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Before You Begin

Document References
Conventions
Operating Modes
Features

Built from the ground up, TMS (Textile Management System) is based on the Microsoft

.NET framework and tightly integrated with the Microsoft Internet platform. Microsoft. .net is a set
of Microsoft software technologies for connecting the world of information, people, systems, and
devices. It enables an unprecedented level of software integration through the use of XML Web
services: small, discrete, building-block applications that connect to each other—as well as to
other, larger applications—via the Internet. TMS is a fully integrated Point Of Sale and
BackOffice software solution for Textile, Drycleaning, Alteration, Shoe Repair, Laundromat
industry. Its unmatched reliability, remarkable flexibility and unprecedented ease-of-use sets a
new benchmark for POS software in today's tough demand service oriented environments.

.NET FRAMEWORK 3.0

WINDOWS
PRESENTATION WINDOWS
FOUNDATION  COMMUNICATION
(WPF) FOUNDATION

(WCF)
WINDOWS
WORKFLOW
FOUNDATION WINDOWS
{WF} CARDSPACE

N

NET FRAMEWORK 2.0

.NEet Framework
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Resources

CSI provides the following documentation resources for use with TMS.NET. References in this
document to “User-Defined” or “Configuration” options are found in the Administration Guide.

* Installation Guide —Contains software installation instructions.

» User's Manual —Describes use and operational aspects.

Conventions

TMS.NET generally conforms to Windows user interface and design conventions. Departure from
standard Windows conventions is the result of our efforts to create an effective touch screen user
interface. Observe the following when reading the document and using TMS.NET.

Abbreviations
Throughout this document, references to some screen views have been shortened for the sake of
brevity. These views are described later.

e A/R —Accounts Receivable

e COF —Credit Card On File

e PIN —Personal Identification Number

Screen Design

In TMS.NET all major functions occupy the entire screen with exceptions appearing as dialogs.
e View —Fills the major portion of the screen and contains most of the display and
functionality selections needed.
e Dialog —A smaller pop-up window that appears over a View. Dialogs are active while
displayed, is appearing when acted upon.
e Tab —Provide multiple selection area within a View or Dialog.

Buttons
The buttons displayed in TMS.NET are large enough to allow easy selection with a touch screen.
Mouse use is greatly enhanced with this larger size button. Be aware of the following button
characteristics.
e Active —A selection button is active when text color is dark.
e |nactive —A selection button is inactive when text is grayed.
e Selection Device —References to selecting a displayed choice are relative to touch
screen use. Choices can be physically selected with a touch screen, mouse, or available
keyboard command.

Displayed Lists

There are many list views within TMS.NET. Each list contains title column headers that act as
sort buttons. Double-clicking on one of these column buttons forces the list to sort in the order of
that header type. For example, the Customer Search list displays customers by customer id,
Double-clicking on the Customer # header button forces the list to sort all entries by customer
number.
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Keyboard Commands

Uniquely defined keyboard commands corresponding to touch screen buttons are denoted in the
lower right-hand corner of each button. Keyboard commands are shown in this document with
brackets “[ ]

Around the key (the touch screen button key does not contain brackets). The following are all
examples:

* Function Keys —[F1] thru [F12]—

The [F1] button to bring up TMS online help manual.

The [F2] button can be customized to call your own defined external program.

The [F3] button can be customized to call your own defined external program.

The [F4] button displays all price schedules menu in checkin screen.

The [F5] button allows you to switch to different store in a centralized database with multi stores s
The [F8] button always displays system calculator.

The [F10] button selects No Sale function, and opens the cash drawer.

The [ESC] button always exits from the current view without saving changes.
The [END] button always saves the current view.

Operating Modes

Stand-alone

In this mode, the entire computer system is located within each store. A system can be either a
single computer or an entire multiple-terminal local area network (LAN). Wide-area networking
(WAN) is possible, but not recommended. Databases are local to each store site with data
consolidation not practical. Data backups and computer maintenance must be performed at each
store site.

Central Database with Local Client Program

This mode is perfect for those who have centralized data needs with a small or large number of
store locations and who need real-time order tracking between stores and head office.
Centralized accounts receivable, pricing, promotions, marketing, time clock management, and
reporting is made inherently simple in this mode. In this mode client program is installed on each
store, and database on the central server. Each store is connected through internet or VPN to the
server. We recommend our cloud based hosted solution for this process.

Central Database Using Low Maintenance Terminals

Data consolidation is accomplished by using low maintenance terminals and high-speed data
connections. Each store site is connected to the application hosting data center using Windows
Remote Desktop connection to the Windows Terminal Server. Data backups and server
maintenance is performed at the data center. This mode is perfect for those who have centralized
data needs with a small or large number of store locations and who need real-time order tracking
between stores and head office. Centralized accounts receivable, pricing, promotions, marketing,
time clock management, and reporting is made inherently simple in this mode.

Remote Client

Remote client connection is perfect for those who don’t need centralized data with a small or
large number of store locations but would like to review reports and make small changes to each
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store through remote connection from home or office. We recommend TeamViewer to be
installed on both store and office computer for easy access. http://www.teamviewer.com

Features

Microsoft .NET technology

Microsoft SQL relational database
Microsoft Windows 7, 8 and 10
Microsoft Terminal Services client hosting, Scalable to any size operation
User Friendly, Organized and Intuitive
Touch screen/Mouse Enabled

Visual Invoice

Intuitive and fluid navigation

Easy to learn and use

Centralized Database

True real-time mode with SQL replication services
Nightly data replication

Stand-alone mode with Microsoft SQL, MSDE Or SQL Express
Remote application hosting
Merchandise Sales with SKU & PLU Support
Production capacity forecasting
Production problem alerts

Graphical workflow charting

Lost order identification

Employee productivity tracking
Barcoded item-level tracking

Assisted garment assembly

Central mark-in function

Production efficiency reporting

System navigation tabs

Function selection buttons

Problem order alert display buttons
Recent transactions list

Scrolling message marquee
Customer Management

Unlimited number of customers
Lookup by name, phone, barcode, etc.
Sales, A/R R, preference, HSL history
Customer profile indicators
Merge/reassign utility

Backup & Maintenance utility

Visit tracking and history

Order Management

Unlimited number of orders

Quick, Detail, Rack, Pickup steps

Add definable process steps

Order mark-in Hold function

Multiple mark-in formats

Intelligent invoice splitting

Automatic promised date calculation
Barcode printing and scanning
Barcoded visual physical inventory
Prepayments allowed at mark-in

Copyright © Computer Systems Int’l, TMS 2.4.4 version User's Manual, August 2015
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Multiple/Partial order pickup

Exception Handling

One-stop item/order-level editing
Split/Redo functions with reasons

Void function with reasons

Employee Management for Payroll tracking
Integrated employee time clock
Productivity tracking

Production Tracking

Management Reporting

More than 110 unique reports

Optional report writer

Cash, check, Credit Card, Gift Certificate,, A/R tender
User-definable tender types

Credit card on file

Step-based automatic payment

Flexible Printing

Thermal invoice support

Order pickup rack pick list

Document template editors

On Demand printed garment tags
Garment Tracking Heat Seal Barcoded System
Powerful coupon creation

Promotional coupons on invoices

Selective coupon

Route Management

Unlimited number of routes

Flexible route assignment

Barcoded bag tag printing

Manifest printing by stop

Internet Connectivity

Controlled access to web sites

Online customer order status

Secured owner sales data

Custom web site compatible

Finger Printer Reader

Digital Scale Interface

Laundry Card Support

Credit/Debit Card Processing with EMV Capable Terminal using VeriFone Point
Credit Card Batch Processing For Credit On File Customers using Payware Connect
Laundry Machines Cost Tracking
Conveyor Controller Interface
Pickup/Delivery App

Website Integration for pickup/delivery
Email / SMS notification

Copyright © Computer Systems Int’l, TMS 2.4.4 version User's Manual, August 2015
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Getting Around
The System

Startup Procedure
Main Menu

TM S . N ETis a robust textile management system uniquely designed for Dry

Cleaning, Alteration, Shoe Repair and Textile Industries with unique features and options for each
service. TMS.NET has a highly organized user interface made extremely easy to use by the
effective implementation of touch screen design. Both mouse and keyboard can be used together
as an alternative to the touch screen.

Startup Procedure:

1)
2)
3)
4)
5)

6)

Turn Monitor and Printer(s) on.

Look for the icon called CSI /Textile Management System” on your desktop.

Press CSI /Textile Management System icon to start the program.

Input your security pin number that has been assigned to you. (Default PIN is 1000),

If your system is equipped with Finger Printer/Biometric Reader, simply put your finger on
the Biometric reader. To learn more about Biometric reader, please refer to our
Installation guide.

Touch the OK button. This may take a few minutes to load the data and launch the

o GER 05
] 'I%Qs.

Check In Check Out Invoice Utilities Merchandise

Management

» @

Clock Out Exit
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7. After successful logon, if your system has been set up with the multi shift option, you will be
prompted to start the new shift, if not you will be prompted to open store. Press “Yes” to
continue. Please note if No is selected you may not be able to use the system until store/shift is
open ..

Note: If store was closed accidently, you will not be able to do any transactions until store
is opened. To fix this, Go to Reports -> End of day/shift and select Reopen. For additional
information read End Of Day reports.

Do You Want To Start a New Shift, Shift 2

8. A number pad box will appear prompting you to Enter Till Float. Input your Till Float value
after you have counted your float and touch the OK Button. Please note the system remembers
that last till float you had entered the day before during the cash up of the last shift.

|526.75

|
H

9. A confirmation box appears to make sure the till float and system date/time is correct. Press
Yes if it is correct, and No if not, adjust as needed.

[Notification

The Float is $526.75, Today Is Tuesday,
December 23, 2008. Are You Sure?

I N
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Main Menu (Anchor Page)

The main menu is the anchor of the TMS system. From here you are able to quickly access the
most common functions of the system and get the status of production. Please note that
depending on your job-class, you may not be able to access to some of the features. To activate
a desired function, simply touch or click on the relevant button. You may also use the quick short
cut number to access the desired functions. (E.g. to access the ready function you may press 6
on your keyboard) If you would like to keep track of employee’s time sheet the Clock In and Clock
Out buttons are used for this. Once the Clock In button is pressed, a confirmation slip will be
printed on your invoice printer. To make this a mandatory feature, please refer to the
management section of the manual.

Quick Production status bar, click on the shortcut
Current TMS Version, Store id, Station id to get a detailed report

/
o
I=

Check In Check Out Invoice Utilities Merchandise

H.

Management

~ . > ¥

: Support Clock In Clock Out
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The following is the summary of the main menu functions:

Checkin Checkin screen is used to receive customer’s orders and issue
detailed or quick invoice tickets and tags.
Checkout Checkout creen is used to Check-Out customer’s orders and receive

payment upon collection.

Invoice Utilities

is used to update or correct invoices, reprint invoices or tags and
make customer account payments

Merchandise

Merchandise function is used to sell products/merchandise to walk-in
or regular customers.

Reports Report Function is used to balance the till and do the day end store
close, create audit trails, create bank deposits and create all other
reports that the system has on offer.

Ready Function is used to scan production that has been completed, create
productivity, production, manifest report, and assign lot tag.

Management function is the gateway to the Back Office System, which contains all
management functions and system options

Misc Provides interface to Misc functions such as Paidout, tracking tag
printing, permanent tag printing, Gift cards, laundry Card, and CSI
Help desk, etc.

Help Function provides you with detailed information pertaining to the
function you are in.

No-Sale Option is used to open the till without any transaction. The No-Sale

option may also be activated by pressing the F10 on the keyboard at
any time.

Clock in/Clock out

Clockin/Clockout functions allow employees to “Clock in” and “Clock
out” of for the day using their pin# or fingerprint when they arrive and
leave respectively. (Below is a screenshot of the confirmation you
will receive when clocking in or out) The Clocking system eliminates
the chore of manually tallying the employees’ hours worked by
providing management reports to employees that are authorized to
this part of the system.

Exit

Exit to exit the program.

Status Scrolling bar

at the top of the screen gives you a quick overview of your
productivity. To get more detail on each alert, simply touch/click it. If
a status is in red, it means you have not reached the production
expectation. i.e. Not Ready 199

Notification :

Clock In: It is Friday Feb 01 2008,12:35PM

Are You Sure?

Yes
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Customer Lookup

The Customer lookup screen is used within TMS to lookup customers, add a new customer or
update customer profiles within the Check-In, Check-Out and invoice utilities processes.

The following method is used to do customer lookup.

Through either the on-screen or actual keyboards, enter any one of the following; the customer’s
name, phone number, company name or key-tag number. When using the customer’s phone# or
name, the system will display a list of customers that match your search criteria as you type; the
more you type, the closer the search gets refined. When you have identified the correct customer,
ensure it is highlighted and press the OK button. If the system runs out of matching numbers or
letters in the phone # or name because there is no such customer that has been registered
before, a new customer notification box appears. Select yes to create a new customer if it is one
or no to return to the customer search screen if you have made a mistake or would like to check
again. For more information on how to create a new customer please refer to the “Creating new
customer” section. You may also use the Quick Search option to make sure the correct customer
is selected. Simply select the quick search and enter the necessary data. For example if
Customer# is selected, only the customer# field is searched.

If a customer is inactive, this customer will not show up; to make customer show up again, type a
number like 999999999, when prompted “Customer not found”, select Cancel and when the
Search Button appears, enter the customer# again, and click on Search Customer.

To update customer’s details, simply click on View/Update customer.

To recall the last customer, select Recall Last Customer icon.

If your system is equipped with Customer Key tag, simply scan the key tag.

If you are looking up a customer with Tracking Tag, simply select Tracking Tag option from
Quick Search. Then Scan the barcode Tag on the garment; the system will search the database
and bring up the customer that matches the tracking Tag#.

Check bn V22,5 COMPUTER SYSTEMS (1-1) traday Feb 01,2008 12461 10M 2 }

Customer Search
Nome.Customer £, Phone Oustomer Last Name First Name Phone Address
orKey Teag
[ 2 SMITH JOHN 52 BAYVIEW AVE
Quick Search 3 HORWITZ M 0 243 OLD LIME
Cus'omorf,(— 4 _CAF.F'ELL”_‘ 2 e
s WYSSLING 3
FustNama | & TEREASA 3
miama] [ |7 JAMES 8 61 HENEL RO APT 3
8 E S 3 0 128 MORE ROAD
Phone el NOTARPOLE ELEANOR » HARCROFT CT
Compnmy 10 DINUNZIO PHIL S PINE AVE
Name I 1 COOk BRUCE 3 653 GRANDVIEW AVE
Tracking Tog 12 PHILIPPONE JOE 3 08 49 FANCHER
13 SEEGEL JOYCE CALLODINE AVE
14 VITALI JOHN 3 55 4234 UPPER MOUNTAIN RD
g At New _ s FERRY HOWARD 3 354 CLAREMONT DR
Scziomee 16 SNYDER JERRY ENEL AVE APT #4
17 RASCHILLA  HELEN 249 200 S PINE AVE
_ 18 MOORE DOLORES 11 AMSTERDAM RD.
Customer o ' J UL = 1 AMO WA R
19 RAINF STFVF G MARGARFT -l

Keyboard
G| BNV IR SR | e SO ]

A S | IR TR RG] H ) DK

Copyright © Computer Systems Int’l, TMS 2.4.4 version User's Manual, August 2015 18



Checkin

The Check-In function is the most important function of the system and you should make yourself
familiar with every aspect of this process. This process is full of features and options to make the
transaction simple and comprehensive. The Check-In process is used to receive customer’'s
orders and issue detailed or quick invoices; it is also used to print invoices and tags for either
regular or delivery customers.

Default Price List, and Payment Method from customer profile More options for services, dept, or items

fraday Feb 01,2008 0426csta™M

Chedk bn V22.5W COMPUTER SYSTENS (141)

Vaereceusr I S':m,_a hﬁ‘éx‘

Add 62 BAYVIEW AVE omrauem | ooy | mreramon 7| waner | oo

Groon
Snpe

LAL  SHIRT - ON HANGER LAUNORY 2% BN
Whise

J" .h t .
COWERRLL UNFOSN ROBE CAMSOLE

13 Deporenonts
e 1200542447 PM Employes GUESTG . i
DEY PANTS 4% 2 SHIRT PANTS ROUSE SHRT DRESS SREATER.
Blve
Groy + >
Sit 100 10 N COAT BLER |  SMORTS VEST ol
DRY BLOUSE -SLEEVELESS 495 #4005 &
sm;*

d<d

Iems
SHIRT - DRYOLEAN 0N SHIRT - DFVOLEAN SHIRT - POLOVGOLF
Discount $0.00 Swbload $25 40 HANGER 3408 FOLDED 3440 $100
TAX600% $152
SHIRT - WITH SHAPS.
: 2405 SHIRT LSAO5| SHIRT-SILK $510
Total  $26.92 3 N
Sauhe "m“ SHIRT - RAYON $510 smun.k{ﬁm SHIRT - TANK TOP 3405
Ready On Tue,Feb 05 2008 04:00PM
SHIRT -T.SHIRT sam | SHAT- %:“Al;‘ SHIRT ﬂmr

B & 2 W e+ E Y
B - Mon, Tue, Wed, Thu, Fn, Sat, o —Pdce | Oy | Meme | Discount]Upchuge] Se Detaits | _Redo
remly: 8 Tout: $26.92 | B R & | wNX|v

NS\ omw mr w0 L B WX \

Quick Customer History. Total $ Spend to date, Credit Note, Last Visits, Total Visits E
To get detail of the transaction, click on the shortcut

Delivery Route Name, and delivery days for pickup/delivery customer Customer’s Preferences in Red
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Checkin Function Sequence of Events

=

Select checkin option from the main menu

2. A number pad box will appear prompting you to “Enter Pin Number”. Input your security
pin number, and select the OK button.

3. The customer search screen appears on the left hand side. Select the customer as per
Customer lookup process.

4. The service options will then display on the right side of the screen. And a blank invoice

on the left hand side with customer’s information. Select the desired service type. (Like

Dryclean, Laundry, Alteration, etc)

Select appropriate department that needs to be done such as Shirt, Pants, Suits, etc)

The Items sub-option will appear. Select the appropriate item such as “Skirt” ”. Detail

option menu will popup. Select appropriate colors, materials, and patterns. You may add

other information on the garment such as Type, Color, Fabric, Starch, Crease etc. If you

like to disable the detail screen during this transaction, you may select ‘Don’t Show this

next Time’. If you like to permanently disable this feature, read Schedule Settings under

Management section.

Same Item button is used to mark the same garment for different services. For example

if you have a dry clean item that requires Alteration, press Same Item button when doing

alteration so the item is not added as a separate item. The system assigns 0 gty when

Same Item is used.

oo

Same

Customer’s preference in Red
Item

Uzad

"w'aihcuj

Female ‘ ldale Hew

Creme i H M agenta

Plain | Check | Plaid | Swipe | Fint | (oo

Starch

Ho
Starch

Tan | Agua

Fallam

Upcharegs Menu

Add

remove | Beads Cashm | cpijg -
buthon 300 150
150

Release form on demand

Hoe
‘ Releass
Form

™ Cierit sk this st ime

Qty option
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10.

11.

12.

13.

14.

15.

16.

17.

If up-charge option is enabled in the Schedule, the upcharge menu will pop-up. Select the
appropriate option. Note, depending on the upcharge the base price will increase
accordingly. Click on the arrow button to see additional upcharges. You may disable
printing upcharge price on the invoice and have it added to your base price to avoid
customer complain. To do this check Schedule settings under Management.

If you like to select certain release form on the fly press Release Form, and select
appropriate release form from the menu. To learn more about release from settings,
please check management section.

If you have more than 1 item of the selected garment, touch the same item again from
item menu, select the total items from the detail screen or select Qty icon from checkin
screen, and input the quantity number.

Continue describing the product using the Service, Dept and items options follow the
same procedure as above. Press the Up/Down Red arrow key to see more choices for
the Services, Departments, or ltems.

After you have completed entering all the garment information, if there is a
Coupon/Discount to be applied, select the Discount command button and make a
selection from the display menu(s). For example to apply a senior discount select
coupon, then select Senior Citizen discount and press OK button. To assign a
permanent to customer, edit customer profile and assign a discount with expiry date for
desire service.

If you like to make special notes to the order, select the memo option from command
menu. You may type-in your special request or select from pre-typed options. To make
you own pre-defined memo, please refer to Management Section. You may add a special
request to a customer. To do this edit customer profile and select Special request. If you
like an urgent memo to pop-up during customer transaction add this to customer profile.

If you would like to make any changes to customer profile, while in the checkin screen
press the customer name on the top of the invoice. The customer profile will appear on
the screen. Make any require changes, and press OK to save.

If the price needs to be adjusted, select the item, and press Price option button, and
enter the proper price. Please note, price can’t be lower than the initial price if this option
is enabled in the schedule.

If the customer is purchasing Product/Merchandise, then select the Scan option. You
may scan the UPC, SKU barcode or select the item from the menu. You may scan the
barcode at any time during transaction, and the system will auto selects the proper
product. If the product needs to be entered manually, select product option from service
section, then select appropriate product from the Item menu.

Redo option is used to if the garment requires redo. Highlight the item, then press Redo
button. Select proper description option from the menu or type-in your own description as
to why redo is being done and press OK.

Delete option is used to fix mistakes on the invoice details section of the screen while
making an invoice. If you want to delete an item prior to the last item, touch the garment
detail item you want to delete (which will then be highlighted), then select the Delete
button. You will then be put back where you left off to proceed.
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18. If you are done with this invoice and would like to create a new invoice for the same
customer, press the New button. Selecting New button, will save the current invoice and
starts a new invoice.

19. Select Misc function to access additional command options.

a)

b)

c)

d)

e)

f)

9)

h)

Select Camera to use the system Camera to take snap shot of the garment in
case there is a Stain or Damage to the garment. Please read Installation guide
on how to setup Camera. You may add as many pictures as you like to an
invoice.

Select Sales option to assign/select a sales person to the invoice for commission
reporting purpose.

Select Clear option to clear-up all the entries in the current invoice.

Select Sched option to switch to a different price list. The current price list is
selected from the customer default price list. Please note you may also press F4
to select a different price list from checkin screen.

Select Hold option to put the current invoice on hold in order to server another
customer. You may put multi invoices on hold. If there are invoices on hold, your
Check inicon from the main menu changes to different color indicating there are
invoices on hold to be completed.

Select Invoice Utility option to lookup another invoice, or make changes to a
different invoice.

Select Checkout command to go to checkout garments for the same customer
without leaving the checkin screen.

Select Main option to return to the main command menu of checkin screen.

20. If for any reason, you need to cancel the order before invoice completion, press Cancel

button.

21. To complete the invoice, Press the Done button. Due-date calendar appears. Select and

ensure the date/time the customer order will be ready for pick-up. Confirm this with the
customer and then press OK.
The default date/time is calculated from the item/service table, Delivery Run table if this is
a delivery customer or store hours. For additional information, please read Management
section. As the date is selected, the system shows the production summary for each
service. If a service is exceeding the production capacity in terms of pieces or $value, it
changes color to Red. In that case the user may select a different date to avoid
production overhead. The pickup time is also calculated as above as might be override
by selecting pre-defined time, or typing your own time on the time field.

Copyright © Computer Systems Int’l, TMS 2.4.4 version User's Manual, August 2015 22



In order to speed up the process please note the Due Date option can be disabled in the
schedule for users that don’t require such option.
If this is a delivery order, a Delivery icon appears at the bottom of due-date menu. You
may remove the checkmark to disable the delivery option for this order in case the

customer is picking the order.

Default due-date is calculated from run, or Service//ltem table

Inv#:

2461

SMITH,JOHN

kems.

3 Tolute
591 9

Delivery option might be removed if delivery

2 |

BRONX: Mon, Tue, Wed, Thu, Fn, Sat,

Toat: $24.75

Customer is picking up the order

45 s
Groen
S 1 00 100 $no
Nevy
Block
1 DRY BLOUSE -SLEEVELESS 485 B
Biack
3 LAY SHRT-ONHANGER LAUNORY 205 8515
VWhise
Light Starch
Discount s0.00 Sl ol $2335
TAXE00% $1.40
Total $24.75
Tender Typn Terdesed

Crarge
Ready On Wed Feb 06 2008 04:.00PM

February, 2008

Sun MonNwue Wed Thu Fri

Sat

27 28 29\,

30 31

1 D
8 9

0700AM | 0308PM

08 00AM | O400PM

3 4 5 G 7
10 11 12 13 14 15 16  1ooeam | sseeem
17 18 19 20 21 22 23
24 25 26 27 28 29 1 NSl
2 3 4 5 6 7 8 (==
C_ DToday: 2/2/2008
Froducton 0100

Totad DRYCLEAN LAUNDRY

4200 3/200 02.00P

< . 0.02% 0.02% >

7’7’—‘_/ ﬁf’-;" s:s‘on::"é 4:00PM =
od R

B[ % ® | K[V

Dwe Date

Delete | Checkin

ew/

Misc

Cancel

Dome

Default Pickup time is calculated from Store Hours or item
table. You may change this by selecting any other time

Production summary is calculated from predefined capacity in
Service table and total promised items for that day

22. Pre-Payment screen option will popup if pre-pay option is enabled in the schedule. If this
option is disabled select Pre-Pay icon from the icon tray in case customer would like to
pre-pay the order. Please note the system can be setup to apply a pre-defined discount
for pay-pay orders. To learn more on this feature, please read Management Section.
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23. Select payment type, then amount and press OK button. For additional information on
this process please read the Payment Processing Section.

24. If you need to view/update customer profile during transaction, you may press customer’s
name on the top left corner of the screen. The system would switch to customer profile.
You may update the customer information or may notes to the customer profile.

25. After you have successfully completed the checkin, two copies of the invoice will be
printed. Give the customer the 1t copy and retain the 2" copy with the garment. You
may setup the price list schedule to print additional invoices. Please read Management
for additional info.

26. Use Q-checkin option to create a quick ticket. Quick ticket function is used to service the
customer quickly without entering the price and detail of the garment. Quick tickets have
to be detailed before they can be checked out. Select the service and then total items for
the service. Press Done, and select the due-date as before.

You may use the Memo button to make notes on the quick ticket.
Please note you may define in price schedule how many Quick Invoices to be printed.
To update the quick invoice please read Invoice Utilities section of the manual.

Check In V22.5W COMPUTER SYSTEMS (1-1) Monday Feb 04,2008 050222PM

Invi#: 2464 T - >

COOK,6BRUCE || = Z R & .
Cust11 Add 163 GRANDVIEW AVE orrcuean | weneer | remnon | seess o] wesnen | sousens
Tel 310832-1697

DatmiTime 242002507 02 PM Emgloyes GUESTG Quick Chack In e

Erice _Total

Discous X SubTole $0.00
TAX Emnnll TACR00Y $0.00
Total $0.00

Tendet Type Terdornd

Crange
Ready On Tue Feb 05 2008 04:00PM

S| b g Y

O
2
=
“4

rems; 8 ot $0.00 = l$] 6? .ji o ) K (

$TaDoe  Crede Bosrce  OvesdaldNl Doz Vst Last Vet Pre pay | DueDate | Delete | Dheckin Now Misc Cancel Dome

#4530 om W . ’ 19 00
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Invoice Sample:

The following is the sample invoice which is explained in details below.
TMS supports any Windows based Thermal printer to print invoice, as well as older Epson
TMT88 printer. CSI recommends Epson TMT-88 IV for Invoice printing using Windows Driver
provided by Epson. Use the following methis to configure your TMS to print in Windows Mode, if
you have an older Epson printer you may use Thermal mode which uses Native Epson command
for printing.

1. Start TMS, type 11182000 press config

2. Select Printing, Select your printer from Browse option, and check mark Windows option.

3. If you have an older Epson Thermal printer and you find Windows printing slow, select

Thermal mode.

The following is a sample of customer copy and store copy. In this example customer has 5
pieces, 2 dryclean, one of the item has alteration and 3 laundry pieces.

If you wish you may separate dryclean and laundry invoice auto. For additional information read
Schedule options.

Total Pieces TotalDryclean Pieces Total Laundry Pieces

Invoice#

|

|

Starch Type
Charge/Delivery Customer

Delivery Run#/Stop#
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Company Logo:
If you are using Windows Invoice Printing format, you may have your company logo printed auto
on the top of invoice.

Use the following method to add your company logo:
1. Create a jpg file from your company logo file,
2. Rename it to companylogo.jpg
3. Copy companylogo.jpg file into \csi\tms folder.
4. If you find the printer too slow with your logo, make a lower resolution of the file.

Note:The current version of TMS does not allow to change the invoice format, however you may
change some of the settings like where to print the company address, barcode adverting, etc. To
do this go to Management -> system -> system options -> invoice.

Tag Sample:

TMS supports different tag formats. 3” roll tags on Impact printers are very popular because of
the price difference. CSI recommends TMU 220 Printer for 3” Tag Rolls, however Samsung, and
Star printers are also supported. TMS can also print 4 1/8” Continues Tags on Okidata 320

Turbo printer. You may configure TMS to print 3” roll tags in Lot format or separate dryclean/
laundry tags.

For additional information on how to configure TMS for different tag options read Schedule
section in Management.
For additional information on Garment tracking or Permanent tags see Tracking Tags sections.

The followings are sample paper tags.
1. 3istotal pieces,
2. 2345 s the invoice#.
3. Mon is the due day, and 05:00 is the due time.
4. On the top Customer’s last name, first name is printed, along with item’s price.
5. At the bottom you may have item’s description, and colors

SHITH, JUDY In:11/26/20063
THU,05:00
/2003 ,SHIRT LAWhite .
Juny In:311/2472003
THU,05:00
11 427/2003,8HIRT Ladhite i
SHITH,JUDY In: 13 /2472003
5 Hil, 05200
1172772003, SHIRT Ladhite

4 1/8” Continues Tag 3" Roll Tag
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Payment
Processing

TMS very sophisticated payment processing feature that is used during Check-In for Pre-
payments, at Check-Out or customer account payment using Invoice Utilities. Except for a few
minor exceptions, the process remains the same throughout.

TMS processes Credit/Debit and Gift Cards through New Verifone Platform Point Services for
card present and Web-based Payware Connect for Card On File transactions.

Point is a highly configurable web-based payment gateway service that enables credit and debit
payments to be processed from TMS with Internet connection using Verifone Vx820 or Vx520
EMV capable terminal. New Point Services takes the guesswork and complexity out of managing
multiple payments and payment technologies, while adhering to security and compliance
standards and helping merchants prepare for EMV. As a managed-payments solution, Point
gives merchants a competitive edge by empowering them to focus on their core business while
giving them the flexibility to define and deliver the payment experience that best meets consumer
expectations. As a subscription service, Point also alleviates the need for up-front capital
investment. The service includes 24x7 support, encrypted gateway transactions, integration for
new methods of payment, ongoing EMV maintenance and merchant support and full PCI
compliance. One EMV Terminal can be shared with multiple stations. TMS uses Payware
Connect to process credit cards on file for batch processing. TMS is validated with Paymentech,
First Data North (CardNet); Elavon; and Heartland. Please visit CSI website for additional
information and pricing: http://www.computersystemsint.com/Product/Cat/40

If the total payment due is not sufficient, and you have the Partial Payment option enabled under
the schedule, the system will allow you to do a partial balance forward. This option is ok during
the pre-pay process, but it is not recommended for payments during Check-Out. Please see the
Accounts Receivable (A/R) section under Reports additional information on customers with
outstanding balances. TMS will alert you during Check-In if customers that do not have charge
facilities have outstanding balances. Please refer to Management Section for additional
information.

When processing a payment follow steps below for each tender type. If a mistake is made during
the payment processing, select the payment method from the transaction list and press the
Delete button

Cash Processing.
Select the Cash button.

2. Enter the amount received manually with the number pad or by using the preset amounts
provided; you may also select the Exact button if the customer gives you the exact
amount. Press OK. The change field gets updated.

3. Press OK again, the Cash Drawer opens,

4. Select whether you would like a receipt to be printed or not when prompted

5. Press OK again

Check Processing:
1. Select the Check button. The amount due will be automatically entered into the Current
Credit field
2. Enter Check# and Press OK.
3. Press OK again.
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4. Select whether you would like a receipt to be printed or not when prompted
5. Press OK again

Deposit Payment Processing:

If a deposit required for certain transactions like Wedding Gowns, Leather etc follow steps below
in checkin or when updating the invoice:

1. In Check-In, select Pre-Pay

2. Select the tender type like Cash or credit card,

3. Enter the deposit amount into the Current Credit field

4. Press OK

5. Press OK again to process the payment.
Note: The system will track the balance and prompt for the payment during Check-Out process.

Coupon Processing:

You may enable Coupons to be part of your tender Screen in case a customer presents you with
a coupon during the Check-Out process to be applied as a tender or part thereof.

1. Select the Coupon button. The total amount due will be automatically entered into the
Current Credit field, change this to the value of the coupon
Enter the Coupon# and press OK
Select the tender type like Cash or credit card to settle the balance due if there is one
Enter the outstanding amount and press OK
Press OK again
Select whether you would like a receipt to be printed or not when prompted
. Press OK again
Note: If the value of a coupon is larger than the invoice total, the system will not allow you to
apply the coupon using the discount option. You may configure your system to allow you to
selected the coupons from a drop down menu, or simply scan the barcode of the coupon to auto
select the desire coupon. For additional info on Coupons setup see this section.
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Credit Note Processing:

If you have issued a customer with a credit note, the system will automatically prompt you as to
whether you would like to use the credit note.
1. Press YES, the default credit note will be applied and the total amount due will be
automatically entered into the Current Credit field

2. Enter Credit Note# and Press OK.
6. Select the tender type like Cash or credit card to settle the balance due if there is one
7. Enter the outstanding amount and press OK
8. Press OK again
8. Select whether you would like a receipt to be printed or not when prompted Press OK
again.
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Debit Card Processmg: If the payment type is Debit card and your system is equipped
with our online credit authorization program, select Debit from payment type, swipe the card and
make sure the card#, expiry date and name appears on proper field, then press OK, If your
system is equipped with Debit Pinpad have the customer enter the pin# on the Pinpad and follow
the screen.
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Credit Card Processing:

If the payment type is Credit card and your system is equipped with our online credit authorization
program, select Debit from payment type,

1. Swipe the card and make sure that the card#, expiry date and name appear in the proper
fields,
Press OK
Press OK again.
Wait for authorization#, and then press OK to finish the transaction.
Upon successful authorization, an authorization code will appear on the pop-up screen.
Press OK and have the customer sign the authorization receipt. Retain a copy for
auditing purpose.

ouhwn

7.
Note: If there is a problem with the card, you may manually key-in the card#, expiry date, name
and security CVV#; furthermore, should the On-Line Authorization failed message appear, check
the error message for the reason as this could be caused by a bad credit card, bad swipe or even
a bad connection.
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House Charge Processing:

If the customer’s default payment is set to Charge, the system will not prompt for payment during
Pre-Pay or Check-Out. You may however set the prompt for payment for Charge customers
under system options for in case a charge customer decides to pay sometimes.

During the Check-Out process, a message box will appear, indicating that the charges will be
applied to customer’s account. If however the charge customer is paying during Check-In or
Check-Out processes, select the tender type and follow the instruction above.

If a customer is not a charge customer but would like to pay later, you may select the Charge
option. Please note this option could be disabled in system options (Allow partial pay).

Once payment is received from a charge customer, follow the steps below to post the payment.
1. Goto Invoice Utilities,
2. Select the customer,
3. Select the Unpaid Invoices icon,
4. Click on the Select all Invoices icon or manually select the invoices that you would like
to apply payments to.
Note: As invoices are selected, the totals next to the Debit and Credit are updated.

5. Select Account Payment.
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6. Say Yes when prompted whether you are sure you want to pay marked invoices

7. Apply the payment using the relevant payment method as discussed before
Note: Should you select all unpaid invoices and the payment received is less than the balance
due, the system will automatically apply the payment to the oldest invoices first, working its way
to the most current and could result in the last invoice being partially paid depending on the
amount received. If you have a customer’s credit Card-on-File, the system will automatically
charge the card. If the payment received is more than actual balance, the system will not issue a
credit note; to do this, manually select the Credit Note from Invoice Utilities, and issue a credit
note.

Undo Payment:

If for some reason the payment was not applied properly to a charge customer, please follow the
steps below to undo the payment.

Select Management

Select System

Select Tools

Select Undo Account Payment.

Enter the customer’s number

Enter the Invoice number that needs to be undone

Click on Search

Select the Invoice that appears in the windows and select Undo Payment
For addltlonal info, please refer to Management Section.
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Point Rewards Program:

TMS has a very sophisticated Royalty Point reward system that allows you to define rewards
coupon base on collected points. Royalty point system is an excellent marketing tool to
encourage customers to keep coming back. System allows different coupons to be printed based
on the collected points and customer classification. Customer classification is defined based on
collected points, i.e Bronze, Silver, Gold etc.

For additional information on how to setup Point and Point Redemption, please read Marketing
Section.

Credit Card Batch Processing (COF) To process payments for Charge

customers who are on Delivery Route schedule, TMS allows you to keep your customer’s credit
card on file(COF) and process it automatically at the end of day/month depending on your
requirements. To setup customers’ credit card on file, please read the section on Customer
Profile. There are two types of COF, daily and Monthly. COF customers are Charge customers
except their card is charged at the end of the Day/Month. COF customer’s invoices are usually
checked out through Manifest and charges are posted to their account. However if you like you
may charge the COF customer through Payment Processing during checkout. System will auto
select the card, and will charge the Card On File.

Use the following method to charge all COF customers in one easy step. Please note if you don’t
see the Batch Processing Icon below, you need to contact CSI to purchase this feature.

For Daily COF customers (i.e The ones that Monthly option is not selected in customer profile),
go to Reports, End Of Day/Shift report, select Batch Processing. Once prompted to proceed,
press Yes. TMS will go through all COF daily customers and process payments for all invoices
that have out standing balance regardless of In/Ready/Out status. This process might take few
minutes depending on number of transactions and total COF customers. Please be patient and
don’t interrupt the process unless there is a problem. Upon successful completion a message
appears indicating total customers were processed.

For Monthly COF customers (i.e The ones that Monthly option is selected in customer profile),
go to Reports, More, Statement, Select COF, Select Date, Check Mark the customers that would
like to charge or select All. Create Statement, select Batch Processing. Once prompted to
proceed, press Yes. TMS will go through all COF monthly customers and process payments for
all invoices that match the statement. This process might take few minutes depending on number
of transactions and total COF Monthly customers. Please be patient and don't interrupt the
process unless there is a problem. Upon successful completion a message appears indicating
total customers that were processed.

To get a detail list of all successful and un-successful transactions, go to Reports -> Transactions
report, credit card processing report. You may select Batch processing option to view only those
transactions.
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Customer Profile

Customer Profile is the place holder for all the customer information regarding name, address,
phone number, email, preferences, route delivery setup, applicable discounts, payment method,
default price list, credit card info, special request, tax exemption etc.

The following steps serve to describe the process of creating and or updating a customer profile.

1. If the customer in not in our database, the program will ask you if you would like to set up a
New Customer when you type a letter in the search filed that does not correspond to anything
in the customer search table. Touch the YES button.

2. The New Customer Profile Box will open for you to input your customer’s information.
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Basic

The following fields are accessible by every associate

Customer ID — This is a unique numeric ID created by the system that would be used to look
up customers.

Note: TMS can allow you to enter your own customer id if for example you have an old
database and would like to keep the same customer id’s; to enable this, go to Management,
and enable the Enable Assigning Customer ID option in System Options under
Associates & Stores

1.

10.

11.

12.

13.

First Name — Enter the customer’s first name, this is a mandatory field
Last Name — Enter customer’s last name, this is a mandatory field

“This is a Company” Checkbox — Checkmark this option if this profile is going to be
used as a company. Multiple customers can be linked to the same company name, which
will be used for creating statements.

“Prompt For Name” Checkbox — Checkmark this option if you don’t want to create
customer profiles for temporary customers. E.g. you may setup a profile for hotel guests
and enabling this option would prompt you to enter the guest name and room number at
the checkin process without creating a customer profile for the hotel guest. See Hotel
Guest Section for more info.

Company — This is a drop down menu, which will prompt you to select the appropriate
company, which was created by using the above option. (“This is a Company” Checkbox)

Birth Day — Enter the customer’s birthday, which we be used for marketing purposes.
For details check the eMarketing section of the manual.

Home Phone — Enter the customer’s primary phone number, which will be used by the
system to look up customers. If you have internet connection, you may use the Search
option to do reverse lookup using customer’s phone# and find the name, and address. To
set up your Search Engine please read System Options under Management.

Please use system uses the default phone format that’s setup in system option.
Address — Enter the customer’s mailing address

City — Default city name is taken from store information.

Postal/Zip Code — Customer’s postal/zip code.

Note: If you have an internet connection, you may use the Search option to do reverse

lookup using postal or zip code to find the city and address. To set up your Search
Engine please refer to misc in System Options under Management.

Complex — Grouping customers by the complex name. E.g. AT&T Office Building
Complex, which will be used for delivery

Office Phone — Enter the customer’s office phone number
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14.

15.

16.

17.

18.

19.

Details

Dept - This a drop down menu that allows you to select pre-defined department that this
customer is working for. This is mostly used for company customers and Hotel Staff. For
additional information, please see Management Section.

Cell Phone — Enter the customer’s cell phone number

Fax — Enter the customer’s fax number

Email — Enter the customer’'s email address, which will be used for eMarketing and the
customer order notification process. Please read eMarketing and Web sections for more
details.

Driver License — Enter the customer’s driver license number

Urgent Memo — A notification message will pop up whenever the customer profile is
accessed

Depending on the associate’s job class, they may be allowed to edit the following fields. For
additional information on to enable/disable this option see Management -> Job-Class options.

1.

Schedule — The customer default price schedule, which is defined in the schedule table.
By Default system uses stores’ default price list which is mostly Retail Price List. For
additional information on how to setup different price list, please see Schedules under
Management.

Credit Limit — The customer’s credit limit is basically used for charge customers. If the
customer’s balance exceeds the credit limit, only associates with overwrite credit limit
options may process the transaction. For additional information, please see “Job
Classes” under Management.

Credit — This is the credit assigned to the customer by means of prepaid or credit notes
that were issued to the customer for any reason, i.e. claims, royalty systems

Payment — Default customer payment method. The system uses this default when the
customer is making a payment. E.g. if customer is paying by credit card and wishes to
use his credit card for the charges, simply swipe the card and the system would store the
information, which would be used for future transactions. If it is a charge customer, simply
select the charge option from the dropdown menu. For COD customers, use the default,
which is Cash.

Credit Card — Customer’s Credit Card number that will be used for automated payment
processing

Holder — The cardholder’s name, that could be different from customer’s name

CVV#--Credit card Verification#, to save you transaction fee for keyed in transaction and
batch processing since the card is not swiped.

Exp. Date — The credit card expiry date

Address/Zip Code — Card Holder’s Billing address to save you transaction fee for keyed
in transaction and batch processing since the card is not swiped.
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10. Discount % - Use this field to give special discounts to certain customers. The system
uses this discount option for any transaction. You may enter expiry date for this discount
and give different discount for different service.

11. Commission% - Use this field to define commission percentages to be assigned to
customers. E.g. if a hotel gives 40% commission for each guest transaction, simply enter
40% and the system would create the invoice with the regular price and the 40%
commission would be deducted on the statement.

12. Tax Exempt — Checkmark this option if the customer is tax exempted.

13. Exempt # - Some states or provinces require tax exemption numbers for any taxes that
are exempted.

14. COF, Monthly — Credit On File, this is mostly used for delivery/charge customers that
wish to pay by credit card at the end of the day/month for unpaid invoices. If COF option
is set and Monthly option is not set, the system charges the credit card on file
automatically through End Of Day Batch Processing Function. If COF and Monthly
options are both set, the system will charge the credit card on file during batch
processing when creating statements. For additional information please read Payment
Processing section.

Delivery Request

The following fields will be activated if the selected price schedule has the delivery feature option.
For additional information on how to setup routes and delivery please read Delivery Section of the
Manual.

1. Delivery — Select this option if this is a delivery customer

2. Run Name — Select the appropriate run name from the dropdown menu. For information
on setting up the Run ID, see the Delivery Manual.

3. Call Customer — Select this option only if this is not a regular delivery customer. That’s
delivery is only scheduled when customer calls in. After the delivery manifest is created,
the system would deselect this option.

4. Regular Customer — Select this option if this is a regular delivery customer.

5. Stop — Enter Stop# that will be used fro this customer, You may enter stop# 1, and go to
delivery/stop section to assign proper stop#. See the Delivery section under Management
for additional information.

6. Address — Customer’s ship to address, if it is different from the mailing address.

7. More - Click on more option to add additional information that will be printed on the
manifest.
Pickup Location — Enter the pickup location. E.g. front door, back door, garage
Pickup Instruction — Enter specific instructions to enter the premises e.g. security codes
Not at Home Instruction — Enter specific instruction for the driver if the customer is not
at home. E.g. “leave the package by the neighbor”
Note — Enter any special notes to the driver.
For more information see “delivery instructions”. If customer would like to hold the
delivery, check mark Hold Delivery and date. Invoices for Hold Delivery customer will not
show on manifest.
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Special Request

el

o

Crease — Select this option if the customer requires a crease on the garment.

Fold — Select this option if the customer requires shirts to be folded or boxed.

Starch — Select this option to enable starch preferences.

Starch Preferences — Customer’s starch preferences, which will be printed on the
invoice.

Others — Select the appropriate memo from the dropdown menu or make your own
memo. This option will be printed on the invoice. E.g. “Call me when the order is ready”
For additional information, see Special Requests under Management.

Key Tag — This is a unique bar coded key tag, which is assigned to the customer. The
key tags are used for quick identification purposes, which are attached to the customer’'s
laundry bag or key chain. For additional information or customized orders, please contact
your sales rep. To assign a key tag to a customer, simply scan the barcode.

"Inactive Customer" Checkbox — To make a customer inactive, simply select this
option. Please note if there are out standing invoices for this customer, you can’t make
customer inactive. To activate inactive customer see Customer Lookup Section.

Customer Marketing

Select Marketing tab to view/update marketing section of the customer profile. If your system is
configured for Rewards Point system, customer current classification and the total collected
points can be viewed. If customer does not wish to receive points simply disable this option.

Email Properties — Select this option if you like to use TMS to send email/SMS for eMarketing,
Ready Orders, or allow them access their account online using your website. For additional
information see eMail Configuration under Management or Contact your Sales rep for additional
information for connecting your website to your TMS database.

Iv

Enable This Customer to Receive
Marketing E-Mails

— Enable This Customer to Receive
Ready Invoice Notification E-Mails

Enable This Customer to Receive
Text Messages (SMS)

- Enable This Customer to Use
Website

OK Cancel
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Customer History

This screen is a snapshot of the customer’s transaction history. It breaks down the transactions

by service and amount of money spent per service per month for the selected period.

You may change the date range to view older transactions and history.
You may use this to review the customer’s transaction history for any claims. This screen may be
activated by pressing the “history” tab from the customer profile.

General |Note Hls[a—yg'ah wikeling
YTD visits [164

YTD services [$5061.75

Customer Since [06/01/1995

Service Summary

11091

Total Due|[$5735.50

From|Jan 2008 =] To [1an 2000 =] I AllStores # Do Not Show Inactive Months

Total visits 1700

Total service 1321049.5' [4727

Last visit 11/15/2008

Over due (> 30 days) $5421.20

| ok |
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Customer Notes
Use this screen to make any notes on the customer. The customer notes is a useful tool to make
notes on any customer’s complaints, special requests etc.

Space

1. Associate — Click on this option to stamp the associate hame as to who is creating the

notes.

2. Time Stamp — Click on this option to stamp the date and time of the notes.

3. Print — Click on this option to print the notes.

Sales Person
Sales Rep. — Select or create the appropriate sales person if you would like to keep track of
the sales representatives that relate to this customer. The system uses sales reps to create
certain sales or management reports. At the checkin process, you may also assign a sales
rep to a transaction. Please see the Checkin section for details. See Management on how to

set up a sales person and commission.
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Hotel Guest/Wholesale

Invoicing

TMS has a build in Hotel Guest and wholesale invoicing feature, designed for ease of use and to
save you time. This process makes invoicing much easier as you are not required to create a

customer profile for temp hotel guests or wholesa

le accounts.

Note: It is recommended that these customers be on a different price list. To add a new price list,

please see Schedules under management.

1)
2)
3)
4)

Add a new customer and use the appropriate price list.
Enable the Prompt for name option in customer profile
Add the commission if there is any to be paid to the Hotel.
During the Check-In process, you will be prompted to enter Hotel Guest’s name, room

number, employee number, order number, and other information. Simply enter the data

and press OK when done.

Note: Only the name and room number fields are compulsory and then rest may be
completed optionally if needed. Should you need to make any changes to the data after
selecting OK, simply click on the information on the invoice screen and the same screen will
pop-up and you will be able to make changes.

5) Process the items for this guest as per normal
6) Once done with current guest, press the New button to make an additional invoice for the

same hotel but a different guest.
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Hotel Order# to cross reference Hotel's Guest Name

Hotel's Guest Room#
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Checkout

Checkout is used to check out a customer’s order from the inventory and collect payment if it
was not pre-paid.

Check Ok VZ25W MY DRYCLEANER (1-1) - Marshall Jane Thearsday Feb 21,2008 0%00:329M

Inv#. 87694 (Ready) Bl invoice List
COOPER,JOHN Invoice Status
Cust 10295 Add #5 CONSUMERS ROAD
Tel 315425- 7554
e 2212008 45747 PM Employen Jans M
Deacripton Exca__Tolal
DRY () SWEATER 445 $3%
Tea
Agea
Chack
1 DRY (R)SKIRT LONG 595 1505
Flaid ; -
| DRY RICOATSHORTFEACOAT) 1035 #1025
Invosce | Descnipbon Qty o
| 87696 SKIRT i 0874
J 2 SubTos P = ~
CScRi AN Ea [“"] 87696 * PANTS SPECIAL"$450 i 0874
Tota' $29 65 r BLOUSE WITH RUFFLES 2 0874
S 5 .sun r SWEATER ] 0105
2 R r JACKET- LIGHT 1 0105
Ready On Tue,Feb 26 2008 05:00PM r SWEATER 3 0120
r SKIRT LONG 1 0120
r COAT SHORT(PEA COAT) 1 0120
Summary
Total tems |11 Total Debit [$62.75
P Total Credit  |$0.00 Balance [$62.75
=
rems: 5 Tota: $29.65 % ’1] E’ZE K (
Sebeet :
7 o il )R AN_|_tocste | Check o] _iiiies | Cancel|_Done

Checkout Function Sequence of Events

1. Select Check-Out option from the main menu

2. Scan the customer’s invoice or type the invoice number in the Invoice# field

Note: You can simply select the customer and press OK if you do not have the invoice or
would like to check out more than one invoice at this time and the system will retrieve all
outstanding invoices pertaining to this customer

3. Alist of the invoices will appear on the top right hand-side of the screen and an image of
a blank invoice will show on the left hand side. Select the desired invoice that needs to be
checked out or press the Select All button to select all the invoices.

Note: When an invoice is selected the system will display the details of the selected invoice

on the left hand side of the screen; if however all invoice are selected, the system will display

the details of the first invoice on the left

4. Atthis point, all items on the selected invoices will appear under the pickup list.
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Note: If an invoice was a Quick Invoice, the QC field is marked on the Invoice List and cannot

be checked out as the system won't allow a quick invoice to be checked out.

5. The summary of all the selected invoices will display under the Summary Box on the
bottom right of your screen.

6. If you would like to unmark an invoice that is not to be checked out at this time, simply
select it under the Invoice List. You may also split an order by selecting the Qty field
under the pickup list for the items that you would like to split. Let’s say for example that 1
out of 3 Sweaters is not ready, simply enter 2 under Qty for Sweaters and it will drop the
one off the check out procedure and you will be prompted to confirm this at the end.

Note: You need to enable Partial Check-Out under System options for this.

7. If your system is configured to accept only scanned invoices at Check-Out, the system
will not allow invoices to be checked out unless a the proper invoice is produced to be
scanned; this option prevents mistakes during Check-Out as it requires every invoice to
be present and scanned prior to Check-Out. For additional information, please check
System options under Management.

8. You may use the P/U Location button to print a list of invoice and invoice locations for
pickup. U can then use this to bring the proper invoices to the front.

9. Press Done, when ready to Check-Out the marked items and select Yes or No when
prompted depending on whether you are ready to complete Check-Out or would like to
return to the invoice list respectively

10. The payment screen will now appear and complete it as per Payment Processing

Note: At this point, you can press Cancel if you would like to go back to the invoice list.

Tip: At any given point during the Check-Out procedure, you can press Cancel to take you
out of Check-Out and back to the main menu
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Invoice Utilities

Invoice Utilities function is used to perform the following functions:

Update Invoice.

Void/Refund Invoice

Search Invoice/item by date, status, tag#, customer name, Location, Service, Description
Reprint Invoice, Credit Card Receipt, Tag, Coupon, Tracking Tag, Bag Tag
Email Invoice

Customer Account Payment

Issue Credit/Debit Note

Restock Invoice

View Transaction History

0. Lookup Location of the items on conveyor
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The following section explains in detail function of each option within invoice utilities.

Void/Refund

Use this function to void an invoice or refund a pre-pay or paid invoice. Highlight the desire
invoice and select Void/Refund function. If Status of invoice is In/out, it will change to Void, and
gets added to history transaction for audit purpose. If Invoice is pre-paid or checked-out and paid,
Tender Screen will pop-up. Select the desire refund method and press OK. If the customer is
getting refunded to credit card, and you are equipped with online credit card processing, simply
swipe the card, and press OK,

Please note, depending on your job-class and system settings you may not be able to perform
this task. See Management section for additional information on how to enable/disable this
function.

= A message appears, “Are you sure to void this invoice”. Press YES to continue.
= Areceipt prints.
= The Voided receipt must be signed by the Manager and Associate with an explanation.

Reprint Invoice

Use this function to reprint an invoice, reprint credit card Receipt, Reprint Bag/Dispatch Tag,
Email invoice, Tracking Tag or reprint Coupon. Simply highlight desire invoice, and select Reprint
button.

Reprint Tag

Use this function to reprint tags or tag for selected item. To reprint tag for desire item from an
invoice, 1%t select desire invoice, then highlight the Item from Invoice Screen on the left hand side.
If you like to reprint tags for every item, just highlight invoice and select reprint tag.

Update Invoice

Use Update Invoice function to detail a quick ticket or If you need to make changes to the
selected invoice. TMS has a special barcode for Quick ticket that takes you to invoice update
auto when scanned in Invoice Utility to save you time. To enable this special barcode, refer to
Management -> System options -> Invoice Tab -> Enable ‘Print Store# on Barcode’
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Credit/Debit Note

Use this function to issue, view or void credit/debit notes for the selected customer. Any issued
Credit/Debit notes will be used by the system during payment processing auto. You may use
credit note to issue a credit for damaged garments. Debit notes can be used to charge the
customer for any bad checks or interest charges etc. Simply enter amount and reason for the
credit/debit note. To get a report for all credit/debit notes see the Reports Section.

Note: To charge customer interest charges for overdue invoices you may go to
Management -> System ->tools -> Finance charges.

Credit None| Debit Note

Credit Note List
Issued Amount Issued Dat Amount Loft

1000 12-0 8 1000

Voud Credt Note I Recaladate Credt Note I

Restock

Restock function is used to put an order back into stock if it was checked out by mistake. To do
this function you have to have management access

Unpaid Invoices

Use this function to post payment to your charge customers account. Once Payment is received
from Charge customer follow steps below to post payment.

Select Unpaid Invoices icon, Click on Mark all Invoices icon or select invoices that you would
like to apply payments. You may press unmark icon to remove the check mark. As invoices are
marked total Debit/Credit is updated. Select Account Payment (Please note, unpaid invoices
icon changes to Account Payment when invoices are selected). Say Yes when prompted to
apply payment. Select the date that you like payment to be posted as, then use the payment
method as before. Please note, if you select all unpaid invoices, and payment received is less
than the balance due, the system will automatically apply payments to the oldest invoices until
last invoice. Last invoice might be partial paid depending on the total amount received. If
customer has credit card on file (COF), the system will charge the card auto.

If Payment received is more than actual balance, the system will issue a credit note. For
additional information on Payment Processing see this section.

Checkin/Checkout

Select Checkin/Checkout to go checkin/checkout orders for the same customers.

Location

Use Location icon to view the locations of the garments for selected invoice. Please note if
location is viewed by staff, it will be recorded into Trans list for audit purpose. You may print the
location list by selecting Print Icon.
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Trans List

To view the list of the transactions for selected invoice, press Trans list button.
Transaction List shows every step of the process that was done on the invoice, like update,
location, checkout, productivity, and production.

Irivéf Debit  Credit Description | Associate Diate & Time
102534 0 - Irvoice Drabrey Q920008 526 PM
102564 0 Update Credit, Giansante 0829108 6:05 PM
102584 84.10 - Update Imoice Giansanite 09/28/08 6:05 PM
102584 0 Check Out Legters 10/03/08 745 AM

| | »

Invit | Description | Associate Date & Time | =
EEEE  irvoice Updated from 19 ltems To 18 1t KerryGiansante 09/29/08 §:05 PM
102584 JEAN
102584  T-SHIRT DRYCLEAN
102584 DRESS
102584  SHIRT POLOIGOLF
109584 SWFATFR =l

Total Debit |iﬁal. 10 Total Credit |$ﬂ.ﬂﬂ
0K

Copyright © Computer Systems Int’l, TMS 2.4.4 version User's Manual, August 2015 45




Search

Search function is very powerful and useful tool to search/find orders for the selected or all
customers base on the following options. You may search orders by Store#, Date Range,
Invoice# Range, Invoice Status (i.e In, out, Void), Memorized Invoices, Conveyor Location, Item
Description and/or Color, Service (i.e Laundry, Alteration etc), Route Run#, Garment Tracking
Tag or Lot Tag, Hotel Guest, Hotel Order#. When search matches your search criteria a list of
invoices will shown on the screen. You may simply select the invoice to view the details.

Search Invoices

Store | x| Storett I

Start

Date  |Nov 042008 X EMd[pec 04 2008 ]
Invoiced From I Invoice To I

Invoice
Status All

Location I Last Name:l
. ' and
Description IPams € o IBIue

v Description On Same ltem

Sewices:l - l Run:l - l
Tag#: I

" Only For Current Custormer

| Memorized

Search Cancel |
Y

Store/Store# Select other stores in multi store operation with central database
Start/End Date Start and ending invoice date for search
Invoice from/to Enter start/ending invoice range to narrow down your search
Memorized Show only memorized transaction, refer to Mat Rental document
Location Show all invoices that have been placed on this location
Last Name Show only invoices for customers who's last name matches
Description Enter garment description and/or color
Same Item Search only items with O gty ( Same Item)
Services Select a service (e.g Dryclean) from menu to narrow down your search
Run# Search only invoices for the selected Run/Delivery route.
Garment Show invoices that matches tracking tag#
Tracking#
Tag# Show invoices that matches manual tag#, hotel room, ref# etc.
Only for this Check mark this option to search invoices only for selected customer
customer
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Merchandise

Merchandise function is used to sell products/merchandise to walk-in or regular customers.

wognter Systeros % (1-1) Tharsday Dec 04,2000 0510400

Sttchat Price List

R A | el S | Ot R

s
THREAD - FINKS THREAD - WHITES -
100M0 2 FNK $170 | 100MO3CO0BENE $179 | OO

o | VRIS '%’&.‘ﬁgﬁi R

.78 .78
IR | RS | e s

olinzao sus. | |* runcio sus. | nme sues.

tems: 3 Touat $5.26

$ToDate Ciot  Bslerce  Owverdus(308 Posw  Vieds  LautVim

" [+
]

mcu-mmz
o e 5

URW 0w 1R 8o n " ovaa0e

Merchandise Function Sequence of Events
1. Select merchandise option from the main menu

2. Select Walk in or regular customer as before.

3. Select appropriate department that product is classified under such as Zippers, thread,
misc, and etc. You may scan the barcode at any time during transaction, and the system
will auto select the proper product and will be added to the invoice screen on the left-
hand side.

4. The process is the same as checkin screen. Merchandise invoices are checkout auto. If
your merchandise items have setup with SKU/PLU, simply scan the barcode on the item.
As Merchandise items are sold, they are deducted from Inventory. If total on hand is O,
the system would not allow to sell the item, unless it is allowed in Merchandise setup.

5. To get a list of all items in stock, go to Reports -> Stock Report -> Merchandise report. To
make your own PLU/SKU label go to Msic.
For additional info on how to setup merchandise items refer to Management section.

Copyright © Computer Systems Int’l, TMS 2.4.4 version User's Manual, August 2015 47




Ready

Ready function is a set of different operations grouped in order to assign location to reader
invoices, Scan Productivity/Productions, make Delivery Manifest or assign preprinted lot tag to
orders. Please note you may use a regular scanner, wireless scanner or PDA to do these
processes. Use ‘Read From File’ option if your system is equipped with PDA to collect data.

For additional information on supported scanners, refer to Installation manual or visit our website.

invit. 105918 E————
Imvoice ates e Dote Y ola
SMITH,JOHN 0105014 40
Cust 10244 Add 9 SILVER THORNE ORIVE 1 1210
Tel 4164970370 6815
DatefTime 111508 31817 PV Emplayee WebAg W
Qo S0 Qescrpace Prce _Total
6 DAY (RPANTS 575 $34%0
Ton
2 DRY (R)SWEATER A5 8w
P,
1 DRY (RSKAT 575 $575
1 ORY (R)BLOUSE SLEEVELESS s ne Che Invoice = SwusSel Oty |Descripson LocID | Locason
Black F 0108318 Acove 1 R 1820
1 DRY (R)SUTMENS2FC 1210 91210 || e
Geary 1= Actrve 1 (R)BLOUSE SLE
Chack F Adtive 1
1 DRY (RITE i 9w = Active 2 (R)SWEATER
Marooa F Acive 8 10 182
F Actrvo 1 S$S COCK 1610
o 2000 S *50.15 [ Actve 8 (FYCHEFS JACK 1820
Total $68.15
Tersder Typm Tordond $0.00 "
Charge
Ready On Thu,Nov 20 2008 05:00PM
Invoico¥ Read from File
" Locationt
tems: 13 Total $68 15 m -
$ToDae Cred  Balwe  Overduef30 Meme Visks  LaorViel Location | Productivity inifest | Free Tag | Preduction | - No
Scaneer

Location process is used to assign conveyor location to orders, change invoice status to ready
and send email/SMS to customers that their order is ready for pickup. For additional information
on how to setup your email notification, please refer to management section.

Simply scan the invoice# barcode, then scan your conveyor#. The image of the scanned invoice
will appear on the left-hand side of the screen if the invoice# is valid.

If the conveyor id# is valid, the conveyor id# will display on the productivity sub-screen. If there is
an error indicator, simply rescan the invoice#.

Location# is not mandatory. To disable location# go to Management -> System Options, Invoice
Folder and enable ‘Location not required’ Option.

If your system is not equipped with scanner, you may select No Scanner option or enable ‘No
Scanner’ option in System option -> Invoice Tab.

TMS allows you to make your own Conveyor barcode. To print conveyor barcode, go to Reports -
> label ->Conveyor Barcode.

To complete the process, Press Finish button. A dialog box prompts you to print Location list.
Press yes to print the report and retain it for audit purpose.
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To get a report of not Ready orders, go to Reports -> Stock Report -> Ready Report. Or select
Not Ready on the top banner. The idea is to make Total Not Ready orders close to O for the due
date/time.

If your system is setup for Garment tracking, you may scan the garment tracking id barcode.
For additional information refer to Garment Tracking Section of the manual.

Productivity

Productivity process is used to assign associates who worked on a particular invoice for
tracking/productivity purpose.

Simply scan the invoice# barcode, then scan your associate id barcode. The image of the
scanned invoice will appear on the left-hand side of the screen if the invoice# is valid.

To complete the process, Press Finish button. A dialog box prompts you to print Productivity list.
Press yes to print the report and retain it for audit purpose.

To get Productivity report, go to Reports -> Trans report -> Productivity Report. To view the
productivity for selected invoice go to Invoice Utility -> Trans List.

Production

TMS invoices could be in 3 different status, In, Ready, and Out. When Items are checked in,
invoice status is set to ‘IN’, when invoices are processed through Ready function, status is set to
‘Ready’, and finally when invoices are checked out, invoice status is set to ‘Out’.

You may skip the ‘Ready’ function and simply checkin/checkout invoices without going through
Ready process. Or you may wish to add your own process to have more control on the status of
invoices. For example, you may wish to add a process when invoices are sent to Pressing
Department, Alteration, Leather Cleaning, etc.

Production process is designed to track such steps and can be customized by the user.

Follow steps below to make your own production Process.

1. Go to Management -> Management -> Production

2. Select Add, enter production# and Description (i.e 1 Sending to Tailor), 2 Receiving From
Tailor, 3 Pressing, 4 Leather Cleaning etc)

3. You may assign only one of the production step to act as Ready function, that’s when this
production is done, set the invoice status to ‘Ready’

4. Go to Reports -> labels -> Production label, and print the production barcode. You may
use the narrow option to print on Epson Printer.

5. Go to Ready, select Production, scan the production barcode, and then all invoices that
are going to that production.

6. To get a list production status go to Reports -> Misc -> Production report.

7. To view the production process for any invoice, go to invoice utility, select Trans List.

Free Format Tag

This process is used to assign your manual pre-printed tag to invoices. You may use Invoice
Utility, Ref# to locate such tags.
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A

002

Leather Cleaning

LT

MMM

Alteration Dept

(W00

Inspection

MMM

Emplipee ‘Wl by W

Dt Price  Tesal
TS EMED
445 50
- 575
L] D
ELOUSE SLEEVELESS EE R EE ]
T2 mzan
i oo
Dt cavand LR ] Tk T ira 58 05
Total $68.15
Toruben 1 pon: Tarcessd B
=
Ready On Thu Mow 20 2008 05:00F M
ems: 13 Tou $68.15 i
§ FaDsie =00 ) BEsrcs Dvwdal ] Feem  Yabh Lisaai Wil

Irremcs Produsticn #
0105531 & L}

Recleaning Packaging
LRI DO0N0S
Invi#: 105518 T | [
La e ] Do Dol ey Tomm
EHITH'JDHN 0105512 IH 1000 %00 0D Pl 13 Bt
Add 5 SRVER THORSE DRVE

Production

Prosdhusstazn Bams
Inespsction

Activity|3

Raad From File

=] Invnum#l

oCaton | Frostuctnhy

| Read From Fe |
[ Enec |
Production| - o

Fres Tag Production | o Ho
Bttt
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Reports

Reports function is used to balance the till, create bank deposits, create audit trail, store closing,
marketing, A/R, Labels, and sales analysis report. Depending on your job-class you may not be
allowed to select a date range, that’s only today’s report can be run.

Most reports allow you to print on the default printer by selecting the Print command Icon from
the bottom of the report, or you may print to a different printer by selecting the Print Icon on the
top. You may export any reports to Word, PDF, Text or Excel format by selecting the Export icon.
Use the Magnifying glass icon to increase the font size for better view, or use the Find icon to
search for any text within the report.

Select right/left Arrow key to go next page or previous page.

Select Email Me Icon to email any reports. To use the email function see the Management
section of the manual for additional info on how to setup eMail configuration.

Transactions Report
Hdr M x& & QM
MainReport

FOR ALL PREPAID INVOICES

Fapoaied Oy Marager Marage: Privted: 13/0008 13 55 25P4
IRepoei From 11/06048 To 111504 _
Janmw ] Al Tt ey Fiymesl  Sehle  Tha. TAX Tetal FPpd  Fail Fempleyer
10006 1 AA00E 137 TOHCR L B Magler THO0 D00 DOO GO0 DO FRQ0 VSO0 70 OOLegw
100800 10408 18 e 1600 GO0 ODX QR0 QDD 1000 1000 9000 %Wree

Caah
105580 1011108 G40 WALK N Wi G0 00 00D GR0 QD0 090 08 D B0tk
105364 1088 BOF FEHLMER JMES0H  Caah 1800 200 000 Q00 Q0O 1900 1900 18 00Gers
108579 1008 §X) 1ANADE 10.SSCLANSANTE SARA Yias G0 G0 ODd G900 000 0% 08 080G
105581 1UTL08 Sdl 1ANMA0E 10.S0CUANEANTE SARA Vi G0 G0 ODd 400 000 090 080 000Gl
105500 1URTE 1R TRNA08 1700 J0SERH LCUS Gk 1000 1000 O 000 Q00 1000 1000 9000 Gl
10543 TUMLOE Gdd 10MA0E BAT MOLPARD BOSA  Masler A OO0 OO0 Q0D oo ONg ORD OB deassanin

0S8 UGN 12301408 12NO0ATS A KIDE. Vi TA0 OO0 OO0 000 OO0 TE0 TA0 TS0V
Total Humber OF Invoices: o Tabkal Preaaid: 12 6
Grand Sub Total: 12250 Total Paid On Check Out: 0o
Tatal Discount 1200 Total Paid: 12260
Takal Tax: o0
Grand Total: 122660
-
i | ®
" Page Mo 2 [Total Page Ma: 19 |Zenen Factor: Page ‘widsh
Print Back Email Me

Copyright © Computer Systems Int’l, TMS 2.4.4 version User's Manual, August 2015 51



End Of Day/Shift Report

Endo of Day/Shift is one of the most important report that should be done at the end of shift/day
to balance the till. You should make sure your staff can balance and have tight control over your
cash. If difference is what is not zero, you need to find out the discrepancy.

TMS allows multi shifts operation that is you may balance/close the current shift and start a new
shift. To configure your system for multi shift operations go to Management -> System tools.
When End Of Day/Shift process is done, the system is locked and no more transactions are
allowed. If Day/Shift was closed by mistake, manager may reopen store by selecting Reopen
Store option (2" last icon).

If you did not close the store for previous day, you may select the date from ‘Select Date’ option
to close or view the end of day/shift report. If you wish to enforce your staff to close store go to
Management -> System option, and enable ‘Check Store Closing’ Option.

Guides End Of Shift Report
@d Of Shift Report , ,
Caoin Bill ad’
ﬁjansactiuna Report 1j0 25 J3 $1 52021 Bk
| 5-Cl|
+ Mise Report 5146 = F * | — e '
105 $1 2 $5 [7 $100[1 .
L r r E——
{8 Stock Report 20f0 2 s10f 2000
D- Price List
€ Customers Report T8 Lump Sum |
1k2 Time Sheat T|II[ Cash ] | ] Master ] | Discover |
— Ty ] ’3\
les Commission Report as of Mon,11-03-2008 pl . 5 ﬁIH.
Report —
e Collectad Out Subiotal In Hand Dif St
E Labels Cash 102217 87 .45 834,72 73266 20217 .,#
Check 13640 0,00 136.40 136 .40 0.00 T
Visa 3279.26 oo 327926 327926 0.00 “%2]_
Master 2733.78 000 2T33FE8 273378 0.00
“‘: Maore Amex 1697 81 0,00 168781 168781 0,00 &
Discowver 112.05 000 112.05 112.05 0.00 e
Total 860184 20217 =
=

1.
2.

Select Reports option from the main menu

The End of Day/Shift Report will be highlighted. Press the No Sale button or F10 to
Open the drawer. Choose the reason Other from the drop down box or type in "Store
Closing".

Make sure that the Till Tab is highlighted at the top left hand side of your screen and
touch the appropriate sub folder and input and/or verify the totals for each.

Remove your float from the register and put aside. (The float that you opened with in the
morning will display on this screen next to "Opening Balance.") Count all the cash in your
tray. Each time you choose a box to enter the quantity for each denomination of currency
a QTY Form will appear.

Enter total pennies into the QTY Form and press the OK button on the form, then choose
nickels, dimes etc, following the same procedure. Double-check your entries prior to
continuing. When you are certain that your entry is correct, choose the big OK button
(with  the big red check mark on the top portion of the screen.
When the Notification! Box appears displaying the message, Are You Sure press YES
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if they are correct. If you don’t wish to enter all denomination, select Lump Sum and enter
total money.

= Check
Verify that each of the checks listed are correct and press the OK button. When the
Notification! Box appears displaying the message, Are You Sure press YES if they are
correct.

» Credit Card
If the credit card totals Visa, M/C Amex etc match the total on the "IN" column on the Till
Report screen, press OK on the credit card tab. If there is a difference, review each item
listed on the credit card tab. When you have identified the discrepancy correct if possible
or report discrepancy to Sales Audit. Now you can press OK on the credit card tab.
When the Notification! Box appears displaying the message, Are You Sure press YES
if they are correct.

= Other (Debit Cards and Gift Certificates)
Verify that each of the Debit Cards and/or Gift Certificates listed are correct and press the
OK button. When the Notification! Box appears displaying the message, Are You Sure
press YES if they are correct.
TIP: If Turbo was not closed for the previous day, you can still get your daily totals.
Check for the current date on the Turbo print-out report.

= Refund
Verify that each of Refunds listed are correct and press the OK button. When the
Notification! Box appears displaying the message, Are You Sure press YES if they are
correct.

= Pay Out
Verify that each of Pay Outs listed are correct and press the OK button. When the
Notification! Box appears displaying the message, Are You Sure press YES if they are
correct.

When you have verified all the Sub Folder amounts and answered YES to each one you
will see a check mark next to each item on the bottom of the form.

NOTE: you must go through EACH tab whether you have applicable amounts or
not.

If the check mark does not appear next to a particular Sub Folder, choose the Sub Folder
from the top tab, verify the items listed and press OK. When the last Sub Folder has been
confirmed, a NOTIFICATION message box appears stating, "Are you Sure to Close This
Station? No more transactions on this station allowed." Choose YES or NO. You will
only get an additional message box displaying, "Are you Sure to Close the Store?" if you
choose YES. Press YES. A message box will display to confirm that your store has been
closed.

4. Prepare your bank deposit slip as per your current store procedure and store the store
float in the tray as usual. Remember to leave the cash drawer open.

5. Print the Till Report. Ensure that the Till Report tab is highlighted and press the Print
button.
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If your system is equipped with Online Credit Card Processing,(like TPI) and you have
setup customers with COF, select Batch Processing option to charge all COF customers
who have outstanding invoices for today.

This process might take few minutes, please don’t interrupt the process. Once this
process is complete, a notification box appears on the screen To get a list of all these
transactions, go to reports -> Trans Report -> Credit Card Processing report. For
additional information on how to setup COF customers refer to Payment Processing
section of the manual.

Settlement option is no longer required for credit card processing. All Credit Card
Processing are set as auto settle by the processor like Paymentech.

Once Store/Shift is closed, you will be prompted to Enter Float for the next Day/Shift and
will be forced to logout. System uses this as the default float to start the next shift/day.
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Transactions Reports

Transactions reports are a set of reports that display transactions report for selected date,
customer, delivery run, station, or associates in summary or detailed format. You may filter the
report base on the associate, schedule, run or customer. If selected filter is not supported for the

report, an error message will display.
To run any report simply select the date range, and click on the icon. Each report is explained in

detailed below:

Guides
(&nd of Shift Report

@ansactions Report

- Misc Report

% 'Stock Report

Transactions Report

Select Date

From|12/05/08 | « Assocaes |

ol

Schedules l

To |12/05/08 'l ™ Pickup nvoces " Delivery brvoces (o Customers |
& StoreLovel © Stationtovd [T
& 2 .
. 4 -7
Sales Report  Payout Repod Roce;w Repot  Tramsacsons Report

G Price List P
€ Customers Report q ﬂ @ e
ww m Cashqruglum Rush Invoices
I
21 Time Sheet
les Commission | P-4 =
Report Coupon Repod Solos Transocsoes Cash Reconclioton
Repon
Labels o
Il ls . 1 @ -
S S Chodued-out Cash Chedkad ot rvoics
Sales hift Summary Repoa ol
~ Repont
“.. More SR  TewinadProcessed SALEQ|  C Mew
VIS BatchProcessed © Daw Q
Al e Sales Joumal Reoort
© Yom s
- Cradit Coed Tronsocton
sy ST IR S e
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Cash Summary Report:
Cash summary report is a summary of all sales/receipts for the selected dates/customer. This

report shows all incoming sales, including taxes, discounts/coupons as well as all receipts though
pre-paid, checkout or charge customer account payment.

This report may be run for selected Schedule, Associates, or customer. This report may be

printed on Narrow printer.

e e N

were issued before.

Total Sales: Total incoming orders including taxes.
Gross Sales: Total Sales — Total Collected taxes

Net Sales: Gross Sales — Discounts/Coupon — Commission due.
Total Adjustments: All adjustments made to invoices on selected dates for invoices that

5. Gross Receipts: Total Receipts including Taxes, Coupons, Credit Notes, and

Commissions.

No

and paid out.

Credit Note Received: Total Credit Notes were redeemed.
Net Receipts: Total Receipts less Coupons (paid as tender), Credit Notes, Commissions,

8. Amount On Hand: Net Receipts - Total collected/paid out.

9. Tender Type: Total of each Tender Type used for Receipts, refund, or paid out.

10. Tax, Environmental Free and Same Day upcharge Total: For Receipts, Refunds, paid

out and sales.

Cash Sumimary Repon

Total Salex
Less: Total Tax From Sales
Crifas Sl

Lesa: Tostal  Déiscommt Coupon
Lese: Total Comnission Due:
Ml Sales

Tatal Discoumt 2535187
Toal Adjusiment
Total Sales Afer Adjustinent

Bageipts For All Schedules

s H_l;l;l;i[ll
Lz Total [T
Li=ss: Total Refund

Lesise Credit Wote Reosyved
Lesas Comimission Paid
s |5:|:L ot

Net Reecipt

Lews: Todal Tax Collegied
Addid: Tetal Tax Refunded
A Total Tax Pay Outed

okl Aot o Hand

14250002
1L 2T

15,0130.7%

2,351.67
i
10,485 0%

17.01%
#4000
10572 0%

10, ThG 95
]
L]

il 2
L]
LTI

JELTE G

| 021 9%
LI
L]

a0 L2

_Receipts  Refunds  Paid-Ours  Taral
Amex 132178 EH] ) 132178
Cash 155478 00 009 151549
Check 100369 000 ] 10015 69
Credit a6 00 .00 a% 26
Mt
Drehie 147,19 LLRIE} R 147,19
Discover 222 016 X ] i I 16
Master  THO9 10 ] han TR0 G
Visa 465699 ] 00 465699
1078695 [ 09 10747 A
Receipts  Hefunds  Faid-Owes Sales
TAX TIERS ] M #4354
] ] TN i
ENY 243109 ] M 166,73
slkay ] ] T A
(TR [EE) man 2T
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Sales Report:

Sales Report displays all invoices that are made through checkin process. It shows the invoice
Total, Balance, Payment type (if any), last status, customer# and last associates#/name.

This report may be run for selected Associates, or customer. This report may be printed on
Narrow printer.

Printed At:  12/08/08  12:29:28PM
Report From 12/01/08 To 12/08/08
Reported By: 1

Invi Tial  Balame Pay  Stams Customer , Asst
24033 1989 Q.00 Check QUT 20006
p24034 2705 2705 Fewdy 2000000
24035 [4.34 000 Check QOUT 2000016
D403 2985 0.00 Wik OUT 2000
240410 39,74 0.0 Wiz QUT  2000m
24042 16.58 Q.00 Wisa QUT 200006
24043 1326 Q.00 Muaster  OUT  2000M06
(4044 3304 0.00 Wisa OUT 200004
24045 663 .00 Buster  OUT  2000M06
24050 1326 Q.00 Wisa QUT 200006
24051 A6 (.00 Wisa QUT 200006
24052 663 (.00 A CUT 2000
A0Sy RE4 .00 Aamex QUT  2000m
024058 691 .00 Wisa QUT 2000
24050 443 (.00 Wisa QUT 2000
IGO0 12,92 0.0 Bewdy 2000019
IZ40km1 796 796 Beady 2000419
IZ40bn 442 .00 Cazh QUT 20006
024067 A6 (.00 Cash QUT 200006
rAGE 1A% 0.0 Cash QUT 2000
24069 2210 .00 Wiz QUT 200006
240700 3303 0.0 Wiz QUT 20006
24075 3534 000 Wisa QUT 2000k
024076 000 (.00 Bewdy 20004012
IZ4077 6A3 .00 Wik OUT 2000
24078 663 .00 Wiz QUT 2000k
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Payout Report:

Payout Report displays all payments that were made through Payout function, under Misc.

Faveal Date A i § AwkbiEmale Nammic Invoiecd Thesgriplian U oEkpany Payescal A
12R08 R Mol s e, el g LAk REPAIR AND MAINT. OS] Chick S1200060
12ENR L Mol aman prer, Nl e E&TT SLPPLIES Nialew LUTT SR7E .00

Todal Amowni ; $995,00

Recelpt Report:

Receipts Report displays all invoices that were paid through prepay, checkout and customer
account. This is one of the most important reports that should be printed on Wide Report Printer
on daily or weekly basis.

This report is a consolidated reports that shows drawer balance, prepaid invoices, charge
customer account payment, and invoices that were paid through checkout as well as charge
customer who were checked out and charged to the account.

Receipt Report
== DRAWER BALANCE ==
120808 12:55:23PM
110808 - 1171508
Paid at
Chacl; Ouit Prepaid Charge Paid Radurd Payout Total
Cash 277093 3900 000 -0.80 000 2.809.13
Mastar 1,904 54 T80 0.00 0,00 000 2070348
Wisa 1,607 53 780 17.60 0.0 000 163299
Amex 160,03 0,00 825 0,00 0uD0 18024
Check 419,05 000 0.00 0,00 LiLi 1] 419,05
Discoremr 45.85 000 000 0,00 000 4685
COUNT 33900 900 3.00 1.00 000 5200
6,999.03 122 60 46.85 -0.80 [Ti] 718028
Total Charge Cuticmsss ChasckOul
lirvoices. Amouant 4, 78681
Tolnd Refund Amount 0.80
Tiotal Sore Tax For Chieck In 0.00
Total Siore Tax For Chack Owl 0.00
Crodil Hote lasws Amourl 0.00
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Select next page icon on the top to see the next page/report for all prepaid invoices:

Repamed By: Marager Manager

FOR ALL PREPAID INVOICES

Repaort From 11/0808 To 1111508

Printed: 1290808, 1:0Z33PM

lawe Cheek I Chiock Dml O mloser Payimenl  SubTet  DHse. TAX Toral Ppd  Paiil Esglawee
TOBBED 11MA08 1534 JUDD Cash 1000 000 000 000 GO0 10000 10.00 1000 Whalen
10ESED 111108 940 WALK-IW WA oA 000 D0 Q00 Q00 oA 010 Q90 Giarmanka
105356 11808 807 FEHLMHER JASOHN Cash 15.00 200 OoD OoDD 000 180D 18.00 1900 Garsania
T0E90 117008 13734 TOHZH LI, ALz TR00 000 QD3 Q00 Q00 7SO0 7SO0 T500 Loghars
JOEETE 11108 Xy 1108 10SSGUANSANTE SARA Visa cag 000 00 000 Q0d 00 010 410 Garsania
10E5R1 10108 Sdd 11208 105 GIAMNSANTE SARA Viaa oA 00 OD0 Q00 Q00 oA 010 Q0 Giaraania
PO 1TURDE 113 1NRa0s 1T 00 M0SEPH LOS Cash AG0G 000 000 O00 A0 1000 1000 1000 Gacsania
TDEEE2 11F10E Sdd 11408 557 MOLINARDROSA,  Maste el 00 000 Q00 Q00 080 0A0  0E) Garaanie
TO5BE 1IFHE00 12281111408 12-0EC0ATS 4 BIDE, Wisa T 000 OO0 o000 QD T TH) TAOWEcop

Total Humber Of Invoices: o Tatal Prepaid: 1 e

Grand Sub Total: 122 60 Total Paid On Chack Out: 0,00

Total Discount 1200 Total Paid: 122,60

Total Tax: .00

Grand Total: 12260

Select next page icon on the top to see the next page/report for all invoices that were paid

through checkout:

FOR ALL PAID CHECKOUT INVOICES

Repaorted By: Manages banaper

Report From 11/08/08 To 11/15/08

Printed: 1200808, 1:02:33FM

Iv®  Chetkin | Uhech Omt Cwstomer Payment Sebilon Dhc. TAN Toasl FPpd  Faid Emphoee
108578 1108 G TOCH, LINDA Masser  THOO 000 000 000 000 TEO0 000 75.00 Ghnsanks
TDSTET 11108 14:08 AUGEROT ROGER Master 000 000 000 000 000 EO0 000  B.O00Legiers

104852 1106 844 11808 8:37 KALTENBACHER) Mader 2250 000 000 000 000 2250 000 22.50 Giarwanks
1051681 11006 755 10808 8:40 MATTHEWSROBE Cash g45 000 00D OO0 000 245 000 245 Giansants
WSHT 1UGDE 1339 10808 900 MCCLAMJERFY Cash 3385 000 000 000 000 385 000 ¥3.85Gaant
104710 10008 T34 10808 900 FEMLNERJASON Master 2088 000 000 000 000 2555 000 20.58Giarmsanks
102868 0GB 71T TUB0E @10 JOHMSTOMTRICIA Cash 2200 000 000 000 000 2200 000 2200 Giaranks
104560 102A08 122210808 947 ROSINSHBARBRA Cash 2640 000 000 000 000 2640 000 26.40 Giaanks
104800 118 B3T 1US08 940 ZMNERMAN Cheek 2030 00O DO 000 000 2030 000 20.30 Giarsanks
1084125 1US0E 785 1UEDE 1010 BAKER FHIL Wisn 440 00O OOD ODD 000 440 000 440 Garaanks
104827 11AMDE 1506 TUS08 1095 BOURGECISTERR Cash 3408 000 OO0 000 000 34058 000 3408 Giarsanks
104209 10208 104010808 10:42 SCELLOELIZABET Master 1540 000 000 000 000 1540 000 1540 Giasvsanis
104206 10308 103210808 10:42 SCELLOELIZABET Master 1320 000 000 000 000 1330 000 13.20 Giavanis
104877 117308 1230 11808 1044 MALIRICE DAMIELL Cash 1615 ZF00 DOO OO 000 1815 000 1615 Garaanks
104416 102508 1243108028 1045 BERG.TIM Wian h2B) 200 000 OO 000 53S0 000 53200 Gardanbs
02151 BEADE 1611 TUS0E 1048 KROPE LIS Visa 108 E00 DOO DOO 000 2905 000 30.08Ghansanks
104350 102808 10311808 10:57 LANELIZ Cash 2430 000 DO 000 000 30 060 2630 Giswanis
104360 102408 135910808 1126 FOXLORI Cash 735 000 00D OO0 000 T35 000 T.35Gansants
104854 1108 B58 1UB08 11:36 WEET Cash 800 000 000 000 000 B0 000  8.00CGiarant
10437 102408 151810808 1146 MARTIN DOUG Cash S80 200 000 000 000 580 000 .80 Glansanbe
IOARWE 1IMM 1S-dT 10 1200 WOER FR BNIE aszh MRS AR N N A0N MES AN 28 RS Siemanks
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Select next page icon on the top to see the next page/report for all invoices for charge customers
that were not paid and charged to their account:

TOTAL CHECKOUT CHARGED AMOUNT REPORT

Reported By Manager Marager Printed: 1200808, 1:02:33PM
Renort From 11/08/08 To 11115008 _

lmn# Check In Check Ui Umlomer Payumeni  SebToi  Ikhe. TAX Vetall "pd Pald I.'q:h::r
108048 117508 1058 1UR0E 11:10 BARRYISECORD, B 1170 000 008 000 00 1170 000  0.00 Giwsanke
104858 11708 1623Y 1UER0E 11:10 BARRYISECORD P 575 000 000 000 O00 575 000  0.00Gamsanhe
105060 114M8 845 1UER0E 14:52 GLANSANTE DAVES 4668 00O 00O 000 G00 4668 000 000 Garmsanks
105003 11M4ME 1423 11808 14:52 GLANSANTE DAVES 445 000 00O 000 Q00 445 000 0.00Girsanbe
104070 11508 1216 11808 1456 GLANSANTE. JENNI 2280 000 00O 000D Q00 ZZS0 000  0.00Girsanhe
105308 11TME A LURNE 1507 KENNEDY KLIRT AT 0RO D00 000 000 1780 000 000 Giwrsanke
105311 1UT8 G20 1UB0R 1527 KENNEDY,KLRT 16,40 |Recsipt.Discount (Numberd|s40 000 0.00 Gisvsanks
105045 11508 1037 10008 13:00MUSSENLINDA 10680 000 000 000 000 1080 000  0.00Gisveanks
105046 10508 1040 191008 1308 LAFOREST JULE 1775 000 DOO 000 000 1775 000 0.00Gimanks
105428 11MEDE 753 111008 13006 DOMENICD 318 000 00O QOO Q00 318 000 000 GaTmanks
108362 10708 1428 1UA00E 1300 BANSAL ANIL 1320 1320 000 000 G000 1320 000  0.00Girmants
05363 10708 14238 1UA00E 1300 BANSAL ANIL Fagd FRoE 000 000 000 2284 000 0.00Giarmants
105306 117TME B8 11008 1556 FRANKLIN JAME 5200 000 000 000 000 5200 000 000 GaEake
105325 1UTHE 12216 111008 1556 VETRANC: SLESAMN 8.20 D00 OO OO0 Qu00 B 000 QD0 Girmans
105338 11TNE 12272 111008 15.56)LEEER MARC 8,50 D00 oD OOoD 000 ES) 000 00D Garaans
108337 11TMA 1238 1008 1550 MESLER DrANA, 1830 000 D00 OO0 000 1830 000 0.00Gamsanke
105338 1UTOA 1230 11008 15:58 SCHWARTMUELLE BB0 00O 000 00O 000 A80 080 0.00Gaanis
105333 11708 1240 11MO0E 15:50FOGG LESLE 2340 000 000 000 000 ZR10 000  0.00Girsanie
105340 1078 1251 11008 1556 BUFFOMANTE MAR 4650 000 000 000 Q00 4680 000  0.00Gaesanhe
105349 10708 1258 11008 1555 DELLOSO SLZANN 2040 000 000 000 Q00 2590 000  9.00Ghesanhs
AR 11T AT afER AR S P i R (W PO W T O T 1] EEO AR 8 Sk

Select next page icon on the top to see the next page/report for all invoices for charge customers
that were paid and posted to their account:

FOR CHARGE CUSTOMER PAID INVOICES

Reponed By: Manages hanaper Printed: 12/08/08, 1:02:33FM
Report From 11/08/08 To 111508
[T Chaesk I (R T Cmomer Pavment  SebTof Ekbse. TAN Tatsdl Ppd Paid  Eamplos o
103378 10M008 124010308 1682 MUSFCTAK MIKE  Visa P60 000 Ooudd Opd OO0 TS0 900 IT.E0 Giensanks

104788 1073008 15431073108 1540 MICHEALSEN PETE Amex 1610 000 000 o0 Q00 1610 000 1810 Gistmands
105261 11GT8 15325 11708 16:03 MICHEALSEN PETE Amax 1315 000 QOO oo Q00 1315 000 1315 Giastmands

Total Number Of Invoices: 3 Total Prenaid: 0.00
Grand Sub Total: 45 25 Total Paid On Check Out: 46.85
Total Discount 0.00 Total Paid: 15.85
Total Tax: 0.00
Grand Total: 45,85
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Transactions Report:

Transactions Report displays all checkin/checkout transactions done for selected.

Transaction Report

Printed: 120808, 3:24:35PM
Report From 1108 To 1171508
Reported By, Manager Manager

Invii Ameounl  Degeription Dule Time Custil Associ
1015447 D2 lvodee 929 am LOCKPORTLegters
105855 1995 Invoice 112 pm COATS 4 Legiers

105544 L5 Ivaice 12226 pm COATS 4 Wilkcap
103544 THF P-Visa 1226 pm DOATS 4 Willcop
105330 DO Check 14 pm WIZNER [ Giansanic
105410 B2F Inwvaice 12406 pm LATHRUR Gisnzante
103411 (iHF Check  101:15 am LATHEUR Legles
105410 B2 P-Cash  101:15 am LATHBUR Legiers
105456 (UM Update  §:29am DOMENIC Leglers
105436 (iHE  Invaice  T:53 am DOMENIC Legles
105430 115 Updae  8:29am DOMENIC Legters
105456 (M Check o6 pra DOMERIC Gismzanite

105763 198l Invoice 248 pin DANKNAM Mo Do
10557 MiHk Update 413 pm COOPERS Whalen

115576 MMk Tnvaice 356 pm COOPERS Whalen
L5576 20 Update  &15 pm COOPERS Whalen
1fEans2 (R Lsolee  21% p LAKEMAN Legters
1015632 O Update 226 pm LAKEMAN Giansante
115632 120 Update 226 pr LAKEMAN [iansant
115683 OO Liwolee 340 pin STROBEL Flians:
105685 0OF Check  1-33 pm STROBEL ALegiers
115683 795 Plash 133 pm STROBEL Aleglers
115683 MO Update 416 pin STROBEL Foabney
| {15685 795 Update 416 pm STROBEL Fmbmey
1015543 WM Tnvaice 1233 pm SCHEIR Willeap
[AIR042 MO Check 1224 pn SCHEIR  Wileop
15843 Mide Update 12227 pm SCHEIB  Wiltcop
LNeS AT 11 i B . 17017 e EWTEN T L 1 T ——

Copyright © Computer Systems Int’l, TMS 2.4.4 version User's Manual, August 2015

61



Service Summary (Sales) Report:
Service Summary reports shows a summary of all services for checked in invoices with
adjustments for the selected period. Adjustments refer to invoices that were issued before, but

changed in the selected period.

Service Summary

Printed At 120808 20443400
Keported By; Manager Manager
Report From LLAOE To | L0508

lotal Sales Hefore Tax 2,707.77

Total Adjustment: -28.85
Met Bales: 2,6A7R92
Sales Addj. Met
ALTERATION ATT62 -16.80 AG0.H2
DEYULEAM 1,296,510 3495 1,306, 4¢
AWM 1700 (000 17,001
HEMLISERCHL T LR 75 (000 0HH, 75
LALIMDRY Q4 50 2200 014,30
RETAIL .00 (.00 .00
RETabrEmaTion

SRR HELTERETION
LEtRo R mOFYC LAY
OFAN
o HHESEHELD
OL=UMDEY
ROUSERGHR P LA N | PETRL
Retail: |, 554 Lo 59.09%,
Act/Rec LIDaTFE  40.ET
Product: 1.00 ("%

Total Adj.  -28.85
Total Sales: 267802
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Receipts Service Summary Report:
You may wish to view your service summary report base on invoices that were paid not just
checked in.

Receipis Summary Summary

Printed At 12/080%  3:52:01PM
Reported By: Manager Manager
Report From 1 LR To 110508

l'otal Eeceipts Before Tax 1 441.36

Todal ALTERATION On Recepis; [ E 1] 7%
Todal DEYCLEAN On Feceipts: GAROT S5 TMe
Todal HOHISEHCELD Un Receapis: S (HE 6,52
Tistal LALNDEY On Receipls G117 1R 12%
Toedal FREESS ONLY On Receils; 22,48 1, 56%
Total RETAIL {n Receints: 1.0HEF 000

LAUKHDRY

WALTERATION
mOFC LB
B HSIESERSLD
S ERIL bel )
OFFEEFRLY
= FETAIL

HOUZEHOLD

DR LESH

Rush Invoices Report:

Rush Invoices refer to invoices that were checked in and due on the same day. Use this report to

find these invoices to make sure they are ready. TMS can be setup to charge extra for same day

services. To configure your system for same day upcharge refer to Schedule under Management.

Rush Imvoices - Check T O 1102008 and Due Date On 1 1004020008

Drate | 2TOHTE Hepoeeed By Manape: Manager
Ipns usts I Dhane Due Dkane Stalss T ol Taxl Mt Sale
105054 aTl: 11042008 11l 20008 DUT 2542 0 15,42
1 0 S0HGE 291 11042008 1 10eR 2 OHER OUT Z1.59 i 21.%9
105103 9343 1104 2008 110 20 Heady I B oo 8.0
Taotal &8 0 (= X1} aE0il
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Cash Drawer Audit Trail Report:

Cash Drawer Audit Trail Report is used to find discrepancy in your end of day report when

balancing your till. It shows all invoices, payment type and time for the selected station in order.

ash Dieawer Awdit Treail
Reporn & ol | L0510 Reporied By: Mesager Manager Prinzed At I3 TSP

Cashdrmoer  DwicTimeg Emp Invvoicgd  Customcr Invw, Total Trans fumt Tax T

1=l VIS0E &0 am TN [_.g;.‘h_-h. 1) St Dipsen
L-1 PGSO T:53 am 100 IER9S  WELLS 2530 25,30 0 Cash

L=l 1508 &hiam 1N 105K ROBEERSDN 2547 1542 000 Amex

i-1 PI7S08 &T8am (0L 10654 TRINGALI 104 102 000 Bmsber

L=l DIGR0d £:3T aim 100 Ity BOLKMEYER 14358 14.35% 000 Cash

=1 [JERE S T LLe IRl 101l RAHILL 21.1% 2108 000 M Eter

I-1 IR Sels am ekl gl BAIER ] fi el 000 Cask

=1 IR0 1T mm 10000 10667 FREEMAN 10,10 AU 1} 000 M eser

i-1 VA58 Ioidasm 000 % 1292 BATTISTELLA 2304 23 000 Cash

L=l [RER L  [e T [Le U] 104583 SMITH 2R45 28.4% 000 Cash

L=1 TLS08 10c5dam (G000 768 BEYER 20m 210 (000 MEster

L-1 PGSO D034 men D000 104716 CACHER 1200 12,10 000 Cash

=1 ILA08 10125 am NGO 183572 FYTLIK 1Z.10 12140 000 Cash

i-1 BICR0E 10:55 pm [CaTiEl et ELATT N.Th 2™ 00l Amex

L=l DS 12T pme 0021 104344 KEIDEL 19,45 145 000 Cash

Quick Invoices Report:

Quick invoices report shows all quick invoices that are not detailed yet. This report might be

selected from the running status banner on the top.

Duick Invoice Report

Printed At

I2/0E08 4 14:00P 3

Reported By: Manager Manager

Report From VOEDE To 1250808

%5 LISTE Hems W TIME STATUS
IEIL 0226 i 1Z00am [N
1031 1k {0224 i 12l am I
103578 LT W Inodam [N
KL R 1 44 i 1Z00am [N
1035 11226 i 1Z00am [N
10472 LT 4 Inodam N
104451 R 1 44 i 1Z00am [N
104594 11226 4 1200am [N
104774 FFET ol 1 LMpm I
IR L1226 W+ 1z00am [N
10561 #1421 E 19 pm [N
10573 {3242 1 DAl pm IM
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Coupon Report:

Coupon report displays all coupons in detail that used by customers through Discount/Coupon
option , it then shows a summary for each service and coupon. For additional info on how to set
up coupons see Management. You may select any schedule for this report like Delivery.

Coupon Repart
Prifited AL I20ROE 453398
Rt From 11DRTE To 1208508 Repomed By: Manager Maniger
Comapun Amoust  Coupon @ For lom Customer Imd Swms Daie Asaniiaie Schedule Serviee

BUFFALONEWS S200 3,00 v FRISEA WKRSE 105687 GUT IV AN0R el Eeimd B i L TERATI

BUMALODREWS $200 20 Yo LA FEMLATH |51 Ready LOADN0R Sovy Gassmie  Bowd Prcelid DREYOLEA

MUFFALGEIWS 200 300 Y OFRARCES CASTRL 05400 Resdy L0008 Gewy Ciseasss  Fomd Prod L DRYCLEA
IR ALD KEWE §2.80 2.0 ¥ EHKITR RABTED |05417 Ready 10G2008 Kovy Gisesse — Basd P lia DRYCLEA
LU S50 ORIER 10 Y EATTY TREGILED 05436 Resdy 1082008 Eory Gieust:  RosdPrclis DRYOLEA
MIRTHIAY CARD 100 ¥ OSHARTRY LOMEON AN OUT  G/EVH08 Cory Gomoms Rl Prce il RYCLEA
BUFFALONEWY 200 200 ¥ TIMCHHY 1054ES QU V1008 Kby Lot Delvery Pre DRYCLEA,
FUFFALD NEWE B0 - 3, Y EATHY L0 OUT DEYCLEA
5P FIRET CRLIVERY (LB E ¥ LE 105808 OUT DRYCLEA
S FIRET ITLIVPRY 260 AL 1058 G DRY{LEA
5P FIEST DELIVERY 540 ¥ Rum LSS0 OUT DRYCLEA
0P FIET DELIVIRY 10 T AL L0305 OUT DEYOLEA
WPy FIRST DELINERY (L] ¥ LI 104 4Es QLT DEYCLEA
P FIRST DELIMIRY  3RT Y R 1L OUT DRYCLEA
P, FIRST DELIVERY anr ¥ LLuE 105300 OUT DEYCLES
5, FIRST DELIVIRY iEL] ¥ oORL 10800 O DRYULEA
PG FIEST CELIVERY 5|3 ¥ MW ROFHEKD 105314 OUT DEYCLEA

Sales Transaction Report:
The same as Sales Report except it shows all invoices in detail. A customer may be selected for
this report.

Diaie | 20806 Reporied By: Manager Manages

I Tags Oy Dhescripii P Sub Tl Lk Balance St InDase OngiDaie
104933 1 BLOUSE SILK LA 5200 e i OUT  TIees B
104,923 1 SUIT MENS I PC &l LEID o 0D OUT  NMO0T00E BR0C
104,523 L1 SHIRTS HAMGER | 540 13.20 [LR1 1 [T T B B
10 g z PANTS LALMDRY 13500 3025 LTINS [ R TR B LLL LR
(LR 2 FANT-MPULEAN 0240 0041 LA in  OWUT 11030 LLL L
1Daa%s L] SEW MOCKET 0240 &0 DLW i OUIT 11 e
104,925 L] MISC ALTERATION, o741 o N 0D OUT Mo ILORTms
104,018 L] MEW SMNAFOR STUD 0241 L] (LN i LT s LB ]
104,515 L] SHIRTS HANGER 1 3500 =80 i, (W oD WU aloEs BT
144,918 1 COAT LEATHERSUEDE LT B0 0 3400 Resdy 119006
1oL 1 SWEATER - VEST ]| A0 (i CHIT  VVGT00R
104,917 r | PANTS o6l 10.50 (LN i T 1o LA
104,917 1 SUIT MENS IR ol 12 TN [T TR i N E ] iy
104, 33T ¥ SHIRTS HANGER 1 %40 [=101] [LN 1 M LT DR 1 O
104,938 1 PANTS 0k 3275 L1 e o DT 11eliEs LLR LR
[LEREEY T SHIRTS IANGER 03] 1340 U i OUT  NMaos Bl
109 L] SHIRTS HANGER 1400 1320 durs i DT NN I
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Cash Reconciliation Report:
This report displays cash reconciliation for all stations/stores into a summary format. It shows
Sales/adjustments, discounts/coupons, taxes and receipts for both COD and charge customers.

In this example all 3 stores and related stations cash summary are shown.

Lo Taimar Boeiond  Recenad AR Whowiial Ehaige O [REN] vl Tieal T el
Semey 1wk Bakw  Sarveedd | Prsdwon el Frichacisl  Servienib (Foedisciss TAX I%% Ady.  Uowpe [ icwarad
—
ol e %10 1] L 3 § 71 i I L bR | ] 1%
it} L] D 1} (iR 1] [ (L [ Al (iR 1] 1 [ i
Ol LiF §L.100 il (] I 1B I il (] 1% ]
i SRR D i» (1) i 0T S i BiE (1) 245 F] 4
b [T LE 0 b i I EA1 I B 7 108 4
bl e AD i b 1 B [ ] I fArr B ] ] L
bl ARJTE Lo b {08 B i 517 I T | B T s T T
Lk Ol w0 GiE T % i nm 14 T [Rr] 1 i i K il i
'] [iE 1 B ¥ nm L i fm nm 118} 1] e

Sales Productivity Report:

This is a customized report, not availab

Shift Summary Report:

Shift summary report shows each shift transaction summary for all services and tender types. It

le to all users.

should be used with End Of Shift report to get additional info.

Employes:] I mplineg Draily Total
Shil Timee: 5:56 AM TO 2:02 PM St Time: 201 PM TO 659 FM
ALTERATION Check In A AYALTERATION Check In R4 TS
ALTERATION Check Chat 19 ENALTERATHIN Uheck Cha G 11700
IRYCILEAM Check In F'H.\!i[JR‘I'L' LEAN Check In f 1336061
IRYCLEAMN Check Dt I0H) :'-IiLJH'I[ LEAMN Check Out BT Ah T2
HOLUSEMOLD Check In Ll HiHl.?'l. SEROLD Chedk Im LK Sa00
FOUSEHOLD Check Oui l"l.K'illli'l. SEHOLD Check Owl LR Sl
AUNDRY Check In 192 IJLAUNDRY Chesk In 1, 1] 785 440
ALUNDRY Chaclk (g &7 '\"I-."hl ALNDRY Check Oua 270 I sl
PLUEDE & LEATHER Check In 130 SUEDE & LEATHER Check In CLEK] 1300
AWM Check In 1T O™ Check In LK 1000
FREADIMG 302 HT-READIMNG | ,0R0. 1Y [ f e
heck Ot Toinl 11k H‘L"‘wi Ol Tiwal 108033 138LT2
Ciash ax 1qCash 454,07 4342
bk 99 Check RLE S BH
W' [[ELACT QT ] 13N 1 1% 00
[elisley &5 sl Master RE R R YT
mex 17 Al Amex L] ¥
weoount Recy =} !'-."«I-'u.n.lm-'l Heew IRT.H I5245
Peeceipt Tolal 144 -:,-II-‘.n::p: Tital 107777 [WEE T
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Check out Cash Summary Report:

The same as cash summary report, except is based on invoices that are checked out. Some
customers reports the taxes only on checkout invoices not including inventory invoices.

Checked Out Invoices Report:

The same as Sales report, except only shows invoices that are checked out and the payment

method.

Checked Out Invoice Report

From 11/03/08 to 11/03/08

Consolidated Report

Print time: 12/08/08 5:32:25PM

Inv# Total  Bal Payment Gnd Total  Assoc, Cust

Dl0d853 10200 10.20 Charge Q52 40 Jennie RIEDEL, DA
OlOEE54 el 000 Charge Y59 Jennie OLSON, DAV
104855 575  5.75Charge Did, 75 Jennie LEBER MARE
OI04857 18G5 1895 Charge OR3.T0 Jenmie SCHWARZE EE
104859 23,55 23.55 Charge 107,25 Jennie LASCOLAK
D08 60 245 245Charge I 0, 70 Jenmie MULLAMNE, M
104562 B.e0 00 Charge 101630 Jennie BURT. SHAW
14865 S0.200 0 0.00 Charge I i, 50 Jenmie FRAMCISCO,
O I04R00 1115 11.15 Charge 107765 Jennie UNDERW O

L LIS S T 10,15 10,15 Charge 1,087 80 Jennie VETRANO.S
Q104851 2D .00 Charge I 04 600 Jenmic WILLLAMS R
CHILES 13| 345 000 Charge 11205 Jennie STEFHEM, BO
O 10E867 12.65 12.65 Charge 1001470 Jennic WITHIAM-LE
104871 4.40  4.40 Charge L1910 Jennie FRAMNCISCO,
104872 G660 660 Charge 1, 025,70 Jennie LEADBETTE
10050 43,40 42340 Charge 1,169, 10 Jennie ZIM A KARE
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Sales Productivity Report:

Sales productivity shows total of invoices that were done/assigned by certain associates. To run
Productivity function go to Ready menu and scan invoices and then associate barcode. You may
use this report to find out commission that you may pay your Seamstress for example.

Trans List in Invoice Utility displays the detail of this process.

Sales Productivity Report For All Schedules

Repon of 120808 Feported by Johs Flaaseer

Il Tag* Stmtas Ly Tistals D 18y Prodsctivaty Diste

[ErlEoes LT 5 1235 Jodany Manager 1290808 10080 501N
£ 1135

LO5ES] T 3 7.1 Kol Smith 120808 1008015

B2 on) R ] 5 0 Koty Sauth 12908 10080 28N
(LR AT i

[EELRC Fomb 2 L. ] Dimda Watun | 2R 0 SO0 R

[ERTEesT ] CHIT [ 525 Linda Watun IRt 0 - 3T
L 10.4%

[Lekleir) Foady 2 1253 Mcasnc | ol 120808 (0ol 145
a0 (P4 ]

Credit Card Transactions Report:

This report is used to display all online credit card transactions successful/unsuccessful that has
been processed through TMS. It may be used for both Terminal base (i.e transactions done
through checkin, checkout and invoice utility) and/or Batch base Processing (i.e Transactions
done through End Of Day or Statement for Credit On Card File customers)

Credit Card Billing Report (Successful)

Custopser Hillings Amex | DOEDHE o | |0 ZHE

Dillinglhwte  CLIST L et Credit Camtel X Sumousni Auih
110308 IGEE AMINRUSCHAT EATRILEEN ITREeeA LG RO s3.60 208160

Inwvescala ), ISR |2 TRy Transd - 614
Lnaoe o 1T DILRT SELAWM MPCIHIELLL i rd TR LA LI 1008 T IF 4863 2t

Inwoncois i DRSS, 10500, 10804, [0 | &, BO2ET6, 1005 e, HIIR S, 1048340, 104802 Trans® - %44
[RELTERILY L[k CARLOUOSERH LI es s emsns | g sl 17450 T

I vowsssd s o 10 10, ) Ul ToRE 000 ] o, D005 BT T Trans 2
loins DIDRSF CIERLFEAMIME T ] L] T

I vomsod o i Do S50 e 300 10 EGS Teanas = &M
[NEERT] LIS DEIELSKLMARYHETE TP (O [EE 240216

Invoscalsk T2 Temnnd = 611
110308 ETI EMMERICK FILIZABETH ST ol TLAG 25157

Inwvesoos ) IOIORE §ETTE§10ET50 Trans L]
11308 o017 CRHORIMOMN MATILAN ITaRSsessens (g 1208 11173 347118

Inwmn s DAL 2, DRSS, 105 20 ]
11.0308 Mt KLUHILEW I EEITH (S IELLELLLE LT @l 168 4] [TIE: 5

I vcmse] & o UHERCT S Smin 2 el S |00 ] OHT ) 5 Tl T Imans [k
[EECEET] R LOCKPORT FAMILY, DENTAL 2l LEEELE LT T T T 028 331113

Invotond sl IOATE0 TOETE L IO OHD 52 10T TES Teanas = 354
[RRR o077 MAIHAHAN TINGTHY R ELCEEEEER T ] ozl 10505 124%98

I vmsnla e D208 DUET 0 DOAUTY, OES0E, JOROYS, 103nE] Tranns - il
110308 O11543 PARKER SCOTT e Ll Ll I ] o411 e Wik O

Invamcol s 03003 Trans® - 438
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Sales Summary Report:

Sales Summary report is used to create a comparison sales report on hourly, daily, monthly and
yearly basis and find out the best/worst period. The following is a sample report for a selected
date on hourly basis which indicates 2:00 and 3:00PM had the best sales period.

400 ¢~

35l 0600
0700

300 0200
0900

200

Sales

EEEEEEEOECOEE
8

1500

DE:DD OF 00 0500 D200 10000 1100 1200 13:00 1400 1500 1600 1700 1500

Tomal Ps P moes

Ay A Jan g0 4 1
T 15K 25 A5 7
fL S ] DEE, i i 4
il B i% k]
Tilkcie 1767 40 L]
[1E.] TeLTD 4] ]
13- b A LT} 1z
(=] f{[E 1} L] i1
(s ] SEL% (N8} 7
(£ ITLED (-1 0
it 13545 F i &
17 FTE DR 24 i
15 i i :
FE 57 5] (573 (1
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Sales Journal Report:

Sales Journal report is one of the most import reports that should be used on a daily basis to get
a summary of sales and transactions. It displays all services sales summary, cost, discounts,
taxes etc.

It includes total customers served, total new customers, total redo items, voided, refunds etc. This
report can run in both Wide and Narrow format.

Total updated refers to invoices that have been changed. Negative number indicates under
charged prices. To get a detail list of under charged, voids/refunded invoices go to reports ->
more -> history tracking report. If you have a franchise operation, Royalty cost can be calculated
base on the preset value and cost for alteration operation etc. Total tag reprints can serve as way
to control your franchise operation to prevent any dishonesty.

Sales Jonrnal Repart For All Schedules

Hipanct ol B 05 0 Erparmed Hy: Fohe lasigs
[ L porg ros
L St Sadvs [ ¥ o Piperes & [ Loy == LA ik
ML TR T TS & 0 i, e o
RYCLEAN s s . [ 19 5
Wi T (0 Py o i
IO L i W @
TR L 5 o & e 1
SLIE IHE & e 3 i Y 4
T T N 1)
Fostall Vasided] bascices e
Fotall Vapicded Pz .
wial 1Fapaid lavosece: B8 L]
Comagen Al Tan lle L
Toral Mem Commmrer: 45
ir ¥4 e o Bl
This Week - W B

Repart of 11/03/08 Total Recleaned ltems: 0,00
Reported By: John Manager o ] oo
Service e Picces  SubTeml TAX Total Voided Invoices: '
Somec Dy Cowpen  Diecoum  Comt Total Refunded Invoices: 5.00
ALTERATION ) L a, L -
§ i ! (140 ’ [ I;”‘1.1:-:::: (:::-: I'otal Lpdﬂt&d; 045
DEYCLEAN K2 44 134161 (00 Girand Total Lpdated: 709 544,25
ag0 R I
GOWN 1 3 T Total ALTERATION Updated: 8045
o i i - S )
HOUSEHOLD % T TR Total DRYCLEAN Updated: 0.0
000 20 oo om Total HOUSEHOLD Updated: -2.00
LALNDIRY 7 345 THEA (N .
040 1200 5.6 (L0 Total LAUNDRY UpdﬂtE‘d.‘ (.00
SUEDE & i U_"U] T “::5: :::E Total SUEDE & LEATHER (00
6% 257225 00 Total PRESS ONLY Updated: 0,00
04 220 HLES (1,041 . .
Total RETAIL Updated: (00
Total Recleaned Items: 0.00 Total GOWN Updated: 0.00
Total Voided Invoices: 0.00 Total OTHERS Updated: (i)
Total Refunded Invoices: 5.00 Total DRAPES Updated: 000
Total Updated: 043 Total New Customers: 1700
Royalty: 000
Cost With Alter.: 000
Cost Without Alter: 000
Total Tag Reprint: 000
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Misc Reports:
Misc Reports are set of reports that can be accessed by Selecting reports -> Misc Report. It
includes items, redo, zero price, production, wash & fold, and Garment Tracking Report.

Guides Misc Report
@nd Of Shift Report Select Date Al Customeaes

Eanucﬂons Report f¥om [12/ 09/08 :]' Select :M
To [12/09/08 _chione | Coyhe

| © Misc Report
. —A\\ = Son By Nem © Son Dy Bem and Customer (Doted)
wmk Report ‘\  Son By Wem (Deted) © By hom And Customenamow)
G’ Price List Items In Stock Faondimae g
© Sod By Senace € By fwa

& Customers Report

& By} & By Neen
22| Time Sheet ‘ D o b
e ~ Washers © By lavioce (

A
issi Wash and Fold '
|QS:::::;I!S|OI‘I S 1)
- gououa-ou © Dryers Repont Zot:.:mq‘ Redo Rems
E  ebes e
“: More P R R
Trxhingepoe  Tracking Repeaz |03 Tog

ltems Reports:
Items report is used to sort the incoming orders base on Item, Service, Department, and route
delivery. It is used to find out average price per piece and total for each category.

Summary of Items by Item Category:

Ttems Report By Tem

From
Oy Diescrinlion Price SubToal
225 PANTS 497 11,15543%
4919 SHIRT - ON HANGER LAUNDREY 1.69 8205095
=i SWEATER - CARDIGAN 4.78 41 1.0
HE2  SWEATER 4.59 4,050,340
8] JACKET - JEAMN LR 3600
190 BLAZER 450 91291
s BLOUSE - SLEEVELESS 5.15 180,37
2z HEDSPFREALDD - QUEEM 11.25 22.50
25 BLOUSE - SILK 513 128.37
220 BLOLUSE 5013 266970
2 HLAZER - DESCRIBE AND FRICE L{XuTI] 0.0
21 COMPORTER - CQMTEEM 10k 54 223,50
213 SHIRT - POLOGEOLF 2.35 S .45
132 COAT - 344 LENGTH B.I9 1 R 1]
Is PANTS - JEANS 5.0 37960
EE SHIET - SILK 4,940 21570
5 COAT - DWW 10246 51.30
26 COAT - FULL LENGTH 11.73 42210
I COAT - DESCRIBE AND PRICE 063 110, (M
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Summary of Items by Service Category:

ltems Report By Service

From
Oty Descrimtlion Price SubTotal
Ild LAUNDRY 1.56 401 40
24 DRYCLEAN 4,65 113356
4 ALTERATION 1.25 2000
11 HOLISENNLID LA} LT
2 PRESS ONLY 5.00 10.00
3 SPECIAL SERVICES 2.00 G, ()
6 RETAIL T.00 42,00

Total Cuantity: SE0.00

Sub Total: 1,812,960

Summary of Items by Department Category:

Items Report By Department

From
Oy Description

Price  SubToal

330 SHIRT

11 SUIT

128 PANTS

30 SWEATER

29 BLOUSE
BLAZER
MISC ALT
SIPFER
SCARF
JACKET
COAT

DUVET
UMIFORM
VEST
COMFORTER
BED SPREAD
FILLOW
COLOR REIUVENATION
TIDE LICERCSED PRODUCTS
SWASH

TIDE

TIRE LO
TABLE CLOTH
SHORTS
DRESS

=3

T s U o= Ly ler == e ek B Bd Pl e Pl e e

L6
LA E
4.17
185
4,50
447
5.0
5.0
287
5.00
15.0d0
11.25
.38
133
.25
15.00
167
2.0
5.0
500
7.00
15000
150
273
7.0

56315
R
i [ 0.5
15,50
14202
35,75
0
5.0y
M
2000
R
2250
P
1150
4500
1 5.0

I 0.0y
L)
5.0
1500
7.0

1 5.0
T.50
273

2 1.0

Total Quantity: 58404

Sub Total: 1.E12.9%
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Summary of Items by Customer Smith (Narrow):

Cust# :000814
SMITHJOHN
Period: 12/09/07 - 12/10/08
Invaoiceld TtemName OTY  Price
HIWI0 SLACK CAPRI 3 16,50
HIDI0 PANTS ] 550
HIOI0  RAINCOAT ] 100,80
HIDI0  SWEATER ] 4.45
HIDI0 SWEATER - DRESS ] 5,50
A3l SCARF ] 2.40
HiWl1  BLOUSE 6 2520
H3D11  SHIRTS 'HANGER 2 4.20
H4183  PANTS 2 11.00
#4183  BLOUSE 4 16.50
H4183  SINGLE SHIRT! 1 2.35
HANGER
#4375  SWEATER 6 2670
#4375 SUIT MEN'S 2 PC ] 11.50
B4375  PANTS 2 11.00
#4375 JEAN ] 5,50
#4375  SINGLE SHIRT! ] 2.35
HAMNGER
24801 SCARF 1 2.40
H4H01  SWEATER - ] 4.45
CARDIGAN
#4501 SWEATER 2 5,590
H4E01  PANTS ] 5.50
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Production Report:
This report displays all activates assigned to each order during production process. It is the best
method to track status of the orders. Production report can be done by invoice or item.

You may go to Invoice Utility, Trans List to get all productions for selected invoices. See
production section for more info.

Froum = 120008

Production Report

T @ L IOFDS

Printed Ax 1208 1233360 Hepared Hy: John Manager
Inv @ Custemer ltgm Namg Produoction Name I Drane
101,422 BOMN SMITH TEANS Prowsing IZAKIR | 207 49PN
101422 BN SMITH DRESS - KNIT Pressing IEAR0E | 2:07:44FM
10142 MHIN SMITH SWEATER - SILK Pressing 120908 | 2:07: 4408
10042 FHAN SMITH BLOASE Pressing 1 ZEms | 20744
100,422 FOMN SMITH TEANS Pressing IZARIE 12 16 LM
100 422 PN SMITH DRESS - KNIT Pressing PEARLOR | 2: L6 LAPsd
101 AT MMM SMITH SWEATER - SILK Prossing IZAMEOR 1216 FAPM
014X MM SMITH BLOUSE Presaing IZARETR 1210 LAPKE
102007 MM SMITH DRESS LONG PLEATED Inspection IZAMDE 1 2:21:200M
2007 RN SMITH BLAZER Inspoction IZAKEOR 1 2:21:200M
2007 WRIN SMITH DRESS LONG PLEATED Iipeition IZAKETR 1216 LAPM
norony PN SRITH BLAZER Inspection I 2AO0s |2: L6: L 4Ps
101F (T RN SRATTH MRFSS | OPG PLEATEDN Inanectivn IRARINR 1211 -NRPRE
S
Producton Report
From: |206908  To: 12/00:08
Printed Ap 1209108 12:21:32PM Feparied By lahn Manager
Invoice & Datc Production Associnte
100 422 L2008 12 U6: 4P Pressing Johm Marager
102 007 L2008 [2:21:20FM Inspection Joha Manager
102,008 P20AOR [2:20:20FM Inspection Jahm Marager
102,009 T2OAOR 1206 14FM Pressing Jahm Maruger
102,584 P20 221 30FM Inspeczion Fahm Maraeger
1065 K92 P08 1206 14PN Pressing hahs Marager
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Zero Pricing Iltems Report:
This report is designed to avoid losing revenue on items that are not priced during checkin
process and price to be assigned after job is performed, like Alterations etc.

TMS can be configured not to allow users check out any items with $0.00 price.

Lero Pricing ltems

CUSTe  Cust Maitie Phaones Uy INVE e Date [N Date Diesigptinn Tacking Tag
0007 TOCE.LIKDA | 1054% 010209 [I00E | WEDDING VEIL
ol GLEMA ] 103,55 TaE a8 ¢ DROP RAG
DO0SE]  FLANMAM NAR ] 105,508 TS T8 F JACKET-NOCLEAN
OOz SALZMANSENM | 105573 1ANE [ I0E B SHIRT-NOCLEAN
0T TOCE LIKDA | 10847 010209 (I8 ¢ WEDDING VEIL
0545l HEIDEMANNIER ] 105 365 P PR DR OFF R
OIEnlT  HUGHES SLISAN 1 105,597 T40E J1nE | BLOUSE-MOCLEAN
o2 LEESHARON 1 108658 10170 (KIS & COAT-NO CLEAM
[TA%s  OHUOSSRODWSKI, 1 | LUK I AT 128 1 JACKET-NOCLEAN
s OSEORNEPFAT 0 105481 s s 2 DESCRIBE & PRICE
OE0  BAKERIVORMNA | 105,705 1a0E (1308 o DROP OFF BAG
ONEATE  WILSON JEAN L] s, 4 TIE L3R F SEW ON BUTTONS |
oS 1] 105704 190E [ WI308 b SEW ON BUTTONS |
o0y MPALMA DN | 8,707 1V40E (308 ¢ DROP OFF BAG
o342 STRICKLIM.SHA ] 104,7 TIIRDE [ IR0R | DROPOFF BAG
DIEsD  GARRITY,LESLE 1 105,750 TIIEDE (T 130E 1| DROPOFF BAG
o147  PALMERGERTR | 105,731 II80E [0S | BLAZER SPORT COAT-N(
MEALE 1K MR T 1 it 7454 BROTME G HTnE 1 PEROPOEE BAD

Redo Items Report:
Redo items report displays all invoices that are marked as reclean/redo during checkin process.

You should check this report periodicity to control your quality and prevent any misuse by staff.

Total redo items is also reported in Sales Journal report.

Hedo Trems (110908 - 1 20K0/08)

T Check In Drate Customer leem Qry  Employes
105463 111008 11:37 ) ABT SEW POCKET L] Kathy Smith
108517 1L 15:34 ELIZABETH EDEN  SWEATER 1 Koerry Giansante
105572 111008 S0 SUSAN VETRANG  PANTS . Kathy Smmith
105626 11/110E 1341 SUE GUYTON JACKET - SEW O SLEEVE PATCHE: | Koerry Giansantz
105683 111208 1526 MATT CLARK SHRT/BLOUSE-SEW ON MED PATCE & Kathy Smith
105836 111408 159 SHIELEY FULLMAF FPANT-SHORTEN 1 Kathy Smith
105RRT 1114008 17233 RIK HANSEN SHIRTS HANGER 5 Linda Watson

Taotal Qry: In
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Wash & Fold Report:

Wash & Fold report is used by Laundromat operations to track the cost of each washer & dryer.
This report is based on the invoices that are scanned in Wash & Fold function under Misc menu.
For additional info on how to setup washer & dryer process/cost refer to Management function.

Garment Tracking Report:

Garment Tracking report displays all Garment Tracking Items, their usage, status that are
processed using Garment Tracking Tags. For additional info on how to setup Garment Tracking
and usage please refer to Management Section.

Garment Tracking tags are used for Auto Sorting systems, Uniform rental operation, and Hotel
Staff Billing, etc.
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Stock Report:

Stock report is a set of reports related to Stock, Inventory Tracking, Merchandise, Due, Overdue,
Ready invoices.

Stock Report

Select Date (Due Date) & All Custamers

Fram 12}"[}9}'08 - ' Company Custmars
— Customer  Charge Cushomers
Te |12/09/08 - © By Run
Due Items Report Overdue ltems Report
& All Items = Sort By Customend?
£ T Sort By Customer
l ~ Sort By Run T Sort By Customer name
T Sort By Service T Sor By Due Date
* By Invoiceld  Sort By Conveyor#
™ Onby Show Mot Ready Invoices - _
™ Show Wide Bepons St
Discrapancy Report Stocks Report
& Sort By Invoiced 1 = Son By lnvoeos

" Sort By Customer

T Sort By Comveyord
" Sort By Comeyorf ' By Mernchandise Bems

I Show Surnmeany

" Sort By Customend

Excaption Report

= Sort By Imoxced Productivity f Alert Report

" Sort By Customin? ("
v "L
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Due Items Report:

Due Items report displays all items that are due base on item, customer, route, and service,
invoice #in narrow or wide format. Use this report to make sure all due items are ready for the
selected due date. Select Show only not ready invoices option for this purpose. You may select
a customer to see all related due invoices.

For example use Select Wide Format By Service Laundry to get a list of all invoices that are due
back from your wholesale that cleans the laundry shorts for you.

Due Items report by item

Due ltems Report

Dhiv Descrintion Price SubToual
| ZIPPER - FIX 5.00 5.00
| HEDSPREADD - QOUEEMN 15040 1500
164 SHIRT = OM HANGER LAUNDRY 1.74 459 10

341 FANTS 503 1, 715.20
o PANTS - SEAM REPAIR - LESS THAN 6 INCHES 3.00 2300
174 SWEATER s34 G120
5
5

(=

44 SHIRT - DEYCLEA™ N HANGER 5.22 229 52

BY BLIMISE 03 43742

4 BLOUSE - 5ILK 404 16.25
o JIACKET 578 5300
3 TIE 240 12040
2z VEST 5.7% 11_50
1 COLOR RESTORE ITEM 4.00 LR
1 BTER ITEMS 20,00 2000
27 BLAZER 5.03 135 K5
13 SKEIRT 4.78 6210
7 COAT - FULL LEXNGTH 10,259 T2.00
i COAT - DDESCRIBE AND PRICE .00 LX)
2 DRESS - BEADS & SECLIINS 13.50 27.00
18 (&1 IS T |5 198 ~7

Over Due Items Report:

Overdue Items refers to orders that are long overdue in you inventory, like over 30 days for
example. This is a lost cash flow and income. Use this report to find orders and have your staff
call these customers to pickup such orders.

This report could be sorted by Invoice#, Conveyor Location#, Customer#, In date/Due Date or
Customer name.

Ower Due liems Report As of TZ0908

CUSTY  Cust Namme Phunes’ I Dhae Diate [N Date  Desscnplion Toénl Convi
DI HLUGHES SUSA 1 105597 111408 11008 SHIRTBL-SHORTEM 7.0 106 ]
07 1 TIADE  1T1TL08 BLOLUSE-MC CLEAN 11,01 1% ]
DIHIET  MIHMSTON Gk 1105234 1171 AeE 11A08 BLAZER 3% 1]
Oy 1 AT s 11608 HLASER SILK T34 3]
O L0527 111 1108 BLOLUSE SLEEVELESS | T.00 L1 1LEY]
ONNE? 1 LIS LAE 11608 SCARE 240 [LIE]]
010027 2 1108 10608 SCAKRF SILK 8101 [LIE]l
DIz? 105234 IR 11ATE PANTS 575 1]
LN ) 1 PSR 110608 SUTT WOMANS 2 BC (] LIZEY|
LT TOI0EITY LN AE 160 SWEATER 1355 [LIE]]
D102 I 105234 1i/1eE 1Ue0sE  TIE .00 [ITR]]
0123 1 1 1E 10608 SINGLE SHIRTY 245 1220
OI0? 2 A 1atE FANTS LINED 1250 H43]
LN e 1 PSR e SLACKS AMD BLOUSE jasn LIZEY |
O100L?  MURPHY MAR 105022 200E 11508 BLOLSE 430
DID0sY 1 1172000 11/1508 TABLECLOTH Th4%

o10057 ] 12008 1171508 DROP OFF BAG {10
Nl MACTETEWSKT I IV A SO TA WETHERG PSS 177 WAL
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Discrepancy Report:

Discrepancy report refers to invoices that are not in your physical inventory but still in the system
or invoices that are checked out by mistake but are in stock. It is very important to make sure
your stock is correct to avoid any revenue lost. Dishonest staff might checkout orders, collect
money but not process it through checkout function.

Use this process to scan all orders on your conveyor and create the Discrepancy report of what
orders are missing. You may use a scanner or PDA like Scanpal to scan invoices. You may stop
the process and save the file during scanning process, and restart at a later time.

This report can be sorted by Invoice#, customer name or Conveyor location.

For this purpose is best to use a wireless scanner. If you have a PDA, please refer to PDA
section of the manual on how to use PDA. If you don’t have a scanner then you may use the
Stock report or select option Without Scanner and type in the invoice#.

To run this process, Select Discrepancy Reports and follow steps below:

Use the scanner and scan each invoice on the rack, conveyor, storage etc. As invoices are
scanned in, they show up on the Verified Invoices Screen.

If you like to take a break during scanning, press Exit, and you will be prompted to save the
scanned invoices into a temp file. Upon your return, simply select Read from temp file option.
Once you are done, select Create Discrepancy Report to view the report.

Stock Report

Verified Invoices On Conveyors

Irevice Stahas D Dot ity Total
105892 IM 11/19/08 5:00:00 PM 14 61.85
102007 ouT 09/23/08 5:00:00 PM 2 17.55
101422 ouT 09/16/08 5:00:00 PM 6 34.25
102584 ouT 10/04/08 9:00:00 AM 18 84.10
102008 ouT 09/23/08 5:00:00 PM 1 11.00
102009 ouT 09/27/08 9:00:00 AM b 23.05

ErterSean Imsoices From Comeyors

Irrenices " I Without Scanner
Read from File
Create Discrepency Report | Exit
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Once you select Create Discrepancy Report the following sample report is created that shows
inv#, in-date, customer and location of the order. Any orders that are marked as OUT, it means
they are checked out from the system but still in inventory. Use Invoice Utility; Restock option to
put these orders back into inventory. All missing invoices should be investigated and find out the
reason. You may use Invoice Utility to view Trans list and check who view the invoice location.
You may use History Tracking, under Reports -> More to find out all orders that have been
canceled during checkout process.

Discrepancy Report
Printed Cm; 120908, 1:45:45PM
Keported By: Johm Manager

Invé  INDATE CUST#  MName Location
[T Y B Tl TTR3 TERNYSON GOWR.GO
WH,
(1500 A5G 230 MOCLaIN st 150H0,
(56589 T/29006 514  HAMILTOM WALL WAL
LLWALL,
(21 20 11776 2425 JAWORSK] LR S0
IE1,03R],
[WI6E124 17207 2 MOCLAIN 041 a1,
Lip=274 57 1510 MUDOWELL 1021, 1021.1
021002115
30,
1 (I By LR ab MARINELLI LU0,
(LIRS 47T 413 KERDEICK BaCk BAC
B BACK BA
CK,
o 47407 4u13 KERDRICE LRL AFTOHL 0
07,070,007
n,
L0113 4707 923 KERDRICK i,
mT0se 41707 asd  KELLY WALL,
[W705%s 17T aet KELLY WALL.
1Y 42507 aw?  HODRIL uz21,
HTTs 4270 Gl CRTROAWSKELD STORAGES
TORAGE ST
CEAGE ST
DRAGE,
7150 43007 2T His (L EN I EVEY |

e
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Exception Report:
Exception report is used to display all invoices that are not ready for selected due date. Use this

report to make sure all promised items are ready for pickup. This report can be sorted by invoice#
or customer#.

Exception Items Hepert

CUSTa  Cust Mams Fhoncy Ly [ [eae: D I i Descrigtion ]:4,,1|ug [:1_-
OOEi0l WENTLAND.BRI 1 100464 1172206 022808 | WEDDIWG DRESS
(Lniy [i]] | 100, 4454 T2 02208 | WEDDING VEIL
COETE  STONEMNANCY ] [ X ] ) TIZRAE ROSTE 1 WEDDING TRESS
T8 LAURIES 1 103986 I023MmE (vInms | WEDDING VEIL
T4, o] | LIER 1025308 |3008 1 GOWNDESCRIBE +PRICE
DOIFEE NOW AR LN ] a7 IR 008 @ OOAT LEATHERSUEDE 1
R FLUELLEM,PEGL 1 1HE16H Tim3ns  Iwas T JACKET VARSITY
[t ] 1 1048 942 1210 110k0s P FUR CDAT
onsel HMOCARLOLEIN ] 104.96] A0S 1 1OR0E 1 RLUG PER S0y FOCMT
OlEEN  COLERACHEL ] 1018 5% TIeasE | odns o NEW SLIDE
o] TR 1 104 908 TIGTE | LOras I NEW SLIDE
L] | R ] LD Rt T | LOENE © SEW SEAM
Al R 3 14598 11D60E | L0308 § SEW SEAM
BT WALK-IN 1 108 S50 TA0E IO © PANTS

Stock Report:
Stock report displays all items in stock that can be sorted by invoice#, Customer#, or Conveyor#.
Select Merchandise items option to display only Merchandise/retail items in stock.

INv#  CUSTH Oty Lo INDare  Due Dat
M4E6H TENNYSO 1 GOWN 3206 V06
M4BAN TEMMYSD 2 GOWN 3206 0k
n50404 MCOCLAIN, 2 064l 4506 47106
050404 MOCLAIN, | 1500 4506 X7
036580 HAMILTON | waLL 72906 BY06
056389 HAMILTON 2 WALL 72%06 K30
056589 HAMILTON | WALL 7/2%06 B30
062120 JAWORSKI, 1 0381 1L706 11710006
D6Z120 JAWORSKL | 0381 10706 111006
062120 JAWORSKI, 2 0381 L7406 111006
62120 JAWORSKL, | 0381 | 1706 [ER IS
065124 MOCLAIN, 2 (041 /2407 11507
065124 MOCLAIN, 1 o041 1207 LS
0ek274 MCDOWEL 1 1021 Y507 YROT
068274 MOCDOWEL | 1021 W507 VROT
Nek274 MCDOWEL 2 1021 a7 YROT
068274 MCDOWEL 0 1021 507 YROT
0ek274 MCDOWEL 2 1550 3507 YROT
etz I 149 1907 322407

MARINELL
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Productivity/Alert Reports:

This is a set of reports used to make sure your production is on time and tight. This report can be
accessed by clicking on the running status banner from main screen. To see the report click on
View Report option.

Promised Today screen shows a summary of your service capacity/promised for the week.

If you like to see another date report, just click on the calendar.

Over Dues shows all over due invoices, which is the same report in Stock report Screen.

Not Ready displays all invoices that are not ready for today, This is the same report as Exception
report.

Quick Invoices displays all quick invoices that are not detailed yet; This is the same report as
Quick Invoices report in Transactions Report.

Productivity / Alert Reports
Today: 12/09/08
i Faport
17 Overdues 127 Promised Today
'ri:wFlznmt
0 Quick Invoices "1% . 120 Not Ready

| Monday , December 08, 2008 j

Fromised Today
Senice |Capacity  |Mon |Tue |Wed |Thu |Fi |Sat |Sun
ALTERATION 50 11 :

DRYCLEAN 200 128 38 7

LAUNDRY 200 52 2 2

LEATHER

SUEDE

FUR

GOVWH

HOUSEHOLD 200 w11

PRESS ONLY
[SHOES

RETAIL

OTHERS

TIDE RESTORE
SPECIAL SERVICES
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Price List Reports:

Price list report display all prices for selected schedule and service. It shows price, cost and any
special discount.

Hetail Price List
4 lemd  Service L Price  Cost®  CosiiS)  Cost Discsans
44 EYCLEAN JACKET - INESURIBE AND PRICE 0 Dot 5000 SR LILL
75 DRYCLEAN COAT = DESCRIBE AND PRICE O s S0000 SN MG
28T DRYCLEAN BLAZER 615 (L 8000 SR AN
IE% DREYCLEAN BLAFER LOMNG S e R0000 L] MG
% DRYCLEAM HLAZER SILK TAS  0p0m,  R000 SOy 00
200 RYCLEAN BLAZER COTTON TAO MR 2000 S0u0dy LiLL )
I DRYCLEAN  BLAFER LINEN TAS 00 S000 SOy 0
292 RYCLEAN BLAZER WHITE AET D0t L0000 S 4k LILL
031 DRYCLEAN  HBLOUSE 430 0p0me  S000 SOy 000
204 DRYCLEAM BLOUSE SLEEVELESS A0 000 5000 S0k LIEL T
298 DRYCLEAN BLOLUSE TUBE TO™ 140 Do S0U00 SN LIEL (=]
206 DREYCLEAMN BLOUSE WITH HUFFLES 475 D00t 20000 S0y LIEL T
297 DRYCLEAN BLOLUSE SILK B0 e R0 S n LIEL
20% DRYCLEAM BLOLUSE LINEN 500 (DOt R0000 S (Hp LiEL T
0% DRYCLEAN  HLOUSE FLEATS S0 D0, S000 S0 0
i DRYCLEAN BLOLUSE EXTEA LOMNG B0 oot R000 Sk MG
i DRYCLEAN  HLOUSE WHITE 470 DI, S000 SO 0%
a2 DRYCLEAN BLOUSE BEADS O SEQLITNS A3 0 000 SN s
g DRYCLEAN BLOLSE W ATTACHED VEST 530 00t S0U00 S MK LILL ]
Akl DRYCLEAN BLOUSE W REMOVABLE COLLAR 240 DDt S0000 Sk s
s DRYCLEAM BLOUSE W REMOVABLE COLLAR & CUFF 630 000t $0000 S 004
kL3 DRYCLEAM BLOUSE W LEATHER TRIM S0 o0t 50000 SI00HN LILL T
T DRYCLEAN BLOUSE BODY SUIT 470 e S00n S0 0N
k]l RYCLEAN BLOLUSE-DESCRIBE & PRICE O it 8000 S0u0dy L
e DRYCLEAN  CHILDS BLAFER SMALL 1m0 D0, S000 SO 0
k1] DRYCLEAMN CHILDS BLAZER LARGE 40K D0t S000 Sk LLL T
I DRYCLEAN  CHILDS BLOUSE SMALL o0 0D, S000 S 000
in DREYCLEAM CHILDS BLOUEE LARGE 100 D00t E0000 SO0 0HK LIEL T
113 DRYCLEAN CHILDS 2PC SUAT SMALL 630 D00 R0U00 SN LIEL (=]
ANA W B AN ARETL O R ST R A R &= En il i L] A Al el
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Customer Reports:
Customer report screen is a set of reports related to customer listings, Credit Notes, sales history,
and A/R.

Customers Report

Customer Lists Mailing Reports Credit Reports AR Reports
[
All Customers  Sort by Custorner ID
” Run

~ Sort by Customer Name
© Company

T Charge Customers

Create Report

Customer Lists —Display all customers sorted by id or customer name for all Customers,
Delivery Run, Company or Charge customers

Mailing Report —Display all customers including mailing address.

Select Email List report if you like to get customer’s email address for all customers or the ones
who signed up for Web/Marketing.

Credit Note Report —Display all issued/outstanding Credit Notes for all or particular customer.

A/R Report —-Display all issued/outstanding Credit Notes for all or particular customer.
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A/R Reports:

This report displays all A/R for Charge/COD customers. You should make sure to run this report
on regular basis to have your A/R under control.

COD customers should not have any outstanding balance.

Some people consider A/R base on invoices that are checked out, In that case use Checkout
option.

To get A/R for a particular run select desire run.

A/R Detail report show all A/R invoices.

A/R Detail > 30 > 60 shows all A/R invoices grouped with > 30 and > 60 days

A/R Summary shows all customer with overdue balance grouped in 30-60-90, over 90 days.
For security reason all customers’ names are blanked out.

AR Summaiy Report
As ol Tueday, December 049, 200

Prinded At I2TS0E 5561 3PN Reported By: Johm Mamager
Tt 1%k T -0 e ] et
2 I 25875 126010 1 18285 B LT 0
4 ] T .0 ] XL
- 17.45 DLy 17.45 0. 0o) 31,040
20 610 1295 15175 135.20 1220
L} ] M2 58S 265 20 (LI G5 [LEL1]
a7 538 MWk 1205 1300 (L]
1R ni b ] DD .00 {0, Caf) 23500
i 2R4.92 N E 181,77 i), o) LLEL L]
ki () el 35 1Rk 24, 1) L3S [LEL 1}
] Tih 5 JRTS e o] 1815 (LK1 1]
524 4940 45 .45 IR6.05 58,70 000
HER s i}, O} (LEL |}
79 il SR 47 8% b BN 201,70 LEEE &
750 20 24,00 23,00 0, 0ol 4,70
Ti6 1124 LN .0 HL] 11,23
=4 5. TEMAD [ELLE ] 255,70 364,25 4,502,753
504 'H.0% 2525 % 5l 1520 WL 1]
=T 5.4 [LHk 5.4 0}, Cal) [LE1 1]
aql 478 W £55 ), 0} (LEL 1}
156 2750 DLHY b, [} 2780 (LK) 1]
1136 74.45 ] .20 s 45,75
1244 J4T.05 25105 " | e | g7.10 T4 10

ETEY PERT i FE = s et LT,
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Time Sheet:

Time Sheet function is used to create a report that shows an employee's working hours by
selected date. Associates may check their own time sheet any time by selecting Retrieve icon.
Total hours are added for each clockin/clockout and shown under Total Hours. If hours are
approved by the manager, total approved hours are shown at the bottom of the screen. If an
associate did not clockout, will be prompted during next day clockin,

Manager may use Management Function -> Payroll to approve, add/update the Time Sheet.

TMS can be setup to enforce associates to clockin before using the system. To enhance system’s
security you may add Finger Printer Reader for clockin/clockout and logon/logout purpose to
prevent associates from using each other’s pin#. For additional information see Management

section.

Guides Time Sheet
(& Of shift Report Tirme Sheet Detai
.T Lec 09 2008 = Thiu,Dec 11 2008 =
'ﬁjansnctlnnl Report From | Tue.Liac I T [ThuDec 1
Katiy Smith 100010
'~ Misc Report Associates Retrieve

Date Clock In Clock Out Tatal

E} Price/List Nz2i0wz008 =] [09.00.03 AM = [01:00:13 PM = | 4.00
Eﬁusmmm Report [12i0mz008 = |0z 2007 PM = (060013 PM = | 3350
(1211ozo0E = |0802-03 AM = [07-05:13 PM = | 11:03

22| Time Sheet

(120112008 = [10:23:00 AM = [10:23:00 AM = | 000

les Commission
Report

B Labess

Total Hours: [1233 sppeoved [ Vrterowd 1233
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Sales Commission.

Sales Person Commission report displays all transactions for selected Sales Persons with total
earned commission.

Sales person can be assigned to a customer profile under Notes tab, or during checkin process
by selecting, Misc, Sales Icon. Select predefined sales person. Default sales person is selected
from Customer Profile if any.

For additional information on how to setup Sales Persons refer to Management Section.
Commission is calculated only for invoices that are paid. Simply select summary or detail format
and the sales person.

Sales Commission Report

Select Date

¥ John Lee
From [12/09/08 | To[12/11/08 = 2 Mike Smilh
I -‘I [ 'J ¥ Tom Casey
AN
& ///;.'/ -
%/\
Commission Detail Report
JY
Commission Summary Report
The following is a sample of Sales Commission Detail Report.
Sales Porson Summary:
Jubhn Loc Commission [l 350
Bars s Dhsi Pay Dlate Toaal s =) [ i B Toxal
134507 00 - 2R P e~ 2000 15500 3% 00 £41 8% SR L]
(et [E TN R [T ) ST S B 3% (M s34 K
1030 P ] S W i 5172 i 35 00 S 0 ShdE 54
1083 | 253+ 1 e - ZREN - Dl - 200 ST 88 045 rial LITE S

The following is a sample of Sales Commission Summary Report.

Sales Commission Summary Report 1270908 — 12/11/08

Haless Lales Phone Invakces Taonal Comanission
AR | John Lee 4 497 () I T3R0S
AWM 2 Bllike Smiath 1 145,10 4473

5 e, 100 ZIE.68
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Labels Printing.

Select Labels printing to print all required barcoded labels. You may use Avery/Dymo label as it is

marked on the selected option. Labels can be printed on any Windows Installed Printer with

selected Avery or Dymo Labels.

Guides
@.d Of Shift Report

@uns actions Report

+ Misc Report

ﬁfﬁ(uck Report
E}' Price List

€ Customers Report

12| Time Sheet

les Commission
Report

E Labals

Ty
w. Maore

Labels

= Chippareg Labsd 1
 Shippirsg Label 2
™ Madng Label

© Conreeor Labeal

r Araccighe Label
T Walat Lok

T Tracking Tag

™ Prowfischon Labal

© Aoedy Standand - 5160 Label
© Ayedy Standand - 5163 Label
= D Addness - J0252 Label
I ‘Weihou Barcode

Croate

= il Caurbaorsant s

™ Corrgsiny Cudbsran
™ Chaege Cenlpmeny
© Cusiorers By Fun

Linkerd Idarrradon

Figsght 4 S0,

Wieih 8 Fem

Page Sire

The usage of each label is explained below:

Shipping Labels:

Shipping labels are Avery/Dymo Standard labels used to attach to Laundry Bags for identification

purpose. It includes names, address, and barcoded custid#
Dymo labels are best for on demand single barcoded labels that be attached to preprinted key

tags, or laminated for laundry bags.

MRAN BLESINAR]
b LN

[T Ty e

'I.:n At !m'i
v

Lo RPRE &

RAVIE AI%
i8 AVLERITE PR

LERREE L

Mailing labels

P et

iR ARCHIWT A I

T
!..
AR &

PLMER CRARCHELL

i FINE STRFET

REERNET A

18000

HLIINS NHOTr

Mailing labels are used to create address labels for selected customers.
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Conveyor labels

are used to label conveyor locations for Ready Scanning purpose. It is recommended to make a
label for every 10 slots. For example if you have a conveyor with 1000 slots, make labels from 10
to 1000 on every 10 interval. (i.e your labels would be 10, 20, 30 etc). If labels are too close it
might overlap and difficult to scan. Conveyor labels are 4 chars long.

LR (e A (RN
u 0020 0030 0040
m (R (T (umeEen
0050 0060 0070 0080
WEmnN R L L (NN
0090 0100 0o 0120
L LT (WENE W A (ENEN
0130 0140 0150 0160
LN R e LM LR (e
0170 0180 0190 0200
| O 0 e (A A (NN

Associates Labels:
are used for Productivity scanning process. Associate id is a 6 digit label.

| T T A | YT T O | AR O NUA R0 A i
000999 1L 0000 100001

|0 T |0 T | R0 OO 0
10003 100004 1L0000S

| 00AF T T O | 100AY T T OO (0 LB RERTERR )
1000001 0O 10001 1 100012

Tracking tags:

Tracking tags are used to speed-up recurring mark-in process. They are heat Seal labels with
special garment id# that is linked to customer, item, price, color and upcahrge. Tracking Tags are
printed on Zebra 2844 or 3844 Printer on special Thermopatch or Similar tags. For additional
information on supplies please visit our website on Heat Seal Labels. Tracking Tags are 8 chars

long.

You may also use pre-printed barcoded labels for this purpose or use print on demand tracking
tag. For additional information refer to Tracking tag section. Tracking tags are mostly used for
automated assembly conveyor systems. See Auto Sorting System section of the manual.

i R
4
Him %
00000001 %
ﬁf%
(LT % S,
y ""&aﬂq} ef
00000002 Sy,
e5, - 4&'
(LT 7% €4 %
4 ""*% J
00000003 Sy,
A
T 8¢ )
00000004 St
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1. Productions Labels are used during production process under Ready function
to assign a production step to an order. For additional information refer to Production
Process. Select Narrow option to print on Invoice Printer.

Pressing Alteration Dept

NIRRT ARG

(002 LR

Recleaning Inspection

AVRTRIE AT AR

(WM L

More Reports

Select More to see additional reports on the next screen that can only viewed by Managers or
authorized associates. If you don’t wish your staff access these reports disable ‘View
Management Report’ in job-class.
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History Tracking Reports

TMS tracks sensitive transactional changes for audit purpose. You should check these reports
periodically to make sure your operation is under control.

You may select an associate if you are checking a particular staff. To get additional info on a
selected invoice, go to Invoice Utility, Select Trans List.

Guides

3 | History Tracking

N
s Statement
g. Marketing
/'@' Email Report
ad

&\. More |

History Tracking

Select Date

From [12/11/08 |

o [12/11/08 - A,i;';:;,,|

7 9

hnd Irmvcece Roport

Irvoice Update Hstory

S = Sort By Invoice & © Sort By Customer
© Sort By Associate ¥ © Sort By Date
— ™ Show Only Undercharge Updates
No rd
o Sale
© ramn Location Checking © Check Out Cancelied
& Sort By Date ~ By Employee

History Tracking displays the following reports:

Voids/Refunds

All Voids/Refunded invoices

Invoice Updates

Any changes made to invoices, in particular undercharges. That’s
show all invoices that are not under charged by invoice#,
associate, or date. Undercharge can be disabled in Schedule.

No Sales

Cash drawer is opened with No Transaction.

Item Location

Associates lookup the location of an invoice, in case there is any
issue with the invoice. (i.e not checked out through the system,
but missing from inventory)

Checkout Canceled

not checked out through the system, but missing from inventory

Electronic Journal

Each transaction is recorded in a text file called Electronic
Journal, which is saved in \csi\tms\reports\ Electronic Journal
folder by date.

This is like a running tape tracks every tranactions. In case there
is an issue with any invoice, check the Sales Journal on that
particular day. Each Station has its own Sales Journal files.
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Sample of Voids/Refunds:

hd /! v
RS LT - O 0

FPranted Cec 120000811 ;40: 5448
Reported By: Jobn Manager

woickRefund Chisck In
IMDE Cssiomar Mams Todadl [mE T Wionged By o hapeci I Diaby Codecind By
S1790 WUTZANDREAA 16,20 QUZ2008  Samh Kalhy Smith DSOWZ006  Linda Watson
SE02T  HATHAWAY MIKE! 0.00 DETMI00E8  Samhb Kathry Smith OTHEZ008  Kathy Smith
TITOT  ROBERTSON D&M 4,70 1UZT2007  Sarah Jane OS2 MEO0T
TITA4 COVENY RICHAR 0.00 0ATE200T  Dave Kalhy Srith DEMZZ00T  Katry Sreith
THAIE  WALKAN 54,10 CAZAZ00T  Jenne CERRTIEOOT
TEEIE  WALKAM 4,10 10012007 Samak RO TIZ00T
7T2BZ  TATE.S. 12,60 OBZS2008  Sarmh Kalhy Smith A2 WEO0T
Fraan FIREL R EAH .00 1002007 Samnh Linda Yatmon = Lt Daroa
TRESE  LYMOCHALAN 12,00 CAMR00T  Saah CARSE00T
TBOSS  MORELL MAMCY 30,00 102007 Samak CORZ00T
Sample of Invoices undercharged:
Invai Ipdlating History 'l
Tuse 091 12007 = Tho 0970 12008 By Assocate 000D
Printed Om: 120 1081 1470480
Reported By: John Manager
INVH Chanpe DATE CLISTY  Customer Manee Associnled  Associnbe
O7EI96  Faoeen 50508 ToSl3 10 NG T G RN BENNETT.PATRICL WD Smih Sk
ELES  Faom 81929 ToSi62% CHER RS GRIEEL KL PO SRS WAYNE [T vl LH]
VRS0 Faeens 52544 Tasi2 T2 WAL | LN GHFEETS HALLETT MEHAFL 1000
TELTS P 845,24 To 83244 PRI 044 GHFsAT GEIB.DAVID WD
riEay | Foen 506 W Ta®2a 5k I TOET A EELTO KEPPLEKEYIR [EEa; ] Ev]
[LAREEE R Forern B34 54 To %37 400 P T 134 AN KELRCFYELALEE 100
7RG1E  Eaoen 510050 To 58,50 IR 0] RSN WEXLER BAREN OO0
IR Faeen 45,50 ToSa] 20 W 637 OO CH R FILATRE DA VI T T
W7EE2e  Eweens 5100 To $1.75 T BT CHFRIED BLAFEO IOARRE FT ] I

Sample of Electronic Journal:

*hkkhkkkkhkhkkk BEGIN TRANSACTION *hkkhkkkkhkik

STORE: 0001 REGISTER:001
ASSOCIATE: 0000911
TRANSACTION:74

CASHIER: Shift 1 Open
*hkkhkkhkkkhkhkkkk END TRANSACTION *hkhkkkkhkk

11/12/2007 11:44AM

*hkkhkkkkhkhkkk BEGIN TRANSACTION *hkkhkkkhkhk

STORE: 0001
SHIFT: 0000001
CASHIER: StartingBank
ASSOCIATE: 0000911

REGISTER:001

STARTING BANK

AMOUNT:
CASH $39.35
TOTAL $39.35

TRANSACTION:74

11/12/2007 11:44AM
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Statement

Statement function is to create statement for charge customers, print/email and process online

credit card for COF Monthly charge customers.

Statement process can be grouped by Route Delivery, Company customers, COF customers.
Statement consists of two parts, Left side (Customer copy) and Right side (Return copy).
As indicates on the statement customer may tear off the right hand side, mark the invoices being

paid and return with payment.

Statement paper with perforation can be purchased from any office supplies, or you may use

regular blank paper.

To run statement follows steps below:

1. Select Start/End date, then select the group of customers you like to run, (i.e Charge
Customers, COF, By Run. Charge Customers)

2. Press Create

3. Check Mark the customer or Select All, and Press OK

4. If you are doing Company customers, check mark ‘Exclude Company customers’ as
you are making statement only for the company.

5. Statement gets created; you may press Next to View the screen statement, Press Print
to print the current statement, Press Print All to print all statements.

6. If customers wish to get their statements emailed, just click on Email Me icon.
Customers’ email is taken from the profile, and gets sent.

7. If Statement is for selected COF customers, and you are set for Online Batch processing,
select Batch processing Icon (Visa icon). This process might take few minutes
depending on how many COF customers were selected. If any of the charges fail, you
will be notified. To get a detailed list of the charges, please refer to Transaction report,
credit card report. Processed payments get posted to the customer’s account. Rerun the
statement for COF customers would reflect the charges.

Please note if customer has a credit note, Batch Processing does not deduct this, and
process just outstanding balances from invoice. Such credit notes should be applied
through Invoice Utility payment processing.

Guides Statement

2 " 4 4 F b * @A -
_ ;j-_] History Tracking I |
; Statemant =]

££. Marketing

= '@I‘F Ermail Report

COMPUTER BVETEMSINT'L

1540 TP S
T
L B
JHA% ESITH

A0 LM ERS BRI
TORCHSTE , WV, 14

STATEMENT

From 1R918S Ts
[EE-t ]

Tamie Tors s 001 Trememmes i ion

.....

a| . - | r-l:l
&: Maore Cumand Pagen He: 1 Tetul Page Be: 1 T ——
7 Al o masrs & Chorge Cuslomers  © COF ™ e paery Cusiomans. iy Flun
Fom [T000708 =] e [1zane =] Email Ma —
(o] o | o | o | o] T
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The following is a sample statement created for charge customer Smith from Nov 1 2008 till Nov

30 2008. Any balance prior to Nov 1 2008 is marked as Balance Forward. Any invoices with
balance will show up on the right hand side of the statement. Any credit notes, or payments are
reflected on the statement.

The bottom of Statement shows a summary of balance for 30, 60, 90 days. If you wish to charge
customers late fee charges, go to Management -> System -> Tools -> Bank Charges.

COMPUTER SYSTEMS INT'L

STATEMENT Puge 1 501
COMPUTER SYATEMS [N]
150 CONSUMERS ROAD Friom 1170148 Ta PRI L AR RS R
TORONTONY MEIPS (LRI TORDRTOUNY TIPS
4 16=9T=03T0 AL
STATEMENT [
R ; Decrmber 11, 2048
JOHN SMITH ALALSELLIAE
Drvembser 11, T8 ACCOUNT bR IEE
w4
. SLMEERS TG ® ]
15 CONSUMERS ROAD T HBURE MECPEN CALDS
r SLLIRTNE AR, PLEASE CHECE TrGSE (TR
TORONTO, NY ., 14094 a4 B D T THE T SN ARD
FE Ui THE PORTICN OF Thi
ETATTRETNT WETH FOUR PATRTRT
§16= 47370 J
ALSOUNT KEMITTED
Ihaie Invoice [ Tramssction [ phion e hiie it Imdrfl_-l'l o s
Halanso Farmard 3ANH
L1431 200E [LELTRY [ £ nind INWIHEE 4540 LLE T B 1T i 4340
[JER LT N = 15 Bl NYCHCE 159§ L] BNETEN] ] 1595
1106 20000E - 10327 INWLHLE 241 00 - 1DAZTS 2438
1 1-0R 00k Qi = 15427 INWIHCE ad5 o0l [O52T 445
1108 20k (e 105429 IWOICE LLTL 0l - 14 1T
(R B L1 O = 185 L INWOCT GARD Lre ) BRRih oY | SR ]
(AR |- 15444 IYOICE als O - PG LN B
117 ] 52008 O )= | (5852 INYOHCE [k
112 b A bk Heceived, Thk Yios LELLL
(R i ] Ccalad Wi [0
i0- % %1 - 60 il - { rper M} .
5172550 prdepl 0
(AL (TR T] [THE] 41 R TaTAL TOTAL
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Marketing

Increase your sales automatically and systematically with no additional cost. TMS e-Marketing tools allow
you to send emails, or customized letters in no time.

* Tracking 1st time customers

» Recognize your Most Valuable customers

* Get in touch with your Inactive customers that used to be your top customers

« Classify your customers based on $value they spend into Platinum, gold and silver category.
* Keep track of your customers Birthdays, show them that you care.

» Create customized Letters, coupons, email templates to keep your customer coming back.

» Send Promotional emails, create address labels, and create mail-merge with Microsoft Word.
* Export data to Microsoft Word or Excel for additional reporting or mail merge.

Follow steps below to create reports and Labels/emails:
1. Click on the desire icon to create the appropriate report (i.e, Birth Day, 15t Time

Customers etc.)

2. Check Mark Create Labels to create Mailing labels for customers that match search
criteria if sending Post cards.

3. Check Mark eMail Mode if sending emails. If you are using eMail mode, Email
notification program has to be running. System uses the default template and coupons
that are defined in your eMail configuration settings. For additional info on how to setup
eMail configuration, see Management Function. You may go to Email Report to find

details of all emails log history

For Inactive customers you may select total days without Transactions. Enter O to get all

customers if you like to email customers for certain run delivery.
Select Sort by run if this is for your route delivery customers.

When Creating Most Valuable customers report you may select Wide report format that

can be exported to use with 39 party vendor marketing program.
Enter 0 to get all customers sorted from best to worst.

Guides
4 | History Tracking

F3)

7
‘ & Marketing

: f@' Email Repon

Statement

More |

@‘.

Marketing

From [12/11/08 = To[12/11/08 =

I© Creato Labeis
I Emad Mode

g.f\~
P )
Mos! Vausble
Brihdays 152 Time Users Custommes
acwsrom (1211108 ¢ 1o [12/11/08 3
I~ Somby Fun I.-.F-.;-:: ST -:
nactive Customer without Transactions 90 =1 Days Uni Now
L d
fo 3 fo 3 e 3
Qustomes Classication
~ Al Trarcachons * Speched Penod
vist From {12/11/08 = To {12/11/08 _']
%05 In E;ﬂ Qays
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Shipping Labels that are created can be used for the post cards or customized letters. The
following are sample post cards.

e 7
== GIBSON’S

W W . (he thoughtful cleaner o S
g Gieson’s

. the thoughtful cleaner

This card entitles you ¢
$7.00 off your next inCOmmg order.

The following is a wide report format for most valuable customers with one year transactions.
The report displays name, address, email, and summary of transactions.

bl s
L ] femE e Bl ] B e pEs e - Eomrr  Rama

Ly Al s
G —

i
L

Last # of Total

Visit Orders Sales DRY LAU ALT Others
) 12/09/2008 181 583745 5128.02 65.00 114.00 53043
) 11M14/2008 295  4,203.17 1,046.52 28.00 3,128.65
" 10/30/2008 26 347350 196.25 3,277.25
b 11/06/2008 75 3,326.40 3,134.90 16.00 175.50
»  11/13/2008 135 303455 287422 4400 6015  56.18
I 11/14/2008 84 2904.06 2249.70 106.00 548.36
y - 11/07/2008 68 2685.75 2,269.20 400 41255
) 11/17/2008 116 2,566.42 1,295.66 137.60 70.00 1,063.16

1113/2008 41 2039.00 1,987.85 51.15
y  11/13/2008 48 195233 130893 9.00 840 626.00
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Coupons:

TMS allows you to define your own coupon, with discounts. Track coupons and discounts, and see which
one is more productive.

- Discount by %, $, or 2 for 1 items

» Enable/Disable discount/coupon for a given date

* Maximum amount restriction

* Prevent multiple discounts

* Pre-defined customer discounts with expiry date, for certain services

+ Control coupons by scanning coupon barcode

* Print coupon automatically for 1st time customers

* Print coupon automatically for loyalty points system

- System
System Options Coupons Active
Schvsdulen SENIOR CITIZEN This Coupan Will Be Valid Unsl 31 Jan 2009
Services $2 COUPON-COMMUN
Departments/ltems $3 CARD Coupon Name [SENIOR CITIZEN
Prices $2 HOUSEHOLD ITEM
Upchargiss $2 OFF SUIT Coupon id [SZ00045
Tax 25%Associate Discount \Vakid For [Nl 3
Coupons
Tender Type . ¥ Active
Job Classes Content I ™ Coupon Id Is Mandatory
Paycode
Store Hours
« Tools %[20
Specials
Redeem Points S e Eflective Date NA Valid Belore (31 Jan 2009)
Customer Classifica = Mo <. r Saturday , January E] I Saturday . January :_]
A TR Print This Coupon Until| Tuesday . December -]
esday
s enORIe) Printed Times: 0 [Do Not Print -
F Thursday
 Friday This Coupon Is Only Valid For
: — I Saturday Invoices Wmnmnunx Value Of S| or More
. .

There are two types of coupons
1. Coupons that printed auto on customer’s invoice during checkout process for New Customers,
when certain conditions are met, or certain points are collected.
2. Coupons that may be used manually during checkin process or through Coupon Tender Type.

From Management Function, select System -> Coupons.

1. Select New Coupon Icon to add a new coupon, or Update to change the existing coupon.

2. Coupon Name —Use a descriptive coupon name

3. Coupon Id: Enter a unique id, that could be scanned during checkin process to auto select the
coupon . If you are making your own coupon, you may create a unique barcode and scan it during
checkin process.
Valid For: Select All if this applies to all services or select the desire service like Dryclean.
Valid: Remove active checkmark if coupon is not valid any longer.
Coupon Id Mandatory: To be able to track your coupons, enable this option. User can’t select a
coupon without scanning.
7. By value: If this coupon is a $value, enable this option.

oA
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10.
11.
12.

13.

14.

15.

By percentage: if this coupon is % discount, enable this option and enter % value.

Effective Date: The date coupon becomes effective.

Valid Before: The date coupon gets expired.

Print This Coupon Till: If this coupon gets printed auto, stop printing after this date.

Printing Type:

Don’t Print, Select this option if you don’t wish this coupon to be printed auto,

New Customers, Select this option if you like this to be printed for new customer,

Print On Invoice; Select this option if you like this coupon to be printed auto

This coupon is valid for orders with min order: Enter a $value if you like this coupon to be
applied only to invoices with Min order.

This is a Daily Coupon: if you wish this coupon to be printed or applied on certain days select this
option and day of the week.

Contents: If coupon is to be printed, you may define the body of your coupon using Contents
screen as the sample below:

Top CONGRATULATIONS! =
YOU HAVE EARNED

Middie %10 OFF =

=
Bottom Your Next Incomming Order £

' . Offied valid o Youi Diy Cleanei & Rawaids membeeia only, Valid =

D|Stlﬂ|mﬂ'r onty at Your Dry Cleaner s, llot validd with sy other offer. ¥ou may

pay aivy apjplicalshe aalis tax, Limil oive eoupod pei puichage, May
niod be reproduced.

=
=

=

OK Cancel
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Loyalty/Rewards Point Program

Increase your sales automatically by using TMS Loyalty/Rewards Points System

+ Define your own loyalty and point system.

+ Define your own redemption point, and redemption coupon

»  Print redemption coupons automatically to encourage customers keep coming back.
» Classify customers based on the collected points for more rewards.

Customer Classification

= System =

Systam Options Custormer Clazsilication Class Mame Gold
Schedules . . .
Sarvices Starting Point 2000.00
DepartmentsHem = Acthie
Prices
Upcharges Painks
Tax A
Coupans Peinis Per Dollar [1.00

= Tender Type Applies m.lFrEI'NL j
Job Classes
Paycode Update |
Store Hours

« Tools
Specials
Redasam Points Service Mame Paints Per Dallar
Customer Classific ALTERATION 1.00

Management = |DRYCLEAM 1.00

+ Employees HOUSEHGLD 1.00

¢ Conveyors LALMDRY 1.00
Wash and Fold SUEDE & LEATHER 1.00
Froduction PRESS OMLY 1.00
Special Request RETAIL m

, ﬂttnﬁnjm‘:nm'lhli-iﬁ
T s

Follow steps below to define the Loyalty Point program:

1. From Management function, select System -> Customer Classification.

2. Use the New icon to add a new level as you wish. Entry level always starts with O Point.

3. Enter total points per $ spend for each service. The easiest way is assign 1 point per 1$.
If you don’t wish to reward point for Laundry, simply enter O for Laundry service.

4. Select Update to save the settings.

In this example, Entry level is 0, Silver is 1001, Gold 2001 and Platinum is 5001.
Therefore if a customer spends $5000 becomes a Platinum customer, and could qualify
for better rewards. See Redeem Points on how to setup Redeem Coupon.

5. Having defined the customer classification for Rewards program, next you have to setup
the actual rewards for each class.
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Follow steps below to define the rewards for each customer class.

1.
2.
3.

4,
5.

From Management function, select System -> Redeem Points

Select Customer class from drop down menu, like Entry Level

Enter Total points for this reward. This point value has to be in the range of this class and
next class. In example above you may is any value between 0-1000, since next class
Silver starts from 1001.

Select Coupon from drop down menu that is to be redeemed for this point.

You may assigh multiple coupons to the same customer class.

Rewards Point System Settings:

Follow steps below to enable Loyalty Point program, From Management function, select System -
> System Options -> Marketing

1.
2.

Points Feature: Enable this option to activate the Points Rewards Program

Reset Point: Enable this option not to reset the points when reward coupon is printed.
You should disable this option to allow multi redeem points rewards for different customer
class.

Customer Classifications: To allow multi customer classifications.

Print Redemption Coupon: it is more effective to have redeem coupons printed auto.
Include Taxes in Point Calculation: Whether to include taxes in Point calculations.

Schedule and Customer Profile Point System Settings:

1.
2.
3.

From Management function, select System -> Schedule ->Update Schedule -> Misc
Enable Point Feature if you like to have all invoices for the schedule included.

In customer profile, select Marketing, Disable point Feature if customer does not wish to
collect points.
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Email Configuration

Email Configuration is to setup your email server settings, email templates that are used within
eMarketing function, Ready Process or any other emails sent through the system.

Follow steps below to configure your email server:

From Management function -> Select System -> Management -> email Configuration.

Email Settings

SMTP Server

Enter your SMTP email Server, like mai;.computersystemsint.com

Port Your email server port, default is 25

Email Address Your email address that will be used when sending emails
User Id Your email server user id

Password Your email server password

Send Messages

How often to send emails for Ready orders

Email Address

Your email address that will be used when sending emails

Times to retry

How many times to retry sending emails if they fail

Footer

Enter the default footer that should be added to email. Eg.

Yours Truly,

Your Dry Cleaners,Inc.

John Smith

416-497-0370
customerservice@yourdrycleaners.com

Contents

Enter your own contents for the emails that are sent through email
program.

You may attach a Coupon when permitted to the email.

Coupons could be any jpg file. Just click on Attach A file, then
use the browse option to locate your coupon file,

Contents to be used when sending Birthday emails,

Contents to be used for Most Active customers.

First Time Customers email Contents

Contents for any reports.

Contends for Statements

Contents to be used for Ready notification email that gets sent to
customers who sign up to receive email when orders become
ready.

That’s when invoices are scanned through Ready process.

To enable this feature for a customer go to Customer Profile,
Marketing, enable Ready options.

Contents for inactive customers emails.

Contents for Customer Classifications emails.

Contends for Invoice email. To email any invoice, go to Invoice
Utility, Reprint Invoice, Email Invoice.
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Enable this option if your SMS server uses email interface. Enter
the email address of the SMS server
Email to SMS allows you to use your email to send SMS messages.

Enable this option if your SMS server uses http Interface format.
Enter userid and password.

Enter the Text Message to be sent in SMS. You may use the palce
holder like Time, Date, Invoice#, Cellphone with the text message:
Some SMS server require you user id and password to be
imbedded in the heading of your text message.

e.g

Dear Valued Customer

Please be advised your invoice# [INVOICEID] is ready
for pickup .

[Date], [Time]

Click on View Lodfile to view the history of emailnotification
services.
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Delete all records in email log file.

Delete all email records that are saved through Ready and

the actual emails from customer profile.

Emarketing program and ready to go out. These does not remove

Delete all email records for particular Category that are saved
through Ready and Emarketing program and ready to go out.
Select the desire category like Birthday etc.

Delete all email records that are saved through Ready and
Emarketing program before the selected date.
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Misc Functions

Misc is a set of miscellaneous functions grouped under this menu that are explained below:

Payout =l
Adjust Till
e Teg Support Options
Permanent Tag
Preprint Invoice CSl i sanous aboul S8MM0e 8nd Supoom We back every System), Defoce and afler the sals,
with product documentation and SsSISIance, Quick TMaround Sipping. in-depah techmical
Backup XML Format SUPPOIt for users, and extense ondne product and technical iInformagon. Choose from
Backup SQL Format the cpons balow 10 185t answers 1o vour ouestions. O Iatest updats 1s aways avalabic

00 OUr WobsHe Floase chock our New Rumase rotes  for lfest update

Run Stops
Suppori R ok

Laundry Card ¥ you need SUPPOIT, and you would K8 US 10 BXCess your System, use the follwing ink 20
Wash and Fold send US IMVLASON 10 CONNBCE 10 YOUr System  Please make Sue our SUppO Stafl is
Merchandise Tag SEEEROS JOUY SRS ON

Gift Card Help Desk Support Linedt

Help Desk Support Lines2
Halp Oesk Support Linedd
Help Desk Suppert Linesd
Help Desk Suppost LinedS

Support Options
H We balleve that havang your business 15 both 2 priviege and a responsibility. We hope to

maintan that business by prowding you with the best passible senice

In order 1o halp you 10 concentrato on your business, it 15 cruGast that CSI provides first
class support that complements cur informaion System soltions
sHelp Desk Support ta repart Bugs, Ask Questions, Make Suggestions
*New Release Notes
*Support Agreemant =

Payout

Payout is used to track the daily expenses to make sure your end of day is balanced properly.
Use this function to record any expenses such as Staff Meal, Repair, Postage etc.

Adjust Till

Adjust till is used to Put in/Take out money in the till-total for any reason (i.e invalid Till Float etc).
Till adjustment is shown under End Of Day/Shift report.
Select Put in/Take out from till option, and total adjustment.
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Tracking Tag
Tracking Tag function is used to print tracking tag in advance for selected customer. TMS allows
tracking tags to be printed on demand during checkin process, however if you wish you may use
this function to preprint such tags. For additional information on Tracking Tag system and its
usage please refer to Tracking tag system in manual.

1. Select Customer from Search Screen

2. Select the tracking tag items, by check marking the items.

3. Select Create New Tags.

4. If customer has already Tracking tags, select it from right screen and select reprint.

5. Astags are created, they get printed on the predefined Permanent Tag printer in TMS

configuration.
6. If tags were made by mistake select Delete option.

Permanent Tag

Permanent Tag function is used to print permanent laundry tags for laundry shirts.

Permanent tags has customer’s name, and customer# barcode.. Permanent tags are not tracked
in the system just used to as an identification purpose. As tags are created, they get printed on
the predefined Permanent Tag printer in TMS configuration.

Preprint Invoice

Preprint Invoice function is used to preprint a set of blank invoices that have invoice#.
Preprinted invoices are like Quick tickets with no name that used for drive Through or
Pickup/Delivery routes.

Write down customer’s name, total pieces and due date on the preprinted invoice, insert it into
the laundry bag. Then Go to invoice utility, scan the invoice# and select the proper customer.
System will assign the selected customer to the preprinted invoice.

Select update to detail the ticket just like Quick ticket.

Auto Backup Process

Please contact CSI to setup online backup to our cloud servers.
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RUN STOPS

This function is used by drivers to sort their stops for a route delivery in proper stops. Please refer
to Pickup/Delivery manual on how to setup Run/Stop for route delivery.

Support

Support page provides tools and links to connect to CSI support staff in case you need technical

help or access CSI knowledge base to find answers to technical questions.

If you need technical help, and you would like us to access your system, go to Support page, and
select proper Help desk. Please make sure our support staff is expecting your support request to
accept the invitation.

Laundry Card

TMS has a special interface with Laundry Cards from Card Concept.

Laundry Card function is used to get the balance on the Laundry card. Simply swipe the card
Card Concepts manufactures and develops automated systems for the self-service Laundromat
industry. LaundryCard™ was developed to act as a back bone to the Totally Automated Store
(TAS) concept. LaundryCard™ is a coin replacement system for Coin-Op Laundromats. Ina
LaundryCard™ store all of the laundry equipment is outfitted with card readers and kiosks
(called X-Changers) are installed that dispense 'debit cards' that customers can add value to and
start machines. The system maintains the customer’s card balance and allows them to revalue
their card with either cash or a credit card.

For additional information on Laundry Cards visit www.laundrycard.com

Merchandise Tag

TMS has support retail sales through merchandise function and allows to scan SKU/PLU to price
items auto. You may use this function to make your own PLU barcode tag and use it through the
Merchandise sale process. Simply select the item and create the tag for preassigned PLU/SKU
for the retail item.

Gift Card

TMS supports gift cards that are issued by Paymentech through Point or Payware Connect Card
Processing. Gift Card function allows you to lookup the balance on the gift card. Simply Swipe the
Gift card. For additional information on how to configure TMS for Gift Cards please read Gift Card
Processing.
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Wash & Fold
Functions

Machines Setup

TMS has special features designed for Laundromat operations. This section explains in detail all
aspects of Laundromat operation and how to setup and track wash & fold process.

To get started, go to Management -> Management -> Wash & Fold

* System
i gement Wash and Fold

« Employaas

. 'Cumn-!uu Sire W
Production Pre Scap 793
Special Request Soap/20T
Graatings/Conditior & olrypr [902
Pole Display Messa

- Dalivery Sefings ":f“"' C“W
Sales Liq Blsach
Release Form Add
Email Config Remaove
Company Departme Eda
Invantory

« Payroll

e Select Add to add Washer or Dryer descriptions. This info will be printed on invoice with
wash & fold item to help your staff with amount of soap, softener etc to be used for
certain machines. Use remove icon to delete or Edit to make changes.

e To configure system to print this info, go to System -> System options -> Invoice ->
Enable print Wash & Fold Chart options.
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Click on Configure Machines to setup the cost of each washer & dryer. Select Add to add a new
washer or dryer machine. You may use remove icon to delete or Edit to make changes.

Machines cost is used in calculating the cost of each wash & fold load. The assigned numbers
should match your actual physical washers & dryers.

© Systeam

= Management
« Employeas
« Conveyors

Wash and Fold
Production

Special Request
Greatings/Conditior
Pole Display Messa

« Dalivery Sefings

Sales

Release Form
Email Config
Cemparny Departme
Inventory

= Payroll

‘Washing Machines

Cost

Machinas

Size | Description

4 5.25 40
& 1.26 GOl
- 1.2% G0l
7 5.25 40l
2 5.25 A0l
9 525 40k
an AT Ak

Ktachin Cost Size | Description

k 1 3 50l Perm

2 3 S0l Parm

3 3 50l Perm

4 1.75 3l Parm

5 1.75 30b Parm

[ 1.758 20l Perm

2 1378 Tk B

Wash & Fold Bag Tag

TMS can also print a bag label for each wash & fold bag. Follows steps below:
Go to Management -> System -. Schedule -> select Proper Schedule
Under Tag screen, enable Print Dispatch Tag
One this option in enabled, at the end of checkin process you will be prompted for total of

1.
2.
3

bag tag/labels.

Reswunm 1o Wash and Fold

Machine I'|1
Costl5-25
Size 0B

Machine Il
ﬁ

Co=

Sir.ll

You may reprint a bag tag by going to invoice utilities, select Reprint Invoice, and select

Dispatch Tag.

This tags are printed in the invoice printer.
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Setup Items for Wash& Fold

You have to configure your items to mark the items for wash & fold. To do this,

ahrwpnE

Go to Management -> System -> Update dept/ltems.
Select wash & fold item, Select update items.

Scroll to the right and enable wash & fold option.
It you have a digital scale and you like to interface to the scale, enable Scalable option.

Select Save Item changes. To get additional info on how to setup digital scale refer to

TMS Installation guide.

6. If you like to add a new item for Wash & Fold, select Add New Item, Enter Item

Description.
7. Go to Price Screen, add price. Make sure to select Laundry or proper service for new

price.

= SOLE = Update lems

i STGLE e AT Prosky | UsOpd Prompt Deisd Promgt Prcs|  Fon O Bsm ]

= STUFFED TOY N ASIDFCTFOLDILE = — = =

= SUIT WASHIDRTIFOLIVLE- SPE = F 1 = r r

< SWEATER WASHIDRYIFOLDVLE - DRY P 1 = r

= TABLE CLOTH WASHDRYWFOLIVLE- FOL  F 1 5 r r

- TIE WASHDRTFOLIWE - RUS F 1 = r r

. TIE BACKS ‘:;'AEH CHLYILE F ] 1 F r r

= TOWEL

= TUXEDO e Save Item Change

= UMDERWEAR

1 EHIFGT:?; Scheculs ) Frice Dhicorand %6 Ta1 Tad Ta=d (L

. VEST RETAIL PRICE LALKDRY 089 0 F © 2400
CHARGE PRICE  LAUNDR 099 0 F © I 2400

- WASH FOLD ' :

Add Mew Rerr
Update Hems al l

- WASHERS & DI Save Frice CI |

= WEDDIMNG

1 ;:IFEH . Schedule:  IRETAIL PRICE 2 senws  [LAUNDRY |

Prices dinad Discounti®) | ::q“:lu 168 00

Upcharges T Apgbed I Tl Apphed ™ Tasd Apgad r Disabie Upcharge

L T o costsl] costihl] I Disable Tag

HAuddd Prica
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Wash & Fold Process

Charge
Ready On Thu,Dec 11 2008 05:30FPM

hems: 2 Tt $46.68
3 Ta/Dsim Lot Elalarcn L - ]
FIEE  am B S0 2 ]

Invi#: 2917 [ rmce |
SMITH,JOHN
Custd add
Tel 416.497.0370
CoateiTone 1257 0063 110005 &4 Ermpicene HemmarE
Ot ST Desrgion Frica Tosal
1 LA 033 JAES
1T AL WASHDRYFOLDLE - SPECL oM R
0 Units)
Cancount 800 Sal ikl 4445
G $2EF
PAT 00 10,00
Total $46.68
Tooruen Typa Towraderendl

Smrugas
© - = - - “
||\ | |2 4a @ .
Lusprr | svcunsd | scmoeamos R o Sk
[ porimens
L4
T +
[ T
1
et DA WS O DA TaEH AT FLDA B
+0 5 SPECIAL $TS DEY FOLD e
i L]
RN LT - WAL TROAS
FOLD QLY FR5E AL 1.2 (EREHERL VR 8
T+ - +
FTLOLAHE | WSRO DL AR, | S LA DL,
T - TWwiM 5750 ET.DOUME $150 ET-QUITH $51m
WAL DAL | | AL | i Ao DT
EF - EIMG gi3m ORTER - T 51000 ORTER :DIMEE sidin

=

9

s |

fm.‘

Lo ‘el

iy
[

Momas | Digcount| Upchangs Bean Bl erlasl tado
1ge F
R| F || w|X|[v
Pie pay | Dws Date | Debsie | Dheckis Mo Bdine Cancel S

Rl ]

Once invoice is created, use the following steps to assign washer & dryer to the invoice:

1. Select Misc function from main Menu. Select Wash & Fold

2. When prompted for Invoice#, scan or enter invoice#

3. Select Washer, and enter washer #. System will auto select the cost of the selected
washer. You may add as many as washer for the invoice. Check mark Print option to
have the system prints the receipt when ready. Continue the same process for dryer.

4. Press Print to save the transaction and Print the receipt for each Machine. You may
attach the receipt to each washer & dryer.

5. Use the same process to update an invoice that was processed before.

Wash And Fold

Inwvoice # :2917

Washing

Machine # Cost Print
1 1 5.25 =
2 s [7.25 =
3 [z [5.25 "
4 | | =
5 | | -
6 | I =
7| | =
g | ( o
9 | I =

Weight :55
Drying
Machine # Cost Print

1 |2 2 (=
2 5 [1.75 [~
3 [ [ r
4 | | r
5 | [ r
& | | r
7 | | r
g | | r
9 | | =

Washing Total

Drying Total

I
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Wash & Fold Report:

Having processed wash & Fold invoices through Wash & Fold process as above, use the
following reports to get total wash & fold cost and machines used.

1. Go to Reports -> Misc Report

2. Wash & Fold report. Select by invoice, Washer, or dryer option.

3. Use the narrow format if you like to have the report printed on Invoice Printer.

Misc Report
H 4 » M [ x ]j oo -
MainRepon |
|y s Machinc Wieigha W hing Casi Diryimg Canr Tl vt
LR&T [#]=0.1]) 120 515 Lm0 2%
TR [TE] - [1.21] LN (LE] am 1950
12 [14] = [4] 1.0601 41% 10 115
L] 7 =1 1,001 4314 L] 414
I [1=12.2] i i L] i)
T 5 [NRI%19) - ] 1o K a7 L] &
1L.E#7 [=[4.3] 1000 000 4,78 475
ol [ rax)-[21 17 7.0 124 [EiL]
1.2 [OOET, )= [2,3] S0y 12.25% fEo] |E7%
L [ pg]-[3) o 700 L i [EiH]
10 [25] -1 10006 75 L 275
rons [ning) =[] 1.0 B0 i EL
18014 [28,24.28] = [ 1 4] 34,00 2,78 473 1450
pL B [27) -] 1306 LR i R
Totad Tryimg Cast = 4535
Taial Wanking Cesi ;  B&IE
Taisl Casi ;131,50
Total Weight = Bebi
-
1 | ¥
ril Page Ma: 1 [Total Page Boc 1 |Zoorn Factor: Page Width
Print Back Email Me
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Wash & Fold End Of Shift/Day Report:

Having processed wash & Fold invoices through Wash & Fold process, end of day/shift report
displays all washers & dryers cost into the cash folder.
1. Select Reports
2. End of Day/Shift report, select Cash. All invoices and washer & dryers are added into this
report to help you balance the till.
3. For additional info on End of Shift/Day report, please review this section of the manual.

End Of Shift Report

Credi1 Fetund/Fayo u1 Invoice# ‘ Diescription | Feterence _

12.47 0002915 Prepaid Credit
9.75 Washing Inv#:2914
2.75 Washing Inv#:2910
5.50 Washing Inv#:2915
12.60 0002916 Prepaid Credit
8.00 Washing Inv#:2913
4,75 Drying Inv#:2914

Kl
ﬁl Cash |
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Management
Functions

System

System is a set of functions that only system administrator can access it. You should restrict
others in job class function to access this section as it could affect your system settings, process,
coupon etc.

-~ System System Options
System Options
Schedules Systemn Invoice | Associates and Sl

Services :
F Allow Updatng Previous involces et Lot Tag Color |0

Departments/items
Prices F Allow Voiding Provous Invoices Neot Lot Tag Number [0

Upcharges
Tax

Markating
Viarkeing

P Print Irvoece Detad On Mardfest " Enable Package Order &
Coupons I~ Print Grand Total On Irwoice P Alow Retunding Prevous invoices
Tender Type P Print Bar Code On inw I Enable Salacting Multple Change Typs
Job Classes ™ Print Badance On I ' Alow Mutpie Irvoices Chack Out
Paycode F Pint Compeessad Detats ™ Disabie Quick Check In
Store Hours P Print Schedule Name On Invoroe P Set Invosces to “Out” whan pninsng Manifast Report
. Tools F Print Big Foat invoice F Show Coupaon Uist At Tender
Speciali z F"l": Z‘_w.m E‘.»;:a.r,-‘,:- :q'c:arnor.'? ) r :‘ tarant ?aqu‘{:n-(}w-\t:(juf Date .
Redeem Points Print Naenme On invoice ,_-:u Repont :,h:miTnno--r At Chock Cu.' For O\.jr.;a Customer
. I Increase Quantity Wiele Selecting ¥ Use Store Default Pickup Trme As Due Tene
Customer Classifics M Alert $0 Hems At Check Out M Haghdah 33 Request Items at Check in
+ Management # Print Barcode On Top ™ Locaton i NOT Required for Ready
= Payroll ™ Print \Wash and Fold Chart ™ Set Invoices "READY when scanned on productvty
™ Print Store Adcross at Bottoen ™ Useo Tracking Tag# foe Roady Furction
F Enatée Date S on for Recanving Payment For Charge Customers at Account Paymen
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System Options

This screen is used to configure the system to enable/disable certain features allow or options,
which are explained below in detail.

System Control

Enable Short Cut
for checkin

If you don’t use Touch Screen you may enable this option to assign
shortcut to menus, items, services, departments through checkin
process. Use the short cut code# to access the menu.

Enable Previous
Closing Store Clerk

If this option is enabled, the system would disable any transaction to
be entered if the previous day process in not completed. See the
End of Day Report in the Reports section.

Enable Multi Shifts

Enable this option if your store has multi shift operation and you like
to balance your till and the end of each shift.

Put Account Payment,
Over payment as credit
note

Enable this option if you like to auto issue a credit note for customers
who make payments that exceeds the account balance. Otherwise
overpayment is rejected. Credit notes is auto used by the system
over next account payment.

Phone Format

Change the format to fit your regional phone format settings, which
is used through reports.

Royalty Commission

If this is a franchise operation add royalty commission that is used to
calculate amount owing to head office when doing Sales Journal
report.

F2, F3 Shortcut

Use this shortcut to load your favorite program from TMS when F2 is
pressed, like Outlook, MS Word etc.

Default Area Code

Default Are code to be added when adding a new customer, or
searching a customer using phone#.

Greeting On Statement

Add your own Greeting, advertising to your customer account
statement.

%" Inch Tag

Make 2" tag when printing tag

QWERTY Keyboard

Use QWERTY on screen keyboard format instead of A-Z keyboard

Tag Paper rolls back

Allow Updating
Previous Invoices

This is mostly used on Star/Samsung tag printers to save paper

Disable this option if you like to disallow your staff changing
previous invoices for security reasons.

Allow Voiding Previous
Invoices

Disable this option if you don’t want your staff to void previous
invoices.

Enable Printing Invoice
Detail on Manifest
Report

Enable this option if you would like details of the invoice to be printed
on the delivery manifest report.

Enable Printing Grand
Total on Invoice

Enable this option if you would like the customer's grand total
outstanding balance to be printed on the invoice.

Enable Printing Bar
Code on Invoice

Disable this option if you don’t want the bar code to be printed on the
invoice.

Enable Printing Balance
on Invoice

Enable this option if you would like the Invoice balance to be printed.

Printing Compressed

To save paper, select this option to compress multiple
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Details

colors/upcharge option on the same line of the invoice.

Print Schedule Name

If you have multi schedules, printing schedule name on invoice might
help you during sorting process.

Print Big Font Invoice

Prints larger font on Thermal Format invoice

Print Zero Balance
Statement

To save paper, enable this option to avoid printing statements with
Zero balance.

Print Name on Invoice
or Report

If you don’t wish to print your associates name on invoice, disable
this option, That’s print employee number

Increase quantity while
selecting colors

Enabling this option increases the gty of items every time a color is
selected during checkin. There are some unknown bugs with this
feature and is not recommended.

Alert $0 items during
checkout

Enable this option to alert you for any $0 price items to avoid losing
revenue on some items that are to be priced later. You may use $0
report under Misc for this purpose.

Print Barcode on Top

If you are using Windows Printing format, you may enable this option
to have barcode to be printed on the top.

Print Wash & Fold Chart

Enable this option to print the Wash&fold chart on wash & fold
invoice. Refer to Wash & Fold Section for more info.

Print Store address at
the bottom

If you are using Windows Printing format, you may enable this option
to have store address o be printed at the bottom.

Enable Date Selection ..

Enable this option to be prompted for payment date during customer
account payment in Invoice Utility.

Print Store# on Barcode

This option adds store id on the barcode for those who have multi
store operations to avoid scanning wrong invoice during ready or
other scanning process. It also adds special barcode to quick ticket,
when scanned from invoice utility it bring up invoice update function
auto to save time and avoids errors.

Next Lot Tag Color

If you are using Lot Tag, you may override the next Lot tag color

Next Lot Tag Number

If you are using Lot Tag, you may override the next Lot tag Number

Enable Package Order

Use this option if you like TMS to auto break your invoice into multi
orders if exceeds max items per invoice in schedule. For example
setting Max items per invoice to 6, an invoice with 17 pieces would
break the invoice to order 1 with 6 pieces, order 2 with 6 pieces and
order 3 with 5 pieces. Customer receives one invoice with all
pieces. There are some unknown issues with Stock reports when
this option is in effect.

Enable multi Change
Type

Allows you to select different change type during payment
processing in Tender Screen

Enable Multi Invoice
Checkout

Allows you to checkout multi invoices during checkout process

Disable Quick Checkin

Enable this option if you don’t like your associates use Quick
checkin.

Set Invoice Status to
Out in Manifest

Enable this option to auto checkout invoices when manifest is
created,

Show Coupon List At

Enable this option to show you all predefined coupons in Tender
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Tender

Screen.

Use Store Default
Pickup Time as..

Use Management -> system -> Store hours to Setup your store
hours and default pickup time for each day and enable this option to
print on Invoice Pickup time.

Highlight Special
Request Items in
checkin

Customer’s preference on Starch, Folded would make items with this
wordings highlighted.

Location is Not
Required For Ready

Enable this option if you don’t wish to scan location# during Ready
Process.

Set Invoice Status to
Ready in Production

Enable this option to make the Invoice Status Ready when
processed in Production. This is useful for Alteration and Shoe
Repair Process.

Use Tracking Tag for
Ready Process

Prompt For Security
Pin#

Enable this option if your system is using Tracking Tag, so that
particular item is set to Ready not the entire invoice. This is most
used for Garment Rental operation.

Enable this option to be prompted for Pin# for every transaction to
increase your system security.

Conveyor# Validation

Enable this option to check the location# against the predefined
Conveyor Locations. To set your conveyor locations go to
Management -> Management -> Conveyor

Enable Security Camera

Enable this option for the system to use the Webcam to take
snapshots when No Sale is used or Checkout is canceled. To see
the pictures go to Reports -> More -> History Tracking

Don’t Return to Main
Screen

Enable this option to avoid returning to main screen after each
checkin/checkout transaction to avoid entering Security pin#

No Scanner

Enable this option if your system is not equipped with Scanner to
use the keyboard to enter Invoice#/Location# whenever a scanner is
required (e.g. Ready, Manifest etc. )

Don’t show Scrolling
Status Bar

By default TMS shows your current operation status like Not Ready,
Quick Invoices scrolling on the top. Use this option to disable this
feature as it might speed up your system performance.

Include Customers
without Delivery in
Manifest

Use this option to include all Delivery customers in the manifest
report even there is nothing to deliver.

Enable Customer
Account Payment At
The Front Counter

Enable this option if you want to allow your staff to process
payments for your charge customers. This option is usually disabled
for stores with central payment processing.

Enable Working Stores

This is mostly used for operations with Central Database when
associates work on different stores

Enable Assigning
Customer ID

Use this option if you would like to assign your own customer ID to
the customer at the time of creating the customer profile.

Only Checkout Scanned
Invoices

To enhance your system security and reduce human error enable
this option to force your staff to scan all orders during checkout
process. No invoices are checked out without scanning.

Allow Partial Checkout

Enable this option if you like to allow your staff do a partial checkout
for items that are not ready.

Allow Unpaid Quick
Checkout

You may use Quick checkout to avoid going through checkout
process. This is most used for prepay operations or Delivery
Invoices. In this case enable this option so system allows quick
checkout for invoices with Balance.
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Mappoint Integration

Enable Points Feature

If your system is equipped and licensed with Microsoft Mappoint
program enable this option to allow you sort the delivery customers
base on the address auto and create manifest with Delivery
Instructions. See Pickup/delivery manual for more info.

Use this option to enable system royalty point system. Refer to
Marketing section for more info.

Enable Customer
Classification

Enable this option if you wish to classify your Royalty Points
customers base on the collected points for higher rewards.

Reset Points

If you only have one type of Reward Coupon, enable this option to
reset the collected points after coupon is printed.

Include Tax in Point
Calculation

Reverse Search Phone#

By default taxes are not included in Points calculation.

Enable this feature if you like to use the specified website to find
additional info using reverse search to find name, address of the
person. .

Phone Search

Enter the http link of the website you like to use for Reverse Phone
lookup. For example 411.com can be used for USA phone numbers.
Find out what is the website that provides such reverse phone#
lookup for your area.

Use this option when adding/updating customer profile

Zipcode Search

The same ad phone search
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Schedules

Price List function includes the updating of prices, items, descriptions of items, schedules, as well
as, departments. It is very important that you have a good understanding of these concepts in
order to fully utilize your system.

The TMS system is designed to handle both retail, Hotel and wholesale business. The system
allows the manager to set different prices for different customers. For example, if your plant is
serving three different depots and a hotel, then you should be able to select the appropriate price
schedule for that particular depot or hotel at the time of invoicing.

To do this TMS allows you to add your own schedules, departments, and items and select the
right one at the time of invoicing or associate a schedule to a customer. Schedule is the top level
of our pricing hierarchy. That is, first the schedule must be set up, and then its corresponding
departments and items.

Your system is pre-configured with standard price list that should contain most of the items that is
used in your business, however, you may use the following method to add, copy, update your
own price list.

Use the following functions to add, copy and update the price schedule.

Add New Schedule

Use this function to create your own price schedule. Simply name your schedule, such as “retail
price list”, “hotel guest price list”, etc.

**Please note if your price list is similar to your existing price list, we recommend you use the

“Copy From Schedule” function.

Copy From Schedule

Use this function to create a new schedule by copying from an existing schedule. Simply select
this option and a drop down menu would pop up, and select the proper schedule to copy from.
Name your new price list and make appropriate changes to the options, which are explained
below.

Update Schedule
Use this function to update an existing schedule. Simply select the proper and make appropriate
changes to the options, which are explained below.
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Schedule Options
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Active Checkbox

Checkmark this option to inactivate the selected schedule

Textbox

Pre-Pay Option

Schedule Name or Description

To enable pre-pay option menu to popup at the end of the checkin
screen

Enable Partial Prepay

Enable this option to allow user staff to make Partial prepay during
checkin process.

Pre-Pay Option —Pre-
Pay Discount (%)

Use this option to add a pre-pay discount to transactions that are pre-
paid.

Enable Partial
Payment At
Checkout

Enable this option if you would like to be able to accept partial payment
at checkout

Enable Upcharge

Select this option if you would like the upcharge menu to pop up at
checkin after an item is selected. If this option is disabled, you may
have to select the upcharge option by pressing the upcharge button at
the checkin screen

Same Day Upcharge

Assign a $value or %value to this option if you would like to upcharge
same day service automatically. Check mark Percent option if this is %
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upcharge.

Next Day Upcharge

Assign a dollar ($ or %) value to this option if you would like to
upcharge Next day service automatically.

Enable Price

Enable this option if you would like your staff to be able to adjust the

Adjustment price on an item in a transaction
Enable Price Enable this option if you would like to enable your staff to undercharge
Undercharge the default price of an item.

Print Invoice At
Checkin

Enable this option if you would like the invoice to be printed
automatically after checkin.

Number of Invoices
To Be Printed

Enter the default number of invoices to be printed at the checkin screen.
The standard default is two copies — one for the customer and one for
the store.

Print Receipt At
Checkout

Enable this option if you would like the payment receipt to be printed
automatically at checkout.

Disable Printing
Price On Invoice

Select this option if you don’t want the price to be printed on the
customer’s copy of the invoice.

Not Print Unit Price

Enable this feature if you like upcharge price to be added in the base
price, otherwise upcharge price is printed.

Separate Laundry
Invoices

Select this option if you would like the system to automatically separate
the laundry invoice and tags on transactions with mixed
dryclean/laundry services. The customer will receive one invoice with
both dryclean and laundry but the store would receive two invoices —
one for drycleaning and one for laundry.

Disable Printing Due
Date On Invoice

Select this option if you do not want the due date to be printed on the
invoice.

Print Customer
Address On Store
Copy

Select this option if you would like the customer address to be printed
on the store copy. This is mainly used for the delivery schedules.

Record Who Check
Out

Enable this option if you would like to record the person’s name who
picks up the garment without a receipt.

Print Invoice At
Check Out

Enable this option if you would like to be prompted to be able to print
invoices at the checkout.

Iltem Weight round
up

Use this option to round up the total weight of the bag to closet pound if
you are equipped with Digital scale for Wash&Fold items.

Print Invoice # Bar
Code On
Store/customer Copy

Select this option if you would like to print the invoice number bar code
on the store/customer copy.

Print Customer # Bar
Code On
Store/Customer
Copy

Select this option if you would like to print the customer number bar
code on the store/customer copy.
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Total invoices to be
printed

Enter total invoices to be printed for Quick and regular invoices. Default
is 2.

Prices Tax Inclusive

This option is used in countries (like South Africa) that by Law prices
include taxes, but taxes have to be shown at the bottom of the invoice.

Conveyor Slip on
Store copy

Print Tag At Checkin

Use this feature to have a Conveyor Slip printed on the store copy.
Some customers without wireless scanner or for accuracy purpose tear
off the conveyor slip after invoices are placed on the conveyor, location
is noted on the slip, and then is entered to the system using Ready
function.

Enable this option if you would like the tag to be printed automatically at
checkin.

Print Due-Date-1 On
Tag

Select this option if you would like to rush your production staff to
process garments a day before the due date or promised date.

Print Barcode On
Tag

This option is used to print barcode on Epson TMU220 Tag printer. This
feature is not recommended for Tracking purpose as barcoded tags are
difficult to read after cleaning process. If you are interested in Tracking
Tag system refer to this section of the manual.

Print Service Initial
On Tag

Inactive — Option would be available in the future.

Print Price On Tag

Enable this option if you would like the price of the item to be printed on
the tag. This option is useful if you would like to control your drop
store’s pricing by just viewing the tag.

Print Due-Time On
Tag

Enable this option if you would like the promised ready time to be
printed on the tag. If you provide 1-hour service, this option would be
useful at the production process.

Print Detail On Tag

Enable this option in order to print the details of the item on the tag.

Print Extra Tag

Select this option if you would like to get an extra tag printed. Extra tag
is useful if you have multiple stores. Attaching the extra tag to the
invoice would simplify the sorting process.

Tag Prefix

If you have multiple stores, you may assign a different prefix to different
stores and enable this option to print the extra identification character
on the tag. This would simplify your sorting process.

Print Laundry Tag

Disable this option if you don’t want print tags for laundry items. This
option is only valid if you have enabled separate laundry invoice.
Otherwise you have to go to each laundry items and disable tag at item
level.

Print Zero Quantity
Tag

Enable this option if you would like the tag to be printed for multi-service
items, which has zero quantity on the second service. E.g. dryclean
pants, which needs to be hemmed. The system would print two tags for
this service

Disable Due Date On
Tag

Enabling this option would print different formats of the standard tag, i.e.
it would duplicate the same information that is on the left hand side to
the right hand side with no due date.

Enable Permanent
Tag

Permanent Tags are referred to Heat Seal Tags with customer id
barcoded, and mostly used for Laundry shirts for losing prevention.
Enable this option to print this tag auto on Zebra Printer. If you are
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interested in Tracking Tag system refer to this section of the manual.

Print Extra ID Tag

This option is a customized option used for double tagging purpose.

Print Dispatch Tag

This option is used to print laundry bag tag id on Epson Thermal printer,
or if your system is equipped with Zebra printer, print special tags for
hotel invoicing purpose. The permanent Tag printer in TMS config has
to be setup to Zebra printer if this option is to print Hotel Dispatch Tag.

Pre-Printed Tracking
Tag

If your system is set for Tracking Tag feature enable this option to be
prompted for pre-printed Heat Seal Tracking Tag for new items during
checkin process. For additional info refer to Tracking Tag Section of the
manual.

Tracking Tag

f your system is set for Tracking Tag feature enable this option to print
Heat Seal Tracking Tag for new items during checkin process on Zebra
Printer. For additional info refer to Tracking Tag Section of the manual.

Auto Sorting System

Enable this option if your system is equipped with Auto Sorting system
like HMC, Metal Progetti, White etc. For additional information contact
Csl

Enable Free Format
Tag

Enable this feature if you are using your manual tags, and would like to
track the tags for x-referencing purpose. If this option is enabled, you
will be prompted to enter your tag# in free format. The manual tag id is
printed on the invoice and recorded in the database for lookup purpose.
You may use Ready function, Lot Tag feature to enter your tag# after
checkin process. Use Invoice Utility, then ref# to lookup such tag#.

Enable Manual Lot
Tag

Enable this option If you are using your own Lot Tag and would like to
be prompted for next lot tag auto. You may go to System options,
Invoice Tab, and override Next Lot Color and Next Lot Tag#.

A-Z Lot Tag

TMS can print Lot tag instead of Invoice# based Tag, for those who are
interested in Lot Sorting system. Every 100 items user is prompted and
next tag sequence is printed. A-Z lot Tag starts at A0O, and advances to
next sequence auto. You may reset the starting point by overriding the
Lot Tag Value. When reaches 799, the tag resets back to AOO

Auto Lot Tag

Lot Tag id is selected base on the selected Due Date, that is each due
date has it own Lot Tag. Use the schedule to override the next Auto Lot
Tag for each day of the week.

Due Date Option At
Checkin

Select this option if you would like the due date calendar to pop up
automatically at the end of the checkin transaction.

Enable Detail Option

Enable this option if you would like to keep track of the colours, patterns
and fabrics of the selected item. If this option is not enabled, you may
select this option at the checkin screen by pressing the detail option
button.

Enable Customer
Discount

If you like to disable discount for certain schedules, disable this option.

Enable 2 for 1 feature

TMS has 2 for 1 option that is it charges price of one for 2 items if this
option is activated. You also have to enable this option at the itme level
or Service Level.

Enable Delivery
Option

Enable this option if you would like to provide pickup/delivery service
with this price schedule. Enabling this option would allow you to setup
“run/stop” for your delivery customers.

Force Invoice
Checked Out at

Enable this option if you would like to bypass the checkout process for
your wholesale accounts. Enabling this option would make the system
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Checkin checkout the garments automatically during checkin process.

Business Customers | Inactive - Option would be available in the future.
Default Schedule

Points Feature Use this option to enable Royalty Points system for certain schedules.
Applicable
Release form for Set this option to enable Release form for quick invoices.

quick invoices

Max Items On Invoice | Enter max items per regular/quick invoice if you wish to restrict this. If

or Quick Invoice packaging option is enabled under System options, TMS breaks the
orders auto based on max items per invoice into separate order.

Max Rush Days Setup rush days to number of days that you consider rush, default is 0.
This is used to create rush orders report under Reports -> Transaction
report.

Services

This section defines the services that are provided as part of the price schedule and they are
displayed at the top level of your price schedule at the checkin screen. There is no limit on the
number of services that can be created. The service defines the top level of the price schedule
that applies to certain departments and items. If you only have one service, the Service menu
does not show up in Checkin screen to speed up the process.

\ ‘.): % |ii"

= -

DRYCLEAN LAUNDRY ALTERATION | PRESS OMLY | HOUSEHOLD LEATHER

Services

&

Services
o =
T &9,
PN .\g_}," 2
| S| = | A
SUEDE SHOES OTHERS RETAIL GOWN

Update Services
Select services under “Schedule” to update or modify existing services.

Add New Service
Select Add New Service if you would like to add a new service to your price list.
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Below is a summary of the options that can be used with the service.

Service

Enter Service hame, like Dryclean

Abbreviation

Enter the abbreviation of the service that is printed on the invoice, For laundry
service make sure it is LAU as this is used to separate dryclean and laundry
invoice.

Active Checkmark this box if this is an active service

Priority Set the priority of the service to show up on the service screen

Hours The default hours for the due date/time to be used for the selected service.
Capacity Assign the capacity for your production for the service. This capacity is used

at the due date on the checkin screen to alert the user if they are exceeding
the specified capacity. This reduces overproduction for a selected service.
This is used in Alert Reports under Stock report and scroll status banner.

Permanent Tag

Checkmark this box if you would like the permanent tag option to be enabled
for this service. Read Tracking Tag for additional info.

Enable 2 For 1

Enable this option if you would like the items to be priced as 2 for 1.

Tracking Tag

Enable tracking tag option for this service. Read Tracking Tag for additional
info.

Tax1,Tax2,
Tax3

Enable tax option if selected tax is applicable for the service. To setup
different tax options go to Tax Service

Split Same ltem

Use this option if you like to have each item on a separate line so that colors
and upcharges for each item listed right below proper item.

% Max
Discount

Enter % Max allowable discount on a service to restrict staff of issuing any
discounts that exceeds this amount.

Release From

Link a predefined release form for a selected Service. Release forms get
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printed on the invoice for customers to sign. See Release form for additional
info.

Apply Auto Lot | Enable this option If you are using Lot Tag for certain services like Laundry.
Tag

Capacity$ Assign the capacity value for your production for the service. This capacity$ is
used at the due date on the checkin screen to alert the user if they are
exceeding the specified capacity. This reduces overproduction for a selected
service. Capacity$ is common for Alteration service. This is used in Alert
Reports under Stock report or scroll status banner.

Icon Icon folder path and name to be used for the service. Icons are under
\csi\tms\icons folder.

Departments/Iltems

This section defines the departments that are provided as part of the price schedule and they are
displayed at the second level of your price schedule at the checkin screen. There is no limit on
the number of departments that can be created.

Departments
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Update Departments

Department is used to group certain items under one category to speed up the checkin process.
Select Departments under “Schedule” to update or modify existing departments.
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MCONSWDRESS1.JPG
WCONSWGLOVEST.JPG
MICONSWHATI.JPG
WCONS\HEEL1.JPG
WCONSWBAGT.JPG
WCONSWACKET1.JPG

New Department

Priority
100

15
12

100

Update Departments

New Department

Select New Department if you would like to add a new department to your price list.

HNewr De partment

Department: |Tab|e Cloth

lcon |.\‘\| CONSWTABLECLOTHT.UP

G

Friority

Save

M Active

Cancel
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Add Item/Price

Follow steps below to create a new ltem.

1. Select Add new item to create a new item,

2. Enter the description and enable the options as explained below.

3. Select Add Item.

4. Select Proper Schedule

5. Select Proper Service that item is listed under (i.e Dryclean)

6. Enter the price, and select proper options as explained below;

7. Select Add Price to create a new price for the item.

8. You may repeat step 4-7 if you like to add different prices for the same item under
different Schedule or Service.

9. As Items/Prices are added they show up in Price List menu.
L MISC LEATHER F scten Fuoety i = ™ vt Dpean F Dot Opes

- MISC FRESS O
= MISC. ALTERA’
= MOTH BAG
« OTHER ITEMS
= DOUTER WEAR
- PANTS
= PANTS
= PILLOW
= PURSE
= ROBE
= RUGS
- SHEERS
« SHEETS

SHIRT

Add Mew e
Update hems

= SHORTS
= SHOWER CUR"
=« SKIRT
= SLEEPING BAG

- BPFORT COAT =l
L=l I |

™ Teackisg Tog Pogris o Bgrs

=

™ Evprgi Encn T Permenand Tog

LT

EL

ey hiumiar

F

I Dimcoend Apphcnble

=

™ samnicny Cplion

I Fslsass Form Appkcabia F Sninkis

™ “Waih ared Fiodel I Gk Casd
ol |:"'" sl Prca List j SR LALIMDE j
frics  [g5  Dsoouni) [ ot 24
P Tal Appled  F Tas? Apphod - TaExd Appled ™ Draable Lipcfangs
Cost%i[  Costifi[ I DsableTag

Item Description

Enter the name/description of the item

Active Checkmark this box to make the item active to appear on the item list in
the checkin screen.

Priority Assign a priority value which determines the position of the item in the
item menu. 1 is the highest priority.

Unit Option Enable this option if you like to be prompted for a unit option.
For example if this is for a Pleated Drapes, and you charge per pleat,
enabling unit option you will be prompted for total pleats.

Detail Option Enable this option if you like Detail/Upcharge screen to popup for this

item.

Tracking/Permanent
Tag

Enable this option if this is a Tracking/permanent Tag item. See

Tracking Tags for more info

Pieces Of This Item

Enter the number of pieces associated with this item. For example if this
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a 2 PC Suit, make this 2.

UPC/SKU

Enter UPS/SKU barcode if this is a retail item. You can simply scan the
barcode during checkin process to auto to select the item.

Prompt Price

Enable this feature to be prompted for item price, if is not a fixed price.

Inventory Option

Enable Inventory option is this is a retail inventory item. Use Inventory
menu under Management to define total on hand, and reorder point for
this item

Discount Applicable

Enable this option if you like to allow manual discount on this item.

Release Form

Enable this option if you like Release Form that is linked with the service

Applicable for this item be printed auto during checkin process.

Scalable This option triggers the system to read The Digital Scale during checkin
process to calculate the total weight of the item. This is mostly used for
Wash & Fold items. Make sure to enable Wash & Fold option.

Gift Card If this item is a Gift Card enable this option and enable Inventory Item.
Gift cards are sold as retail items. When sold during checkin process
triggers the system to call TPI to activate the gift card. See Gift Card
Processing for additional info.

Add Item Select Add item to create a new item as described above.

Add Price

Schedule Select the schedule from drop down menu

Service Make sure to select proper service that item will show up under, (e.g
Dryclean)

Price Enter the actual price of the item.

Discount%

Enter Discount% of this item is discounted

Hours Required

Enter Total hours required to the service which is used to figure out the
due time/date.

Tax1, 2 or 3
Applicable

Select Proper tax option if this item is taxable

Disable Upcharge

Enable this option if this item is not upcharable.

Cost$/%

Enter your total cost for this item in $ or % to help you figure out the total
occurred cost to this service. You may use Sales Journal report to figure
out the cost if you are paying someone to do the service, like wholesale

Prompt Price

Enable this feature to be prompted for item price, if is not a fixed price.

Disable Tag

Enable this option If you like to disable printing Tag for this item.

Add Price

Select Add price to create a new price list for this item.
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Update Items

Update items is used to make changes to the existing item description, options, price or add a
new price for the same item under different service or schedule.

Follow steps below to update Item.

1. Select proper Department/item form the menu.
2. Select Update item.
3. Make changes to the Description, or options as it was explanted in Add Item.
4. If make changes to the price, select Price, override it and select Save Price Changes.
5. If you are adding a new Price for the same Item under different schedule or Service,
select proper schedule/Service, enter price then Select Add Price.
¢ MISC SUEDE =/ Update hams
- MAPKIM ey SCTIWVE| Py | Livin Ol Prosvagt Diatii] Prpesgd Prigs| Py 04 Bass =
« OTHER ITEMS ISHIRT - SHORTER - SIMFL | 1 r F r
« PANTS SHIRT - DEYCLEAN ON Ha =~ P i r = I
= PILLONWY SHIRT - O HANGER LALIN = 1 r P r
: ROBE SHIRT - PRESS ONLY] & ! r F r
. ROLLER SHIRT - FOLDED LAUNCH = 2 I B r
SHIRT . DAYCLEAN FOLDE  F 2 r = r .
FRUGS | I _J_I
< SARI
« SCARF =B Sawe leem Change I
« SHEER
. SHEET Price List For this [tem
. SHIRT -5-\.hr~d.'-r . “':-fn-j'.-l- -r""-! Deitawnt % | Ta Ta=d Ta=J Hitari | I
Add Mew Hemn FETAIL FRICE FRESS QHL 210 ] = r r 48 00
Update Hems
: SHORTS
 SKIRT il J &
: SLEEPING BAG
Seve Price
. SLIP Change |
: :E‘FI'EWEHEH Schedde:  |FETAIL PRICE A secscs ALTERATION -
. STOLE Pie [ Dscouwnm | Recrered
+ STUFFED TOY I Tadl Applod I TacZ Applad T Teed Applad ™ Desatds Lipchargs
s ST _~J:| costoel sty r Desabie Tag
[ e | r |
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Prices

Prices group is designed to allow you to create a new price, Update existing prices or upcharges.

Add New prices

Select Add New Price if you like to add a new price for an existing item under different schedule,

service or department.

Sywiam
System Oplions
- Schadules
Farvices
- Depantmantsems . | p— J
Fricas '
g

Upchargas T -
= Schedule: RETAI - “."—j
Upcharges
Tau e [ Desocorms] |
Coupons - — e
Tandar Type
Job Classas ™ Tl Appind Dt Lipchange
Fayesds -

Srere Hours
« Toals
Specials
Redeoom Poimts
Custormer Classiica
- Management
+ Paryradl

Update Prices

Select this option if you like to change prices for a particular item under certain
department/service. Follow steps below to make such changes.

Select Prices

Select Proper Schedule (i.e Retail Price)

Select Desire Service (i.e Dryclean)

Select Desire Department (i.e Coat)

Select the price field, and override the existing price.

Select Save to save changes.

ogkrwnE

Service: DRYC
DeptBELT

r= Poe | Duueed® Tod T T}

f
P
e
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Upcharges

The Upcharge menu is designed to allow users to charge extra on certain items during checkin
process. Upcharge menu is part of the color/detail menu that pops up auto if it is applicable.

To enable upcharge go to Management -> system options -> schedule

Select upcharge option if you like to update an existing upcharge or add a new upcharge item.
If you like to add upcharge to one particular service, department or item select the desire option

or select existing upcharge select Add Upcharge.
Upcharge can be $value or %.

If you like to update an existing upcharge, select the upcharge from the list, scroll to the right and

select Applies to. Then select the desire service, department or item.

- System Update Upcharges
System Options Upcharge Name Actres Parcenb]¥) walue($) Fricaity =
F Schedules SILK = 0.00 1.00 1
Services LINED @ 0.00 0.50 14
' E;f:;"“"“"’“'““ LINEN = 0.00 0.50 15
FAMCY F 0.00 2.00 11
SATIMN = 000 0.50 T
T PLEAT C 10.00 0 12
oupons RAYCN = 0.00 0,50 5
Tender Type VELVET = 0.00 2.00 7
;i:::;:“* BOWS = 0.00 0.50 3
DOWM P 10,00 a g8
Store Hours nOWN FL [ 15 An n a _Iﬂ
« Tools - J E
Specials Save Upeharge Changs
Redeam Foints
Customer Classilica Upchargs "3'”'*| " B oArS
< Managernent
« Payrall By s |— ™ Apphrto Al Rems —
* Appke Onketo Servca| DRTCLEAN =]
By Percantagei %) Department| ELOUSE -]
Fiotef 00 A ftem [BLOUSE 2
o | Add Upcharge |
“ == o weand 10 Spply Upchanges, 9o o prices Bnd uncheick = Dis able
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Tax

Use Tax option to create a new tax schedule. You may add your own tax table that might apply
to certain items/services. Please note, once a tax is changed, you may not modify your existing
system tax, you have to add a new tax table and apply that to the existing store.

Follow steps below to add a new tax schedule:

1. Goto Management and click on System.

2. Select New Tax Settings

3. Enter Tax values as desire. You may add up to three different taxes. Tax3 is usually
used as the environmental fee. You may apply this tax as a value and as per invoice.

4. Select Save

5. Select Apply to Store

6. To enable/disable taxes on certain services, please see the Services section.

7. Some States/Provinces require Tax number to be printed on the invoice. Enter your tax
number under proper tax option.

8. Some State/provinces require tax1 on top of tax3, in that case enable option tax1 on

tax3.

9. If certain items are not tables, go to items menu and disable tax option.
10. Select Next or Previous to view other tax schedules.

System Genaral
System Options
« Schadules 1 Appty Taeel Over Tacd
Services
+ DapartmantsHems Tax Senings
« Pricas
Upcharges T
Tax Taxdl Hame I‘_r.n.:-c Tl Riato (%)
Coupons Tae] Mumiber |.| 23457
Tender Typa
Job Classes T2
Paycode Taa Naene: | Taoc Rato (3] |
Store Hours )
« Tools e Humies l
Specials - -
Redeem Foints
Custemer Classifica Teodd Name: [EMW Tax3 Reate (%) [2
« Management T3 Mumbes | ™ Toc¥ Is Puar vsicn
= Payroll I T b Wiokes
Ta o Sianver T
| R I |
Maw Tax e
al | = Sottings |
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Tender Type

Your system is pre-configured with most tender types. You may enable/disable certain tender
types that are not used within your operation. To do this, go to Management and click on
System. Select Tender Type. TMS supports Online Authorization for Credit/Debit/Gift card using
TPI program. TMS also supports Laundry Card using Card Concept for Laundromat operations.
For additional information please visit CSI website.

System Options =
Schedules
Services Ternder Hame  [Wisa
Departments/Tem _ ~
A F Actve Debit Card r Gift Card
Prices
Upcharges ™ Coupon ¥ Credit Card Open Tl at Tenderning. If yas,
Tax N I Cashdrawer will be opaned at
Enarerey Flay o Crade Card, (g
Coupons Vit Card Humbes leads by 4 [4 tendaring
=T Typ
ender & Allow Ower Py, I Tes, rou may ghve =
Cash ™ customer change, ke Cashe i1 No, Dnly less
Drebit of exEtt BMoUN IS slloweid Adcwe Ag Datalt Paaraend Type,
[ L S L LT
Check ) ) Tender typ v creatng
B st Refundat & Le Gt Certiicat cusharmer profie
Master -
e : Erabie $o Show Detailed
f it's mandaton to anter numbar when using = LA =
Amex ™ s By, (L8 18 oo reiasd COrd rrmiBnes whinh = l:#;:.::wéfvrrﬂ.l.?m'ﬂm
Charge — torvdened by credit card) bl L
Coupon
Credit Mole = If this will be Listed On Change
Discover = : B t Type Lis
Diners Club I Degosit Typo
JCB . | Meschant I
Frocessor N
Gift Cards s
Cane Blanche P Chunge Inniatiakon Pt |
. alhark _"lll Creit TID Debit IO |
T - '

The following is the summary of each option:

Tender Name The name of the tender type (i.e. Visa)

Active Disable this option is this tender type is not used within your operation
(i.e American Express)

Coupon Enable this option If you like to use Coupon as a tender Type and name

it Coupon. If you like to be prompted for predefined coupons in coupon
table, go to System Options and enable ‘Show Coupon List at Tender’.

Credit Card Enable this option if this is a Credit Card (e.g Visa, M/C)
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Debit Card Enable this option if this is a Debit Card (e.g Debit). For systems that are
equipped with Debit Pinpad and online authorization this is a must
option.

Gift Card Enable this option if this is a Gift Card and your system is equipped with
online authorization for gift cards.

Open Till At If Cash Drawer is to be opened during the tendering process.

Tendering

Allow Over Pay

If over paying is allowed for this tender type, e.g. Cash. If overpaying is
not allowed, the only less or exact amounts are allowed.

Charge Type

This is internal flag used by system for House Charge Tender Type.

Is this a Refundable
Type

This is internal Flag used by system.

Allow As Default
Payment Type

If Yes, it would be set as default tender type when creating customer
profiles.

If it is mandatory to
enter a number when
using this type

If card information is to be entered when this tender is selected. This is
not recommended for security reason. If your system is equipped with
online authorization program this is done auto.

Enable Online
Authorization

If this tender is used for an online credit card authorization system. If you
are not allowed to activate this option contact CSI to purchase this
feature.

Processor

This is not used any longer, and not required.

Merchant Number

This is not used any longer, and not required.

Debit/Credit TID

This is not used any longer, and not required.
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Job Classes

Job class defines the authority level for each employee. To set up the different access levels, go
to Management and the System drop down menu. Select Job Classes. If you want to update
an existing job class, click the name and make the appropriate changes. If you want to create a
new job class, click Add New Job Class, Enter Job-class title under Role (i.e Administrator) and
enable proper option. You should setup different job-class like Manager, Clerk, etc with different

authority level.

- System
System Options
Schedules
Services
Departments/item
Prices
Upcharges
Tax
Coupons
» Tender Type
- Job Classes
Add New Job C
Administrator
Manager
Observer
Clerk
Installer
Visitor
Paycode
Store Hours
« Tools -
Specials
Redeem Points

; Customar C,nuiit:l

System Authorizabon
P Arow Login From All Stores
F Enable Opanaing Cashdrawet

& Logn By FIN # [ Fingeprnt
Customer & Invoice Authonzabon

M Alow Updating Customer Profie

M Allow Updetng Customar Peymest Prolie

N Enable Voidag fnvoce

Allow Chack Is f Customes Over Dus Balsnce
Excoeds Credt Lima

F Enabie Account Payment

Back Office and Report Authonzaton
' Erable Using Back Ofice Management

W Allow Creasng Fepons In Management
¥ Allow Creasng End Of Day Report

W Allow Sedecing Dete ot Repocs

¥ Atow Edang Time Shoet

¥ Enable Repons By Assotiones

V Allow Exting System
™ Alow Accessing Memonzed Trans
™ Endorce to Clock In

© Logn Oaly By Fingerpart

W Enable Updatieg mvocas

¥ Enable Refusding iovoies

WV Allow Gavng Oescoent To Customes

¥ Alow Manual Dyscount

N Alow Updatng Customes Diascourt Protie
M View mvocas that oo chackad out

F Alow Restock

¥ Enable Modésng System Opsons

F Enabie Mod#yng Managamaent

P AllowRedong Todey's Ead Of Day Ropont
W Allow Viewing Tme Shaet

WV Alow Approveqg Time Sheet

™ e Cash & End Of Day Repont

Save

The following is the summary of each option for the job class screen:

Allow Login from all
stores

This is used for customers with a multi store operation with a central
database. Check mark this option if you like your staff to be able to logon
from any stores regarding the working store in their profile.

Allow Exiting system

Checkmark this box if this employee can exit the system to Windows
desktop. For security reason you may want to disable this option.
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Enable Opening cash
drawer

Checkmark this box if this employee is allowed to open the cash drawer
for no sale option. You may get a report of No sales under History
Tracking report.

Allow Accessing
Memorized Trans

This option is used for Mat Rental to allow staff to access Memorized
Transactions.

Enforce To Clock In

If you like to track employees time sheet, enable this option to enforce
staff to clock in and clock out

Login by Pin#/Finger
Printer Reader

Enable this option to allow staff to use either Pin# or Finger print to
access the system.

Logon Only by
Finger Print

If your system is equipped with Finger print/biometric reader enable this
option to make your system more secure. That is staff with this job class
can only access the system using Finger Print/Biometric reader.

Allow Updating
customer profile

Checkmark this box if this employee is allowed to update the customer
profile.

Allow Giving
Discount to the
customer

Checkmark this box if this employee is allowed to give discounts to
customers.

Allow updating
customer account
payment

Checkmark this box if this employee is allowed to update the customer
payment method, Tax Exemption etc.

Enable updating
Invoices

Checkmark this box if this employee is allowed to update and make
changes to invoices.

Enable voiding
Invoices

Checkmark this box if this job-class is allowed to void invoices.

Enable Refunding
Invoices

Checkmark this box if this job-class is allowed to refund invoices.

Allow associate to
checkin customer
with over Credit

Enable this option if this job-class is allowed to checkin a customer who
is over their credit limit.

Limit
Allow Manual Enable this feature, If you wish to allow manual $, or % discount to be
Discount given by this job-class.

Allow Updating
customer discount

Checkmark this box if this employee is allowed to update the discount
option in customer profile.

profile
Enable Account Enable this option to allow staff process account payment in Invoice
Payment Utilities.

View Invoices that
are checkout

This feature is used by some to disallow staff view invoices after being
checked out. Why?
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Allow Restock

If invoices are checked out by mistake you may use Restock option
under invoice Utility to put it back into inventory. Enable this option to
allow restocking.

Enable using Back
Office Management

Set this option to allow this job-class to access back office section.

Enable modifying
system options

Checkmark this box if this employee is allowed to modify system options.

Enable Creating
reports in
management

Checkmark this box if this employee is allowed to create reports in
Management.

Enable creating end
of day report

Enable this option if employee is allowed to Create End of Day reports.

Allow redoing End Of
Day

Enable this option to allow managers to redo/reopen store if store/shift
was closed by mistake.

Allow selecting dates
at reports

Checkmark this box if this employee is allowed to select dates on reports
otherwise only current date can be selected.

Allow editing time
sheet

Checkmark this box if this employee is allowed to edit the Time Sheet to
adjust the hours.

Allow viewing time
sheet

Checkmark this box if this employee is allowed to view the Time Sheet
under Reports.

Allow approving time
sheet

Checkmark this box if this is a manager job-class and allowed to approve
the Time Sheet to for others.

Enable modifying
management

Checkmark this box if this employee is allowed to access management
section of the back office.

Enable Reports By
Associates

Disable this option if you don’t want to allow staff to view each others
report.

Hide cash At End of
Day

For security reason you may want to enable this option, that's staff
closing the store/shift without knowing the total on-hand. During end of
day process total cash in till is reported, and manager is responsible to
balance. This feature is used to prevent staff from manipulating the cash
on hand.
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Paycode

Paycode is a special customized payroll codes . It is not available for general use.

Store Hours
Store hours used to calculate the due date/time during Checkin process based on the service and
store hours of operation.

System uses Pickup time to print the pickup time on Invoice. If store is closed for any day of the
week like Sunday simply checkmark Close option.

If store is open but there is no Service operation remove Check mark on Service.

If there is Holiday like New Year, check mark Close option for the desire day.

< System
System Options ~ o
Sehadules Oipan Pickup Tirrs Oz
Services Monday [ Close F Serdce (06:00 AM = |05:00 PM = |07:00 PM =
Departmaniz/tems
Prices Tuesday [ Close ™ Sendes [06:00 AM = [05:00 PM = |07:00 PM 3
Upcharges
Tax = - -
Wednesday I Close F Serace -0 AR = 00 FM = |07; =
Coupons |06:00 AM < [05:00 PM < [07:00 PM 2
= Tender Type T - = =
L Jols Plansas ay pse  F Serice (06:00 AM = [05:00 PM = |07:00 PM =
Paycode , _ _
Friday [ Close * Sendce |06:00 AM = [05:00 PM < [07:00 PM =
« Tools
Specials Satwday [ Close [ Serdes |08:30 AM S (09200 AM = 04:30 PM =
Redaarmn Points
Customer Classifica Sunday P Close [ Sendco [12:00 AM = [11:01 AM = [12:00 AM 2
+ Management
= Payrall
S
i | X

Tools
Tools is a group of back office management functions to help you to do certain tasks that are
explained below:
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Change Prices

Use Change Prices to adjust prices, apply discounts or setup cost auto for selected Schedule,
Service or Department, Follow steps below:

1. Check mark the desire Schedule, Services and Departments. You may select All to check

mark all.

2. Enter the $ value or % into Change field. If you like to decrease the price enter negative

number (i.e -5%).

3. Select the rounding to option
4. Select by value or % option to increase or decrease the prices.
5. Select Change Price to apply changes.

If you wish to enter cost for selected items, enter the cost % and select Save Cost.

If you like to apply certain discount to certain items, check mark the items, enter discount%, and

select Save Discount.

In the following example, Selected Dryclean, Laundry, Household, adn press only items are

increased by 10% and rounded to closed Quarter.

Upcharges e T Cepa
Tax =TT @i -
Coupons BERETAIL FRICE BULAZER
Tender Type E:;:_:m
Job Classes BDALESE
Paycode gmﬁ:sr
Store Hours B ST
- Tools Gnraces B SEmT
Change Prices . Egﬂ R =] ga’:;.]-_MLH
Delate Chaolate EOAYCLEAN B8uUTToN
Delete Manrest BILALRDAY B LM
- CILEATHER B FIFPER
Delete nactive UL EMISC ALT
Undo Account F oFuR Ellr i rm:-L:
Merge Custome Lo ECOVE FALL
Download Mew RFRESS DHLY g:';::vrﬂ
Financial Charg— OSHOES = =
Licenze Chonge Frion (/5
Faaund Ta Charn =
Backup Databa: o & By Percart Change %]
Index Database & roltar T Bl © Bz E
Crusrter T Darrss ot e
Trn_: Config 2 Fickia =i Chage Frice |
Specials
Redeam Pointe Gty -
Customer Classifis Gl R
E Mananamant :J_I ——— ——

Delete Obsolete Transactions

TMS uses Microsoft SQL database engine for transactions. There could be performance issues
as the database grows. If you feel performance drop on your system, use this tool to delete the
obsolete transactions that are no longer required.
You should keep 1-2 years transactions for audit purpose, but delete checked out, invoice with no
balance transactions to make sure your system is running smooth and error free.
Use the following steps to perform this function:

1. Make sure to backup database 1st.

2. Select desire store from Store list (top left)

3. Select the ending date (default is one year)
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E

Check mark delete invoices with balance and/or invoices that are still in (Only if you like
to delete old invoices with balance and/or In status )

Enter password 11182000yiyi

Select Start to Delete

Deleted records are displayed on the status window.

Depending on the size of your database this process might takes few hours. Make
sure to do this operation after store hours and do not interrupt the process.

© N U

Delete Manifest
Use this function to delete manifest transactions that are saved through Manifest process. Select
manifest# from drop down menu.

Delete Inactive customers
Use this function to delete customers who have not used your services since selected date.
Enter password 11182000yiyi to confirm this.

Undo Account Payment
Use this function to delete undo a payment that was applied to charge customer by mistake.
1. Enter customer#
2. Enter invoice#
3. Select Search
4. Check mark the payment and invoices that was applied to
5. Press Undo Payment

Merge customers

This feature is used to merge 2customer’s profile and related transactions into one. The system
merges transactions; points collected and related preferences into the older customer id.

(e.g if two customers 110, and 1202 are selected for merge function, all transactions from
customer id# 1202 are merged into customer 110).

Download new update from internet

If you are on our support program, you may use this link to download the latest update from out
website which is always available on the following link which is password protected.

Password is sent to customers who are on our support program or their system is still under initial
support program. For additional information on CSI support program, please visit our website.
When installing new update always start with your server 1st. Once server is updated, stations
can download the update auto. Always check the website for latest news and upgrades.
http://www.computersystemsint.com/download/tms_update.exe

Financial Charges
This tool is used to make financial charges like interest on overdue invoices for charge customers
auto. Use the following process to make the charges:

1. Select one or more customers from the list or enter customer name, id into the search
option and select Search to find the customer.
Select All if you like to charge all customers listed in the search screen.
Enter memo that will be printed on the statement for the charges (i.e Interest charges)
Enter % amount that you like to apply to the invoices that overdue base on select Days.
Select Process to make the charges.
The final result is shown on the screen, press Print to make a copy for audit purpose.

ogakwnN
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Please note, system will create a debit note into customer profile, and will be shown on the
statement.

License

TMS license is required to be renewed once a year. The users get prompted 2 weeks in advance
to make sure there is enough time to do this process. Please don’t ignore this warning, and renew
your license before it gets expired.

You may simply email the registration code, or call your local support to renew your license.

This is a required process to make sure we are in touch with our customers at least once a year,
prevent illegal copy, and make sure the system is running properly.

Use this tool to view your license expiry date, add additional client licenses or renew your license.

Backup Database
See backup database section under Misc for additional info.

Index Database
As your database grows, you may find system performance drop in some systems. Use this
process to speed up your system and keep your system running properly.

TMS Config

TMS configuration file is used to configure the Server/Client Computer on how to access TMS
database, and the following hardware devices/processes:

Invoice, Tag, Tracking Tag, Narrow and Wide report printer.
Proxy set up for Credit Card Processing program

Debit Pinpad

Digital Scale for Laundromat operation

Cash Drawer

Pole Display

Conveyor

Camera

Transaction Overlay Printer

CoNoOR~WNE

For additional information on how to setup TMS configuration file, see TMS Installation guide.

ysbem Configuration{C51)

Sen'erl Local | Printing | Proxy | PinFad | Scale | Others...

emoln §eaver | 3
Hame o Adiie s |[|'l:l Cﬂ'} C5l

Devinkuss Mo |
- s

P Fame |53

Store Mumber |1 Fuagiis e 10 |1

I Quuick Cihscle I Statson
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Specials

Specials tool is used to create a special price for a selected item from a Schedule, Service, and

Department within certain period.
Use the following process to create such Specials.

1. Click on the Schedule from schedule drop down menu.
2. Click on the desire Service (i.e Dryclean)
3. Click on the Department (i.e Pants)
4. Click on the Iltem that is on Special
5. Enter The Special Price.
6. Enter the Start/End Date. Please note after Expiry date, the Special item price will be
reset back to regular price.
7. Use the item from Special List on the top screen to delete the specials.
Upcharges =
Tax | specitsitst .. ... |
Coupeons Fahachly Srrain e Prige EM Clgde
Tender Type RETAIL PRICE CRYCLEAK COAT - DOWN T80 010SME
RETAIL FRICE DRYCLEAN P NTS 250 0110503
;ﬂh CI;“" RETAIL PRICE DRYCLEAH  SHIRT- DRYCLEAN OM HA 225 0110508
a'p:n » RETAIL PRIE DRYCLEAN ST - MEN'S 2 P 7.5 07 0SS
Store Howrs
# Tools
Specials
Redeam Points
Customer Classifi
- Management
« Employaes
= Conveyars - [ =
Wash and Feld
Production Dol Selectod Row |
Special Reques!
Graetings/Conditi p— ————— i
Pola DP;’FI“ Mas: Sty RETAIL FRICE :J Saraca |"IF CLEAN j
= Delivery Setings Dopartmant  [COAT | Memc [CoaT. Do =]
Sales —
Release Form Frce 7.5 Ongindl Frice
Email Config Etfectie Date Jan 052009 =|  EgeyDate  [Jan 312009 7
' If':nlnnuju' nnn:rﬂﬂ
e | = '
Redeem Points
See eMakreting section for additional info.
Customer Classification
See eMakreting section for additional info.
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Management

Employees

To setup employees, go to back office Management -> Management drop down menu. Click
on Active Employees and a sub menu opens up. To add a new employee, click on the first item
that says Add New Associates. Make sure to assign a proper job class for the employee. Enter
the name, address and identification information for the new employee. Click the Save Change
button to Add the employee, or the Reset button to clear the form.

Select Home Store and Working Store# if you have multi store operation with central database
to allow associates to work at particular store.

For payroll/time sheet purpose select the Manager from drop down menu

Assign a security Pin#, and Confirm pin#.

For Associate |d# enter a 6 digits number, if that are less than 6 digits, left pad it with O.

If your system is equipped with Finger Printer/Biometric reader, have associates register their
finger using the finger print icon. Staff who have not registered their finger print may do so
through login process.

Remove Active check mark if this employee is no longer active. Select Inactive Employees if
you like to reactivate or view such employee.

* Systam = F Active
Management Hami
Empluyauﬂ Lost Miwmay |5.|-|-||1h First Mz |..Iﬂ|"'l|"|
= Active Employe Job ek
::;EI:;WJA;’ Jaib Class: [&dmnitrator - Home Som [COMPUTER SYSTEMZ3|
= Jahr
Working Skl I B I SYSTEME = Wa Som e (COMPUTER STSTEMS =
100000 - Trair g |COMPUTER SYSTEME 2| rhing |COMPUTER SYSTEME =]
100001-Dave |  Wownasows [ConFUTERSysTEM Y] Menooor | EINGORERN |
100002 - Stac el T T
oot sl T
= JEnr
Addengs
100005 - Abb: . |‘IE-I3I Consumers Road
100007 - Kerr City |NEIW ork Seatn/Prinanca |:.". ;I
100010 - Kath ZipfPout Codn (13456 Home Phone |732-784-2472
100011 - Many CompanyExt [
o2 s
- L'aal
100014 - T, Wi __Pamc 1 [ _—
100015 - Justi . N
100016 - Care — e g
100017 - Chri:
100018 - Jow, Canfirm FIN lﬁ _m: ﬁ _m
100019 - Nich | J &
1nﬂ|n?n - n;ﬂﬂ
i k
N o | |
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Conveyors

Conveyor table is used to configure your conveyor. This setting is used to display the name of the
conveyor for the selected Conveyor location during Ready and Checkout process.
If your system is setup with Conveyor Controller It is also used to move the appropriate conveyor

during checkout process.

For additional information on Conveyor Controller please visit CSI website.
To validate the conveyor location during Ready function, you may enable option called
‘Conveyor# Validation ‘ in Management -> System option.

Name - Lists the name of the conveyor here.
From - Lists the start number for the conveyor.
To - Lists the end number for the conveyor.
Active - Checkmark this box to make the conveyor active.

Add New Conveyors To setup a new conveyor, enter the following information:

Conveyor - Enter a conveyor name.
Start ID - Enter the start number for this conveyor.
End ID - Enter the end number for the conveyor.

 Systern
Managemeant
- Employees
= Active Employeaat
= Inactive Employa
= Conveyars
Wash and Feld
Production
Special Request
Greetings/Conditior
Pale Display Messa
= Delivery Setings
Sales
Releaze Form
Email Condig
Company Deparime
I rvtery
« Payroll

Conwaryor Configueation
LESIE

r_..:\ faciury (e Py
Shorags Cormeyor
Lanrdny Co JLLi s
Back Conmeyor
HoussaHold Secton

Save Changes

Erdd

SO0

Al Mlgmar Corromymors in

Ty _-'h: dseiH ol

Sieet [500

i Sechon

Croate

Wash & Fold

See Wash & Fold section for additional info.

Production

See production under Ready process for additional info.
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Special Request

You may add your own special request or memo to pop up when adding Memos in checkin,
entering Void Reasons during void/refund, opening till during no sale transactions, and Paidout.
To do this, go to Management and click on System. Select Management, and click on Special

Request.

Coupons =

Tender Type CALL CUSTOMER WHEN READY

Jobr Classes CHECH ALL BUTTOMNS

Paycode SEW O COLLAR BUTTON

Siore Hours AT CUSTOMER'S RISK j
« Tools LENGTHEN AS PINMED

Spacials SEW O CUFF BUTTON

Redaem Points SEW BUTTOM O FROMT

Customer Classific REFLACE BUTTOMNS ﬂ
Management SHORTEM AS PINMED
* Employees :JEE.-EEEER JACKET
o

Wash and Fold e O GULLAT BUT vm

Progon LET OUT WAIST

L3 _Cl’l'ﬂn LENGTHEN
Specisl Requast EXCHANGE CHANGE
Greatings/Conditis CLOSE SHIFT =

Pole Display Meas:
« Delivery Sefings

Sales

Release Form

Ermail Config r

Company Departn r

Inventory 7 f

7 Pavrall lI,:l

Epacall Faduidt Sy

|CALL CUSTOMER 'WHEM READ

Flaason bor Woadine or B sfurdin Ireoios F kiemo in Checic In
I Feason For Paypou

[ Reason For Financigl Chiege

Faasan For Opan Cash Demesr
Ranson For Deta Mobs
Add |

Update | Delaie |

Reason For Voiding/Refund

This memo is used during voiding/refunding process.

Memo in Check

Use this option to add your own memo when selecting
Memo function during checkin process. e.g Shorten 2”

Reason For open cash drawer

open cash drawer. e.g Get Change

Add your own memo when No Sale option is used to

Reason For Paidout

Postage

This memo is used during paidout process. E.g

Reason For Debit

Used when adding credit/debit in Invoice Utility

Reason For Financial Charges

Used when creating financial charges under
Management -> system -> tools
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Greetings/Conditions
Use this option to add your own greetings, special promotion or conditions to be printed on
customer’ invoice auto.

Pole Display message

If your system is equipped with optional Pole Display, use this option to add your own greetings,
special promation or welcome message. For additional information on supported Pole Displays
visit CSI website.

Delivery Settings

Delivery settings is used to define your route delivery run#/stop#, and sort the customer stop#
using Microsoft Mappoint or manually.

For additional information see our Pickup/Delivery manual.

Sales

Sales table is used to keep track of the Sales person that can be assigned to certain customers
or invoices during checkin process.

Simply Select New Sales, Enter Sales person’s name, address and commission%.

To make changes, select the Sales Person name from the list.

During checkin process, Select Misc, Sales, and select the sales person from drop down menu,
or Go to customer profile, Notes, Sales Person and add the sales Person for the customer.

This is used to create reports under Reports -> Sales Commission Report.

Name  Rohn Smith

Commission(%) 3500

Fronsé  [416-497-0370

Aaddress [1 50 Consurners Road

Save

Copyright © Computer Systems Intl, TMS 2.4.4 version User’s Manual, August 2015 146



Release Form

Release form is used to create your own release form/conditions to be printed auto or on demand
on invoice to protect you from a potential claim by customer when certain services /garments are
done.

Select New Release Form to add your own release form, or select he predefined release form to
make any changes.

Use Service function under Management -> System to link the release form to particular service.
Check mark Release Form Applicable under Items in Management -> System to have release
form printed auto when certain items are checked in.

Use Release form icon, under Details Screen during check in process to manually select a
release form to be printed on invoice.

« Employees =l
= Conveyors
Wash and Fold Release Fom Name  [NECKTIES RELEASE
Production
Special Request Ratease Form
Gmnings.l’ﬂnndﬂil ._:--'_.|".-' Wi st e Lok i T dry Claaning & i L -I|'|-'|.-...-. G Wl AN gl
Pole Display Mes: guarantes manufachunes faulty dysing, fadng, shrnkage or nomal wear and tear
* Delivery Setlings during the claaning procsss
Feive i Bl Toiercyoir arvd Saree 10 feknass Chsame o Aty A ol
Sales respandibty
Mew Sales 1. Sun damage o fading, color loss o yellow Streaks
John Srith 2. Hules, tears of shreds dus to coated matenal or Degradaton of tabncs

3. Ralaochond o Shinkags
- Release Form " :

Mew Releaze F

MECKTIES RE

LEATHER & SU
HOUSEHOLD A
TRIMS AND DE
SPOTS RELEA!
WETCLEANING
Email Config
Company Depann
Inventory
< Payroll

L R— of Save Reset

Email Config

Email config is used to setup your email settings for email/ eMarketing.
See eMakrekting for additional info on how to set up/configure your email server.
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Company Department

Company department is used to create a list of related departments that are linked to customer’s

profile for hotel type operation. System uses the company department to add additional
information on customer’s tracking tag for sorting purpose.

To assign a dept to customer, go to customer profile, under Basic options, select Dept, and use

the drop down menu.

Dept. 1d Name Active

[ Kitchen Staff ™

B Bell Boy o

3 Concierge Staff M

4 HouseKeeping Staff M

5 Front Desk ¥

|6 Misc ¥
*
Inventory

TMS supports merchandise sell , and tracks your inventory for each store.
Use Inventory function to add your inventory items that are defined in Items table. For such items
to show up under Inventory make sure the item ‘Stock’ option is checked.
To add your inventory, simply select store from the list, and the item from your item list or scan

the SKU#, then enter total on hand, and reorder point.
If Total On Hand is 0, no sell is allowed, unless ‘Allow Over limit Sell’ option is checked.
You may use Reports -> Stock report -> Merchandise report to get your inventory list.

You may use Misc -> Merchandise Tags to make your own SKU barcode labels.

Inventory

Siores

Computer Systems intl =

- BLACKS -
) - WHITES -
- WHITES - 100M02 021 CREAM
- PINKS - 100MO1 022 PIRE
- WHITES -
- BLACKS -
- BLACKS -
- BLACKS -
- BLACKES -
- BLACKS -
- BLACKS -
- BLUES - 100M02 207 BLUE
- BLUES - 100M03 215 BLUE
-BLUES - 100M04 218 BLUE

100M07 010 BLACK
100001 020 WHITE

10003 030 BEIGE
10003 102 GREYS
100M04 110 GREYS
100M05 115 GREYS
100M0E 116 GREYS
100MOT 117 GREYS
100M0E 125 GREYS

Search by SKUF

Teotal On Hand
|'|'I'JI:| 3:

Reorder Paoimt
50 El:

™ Allow Crverlimit Sell
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Payroll

Payroll is used to view, create and adjust timesheet for employee working hours. Payroll provides
the following feature:

Daily Time Sheet

Daily time sheet is used to create a daily time sheet report for all employees for selected date.
It displays clock in/clock out and break hours in summary format. Select the desire date.

1. Select Retrieve.

2. You can only view employees’ timesheet if your job-class is allowed to do so.

Time Sheet Detall

Time Sheet Detail is used to create a daily detailed time sheet, make adjustments and accept
time sheet for all employees on selected date. Usually one week interval.

To be able to retrieve the time sheet for other employees, you have to be setup as their
manager. To do so go to Employee’s profile and assign manager.

Use the following method to adjust a time sheet.

1. Select from/to Date

2. Highlight the employee and select Retrieve

3. Select the time sheet row that you like to adjust by highlighting the row. The row changes
to Orange color allowing you to edit the row.

4. Go over the Date, Clock in/Clock out field and make changes. Select Accept to accept
and save the time sheet row. As hours are accepted, Total changes to Red color and
Approved total is changed.

5. Select Add to add a new row in case staff forgot to clock out.

6. Select Delete if you like to delete a time sheet row that was added by mistake.

7. Select Print to print the time sheet.

 Gystern Time Sheet Detail
+ Management
- Payrell From |MonDec 292008 = To [Mon,Jan 052009 =)
Daily Time Sheel Smith John 000010
Time Sheet Detadl Assocites (St Jenniler 000911 e~
Time Sheet Summa Brown Sandra $99938 ineva
Daba Clock In Aok Ot Tt
[o1mozrzone = [oo00 00 AM = [0z 0000 PM = | SO0
lotmozrzons = [oa-z000.aM = [1zo000 (0= | 330

[1azarzooe =] [ovooo00 am = [0 oooo Py = [N

[vzmoizooe =] [oo00 o0 AM = [ozoooo Py = SN

[ormzrzoos =] [osooo0 aM = [0z o000 Py = [

[orosrzoee =| [oa 1046 am = 1zs5700 v = [

Votal Howrs: (3316 SAnprchnad _ Undnproved |n i

Add Delate I Accept | Prina |

a] (|
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Time Sheet Summary

Time Sheet Summary is used to create a summary report for all employees

approved/unapproved time sheet during selected period.

1. Select Start/End Date

2. Select Approved if you like to see only approved hours

3. Select un-approved if you like to see only un-approved hours.
4. Select Retrieve to create the report.

* System Time Sheet Swmmary
= Manageman
= Payrell B Appied _-m
F T -
Daily Time Sheet rem [Dec 23 2008 =| To [Jan 05 2009 7] R .
:Ir‘h'n.i::-:giull Tl T
ima She ummd |
'.:'lllrl'.}r.!lr_n- )
Timie Shed hummiry Beport Dpprosed] TR2998 - 01080
Guassgied  hpree Tmdal | b Hersk L= S B s
n ey bekr (LR 1]
L 101 Swwe it belr I
Tistiall Hamas W
Totel ot Homry 280
il 1 = -
a| |ﬂ_|
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