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THINGS TO KNow BEFORE GETTING STARTED

As you define each of your inventory product records, you are setting the foundation upon which the rest of your Retail ICE
system is based. Careful planning will help ensure you the best overall results. This section contains important information you
need to understand before you begin setting up your records.

Checklist for Success

Read the information discussed in this section carefully. As you gain an understanding of each topic, mark it off of the checklist
below. When all of the boxes are checked, you are ready to install the Retail ICE software and set up your store information.

Relational Database Structures

Training Mode

Store Setup

Taxes

Tender Maintenance

Employee Records and Security Profiles
Advertisements

Reason Codes

StarComm Scheduler - Backing Up Your Database
Database Copy Utility

Inventory Item Types and Characteristics
Product Numbering Strategies

Categorizing and Reporting On Your Inventory
Product Maintenance

Alias Table

Size Codes

Pictures

Vendor Types

Vendor Maintenance Reports

Product Notes

Product Sales Review

Store Stock Management

Price Levels

Gift Certificates

Gift Certificate Product Records

Open PLU (non-inventory) Product Records
Vendor

Customer

Iy Ay Ay



Neep To KNow Torics

Even though you have not yet installed the software, we want to discuss the numbering and categorizing of your inventory to get
you thinking about it before you do. These topics will be covered again in the “Setting Up Your Store” section of this guide as well
as in your User Reference Manual. Don’t worry if you do not understand all of this right away; it will make more sense when you
start entering inventory, and you will know where to go to refer back to this important information.

O Relational Database Structures

Retail ICE was designed with a relational database. In a relational database structure, once purchase order and sales history
detail is attached (related) to an inventory item, it cannot be deleted without destroying the historical integrity of the database.
Therefore, itis VERY IMPORTANT that you set up your inventory correctly the first time, as once you place items on purchase
orders and sell them you cannot delete related information from the database.

O Training Mode

This option allows you to temporarily use a special training database for training and testing. Using this training database
prevents the integrity of your primary Retail ICE database from becoming corrupted. When the training mode is enabled,
messages are displayed in the various programs reminding you that the computer is configured for training, and all receipts
created at POS will print with the message, “Training Mode.” You can use a copy of your main database as your training database.
Complete detail on the Training Mode is found in your User Reference Manual. The database engine (SQLBase server) must be
closed down whenever you turn the training mode on or off.

I Training Mode [ =]
*

[FIE]f Eave [F12] Exit

i&Training Mode

Training Mode allows programs to temporarily use a training
databaze. Thiz feature allows for training to be completed
without modification to the main database.

‘wihen Training Maode iz enabled programs will display
reminders that the computer iz configured for training and
all receipts will be printed with a "'Training Mode"
hiotification.

When you click in the Training Mode option box and click on the Save button or press [F10], a prompt will display asking you to
confirm that you want to enable Training Mode. If you click on Yes, the system will ask for a password. You must have a manager’s
password in order to use the Training Mode.

O Store Setup

The Store Setup option lets you create and maintain store information (name, address, phone, square footage, monthly rent, and
IP address and port).
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|8 Eearch [F&]lmsert [l EfErE (0] Sawe [F11] Beport [F12] Exit

Stare Info |

Z9Store Info

[~Store Inf
Addiess [5101 Sandetlin Ave #1048
City IMemphlS
State [ ZIP Cade:  [3E117
Phane: |G = [ia0i17E7 2380
5a Footage | 1414 Monthly rent: | 3203964
Modem Phone:[501-767-2380
IP Addiess: |
IP Part: [z

I= | wiaretiousel 5| w/et Store W Active. IS Wit Store

Once you have gained an understanding of inventory control, completed your “Checklist for Success,” and installed the soft-
ware, you are ready to set up your store information. Then, after you complete the following setup procedures, you will be ready

to use the Office and POS features. You should complete all steps for the Office module before you begin the steps for the POS
module.

Setup Procedures for the Office Module
To set up the Office module, refer to your User Reference Manual and complete the following steps:

Step 1 - Log into the Office module by double-clicking on the Office icon on your desktop. A Security Check window displays.

Login
User Name Password

Login | Lancel |

When you open the Office module for the first time, type SYSTEM as both the User Name and the
Password, then click on the Login button. The Office main menu displays.

Retail ICE

G CAM i —

Commerce Solutions «

E - Adjust Levels

- Purchasing ( Alias Table
ﬁ Maintenance .Inlemel Sales Product Setup
WRepons Eﬁlnvemury Status
.
@ POS @Kil Maintenance
= i\l
mrm Remote Operations @.Odd Size Pricing

Utilities ﬂ Physical Inventory

i.STAR @Pri\:e Changes

Sales Order/Invoice "& Price Levels

Ac:uunls Receivable = EPrinl Count Sheets
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Step 2 - Define the Store Setup Option - On the main menu, click on Maintenance, then click on Store Setup.
Step 3 - Define the Tax Rate(s) for use at POS - On the main menu, click on Maintenance, then click on Taxes.
Step 4 - Verify the Program Setup option - On the main menu, click on Utilities, then click on Program Setup.

Step 5 - Create Employee Records and Security Profiles - On the main menu, click on Maintenance, then click on Employee/
Security.

Step 6 - Define the Inventory Product Maintenance Tables - On the main menu, click on Maintenance, then click on the applicable
tables to define (e.g., department, class, subclass, color, vendor).

Step 7 - Create your Inventory Product Records - On the main menu, click on Inventory (or Maintenance), then click on Product
Maintenance.

Displaying Online Documentation

You can display the User Reference Manual whenever “Help” appears on the Office menu bar as illustrated below.

I Dffice MEE
Fle Window Help

You can display the documentation in one of two ways: either press <Alt+H> and <Enter>to minimize the documentation, or click
on “Help,” then click on Help again in the pull-down list to display it on the screen.

O Taxes

The Taxes option allows you to create the tax rates you will attach to each inventory product record for use at POS when the
product is sold. (At POS, you can change the rate being applied to the sale). In addition, you can set levels at which the taxes
will apply. The Taxes program has two default tax rates that are preassigned: Tax ID 0 (Default Tax) and Tax ID 1 (Non-Tax). You
can change the names of these default taxes, but not their ID numbers.

¢ S 3 )
[F2] Add [F7] Delete | [F6Tax Rates | [F10] Save [F12] Exit

TaxID | Mame | Type of Tax -
Default Tax Marmal
1/ Sales Tax Marmal
2 Mon-Tax 2 Marmal




Tax Rate

{ 3 0 L]
[F2] Addl [F7] Delete [F1] Save [F12] Exit
Store I 1
Tax 1D I 1] Defauft Tax

Tax Rate | Start Amount |

End Amourt Type of Tax Rate ‘ Acct. Mo |

$0.00 $99,999,998 99 Mormal

2191 .050.000 |

O Tender Maintenance

Tender Maintenance allows you to create alternate types of tender that can be used at POS, such as store coupons, flyers,
frequent buyer points, etc. When the customer presents the coupon at POS, you will tender payment just like any other tender.
The amount of the discount is deducted from the amount due on the sales receipt. You can apply the tender type once or multiple
times against the sales receipt. This option also lets you specify the tender types that will automatically pop open the cash

drawer at POS.
@]Tendel Types
Tender Types allows you to add pour own
‘il E Q B ﬂ Tenders to be used within POS. These Tenders
[F2] Addd 78] Carcel | [F7]Delete | [FI0]Savz | [F11]Report [F12] Exit will provide pou the flexibilty to track such things
= as Coupons, Flyers, etc..
e
[£]) Tender Type Maintenance
AT ="
Store Information:
I 1|Sa|es Phone: |[407]E55-E900
|505 Park five Fax: |[4D?]555-89m
[winter Park | G EZE
Caption | Amount | Percent |+~ | Customer |Ask for Amount | Open Drawer | Acct Mo A €
EIn-House Charge JIRI0] 0- = r [} -
Charge 0.0 i} r O
Prepaid Deposit 000 i} Icd Icd 1123.000.000
Clearance Sale  0.00 15 I I
Frequent Buyer  0.00 0 - O e
Check 0.00 1] r O ¥
ATM 0.00 1] r O ¥ =
O Employee Records and Security Profiles

The Employee/Security option is used to create and maintain employee records (e.g., name, address, telephone number, etc.) and
security profiles. An employee record is assigned a system-unique 1D number when it is created. Within the record, you will
assign each employee an associate code and password that will be used at point of sale or whenever an employee is required to
log in or out of the system. An employee’s security profile grants or revokes his or her rights to use the various Office and POS

features.




10

h e & =] *

[FA]Seaich | [FB]Insent | [F7]Delete | [FE] Secuty | [FI0]Seve | [FI1]Ee | [F12]Exit
ﬁEm ployee Maintenance
{Employes’]| Dptions |

First Name Last Mame

I Sales Associate

Shreet Addiess

I Paszword

City State/Province ZIP Code

B Store:

I I | =

Phaone Country

I[ ) - Security Group

E-Mail <MOME> -

I [ I= fariager

Payroll ID TaxID [S5N] ™ Active

[F8] Security:

The Security program is used to grant or revoke an employee’s rights to use Office and POS features. Once you set up
security for one employee, you can copy that security to another employee and then make modifications.

Security Information

[F3] Group

[FE] &dd Group| [FF]1Del Group |  [F8] Copy [F10] Save [F12] Exit

Security Information: IOFE BELEAL

= g Office Components ~| % e | @ Bevoke |
v g Accounts Payable & Bank
- @ Accounts Receivable
- @ EDI
& General Ledger
& HIS
&8 Imventory
& Job Tracking
& Maintenance
& Fos
PYFuichasing
@ Copy PO
L @ Model Stock Reorder
- @ Order Summaries
- @ Outstanding POs
- @ PO Maintenance
L @ PO Receiving
i @ PO Ship Methads =
L@ Receiving Queny
‘o @ Tag Printing
- @ Flemote Operations
- @ Fepors =1

-

~ Application Options |

TV R R P
LGt

i
-4




[F8] Copy:

Employee Search

Last Mame Search:  First Mame Search:

Last Name First Name Sales Associate Phaone # Store Employee ID
Adams (i 9 3
Pruitt Lisa 1 (702) 222-4040 1 EMO0001000000001
System Spstem SYSTEM 1 EMO0000000000000
afilliams Chiig 2 (407) 774-8098 1 EMO0001000000002
LCancel

O  Advertisements

This option allows you to set up source codes to help you track where your business is coming from. Examples include flyers,
newspaper ads and yellow pages ads. When the Register Options are set to Prompt for Advertisement, these codes can be
entered at POS.

Advertizement

=2

Description
Mewspaper advertizement
Telemarketing
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O Reason Codes

Reason codes are used to predefine why a certain action is taking place when adjusting inventory on-hand levels or at POS
when changing the price of an item (e.g., discounting or marking down items). When adjusting inventory on-hand levels, you
can apply the same reason code to all adjustments or apply individual codes to each product line that is being adjusted. At POS,

when a change (override) is made in the Price field, a Security Override screen displays and prompts you to enter the type of
override and a reason code. Reason levels include the following:

¢ Adjust Levels — reasons for making an adjustment to inventory on hand. The Default reason code is already set up.

You can change this terminology by clicking on the Default code line in the grid and typing a new code name. You can
also add (define) additional reason codes.

¢ Discount, Markdown, Return, and Void — these reason types are used at POS when a change is made in the Price field.
You must define at least one reason code for each reason type that you intend to use at POS.

Example: Discount - Quantity Purchase
Markdown - Discontinued Item
Return - Wrong Size
\Woid - Credit Denied

“:Reason Codes

= = # = *
[F&] Insert [F7] Delete [0 2ave | [F11] Beport [F12] Exit
@ Reason Codes
~Types
Reazon Type: Description:
Jaciust Levets -

Reasons for making an adjustment to inventary on-hand.

11 1|

Dizcaurit
— |Markdown
RRetun
“oid
Warshouse Reason
Default

O StarComm Scheduler - Backing Up Your Database

ITISIMPERATIVE THAT YOU BACK UP YOUR DATABASE ONAREGULAR BASIS!! Inthe event of an operating system or
hard drive crash, your database could become lost or corrupted. The StarComm Scheduler lets you set up a schedule to automati-
cally perform a backup. Refer to Part 1 - Office, Chapter 5: Remote Operations>StarComm Scheduler in the Retail ICE User Manual
for instructions. (See Additional Retail ICE CD Features in this guide for information on accessing the User Manual).



O Database Copy Utility

This utility (found under the Utilities submenu) backs up the database by performing a SQLBase backup, which copies the .dbs
file and all logs. This feature can also restore a copied database.

Database Copy
O L1 +]
[F10] Bun [F11] Log [F12] Exit

< Database Copy

Default Options
ICUpy main databasze for backup LI

—Iv Step #1 - Backup Main Database

Backup Destination Directory

|<Enter directory to copy database>

—I Step #2 - Restore Database
Festore Source Mirecton

| [

¢+ Restare to)fdain Senver I<SEF|VEF|‘| >
¢ Hestare Tio Fepart Semver IHPTSEHVEHZ vl
¢ Restare o Stand Alane RIS |<|_0EAL POS SERVER1>

Click on the Run button or press <F10> to start the copying process. When the process is complete, this prompt displays:

Difice [ x|

The Database Copy process has completed suzcessfully

Click on the OK button.

You can also set this up to run automatically using the StarComm Scheduler. To set up this schedule, go to Remote Operations>
StarComm Scheduler.
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=i Scheduler =18
E &, & 3
Setup... Eventlog Logout Hide
Scheduled Events
Schedule ‘ Tupe ‘ Mest Start Time | Daps ‘
Backup DB1 Backup database

\User isloggedin

0316 12008M  MWF

|o3y13/2002 09:31 AM

Click on the Setup button, and this window will display:

Schedules Setup

Pa

Inzert

3

Delete

=

Eroperties

w

Sbout...

g &

The fallowing schedules have been canfigured:

Schedule Mame

|_Tupe

Backup DE1

Backup databaze

¥ Execute scheduled Price Changes

Maote: This option zhould be enabled on only one computer per store.

Click on the Insert button, and this window will display:

Add new schedules

Select a schedule type

nting End o

Backup Database
Databaze Copy
Execute a Program

Pop-up Message

Report Star

SOLBage Performance Uity

Ok | Cancel |

Select Database Copy, then click on the Ok button. This window displays:



Databasze Copy Schedule

Save & Exit LCancel

Database Copy Schedule

Schedule names

Default Options

Il:np_l,.l main databaze for backup LI

—J~ Step #1 - Backup Main Databasze
B ackup Destination Directon

|<Enter directory to copy databaze>

—I— Step H2 - Restore D atabase on Report S erver
Eestare Saurce Birecion

Eepart Server

|REFORTI =1

Scheduling
Start tirme

= Once a day I12:EID:EIEIAM =

E wvery
i Periodically IEU 3‘ Finutes

Days

I~ Mon [ Tue [ wedl Thu [ Fri [ Sat [ Sun

Enter a Schedule name, such as “daily backup” or “copy.”

Enter the Backup Destination Directory (example: C:\Program Files\Retail ICE\Backup).

Specify the time of day and which days to perform the backup. You may want to create daily folders within your backup folder and
set up a different schedule for each day. For example, under the Backup folder, you could have a Sunday, Monday, Tuesday,
Wednesday, Thursday, Friday, and Saturday folder, then set up a different schedule for each day of the week making the

destination folder that day and then check that day for the copy to take place. That way you will have a backup for each day of
the week.

O Inventory Item Types and Characteristics

In setting up your product records, there is a multitude of methods that can be used depending upon the type and characteristics
of the items in your inventory. The two main distinctions are:

- items that come in a combination of colors and sizes, but whose other characteristics such as price, vendor, department, class,
subclass, etc., are the same, such as apparel and shoes (“softgoods™)

- items that do not come in different sizes or colors, or if they do, they have different costs and retail prices (“hardgoods™)
When deciding whether or not an item falls into a particular category, ask yourself the following question...

Does the vendor I am buying from have a different part number for each different size or color?

« If the answer is yes, then you should set up your inventory by creating a new inventory record for each size and color.

« If no - the vendor uses the same manufacturer part number or style number, then the inventory record for the item should
be set up using the system’s size and color matrix capabilities.

« Itis common for manufacturers to assign different numbers to different colors with sized goods. In this case, use the size
matrix, but do not include colors. Simply create a new product record for each color.

15
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O Product Numbering Strategies (Style, Model ID, UPC, SKU)

As you create inventory product records, there are several key numbers that can be associated with any given product in the

system.

Style

The first number you will be asked to assign to your product record is a Style number. This is generally the number assigned by the
manufacturer, but it does not have to be. Since the style number is unique by vendor, you can use the same style number multiple
times, but each use must be with a different vendor. You can use up to 15 alphanumeric characters, but you cannot use spaces or non-
alpha (*, !, @) keyboard characters in this number. If the same style number is being used with multiple vendors and a product is not
scanned, a selection screen will display at POS with all of the style numbers. If you use alpha characters, you will be required at POS
to first press the period key in order to ring up the item (if you are not scanning) so that the system knows it is accepting an
alphanumeric style number rather than a keyboard prompt. For example, if a style number is 7A2346, enter .7A2346 at POS (Note:
the period does not display at POS). If you scan the item using the UPC code, this is not an issue. If possible, it is best to avoid having
to ring items at POS with alphanumeric style numbers.

Methods used to define the style number and how to add these products to the database:

a) If the vendor assigns the same style number or item number to all color and sizes, then use a single record in Product
Maintenance using the color and size features within the one product record. Use the color Copy feature here [F8].

b) If the vendor assigns a different style number or item number to each color and size, then have a different product record for each
color and size. Use the Copy feature here for speeding up data entry (under the Product tab).

c¢) If the vendor assigns a different style number or item number to each color but not size, then have a different product record for
each color, but use the size matrix only. Use the Copy feature here (under the Product tab).

Model ID

The next number you will see associated with the inventory item is Model ID. This field is normally used for apparel-oriented
items that use a model I1D. You may also store the manufacturer’s part number here for hardgood items if you have not put it in the
Style field. Often, the model ID is not used. It should be noted, however, that the model 1D displays in the first column on the PO.
Thus, this is a good place to put the vendor’s code that represents the item.

UPC (Bar Code) and SKU (Stock Keeping Unit)

When you attach a size code (which could be “no size”), a UPC is assigned to each size. If the size code includes both sizes and
subsizes, a UPC will be assigned to each size and subsize combination. This system-assigned UPC number is the only re-
quired unique number for the product, and cannot be changed.

In the event you wish to put in alternate UPC codes, manufacturer UPC codes, or other codes to identify an item at POS, you can use
the Alias Table. This feature can be accessed within the product record by clicking on Tools on the menu bar, then selecting the Alias
option from the pull-down menu. You can also access alias tables by selecting Inventory and then Alias Tables from the Office main
menu.

The SKU is an optional number that can either be assigned automatically based on a range that you set in the Department
maintenance screen, or can be filled in manually while you are creating the product record. The purpose of the SKU number is to
assign a short number which can be helpful for selling items at POS when you are not scanning as well as when taking physical
inventories.

O Categorizing and Reporting on your Inventory

In addition to Style, Model 1D, UPC, and SKU, the Inventory program offers you a multitude of ways to categorize and report on
your inventory. This includes a Department, Class, and Subclass hierarchical structure that allows you to only see those classes
assigned to a specific department and those subclasses assigned to a specific class. Other fields available to categorize your
inventory include Vendor, Category, Location, Fabric, Season, and Color. Each offers virtually unlimited choices.

All codes entered can be alphanumeric to allow for meaningful descriptions. However, if using strictly numeric codes, be sure to
create codes that are the same length when you set up your departments, classes, subclasses, etc. In other words, if you will be
using two-digit department codes, all single numbers should have a leading zero (e.g., department 1 should have a code of 01). By
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the same principle, if your classes are three digits, class 1 should have a code of 001. This is important because the system left-
justifies numbers during its sorting processes. If you use alpha codes, sorts will be in alphabetical order, so this would not be an
issue.

Department, Class, and Subclass Codes

It is important to organize your inventory information before you begin the process of entering data. In the beginning, try to create
a series of “umbrellas.” Move from broad departments to more focused classes, and from there to specific subclasses. Every item
in your inventory should have a department assigned to it. In addition, if you plan to use classes and subclasses, the system requires
that you first define your departments, then classes, and finally subclasses. At a minimum, you should break your store up into
logical departments (from eight to 15 departments is typical). System defaults include a Department, Class, and Subclass with
the code of “N/A” and description of “None.”

Let’s Develop a Department Strategy

Let’s say you own a golf store and have in your store Clubs, Ladies Apparel, Mens Apparel, Balls, Carts, and Accessories. These will be your
departments.

Now suppose you own a gift store and have in your store Stuffed Animals, Greeting Cards, Collectibles, and Toys. These will be your
departments.

How about an educational store - in your store are Stickers, Poster Boards, Games, and Workbooks. These will be your departments.

So, when assigning your departments, just look around your store and see the different types of products you sell.

Let’s Develop a Class Strategy

Your golf store has for departments Clubs, Ladies Apparel, Mens Apparel, Balls, Carts, and Accessories. Your classes for Apparel could be
Shirts, Shorts, Pants, and Skirts.

Your gift store has for departments Stuffed Animals, Greeting Cards, Collectibles, and Toys. Your classes for Collectibles could be Precious
Moments and Beanie Babies.

Your educational store has for departments Stickers, Poster Boards, Games, and Workbooks. Your classes for Workbooks could be Reading,
Writing, and Arithmetic.

So, basically all you’re looking at when setting up your classes is narrowing your departments down a level.

Let’s Develop a Subclass Strategy

Your golf store has for departments Clubs, Ladies Apparel, Mens Apparel, Balls, Carts, and Accessories. Your classes for Apparel are Shirts,
Shorts, Pants, and Skirts. Your subclasses for shirts could be Short Sleeve and Long Sleeve.

Your gift store has for departments Stuffed Animals, Greeting Cards, Collectibles, and Toys. Your classes for Collectibles are Precious
Moments and Beanie Babies. Your subclasses for Beanie Babies could be Large and Small.

Your educational Store has for departments Stickers, Poster Boards, Games, and Workbooks. Your classes for Workbooks are Reading,
Writing, and Arithmetic. Your subclasses for Reading could be 5-6, 7-9, 10-12, etc.

The purpose of setting up your subclasses is to further breakdown your class structure. It is not mandatory to set up classes or even
subclasses, but it does help to organize your database and helps you to drill down on which types of products are performing better for you.
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Color Codes

Every item in inventory must have a color code attached to its product record, even if it is “no color.” (The system includes a default
code and description of “N/A” in the table). When creating your colors, keep the following in mind:

® Try to define the simplest list of colors. Make sure your lists are complete enough to provide the information necessary for your
business when reports are printed. Start out with a list of basic colors (around 25-50 should be adequate for most stores). You can
add more colors later if necessary.

® Avoid the use of trendy color names.

® You may want to follow one of the industry standards for color numbering wherein all whites begin with “1,” all blues with “4,”

all reds with “5,” etc. We recommend that you create a color called “assorted” and assign it number 99. Use this color for items that
come in assorted colors.

Category, Fabric, Group, Location, and Season Codes

The Category, Fabric, Group, Location, and Season codes are optional fields that group or categorize merchandise for reporting. You
may want to use Group to group your merchandise by price point (e.g., Budget Price, Competitive, Loss Leader, Market Price, etc.)
and Category to categorize your merchandise by a “made in” location (e.g., Made in USA, Made in Italy, etc.). Location codes can
be used to identify the area in your store where particular merchandise is located. Season codes can be used to define your products
if they have a seasonal nature. If you assign a season to your products, the Product Sales Review Report will allow you to search for
sales detail based on a season start date. Fabric codes can be used as you choose; they do not have to specifically represent fabric or
material.



Worksheets
DEPARTMENT CODE DEPARTMENT NAME
01 Men's Apparel
02 Women's Apparel
03 Men's Shoes
04 Women's Shoes
05 Accessories
06 Sporting Goods
07 Gifts
08 Sunglasses
09 Logo Goods
10 Books & Magazines
DEPARTMENT DEPARTMENT CLASS CODE CLASS NAME
CODE NAME
01 Men's Apparel 100 Pants
101 Shirts
102 Suits
103 Ties
104 Hosiery
105 Belts
106 Shorts
107 Jackets
108 Sweaters
109 Hats
DEPARTMENT | DEPARTMENT CLASS CLASS SUBCLASS | SUBCLASS
CODE NAME CODE NAME CODE NAME
o1 Men's Apparel 100 Pants 1000 Jeans
1001 Slacks
1002 Other

19
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DEPARTMENT CODE
©)

DEPARTMENT NAME
(30)

CLASS CODE (6)

CLASS NAME (30)

01 Men's Apparel

02 Women's Apparel
03 Men's Shoes

04 Women's Shoes

05 Accessories

06 Sporting Goods

07 Gifts

08 Sunglasses

09 Logo Goods

10 Books & Magazines

100 Pants
101 Shirts
102 Suits

103 Ties

104 Hosiery
105 Belts

106 Shorts
107 Jackets
108 Sweaters
109 Hats

110 Undergarments




SUBCLASS CODE (6)

SUBCLASS NAME
(30)

VENDOR CODE (5)

VENDOR NAME (30)

1000 Jeans
1001 Slacks
1002 Other

ROSI Rossignol

NIKE Nike Corp.

LEVI Levi Strauss & Co.
ADID Adidas America
OAK Oakley Corp.

HALL Hallmark

ACME Acme Boot Co.
SOLO Solomon Corp.

ATL Atlas Supply

TEH Tehama

ROF Roffe

100 Collegiate Graphics
101 Ray-Ban Corporation
102 Ingram Books

103 Columbia Sportswear
104 Callaway Golf

105 Logo Specialties
106 Ashworth Apparel

107

Ritchie Swimwear

21
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COLOR CODE (5)

COLOR NAME (30)

FABRIC CODE (5)

FABRIC CODE (30)

BLU Blue BLE Blend

GRY Gray GOR Gore-Tex

RED Red DEN Denim

AQU Aqua WOO Wool

WHT White CcOoT Cotton - 100%
TAN Tan LEA Leather

BLK Black SUE Suede

PUR Purple NYL Nylon

GRN Green SYN Synthetic

2WB Two Tone White/Blue RUB Rubber

MUL Multi-Colored 90B 90% Cotton/Blend
NAV Navy Blue PFL Polar Fleece




DISCOUNT REASONS FOR SEASON CODE SEASON NAME
DISCOUNTING A
RECEIPT OR RECPT ALL All Year Round
LINE
Damage WIN98 Winter 1998
Friend SUM98 Summer 1998
Preferred Customer EAL9S Fall 1998
Other -
SPR98 Spring 1998
XMA hri
RETURN CUSTOMER S Christmas Season
REASONS FOR
RETURNING BTS Back to School
PRODUCT
WIN99 Winter 1999
Exchange
K SUM99 Summer 1999
Defective
Gift FAL99 Fall 1999
SPR99 Spring 1999
VOID CASHIER REASONS
FOR VOIDING
RECEIPTS OR RECPT
LINES
Made mistake
MKG GROUP MKG GROUP NAME
OTH Other
MARKDOWN EMPLOYEE -
REASONS FOR USA Made in USA
ENTERING A PRICE
MARKDOWN (BACK GER Made in Germany
OFFICE)
FRA Made in France
Sale
Price cut JAP Made in Japan
ITA Made in ltaly
AUS Made in Australia
CAN Made in Canada
ADJUST LEVELS REASONS FOR MEX Made in Mexico

MAKING AN
ADJUSTMENT TO
INVENTORY ON
HAND

Default

Correct inventory

Donations

23
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LOCATION CODE

LOCATION NAME

Al Aisle 1
A2 Aisle 2
A3 Aisle 3
A4 Aisle 4
A5 Aisle 5
A6 Aisle 6
A7 Aisle 7
A8 Aisle 8
A9 Aisle 9
WHS Warehouse Stock
REG1 Register 1 Impulse
REG2 Register 2 Impulse
REG3 Register 3 Impulse

CATEGORY CODE

CATEGORY NAME

LOSS Loss Leader
ELIT Elite Price
COMP Competitive Price
MRKT Market Price
PREM Premium Price
BUDG Budget Price




O Product Maintenance

EffProduct Maintenance : —(al x|
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[F2ladd | [FalSzarch | [FalTags | [FElCancel | [F7IDelete | [FEIGalor || (Fo)Stock || [F10]Save | [F14)Report | [F12]Ext
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As you create inventory product records, you will enter general product information, product pricing, and product size informa-
tion. In addition, you can display a picture in the product record, copy a record and attach a new style number and vendor, or copy
a record and attach a new color. Once your product record is created and saved, you can create Alias Tables with additional
product identifiers and attach Product Notes. You may also review inventory on-hand and on-order quantities and modify model
stock and min/max through Store Stock Management.

O Alias Table

Alias Tables are used to create product identifiers that can be used in addition to the Style, UPC, and SKU assigned in the original
product record.

Product Holps:
Frodcd Sakes B
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Dt | 18] Soke ‘ F8) Sock ‘ [F10} Save ‘FII]M[I [F121Ext

I tints

I L, Pricing and Statistics

[F700 avg cant
» e
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oAl [3000  DabeLasi Recd [EEEDH
mice  [W000  onsseved [N
L cont [Sarooon sseevice [N
Crignel Retod [F7A00 7 — I e |

memcauw
Prodiuet Size Indor

ww‘lw‘ b “NM'E‘MM\"
| Szn | SubSize| andPC | Maded 3 SH
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ChivE
[xhE
(=]
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Irwerest. Saln Protuct Setup... Cull
st
Ceiell
s

1

1 SOMOOO1ES4S 1618

1 AD010001 A58 1819
| [1 |soanooonases [1620

1

[

|sooroootases [1621
|s00t000acest [0

000 {0 R

2 i e e e |

- ETTR——
S

Creale an alias lor he current product | UM

Alias Table Types:

VEN - Creates alternate (multiple) vendors for individual product styles.

UPC - Secondary UPC’s / manufacturers’ barcodes

PRV - Promotional pricing for vendors that can be displayed when creating PO’s

RAN - Random — Assign random numbering to inventory products (i.e. coming from another system and the customer wants to utilize their old
SKU’s in order to sell). Enter the random number at POS rather than the product style.

SER - Serial number — Used to track the serial number on a product such as a bicycle. Do not enter a customer number here; if you do, the

25
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product will be considered sold and you will not be able to use it at POS. Once the product is sold, the customer information will fill
in automatically.

Alias Setup [ x]
= o =) | 5] L]
(2] ]| |[Ff =) [ eIt (8] SizEs (A Saves | N Fepart [F12] Exit
éﬁ Alias Setup
n "
Sl Allss requirements
oo [ of I 3
vercor [
woseio |
Cost Price GP%, hd
= 1 y
Aliase:
Aligs Code (7) | Customerfvendor Code (7). | Mumber SartDate  |StopDete  CostPrice ||

Press “?” at the Alias Table screen, and an Alias Codes window pops up.

&1 Alias Codes

Code | Description o

IFC

FPRY Promational Pricing for Yendors
RaM Fandam

SER Serial Murnber

Select I Cancel |

At the register you can use the VEN, UPC, and RAN numbers in order to sell.

O Size Codes

Every item in your inventory must have a size code attached to its product record, even if it is “no size” or “none.” The Size Matrix

setup option is used to define each of your product sizes (and subsizes, if applicable). The system includes a default code and
description of “N/A” in the table.

O  Pictures (256 colors maximum)

If you are planning to attach pictures in the product, employee, or customer records, you should create a folder on your system
for storing the picture files. Once a picture is attached to a record, the system takes a copy of the picture and stores it in the
database. Be sure that you use pictures that do not exceed 256 colors to ensure that they will display properly on all computers.
In addition, we recommend that pictures have the file extension of .jpg.
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O Vendor Types

This option allows you to create a table of vendor types and descriptions to attach to your vendor records. Examples of vendor
types include types of products that the vendor sells or for which the vendor is an inventory supplier.

? Maintain Yendor Types M= B

= = -

[FE] Insert [F7] Delete [E10] Sayve [F11] Beport [F12]E xit

Maintain Vendor Types

Find & Yendor Type

[@

Wendar Ty.. | Description |Acct# | Supplier

CLOTH  Clathing
EQUIP Equipment
MISC Mizcelaneous
uTiL Utilitie:s 1
-]
“endar Type Description Acct Mo
IA |.~’-\ j [~ Supplier

O Vendor Maintenance Reports

The Vendor Reports menu provides multiple options for creating reports. You can include all vendors or just the vendor you
selected on the Vendor Maintenance screen, and you can select from six different types of reports. The Purchase Order Listing,
Product Listing, and Promotion Listing reports offer additional report breakdowns. Review each of the options and simply click
on your selections, then click on the Preview button to view the report or the Print button to print the report.

' Vendor Reports [_ (O] x|
(Q Vendor Reports
Select Vendor
i ¥ Show Zero Activity
! Eomentendar
|| Select Report
[ Wendar Summary Repart I Product Listing
[~ Wendar Detail Report {1 Stioy A Frodusts
[~ Contact Listing £ wet liems Ol
) Wpen RLIE Mhiy
Purchase Order Listing
& Al Purchiase iders —— Promation Listing
| Urposted Burchase Wrders Hhly {+ Al Promations
! Bosted|Pirchase Wrders Oy ) Aictive Pramotints:
] Beck MrderedRimchase Wrders Orl) ) Expired Framotions
) Elpsed Purchase Oiders Wl { Future Promations

&y Preview | &5 Erint | *{ Exit |

O Product Notes

Product notes can be entered directly through Product Maintenance under Tools>Product Notes.
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& Product Notes =]
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Product Infs il Product Picture

Style 1000 Youth Logo Cap

Vendor
Mods! 1D
Department Kalil

1 ¥

Subclass
Store: Inf
Stare
MNates Attached ta this Product
‘ Maote type | Mate |
L4 Xl

Estended Descrinhion,

Suggested seling prompt

Available to print on tags from T ag Printing
Mate ta print on receipt

Notes can be used for:
Extended Description — Displays at POS when you use the search function to select the product.
Note to print on receipt — Will print on the receipt for this style.
Suggested selling prompt — Displays to the clerk for suggestive selling.
Available to print on tags from Tag Printing— Prints on the price tag.

You can set up templates for your Product Notes, which is beneficial if you will have the same note on multiple products.
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This report provides quantity on hand, on order, sold this week, last week, 2 weeks ago, 3 weeks ago, 4 weeks ago and by season
for a selected vendor and product style.

% Product Sales Review !El
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[F12] Exit
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@\. Product Sales Review
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LEILE

O Store Stock Management

Store Stock Management allows you to maintain minimum model stock inventory levels that will be used by Model Stock
Reorder to automatically create PO’s.
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You can display or edit the following information per UPC:

O

Minimum model stock inventory - What is your ideal stock level.

Minimum Quantity - Minimum quantity (reorder point)

Maximum Quantity - Maximum quantity (maximum level)

Unit of Measure - Information purposes only.

Pack Quantity - How many are in a pack or case (future feature).

Discount - Will allow a discount at POS.

On Hand (read only) - How many you have on hand.

On Order (read only) - How many you have on order.

Quantity Committed (read only) - How many are layaways, special orders, or warehousing in transit.
Sold to Date - How many have been sold since the system has been implemented.
Average Cost (read only) - Average cost information.
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O Price Levels

The Price Levels option is used to create discount pricing by single, multiple, or all styles for your customers. You can create
price level templates for different types of pricing, attach the templates to individual styles, and then fill in the price for each
level.

[l Maintain Customer Price Levels =1ol>]
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O Gift Certificates

Gift certificates are treated like any other product in the system except they have only one UPC assigned. You can ensure this
when you create the product record by specifying the Size Code for “no size,” the Vendor code for “miscellaneous,” and the
Color code for “no color.” Certificates can be set up as open PLUs so you can fill in your own amounts at POS. We recommend
that you create a gift certificate department for reporting accountability, then assign that Department number to the gift certificate
product record.

Issuing (selling) gift certificates at POS is a two-step process. First, you must create an inventory product record. Second, you
must select the style number from the product record to make it active. You can have multiple certificate product records active
at the same time.

If you are planning to issue gift certificates and then redeem them as a tender type at point of sale, you must first create a product
record for the gift certificates. Gift certificates must have a PLU assigned. For example, you may want to use Style 99. Have a
department setup for gift certificates with a miscellaneous vendor; use N/A for color and size.
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Be sure to select Gift Certificate from the Type combo box. You may create up to three gift certificates. This can be used if you
want to sell a $25, then a $50 gift certificate as their own PLU’s.

O Open PLU (non-Inventory) Product Records

The primary purpose of an Open PLU is for ringing sales at POS by department or category, where the individual item is not being
tracked. Open PLUs are considered non-inventory items as they do not have inventory on-hand values to be maintained. They
are unique at POS because you can change the description that displays and you are required to make an entry in the Price field.
You should create an Open PLU product record for each department, with a style number that is the same as (or has a direct
relationship to) the department number. This will allow miscellaneous items to be sold with the proper department receiving
credit. For example, suppose you have two departments, Men’s Apparel and Women’s Apparel, which are Departments 01 and
02. Set up an Open PLU product record with Style number 1, and attach Department 01 to the record. Then, set up a second
product record with Style number 2, and attach Department 02 to that record.

Note: Define products as Open PLUs only if you do not want to track inventory on-hand values, but do want to track sales
dollars.

Although inventory product records for Open PLUs are created the same as any other product record, pay particular attention
to the following:

You must mark the Open PLU option box — Marking the option box tells POS to allow the description to be changed and that a
retail selling price must be entered. (Open PLU items always display a retail selling price of zero (0) when the product is entered
in the POS screen).

You must define the Style, Description, Vendor, Department, Size Code and Color fields — These field entries are required to
save the record. In addition, it is recommended that you have a Vendor record set up with a code of “0” and the name “Misc.

Vendor,” and that you define at least one department.

You must enter the Cost and Retail Price — In a regular product record, you will enter Cost and the gross profit percent (GP %)
that you expect to earn. (For reporting purposes, the cost entered is considered COGS (cost of goods sold)). Once the Cost and
GP % are entered, the system automatically calculates and displays the Retail Price. This is the retail selling price that displays
at POS when the item is sold. In an Open PLU inventory product record, you will also enter the Cost, Retail Price, and/or GP %
as discussed above. The item’s retail selling price at POS, however, will always display as zero (0). The Cost and GP % that you
enter in the product record are only used for setting up the calculation for reporting purposes. Enter 1.00 in the Cost field and
your estimated GP % for that department or category. When you enter the applicable retail selling price at POS, the system will
take that price and calculate the gross profit based on the percentage entered in the GP % field.
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Q Description - 30 characters (recommend less if using small barcode tags).

Q Model ID - This can be used for a manufacturer’s part number. This is a “user definable field” — Model ID as well
as Style can appear on a PO.

O Department/Class/Subclass - Use numeric codes when possible for Department (2), Class (3), and Subclass (4) —
use all one length for each. For example, with Department, use two digits (01, 02, 03); with Class, use three
digits (100, 200, 300); with Subclass, use four digits (1000, 2000, 3000).

O Location - Helps identify where merchandise is located; this is particularly useful in a warehouse to identify an
exact aisle, bin, shelf, etc.

Q Fabric - Denim, wool, etc.; can also be used for “material” as in galleries (e.g., glass, china, brass).

O Season -Helps identify marketing periods (e.g., holiday, back to school, fall, spring, winter, summer); you may want

to add the last two digits of the year as well (e.g., Fall01, Spring01).
Group - Optional field that groups or categorizes merchandise for reporting. Can be used to group merchandise
by price point (e.g., budget price, competitive, loss leader, etc.).

Category - Where the product was made (e.g., Made in USA).

Tax - Which tax rate applies to the item.

XY Pricing - price breaks for inventory items when a customer buys more than one of an item (e.g., 2 for 1).

Cost - Your cost.

GP% - Gross profit %.

Retail Price - Selling price.

Compare at - Price your competitors sell at.

XY Price - What is your 2 for 1 price.

Landed Cost - Cost which includes freight and/or duty, other costs.

Original Retail - Original retail prior to any markdowns.

Commissionable Item - Check this if this item gets commission; recommend leaving it checked.

2" UPC - Manufacturer’s UPC code.

Model Inv - Your optimum quantity on hand.

Average Cost Formula - Average Cost = ((old Average Cost * on hand) + (received cost * items received))/On hand.

O

Iy Ay oy

Once you complete the input of the product, use the Color button [F8] to add the various colors for that item.
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You may also copy one product record, enter a new Style number, make any necessary changes, and then click on [F10] Save.
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O Vendor

The Vendor option allows you to build a database of vendor information and contacts. The Vendor Maintenance screen includes
five separate tabs including Contacts, Notes, Products, Purchase Orders, and Promotions. As you define the Contacts and Notes
screens, the system will automatically display Products, Purchases, and Promotions detail (from the Alias Table) in each appli-
cable screen. You can add new vendors in Product Maintenance, Purchase Orders, and Maintenance>Vendor.
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‘ Contact Locator | ‘

Contact | Phons [ Fo | EMail Addiess [=]
|




o0 oo

Vendor Code - Can be alphanumeric.

Vendor Name - Who you purchase the product from.

Sales Address and Billing Address - Enter phone numbers with area code first.

Gross Margin Percentage - Information entered here will automatically be displayed in Product Maintenance when the
vendor is attached to the record.

Vendor Type - What type if vendor it is; for example, Clothing, Utilities, etc.

Terms - What are your terms; for example, 2% net 10.

Acct Number - Your account number with this vendor.

Exp Acct - If you are using General Ledger in Accounting, enter the default expense account number here.
Web Site - Vendor’s web site address.

Min Order - What is the minimum order | can order from this vendor.

Contacts - Enter the vendor contact information, phone, fax, and e-mail.

Notes: This is where you will enter any note information about this vendor.

# Vendor Maintenance [_[C]x]

4 a i &
[F2 diels) [F3] Search | [F4] Contacts | [F5] Notes [FE]Insent [F7] Delete | [F8]'Web Site| [F10]5=v= | [F11] Report [F12] Exit
Vendor Maintenance
Vendor Identification Vendor Defaults
Yendor  [PROSP IPHDSPDHT EQUIPMENT CO. Gross M angin 80%  Min Order $0.00
Sales Address —— Billing Address Vendor Type [DF - e
Address PO BOX 646464 Tame Du on Receit —
By LOS ANGELES Acct Mumber
State/Zip [CA |sntm Bl =
Phone  |(213)282-4700 (] - ‘weh Site
Fi () - () -
Vendor Specifics
i :’-Q Hotes | BiPotes | B Puchsseldes | Pomotens |
[ -
|
|
Products: A listing of the products you purchase from this vendor will appear.
3% Vendor Maintenance HEE

4 =3 | =]

P2 [FEllnset | [F7IDslete | [FB)webSits| (10 e | [F11)Repot | [FIZIEst
Vendor Maintenance
Vendar dentification Vendar Dcfaults

Vendor [PROSP [PROSPORT EQUIPMENT CO. Grass Margin 50% M Order | 0.0
Sales Address ——— Billing Address Vendor Type

Addess [P0 BOR 645454 -

oy [(OSANGELES Acct Humber

StalerZip [C& | Emhcct =
Phons  [ZT508-4700 WE ViehSie

Fax ] [
Wendor Specifics

A ! o i [ Podets | B Pucheseiders | P Promotiors |

‘ Product Locator |II 0g7

Search Options \(-‘ Show Al ‘web ltems Only € Dpen PLLIsEIr\Iy‘

Syle  |MocellD | Dessiption
10087 MOUNTAIN EIKE

| Department | Class

Purchase Orders: A listing of purchase orders will appear.

35



36

# Vendor Maintenance [0

: i Q =

[F2]edd [F3]Search | [F4] Contacts [ - [F5] Notes [FB] Insert [F7]

Vendor Maintenance

Vendor Vendor Defaults
Vendor  [FROSP  [PROSPORT EQUIPMENT CO Gross Margin 50 Hin Dicer | 3000
Sales Address ——— Billing Address ———————— endor Type aul s

Addiess [P0 BOR 646464 Tems

City L0S ANGELES Acct Number

State/Zip [CA [aoa1 Explict =
Fhone  [[E139EEE 4700 (7 Web Site

753 () - () -
Vendor Specifics

TR I T ! M B Puchase Ockrs | Prometions |

‘ PO Locstor 10087 Search Options | & Showal © Urposted © Posted (~ Back Ordered  Closed |

PO Mumber | Ordered |TotalCost [ Total Retal | Status

L $000l$0.00[UNPOSTED

B

|CancelBy |0ty Ondered |Gty Fievd | % Revd
1

[ 1 PO Totals 0 0 0.00% | $0.00 | $0.00

Promotions: A listing of promotions will appear.

2% Vendor Maintenance [_[o[x]

; =2 . H

[F2144d | [F3lSearch | (F4]Contscts | [FS]Motes | [FEllnsst | [F7]Delete | [(FOlWebSie| (F1015=v= | [Fi1]Repot | [F12]Est

Vendor Maintenance

Vendor Vendor Defaults

Vendor W [FROSPORT EQUIPMENT £ Gioss Margin [ S0%  Hin Drcer |—$nnn
SalesAddress — BilingAddress —— \engor Type m T
Addiess [P0 BOX 645464 P— [
Ciy L0S ANGELES AcotMumber [
State/Zip [CA |aum1 B =
Phone  [[Z13188E-4700 B Weh i
Fiod [ [
Vendor Specifics

P ! i i - ).. G Pomotons |
‘Pmducth:atm ] Seach Qplions | & Showdll  ketive € Evpied © Fulwe |
Style | Deseription | Start | Stop | Cost |Status | Ahemate Vendor

O Customer

The Customer option allows you to create and maintain customer records and to create in-house customer accounts with credit
limits and discount pricing. These records are used at POS when you are attaching customer information to sales receipts, and
if the customer has an in-house credit account established, they can make payments on their account or charge to their account
through POS. The customer information for in-house customers is used in the Accounting module to create quotations, sales
orders, invoices, credit memos, etc. The Customer option includes a Customer Search screen and a Customer Maintenance
screen. The Customer Maintenance screen is separated into Main, Ship To, Credit, Pricing, Frequent Buyer, Notes, User
Defined, and History tabs. If you have an Internet connection on your system, you can e-mail your customer directly from the
customer record and access their web site. You can also send a bulk e-mail to a selected group of customers, produce customer
reports, print address labels, assign a sales person, and export customer information to a text file for use in Microsoft Access or
Microsoft Excel.

Enter the Last Name you want to look up and click the [F3] Filter button. The system will display all customers who meet that
search criteria.



eI
. ~ - ) ¥ L] £
[F21Add | [F3]Fiter | [F4] Show M| [F5]Edi | (6] Select | [F7) Delote | [FB] E-Mail | [F3] Labeks/Expart] [F10] Clear | [F11] Fieport| [F12] Ext
Last Name: First name Phone Customer ID
Ciy State 2ZIP Code DB Filte
I " Year [T
© Day
Status Type Sales Person  Morth
| =] | © Hore
Compary E-Mail Last Modiied byFN LN); Modified Date: Madified Time:
[ [ | |- UserDefinedFieid Search.
Fiee Fom 1D Asference 10 Assigh Freq Buyer Cade...
17 OnMaiing List
[ [ | [ [ Job Tracker %
Last Name | First Name |  Phone  |ZIPCode |Company +| adaress
l”"—
State
j ZIP Code

Show? Last Visit Purch ¥TD #urch YTD #Returns YTD Last Y. #Purch Last V. Total Customers
r _—-_ I

Double-click in the grid on the customer you want to work with.

To create a new customer, click on [F2] Add. The following screen appears.

SISEY
| > Ll 31
[F2] Add Custome: | [F5] Feturr Yaluz. [F7] Delete [FB] Cancel [F3] Label [F101Save [F11] Feepart [F12] Exit
C
o Steve Meliose
#Customer Maintenance w1
Iopicana Ave.
Customer |D|[SH[I Las¥egas. NV 83128
Contacts |
Man | ShpTe | Cedt | Pricia | FrequentBuyer| Reference s | Motes | UserDefined | Histow |
Customer Information
Fist Name Stevd Type ] add
Middle Name Status | Add
Last Name Melrose County  [usa =l
Company Name [SJM Enterprises Phone  [[702)333.5555
Addiess 3800, Tropicana fve. Phone2  [[702)333.5959 ~
AddiessZ Fa (70213336060 Add Clear
City Los vegms E-Mai [Steve@sim com J Customer Taxes
State v webste [ ﬁ o Taes |
ZIP Code 89128 EMEEMB/W N— e i jv
Free Form 1D [CLI0000000000S78 BrOscE N
Gender ¥ Male [ Female [ Mail List [¥/N) _ Froductingiy |
Customer Created By:——————— Customer Last Modfied
Employes Name: Employee Name: Date/Time: =
SYSTEM SYSTEM SYSTEM SYSTEM 12/13/2004 15:10.06
st Vst $PuchYTD: WPuch¥10: B Retuns 710 $Purch Last V7 % Purch Last 77
FEEEEEE T BT

Enter the following fields:

O Company Name - The Accounting module’s quotations, sales orders, and invoice forms default to displaying the
Company Name field. If you are using the Accounting module, you should enter either the customer’s first and
last name or the company name in this field. You have the option to change this information as you create

quotations, sales orders, and invoices.

O Type - Click on the down-arrow button to select the customer type from the drop-down list or click on the Add button

to add a customer type.

O Status - Click on the down-arrow button to select the customer status from the drop-down list or click on the Add

button to add a customer status.

0 Country - The Country field is defaulted to USA. You can select another country by clicking on the down arrow
button to display the list of country names from the Country Maintenance table.

O Phone, Phone 2, Fax - Entries must include area code, but do not include hyphens.

O E-Mail - Once you enter your customer’s e-mail address, you can send him or her an e-mail by clicking on the mail
button located at the end of the field. When you click on the button, your default mail program will display and

you can send your message.

O Website - Once you enter your customer’s web site address, you can access his or her website by clicking on the

globe button located at the end of the field.
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Customer Picture - You can add a customer picture by clicking on the Add button, located below the Customer Picture
box, to display the Select Customer Picture dialog box. Select the picture from the applicable file.

Customer Taxes - This is initially set to Default tax. To change to a different tax rate, click on the down arrow button
and select the applicable tax from the list that displays. If you need to add a new tax rate, click on the Taxes bar

button to display the Taxes table and add the new tax information. The tax rate entered here will be the rate used
at POS as it overrides the rate attached to the product record.

Product Inquiry - Click on the Product Inquiry bar button to display the Product Search window.

Free Form ID - This field is for you to assign an alternate lookup code to an individual or multiple customers. This
could be an internal customer number, 1D for your frequent shoppers’ club, etc.

Gender - The Gender option boxes are selected or deselected by clicking in Male or Female.

Mail List (Y/N) - If this option box is checked, you can print labels for the customer and export customer information
to a text file by clicking on the Labels/Export button or pressing [F9].

Sales Person - To assign a sales person to this customer, click on the down arrow button and make a selection from
the drop-down list.

Ship To:

Q Country - The Country field is defaulted to USA. You can select another country by clicking on the down arrow
button to display the default list of countries.

Q Phone, Phone 2, Fax - Entries must include the area code, but do not include hyphens.

O E-Mail - Once you enter your customer’s e-mail address, you can send him or her an e-mail by clicking on the mail
button located at the end of the field.

O Ship to Addresses - If your customer has multiple ship-to addresses, enter them by clicking on the [F2] Add Address

button. The cursor will display on the next available line. These addresses can be accessed in Accounting and
are used on the quotations, sales order and invoice forms.

O Main Shipping Address - When multiple ship-to addresses are on file, click in this option box to designate the default

shipping address that you want to display when you use the Accounting module. The tax rate associated with
the designated Main Shipping Address will be charged at POS.

=101x]
o = Ll £
[F2]Add Address | [F6] Feiun Valie | [F7] Delete [F8] Cancel IF9]Label [F10] Save [F11] Report IF12] Ext
o
e Steve Meloss
wi§Customer Maintenance
3890, Tropicana Ave.
FRIEe ] /00001 000013805 (Lestian, (09 G2
Contacts |
Main spTo | Ciedt |  Ficing | Frequent Buyer| Reforence IDs Motes | UserDsfined |  Histow |
Customer Ship Te
First Name ST City ILssVEgss Phone 2 [[702)444-3132
LastName  [Melrose State W Fa Phone [[7021444-3133
Compary  [SIM Enterprises ZIP Code [B3102 EMsl  [steve@simcom [
Address 3890/, Tropicana Ave. Courty [UsA | Customer Taxes
AddiessZ Phone  [(7021444-3131 o Taes |
[V Main Shipping Address Default Tax |

Last Vit § Purch V1D, BPuch 1D #Rehans710;  §Puch Last 7t % Purch Las 11,
FFEEEEE T

Credit:

To set up in-house credit information, click on the Add Account button or press [F2].

O Anaccount number is attached and the Opening Date information is filled in. The Last Payment Date, Last Payment

Amt., Last Finance Chg. Date, Amt. Past Due, and Un-posted Bal. fields are automatically filled in and main-
tained by the system.

a If youwant the customer to have an expiration date, click in the Exp. Date field and enter that date (MM/DD/YYYY).
Q Credit Limit - Enter a credit limit (e.g, for $1000, enter 1000).

O Late Charge % - Enter a percentage if applicable; used by the Assess Finance Charges option in Accounting.



Q Terms - Paymentterms (e.g., Net 30).
O Restrictions

Charge Restrict - Requires manager approval at POS to allow the customer to charge to the account.
PO Required - This field will have additional functionality in future releases.

Bad Check Alert - Will not allow customer to make a payment on their account with a check.

In House Acct? - Check this box if this is an in-house charge account.

Primary Account - This field will have additional functionality in future releases and will allow a customer
to have multiple accounts.

(o]
(o]
(o]
(o]
(o]

O Members - You can add other customers as members, which allows them to charge on someone else’s account.
Additional members must have their own customer record set up first.

j Customer Maintenance

o x|
u} [} L Ll H
[F2] Add Aceount | 5] Fi=turm Valus [F7] Delete: [F8] Cancel [F3] Label [F10]Save [F11] Repart [F12] Ext
3
o5 Steve Meloss
##fCustomer Maintenance w1
= - topicans Ave
custorner 10 [EITIGIT LasVegas, NV 83102
Contacts |
Man | ShpTo Cedt | Picing | Frequent Buer| ReferenceiDs | Notes | UserDefined | Histoy |
Account No Credit Lt [ 850000 T=m= [NET 30 =2
Exp. Date Late Charge % 5 ™ Charge Restiict
I~ Bad Check Alet
gChage ——
[~ Using Revolving Charge?
Fist Name Last Hame: Address | Ciy | State | Compary Name
A A A
Lot Vist § Purch 710! WFUch¥TD:  BAetmsY1D:  $Puich Lastvr % Furch Last 1
L B o) I 50.00

Credit Card Information:

Q You can enter credit card information to be recalled at Point of Sale by clicking on [F2] Add Account. Swipe the card or

enter the credit card number in the Account No. field. Enter the expiration date and then choose terms. Do not check the
In House Acct? option box.

7 Customer Maintenance

1]
I 5| ] &
[F2)Add Account | (7] Fetun Vol | [F7) Delete (&) Coricel [F9] Label (0] Sve [F11] Report [F12] Exit
5
o8 Joz Bleau
mCustomer Maintenance
e | o Line R
Grand Praiie, TX 75235
Contacts |
Man | ShipTe Ciedt | Pichg | FrequentBuper| ReferencelDs | Notes | UserDefived | History |
In-House
Account No Diedblimt | 00 Tems [Net3n =12
Exp. Date: Late Charge % 5 ™ Charge Restict
Opening Date At Past Due o F7 P.0. Regired
= ¥ Bad Check Akt
Last Pament Dat= [ 0 Acct Balance ¥ InHouse Acet?
Last Payment Amt Un-Pasted Bal ¥ Primary Accourt
Last Finance Chg Date: _
Account Members
FistName | LastName | Addiess [ City | State | Company Nams
Last Visk: § Purch YTD! #PuchYTD:  #Reluns YTD. $Purch Last . #Puich Las! 17
[ 3000 3000
|Customer Accaunt No.
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Pricing:

The Pricing tab is used to attach the customer discounts that you set up in the Customer Discount Matrix table. In that
table, you created discounts by a percent, level, or cost plus percentage. Once the discount information is attached

to the customer’s record, they will receive the discounts at POS. Style level discounts are set up in the Price Levels
option in Inventory.

il Customer Maintenance P =] 3 |
o O ] &y #
[F2] Add Price Code| (5] Fewm Ve | [F7) Delete [FB] Cance! [Fa] Label [F10] Save [F11] Beport [F12] Esit
o T
fifCustomer Maintenance | S0 Discount Matrix E
customer in[ETE Wtz (9 (N2 o b 5 N =) e
Contacts | - .
Man | ShpTe | Credt Piicing | Frequert Buyer| Reference IDs | MNotes | UserDefined | Histoy | [F2] add Codef | [F3] Delets | [F5] Cancel || [F0]Save | [F11]Report| - [F12] Exit
X
i € Customer Discount Matri
Department | Type of Discourt | % or Level
Type of Discount | % or Lewvel l;
Dizcount =l 25
Cost +3% ]
n—
u]
ACCESSORIES 0
HOME FURNISHINGS 0|
Cast Visk £ Purch Y10 FPuchVTD:  BRstums¥10:  4PurchLastvr # Purch Last 1.
PP T T

Frequent Buyer:

The Frequent Buyer tab is used to attach the frequent buyer detail to the customer record. As the customer makes
purchases, the cumulative sales totals by department are displayed in the Department Purchases grid. The Department
Point Matrix grid shows the points accumulated between the Start Date and End Date, not the points used.

7 Customer Maintenance M= E3
0| o L 3
[F2) 4dd Freq Buyer| [75]Fcium Vale | [F7] Delete [F&) Cancel [F9] Label (0] 82y [F11] Report [F12] Exit
Pty eve Meliose
f fCustomer Maintenance e ) 0 @ 0 B 5]
customer 1o [SIE 02 Las Vegas, Nv 83102 [FF2] &dd [F7]|Delet [F8] Cancel [F10] Save | [F11] Beport [F12] Exit
Contacts | ﬁ
Man | Shple | Cedt | Picg  FreeniBuer |RefeencelDs |  Netes | UserDefined | Histoy | 44 Frequent Buyer Maintenance
TTOQUOI tiwel Buyer Code Start Date: End D ate:
Code:
=
| [FRFREQUENT BUYER FRO Depament | Amount [+ [ _I Joavzz/z00 Jpsr2z/2002
Stat Date: Bt v s IMphun.
ACCESSORIES $100.00
05/23/2001
I |12/31 e MISCELLANEOUS $1.209 UUj
Point Matrix: m w
Dept. | Depatment Name | PaintValus |Reqd Purchased | Points Aocumlated Diept [ Department Name | RegdPuchase | PointValue [=]
[ ES i1 s SR -CCESSORIES $0.00 0
- HOME  HOME FURNISHINGS 1 $25.00 a GIFT GIFT $0.00 o
W[ JMgR JUNORS 1 #1000 [l HOME HOME FURNISHINGS $0.00 5
MENS  MENS 1 $1.00 282 JUHIOR  JUNIORS $0.00 i
MISC  MISCELLANEOUS 1 $1.00 459 MEMS MENS $0.00 0
SHOES |SHOES ! $1.00 1B MISC MISCELLANEOUIS $0.00 0
Last Vigit $ Purch vTD: # Purch YTD: # Retumns YTO; $Purch Last V. # Purch Last Yr.
I

Reference IDs:

The Reference IDs tab is used to add unique reference 1Ds to a customer, which can later be used in POS to quickly look

up the customer. They also enable you to assign a bar code to a customer which, when swiped, automatically assigns
the customer to the receipt.



# Customer Maintenance

1o
I | )l
FalbddRief D | (5 et voie | 7T Delete [l o] F4] Label [Fi0Gae | [FI1] Bepart [F12] Esi
v
o Steve Meliose
ff{Customer Maintenance st
Topicana Ave
oo i LasVegas, Nv 89102
Contacts |
Msn | ShaTo | Cedt | Pichg | FiequentBuer RefsienceiDs | Hotes UserDefined | History |

Reference id

| Feferarce Type

[[1l Add Reference ID

Reference type:
Last Visit IFrequent Euyer j ILalev
Reference 1D:

\/ 0K | x LCancel |

Notes:

The Notes tab is used to attach specific notes to the customer record by the specific note titles that you created in the
Customer Note Titles screen. If you select the Display in POS option box, this note will appear as a pop-up window at
POS.

# Customer Maintenance

[_[CIx]
| o &
[F5] R etoim alie [F7] Delete [F8] Cancel [F9] Label [F10] Save [F11] Beport [F12] Exit ! Customer Note Titles _[o]=
s
s Steve Melose ;
WHCustomer Maintenance 090, Trapicana ve i i} = | & 1
: F2]Add 8] Eancel 0] Savel F11] Beport F12] Exit
custome 10 7 L Vs, N 89102 [F2] & [F7] Delete 5] [0S [F11] Bep [F12] Exi
el S : Customer Note Titles
Man | ShipTo Ciedt Picg | Frequent Buyer| Reference Ds  Motes | UserDefined | Histop |
Customer Hotes te | Diescription
0 efault Informatior Add Note Tite Default Information
Great customer! =

|

| |
/ \ Moty Curent: Note:
Last Modified by:

|

$ Purch YTD:

—I[™ Digplay in POS

# Purch 1D # Retums YTD:

$Purch Last 1, # Purch Last Y.

User Defined:

The User Defined tab is used to attach additional customer information to the field names (labels) that you created in
the Define Customer Fields table. Examples could be favorite color, name brand, size, birthday, anniversary, etc.
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3 Customer Maintenance [_[o]x]

u} Ll +
[F2jhddLabel | (5] et el | [F7IChangs [Fe] Cancel [F9] Label [F10]Save [F11] Bepart [F12] Exit
D
o Steve Melose
gifCustomer Maintenance o 1
fopicana Ave.
Las Vegas, NV 89102
Contacts |
Man | ShpTo | Credt |  Pricing | Frequent Buyer| Reference IDs Motes User Defined | Higtoy |
B3l GENERIC CUSTOMER DATA
Customer
ASSOCIATION [ I
ANNIV. DATE | |
FAV, VENDOR [ I
SHOE SIZE I I
sEl— [ I
hobbies I I
[ Define Customer Fields HE B
Last Visit
i (i A . oy 3]
[F2] Add [Er]Delete | [FEICameel | - [FI] Save | [E11] Eeport [F12] Exit
Field Code: Description:
I 2]
Fields:
Label 1: | Label 7. | Label 13: |
Label 2: [ Label 8: | Label 14: |
Label 3: [ Label 8: | Label 15 |
Label 4 [ Label 10: | Label 16 |
Label 5| Label 11: | Label 17: |
Label &: | Label 12| Label 18: |

History:

The Customer Purchase History screen provides five options for viewing and/or printing customer sales history.
1) On the main History tab, the customer’s sales history by department is displayed on the screen in graphical

% Customer Maintenance [_[=]x]
Y ] L] L7
12 td Gusiomen| (FBlAstumiale | (F7iDeletel || [F)Gancel [FS] Label Fi0)Save | [FiflBepot | [F12] Bst
o
o« Steve Meliose
fifCustomer Maintenance e T
Topicana Ave
[PORIRITY Ciog001 000001002 LasVegas HY 83102 ]
Contacts |
Man | ShpTo | Cedt | Pichg | FrequertBuer| ReferenceDs|  Notes | UseiDefined  Histoy |

Purchases
Open Fieceipts
Serial Purchases

I 100 ACCESSORES
I 2,490 VENS
11,208 MISCELLANEOUS
1,285 SHOES

[ 45 WOMENS

2,500

2,000

1,500

1,000

500

ACCESSORES ~ MENS MISCELLANEOLS SHOES WOWENS

Last Visit: § Purch 7D # Purch YTD: # Retums YTD: $Purch Last Yr # Purch Last .
$0.00)

2) Click on the Purchases button to view purchase history detail including the receipt ID, store number, sales
code, cashier, sales date, sales associate, UPC, ship quantity, department, description, size, subsize,
retail price, selling price, cost, and tax. You can enter a beginning date and an ending date to filter for
purchases in that specific date range.



HE B

Hame: [Melioze, Steve

Fe90'w Tromcaradve Filter by Sales Dat Jdd/ 3
Address: [3830W. Tiopicana Ave. Beg D e ;a{'e“m 'yyyy)

City, State, ZIP: [Las Vegas, WY 63102 o B Fiter | Clear

Store No

i 4
1 Sale 06/21/2001 11:11:26 400100000915 SHIPPING FEE MISC

1 Special Order 08/15/20071 09:48:11 400100018880 NIKE DRI-FIT POLO MENS I
1 Sale 09/25/2001 09.08:36 400100011690 TOMMY BAHAMA FLORAL DAZE C2 MENS
1 Sale 08/25/2001 09:09.37 400100011713 TOMMY BAHAMA FLORAL DAZE C2 MENS
1 Sale 09/25/2001 09:09.38 400100011737 TOMMY BAHAMA FLORAL DAZE C2 MENS
1 Sale 05/10/2002 21:55:41 400100028377 Cole Haan ‘Coca’ Sandal SHOES
1 Sale 05/10/2002 21:55:41 400100026230 Cale Haan Janey’ Loafer SHOES
1 Sale 05/10/2002 21:55:41 400100026892 Cale Haan ‘Calhoun’ Oxford SHOES
1 Sale 05/10/2002 21:55:41 400100026557 Cale Haan “Air Shain’ Sandal SHOES
1 Sale 05/10/2002 21:55:42 400100011737 TOMMY BAHAMA FLORAL DAZE C2 MENS
1 Sale 05/10/2002 21:55:42 400100011829 TOMMY BAHAMA PRINCE CAMP  MENS
1 Sale 05/10/2002 21:55:42 400100012024 TOMMY BAHAMA FISHEONE SHOR MENS
Sumis Elj
l | 2

3) Click on the Open Receipts button to view information the Open Receipts Report screen.

# Dpen Receipts Report HE

Qng[LRegglpl&Rgport
Repoit Citeria
Stores ﬂ example... Allor1,2353.14
Customer D: ﬂ
O
e |
clsh || Repart On Repoart Soit Order
Q J" ¥ Lapawaps ¥ Holds = Date opened " Days since last payment
il

£ Customername (" Balance
| W Specialoders ¥ ROA

€ Sales person € Original amatnt
Level of Detal————— Repoit Sort Options
I~ ltem detail &+ Bscending
™ Payment detail " Descending

a [F11] Breview ﬂ [F12] Exit

4) Click on the Serial Purchases button to view information on all items purchased that have a serial
number attached.

"
< HE e

port | [F12] Esit

Hame: |Melosz, Steve

Address: [3330 W Tropicana Ave.

City, State, ZIP: |Las Yegas, NV 83102

RECEIPT ID SERIAL NO DESCRIPTION
1100 41550 4001 MOUNTAIN BIKE

4 | o

5) Print a Purchase History report that includes UPC, description, size, subsize, sales code, quantity, retail
price, selling price, and sale date. If the customer has a credit account(s) this information will be
displayed.
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0 Print

& HE

B P w4l v m

[lazn

Purchase History for Smith, Jehn WRTIR00L WEENT AW
Paye 1
[ mrpton Gar s OB GW0m  of EIRDIWIRVEN EIB0eD B ima 1
i o4 EyTTOn oo T ETa— 0 f ; R i
st 3T moecamaree me w " f e s
muauses  cumireama s o om f i 1ot
simesst woemoroomen e [ e 1
sanen wMcTmETCHTARLPUTIR " v . o no
msmanre  Tuwenerivemicanraeens : v . na na
e PMateus s e : v . B wa
sty barrwhcow oo et sart . v . ne o ——
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6) Print a Serialized Purchases report that includes the receipt ID, sales code, store number, serial number, UPC

number, description, size, subsize, quantity, selling price, and sales date.

ek

Sertalized Purchases
Custemar 10 GOSN

sddress: 1004 Bamanea G
Ciry. fre Tip Lax Uhgas, W S04

o ()

A= E

[l

D Friwed: (OZHIONE 10:90:09 A

RCOOSID0000 10T & I

|Page 1 o1

Contacts:

0

Eaes Code foon Mo Genal o UPC o Fize Subfie  (ny Seleg Prise Gaes Dae
107002 490100039601 MOUNTAIN BIE Wi T WO 07160 1100

The Contacts tab is used to store additional customer contact information.

u]

[F8] Cancel

[F9] Label [F10]Save [F11] Bepart

2
o« Steve Mekose
fikCustomer Maintenance o 1
Topicana Ave
LasVegas, NV 83102
Man | ShpTo | Ciedt | Pricing | Frequent Buyer| Reference IDs Mates UserDefined | History |
Contacts
Contact | Desaription Phone | E-Mail Address |
[l
§ Puch 11D BPuchYTD:  HRetumsYTD:  $PuchLastr # Purch Last ¥
30,00
I




PoINT OF SALE

SeTUP PROCEDURES FOR THE POS MobuLE

When you open the Point of Sale module for the first time, you will be required to create a cash register profile by defining register
options, print options, and hardware settings.

Step 1 - Log into the POS module by double-clicking on the POS icon on your desktop. The message, “There is not a profile for
this register in the system. Would you like to create a register profile?” displays. Click on the Yes button. The Register Profile
screen displays with the Register 1D and Store No. fields filled in. Refer to the Point of Sale section of your User Reference Manual
for complete detail on setting up the register profiles. Once the profiles are set up and you click on the OK button on the Register
Profile screen to continue, you are ready to log in and ring sales.

Step 2 - Log into the POS module by double-clicking on the POS icon on your desktop. The POS Login window displays.
@ Please Login

Sales associate: I
Pazsword: I

f Login | ﬂgancel |

|Employee's zales associate number

Type system as both the Sales associate and the Password, then click on the Login button. The POS screen displays.

&« You can also log into the Office module by clicking the Windows Start button, pointing on Programs, then pointing on Retail ICE and
selecting ICE Office.

[ =8| x|
iy [F2) Store = T F3IRegmer v < [ra]neceip 3 [F3] Provucts 47 [F6] PaTKae S [C] customer
[A] Sl son [R] Ridiiin 1/ [e] ety o [V v - [7] P & [6] LoginOut
Bales Receipt =no austomer=
Ref|*  [UPCrSKUSHe  [Description [s2 W |oy [Price  [Total
= = 5
Tatal
[hiotes o
=5 [F12]) Tender
|t o ks o : CMD | spslem

You can access the POS features through pull-down menus or by simply pressing “hot” keys or “direct access” keys. A quick
reference guide is provided in Appendix C of the User Reference Manual.
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REGISTER

O Clocking In and Out at the Register

This feature allows employees to clock in and out at the register through the POS screen. As they clock in and out of the register,
timesheet history is created and is available in report form.

Time Clock Access

@ Please Identify Yourself

Sales aszociate: I
Pazzword: I

f Login | ﬂgancel |

|Employee's zales aszociate number

O Logging In and Out of the Register

During normal daily operations, you can log in or out of the register by pressing the [G] key to display the POS login screen.

POS Login

@ Please Login

Sales associate:

Pazsword:

f Login | ﬂgancel |

|Empl0yee's zales aszociate number

O Maintaining the Register Profiles

The Register Profile includes the Register Options, Print Options, and Hardware Settings. If you are using a pole display or cash
drawer, or will be printing sales receipts on a 40-column or 80-column printer, you will maintain those devices through the
Hardware Settings. To maintain the register profile, press [F3] to display the Register Options.

Register Profile [ x|

ﬁ Register ID and Settings

Stare no Orig. Store no:

Frint Qptions | Hardware Settings |

[~ Require custarer information ™ Logout after each sale

™ Stop on quantity after scan [~ Prompt for Salesperson on Tranzaction
[™ Stop on price after scan I Prompt for Advertiserent

¥ Group same ltems on One (1] Line I~ Print Tags on Retun

I Use Touch Screen Keypad I~ Default to Praduct Inguiny

I 10000.00 1y 5 Selling Price at which to prompt for verification

[y ok | ] Close |




O

[ iy iy Wy

Require customer information - You will be required to attach a customer record to every sales receipt prior to tendering
the sale.

Stop on quantity after scan - The cursor will jump to the Qty field once the item’s UPC/SKU/Style is scanned.

Stop on price after scan - The cursor will jJump to the Price field once the item’s UPC/SKU/Style is scanned.

Group same items on One (1) line - If the same item is scanned several times within the same transaction, the items will
combine on one line. This will shorten the length of the receipt.

Use Touch Screen Keypad - When a sale is tendered with cash, a credit card, or an ATM card, a 10-key pad window will
display to assist you in entering the amount.

Logout after each sale - You will automatically be logged out and need to log back in after each transaction is
completed.

Prompt for Salesperson on Transaction - You will be required to enter a salesperson after the first item is scanned.
Prompt for Advertisement - You will be required to enter a sales source code.

Print Tags on Return - APOS Tag Printing window will display after a return is tendered.

Default to Product Inquiry - If selected, the Product Search window from Product Inquiry will display.

Max. Selling Price at which to prompt for verification - Allows you to set a dollar limit in the Price field at which the
system will automatically prompt for verification of the price entered. This can prevent erroneous amounts from being
entered in the Price field.

Print Options:
Register Profile E

ﬁ Register ID and Settings

Stare na: Orig. Store ho:

Register Dptions | Hardware Settings I

¥ Prittt custamer name ¥ Prompt Ta Print

¥ Print Cust. Addr. Mumber of receipt copies: 1

Layaways and Special Orders Only 5 ——
¥ Frint payment lines Mo. of Signature Slips: 1]
™ Prirt payment history Additional layaway copies: ]

il it et Palicy statements:

¥ Print policy
I Piint Sales Associate Returnz Accepted ‘Within 30 D ays Wwith
¥ Frint Style on Receipt Original Receipt

I~ Use 35% 55 Recejpt

[~ Custarn Print (20 Calurmn Orly)

Start AtIU Lines to Frint IU Linesx’PageIU
[ ok | #] Clase |

Bolicy Statement | Layaway Statement |

O Print customer name - If the Require customer information option box was selected in the Register Options and you
also select this option, the customer’s name will print on the sales receipt.

O Print Cust. Addr. - You can specify the customer’s shipping address to print on layaway and special order receipts
printed on 40-column and 80-column printers.

O Print payment lines - Each payment type (cash, check, and credit cards) used in tendering the sale will print as a
separate line on the sales receipt.

O Print payment history - If the Require customer information option box was selected and you also select this option,
the customer’s layaway payment history will print on the bottom of receipt by date and dollars.

O Printdiscount - The regular price and amount saved will print on the sales receipt when a discount is applied to the
sale of an item.

O Print policy - The policy and/or layaway statements you define will print on the sales receipt.

O Print Sales Associate - This will print the salesperson on the receipt.

O Print Style on Receipt - The sales receipt is defaulted to print the UPC number for each item sold. If you select this
option, the style description will print rather than the UPC.

O Use 8.5 X 5.5Receipt - If selected this will be the size of your receipt and it will print on a dot matrix printer.

O Prompt To Print - You will be prompted to print the receipt after tendering.
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Number of receipt copies - Defines the number of sales receipts to print once the sale is tendered.
No. of Signature Slips - Defines the number of signature slips to print for in-house credit and credit card transactions,
Additional layaway copies - This will determine how many copies of the layaway receipts will print.

Policy statements - If selected, you will have two options when printing statements on the bottom of the sales
receipts as follows:

+ Policy Statement - Prints on the bottom of every receipt.
Y Layaway Statement - Prints of the bottom of layaway receipts only. If you defined a Policy Statement and
a Layaway Statement, both will print on the layaway receipt.
Q Custom Print - If you are print a customized sales receipt, you can set the print parameters by defining the Start At
position (0=top of receipt), Char/Line (hnumber of characters per line), and Lines/Page (number of lines per page).

[y iy

Hardware Settings:

ﬁ Register ID and Settings

Stare no: Orig. Store na:

Heg\steertionsI Print Options  Hardware Settings |

Default pole message:
I Werfies checks I

[~ Weifies credit %-Charge falder
™ ‘erifies ATH | J

Devices.. |

3 ok | #{ Close |

O If you are verifying credit card transactions, click to select the Verifies credit option box.
O If you are using a debit PIN pad, click on the Pin Pad Setup button.

I

\ The No Device Configured radio button is selected by default. Click in the WelchAllyn HHP 3100 radio button if you are
using that device, or click in the Verifone PINPad 1000 radio button if you are using that device.

If you select WelchAllyn HHP 3100, three buttons will activate:

* Load Default Logo... - A dialog box opens for you to select the default logo or another logo of your own (.bmp
file) to display on the pin pad.
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* Edit Logo Template... - A dialog box opens for you to select a logo to edit. Click on the Save button, and the
logo opens in the Windows Paint program where you can edit it.
* Test... - Verifies the setup is correct; prompts you for a keyboard test.

If you select Verifone PINPad 1000, these fields and button will activate:

* COM Port - Enter the COM port number or click on the down arrow button and select the number from the
drop-down list.

 Default Message - This is the message that will display on the device for your customer to see. READY dis-
plays by default. You can change the message to another message of up to 16 alpha-numeric characters.

* Test... - Verifies the setup is correct; prompts you for a keyboard test.

O If you want a message displayed on the pole at POS, enter the applicable message.
a If you want to define devices (pole displays, cash drawers, and printers), click on the Devices button.

POS Devices H=] E3

@ POS Devices
mSave | ’ E =it |

{ Pre-Defined | LCustom Settings I
Pole Display Setting Cash Drawer Setting Receipt Printer Setting

Fort: | =1 | Par [ =) OLE for Point of Sale

Driver:

Anfindows Printer-

Tupe: | = Type: | [ Mamme: I\\CAMPF!INH\ -]
Port; I 'I
Type: I jv

Test | Test | Test

I~ Eromptfor Printer on Reprints

O Opening the Register

When you open the register for the first time each day, you can define the drawer’s opening balance.

Numeric Input [ x|

@ Opening Drawer Balance

| D.00
B3 ok #1 cancel |

O Creating Paid Ins, Paid Outs, and No Sales

Paid In:

Numeric Input

@ Amount Paid In

| .00
B ok I #1 Cancel |
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Paid Out:

MNumeric Input

@ Amount Paid Out

| .0
B ok I #] cancel |

No Sale:

Pops the cash drawer.

O Closing the Register and Balancing the Drawer

When you close the register, all cumulative sales information from the time the register was opened until the time it is closed is
detailed on a Register Balance receipt that you can display and/or print. When you balance the drawer, all count (coin, bills,
checks, gift certificates, credit memos, and other) information is detailed on a Cash Drawer Balance receipt that you can display
and/or print. You have the option to close the register without counting down the drawer.

I
Count Aot Count Arnount
Pennies 14 014 Dallars Ig Ig o0
Nickels [z [is Twos - [
Dimes 10 1.00 Fives B [15.00
Quarters E] 225 Tens Ig Ign o0
Half Dollars |2 1.00 Twenties I? INU.UU
Total Coir: _ Fifties |1 ISU.UU
Hundreds |1 |1DD il
Tetalcit R
i Credit Card:
Wisar [B3.09 amEs: [000 e a—
wc: [0.00 Discover. [1228 [oon
LIl
Other
Checks: |251 73 Gift Certificates: |0.00
Cash D Bal -
Credit Memos: I—U_UU Others: I—U.UU ach Drawer Ealance -
Drawer Totel: | EEA Date: 12/23/2004
Time: 02:10:47 PH
ﬂl_ﬂl S : - Begister ID: BG0000LO000D00LS
Count Amount
Tennies 14 0.14
Hickels z3 1.18
Dimes 10 1.00
Quarters 9 2.25 ||
Hlf. Dlrs 4 1.00
Dollars & €.00
Twos 0 0.00
Fives 3 15.00
Tens 9 20.00
Twenties 7 140.00
Fifties 1 E0.00
Hundreds 1 100.00
||
O |




ENTERING PRODUCT INFORMATION IN THE POS ScREEN

You can manually enter or scan in the product UPC, SKU, or Style to begin the sale. The entries can be alpha/alphanumeric. If
you do not know the UPC, SKU, or Style, you can use the search function to locate and select the product(s) to sell. If the
product has more than one UPC, a multiple Products List displays and you can select the correct product from the list. In
addition, you can use the Product Information Lookup feature to display additional detailed information about the products you
are selling.

O Alpha/Alphanumeric Entries

If you enter alphabetical or alphanumeric style numbers in the UPC/SKU/Style field, you must also enter a period (.) immediately
preceding the first alpha character.

O Multiple Products List
When you enter a style number with multiple UPCs attached, the multiple products pop-up list displays.

UPC Selection

bore than one product with style 104 exists. Choose fram the list below or prezs [Esc).

400100000410 CROSSTRAINIMG

] BLUE ADIDA 17
400100000427 CROSSTRAINIMNG g BLUE ADIDA 18
400100000434 CROSSTRAINIMG 7 BLUE ADIDA 18
400100000441 CROSSTRAINNG g BLUE ADIDA 18
400100000455 CROSSTRAINIMNG g BLUE ADIDA 18 j

O Product Search Function

You can search by description, size, vendor code, style code, etc., or a combination of options.

g Product Lookup
@j Search Criteria for Products

Clgse:[ BUTS % | Sybsize[ ¥ LT —

Eslended Desc

Description: | ordar |7 % # Search

Degt [ MENS 7 sl @ syl | 2| @ Stop
Sup:Class "'3. Color | 7?: Ston Mo I 1 %]

Search Results: 28 Product(s]

[OESCRPTION Jom |comaten oo |ciament_sire [manTHe | B nﬁ|nﬂ:i|
3 BUTTON BLK GABARDINE SUIT T2 0 142 B R BLK (1295
BT TN LK GADARDIE ST 100 o o |EX I b 1295

3 BLITTCN BLK CARARTNE SLIT 107 a 147 I 3 BLK  [1795

3 DUTTON LUK GALARDNL LT 00 0 0 &0 1 1z

3 BLITTCN BLK CARARTANE SLIT 103 a B 42 ® BLK |15

3 BUTTON BLK GABARDIE SUT 100 0 2 42 T Bk 1285
BT TN LK GADARDIE ST 0 1 n s ® b 1295

3 BLITTCN BLK CARARTNE SLIT 100 a ] M T BLK  [1795

3 BUTTON BLK GALARDNE ST 0 1 n a5 " 1

3 BLITTCN BLK CARARTANE SLIT 100 a ™ I it CEES

3 BUTTON BLK GABARDIE SUT 101 1 il [48 R [Bux12ss
BT TN LK GADARDIE ST 100 o o [0 I [T

5 BLITTON BLH GARARTNE SLIT 100 a a £ " CTaE]

3 BUTTON BLK GALARDNE ST 100 1 0 o 1 1w
KT LI_I

|Uise thee [pacebier] to toggle selechion.
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O Product Information Lookup Feature

Use this feature to view additional information about a product that you are selling.

%% Item Information [-[O1=]
Sales
STYLE: 115900 YENDOR NO: TIMB
UFC: 400100000540
DESCRIPTION: Leather Weathered Bomber
DEPARTMENT: MEHS SIZE: L
CLASS: OUTERWEAR SUBSIZE:
SUBCLASS: CASUAL COLOR: BROWH
OM HAMD: 10 COMMITTED: 0
0N ORDER: 0 MODEL STOCK: 1
Store Na| Store Mame | OnHand | On-Order | Committed | Modellnw. | MinOty | Max Gty | Price
Sales 0
2|Sales Two 1 0 ] 1 0 0 $230.00
3 Store Thiee 2 0 0 1 0 0 $290.007
-]

MODIFYING THE SALES RECEIPT

As you create sales transactions, you can change the quantity sold, price, tax rate, subtotal, and total. In addition, you can
attach customer detail to the receipt, credit sales to multiple sales persons, and add notes to the sales receipt record.

O Changing the Quantity
Click in the Qty area and change the quantity or use your arrow keys.

O Changing the Price

Click in that area or use your arrow key and change the price. If the employee changing the price does not have authority to do
s0, the system will stop and ask for a name and password of an associate who has security rights to override a price.

O Changing the Tax Rate

On single items on the sales receipt, or to change the tax rate applied to the entire sales receipt, press the [T] key. The taxes
screen displays:

F Taxes M= E3
¢ 14 ] @
[F2] Add [F7lDelete | [F6]Tax Rates | [F10] Save [F12] Exit
i1 vI 7 EEEE
TaxID | MNarme | Type of Tax -
Default Tax Mormal
1/ 5ales Tax Mormal
2 Mon-Tax 2 Marmal




O Changing the Subtotal

When you change the Subtotal or Total amount on the sales receipt, all items on the receipt are affected. You can change these

amounts by a discount percentage, discount by a flat amount, or by replacing the existing amount with a new amount.

@ Discount Sub-total by Percent

| |
@ ok I *] cancel |

@ Reduce Sub-Total by Amount

| .o
B ok I *] Cancel |

@ Set New Receipt SubTotal

| .o
B ok I #] Cancal |

O  Attaching Customer Information

Whenever you attach customer information at POS, the Customer Lookup screen will display. From here, you can select an
existing customer record to attach, make changes to a customer record, or create a new customer record. After the customer
information is attached, you can continue with the transaction.

i
| ~ juf |
[FZ)4dd | [F3] Filter | [F4] Showal | [FS]Edit | (6] Select | [F7] Delete | [FE]E-bail | [F3] Labeke/Export| [F10] Clear | [F11] Beport | [F12] Exit
Customer Search
Last Name First name Phone Customer ID
City State 2IP Code DOB Fiter —————|
I ,_ C Year (VY] s
 Day =
Status Tupe Sales Person . Mnnlh,— A
| j " Mone I8

Company E-Mail Last Modiied by(EM L Modiied Date: Modiied Time:

[ | | ) [ User Defined Field Search.
Free Form 1D Reference D Assign Freq Buper Code:

[ [7 OnMaiing List

[iomz |

Job Trackes| Customer I
0000100000035

I T 10100 N MAIN STREE
(3171577536 ]

BORDEN COMMITTEE ON FOE (125052225 10003 COMMITTEE ON POETRY, INC o

BRAIN MAGIC (2122046515 10003 [~

BRANDT JOSHUA (347)739.8098 State

BRICKER: NEIGHBORHOND FIL (3479393098 11223 NEIGHBORHOOD FILMWORKS WY

BROWN JACOUELINE (212832:3232 10026 2P Code

BROWN SHIRTY [S17674.7645 10004 | 001z

Show? Last Visit ®urch V1D Mmm%mmmm Tatal Customers
r I Y

O Crediting a Sale to a Specific Salesperson

As you enter product information in the POS screen, you can assign a sale of specific line items to an associate other than the
sales associate who is actually ringing the sale. This information is then available when you run a Commissions Report.

i Salesperson List
"which zalesperson do wou want bo azzign o this line item?
-Currently Adams, Jim
‘ Enter Sales Associate#:l |
Sat M arne -
3 Belanger. Ken
5 Blackwood, Tereza
B Carter, Kimnberly
4 Watzon, Tim LI

o | Apply 1o All Lines | % Cancel |
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O Adding Notes

While you are creating sales transactions, you can add notes that are specific to each sale. Those notes are saved in the database,
and when you reopen the sales receipt, the notes are displayed.

Cashior #5YSTCM Advertise Code: Dillboard

hFzsoe - RIF v 241 Receipt | sk [F5] ~| ® [F6] Packane 4 [C] Customer
4§ [A]Salvsperson | 9 [R] Betuin 1L (0] Quantity 2 [ V] oid & [P Brice: | & [6] LoginOut
Sales Receipt #RC00001000001347 Parker, Bryan

Reff JuPciskustyte [Descrption 5z Tw  Joty [Poce  [iotal
1w WINI FIGIUE TOURNAMENT SHIRT M 1 4\ aimM

=) this nate 5 bemng added W the sald] [Subrotal
Tat.
Total
Notes ¢
& [F12] Tender
I.'NH_FWRHH B2 56 Discount %2500 Discount Dollars 15 75 SAFSYETEM >
e[ gtem [Seeka1 |

[Pestiol stk oo

O Printing a Gift Receipt

The Gift Receipt feature lets you reprint a receipt with all of the same information as a regular receipt but without the amounts.

O Attaching a PO Number

Click on the Receipt button or press <F4>. Select Add PO Number from the drop-down list.

PD Number
Please enter the PO Humber below
PO Nurnber
Ok Cancel

O Redeeming Vouchers for Free Items

Click on the Store button or press <F2>. Select Redeem Frequent Buyer Voucher from the drop-down list.

Frequent Buyer Youcher E

0 Frequent Buyer Voucher

Woucher Mumber

{ oK I !Qancell




CREATING LAYyawaYs/SpeciAL ORDERS/HOLDS AND REOPENING SALES RECEIPTS
O Creating Layaways

You can change a sales receipt into a layaway at any time while you a creating the sale. Once you have entered the product
information for the items to be put on layaway, you will need to attach customer information to the layaway receipt.

Saved Receipt

_J# Layaway Receipt Information

Receipt no

RCO0001000001049

Due date

D171 2002

B ok | *] cancel |

O Creating Hold Tickets

If you have a customer who wants to hold items for pickup and payment at a later date, you can change a sales receipt into a hold
receipt at any time while you are creating the sale. Once the product information has been entered, you will need to attach
customer information to the receipt.

_# Hold Receipt Information

Receipt no:
RCO0001000001049

& Dk | ﬂ Cancel |

O Creating Special Orders

You can create a receipt as a special order to be reopened as often as necessary with multiple tenders. The items sold on a special
order are treated as committed until the order is actually closed. At that time, the order is considered a sale and the on-hand
inventory is adjusted. Special orders cannot be closed until they have been paid in full. Sales receipts will display and print the
header “Special Order” until the order is closed.

O Reopening a Sales Receipt

When you reopen a receipt, you will need to define the search criteria for finding the receipt. When the Receipt Lookup screen
first displays, the cursor is positioned in the Last name edit box, and the “Include” criteria are set to search for “all receipts.”
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&j Search Information

Lastname: Ehone: Stors no; Includa:
| | = [ W <all recaipts - 1o
Hoidss
Feeipt I Customer ID; Liirwiness
Retums
- - Fales
Receipt Information vnie =l
Fncoipt St B Balns datn Total Tax Pa " dpen
I C00001 DO0001 457 1 5 1HIAZ003 7908 S60 [ P
FC000010A0001 455 1 8 1203907002 160.0D 120 7
R.C 00001 000001 455 1 - 1LIWE00F  110.00 770 11° Loadyot
FC00001 000001 454 1 8 1203907003 180.00 1343 M ﬁ
RC 00001 DUDN0T 453 1 v 1LEW0E 000 0o [T}
FC00001 000001 452 1 5 1222003 IT6.99 6.9 4
RC 00001 DUDU01 451 1 § VLEII0E 16500 1145 "
00001 090001 450 1 5 12MIU00F 16500 0.00 16
G000 DA000T 459 1 5 VII0E 13T AD B3 13
C00001 000001 460 1 5 1IN0 12995 a0 12
FC000010A0001 4&7 1 v 1203202002 000 [ nn
R.C 00001 000001 455 1 v 1HIUI0F  0.00 0.00 [T}
FC000010A0001 485 1 3 1203207003 4499 315 4z
Daserpnon Fca Oy Snipal |T Amourd Dt
Crystal Gandle Ho X 1 7 10000 12292003 14585
1444 12002003 1459 50
*| Close

Once the reopened receipt is displayed in the Sales Receipt window, you can make changes as necessary or tender payments on
layaways or hold receipts following the same procedures as for tendering a regular sale.

O Gift Receipts

Once a receipt has been tendered, you can reopen the receipt and print a gift receipt. The receipt will have all the original
information except for the amounts.

UNIQUE ProbucT SALES
O Package Sales

Items can be sold in packages. Click on the [F6] Package button on the screen to start a package. Scan or enter as many items as
you want for the package. Click [F6] again and you can enter a fixed price or a discounted price by percent or dollar amount. You
can repeat this process for as many packages as you like for the receipt.

Deduction Type——— Cument Price

&+ Fized Price |31?_1?

" Percent Discount
Mew Price

¢ Dallar Discount I [0.00

0K

O Selling Open PLU Products

When you sell an open PLU item, the cursor and highlighted bar will display in the item Description field in the POS screen. You
can enter in a new description or accept the description displayed by pressing [Enter]. The cursor jumps to the Price field. Enter
the selling price in the Price field and press [Enter].

O Selling Gift Certificates

Once you sell a gift certificate, the Vouchers screen appears.



# Vouchers - Gift Certificate M= E3
Thiz module iz here to aid you in the issuing of Credit Memas & Gift
Certificat
Voucher Issued [ """
oucher Information [ fdarniisl Hveiide C Inf ion [Optional]
Customer ID: I w7 |
Youcher ID: IGEDDDm 000000001 7 |
Full Hame: I
mnn/dd ey
Add 2 I
Date Issued:  [11/02/2001 1ess T
i —
St : : B
art D ate (mmAdddpwy):  End D ate[mm./dd oy Phone: [
| 44
mours: ISR ¢ -
Save Save w/o Printin

O  Selling Products with Serial Numbers
When you sell products that have an assigned manufacturer’s serial number (through the Alias Table option), you must select the

applicable serial number to attach to the sale, then attach a customer record to tender the transaction. Once the sale is tendered,
the sales date and customer record detail will automatically update in the product’s Alias Table.

Available Sernal Humbers E

ﬁ Serial Numbers

BIKE

e

[F2] Insert

7]

[FE] Select

@

[F12] Cancel

976439

O Selling Gift Registry Items

When an item is purchased for a gift registry, the registry is assigned to the sale at POS, updating the record.

TENDERING THE SALE

Once all product information has been entered in the Sales Receipt window, you are ready to tender the sale by pressing [F12]. The
Collect Payments for Tender window will display (unless you defined your Register Options to Require customer information if
you require customer information to be attached to each sale).
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Collect Payments for Tender
&8P ayment Information

Type | Details | AuthMoucher D |Am0um

(S
]

Defete

e S

In-House

9
s
[F8] ROA
@
o
[F11] Currency Canwersion ‘ Balance $84 53 [F9l Charge |

£ = 8 O e
[F2] Cash | [F3] Check | [F4] Credit | [FSIGift CertiCaret |[FE] Memo| [F7]ATM  [F10] Tenders | [712] Terder
ﬂgose
I
O Tendering the Sale with Cash - [F2] Cash:

@ Amount Paid by Cash
Type of Currency

| EIf

O Tendering the Sale with a Check - [F3] Check:

Payment by Check
Check Information
A

Amount:

Mame: I

DL Murnber: I—
State: I
Diate of birth: |12,-30,f1 B899

Approval: I
3 ok | +] cancel |

|Am0unt of payment

You can enter the check number, customer name, driver’s licence number, state, date of birth, and approval. All fields are
optional.



O Tendering the Sale with a Credit Card - [F4] Credit:

Credit Card |

Armount: | 442 41

Credit Card Information

Flurmber: I

Expiration: (mwyy or MM.I'DDNY)I

Address Eeriﬂcatiunl

Accounts Approval I 3 ok | ﬂgancell

If using X-Charge, the number, expiration, and approval will be automatically entered upon credit card swipe and
approval. Clicking the Accounts button will show any credit card information that you have entered in Customer
Maintenance. Select the account number you want, and the credit card number and expiration date will display in the
proper fields in the Credit Card Information window.

Customer Accounts [ %]

Mame: I.Jne Bleau
Address[2650 County Line Rd
Cﬂy,State,ZipIGrand Prairie, T 75235

Account Mo Drate
1] 13
03/31/2003

04/30/2003

5122 0758 3803 6054 m.A01/2004

O Tendering the Sale with a Gift Certificate or Gift Card - [F5] Gift:

Gift Tender Selection
I Seleet Gift Tender Type Vouchers - Gift Certificate
Thiz module is here to aid pou in the izsuing of Credit Memos & Gift
Vi her | d Ceificates.
=[G Ca| 2 ¥ OUCHer 1ssue

wacher Information | Manual Overiids Customer Information (Dptional)

Customer ID:I =7
Youcher ID: ﬂ
Full Hame: I

mm/dd sy
Add :I
Date |zsued: |12£30£1899 less
Start Date [mm/dd/yy):  End Date(mm./dd ) o -
one: —

[77 [

| Gift Card Information

anoun: | 4 W v | Fa 53

Save Cloge

™| Does Youshen Erpie?:

Mumber: I

épprovall (3 Ok | ﬂgancell
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#+ Youcher Lookup

SORT BY:

Hame:
Youcher D
Date [ssued

Shiow ONLY
( ’ £+ NotUsed
Select Cancel cal

O Issuing a Credit Memo at the Time of a Return - Print Credit Memo [Alt+M]:

|
# Vouchers - Credit Memo HE B3
Thiz madule is here ta aid you in the izsuing of Credt Memos & Gift
Certificates.
Youcher |ssued
Voucher Inf tion I | Hanual Overide Cust Inf tion [Dptional)

Customer ID: [EUBDmIBOTOOT00E % |

Woucher ID: | CRAO000TDO000000S ﬂ
Full Hame: IJDhnson, Frank.

el Address: |2982 Boulder Ave.
Date lssued: IUB-"'14."2UU2
Dienver co

|80424

Start Date [mm/dd/myy): End Diatefmm/dd/my): | 3
| farj ate [ dd/wyy] Ir; Jae{mm W) Phone: (97015554141

‘ "

Save Cloze

O Tendering the Sale with a Credit Memo - [F6] Memo:
B

#4 Youcher Lookup

SORT BY:

Name
Youcher ID
Date Issued

Show ONLY
’ % Nt Used
Select Cancel CaL

O Tendering the Sale with an ATM card - [F7] ATM:

Debit Card

== Debit Card Information

Arnount: | 5275

Nurmhber: I |

Expiration: gham™ or MMIDDNYJI

f1 ok | +i Cancel |
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O Tendering the Sale with Coupons, Flyers, and Frequent Buyer Points - [F10] Tenders:

mTendel Selection 1=

=
i.Tender Selection
ANy © "
$Amount | Percent | +4- &
Prepaid Deposit 0-
Clearance Sale 0.00 15 -
Frequent Buyer 0.00 0-
Super Coupon 10.00 0-
Ath Qtr Coupon 10.00 0-
| |
i Select | ﬂ Exit |

O Tendering the Sale with Foreign Currency - [F11] Currency Conversion:

ll’.— Currency Conversion [_ ]
I Select the Cuency that you want to convert the U5, Dollars to.
U.5. Dollars Canadian Dollar
85.80 Converts to 137.26
Description $E quire.
Mongolian Hoohah ] 0z
Mexican Peso 0107706 9284534
| |
Comments

VoIbs AND RETURNS

You can void individual lines on a sales receipt or an entire sales receipt. If you are a manager, you can use the post void feature
when you may not have the time to void the sales receipt real-time. As a manager, you can reopen the receipt and void it later in
the day, prior to closing the register. Returns can be processed on a new receipt or by reopening the original receipt.

IN-House CusTOMER ACCOUNTS

To accept payment on account, click on Tender, then ROA, then Tender Type. The system will ask you for a customer.

I In-House Account No [ %]

Account Ho Search for Customer

P

To process an In-House Charge:

Select Charge. The system will prompt you for an in-house number; if you do not know the number, you can look it up.
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In-House Charge

Account No: IOy

Name: |5mth. Jchn

Address: |200N. Main
City/State: |35 Vegas, NV 83128

Last Pymt Date; |10/22/2001 060000

ety 47.47
¢ 3
[F5] Accept [F12] Canicel

POS REPORTING

Sales History:
Provides graphical representations of your store’s sales history. You can select to view the sales history in one of these formats:

Q Salesperson

Q Department

Q Day of the week
a Vendor

I
d Sales History Viewer

Report Dptions E " .
Awvailahle views:

Sales by Salesperson, 2004

@ Choose Report Options I 7 955 SYSTEM SYSTEM son
120,000 TT Tt T T T I 73 Senzel Jessica by Department
1100004 """ -| 104,348 MORRIS MARK by Day of Week
10300 | B mreamermaoem | e
Fram: li To: l— ' : :
/022001 /202001 90,0007~ ] 172 ABRECHT EDVWWARD
R GRESCERI | ERREPRRRERRRE 10,160 BRAMNDT JOSHUA
Specify registers: || W e 38 BIANCH, TONY
70,000 16,956 SHAVER LISA v Gradient
I This register 60,0001 7 GILROMNAN REGIRA =
5 - i 40552 WAZQUEL MERK
ol S I 70,222 GARCIA X AVIER F Print. |
ST = T I 41 475 WINART JASON
30,0004 70" "EE s 125,093 RIZZIGINA
20 pooftozz==:- 3 13,691 Gursha Danielle
' W 5,572 BUSCH ALLISON

10,000 I 550 empd empd.

SYSTEM, S STEM BRANDT JOSHUL,

& Ok | ﬂ Cancel |

|Beginning date of report ‘ " Hour " Today  Week £ Month & fean | 1 Close

|\-'iew this wear,

Department Sales Summary:

Provides sales history information, including the sales code (sale - S, layaway - L, return - R), sales dollars by code, discount dollars,
cost of sale, gross margin dollars, and gross margin percentages.



Department Sales Summary HE

B5E ¢+ » §8|HE om

Department Sales Summary Prirtedt  DOBRNR 133350
Stre 1 Inchides Trans actions Fram  0RU262002 0000100
Register: To: 0272002 00/00:00
Report Options MENS- MENS

. Sales Code Sold Returned Committed Selest Return$ Cmitd§ Oscourt$

@ Choose Report Options 2k z 0 0 “a om 0o 3150
Cost of Edles B
Wargin : 2%
Te: hargin % 2%

o 11022001
TOTALE: Sold Returned Committed Sdest Returng Cmtd§ Oiscourt$
Specify registers: F 0 0 W 0m 000 3150

I This register
12

Eﬂ,gk ﬂgance\

|Beg|nmng date of report,

|Page 1 of 1

Hourly Sales Summary:

Provides sales information that occurs during each one-hour period that the register is open. The report includes the store number,
register number, sales units and dollars, return units and dollars, committed units and dollars, average sale dollars and percentages, and
the number of transactions that occurred during the one-hour period.

Hourly Sales Summary - [5]x]

BEE « " §8|dE ool

Printed:  DRZE2002 13:44:23
RO =] Hourly Sales Summary

eport Options st 5 Inchides Transactons From Q3282002 0000:00
. To: 082002 00000

@ Choose Report Options Regster:
Hours ay flesy Retuns  Retund Cmtd Crid§  Aug Sole Trans Back Sales #Trans.
00 TO 1158 1 4724 o 0w 0 00 24 50 1
[Pl To: f11/m2/2001 0010125 1 4725 o om0 00 @25 50 1
Totals 2 wa o 0w 0 000 2

Specify registers:

I This register
12

Elgk ﬂgance\

|Beglnmng date of report,

‘Pagﬂ of 1
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Register Open/Close Report:

Provides cash drawer information based on opening drawer balances, daily sales transactions, and closing drawer balances. The report
details the open and close times of the register, the name of the associate, the expected drawer amount, the drawer balance, and an

over-under calculation.

Register Dpen/Close Report BEER
BE@E M« |EE HE| e
-
Register Open/Close Report Printed: 006252002 134621
Store: 1 Inchides Trans actions Fram  0RU262002 0000100
Register: RG00001000000005 To:  CQ25R002 124721
Time: Associze Epeded Balzrice Ower-Under
Cloze 0262002 1:47:21 PM SYSTEM 506 8031 0425
]

| |Page 1 0f 1

Register Receipt Review:

Provides sales receipt detail including receipt number, store number, sales date, UPC, SKU, description, cashier, quantity sold,

quantity shipped, retail cost, selling cost, and applicable taxes.

@ Choose Report Options

Frarm: [f

Ta: |11,02/2001

Specify registers:

™ This register
12

@,Qk ﬂgance\

|Beginning date of report,

Redgister Receipt Review |_[5] %]
BER 1« H |EE HE| Do
-
Register Receipt Review Frirted: - DBENE 13525
Stre 1 Inchides Transactons From  DO¥2B.2002 0000:00
Register: To: 0272002 00/00:00
Sale
Receipt I:  RODOOCMOOO00M347 Fatcer, Bryan
Sales Dater  DVZRZ002 1111702 AM
Cahier:  SYSTEM
Line  Code LR Des cription gF 2y Ship FRedail Selling
1 Sale 0010001856 MNIPQUE TOURNAMENT  SYSTEM 1 1 6288 24
Subttal @24
Tax 33
Total M58
ReoeiptID:  RODOOCHOI004348 Bleau, Jo
Sales Date:  0R/ZG2002 1:02:52 P o
Cas hier: STSTEM
Line Code  LPC Des eription £ oy Ship Retai Seling
1 Sale A00002085 Cutter & Buck Pol-Style SYSTE 1 1 6300 4125
Subtptal H2E
a3
Total G046
]

|Page 1 of 1
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RETAIL ICE SUPPORT HOTLINE
(877) 270-7423

HARDWARE SALES
(866) 840-4443

' CAM

Commerce Solutions =

17075 Newhope Street - Fountain Valley - CA - 92708
714-241-9241 - 866-840-4443
http://www.camcommerce.com
“We Make Better Retailers”
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