding
compliancy checks.

Click on the il - button to open the Trader Licence

screen.

On the Trader Licence screen:

gl Back

If required, click on the button at any

time to return to the Compliancy Check search screen.

@% BROWN, DAVID
Click on the =% Performa compliancy check — putton to open the

Compliancy Check action screen.

On the Compliancy Check action screen:

gl Back

If required, click on the button at any

time to return to the Trader Licence screen.
Record if the trader is compliant or not compliant as follows:

(1) If the trader is not compliant, click on the

“Sh Record Violation
Record a licence viclation button .

(2) If the trader is compliant, click on the

Compliancy Rules Met
u Mark the trader check as OK button
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h.  On the Note confirmation message either:

i Click on the &K o button to return the user to the Trader
Licence screen if no note is to be recorded against the
compliancy check.

i.  Click on the ¥ Y* putton to open the Compliancy Check
New Note screen if a note is to be recorded against the

compliancy check.

I On the Compliancy Check New Note screen:

i.  Click on the L__** | putton at any time to cancel the

current action and return to the Compliancy Check action

screen.

i.  Click on the [ use Onscreen Keyboarg | button to open the

Keyboard Entry screen.

iii. Enter the note required using the Keyboard Entry screen,
refer to Paragraph 25.

iv.  Click on the L= ¥| putton to save the compliancy check

and return to the Trader Licence screen.

OPTIONS SECTION

149. The Options section, refer to Figure 98, comprises of three action
buttons:
@
a. A raonrest button that opens the Factory Reset Screen, refer to
Paragraph 150, to permit the user to reset the PDA to the factory
default setting.
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WARNING. A FACTORY RESET WILL WIPE BIZAAR SOFTWARE
DATA STORED ON THE PDA AND WILL NEED TO BE
REINSTALLED THROUGH THE SETUP WIZARD.

<]
b. An wdate button that opens the System Update Screen, refer to
Paragraph 154, to permit the user to load the latest provided

update for the Bizaar application supplied by Bizaar team.

==

c. A senss button that opens the Device Setting s screen, refer to
Paragraph 156, to permit the user to change the default printer
communications (Com) port for the Bizaar application.

WARNING. CHANGING THE COMMUNICATIONS PORT FOR THE
PRINTER MAY PREVENT THE BIZAAR APPLICATION PRINTING.

Options

@ I
Factory Reset Update

Settings

Figure 98 Options menu screen
Factory Reset Screen and Confirmation Question Boxes
150. The Factory Reset screen, refer to Figure 99, allows the user to reset the

Bizaar PDA application to the factory settings and contains the following:

a. A warning to ensure the user understands the consequences of
carrying out a factory reset on the data stored in the PDA.

b.  An instruction indicating the reset number and how to reset the
Bizaar PDA application to the factory settings.

c.  Four dropdown number boxes to input the reset number.

d A 8;' button to stop the factory reset and return to the
Options section.
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w Factory Reset

Warning!
Selecting reset will put your copy of
Bizaar back to factory defaults and

cause you to have to re-run the setup
wizard.

Please enter in the following 4 digit
number to confirm you wish to reset:
'9813'

0 -{|0 ~||0 ~||0 -~

‘ﬁ Cancel I Reset W

Figure 99 Factory Reset screen

A =¥ button that will open the confirmation message, refer to

Figure 100. The confirmation message asks the user if they wish
to proceed with the reset and has:

. Yes
I A £

button to confirm that the factory reset is to be

carried out and opens a further message, refer to Paragraph
151.

i. A ® ro button to cancel the factory reset and return to the
Options section.

“ Question

Are you sure you wish to reset
Bizaar back to factory settings?

6/\'&5 ﬁ No

Figure 100 Confirmation box

151. Once the Bizaar PDA application has had a factory reset carried out the
Bizaar setup wizard has to be run. On completion of the factory reset
the setup message box, refer to Figure 101, appears to allow the setup
wizard to be run. The message box has:
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WARNING. THE BIZAAR PDA APPLICATION WILL NOT BE ABLE
TO BE OPERATED UNTIL THE SETUP WIZARD HAS BEEN RUN.

Yes
A v

button to confirm that the setup wizard is to be run and

transfer the user to the Location Selection screen, refer to
Paragraph 152.

b. A ® ro button to cancel the setup wizard and return to the

Options section.

@ Question

Bizaar is currently at factory
defaults. In order to continue
you must select a location and
perform a transfer. Click Yes to
confinue, or Mo to quit.

@/' Yes ﬁ No

Figure 101 Setup message box

Bizaar Setup Wizard and Location Selection Screen

152. The Bizaar setup wizard has to be run following a factory reset. The
setup wizard has to be informed of the location of the Bizaar server
which is input using the Location Selection screen, refer to Figure 102.
The Location Selection screen has the following features:

a. A Please enter the server name text box with an associated

button to open the Keyboard Entry screen for data entry.

b. A Please enter the ftp server text box with an associated

button to open the Keyboard Entry screen for data entry.

c. A Port value box with an associated button to open the

Keyboard Entry screen for data entry.

W Get Location List
d A Atempsto chtan the besters - btton to start the setup wizard.
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e. AlL® - button to cancel the operation of the setup

wizard.

ﬁ! Location Selection

Please enter the server name:

| |

e.0. svr-bizaar

Please enter the ftp server:

| |
Port: [21 |

; Get Location List
Attemps to obtain the locations

[ - |

Figure 102 Location selection screen

Carrying Out a Factory Reset

153. To carry out a factory reset of the Bizaar PDA application, proceed as

follows:

Options

a. If required, click on the N button to open

the Options section.

@
b.  Click on the raovreset button to open the Factory Reset screen.

WARNING. A FACTORY RESET WILL WIPE BIZAAR SOFTWARE
DATA STORED ON THE PDA AND WILL NEED TO BE
REINSTALLED THROUGH THE SETUP WIZARD.

c. and On the Factory Reset screen:

I Enter the four digit code provided on the screen text, into the
four dropdown boxes.
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Re:

ii. Click on the "= W‘ button; the reset confirmation box will

open.

On the reset confirmation box, either:

i.  Click on the " button to initiate and complete the reset;

the setup message box will appear.

ii. Click on the button to cancel the reset and return to the

Options Section.

On the setup message box, either:

i.  Click on the "= button to start the setup wizard; the

Location Selection screen will open.

ii.  Click on the button to cancel the wizard.

On the Location Selection screen, call for assistance from the
Bizaar team for the location of the servers and for completion of the

screen data initiation of the setup wizard.

System Update Screen

154. The System Update screen, refer to Figure 103, allows the user to load

any software updates provided by the Bizaar team to the Bizaar PDA

application and contains the following:
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m System Update

% - |

Figure 103 Bizaar update screen

a. Alist of updates available for uploading (not shown).

b. AL=—"%¥lputton (not shown) to confirm the selected update is to
be loaded.
c. A= Ibutton to cancel the loading of an update and return to

the Options section.

Note. If no updates are available only the X button will be

shown at the bottom of the screen.
Loading an Update to Bizaar

155. To load an update onto the Bizaar PDA application, proceed as follows:

a. If required, click on the &~

Options

button to open
the Options section.

=
b.  Click on the uate button to open the System Update screen.

c. Select any available updates ready for installing from the provided
list.
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d. Click on the Lm——=*1 button to install the update following any

screen prompts that appear.

e. If required at any time, click on the ® == | button to cancel the

update and return to the Options section.

Device Settings Screen

156. The Device Settings screen, refer to Figure 104, allows the user to

change the default printer communications (COM) port and contains the

following:

a. A Printer COM Port dropdown list.

b. AL—¥

button to confirm the change of COM port and return to

the Options section.

button to cancel change of COM port and return to the

Options section

% Device Settings

Printer COM Port

ﬁ Cancel Save W

Figure 104 Device settings screen
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Settings (Printer port)

157. To change the printer port, proceed as follows:

7
ey

Options

a. If required, click on the é’

the Options section.

button to open

=
b.  Click on the setings button to open the Device Settings screen.

WARNING. CHANGING THE COMMUNICATIONS PORT FOR THE
PRINTER MAY PREVENT THE BIZAAR APPLICATION PRINTING.

c. Select the required printer port from the Printer COM Port

dropdown list.

d.  Click on the L==¥ I putton to confirm the change of COM port.

e. If required, click on the ® = | button to cancel the change of

COM port.
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TRIMBLE JUNO SB

This section of the manual contains the following manufacturer’s

manuals:

Manufacturer’s Specification guide.
Manufacturer’s Quick guide.
Manufacturer’s operating manual.

Note. The contents and copyright of these manuals remain the
intellectual property rights of the equipment manufacturer. TMS
Support Solutions takes no responsibility for any inaccuracies in
their content or of any accidental damage caused by using them.
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ZEBRA® MZ220 PRINTER MANUAL

This section of the manual contains the following manufacturer’s

manuals:

Manufacturer’s Specification guide.
Manufacturer’s Quick guide.
Manufacturer’s operating manual.

Note. The contents and copyright of these manuals remain the
intellectual property rights of the equipment manufacturer. TMS
Support Solutions takes no responsibility for any inaccuracies in
their content or of any accidental damage caused by using them.
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absence, 167, 170

absent, 30, 37, 38, 170

Absent, 37, 38, 168

account, 31, 185, 192

ActiveSync, 128, 129, 130, 131,
160

add, 14, 25, 31, 34, 43, 45, 50, 51,
52, 53, 55, 67, 74, 85, 86, 89, 91,
93, 94, 96, 97, 99, 101, 102, 115,
118, 119, 121, 202, 217, 220,
226, 230

Add, 31, 42, 46, 47, 51, 53, 55, 66,
67, 74,92, 96, 99, 101, 109, 118,
121, 217

Address, 215

Allocated, 21

Assign, 61, 62

assigned, 55, 62, 157, 164, 166

Assigned, 57

attendance, 166, 231

Attendance, 60

BIZAAR OVERVIEW, 7

capture, 147

cash, 34,114,179

Cash, 34, 114,177

Casual, 59

categories, 85, 115, 116, 118

changes, 28, 35, 38, 42, 46, 90, 93,
96, 100, 102, 150, 194

charge, 32, 64, 85, 92, 93, 111,
112, 193

charges, 20, 28, 30, 31, 57, 63, 64,
65, 85, 150, 194

Charges, 32

Cheque, 34

cleaning, 31, 64, 193

Clothing, 67

code, 85, 91, 92, 93, 104, 110, 113,
119, 122, 248

Collector, 90

comment, 26, 55, 202, 203, 204

Comment, 25, 55, 199, 201

comments, 20, 25, 49, 54, 55, 164

communications, 245

Complaint, 25, 56

Compliance, 90

Compliancy, 14, 40, 41, 66, 238,
241,242, 243

Compliancy check, 14, 40, 241

configuration, 115, 123

counter, 114,176, 177

default, 137, 211, 244, 245

Delete, 58

details, 14, 35, 40, 42, 44, 45, 46,
49, 52, 85, 86, 87, 90, 94, 97,
115, 119, 122, 150, 214, 220,
221, 222, 230

Electronics, 67

Email, 89

Factory Reset, 246, 248

Flowers and gardening, 67

Footer, 114

Goods, 25, 56

grace period, 114

Groceries, 67

holiday, 71, 168, 233, 234, 235,
236, 237

insurance, 49, 52, 53, 114, 115,
223, 225, 226, 227

Insurance, 52, 53, 114, 115, 213,
217,218, 222, 226

ltems, 85

Licence, 66, 243

licences, 85, 150

licensed, 41, 85

location, 7, 99, 101, 156, 157, 160,
162

Locations, 85, 94, 161

logged, 125, 128, 150, 151, 156

login, 125, 150, 151, 163

logoff, 125, 151

Logon to the PC application, 12

main menu, 133, 137

Manage, 49, 50, 52, 57, 58, 85, 86,
90, 94, 97, 115, 119, 122, 165,
166, 169, 170, 173, 174, 210,
211

management, 7, 9, 14, 15, 19, 20,
42, 48, 49, 150, 157, 160, 163,
164,177, 231

Management, 7, 57, 211, 231, 237

Manager, 90

manual, 7, 9, 74, 127, 147, 253,
255

market, 7, 9, 14, 15, 16, 19, 20, 25,
31, 39, 40, 57, 58, 59, 61, 62, 64,
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65, 74, 85, 99, 100, 101, 102,
109, 114, 128, 156, 157, 160,
163, 164, 165, 166, 167, 170,
173,174,176, 196, 210, 231,
233, 237

Market comments, 25, 26

Market management, 9, 164

Markets, 16, 57, 85, 87, 97

Meat and poultry, 67

Merchandise, 85, 115, 116, 118,
119, 120, 121

Missed, 60

MY MARKETS, 16

MZ220, 255

Name, 14, 119, 131

new, 7, 40, 55, 92, 93, 96, 101,
119, 131, 147,195, 196, 211,
217,218, 222

New, 45, 96, 101, 131, 213, 214,
215, 216, 217, 242, 244

Note, 25, 56, 58, 60, 74, 241, 244

NOTE, 9, 89, 90, 93, 105, 110,
113, 119, 122, 125, 127, 131,
147,151, 152, 153, 156, 157,
160, 211, 218, 222, 237, 253,
255

overview, 7, 16, 20, 30, 34, 45,
137, 228

partnership, 128, 130

Password, 13

payment, 34, 35, 177, 187

Payment, 35

payments, 20, 30, 34, 35, 150

PC, 9, 11,12, 60, 68, 125, 128,
129, 131, 150, 151, 157, 160

PDA, 9, 25, 60, 114,127, 128, 129,
131, 133, 147, 150, 160, 163,
211, 220, 228, 231, 244, 245,
248

Permissions, 87

personal, 214

photographs, 25, 55, 147, 153,
156, 204

Pitch, 28, 166, 171, 172, 173, 190

pitches, 57, 150, 164, 165, 166,
167,170

Policy Number, 54

preset, 28, 31, 177

Print, 30, 39

printer, 9, 39, 245, 252

PRINTER, 245, 252, 255

query, 25, 56

receipt, 30, 39

Receipt, 114

receipts, 9

Recurring, 63, 64, 65

registered, 42, 45, 47, 52, 54, 62,
64, 70, 85, 90, 99, 101, 115, 119,
166

Registry, 131

Regular, 59

rent, 31, 231

Reports, 15, 74, 75, 76

requests, 42, 43, 44

reset, 244, 248

retrieve, 162

Save, 28, 38

Searching, 47

Selection, 163

sell, 41,67, 85

Settings, 15, 85, 86, 252

Setup, 130

Sick, 38

Sign out, 15

Sign Out, 125

signature box, 149

signatures, 149

Standing order, 34

statement, 21, 30, 182

status, 16, 59, 211

Status, 20, 42, 59, 66

summary, 23, 30, 51, 53, 55, 86,
87,91,94, 111

Summary, 50, 52, 86, 115

Support, 1, 253, 255

synchronisation, 150, 162

threshold, 177

tick, 28, 46, 89, 93, 105, 110, 113,
119, 122, 156, 166

Trader, 21, 28, 30, 31, 34, 45, 46,
47, 48, 49, 50, 52, 57, 59, 85,
142, 143, 185, 193, 211, 217,
218, 219, 220, 221, 223, 225,
228, 229, 232, 234, 235, 236,
240, 243

Traders, 14, 44, 150, 182

Training, 161

transfer, 14, 20, 42, 44, 156

Unit, 14, 42, 43

Unit transfers, 14
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update, 50, 59, 161, 245, 250, 251

Update, 30, 35, 49, 50, 59, 250

User, 1, 12, 86, 87, 88, 150

User Name, 12

users, 15, 16, 86

vacancy, 169

vacant, 21, 28, 29

Valid, 54

Valid from date, 54

Valid to date, 54

Vehicles, 50

view, 25, 41, 45, 50, 52, 54, 137,
204

View, 40, 49, 54

Vouchers, 69, 70, 71, 231

warning, 58, 114, 125, 129, 151,
177

Warning, 25, 56, 129

WARNING, 114, 122, 245, 248,
252

weather, 164, 195, 196

Weather, 196

Wizard, 130

ZEBRA, 9, 255
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