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CHAPTER ONE
GETTING STARTED

PROGRAM OVERVIEW

Store Manager Point-of-Sale for Windows transforms a PC into a powerful point-of-sale cash
register for retail sales, service, and rental businesses. No limitations are placed on the number
of products that can be stored in the system. Store Manager Point-of-Sale works with or
without bar code equipment.

During the basic transaction, product codes are entered or scanned into the transaction and the
screen instantly displays the quantity, price, and product description. When completed, the
transaction is totaled, sales tax is applied, change is computed, the cash drawer is opened, a
receipt is printed, and inventory and sales records are updated. Many options are available to
the cashier during a transaction making Store Manager a complete and powerful point-of-sale
system.

The system is divided into four functional areas:

e The Store Manager Cash Register, which is used as a cash register for day to day
operations and sales.

e The Store Manager Office, which provides all support functions. Store Manager Office

handles system setup options, accesses data stored by the system, provides sales and
inventory reports, AR, POs, and many other functions.

e Code Name: Zebra Bar code Printing for Windows which prints bar code labels to
place on items not already coded.

e Store Manager Data Integrator which provides support & integration for portable data
collector files and other external files.

SYSTEM REQUIREMENTS

Required

e A PC (with your Windows’ version RAM requirement)
e Windows 95/98/Me/2000/xp
o A Pentium-Class processor (anything newer than a 486)
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e Standard printer port, keyboard port (ps2), and serial ports for optional equipment

Optional
e Printer (for receipts and reports)
e Bar Code Reader (keyboard wedge type)
e Customer Pole Display
e Electronic Cash Drawer
e Magnetic Card Reader
e See our Supported Equipment List on our web site for specific brands & models.

Keyboard and/or Mouse Operation

The Store Manager Cash Register has been specially designed to allow for easy operation with
or without a mouse. API has designed the Store Manager Cash Register to use the function
keys, arrow keys, page keys, Escape key, and Enter key to make the Cash Register easy to
operate even in a mouseless environment. For those who will be using a mouse, mouse
operation is standard. You will find the special programming for operation of these keys greatly
simplifies getting around in the Store Manager Cash Register--with or without a mouse.

SETUP/INSTALLATION

Windows 95/98/Me/2000/xp

To setup/install Store Manager to Windows:

First, unload (stop) any programs that may be running on your computer.

Insert the Store Manager CD-ROM Disk into the appropriate drive

Click Start, then Run.

Type D:ASETUP (where D is the letter representing your CD-ROM) and click OK or press
Enter.

e Follow the installation program’s instructions.

UP AND RUNNING IN 5 MINUTES

Store Manager was designed to be a complete and powerful system, but at the same time, very
simple to operate. Follow these suggestions to get up and running right away:

e Learn the basic transaction first--this should not take more than five minutes. This will get
you up and running and teach you to complete a transaction.



POS-X Store Manager for Windows 6
|

e Skim through the manual to become familiar with available features. Use the manual to learn
those features you plan to use.

e Later go through the manual more thoroughly to acquaint yourself with all the features
available.

e Store Manager is loaded with many more features than any single business will ever use.
For this reason, we have designed the program so features that are not needed or not being
used can be completely ignored. For example, Store Manager offers three levels of taxes.
Ninety-nine percent of our customers use only a single sales tax and can completely ignore
the other two levels. However, if you are a Canadian customer, you will be very interested in
the available tax levels and will want to read about them in the manual.

The Quick Setup

Before going through our basic transaction example, you will first need to enter your tax rate
and a test product.

e From the Store Manager Office menu select SETUP, SALES TAX SETUP.

e The Sales Tax Utility Window will appear. Select the Tax One tab, if not already selected.

e Change Apply Tax One to “ON”, then enter your Sales Tax Percent (we will enter “7.25").

e Move down to Display On Receipts and enter "Sales Tax", or whatever you wish to call the
tax on your receipts. Some like to enter the rate, such as "7.25% Sales Tax", it's up to you.
Your choice will precede the sales tax on the screen and on your receipts. The choice is not
permanent, you may return here and change it whenever you like.

e Select how you want your sales tax to round. We selected "Round .5 and above up".

e Select OK to save and return to the main Store Manager Office screen.

+*2 Sales Tax Setup g]

Tax One ] TanTwo | Tax Threel

Sales Tax One
Apply Tax One:
Sales Tax Percent: 7.250 ﬂ
Mimimum T axed: 0.00 ﬂ
Display on Feceipts: |56|BS Tau
R ounding Method: |H0und .5 and above up j
r

| (1] & || LCancel |

Sales Tax Setup
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e Now select UTILITIES, QUICK PRODUCT ADD/EDIT from the Store Manager Office menu.
e Enter or scan a product code for a new item in the Enter/Scan Product Code entry box.

e We are entering the Universal Product Code (UPC) for Kleenex Facial Tissues,
03600027710. You may enter/scan a product code of your own.

e Move down to Description One and enter your product's description, we are entering
"Kleenex Facial Tissues".

e We are placing 10 into Inventory Qty.
¢ Move down to Standard Price and enter 1.49, or your product’s price.

e Press F2 to save. The item is now included in your database, press Cancel to Exit.

+*s Quick Product Add/Edit Utility

File Edit Select
,—
Degcription One: |Kleenek Facial Tiszue Department: |
Description Two: | Wendor Code: |
Tax Code: 1 sk |
Inventary Gty |5 Open Indexed: |
Standard Price |2 43 Current Cost: |D ao
Sales Oty |1 Locatior: |
Sales Unit; | Open Text 1: |
Type Code: |E| Bar Code Labels: |EI
[ Track Senal Mumber.
Save [F2) | Cancel [Esc)
Mumeric Field Adding Mew Record Last Saved: 0745361234

Entering New Records

The Basic Transaction

We will now enter the most basic transaction into the Cash Register.

e Enter the Store Manager Cash Register.

e Enter, scan, or "Lookup" the product code: 03600027710.

e The product appears (repeat above step to enter additional products).

e Press F8 (or click the Tender ICON) to total the transaction and bring up the Tender
Window.
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e Enter the cash tendered (or select the Exact Cash ICON).

e Press Enter, to record the transaction (and print a receipt, if the receipt printing has been
setup).

There are many, many possible variations to this basic transaction, however, most transactions
will be as simple as this to complete.

Importing Existing Databases

If you already have a list of your products in a spreadsheet, database, or another program, you
should be able to import the products directly into Store Manager. Existing databases are often
available from suppliers. Check with your suppliers, it could save you a lot of time. See
IMPORTING PRODUCT/CUSTOMER RECORDS in Store Manager Data Integrator, Chapter 6
of this manual for details on importing your products into Store Manager.

Additional Information - FAQ

If addition to this manual, American Precision Instruments maintains many detailed instructions,
solutions for common questions in our Support — FAQ (Frequently Asked Questions) section on
our web site at www.apipos.com.
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CHAPTER TWO
SETUP
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Store Manager Office

SYSTEM SETUP (PREFERENCES)

Default system preferences are accessible from the Store Manager Office SETUP, SYSTEM
SETUP menu. These system preferences allow you to customize how you wish the Store
Manager Cash Register to respond to different situations. You will probably wish to start with
the default preferences (not checked). Then, when you are more familiar with the Cash
Register’s operation, come back and reveiw the possibilities to customize you register.

Use Food Stamps. Check if you wish the system to handle food stamps.

Don't allow negative guantities. The system allows negative quantities for exchanges/returns
within the same transaction as a sale. If you do not want your cashiers to have the capability to
enter negative quantities, then check this box.

Don't show dollar signs. Many countries besides the US and Canada use this program and
most do not use dollars for their currency. Check this box to remove dollar signs from the
currency.
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Don't prompt before deleting. The system will delete a product (in the Cash Register), without
prompting the cashier for confirmation, when F5 is pressed or the delete ICON is clicked.

Need to press ENTER after EXACT CASH. Selecting the F3 function key (or clicking the Exact
Cash ICON) in the Tender Window automatically fills in the exact cash amount needed to
complete the transaction. If this box is checked, the system will go directly to recording the
transaction at this point. If the box is not checked, the system will pause and ask for confirmation
prior to recording the transaction.

Need to press ENTER after EXACT CHECK. Selecting the F4 function key (or clicking the
Exact Check ICON) in the Tender Window automatically fills in the exact check amount needed
to complete the transaction. If this box is checked, the system will go directly into recording the
transaction at this point. If the box is not checked, the system will pause and ask for confirmation
prior to recording the transaction.

Notify when inventory quantity equals zero. If checked, the cashier will be notified if an item
does not have enough inventory to complete the sale. Note that this low inventory warning
assumes that all sales of identical items are entered on the same line.

Food stamps default to _exact gualified. If you want the food stamp amount to default to
exactly the food stamp qualified amount, then check this box (for food stamp card-type sales
areas). If not checked, the amount will default to the next highest dollar (for regular food stamp
sales).

Record detailed customer history info. Detailed customer history is very useful to some users,
but stores large amounts of data in an active retail outlet. If the information is not used or
needed, it is easier not to store the data than control the size of the customer History database
table.

Don't record life sales data. Some foreign currencies may become to large to maintain a life
sales total. If so, those totals can be suspended by checking this box.

Remove sales returns from commissions. Check this box to remove sales returns from
employee commission totals.

Require cashier_identification. If checked, requires cashiers to identify themselves when
entering the cash register. The ID is used on receipts and for recording various information.

Note: If password protection is on, cashier identification will automatically be required, whether this
box is checked or not.

Always select customer price. Always select customer price over best price. See SYSTEM
PRICE SELECTION in Chapter 3 for a full discussion of this topic.

Zero for customer price if indicated. If above “Always select customer price” is checked and
the customer price equals zero, then the system enters a price of zero into the transaction if this
box is checked. If not checked, the system reverts to the best price rule.

Use customer credit limit option. Use customer credit limits when checked. The system will
stop the cashier when a customer attempts to charge an amount above their in-house credit limit.

Nontaxable not changed by customer tax. If “Auto Select Customer Tax” is being used, and
an item in the database is coded as “Nontaxable”, it will be taxed as the auto tax rate indicates. If
not checked, the item will remain “Nontaxable”.
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Record activity in audit log. The audit log provides valuable information for managers to track
the activities of cashiers. If not interested in this information, then do not check this box. The
audit log information can be read with your favorite word processor/text editor (including Windows
Notepad, Write, or Wordpad). The audit log is stored at \posdata\auditlog.txt.

Track consignment sales. Check if using consignment sales (See CONSIGNMENT SALES in
Chapter 4).

Don't warn to close previous day's sales. The system automatically warns when the previous
day’s sales have not been cleared (Register Closed). If you don’t want this warning, check this
box.

Automatic lock between transactions. Locks the register between transactions, requiring the
cashier to re-identify before gaining entrance. This can be useful for tracking cashier activity, but
also slows down the cashiers considerably.

Don't require customer ID_when tax exempt. Generally, the taxing institution requires
information on the customer and sale when an item is sold as tax exempt. If you do not need
such information, this box may be checked to avoid having the system require identification of the
customer during a tax exempt sale.

Sort product info alphabetically. If you would prefer the Product Info Window to be sorted
alphabetically, then check this box.

Include Month Totals on Sales Report. The system will print a “Master Sales Report” when the
register is closed. The report includes daily and monthly sales totals. If you do not want the
monthly totals printed, then check this box.

Don't Use Average Cost. Deactivates the Average Cost feature of Store Manager (see Chapter
4, Average Cost).

Open Drawer Only With Cash Transactions. If you are using a slotted cash drawer, you may
wish your drawer to open only with cash transactions.

Try SKU after not finding a Product Code. Cash Register will search the SKU field for a match
if the item scanned is not found in the Product Code field. This allows scanning either the UPC
bar code or the manufactures’ bar code for a product.

Quickbooks Options. See Chapter 4, QuickBooks Interface.

Use Random Weight Bar Codes. Random Weight Bar Codes are special bar codes with the
price built into the code. See Random Weight Bar Codes for specific information.

Additional System Preferences (Page Two) are accessible from the Store Manager Office
SETUP, SYSTEM SETUP menu, by pressing the More button.
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«*s System Preferences Page Two @

Cleared Cash Diawer Cash: ’30007 Commaon City: W
Mew Customer Credit ’Wi Camrnar State: ’C’\i
Last Transaction Mumber: [001000 CommonZip: [32545
Customer Openl Captiors [Qpen Test: Tender F11: |OFF -
Customer Open? Captior: [Open Test2: Tender F12: [OFF -
User Defined Tender 1: |User defined. Shaw Charge Screen: ’W
User Defined Tender 2. |User defined QB Taxl Vendor ,NEINEi
User Defined Tender 2 ’W QB Tax2 Vendor: ’NDNEi

On-The-Fly Default Tax Code: | 0-Hontaxable - B Tawd Vendor |MOME
Drefault Product Lookup: | Product Code -

Decimal Places In Quantity: | Two Decimal Places -
Close
|dentify Custamer. | Cashier's Decigion -

System Preferences Page Two

Cleared Cash Drawer Cash. The system will automatically place a value in the cash drawer
cash total when it is cleared.

New Customer Credit. The system can automatically place a credit limit on new customers.

Next Transaction Number. Change the next (and following) transaction numbers. The next
transaction number can be from 1 to 999,999.

Customer Open Caption. The Customer Window in the Store Manager Cash Register has
two user defined (open) fields. The captions for those fields can be entered here.

User Defined Tender. The Store Manager Cash Register’'s Tender Window has three user
defined tender fields. They are primarily intended for additional charge card types. Enter their
captions here.

On-The-Fly Tax Code. The default tax code assigned to items entered “on-the-fly”.

Default Product Lookup. Choose the default field that the product lookup feature will
automatically sort by: product code, description, SKU, or open indexed.

Decimal Places In Quantity. Select the number of decimal places shown in the quantity fields:
0, 1, 2, or 1-3 Auto Receipt. 1-3 Auto Receipt always shows 3 decimals on the screen, but
expands from 1 to 3 on the receipt depending on the length of the decimal (this setting is primarily
for use with random weight bar codes).

Identify Customer. Should identifying a customer be the cashier’s decision, always required, or
always reminded?

NOTE: This will not change the system requirements to identify a customer. For example, the
system requires all customers placing an item on layaway to be identified.
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Common City, State, Zip. Place the most common customer address into these fields and they
can be entered with one keystroke.

Tender F11 & F12. Optional Tender Icons/Function keys to allow entering common dollar
amounts with one keystroke.

Show Charge Screen. Select if you want the PC Charge Screen to display with the various User
Defined tender types.

Quickbooks Options. See Chapter 4, QuickBooks Interface.

SALES TAX SETUP

As more states and countries are trying to balance their budgets, sales taxes are becoming
more and more complicated. At one time it was simply a matter of designating a product as
taxable or nontaxable. Now it is not always that simple. There may be two, even three taxes
applicable to certain products. Such changes have quickly made some cash registers obsolete.
Fortunately, Store Manager can painlessly handle most any tax situation that may arise.

Store Manager will allow you to store and apply taxes at three separate rates. Every product

can be set to have any combination of the three taxes or no tax applied at all, giving a total of
eight possible combinations. These eight combinations are referred to as the TAX CODES.

TAX CODES

e Code 0 = Nontaxable ltem
Code 1 = Apply Tax 1 Only

e Code 2 = Apply Tax 2 Only
e Code 3 = Apply Tax 3 Only
e Code 4 =Apply Tax 1 &2
e Code5=Apply Tax 1 &3
e Code 6 =Apply Tax 2 & 3
e Code 7 =Apply Tax 1, 2, 3
e Code 8 = Tax Exempt Item

The appropriate tax code should be entered into the Productl database table and then the
appropriate tax will be applied during the transaction. The cashier may also change the taxable
status of a product during a transaction. Additionally, a customer may be specified with a special
tax code which will override the tax code in the Productl database table. This would primarily be
used for tax exempt customers, but can be used with any tax combinations if necessary.

Nontaxable VS Tax Exempt
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Before continuing, a brief explanation on nontaxable items verses tax exempt items is necessary.
A nontaxable item is an item that is not taxed by the taxing institution (often food and medicine
are nontaxable). A tax exempt item is an item that is normally taxable, however, the customer is
exempt for some reason (often customers purchasing for resale, charitable organizations, or
governments are tax exempt). For tax reporting purposes, the program keeps track of sales
made to tax exempt customers. For this reason, the program will require the cashier to identify
the tax exempt customer prior to allowing a tax exempt item or tax exempt transaction to be
completed (a system preference allows recording of tax exempt customers to be turned off if
desired). Tax exempt is a condition of the customer and not the product, thus all tax exempt
sales are identified at the time of sale or by the customer “Auto Tax Selection” and not from a
default tax code within the Productl database table.

The Tax Exempt database table stores various information on each tax exempt sale. This
information may or may not be required by your taxing institution. To avoid accidentally erasing
needed information, none of the close/clear utilities delete any of this database’s records. How
often you delete the file or its records is up to you. It will probably depend on how often you are
required to file sales tax information. Use a Delete UPDATE query to rid the database table of
unneeded records.

To delete all records:

DELETE FROM [Taxexempt]

To delete all before Jan. 1, 2004:

DELETE FROM [Taxexempt] WHERE [Transaction Date] < #1/1/2004#

Altering Taxes At The Time-Of-Sale

To change a single line item's default tax, access the Product Window (F7, or click the Product
ICON). Enter the number of the new tax option in the tax code entry box. As the cashier moves
the focus to the tax code entry box, a window with the different tax options will appear to help with
the decision.

An entire transaction can also be identified as nontaxable or tax exempt. To do so, bring up the
Transaction Window (F4, or click the Transaction ICON). Select Nontaxable Transaction or
Tax Exempt Transaction. Another window will appear allowing the cashier to select any
combination of the three tax levels as either nontaxable or tax exempt. For all tax levels selected,
the default tax will be overridden. If you are only using one tax level, the cashier may either select
that one level, or all of them, it makes no difference, the unused ones are ignored by the
program. To keep the cashier informed, the Transaction Box will show "NT" followed by the
nontaxable tax levels (NT123) or "TE" followed by the tax exempt tax levels (TE123).

Any or all tax levels may also be entered manually. Select Manual Tax OverRide from the
Transaction Window and another window will appear which allows the cashier to enter a
manual tax for any of the three tax levels. Manual tax entries will override the default tax,
charging the manual amount to the transaction. The Transaction Box will show "MT", followed
by the tax levels entered manually (MT123).

Setting The Tax Rate
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e To begin using one or all of the three sales tax levels available, you must first set the tax rate.
To set the tax rate, select SALES TAX SETUP from the Store Manager Office SETUP
Menu. If not already selected, choose the appropriate tab for the tax you will be working with
(generally "Tax One").

e Change Apply Tax One to “ON”".

e Enter your Sales Tax Percent rate (7.25% is entered as 7.25).

e Some states/countries have a minimum sale before any tax is charged, typically about $0.15,
but some areas have extremely high levels. Enter the correct amount, if any, in Minimum
Taxed.

e Move down to Display On Receipts and enter "Sales Tax", or whatever you wish to call the
tax. Some like to enter the rate, such as "7.25% Sales Tax", it's up to you. Your choice will
precede the sales tax on the screen and on your receipts. The choice is not permanent, you
may return here and change it whenever you like.

e Select how you want your sales tax to round (see Determining The Rounding Method).

e Select OK to save and return to the main Store Manager Office screen.

+* Sales Tax Setup g]

Taw One ] TanTwo | Tax Thiee|

Sales Tax One
Apply Tax One:
Sales Tax Percent: 7.250 ﬂ
binimum T axed: 0.00 ﬂ
Display o Feceipts: |56|BS Tax
Fiounding Method: |H0und B and above up ﬂ
r

| (1] & || LCancel |

Sales Tax Setup

Determining The Rounding Method

If Round Up is selected, the customer will be charged an entire cent for any portion of a cent
owed. For example, if the tax rate is 6.5% and the customer's purchase is for $11.25, the tax
owed would be $.73125 (73.125 cents). This would be rounded up by the program to $.74 (74
cents).

If Round Down is selected, the customer will not be charged until an entire cent is owed. For
example, if the tax rate is 6.5% and the customer's purchase was for $11.50, the tax owed would
be $.7475 (74.75 cents). This would be rounded down by the program to $.74 (74 cents).
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If Round .5 And Above Up is selected, the tax owed will be rounded to the nearest cent. That
is, any calculation showing the tax owed to be one half cent ($.005 or .50 cents) or above will be
charged the entire cent. Any calculation showing the tax owed to be less than one half cent
($.0049 or .49 cents) will not be charged for the cent.

The rounding method you should select depends on the laws of your state. Call your
appropriate state office to determine the correct method. You may have a little trouble finding
someone who knows! So let's discuss an alternate method for determining how your state
chooses to round. The method involves the use of the tax schedules that are published by the
states to assist businesses in calculating sales tax applicable to taxable transactions.

As an example, we will use the "State of California 6% Sales Tax Reimbursement Schedule, Civil
Code Section 1656.1", effective April 1, 1974, Appendix G to Regulation 1700. Any schedule will
do, however.

Move down the table and multiply a few of the brackets breaking point by 6% (.06) and compare
what 6% actually is to the amount of sales tax listed. Here is a good example from the schedule
that shows both the upper and lower limits:

Transaction Tax

10.75-10.91 .65

So the State of California says to charge $.65 if the transaction falls within the range of $10.75 to
$10.91. Multiply out the lower break point:

.06 X 10.75 = .645

Percent of 10.75 is only sixty-four and one half cents. However, the state schedules says to
charge a full sixty-five cents. So we now know that the state either rounds everything up, or
rounds .5 and above up (to the nearest penny). Let's check the upper break point and find out:

.06 X 10.91 = .6546

We can now clearly see that California does not round everything up, but rounds to the nearest
penny. So we should select ROUND .5 AND ABOVE UP. All transactions will then result in
sales tax charges identical to the amount that would be charged if we were using the State's 6%
Tax Schedule.

Sales Tax and Iltem Discounts

State laws on how tax will, or will not, be applied to discounts vary widely. Store Manager
attempts to satisfy the many possibilities by providing a versatile tax and discounts option.

If charging sales tax on discounts sounds a bit much, you are not alone. Hopefully, your state
does not practice this type of behavior and you can skip this section. The system defaults to not
charging sales tax on discounts.

To charge sales tax on discounts check the Apply Tax One (or Two or Three) To Discounts
box.

You can then choose to apply any combination of taxes to the discounted part of a sale. Of
course, selecting one of these options will not apply sales tax to the discounted portion of a
nontaxable, or tax exempt item.
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This gets a bit confusing so lets go through an example:

Your sales tax (level 1) rate is 5 percent. A customer purchases a $10 item that you have offered
at a 20 percent discount. If you have not chosen to apply sales tax(1) to discounts, the
transaction will be calculated as follows:

Item $8.00
taxable(1) $8.00

tax(1) $0.40 (8.00 X .05)
total due $8.40

If you have chosen to apply sales tax(1) to discounts, the transaction will be calculated as
follows:

Item $8.00
taxable(1) $10.00

tax(1) $0.50 (10.00 X .05)
total due $8.50

Sales Tax and Transaction Discounts

The entire section Sales Tax And Item Discounts applies equally to transaction discounts. The
system makes no distinction between item discounts or transaction discounts for tax purposes.
However, there is one final tax consequence that must be considered when giving transaction
discounts. It involves how sales tax will be charged when a transaction has both taxable and
nontaxable items and a transaction discount is given. This gets pretty deep, so we will use an
example to help explain.

A customer has purchased $10 of merchandise ($8 taxable and $2 nontaxable). You are giving a
30 percent or $3 transaction discount. Because the transaction is discounted and not the item,
we don't know what was discounted by $3--taxable items, or nontaxable items. To keep the tax
collector off your back, and ours, Store Manager will first consider the discount to be on the
nontaxable items in the transaction and then on the taxable items. So in our example, the tax
would be calculated by applying the tax rate to $7.

Another option is to always use item discounts when you have both taxable and nontaxable
items. The tax would then be calculated individually (because the program knows which items
are being discounted).

If you have combination of taxable, nontaxable, and transaction discounts, and this method of
calculation does not fit your needs, you may wish to use the manual tax entry to override it.

RECEIPT/INVOICE SETUP

Note: Individual instruction sheets for supported printers are located on our site along
with the appropriate drivers for those printers. From our home page at WWw.apipos.com
click on the link Download Upgrades, Drivers, & Support Files. Find the section titled
Printer Drivers and Instructions.
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Select RECEIPT/INVOICE SETUP from the Store Manager Office SETUP menu to setup or
change the receipt settings (or click the Receipt Printer ICON on the toolbar).

A receipt is stored by Store Manager even when the user selects not to print a receipt and even
when default receipt printing is turned off. These stored receipts can be printed (or reprinted)
immediately following a transaction by selecting FILE, PRINT LAST RECEIPT (Cntrl P). They
can also be printed later by selecting FILE, PRINT PAST RECEIPT (the system prompts the user
to enter the past receipt’s transaction number).

These stored receipts are saved in the user defined default receipt format. So if you will only be
printing receipts occasionally, it is still a good idea to select the default receipt format that is right
for your printer.

The Store Manager Receipt Setup utility divides receipt setup into four tabs--one universal
settings and three categories based on the type of printer that is being used. The user may set
up any or all of the three categories, as switching between printers and receipt types is allowed
from within the Store Manager Cash Register. This is handy for operations that will generally
print Tape-type receipts, but occasionally wish to print a full page invoice.

e Universal Settings. The settings on this tab apply to all three types of receipts.

e POS (Tape) Printer. Settings for POS (tape) printers. These are the 40-column receipt and
charge card printers designed for POS systems. Paper is continuous with no perforations.

e Tractor-Fed Printers (DMPs). Note: Tractor-Feb receipt printing options are provided
only to maintain backward compatibility with older versions of Store Manager running
on older versions of Windows (95, 98, or ME). Tractor-Fed receipt printing does not
work with newer versions of Windows (2000 or XP). Tractor-Fed dot-matrix printers.
These receipts are designed for 80-column (8 1/2 Inch Width) paper. Receipt formats are
available for 5 1/27, 77, 11", and continuous page lengths.

e Laser/Ink Jet Printers. Single sheet-fed printers. Primarily for laser and ink jet printers, but
will work with some single sheet-fed dot-matrix printers.

Universal Settings

e Default Receipt Type. Select one of the three types of receipts explained above as the
default receipt type.

e Default = Print Receipt. Check this box to print receipts for each sale by default. If not
checked the system will default to not printing receipts. The cashier can change this
selection manually at the time of sale.

e Receipt Headings. Every receipt can include a one to four line heading. Enter your heading
in the spaces provided, flush to the left side. The system will center each line of the the
heading automatically. Leading blanks are retained by the system when centering (except
when proportional fonts are selected), so can be used to adjust the system’s placement of
the lines.

The remainder of the Universal Settings are accessed by pressing the More Settings button.

e Receipt Bottom. Every receipt can include a one or two line bottom remark (“Thank You For
Shopping With Us”, “Visit Us Again Soon!”, etc.). Enter your remarks in the spaces provided,
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flush to the left side. The system will center each line automatically. For more information on
the bottom of the receipts, see the Statement File explanations with each type of printer.

e Work Order / Repair Order / Ticket. A special line can be automatically printed on open
transactions to indicate the purpose.

e Default Invoice Lines. Default invoice lines are used for recurring information on invoice-
type receipts. These lines will be printed on receipts designated as “Invoice”. The cashier
can modify this default information at the time of sale (select the RECEIPT ICON (F6) from
the Tender Window). Suggested uses are “Terms:”, “PO Number”, “Shipping Method”, etc.

POS (Tape) Printer

There are eight standard 40 column receipt layouts to select from. The layouts are labeled 40a,
40b, 40c, 40d, 40e, 40f, 40g, and 40h.

Receipts 40a, 40b, 40c, 40g, and 40h are two line formats. With these formats, each item sold
uses two lines on the receipt, while 40d and 40e use only one line per item. Receipts 40a and
40g will expand to three lines if the second description field is used.

For retail outlets that sell a large number of items during each transaction, the time it takes to
print a receipt may become a consideration when selecting the receipt format. Depending on the
number of items in the transaction, the one line receipt formats can reduce receipt printing time
by one-third to one-half over the two line formats.

Receipts 40g and 40h are List Price/Your Price type receipts. Summaries showing how much the
customer saved can also be printed on this type of receipt. See List Price in Chapter 3 for a full
discussion of the List Price/Your Price receipt.

Receipt 40a

LINE 1: Item Description
LINE 2: Quantity, unit, @, price per unit, total price

h bowl, 1 gallon

Goldfis
2.00 ea @ 8.98 17.96

Receipt 40b

LINE 1: Product Code
LINE 2: Quantity, unit, @, price per unit, total price

012345678901
2.00 ea @ 8.98 17.96

Receipt 40c

LINE 1: Item Description, Product Code (left 13 digits only)
LINE 2: Quantity, unit, @, price per unit, total price
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Goldfish bowl, 1 gallon 012345678901
2.00 ea @ 8.98 17.96

Receipt 40d

LINE 1: Item Description, total price

I |
| Goldfish bowl, 1 gallon 17.96 |
I |

Receipt 40e

LINE 1: Product Code, total price

I |
| 012345678901 17.96 |
I |
I
Receipt 40f
LINE 1: total price
I |
| 17.96 |
I |
Receipt 40g
LINE 1: Description
LINE 2: Quantity, unit, list price, your price
| ITEM/QUANTITY LIST PRICE YOUR PRICE]
R |
I . |
| GoldFish bowl, 1 gallon |
| 2.00 ea 23.98 17.96 |
I |
Receipt 40h
LINE 1: Product Code
LINE 2: Quantity, unit, list price, your price
| ITEM/QUANTITY LIST PRICE YOUR PRICE]

|
| 012345678901 I
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| 2.00 ea 23.98 17.96 |
I I

Default Number of Receipts. Number of receipts to print.

Advance After Print. After a receipt has been printed, advance the paper this number of lines.
Each POS printer is different. Generally 8 or more lines are necessary just to get the bottom of
the receipt to the tear bar. Add additional lines if you wish the top and bottom to have equal
amounts of blank space.

Printer Driver. Select the printer driver you will be using from the available list.

Invoice-Type Receipts. Select between Amount Due and On Account when an invoice-type
receipt is printed.

Statement File. The system allows for one of 26 different text files to print a statement on the
bottom of the receipts. To print one by default on all receipts, select a default text file from A to
Z, or None. The default selection can be changed at the time of sale.

The statement file is used when a large amount of information needs to be placed on a receipt.
Return policy and warranty information are common examples.

A statement file can be developed with any text editor/word processor/notepad/etc., that can save
information in a standard ASCII (text) format. For the 40 column receipts, name the files
rcpt40a.txt to rcpt40z.txt. Place the statement files in the \posdata subdirectory (folder).

The files will be printed exactly as entered in the text editor. Spaces will be retained for centering
of text. Each line of the file should end with a carriage return/line feed and should not exceed 40
characters. There is no limit to the length of these statement files.

Printer Paper Cut Commands. If you are using an Epson POS printer with paper cutting
capabilities, select the type of cut desired. DO NOT select this if you do not have an Epson with
these capabilities or it may cause a printer error to occur.

More Settings. See More Settings later in this section for additional 40-column receipt
preferences.

Tractor-Fed Receipts (DMPs)

Note: Tractor-Feb receipt printing is provided only to maintain backward compatibility with
older versions of Store Manager running on older versions of Windows (95, 98, or ME).
Tractor-Fed receipt printing does not work with newer versions of Windows (2000 or XP).

Receipt Format. Select a receipt format A, B, C, or D:

Format A - Standard Format prints second description line if it exists.

Format B - Standard Format does not print second description line.

Format C - List Price/Your Price format. Prints second description line if it exists.
Format D - List Price/Your Price format. Does not print second description line.

Default Number of Receipts. Number of receipts to print.
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Advance After Print. After a receipt has been printed, advance the paper this number of lines

Then Reverse. Used with the above advance, allows the receipt to be removed, then reverses
the paper by this number of lines. Because every printer is different, it may take a couple "trial
and errors" to get it just how you want it. This feature also works with the form feed that is
automatically inserted at the end of an 80 column receipt. That way the paper can be advanced
to the perforation and removed, then reversed back to the top of the form to print the next
receipt/invoice.

Note: Not all printers support a reverse command. Check your printer's manual. If the printer does
not support reverse line feeds, sending them to the printer may cause a printer error.

Invoice-Type Receipts. Select between Amount Due and On Account when an invoice-type
receipt is printed.

Statement File. The system allows for one of 26 different text files to print a statement on the
bottom of the receipts. To print one by default on all receipts, select a default text file from A to
Z, or None. The default selection can be changed at the time of sale.

The statement file is used when a large amount of information needs to be placed on a receipt.
Return policy and warranty information are common examples.

A statement file can be developed with any text editor/word processor/notepad/etc., that can save
information in a standard ASCII (text) format. For the 80 column receipts, name the files
rcpt80a.txt to rcpt80z.txt. Place the statement files in the \posdata subdirectory (folder).

The files will be printed exactly as entered in the text editor. Spaces will be retained for centering
of text. Each line of the file should end with a carriage return and should not exceed 80
characters. There is no limit to the length of these statement files.

Printer Paper. Select the length of receipt paper being used -- 5.5 inch, 7 inch, or full page 11
inch paper. You may also select if you desire extra blank lines to print at the perforation-one line
before and one after.

More Settings. See Mare Settings in this section for additional Tractor-Fed preferences.

Laser/Ink Jet Receipts

Receipt Format. Select a receipt format A to D:

e Format A - Standard Format prints second description line if it exists.

e Format B - Standard Format does not print second description line.

e Format C - List Price/Your Price format. Prints second description line if it exists.
e Format D - List Price/Your Price format. Does not print second description line.

Default Number of Receipts. Number of receipts to print.
Line Format On Receipt. Some nongraphic single-sheet fed printers do not have the capability

to print a solid line--if this is the case, or you prefer a broken line, you may select the broken line
format.
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Receipt Heading. Some nongraphic single-sheet fed printers will not have the capability to print
proportional fonts. If this is the case, select standard fonts.

Note: Printing “past receipts” will always use the broken line and standard font formats.

Invoice-Type Receipts. Select between Amount Due and On Account when an invoice-type
receipt is printed.

Statement File. The system allows for one of 26 different text files to print a statement on the
bottom of the receipts. To print one by default on all receipts, select a default text file from A to
Z, or None. The default selection can be changed at the time of sale.

The statement file is used when a large amount of information needs to be placed on a receipt.
Return policy and warranty information are common examples.

A statement file can be developed with any text editor/word processor/notepad/etc., that can save
information in a standard ASCII (text) format. For the 80 column receipts, name the files
rcpt80a.txt to rcpt80z.txt. Place the statement files in the \posdata subdirectory (folder).

The files will be printed exactly as entered in the text editor. Spaces will be retained for centering
of text. Each line of the file should end with a carriage return and should not exceed 80
characters. There is no limit to the length of these statement files.

More Settings. See Mare Settings in this section for additional Laser/Ink Jet preferences.

More Settings

Each receipt type has a More Settings button. The more Receipt Preferences Window is
identical for all three types of receipts (except “Logo on Receipt”). Although identical, each type
of receipt keeps its own preference settings and all selections are valid only for that type of
receipt.

With the exception of “Place Logo on Receipt” (explained in next section), the selections are self
explanatory.

Logo On Receipts

NOTE: For logos on supported 40 column thermal printers see specific data
sheet/instructions for using that printer with Store Manager. The information is located on
our web site at www.apipos.com.

If your laser or inkjet printer has graphics capabilities, you can place a bit mapped (.bmp) file
containing your logo or other image or information on your receipt.

Place a logo on your receipt by placing a bit mapped file (named logo.bmp) containing your logo
in the \images subdirectory (folder). Then select the Place Logo On Receipt check box from
the Laser/Ink Jet, More Settings, Receipt Preferences Window.

The logo file begins printing at the left, top most position. So adjust the location of the image by
leaving blank space in the BMP file. You can get creative by putting your entire heading in a
BMP file. To do this, leave the four Universal heading lines blank. Then place your complete
heading in the logo.bmp file.
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BMP files can be created using the Windows Paint program.

Preprinted Receipts

To give your receipts/invoices an added professional appearance, you can have your local print
shop print letterhead-type receipt paper. Confine your logo and address information to the top
1.25 inches.

Invoice-Type Receipts

Invoice-type receipts can be selected to always print (print by default), or may be selected just
prior to printing the receipt (select the Receipt Icon (F6) from the Tender Window). Invoice
receipts have the following characteristics:

e Invoices-type receipts print the word "I NV O | C E" on the receipt. (80-column only)

e Two additional lines are placed on invoice-type receipts for "Terms", "Shipping", ect. Two
user defined default lines can be automatically placed on the invoice, or the lines may be
edited prior to printing the receipt. To edit the invoice lines, select the Receipt Icon from the
Tender Window. (80-column only)

e The normal "Change" line on invoice-type receipts is eliminated and the amount placed in the
In-house Credit Category is shown as "Amount Due" or "On Account" (user's choice).

e |If a transaction is tendered in which change is due (not a normal situation for an invoice-type
transaction), then the Total/Tender section of the receipt will revert back to a standard-type
receipt so the change can be shown.

EQUIPMENT

Note: Equipment purchased directly from American Precision Instruments is always
compatible with Store Manager. It is not necessary, however, to purchase equipment from
us. Prior to purchasing equipment from another source you MUST visit our web site and
check the supported equipment list to ensure compatibility with Store Manager
(www.apipos.com). We do not provide support for equipment that is not on our list.

Both the Cash Drawer and Pole Display settings are accessed through the Store Manager
Office SETUP, EQUIPMENT SETUP, menu selections (or click the Equipment ICON on the
toolbar).

Cash Drawer

The Cash Drawer Tab allows the user to select between different types of cash drawer
interfaces.

e Serial Cash Drawers - If using a standard serial type of cash drawer (such as the MS EP-
125KC), select Standard Serial Cash Drawer and the Serial Port (COM1, COM2, COM3, or
COM4). Choose a baud rate of 300 unless the cash drawer instructions specify another rate.
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e Printer Driven Cash Drawers — The instruction sheets (available on our web site) for
installing supported receipt printers also provide the instructions for selecting the correct cash
drawer setting.

e Unique Cash Drawers - There are many printers and cash drawers that require special
signals to open. Most are included on our list of Unique Cash Drawer Signals. If not, select
either Serial Port Select ASCII or Printer Driven Select ASCII (depending on your cash
drawer type). Then enter the ASCII number (in decimal) required for your drawer, the
number of times to send it, and (if serial) the desired baud rate and serial port.

Pole Display

We strongly suggest you visit our Supported Equipment List before you purchase a pole display.
There are many pole displays with many interfaces and they all behave differently. Even ones
claiming compatibility with certain standards do not always follow those standards. We cannot
provide programming support for every pole display that comes on the market, so contact us
before purchasing or purchase a pole display on our supported equipment list (www.apipos.com).

Multiple Monitors

If you are using Windows 98 or above, your system supports multiple monitors, you can use a
second monitor as a customer display and/or advertising slide show. Search on Store Manager’'s
Help for Multiple Monitors for details.

CHARGE CARD SETUP

Store Manager Point of Sale can process credit cards with MultiCharge, Xcharge, or PC Charge
Pro. See Appendix 2 for setup information.

Split Charges

If a customer wishes to charge a transaction to two or more different charge cards, or several
tender categories, simply enter the amounts in the appropriate tender categories. The Charge
Card Processing Window will, print the charge slip, then clear and reappear for processing the
next type card.

SECURITY/PASSWORD SETUP

Security
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Security of the system is provided through the use of the cashier/femployee's identification
numbers, passwords, and authorization levels. The business owner or chief manager (the
individual ultimately responsible for the store's funds) should assign the identification and
passwords and make all authorization level decisions.

The owner or manager must be assigned an authorization level of 99 (the highest level) to
prevent being denied access to any area. To prevent accidental lockout, the system comes with
a fictitious employee who carries an authorization level of 99. The Employee ID is “Sysop”, and
Sysop’s password is “password”. Once the manager has an Employee ID and password of
his/her own, Sysop should be deleted from the Employee database table.

As an example, we will assign James Smith as the Store Manager:

e Open Store Manager Office FILE, OPEN DATABASE, Employee Database Table.

e Enter an employee ID in the Employee ID field/column. A good choice is to use the
employee’s SSN last 4 digits, however any alphanumeric (16 character limit) can be used.

e Enter a password in the Password field/column (up to 8 characters).
e Enter 99 in the Level field/column for the highest authorization level.

e Enter the employee’s name (James Smith) and any other information you wish to store about
the employee.

e James Smith will need to remember both his employee ID and password.
e Close the Employee database table.

e Choose the PASSWORD menu selection, then the More Password button to go from the
Cash Register Passwords to the Store Manager Office Passwords.

e Set both the Access Employee DB and Modify Password Levels to the highest level (99).
Anything but the highest level for these two areas negates the whole process by allowing
employees to access areas where the levels can be changed.

e From the two available screens, Cash Register Passwords and Store Manager Office
Passwords, input the desired level of password protection (a good starting place is a level of
50--see below for a discussion of this topic). A level of 0 (zero) means the area is not
protected at all, a level of 99 means it has the highest possible protection.

e Check the Password Protection On/Off box to turn on all password protection. This box

can be checked on either the Cash Register Passwords screen or the Store Manager
Office Passwords screen and will turn on all passwords selected on both screens.

Where to Start

Ninety-nine levels are many more than most businesses will need. The easiest method to start is
to assign areas you wish to protect a level 50, then assign employees either an access level of 1
or 99. Password protection levels will be an ever changing and developing process. This
starting method will put you right in the middle and give the maximum range for developing your
security.
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Database Password

Store Manager databases are protected with MS Access database password to prevent
unauthorized access. If you will be using the databases with other programs, you will need this
password to gain entrance. The password is available for anyone with a manager level password
(level 99). In the Store Manager Office select the HELP drop down menu, then select

DATABASE PASSWORD.
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CHAPTER THREE
THE STORE MANAGER CASH REGISTER

File Edit Actions Wew Security Preferences Help
B [ E&@ [ () l ] { 5] [ [E1) [ [E8) [ E)
elp | Customer | Trasactn elete FeCall | Product ‘ender | LookUp
Enter/Scan Product Code: |G
No. Product Code Product Description Quantity Price Extended
1 00598910237 HEATER 150w 12 1.00 10.59 10.59
2 01798950334 PUMP REPAIR KIT 1.00 1.75 1.75
3 03958949332 SEA SALT 5 GAL 1.00 395 395
|4 oteousaz003 TETRACYCLENE [ oo ie] e
Product Information Transaction Information Transaction Tataks
Price:  Standard Last Transaction #: 001004 Subtotal: $18.18
TaxCode: 1 Unit Cstrr. - Mot Identified Tax: $1.32
Lapanay:  No Discount:  Nane Total: $19.50
Discount:  None Tax Defaut [Quankity Totak 4,00

Main Cash Register Screen

The main cash register screen is divided into seven sections.

e Top Line Menu - The Top Line Menu can be accessed with the ALT key or mouse as with
any standard Windows menu. Additionally, pressing the ALT key along with the underlined
letter will bypass the menu and take you directly to the indicated function.

e Tool Bar - The Tool Bar provides quick access to the most commonly used areas during
cash register operation. Each area can be accessed by clicking the tool bar or pressing the
indicated function key.

e Enter/Scan Line - The Enter/Scan Line is the line that has the focus as items are
entered/scanned into the transaction.

e Center Screen - The Center Screen displays the products selected for the current
transaction. Move the highlight bar with the Tab Key, Up/Down Arrow Keys, Page
Up/Page Down, or click with the mouse. You can change the order the products are listed in
a transaction. Highlight the product line to move, then press and hold down the Shift Key.
Then using the Up/Down Arrow Keys, move the line to the desired location and release the
Shift Key.

e Product Information Box - The Product Box displays information relating to the one product
that is highlighted with the center screen's indicator bar. Information for other products in the
transaction can be seen by moving the highlighted bar to the desired product.
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e Transaction Information Box - The Transaction Information Box displays information
relating to the current transaction.

e Transaction Totals Box - The Transaction Totals Box displays the current transaction's
subtotal, tax, and total.

Changing Quantities

There are three methods for changing item quantities during a transaction.
First, if not already there, place the highlight bar on the item to change.

e The quickest method is to simply enter the equal sign, the quantity, and press the Enter key
(i.e., =5).

e Press the equal sign, then the Enter key. A window will appear requesting the quantity.

e Select the Product ICON (F7) to invoke the Product Window. This window has a field for
changing quantities.

Note: If a zero is entered into the Productl database table’s “Standard Sales Qty” field, the quantity
window will automatically appear when the item is entered or scanned. Use this technique to
quickly bring up the quantity box for items that rarely have a consistent sales quantity.

Chanqing Prices

There are two methods for changing item prices during a transaction.
First, if not already there, place the highlight bar on the item to change.

e The quickest method is to simply enter the dollar sign, the price, and press the Enter key
(i.e., $5.56).

e Select the Product ICON (F7) to invoke the Product Window. This window has a price field
which will allow you to change the price.

Product Access Window

%5 POS-X Cazh Begiziner

ITEME 2
Pikee | o] Peroent Discosnt: | om %
limanlity 1.00 Dollar Dacaust: | m

Tn e | [Hdwizashls L}

Fhing ganlse o gadng Fipmcian aeisa

I Plaoe liow om Lagaway FE|

g cipiteis. 1= Tastliars Tusa

Dosciistien &
Salex Lk

Product Access Window
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The Product Access Window provides access to several of the product’s fields that cashiers
may need to adjust during a transaction. Changes made within the Product Window will change
the one product line highlighted by the indicator bar for the current transaction. It does not
permanently change the item’s database information. To call the window, first move the
highlighted indicator bar to the product line you want to access, then select the Product ICON or
press the F7 function key.

The Product Window allows adjustments to the default sales tax code, default price, unit, or
item description. Additionally, the product can be identified for an item discount (by dollar or
percent) or marked for an item layaway (F9). (Note: If the Food Stamp option has been
selected, this window will also allow an item to be specified as food stamp qualified.)

Transaction Options Window

+*s Transaction Options @

On/OFf Tranzsaction Dptions

[T Sales Retum Tranzaction [F3]

[~ Lapaway Transaction [FG]

l Nontaxable Transaction @l
oK
l Tax Exempt Transaction l

Manual Tax OverRide m l

Transaction Discount m l

Transaction Options Window

The Transaction Options Window'’s selections affect the entire transaction, rather than a single
item within the transaction.

e Sales Return Transaction
Layaway Transaction
Nontaxable Transaction
Tax Exempt Transaction
Manual Tax OverRide
Transaction Discount

For more information about the above selections see the individual topics (i.e. Sales Returns,
Layaways, Sales Taxes, Discounts). To put individual items on layaway, or make individual items
nontaxable or tax exempt, use the Product Access Window (F7).

TYPE CODES
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Type codes tell the system what type of item has been entered into the transaction. The type
codes are identified by a field (named Type Code) in the Productl database table. There are
six type codes recognized by the system.

Type Code 0. Products (default code)
Type Code 1. Services

Type Code 2. Rentals

e Type Code 3. Payments

e Type Code 4. Gift Certificates

e Type Code 5. Special Charges

Unless you have a service-type or rental business, 99 percent of all type codes will be O (zero) for products. The
system automatically defaults to zero, so Type Codes can usually be ignored.

Special Charges (Type Code 5)

Very similar to services, this Type Code can be used for shipping charges, bottle deposits, or
any other items where inventory will not be reduced.

Anything entered into the transaction under this Type Code is calculated by the system as a sale
and given its own sales category (Sales - Special Charges) in the Sales Reports. While the
sales total for Sales - Special Charges is recorded as a sale, it will likely be eventually offset by

an expense. For example, you may charge a customer $5 for shipping and handling, which
would eventually be offset by the actual shipping cost charged to a shipping expense account.

TRANSACTION NUMBERS

Consecutive transaction numbers are automatically assigned by the system. The starting point
for the numbers can be changed from System Preferences Page Two, Store Manager Office,
SETUP, SYSTEM SETUP, More button.

e Sales Transaction. Each sales transaction is assigned a unique transaction number.

e Sales Return Transaction. Each sales return transaction is assigned a unique transaction
number.

¢ Voided Transactions. The sale and void share the same unique transaction number.

e Void and Restore Last Transaction. The original sale and void share a transaction
number, the restored (new) transaction has a new transaction number.

e Open Transaction. The transaction number is assigned when opened, then flows through to
the final sale (if ever reached).

SALES TAX ALTERNATIVES
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See Chapter 2's SALES TAX SETUP for information on getting your sales tax properly set up for
your system. The SALES TAX SETUP section contains valuable information on how your sales
taxes work within Store Manager.

During a transaction, the cashier may change the default tax options for a single product or for
the entire transaction.

e To change a single line item's default tax, bring up the Product Access Window (F7). A
second window, listing the different tax options will appear on screen when the focus is on
the Tax Code box. This list is used to help select the appropriate tax code.

e To identify the entire transaction as nontaxable or tax exempt, bring up the Transaction
Options Window (F4). Select Nontaxable Transaction or Tax Exempt Transaction.
Another window will appear allowing the cashier to select any combination of the three tax
levels to be either nontaxable or tax exempt. For all tax levels selected, the default tax will be
overridden. To keep the cashier informed, the Transaction Information Box will show "NT"
followed by the nontaxable tax levels (NT123) or "TE" followed by the tax exempt tax levels
(TE123). Any taxes you are not using (not turned on) will be subdued or not shown. Taxes
turned on, but with the tax rate set to zero, will default to nontaxable, but can be manually
overridden (see Manual Tax OverRide).

Manual Tax OverRide

Any or all tax levels may be entered manually. Select Manual Tax OverRide from the
Transaction Options Window and another window will appear which will allow the cashier to
enter a manual tax for any of the three tax levels. Manual tax will override the default tax and
charge the manual amount to the transaction. The Transaction Information Box will show "MT"
followed by the tax levels entered manually (MT123).

If you will need to occasionally or frequently use one of the tax levels to enter a manual amount,
then turn the "Apply Tax" to "ON" and set the tax rate to zero in the Store Manager Office Sales
Tax Setup. Then when you want to apply the tax, enter it as a Manual Tax OverRide.

Using the Manual Tax OverRide feature needs some careful consideration. With the Manual
Tax OverRide, there is no accurate tracking of the actual taxable event. When you enter a tax
manually, your total taxable amount, (the amount you report to your taxing institution) is no longer
an accurate percentage of the tax collected. The system records the entire amount of the
transaction as taxable when a manual tax is entered, which may or may not be the case. It is
assumed that the taxable totals will not be needed for reporting total taxable receipts, possibly
because tax is not applied as a percentage of sales, or some manual method is used to maintain
or adjust the totals necessary for reporting to the taxing institution. Whatever the case, the
decision to use the manual tax should be made with the understanding that tracking the taxable
portion of the receipts must become the responsibility of the user.

Customer Auto Tax

Situations may arise where the taxability of the transaction is customer dependent rather than
product dependent. The most obvious example is tax exempt customers (tax code 8). The
system will allow any tax code to be assigned automatically to all products, services, and rentals
within a transaction when a customer is identified.

To set the Customer Auto Tax, check the Auto Select Tax Code box and enter a valid tax code
in the Customer Form Window. Then, whenever the customer is identified, that auto-selected
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tax will override any tax already assigned to any products existing in the transaction, and assign
the tax to all new products (Type Codes: O-product, 1-services, 2-rentals) entered into the
transaction thereafter.

Any individual item’s tax or the entire transaction taxes may be changed after identification of a
customer with Auto Select Tax Code checked. If changed, these taxes will remain unless the
customer is re-identified, in which case they will revert back to the auto-selected customer tax
code.

If the Auto Select Tax Code is checked during the transaction, and the cashier turns it off during
the same transaction (unchecks the box or releases the customer), the tax will revert back to the
default Productl database table tax code for each item. If the cashier changes the customer's
tax code during a transaction, all products will reflect the new tax code.

The ACTION menu's selection RESET DEFAULT TAXES will reset all items within the
transaction to their database default values, however, as long as the customer's Auto Select Tax
Code is checked, subsequent items entered into the transaction will continue to receive the tax
indicated by the customer's selected tax code.

An option for assigning the customer auto tax is to a System Setup Preference, Match Auto
Customer Tax to Nontaxable Items. If this system option is selected, all items in the
transaction will receive the auto tax code only if the product database does not have the tax code
set to "0" for nontaxable. All nontaxable items will remain nontaxable.

EXCHANGES / TRADE-IN's and TAXES

An exchange is a return, and, unless dictated by your taxing institutions rules, the tax code
should normally be the same as for the original sale. Using the same tax code will return the
correct amount of tax back to the customer and adjust the system's taxable totals.

A trade-in should not normally be a taxable event. The tax code entered for the item being
accepted should be zero (for nontaxable). The system will then not calculate a sales tax return.

SYSTEM PRICE SELECTION

The system determines the price charged for an item by examining several criteria.
Manual price override, manual item dollar or percent discounts, quantity pricing, customer pricing,

standard price, and promotional price, can all influence how the price of a single item is
determined.

Best Price - How the System Selects a Price

BEST PRICE - The best price means the most favorable price given to a customer based
on an examination of all product and customer pricing criteria.

Generally, the system searches all pricing possibilities and provides the customer with the BEST
PRICE based on the criteria of the sale. For example, suppose an item had a standard price of
$1.25, a promotional price of $1.05 (Promotional Price OverRide is ON), and an over 10 quantity
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price of $1.10. If the customer buys a quantity of 15, the system would check each of these
prices because they all fit the criteria for the sale, and then determine that the BEST PRICE is the
promotional price of $1.05. If the promotional price OverRide had been OFF, then the system
would have selected the quantity price of $1.10.

Additionally, if a customer is identified with the transaction, then customer pricing (if any customer
pricing is used) will be considered when determining price. Options for the customer price can be
set to always charge a certain price for a customer, or charge the customer price only when it is
the BEST PRICE.

Standard Price

The standard price is the default "normal” price charged for an item when no other criteria such
as promotional price, customer price, quantity price, list discounted price, apply to the item. The
standard price for an item is entered or changed in the Productl database table (Productl
database table, Standard Price field).

Promotional Price

The promotional price is a "sale" price that can be turned on or off (Yes/No) using the
Promotional Price OverRide field (Promotional O/R) in the Productl database table. If Yes,
then the promotional price will be selected over the standard price. (The promotional price must
be lower than the standard price or the BEST PRICE will be charged.)

Customer Pricing

Each item has 5 customer pricing levels and every customer can be assigned one of those 5
levels. By default, the customers' Price Code is "S" for standard. This means the standard (or
best price) is used to determine the customers' prices and not the customer prices.

If you wish a customer to be charged at a different price for all or selected items, you may assign
a price level from A to E in the Customer database table, Price Code field. Place the price to be
charged for the item in the product’s corresponding field (Customer A Price, Customer B Price,
etc.) in the Product2 database table.

There are two methods the system can use to determine customer prices:

e Method One (default) will select the customer price as long as it is a smaller price than the
Standard Price or Best Price. If a customer has a price code identified, and the item does
not have a price entered (price = zero), the price will revert to the Standard Price or Best
Price.

o Method Two always selects the customer price unless a customer price does not exist for an
item, in which case a second option is available (see below). Select this option from the
SETUP, SYSTEM SETUP menu - Always Select Customer Price system preference.

If a customer price does not exist for an item (price = zero), then the price selection can
be set to either revert to the Standard Price or Best Price (default), or entered into the
transaction as a zero. Select this option from the SETUP, SYSTEM SETUP menu - Zero
For Customer Price if Indicated system preference.
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If a customer is identified during the transaction or at the end of the transaction, then it may, or
may not, be desirable to go back and check each entered price to see if it should be updated to
reflect the change. If updating of the prices is wanted, then select Update Prices or Reset
Prices from the ACTIONS menu. See Update Prices/Reset Prices in this section to explain the
difference between Updating and Resetting prices.

Customer Pricing can also be a computed discount of the standard price or a computed increase
of the current cost (cost plus). These computed costs can be mixed with fixed costs. For
example, a product can have a $10 Customer Price A and a 20% off the Standard Price for
Customer Price B.

To discount a standard price, enter the percent discount, as a negative, in the customer price
field. For example:

Customer A Price = -.05 for 5% off (.95 X Standard Price)
Customer B Price = -.1 for 10% off (.9 X Standard Price)
Customer C Price = -.15 for 15% off (.95 X Standard Price)
etc.

To Cost Plus the Current Cost field, enter a negative 1 plus the percent over cost to charge. For
example:

Customer A Price = -1.05 for Cost + 5% (1.05 X Current Cost)
Customer B Price = -1.1 for Cost + 10% (1.1 X Current Cost)
Customer C Price = -1.15 for Cost + 15% (1.15 X Current Cost)
etc.

A -1 (negative one) for a customer price will charge the current cost for the item. This is useful
for businesses that give employees merchandise at cost.

NOTE: If the Current Cost field is zero, the calculation will result in a zero price. The
system will handle this is none of two ways. If the System Setup Option "Zero For
Customer Price if Indicated" is checked, the cashier will be prompted for a price (see #3
below). If this option is not checked, the system will charge the Standard Price (or Promotional
Sales Price/Quantity Pricing if applicable).

Dummy Customers

From time to time it may be desirable to give a customer special pricing, but the customer will not
be identified with the transaction. This may be accomplished by setting up several dummy
customers with different Price Codes. For example, enter five dummy customers with Price
Codes A through E. Then when you wish to provide an unidentified customer one of these
prices, just identify the corresponding dummy Customer Code (e.g., da, db, dc, dd, or de).

Quantity Pricing

Quantity pricing is activated automatically by placing a value in the Product2 database table Qty
A-E Price field and a quantity greater than one in the Qty A-E field.

Each level should exceed the previous level, for example:

A-E Price QTY A-E
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Level A: $ 5.00 9
Level B: $ 4.75 99
Level C: $ 4.50 999
Level D: $ 4.25 9999
Level E: $ 0.00 0

The quantity pricing is selected when the purchased quantity exceeds the amount in the QTY A-E
field. If a customer purchases 100 of the product in the example, they will be charged $4.50.

Additionally, the program always checks to see if a promotional sale override is on. If it is on, the
customer will be charged the sale price only if it is more advantageous to the customer than the
customer or quantity price.

Quantity pricing will not change any price that has been manually overridden or item discounted.

Note: For 3-For-A-Dollar type sales, extend the quantity price decimal by one, so the price will
round up (i.e. 3 for $1 = .333 cents each, will round to $1)

Price OverRide

There are two methods to manually "OverRide" the system price.

e In the Product Code entry box enter a $ and the new price (for example, $1.99) and the
currently highlighted item will receive that price.

e Press F7 for the Product Window and adjust the price for the item in that window.

Once the price for any item has been entered manually, no changes in quantity or changes to the
customer Price Code will affect the OverRide Price. Override the price again to change a price.
If you wish the system to reselect the price for one that has been overridden, it is necessary to
either delete the item and reenter it, or return all prices to the system selected prices by selecting
RESET PRICES from the ACTIONS menu.

Update Prices/Reset Prices

e UPDATE PRICES recalculates and replaces most prices within the transaction. It does not
recalculate any item whose price has been entered manually OverRidden or any item that
has received an Item Discount. This selection is primarily provided to update transaction
prices that were entered prior to identifying a customer. By updating the prices, previously
entered prices can be updated to reflect any customer pricing, without disrupting any prices
that may have been manually provided.

e RESET PRICES recalculates and replaces all prices with the system selected default price.
All manual (overridden or item discounted) prices are also replaced by the system selected
price.

Note: The only difference between the two selections is the handling of "OverRide" and "Item
Discount” prices. UPDATE PRICES does not replace "OverRidden" or "ltem Discounts" and RESET
PRICES does.

List Price/Your Price
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The list price is used along with a special receipt that shows both a "List Price" and "Your
Price". These types of receipts are frequently found in discount/warehouse stores. The only
purpose of the list price is to show on the receipt. This type of receipt can also show a List
Price/Your Price summary at the bottom. The summary shows the customer the total savings for
the transaction (see Receipt/Invoice Setup to select this type of receipt).

It is important for the appearance of the receipt that the list price is above (or sometimes equal to)
the price charged for the item. It would not look good if the receipt showed a list price of $9.99
and the customer was charged $12.99. To avoid such an embarrassing situation, the system
makes sure that this does not occur.

For each product, the list price can be a standard fixed price taken from the List Price field in the
PRODUCT1 database table, or it can be a percentage of the standard price, calculated using the
List Discount field in the PRODUCT1 database table.

Remember, the only purpose for the list price is to show a comparison on the receipt, making the
customer feel they have gotten a good/special price for the item.

How the System Calculates the List Price

e First, the List Price field is compared to the price calculated for the item. If the list price is
larger, it is accepted and placed on the receipt.

e |If the list price is smaller, or does not exist, the List Discount field is used to calculate the list
price as follows:

Standard Price/(1 - List Discount)=List Price
Note: The actual price charged may be the BEST PRICE.
e |If a List Discount amount is not provided or the list price is still smaller than the price selected
for this customer, then the price being charged is also placed in the receipt's list price

column.

Note: When the system calculates a payment or the sale of a gift certificate into the transaction, the
list price and list discount fields will be ignored. The same payment or gift certificate price will be
shown under list price in order not to distort the "You Saved" total in the summary section.

How To Always Show A Fixed Percent Discount

Based on the above discussion, if you wish to show a 20% discounted price, you would leave the
List Price set at zero and put .2 into the List Discount field in the PRODUCT1 database table.
Then the customer will always be given a receipt showing a list price that is at least twenty
percent above the standard price.

Use the following UPDATE Query to change or place a common percent for all products.
UPDATE [Productl] SET [List Discount] =.2 WHERE [Type Code]=0
The List Price is 20% above the standard price and not 20% above the BEST PRICE (actual

price charged for the item). So if quantity, promotional sale, or customer pricing was used to
determine the BEST PRICE, the customer may appear to get better than the 20% discount.
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The important thing to remember about the List Price/List Discount Receipt is that it is all an
illusion for the sole purpose of the List Price/Your Price type receipts. The List Price or List
Discount has nothing to do with the actual selection of the price charged to the customer. All
prices are still selected based on the same criteria used for all transactions.

Discounts

Store Manager allows entire Transaction Discounts, individual Item Discounts, or a combination
of both. Both Transaction Discounts and Item Discounts can be entered as either a percentage
of the price or as a static dollar amount. The individual Item Discount is entered from within the
Product Access Window (Product ICON, F7), while the Transaction Discount is entered from
within the Transaction Options Window (Transaction ICON, F4).

The Transaction Information Box on the bottom section of the screen will indicate if a
Transaction Discount has been initiated and the Product Information Box will show the percent
discount for any Item Discounts (even those entered as static dollar values).

Note: The system does not allow a Transaction Discount in the same transaction with a negative
guantity (exchange, trade-in).

LAYAWAYS

Placing Items On Layaway

The system allows the cashier to identify the entire transaction as a layaway or mark individual
items within the transaction for layaway.

e To identify the entire transaction for layaway, select the Transaction ICON (F4) for the
Transaction Options Window (F4). Then check the Layaway Transaction box. The same
sequence of events will toggle a transaction layaway off.

e To identify an individual item (line item) as a layaway, move the highlighted indicator bar to
the desired product line and bring up the Product Access Window (F7), then check the
Place Item on Layaway box. The same sequence of events will toggle a layaway off

The Product Information Box Layaway: line will display either "No", "ltem", or "Transaction",
depending on the layaway status. If the cashier identifies an individual item for layaway, and then
decides to make the entire transaction a layaway, there is no need to adjust the individual item.
The program will recognize the conflicting entries and adjust accordingly.

As the transaction is totaled, by selecting the Tender ICON (F8), the system checks to make
sure a customer has been identified. The system will require that a customer be identified if any
layaways have been included in the transaction.

As a transaction with a layaway is completed, the cashier charges the unpaid balance to the In-
House Credit tender category which sets up an account receivable for the customer. Tracking
the customers' payments and charges for the layaways is accomplished through the accounts
receivable function. Items can be added or removed from the customer's layaway inventory and
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the amounts paid and charged are recorded in the customer's account. If a receivable already
exits for this customer, the layaway amount is added to it.

A customer's layaway can also be tracked separately from an ongoing account, or other ongoing
layaways, by assigning the customer a second customer code. See Multiple Customer
Accounts/Multiple Layaways later in this section for additional information.

When the transaction is recorded, all items marked for layaway are removed from inventory, and
placed in the Layaway database table. Only products are placed on layaway. Any rentals,
services, payments, or gift certificates included in a layaway transaction will not be put in the
Layaway database table. The transaction will process these items (types) normally.

Layaway Database Table
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View Customer Layaways

The Layaway database table stores the information about items that have been placed on
layaway. Any currently identified customer’s layaways can be accessed by selecting VIEW,
CUSTOMER LAYAWAYS from the Store Manager Cash Register menu or the Layaway ICON
from the Customer Window. The entire Layaway database (all customers) can be accessed
through the Store Manager Office OPEN DATABASE, Layaway Database Table.

Picked Up Layaways

When a customer picks up a layaway, they will generally make a final payment on the layaway.
The cashier will check the accounts receivable balance as the customer is "IDed", this will
determine the final payment amount (see Payments on Layaways later in this section).

Once the layaway has been picked up, the layaway should be deleted (or the pickup indicated)
by bringing up the customer’'s Layaway database table. To do so, select VIEW, CUSTOMER
LAYAWAYS, then delete all or just the desired layaway items.

If you would rather maintain a record of past layaways than simply deleting them, replace “On
Layaway” in the status column with "Picked Up" or whatever you desired to indicate a layaway
has been picked up. The date and names may also be changed to the individual who made final
payment and/or picked up the items.



POS-X Store Manager for Windows 40

The same is true for a partial pick-up. A single item can be deleted or "Picked Up" may be
placed in its status field.

Returned/Canceled Layaways

The Sales Return function should always be used to cancel layaways. Using the Sales Return
function to cancel a layaway allows the system to adjust sales totals, taxes, and accounts
receivable to reflect the returned layaway.

Policies on canceling layaways vary widely. Customers sometimes wish to cancel some items
while retaining others. If there is no clear company policy on canceling items on layaway, the
cashiers will become quickly confused.

Is money/fees kept for returned layaways, if so how much?

Is money kept for partial returns?

e How much of the balance from partial returns is applied to the remaining layaways?
e Do you return the layaway fee?

We will use an example to help show some of the possibilities.
A customer has several items on layaway. They decide they no longer want one of the items.

First, the cashier would identify the customer, then look up the original price and tax code
charged for the item from the VIEW, CUSTOMER LAYAWAYS menu selection.

In our example we will say the original price was $10. You're policy is to return 80% (you would
also want to collect 20% down on layaways if the 80% policy is to be strictly enforced). A Sales
Return Transaction is started the transaction is identified as a Layaway Transaction. The item
being returned is entered into the transaction. The Product Access Window is called (F7). The
return price for the item is changed from its current price to $8 (.8 X $10). Select the original tax
code, if necessary, so the correct sales tax will also be returned. Then call the Tender Window
(F8).

If the customer wished to apply the entire $8 to the remainder of the layaway, the cashier will
apply the $8 to in-house credit (this would reduce the customer’'s account balance by the $8).
The amount could also be split--say with $2 cash returned and $6 to in-house credit. Or the
whole 8$ could be returned as cash.

As you can see, the amount to return and how to return it when dealing withlayaways needs to be
a matter of policy.

When a sales return is processed on a layaway transaction or a transaction with items marked for
layaway, all items in the sales return transaction that are marked as layaways are returned to
inventory (whether or not the items are listed in the customer's layaway database). Additionally,
all layaways in the transaction will be entered as a negative in the customer's layaway database,
and the "Status" column will show “Canceled”. The canceled layaways are meant to offset the
original items placed on layaway, and provide a trail to document what has transpired. Once this
layaway information is no longer needed, the original and offsetting layaways should be deleted
from the Layaway database table (from the VIEW, CUSTOMER LAYAWAYS menu selection or
the Layaway ICON (F9) in the Customer Window.)

Abandoned Layaways
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Sometimes layaways will be abandoned. The procedures are similar to a canceled layaway.
Obtain the A/R balance on the layaway from the customer's account. Process a return
transaction for the item(s) on layaway. This is a bit tricky because you will want to get the
amount returned plus the tax on the item(s) to exactly equal the amount in the account
receivable. If you do not want to do the math, you can use the trial and error method. Enter the
amount in the Product Access Window, exit the window, then check the amount in the
Transaction Totals Box. Return to the Product Access Window to re-adjust the amount.
Repeat this until the total is equal to the customer’s accounts receivable.

The formula for calculating the amount is:

price = accounts receivable / (1 + tax rate).
Now process the return charging the total amount to the In-House Credit Tender Category.
This will back the portion of the accounts receivable and sales taxes that were not collected from

the abandon layaway out of your sales and sales tax totals. The portion that was collected will
correctly remain included in the sales total.

Voided Layaways

When a layaway transaction or a transaction with layaways is voided, any layaways in the
customer's Layaway database table associated with that transaction will be deleted. All items in
the original transaction are returned to inventory (whether or not the items were still listed in the
customer's layaway database).

Layaway Service Fees

If you charge a layaway service fee it can be entered as a service type code (type code 1) or a
special type code (type code 5) in the product database. Enter the service fee in the same
transaction with the layaway to get the service fee recorded up front. For example
Product Code = LSF, Description = Layaway Service Fee, Type Code =5, and Standard
Price = 2.50.

Multiple Customer Accounts/Multiple Layaways

The layaway function uses the customer's account receivable to track the layaway. Because of
this, if the customer also maintains an open account in the store, it will be necessary to record
two instances of the customer’s account--one for open accounts and one for the layaways. We
suggest the same Customer Number be used for both, except follow the layaway customer
account with dash L1 (-L1) for layaway one. If it is desirable to keep items placed on layaway at
different times in separate accounts, the same concept can be continued with -L2, -L3, -L4, ...
etc.

Payments To Layaway Accounts

A payment on a layaway is the same as a payment to an account receivable. See the next
section on Payment To Accounts And Layaways.
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PAYMENTS TO ACCOUNTS
AND LAYAWAYS

Payments To In-House Accounts

Making a payment to an account at the register is very simple. To the cashier, it looks and is
handled just as a product or service sale. To the program, however, it is a payment to an
account and is recorded as such.

Payments on accounts may also be made during a sales transaction. The customer’s receipt will
show that they made a payment along with their purchases.

The Productl database table comes setup with two payment records -- PAY, for “Payments on
Account” and LAY, for “Payment on Layaway”. You may add more or change these records if
you desire. See Setting Up Additional Payment Records in this section.

If the cashier needs to know the customer’s current account balance, that information can be
accessed by either selecting VIEW, CUSTOMER ACCOUNT from the Store Manager Cash
Register menu or selecting the Account ICON from the Customer Window.

To make a payment to account follow these steps:

¢ Identify the customer (the system will require this if forgotten).

e Enter the product code: PAY.

e Select the Product ICON (F7), the Payment Window will appear instead of the
normal Product Window.

Enter the payment amount and close the window.

Identify any other items being sold (the order is not important).

Total and tender the transaction normally.

e The receipt will reflect the payment along with any purchases.

The tender categories should reflect the currencies that were actually paid with--if they paid
with Visa, then record the tender in the Visa tender category, etc.

The account receivable totals for the customer will be automatically recorded and
adjusted to reflect the payment.

Payments To Layaways

A payment to a layaway is handled the same as a payment to any account receivable. To show
on the receipt that it is a payment on a layaway, instead of "PAY", you enter the Product Code
"LAY". The receipt will then show "Payment on Layaway" instead of “Payment on Account”.
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Setting Up Additional Payment Records

As mentioned, you may set up as many payment records as you desire. This is handy for using
the receipt to explain the transaction to the customer. For example, when a final layaway is paid,
some merchants prefer the receipt to say “Final Payment on Layaway”. We will use this as an
example to set up a new payment record.

To set up a new payment record:
¢ Open the Productl database table in Store Manager Office.

e Enter a product code in the Product Code field/column. It may be anything you like.
We will use "FINALLAY" for our example.

e Enter a description. This will print on the customer’s receipt so make it descriptive.
We will enter "Final Payment To Layaway".

e Enter the payment type code 3 in the Type Code field/column.

e Be sure to enter a zero as the tax code. You don't want to charge tax for a payment.
The customer was already charged taxed at the time of sale.

Note: The system automatically sees a payment as nontaxable even if their is another tax
code in the database. However, the system will also allow the payment to be changed
to a taxable item if for some reason that is necessary.

e Normally the standard price will be zero, because the payment amount will be
entered at the time of sale. However, if standard payments are common ($5 , $10,
$25, etc.), then they may be added to the payment records collection--there are no
limits to the number that may be included.

e Return to the first step to make any additional payment records.

e Close and exit the Productl database table. That's it, you may now enter
FINALLAY as a Product Code during a transaction to make a payment.
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SALES RETURNS, EXCHANGES,
AND
VOIDED TRANSACTIONS

The system automatically updates all sales and tax totals to account for returns and voids.
The primary difference between a void and a sales return is the handling of the amount tendered.

In a void, the original tendered amounts are voided/removed from the sales totals. In a sales
return, the cashier has control over the tender categories that will be returned to the customer.

Sales Returns

There are three methods for returning an item previously sold:

e Negative Quantities Method (Exchanges). An item can be entered into a transaction with
a negative quantity. The item and any taxes associated with the item will be subtracted from
the transaction total. If the transaction results in a negative (money is owed to the customer),
the amount due to the customer is returned as cash through the "Change". The inventory will
be updated to reflect the returned item(s). This method is generally used when one item is
exchanged for another. (Allowing negative quantities is a system setup preference and can
be turned on and off.)

e Manual Entry Method. A transaction can be identified as a Sales Return Transaction at
any time prior to completing and tendering the transaction. All amounts for items and taxes
within the transaction will be returned. Check the Sales Return box in the Transaction
Window (F4) to identify the transaction as a Sales Return Transaction. Alternatively, a
transaction can be identified as a sales return from the ACTIONS, SALES RETURN menu
selections.

o Recall Transaction Method. This method allows the original transaction to be recalled and
a sales return completed from that transaction. Once the original transaction is recalled, the
sales return transaction reverts to the manual method described above, and any items can
be added, removed, or changed before completing the return. Select the Recall ICON (F6),
then Sales Return from a Past Transaction (F9), then, as prompted by the system, enter
the transaction number of the original sale.

Completing a Sales Return

Sales Return Transactions are completed differently than negative quantity type returns.

e Sales Return Transaction. The standard sales transaction Tender Window, will become
the Return Window during a sales return transaction. Enter the currency type(s) being
returned in the appropriate tender category. If a charge card is being credited, then enter the
Visa, MC, etc. total. If the item was originally charged to in-house credit then that should be
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returned. If cash is being given, then enter the return amount in cash. A special sales return
slip will print in place of the sales receipt.

Note: When a Store Manager transaction is voided or a sales return is made, Store Manager
does not automatically contact the credit card company with that information. You must
separately process a refund/void using PC-Charge to remove the charge from the
customer’s account.

e Negative Quantity Transaction. This is a regular Sales Transaction with a negative
guantity for one or more items in the transaction. The price and tax for the item(s) will
automatically be subtracted from the total owed by the customer. If the total being returned
to the customer is greater than the new sale/exchange, then the additional amount will be
returned in the same manner as change is normally returned (from cash). If this is not
acceptable, then a separate Sales Return Transaction should be used (where the cashier
has full control over the returned currencies).

Voids

A Void returns a transaction and all sales totals back to the amounts that existed prior to the
transaction. There are three methods to process a void. All are accessed from the Recall ICON
(F6) on the toolbar.

e Void, Then Restore the Last Transaction (F5). Voids the last transaction, then
restores the transaction to the way it was prior to totaling/tendering the transaction.
Used primarily for the customer who remembered another item they wished to
purchase after the sale was completed.

e Void the Last Transaction (F7). Voids the last transaction.

¢ Void a Past Transaction (F8). Voids a past transaction. The system first prompts
the cashier for the transaction number. After the void is complete the cashier will be
prompted to identify if the current drawer totals should reflect the void.

Note: When a Store Manager transaction is voided or a sales return is made, Store Manager
does not automatically contact the credit card company with that information. You must
separately process a refund/void using PC-Charge to remove the charge from the
customer’s account.

Exchanges / Trade-In's And Taxes

An exchange is a return and, unless dictated by your taxing institution’s rules, the tax code would
normally be the same as the original sale. This will return the correct amount of tax back to the
customer and adjust the system's taxable totals.

If using the exchange capability to conduct trade-ins, the trade-in should not normally be a

taxable event. The tax code entered for the item being accepted should be zero (for nontaxable).
The system will then not calculate a sales tax return.

Sales Returns and Gift Certificates

See GIFT CERTIFICATES.
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Sales Totals for Sales Returns & Voids

Sales Returns and Void Last Transactions reduce the day, month, year, and life sales totals as
reported on the sales reports and printed on the Master Sales Report by the values being
returned or voided.

Voiding a previous day’s transaction should not be a common occurrence. We can think of
few reasons why a previous day’s transaction should be voided; however, we have provided this
capability. When processing a void from a previous day, you will need to keep in mind that the
current day’s sales totals are adjusted along with all the other (month, year, life, etc.) sales totals.
This is necessary to keep the records in balance. If you are processing a lot of these previous
day’s voids, you may want to do them separately at the end or beginning of the day, then Close
The Register. This will keep the voids from being reflected in the current day’s sales reports.

Drawer Totals for Sales Returns & Voids

Sales Returns and Void Last Transactions are always subtracted from the current drawer totals.
For Void Past Transactions, the cashier is requested to determine if the drawer totals should be
adjusted to reflect the void.

A void on an out-of-the-current-drawer-period transaction should not normally affect the drawer
totals. Thus, drawer totals should not be updated.

Note: The Audit Log records the update decision along with the void.

Because sales returns are always assumed to be taken from the drawer, returns that are not
actually taken from the drawer require special consideration. For example, if a check was issued
for returned merchandise, the checks in the current drawer will be off by that amount. The same
would be true if returned cash was taken from another source, such as a safe. This presents no
problem except remembering why the drawer is off. If desired, the drawer total can be manually
adjusted to reflect the return.

SERIAL NUMBERS

Store Manager allows assigning, or identifying, serial numbers as items are sold. Products
whose serial numbers are to be tracked must be identified with a “Yes” in that product’'s Serial
Number column/field (Productl database table). When an item is entered into a transaction, in
which the Serial Number field is set to “Yes”, these actions will occur:

e A Serial Number Window will appear requesting the serial number for the item
being entered into the transaction.

e The transaction will require that the customer is identified.
e The product’s serial number will be placed on the receipt.

e The item, along with sales information, will be stored in the Serial Number database
table for future reference.
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The Serial Number database table stores serial number information including the customer, date
of sale, transaction number, purchase cost, etc. (See Appendix 2 for complete database
information.)

GIFT CERTIFICATES

Gift certificates can be sold, redeemed, and tracked through Store Manager. A GIFT
CERTIFICATE database table maintains information on outstanding and redeemed gift
certificates including serial number, sold-to customer (optional), redeemed-by customer
(optional), face value, date sold, date redeemed, sold transaction number, and redeemed
transaction number.

Selling Gift Certificates

A gift certificate record (Type Code 4) must be included in the Productl database table for a gift
certificate to be entered into a transaction. Store Manager comes already setup with one gift
certificate record in the Productl database table which can be used for all gift certificate sales.
Gift certificates are identified to the system by the Productl database table Type Code 4. Users
may add as many gift certificate records as they like. A different record can be added for different
certificate face values, making entering the face value of the certificate during the transaction
unnecessary.

To sale a gift certificate:
e Enter GIFT as a product code.
e The system will prompt the cashier for a serial number. If your gift certificates are not
serial numbered, you will have to uniquely number the certificates. Write or stamp
the numbers on the face of the certificates as they are sold, so they can be identified

when redeemed.

e Set the price equal to the face value of the gift certificate (change prices as with any
other product).

e Enter any other items into the transaction that the customer is purchasing in the
same transaction (gift certificates can be entered before or after other items).

e Total and tender the transaction normally.

Serial Numbers and Gift Certificates

A serial number or control number is required for all gift certificates that are sold. This number is
used to identify the certificate when redeemed and to identify the certificate in the Gift Certificate
database table.
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Gift certificates may also be tracked like any other serial numbered product. Set the Serial
Number field/column in the Productl database table to “Yes”. If set to “Yes”, when a gift
certificate is sold, the customer’s name will be required before the transaction can be completed.
Then the item will be stored in the Serial Number database table along with the other serial
numbered items.

Identifying the Customer

Identifying the purchaser or redeemer of a gift certificate is optional. If the customer is identified,
the system will record that information. The system does not, however, require that either the
purchaser or the redeemer be identified. The system can be forced to identify the sold-to
customer by setting the Serial Number tracking option to “Yes” (as explained above).

Redeeming Gift Certificates

To redeem a gift certificate select the Gift ICON (F9) from the Tender Window's toolbar. The
Gift Certificate Lookup will appear in serial number order. Select the serial number for the gift
certificate being redeemed. Repeat this procedure for any additional gift certificates (when more
than one gift certificate is being redeemed). A Gift Certificate tender category will appear in the
Tender Window, adding the value of the certificates into the tender total.

Once a gift certificate has been redeemed, it will no longer be available for selection from the Gift
Certificate Lookup.

+#: Gift Certificate LaokiUp X

Face Value

12345 [sz5.00

12346

12347 Sold To [Last Namel:
St
Sold To (Fist Nare]
[John
Dt Sold:
1072372008

oK Cancel
(E=c)

Select with arrow keys of mouse,
then press ENTER ta accept

Gift Certificate Lookup

Reselling Gift Certificates

Redeemed gift certificates cannot be resold (as identified by same serial number) unless the gift
certificate is first removed (deleted) from the GIFT database table. Redeemed gift certificates
can be deleted individually, or all redeemed gift certificates can be deleted with the following
Update Query:

DELETE FROM [Gift] WHERE [Redeemed] = Yes
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Sales Taxes and Gift Certificates

Normally sales tax will not be charged on gift certificates. The sales tax will be charged on the
merchandise when the gift certificates are redeemed. To prevent accidental charging of sales tax
for gift certificates, the system automatically defaults to nontaxable for the sale of gift certificates
(even if the database has a different tax code). We have allowed for certificates to be changed
back to a taxable item (through the Product Access Window), however, we are not aware of
any circumstances where this would be used.

Discounts on Gift Certificates

In order to keep Gift Certificate dollars equal to real dollars, the system takes control of the face
value of the gift certificate, making it equal to the actual selling price. By doing so, the system
forces correct recording of gift certificate sales.

If you override this feature by giving the customer a discount (transaction discount) on the gift
certificates, a special accounting situation arises that the system does not automatically handle.
When the certificates are redeemed for merchandise, the merchandise is sold for discounted
dollars. This will cause your sales to be inflated by the amount of the discount. If not properly
accounted for, you will pay sales tax and income tax on the discounts that are not due.

If you plan on discounting gift certificates, be sure to notify your accountant so he can adjust
sales for the discounted dollars redeemed.

Returning In-House Credit/Another Certificate

Some merchants have policies to give in-house credit instead of cash change for the remaining
balances on gift certificates. If this is your policy, cashiers will need to complete the transaction,
then perform another transaction with a payment to account equaling the amount of the change:

e After completing the transaction, note the amount of change due to the customer.

e Start a new transaction.

o |dentify the customer.

e Enter the Product Code PAY (processing a payment will credit the customer’s
account).

e Select the Product ICON (F7), the Payment Window will appear instead of the
normal Product Window.

e Enter the amount of change due to the customer from the previous transaction as the
payment amount.

e Total/tender the transaction with Exact Cash.
Charging the payment to the Cash tender category will keep the drawer straight. The customer

will receive a credit balance in their A/R account. Subsequent purchases charged to in-house
credit will reduce this amount.
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Returning another gift certificate for the remaining portion of a redeemed certificate will require a
stock of gift certificates with the ability to write-in or change the face value. As with the above in-
house credit, the first transaction must be completed first. Then perform another transaction
selling a gift certificate for the amount of the change. Charge the sell to the Cash tender
category.

Sales Returns and Gift Certificates

There is no direct method to issue a gift certificate during a sales return. If you wish to give gift
certificates instead of cash/check for returned merchandise, or if the original sale involved a gift
certificate and you wish to return it, then follow these steps:

e Complete the sales return first, using the return Cash category.

e Do not give the customer the cash.

e Complete a second transaction issuing (selling) the customer a gift certificate.

e The value of the gift certificate will be that of the cash in the previous sales return
transaction.

e Charge the sell to the Cash tender category and give the customer the certificate.

Sales Return/Complete Refund for a Gift Certificate

If you wish to return a customer’'s money for a gift certificate that they are returning.

To completely refund a gift certificate:
e Select SALES RETURN from the Store Manager ACTIONS menu.
e Enter the product code for the gift certificate-GIFT.

o |If the transaction has been identified as a sales return, the system will bring up the
outstanding gift certificates in the GIFT CERTIFICATE LOOKUP WINDOW. Select
the gift certificate being returned.

e Repeat for any additional gift certificates being returned.
e Close the sales return transaction normally.

Note: When a return on a gift certificate is completed, the cashier is likely to place the returned
certificate into the drawer. This will make the returned certificate appear to be taken in as part of
a regular transaction. Technically, the gift certificate should be returned to the gift certificate
stock (as with any other return) and not to the drawer. To summarize, cash returned for a $20
gift certificate, will reduce the cash in the drawer by $20, but correctly will not increase the
drawer’s gift certificate total by $20.
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Accounting for Gift Certificates

When a gift certificate is sold, it becomes a liability of the company. Cash has been received for
merchandise to be provided at a later date. A general journal entry for the sale of a gift certificate
would be:

Cash (debit) $10.00
Gift Certificate (credit) $10.00

When redeemed, depending on the circumstances, the general journal entry might appear as
follows:

Gift Certificate (debit) $10.00
Sales (credit) $7.50
Sales Tax Payable (credit) $0.38
Cash (credit-for the change) $2.12

The above journal entries would be incorporated into the "Suggested General Journal Entries" on
the "Master Sales Report".

RENTALS

Rental items are identified to the system by placing a “2” in the Type Code field of the Productl
database table.

Rentals have two inventory levels: IN and OUT (1 =in and 0 = out). When entering a rental item
into the system (Productl database), set the inventory originally to 1, for in.

Store Manager’s rental capabilities are designed for each rental item to have its own separate
product code.

Rentals automatically require that the customer be identified at some point during the transaction.

For the Cash Register procedures, there is no difference within the transaction between renting
an item and selling an item. The cashier follows the same procedures to rent an item out as they
do to sell an item. The type code (2) signals they system that the item is a rental and handles it
appropiately.

When a rental item is entered into a transaction, it is automatically placed in the Rental List along
with the renting customers name, number, and the due date and time. This rental list may be
accessed in the Store Manager Cash Register at View, Rented List or in the Store Manager
Office at File, Open Database Table, Rental.
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Setting the Due Date/Time

The due date and time is automatically assigned to an item as it is rented. You may select how many days
and the time that is automatically assigned at Actions, Rental Due Date. If you need to change the due
date or time for an individual item, you will need to first complete the transaction. Then select, View,
Rented List and change the date and time to the desired date and/or time.

+*% Set Rental Due DatefTime @

ﬁ Time Duet| 1200 AM Ok
[Eutc)
Days Before Due: ,7?4

LCancel
[ Time Due Equals Cunient Time [F3) @

Renting An Iltem That is Recorded as Out

A common dilemma occurs when a rental item has been returned to stock, yet the records were
not updated to show this. When the rental item shows up at the register, it is obviously available
for rental. As the item is entered into the transaction, the clerk will receive a message that the
item is recorded as rented. The cashier will then be given the opportunity to return the item to
inventory and continue, or cancel the rental request. If the cashier chooses to rent the item, the
customer records will be updated to return the rental for the customer who was currently charged
out for the item and charge the item out to the new customer.

Confusion may result if this transaction happens to be subsequently voided. If this occurs, the
item will be returned to inventory, removing the “rented to” customer, however, it will not charge
the item back out to the customer who had been originally charged. This may or may not be a
desirable condition. Because of this dilemma, the ability to rent an item whose records show has
already been rented, can be password protected, thus leaving the on-duty manager or owner with
the decision.
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Returning Rental ltems to Inventory

+*s Rental Turn-In @

Enter/Scan Product Code: _

Results:

Product: %1234
Status:  Turneln Recorded
Customer: 5551212
Date Due:  10/23/2004
Time Dug:  12:00:00 AM

Reserved For:

Rental Turn In

To return an item to inventory select ACTIONS, RENTAL TURN-IN from the Store Manager
Cash Register menu. The Rental Turn-In Window will appear. Scan or enter the product code
for the rented item.

After recording the turn-in, the system will automatically wait for the next item. This allows
scanning multiple items consecutively, without any keyboard action being necessary.

Sales Returns For Rented Iltems

Sales returns can be made on rentals. The item will be returned to inventory and the customer
will be removed from the “charged out” status. A sales return on a rental must be processed as a
"Sales Return Transaction" and not as a negative quantity (exchange). If the item is recorded as
"IN" the system will still allow the sales return to process, thereby allowing a sales return to
process on an item that may have already been turned in.

QUANTITIES FOR RENTALS,
PAYMENTS, AND GIFT CERTIFICATES

The system processes one rental, payment, or gift certificate each time one is entered into the
transaction. A quantity different than one may be used for effect or to adjust the total price,
however, only one rental, payment, or gift certificate is actually recorded.
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Rentals, payments, and gift certificates cannot receive zero or negative quantities. The system
will stop the transaction when the cashier attempts to total/tender a transaction that has a zero or
negative quantity for one of these items.

If you wish to record an item as rented, without charging the customer, then set the price to zero--
not the quantity.

CUSTOMER INFORMATION

Identifying the customer may or may not be necessary for your business or for the individual
transaction. Identifying the customer is not a necessary part of most transactions, but is required
for certain transactions.

Identifying the customer automatically records customer sales history (system setup option),

allows you to generate mailing lists, and prints the customer's name and address on the receipt
or invoice. In addition, identifying the customer is required to perform certain functions.

Identifying a Customer

The system can optionally require that a customer be identified for each transaction or it can just
remind the cashier to identify the customer (system setup preference). When one or more of the
following takes place in a transaction, the system will require that a customer be identified:

A layaway occurs.

A serial number tracked item is entered into the transaction.
In-house credit is granted for the transaction.

A payment on an in-house account is made.

e Anitemis rented.

+*2 Select or Add Customer EJ

Enter/Scan Customer Code: ||

LookUp by Customer Code @ 0K
(Exb]

Lookup By Customer Name ]

LCancel
LookUp by Company Name ] @

Select or Add Customer

To identify a customer into a transaction, select the Customer ICON (F3) and a prompt for the
customer code will appear. Enter any one to sixteen-digit alphanumeric as a customer code, or
use the handy lookup function to lookup the customer by Customer Code (F6), Customer Name
(F7), or Company Name (F8).

If the customer already exists in the customer database, the customer's name, address, phone
number and all customer information previously entered for that customer will be displayed. If the
entered customer number is not in the database, the system assumes a new customer is being
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entered and an empty record appears. The new customer's name, address, phone number and
any other desired information can then be entered.

Use the up and down arrow keys or the tab key to move around in the Customer Window. To
exit the customer window, the cashier must either select F2 or Escape. F2 will identify this
customer with the transaction. Escape will exit without identifying a customer (or turn off a
previously identified customer). The Transaction Information Box will display either the
customer code or "Not Identified" indicating if a customer has, or has not been, identified for the
transaction.

Customer

Btz |555-1 — [~ Auto Select Tax Code
Last Mame: |Smith First: [John l—_|
Fompans |XYZ el Price Code: | 5-Standard Price -

Address: |1234 Meadow Brook Lane

City: |Houston

State: |TX Postal Code: | 74564 Customer History

|9]2 R Date Last Sale: 23-Oct-D4
Phaone: SR

Last Transaction: 001003
Month-To-Date Sales: $5.00

Meszage: |

Tas Nmbr: | Year-To-Date Sales: $5.00
Sort Code: Life Sales: $5.00
Dpen Text 1: | Year-To-Date Returns: $0.00

Open Text 2 |

l OK - Identify Customer @l l Cancel - Release Customer @l
Customer Window

Using the Customer Window

The Customer Window has many functions. Many retail businesses will find they use only the
most basic functions for storing their customer’s names and customer history.

All fields that appear on the Customer Window can be accessed by opening the Store
Manager Office Customer database table. Some of the not so obvious fields are explained as
follows:

e Message. This message field is used to relay a special message to the cashier the next time
the customer is identified (e.g. left hat in store, ordered merchandise is in, NO CHECKS, see
manager, etc.).

e Tax Nmbr. Reseller number, if applicable.

e Sort Code. The sort code is used by Store Manager Office’s customer address label
function to identify customers for special mailings. (see Chapter 4, Customer Address
Labels).

e Open Text 1 and 2. These fields are used for additional customer information for which no
field was provided. For large amounts of additional information, use the Notes function.

e Tax Code. See SALES TAX ALTERNATIVES, Customer Auto Tax.
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e Price Code. See SYSTEM PRICE SELECTION, Customer Price.

e Credit Limit. Used with System Preference, “Use credit limits” (Store Manager Office,
SETUP, SYSTEM SETUP menu selections). If selected, the system will halt a tender in
process if the tender will cause the customer’s account to exceed the amount in the
customer's Credit Limit field. If the cashier's password level allows it (or the manager
overrides it), the customer’s credit limit may be raised and the transaction completed. Credit
limits may be different for every customer. A default credit limit amount can be assigned to
all new customers from System Preferences Page Two, (Store Manager Office, SETUP,
SYSTEM SETUP, More selections).

Note: To assign everyone a credit limit of $500 you could use the following Update Query:
UPDATE [Customer] SET [Credit Limit] = 500

Then lower or raise the customers that you want to have more or less credit. Place
customer’s you don’t want to have any credit at zero.

e Customer History. The customer’s past sales history is shown in the Customer History
Box. The Month-To-Date sales, Year-To-Date sales, and Year Returns do not include any
sales taxes that may have been charged. The Month and Year-To-Date totals have been
adjusted to reflect sales returns. A password level higher than the cashier's for “Show
Customer History” will keep this information from appearing on the screen.

The customer’s account, layaway, and rental information is available from the Customer

Window toolbar. The same information is available from the Cash Register’s VIEW menu once
the customer has been identified.

Notes
The Notes Icon brings up the Customer Notes Window which provides a scratch pad area to

maintain note-type information about customers. The convenient Date Stamp button
automatically inserts the date and time into the note at the insertion point.

FOOD STAMPS

Two System Preferences (Store Manager Office, SETUP, SYSTEM SETUP menu selections)
are used with food stamps:

e Use Food Stamps. Check if you wish the system to handle food stamps.

e Food Stamps default to exact qualified. If you want the food stamp amount to default to
be exactly the food stamp qualified amount, then check this box (for food stamp card-type
sales areas). If not checked, the amount will default to the next highest dollar (for regular
food stamp sales).
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= Food Stamp -
MNonQualified ltems: $4.50
MNonQualified Sales Tax $0.33
Total NonQualified $4.83
Total Food Stamp Qualified tems: $12.50
Food Stamps Tendered: 13 00]
Food Stamps To Return 0.00
Change/Coin To Return 0.00
Change To Apply 0.50
SSFramel
It the total tood stamp gualified iterns are paid by food stamp, then the
remaining payment for nongualified iterms will be
4433
OK Calculate Cancel
B (=)

The Food Stamp Window

Using Food Stamp Features

All qualified food stamp items must have their Productl database table Food Stamp
field/column set to “Yes” so the system will recognize them as food stamp qualified items.

When food stamps are tendered for a sale, the cashier selects the Food Stamp ICON (F10) from
the Food Stamp Window. Depending on the default selection “Food Stamps default to exact
amount”, the window will automatically enter an expected food stamp tender amount based on
the total food stamp qualified items. If this is not the amount tendered, the cashier enters the
actual amount.

The window shows the breakdown between food stamp qualified and nonqualified items. The
window will also calculate and show how much food stamp change will be applied to any other
nonqualified items. This information is primarily provided for the cashier to offer explanations to
the customer, as the system automatically handles this situation.

When the Food Stamp Window is closed (OK selected), the information in the Tender Window
will reflect the food stamp totals. The cashier will be shown how much change and how many
food stamps to return to the customer.

If nonqualified items are also in the transaction, the cashier will then enter the amount of cash or
other currency offered for payment of those items.

Food Stamp Limitations

Because allocating correctly between food stamp qualified and nonqualified items becomes
obscure in certain situations, the system does limit certain features when food stamps are
involved. You do not need to memorize these, as the program will notify the cashier if they
attempt to perform one of these procedures:

e Food stamps cannot be used with a transaction discount. Use item discounts so the system
will know if the discounted item was food stamp qualified or nonqualified.
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e Food stamps cannot be used with manual taxes.

e Food stamps cannot be used with a negative quantity in the same transaction
(return/exchange/trade-in).

e A return which involves returning food stamps must be done separately from nonqualified
items.

Special Food Stamp Tax Exempt Tax Cateqgory

Special Food Stamp Tax Exempt sales tax categories (day, month, and year) have been
included in the Sales Totals database table to account for a special situation.

The Food Stamp Tax Exempt sales tax categories are for only those items that were originally
taxable, but became tax exempt because they were purchased with food stamps (in most states,
these tax categories’ totals will remain at zero because the items are taxed the same as
nontaxable items). All items that were already nontaxable (regardless of it being a food stamp
sale) will remain totaled in the Nontaxable sales tax category.

BULK BREAKDOWNS

Bulk breakdown is the process of transferring between identical sales items that have been
packaged in different standard sales units. The best example of this is the transfer of sodas
between case, six pack, and single cans. The bulk breakdown feature allows inventory to be
managed at a higher level, leaving the system to automatically take care of the lower level
inventories.

Each product has two fields that manage the breakdowns: the Bulk Product Code field, and the
Bulk Brkdwn Qty field. Both fields are located in the Productl database table.

When an item reaches zero, the system will automatically go to the Bulk Product Code item and
remove 1 from its inventory. It will then increase the product being sold by the number in its Bulk
Brkdwn Qty field.

Items can have bulk breakdowns for up to 2 levels. For example a case of soda can break down
to six packs of soda, which can break down to single cans. While an actual case of soda might
never be sold, the product’s inventory can still be controlled at that level (the case level), greatly
simplifying the inventory process.

Examples:

Product Code Description Bulk Product Code Blk Brkdown Qty

08888811111 Soda, Single Can 08888822222 6
08888822222  Soda, 6-pack 08888833333 4
08888833333 Soda, Case N/A N/A
09999911111 Cigarettes, Pack 09999922222 10

09999922222 Cigarettes, Carton N/A N/A
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The above soda is an example of a two-level breakdown and the cigarette example is a one-level
breakdown.

The items are not actually transferred by the system until a sale is made in which the inventory
would drop below zero. Here is an example of how the soda inventory might look before and
after the sale of a SINGLE CAN of soda:

Before Sale After Sale

Soda, Single can 0 5
Soda, 6-Pack 0 3
Soda, Case 8 7

A problem arises with the transferring of bulk products when inventory is off (incorrect) in the
negative direction. This is a rare condition, as most incorrect inventories show more on hand
than actually is in stock (a result of pilferage, theft, etc.). During a transfer from any level, if the
on-hand inventory has gone into a negative status, the transfers will be suspended and inventory
will be removed from the primary item (into a negative quantity). Periodically, you may wish to
run an inventory report of all products showing a quantity less than zero. Those products should
be inventoried and quantities replaced with corrected numbers.

The query to identify negative inventories is:

SELECT FROM [Productl] WHERE [Inventory Qty] <0

Bulk Breakdowns with Voids and Returns

When a return/void is processed for an item with a bulk breakdown, all items will transfer back to
the inventories from which they were originally broken down.

Bulk Breakdowns and Purchase Orders

It is generally desirable to keep the lower items (single cans or six-packs of soda) from showing
up on Purchase Orders and Reorder Reports. To keep them from being considered an orderable
product, place a negative number (-1) in Reorder Point field.

KITS AND CARRY ALONGS

Kits

The Kitting feature allows combining products into a "Kit", to be sold as a single item at its own
price. The system then adjusts the inventory for each item sold within that kit. The items within a
kit can be shown on the receipt, or optionally excluded from the receipt.

To illustrate, we are going to use a 5-Gallon Aquarium Kit as an example.
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To create a kit, first open the Productl database table in Store Manager Office (FILE, OPEN
DATABASE, Productl Database Table menu selections), then enter all information to create a
new product:

Product Code, FAKIT001

Description, 5-Gallon Aquarium Kit

Standard Price, 19.95

Tax Code, 1 (taxable)

Type Code, 0 (product type code)

Kitted/Carry Along, K (K for kitted, C for Carry Along)
Close the Productl database table

Now open the Kit database table in Store Manager Office (FILE, OPEN DATABASE, Kits
Database Table menu selections) and enter the items in the kit:

Product Code, FAKIT001

Show, Yes (Yes to show kitted items on receipt)
Product 1, 01698962005 (product code for aquarium)
Product 2, 02749894455 (product code for air pump)
Product 3, 02957843344 (product code for rocks)
Product 4, 02644327843 (product code for lid)
Product 5, 02723844477 (product code for light bulb)
Product 6, 02229899954 (product code for filter)

Qty 1, 1 (Enter the quantity in the kit for each item)
Qty2,1

Qty 3,2

Qty4,1

Qty 5,1

Qty 6,1

When the kit product code is entered into the transaction, the inventory for each item in the kit will
be reduced by the amount in the field/column.

In some situations (depending on how you want sales recorded and inventory controlled), it may
be more desirable to use the closely related Carry Along feature, than the Kitting feature.

Additional kitting information:

Deleted, erroneous, or nonexistent product codes are ignored by the kitting process.
Each kit can contain up to thirty-two items.

The only database field within the product database that is updated for a kitted item is the
inventory. All database sales are recorded under the primary item, and not under both the
primary and kitted item. If both were recorded, then the double counting would make cost
and profit reports inaccurate. If you are using the profit reports to report gross profits, you will
want to place the total cost of all the individual kitted items in the cost field of the primary
item.

The inventory is reduced only for the items in the kit and not for the kit itself. The kit itself
should always have an inventory of zero. This will prevent the inventory from being counted
twice (once for the kit and once for the items in the kit).
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e Kitted items are standard products and can also be sold (or not sold) as individual items
without any special requirements or consideration.

o A kit will not kit. Only one level of kitting is allowed by the system. You cannot kit within
another Kkit.

e Any product may be kitted as many times as desired.

e You may kit (and mix) services and products. For example, a primary item might be a TUNE
UP and kitted items might include oil (a product), oil filter (a product), change oil (a service),
check air filter (a service), and so on. As with a standard sale, the product inventories will be
adjusted, the services will not. The primary service (TUNE UP) will record the sale, the kitted
products will have their inventories reduced, however the kitted services will have no change
within the record at all. The primary purpose of kitting services is to show the work on the
receipt.

e You may wish to "add-back" or exchange an item while kitting. This is accomplished by
entering a negative number for the quantity.

For example, API sells a $549 special. One of the kitted items is the T-300 HP Wand.
An available upgrade is the SD-530 CCD Bar Code Reader which replaces the T-300
Wand. The original Special Kit subtracts 1 T-300 wand that needs to be put back in
inventory if a customer wishes to upgrade to the SD-530 CCD. So our upgrade is a
separate product that kits both the T-300 wand (with quantity of -1 to put the Wand back
in inventory) and the SD-530 CCD (with a quantity of 1 to remove it from inventory). Of
course, we do not select the upgrade’s kitted items to show on the receipt. The primary
item's description explains the item "UPGRADE: T-300 TO SD-530".

e The system does not stop and notify the cashier when individual kitted item's inventories fall
below zero.

e If no record exists for a product specified in a kit, it will not prevent the sale of the kit. The
item is simply ignored (inventory is not updated because it does not exist and no description
for the item is placed on the receipt).

e Bulk breakdowns are properly controlled during kitting.

e Rentals, payments, and gift certificates cannot be kitted or included as part of another kit. If
these types of transactions are marked as kitted, the system will ignore the kit and process
the item normally without any kitting taking place. If an item in a kit is a rental, payment, or
gift certificate, the kit will process normally and the item within the kit will be ignored.

¢ Individual items within a kit will not allow for serial number tracking. If an item within a kit is

one that needs serial number tracking, then either the entire kit should be tracked or the item
will need to be separated from the kit.

Carry Alongs

Carry alongs (also known as Tag Alongs) allow related products to be entered into a transaction
automatically whenever a primary product is entered. The best example of this is a soda as the
primary product with the bottle deposit as the carry along.
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Carry alongs behave just as if the cashier had entered the two (or more) items individually. Up to
16 items can be carried with any primary product.

To create a carry along, first open the Productl database table in Store Manager Office (FILE,
OPEN DATABASE, Productl Database Table menu selections), then enter a “C” in the
Kit/Carry Along field/column for the primary item to notify the system that a carry along is
associated with this product.

Now open the Kit database table in Store Manager Office (FILE, OPEN DATABASE, Kits
Database Table menu selections) and enter the items to carry along into the appropriate
fields/columns:

Product Code, 010223123456 (soda’s product code)

Show, Yes (Yes or No--all Carry alongs show on receipts)
Product 1, DEPOSITO001 (product code for carry along item)
Qty 1, 1 (quantity to carry along)

EMPLOYEE COMMISSIONS

If commissions are not used for your business, then completely ignore this section. The system
will automatically default to not calculating commissions.

Store Manager will maintain separate commission totals for products, services, and rentals. This
makes it easy to allow for different commission rates for each category. Commission rates can
also be different for each employee.

Store Manager Office will calculate and print a pay period commission report. This report
automatically calculates employee commissions due for the pay period. See Store Manager
Office, EMPLOYEE COMMISSIONS, Pay Period Commission Reports.

Commission totals are kept separately for pay period, day, month, and year. Day, month, and
year totals are cleared with their respective close function. The pay period is cleared separately
to coincide with the payroll.

Commissions are controlled through the Commission Code field and Employee ID field in the
Productl database table. Every product has three possible codes:

e Commission Code 0: No employee commission total is updated for this product, service, or
rental (default).

e Commission Code 1: The currently identified cashier receives the commission for this
product, service, or rental. To ensure employee commission records are being updated,
make sure the cashier is always identified by checking the System Preference, “Require
Cashier Identification” in the Store Manager Office SETUP, SYSTEM SETUP. If an
employee is not identified, then no commission total will be updated.

e Commission Code 2: The employee in the Productl database table Employee ID field
receives the commission for this product, service, or rental. Note: If the employee identified
in the Employee ID field is not a valid employee (does not match an Employee ID in the
Employee database table), then no commission total will be updated for this item.
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Note: A single transaction can have any combination of the above three types of commissions.

Returns/Voids and Commissions

Voids are always removed from the employees’ commission totals.

The system allows two choices for handling returns and commissions. Returns can be removed
from commission totals or not removed. To remove returns from commissions check the System
Preference, “Remove returns from commissions” in the Store Manager Office SETUP,
SYSTEM SETUP.

If returns are to be removed from commission totals the system must know which employee’s
commission the return should be subtracted from.

e |f the sales return originates from the original sale (by selecting the Recall ICON, then Sales
Return From A Past Transaction), then the original employee's ID is carried into the return
automatically.

e |If the return is started without identifying the original sales transaction, then the original
cashier will have to be re-identified for Commission Code 1 commissions (cashier
commissions) to be properly returned. Once a sales return transaction has been identified,
the menu selection ACTIONS, RETURN COMMISSION ID can be selected. Enter the
employee ID of the employee who is to receive the commission adjustment. If the employee
is not identified, a reminder will pop up when the transaction is totaled/tendered. If you
cannot trust certain employees to return a commission to the correct employee, then
password protect those employees from making sales returns.

No commissions will be updated for trade-ins/exchanges or returns made by using a negative
guantity instead of a return transaction. So if you need to update commissions on a return, use a
separate sales return transaction.
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CASH DRAWER TOTALS

+*s Drawer Totals @

Dirawar Taotak:
Cash Paid Out
Cash:

VISA: $65.47

MasterCard: ,W I
AMEX: [ 000 @
Discover/Mavus: ,W Erint
In-Houge Credit: ’W @
User defined: ’W
User defined ’W @
User defined ’W -
Gift Certificates: ’W
Food Stamps: ’W

Cash Drawer Totals

A cash drawer total is kept for each tender category. The totals are cleared (zeroed) when the
register is closed. To access the Cash Drawer Totals, select VIEW, DRAWER TOTALS from the
Store Manager Cash Register menu.

To automatically place a standard cash amount into the cleared cash drawer, place the amount
desired into the, Cleared Cash Drawer Cash, from the Store Manager Office SETUP, SYSTEM
SETUP, More button menu selections.

Note: A total for Cash Paid Out is provided. However, the cash total has already been adjusted to
reflect any cash paid out.

OPEN TRANSACTIONS

Store Manager keeps track of "Open Transactions" so they may be tracked and later recalled.
Open Transactions are generally used for Work Orders, Repair Orders, Quotes, Claim
Tickets, but may also be used for saving an uncompleted transaction or keeping several
transactions going simultaneously (primarily for bars and restaurants).

Storing an Open Transaction

To store an open transaction, enter items into the transaction as in a normal sales transaction,
then select the Tender Window (F8). From the Tender Window toolbar select the Store Trns
ICON (F7). As the transaction is stored, an option is available to also print out the work order,
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guote, or claim ticket. If additional information is required on the work order/quote/ticket to be
printed, the cashier may edit the work order prior to printing.

+*2 Open Transaction

l Store Transaction and Print " ork Order/Quote/Ticket (F2) @l

l Stare Transaction [F3) @l

Storing an Open Transaction

The work order/quote/claim ticket number is stored under the current transaction number.

Retrieving an Open Transaction

To retrieve an open transaction, select the Recall ICON button (F6) from the Store Manager
Cash Register toolbar. Then select the Recall an Open Transaction (F2) from the Recall Past
Transactions Window. The standard Lookup Window will appear. Select the open
transaction number from the list.

After the transaction is retrieved, changes or additions can be made just as in any transaction.
The open transaction can be saved again reflecting any additions or changes, or the transaction
may be completed.

When an open transaction is completed (tendered normally), the transaction will be automatically
closed (removed from the list of open transactions). The transaction number will be the same
number that the original open transaction was saved under.

PRODUCT INFORMATION

Product information, available from the VIEW menu selection, allows the cashier to obtain
information about any product without placing the item into the transaction. The large amount of
information available for each product makes this feature useful for many situations. After
obtaining the information, the user has the option to enter the product into the transaction, or
close without entering the product. The user also has the opportunity to switch to the primary or
secondary alternate product information.
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+*% Product Information

Fradguct Code: TMTIR Product Image

DESCRIPTION:

UNIT: ea

CURRENT INVENTORY: 12

DUE IN: 0

STANDARD PRICE: $239.00

TAX CODE: 1

TYPE: Product [CODE: 0]
SERIAL NUMBER RECORDED: No
FOOD STAMP QUALIFIED ITEM: No
PROMOTIONAL SALE PRICE: $0.00
PROMOTIONAL OVERRIDE: Mo
LOCATION: WareHouse
DEPARTMENT: DBPOS

SKU: 893375930

OPEN INDEXED:

YENDOR: EPSON v
Motes: [PageDown/Pagellp ta Enter/E =it Motes] l Close @]

Product Information Window

Product Information (Current, Next, or Always)

The Cash Register’'s VIEW menu gives the cashier three choices for retrieving product
information. The user may check PRODUCT INFORMATION (CURRENT), PRODUCT
INFORMATION (NEXT), or PRODUCT INFORMATION (ALWAYS). If Next is checked, the
next, and only next product entered, scanned, or looked up, will come up in the Product
Information Window. If Always is checked, every product entered into the transaction will first
pass through the Product Information Window. A shortcut to seeing the next product is
pressing the Cntrl+N keys prior to entering the product code.

Product Information (Current)

Selecting Product Information (Current) brings up the product information screen for an item
that has already been entered into the transaction. Move the highlight bar to the desired item and
press Cntrl+l or select from the VIEW menu.

Alternates

The user has the opportunity to switch to alternate products as assigned in the Product2
database table. If a primary or alternate product has not been entered or does not exist in the
product database, the control button will be disabled (subdued). The user can enter the alternate
into the transaction, close the window, or switch to another alternate.

Product Notes

If any changes are made within the Notes area, the program will prompt the user to determine if
the changes should be permanent.
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Product Image

A product image will display if available. To make an image available, the picture must be stored
as a bitmap file (.bmp or .dib) or as a metafile (.wmf) in the subdirectory \images. Bitmaps larger
than 160h X 200w pixels will be chopped to that size for displaying. Take this into consideration
during the original construction of the image files. Bitmap files can be created by numerous
programs including the Paintbrush program included with Microsoft Windows.

After the file is completed and placed in the \images directory, place the complete name of the
file (e.g. example.bmp) in the Product2 database table Product Image field/column. The image
will then automatically display whenever the Product Information Window is called.

INVENTORY QUANTITY LOOKUP

The cashier can view the inventory quantity of any item by selecting VIEW, INVENTORY
QUANTITY (Cntrl+Q) from the Store Manager Cash Register menu. This inventory request
reveals the inventory for the selected item (the item with the highlighted bar), plus any breakdown
inventories for two levels above the item. This is different from the way inventory is reported in
the Product Information Window; which shows inventory as reflected in the database without
consideration for the breakdown inventory quantities.

Inventory requests on items that are not products (not Type Code 0) are reported as not
applicable (N/A).

ADDING ON-THE-FLY

Adding on-the-fly means adding a product, service, rental, gift certificate, or payment during a
transaction. A product added on-the-fly will only require the minimal amount of information
needed to complete the transaction. Therefore it will be necessary to later add any other
information that may be wanted or needed. To aid in identifying the products added on-the-fly,
the new products are placed into a common department aptly named “on-the-fly”. Once
updated, they can be changed to the department in which they belong (if departments are being
used).

To add a product on-the-fly, simply enter or scan the product number. The system will recognize
that the number does not exist in the product database and ask the user if they wish to add it. If
the cashier chooses to add, the On-The-Fly Window will appear. The information needed to add
the product into the database and into the transaction can then be entered.
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42 0n-The-Fly 3]
Eplenng Fraduct: XyZiZ095
Required Entries: Dplional Entries:
Pice: [ Descriptont: |
TaxCode: [WNontswable =) Descipton2 |
Type Code: ,W‘ Unit: ,_

Quantity: 1.00 [ Serial Numbered tem [FS)

% oK Cancel
=

On-The-Fly

CASHIER IDENTIFICATION

The System Preference (SETUP, SYSTEM SETUP menu, Require Cashier Identification)
requires the cashier to always identify himself or herself by entering their ID and password when
the Cash Register is started. While the system does not require identifying the cashier, several
functions must have this information to be used or used to the fullest. These functions include
password protected areas, credit authorization, commissions, receipt name, and Audit Log
information. In addition, certain reports and databases store the cashier associated with a sale.
We suggest that all but sole owner-operated businesses (where there is one and only one person
using the register) use this Require Cashier Identification option.

SECURITY

Register Locked
@ Identification Required @

Enter User ID: ||

Enter Password: |

(v @ [« &

Password Access Window

To Setup and turn on password protection for the system, see PASSWORD SETUP in Chapter
2.

Once the password protection has been setup and implemented (turned on), password protection
becomes active. When an employee attempts to use a functional area that has a higher
authorization level than they have been assigned they will receive an "ACCESS DENIED"



POS-X Store Manager for Windows 69
|

message from the system. Someone with a higher access level will be needed to gain access to
that area (see Manager OverRide below).

Store Manager’'s SECURITY menu provides the following options:

e Lock Register. Brings up the Password Access Window. The system is locked and
cannot be opened until a valid ID and password are entered.

o Identify Cashier. For use by establishments that do not require cashier ID (using the
"Require Cashier Id" System Preference) and do not have password protection turned on,
but may want to identify the cashier to place on their receipts.

e Switch Cashier. Used to change the system recognition of current cashier without exiting
the register. May be used when switching cashiers or when two or more cashiers are using
the same register. If two or more cashiers are using the same register, you may also wish to
use the "Auto-Lock Between Transactions" System Preference. This insures the correct
cashier is identified with each transaction. If you plan on using this feature, keep ID numbers
and passwords as short as possible to minimize delays.

e Manager Override. Used to increase the authorization level to that of the manager or
whoever enters their ID and password. The purpose of this option is to let the manager
override the cashier’'s password level and gain access to a protected area. After the current
transaction, the system reverts back to the previous level prior to the override. The audit log
reflects that the password level was overridden.

OPENING CASH DRAWERS

If you have identified a cash drawer to be opened by the system (SETUP, EQUIPMENT menu),
the open signal sent by the system must be respected.

e The cash drawer signal precedes the receipt printing. If your printer is turned off you will get
a printer error. Waiting for the printer error for a printer that is turned off can take 15 or more
seconds. If your system appears to freeze up, the first thing you should think about is the
printer.

e Sending an open cash drawer signal to a printer that is not designed to open cash drawers
will cause varied results. Ejecting a blank sheet of paper prior to printing the receipt is a
common occurrence for lasers and ink jets.

e |f switching back and forth between two types of receipts, it will be necessary to use a cash
drawer opened by the serial port rather than one opened by a printer. Cash drawers opened
by printers must be connected to the current receipt printer. Thus, if printing to two different
printers, the cash drawer would only be able to open when printing to the one it is connected
to. To overcome this, use a serial-type cash drawer when printing receipts to two different
printers.
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CASH REGISTER RECEIPT OPTIONS

Select Printer

When the Store Manager Cash Register is started, all printing is assigned by default to the
Window's default printer. This can be changed with any Select Printer button. Select Printer
buttons are available on most Cash Register windows which also provide a print function.
Select Printer is also available from the Cash Register’s FILE menu.

The Select Printer feature provides a list of current Windows printers and drivers. It allows the
user to change the current printer by selecting a new printer from this list.

Once changed using Select Printer, all printing will default to the newly selected printer until
another is selected or the Cash Register is exited. The exception to this is charge slip printing,
which always defaults to the printer selected in PC Charge Setup.

If a default printer has not been selected in Windows, then the Select Printer Window will show

“Printer Not Selected”. A printer must be selected from your list of installed drivers. Printing
receipts without a printer being selected will cause unexpected results.

View or Print Past Receipts

Printing Past Receipts is available from the Recall ICON (F6). When View or Print Past
Receipt is selected, a prompt requesting the transaction number of the past receipt will appear.

Upon entry of a valid past transaction number, the Receipt Preview Window will display. If not
password protected, the receipt can be altered prior to printing. Any alterations made to receipts
will not be permanent. The next time the same receipt is recalled, it will be the original.

If the past receipt type is not the same as the current type, then it will be necessary to identify the
original printer and type of receipt.

«*: Receipt PreView E]
File Edt Receipt Type

| ~
AMERICAN PRECISION INSTRUMENTS
PO BOX 723
AFBUCELE, Ch 3591%

#001004
DATE: 23-Oct-04 TIME: 10:33 AM

PUMP REPAIR KIT

1.00 @ 1.75 1.75
ATR PIMP

1.00 @ 2749 27.49

SUBTOTAL z9.24
SALES TAX z.1z

TOTAL 2126

CASH 31.36
CHANGE o.00

w

[W] Jomoos [ ]M]|

Current Printer: EPSON TM-U220D Recipt on Ne0D: I Brint @] I Eut @]

Receipt Preview Window
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Print Last Receipt

Print Last Receipt is available from the Recall ICON (F6), the Cash Register’s FILE menu, or
using the Cntl+P keys. The last receipt did not have to be printed in order to reprint it.

Modifying Receipt Options

How a receipt will print is primarily determined by the Receipt/Invoice Setup in Store Manager
Office. However, changes to these options can be made prior to printing the receipt. Select the
Receipt ICON (F6) from the Tender Window’s toolbar. The Modify Receipt Window will
appear. This window allows the users to turn receipt printing on/off, change the type of receipt
and/or the printer to print to, change between standard and invoice formats, change the number
of copies to print, and change or select a receipt statement.

The cashier can select to Reset Defaults after Current Transaction, so the next receipt will
revert back to the default receipt options.

Note: If you change printers for just one receipt, you will need to change it back before printing the
next receipt. The Reset Defaults after Current Transaction, will not re-select the printer.

+* Modify Receipt @
Recsipt Printing o
®(0n! © o (fink]
Fis Cancel
Tinker:
@ Tape Printer O Tractor Fed DMP O Laser/Ink Jet @
Prirter
ecert Famat )
@ Standard O Invoice Format
Defaults
Reset Defaults after Current Transaction:
Copies to Print: 1 Statement File: None hd
o 58 HNone, ord to &
Current Printer. EPSON TH-U2200 Receipt on NeOD:

Modify Receipt Window

TENDERING THE TRANSACTION
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00100 O 004
£}

endering Transactio be
I
eTp Balance as] ec Receipt | Save Trns | Gift Cert
Amount Tendered: Comments: Tranzaction Totaks:
Bt | B | Subtotal: $5.00
Check: | 000 ‘ SALES TAX: 0.00
wis | s | Total Due: $5.00
MasterCand: | $0.00 ‘
AME: | $0.00 [
Discover/Novus: | $0.00 ‘
InHouse Credit: | $0.00 [
User defined: | $0.00 [
User defined: | $0.00 [
User defined: | $0.00 [
Tendered: $5.00 ALT-Arrow to
Adjacent B oK Lancel
Due: $0.00 facent Hox (]
Receipt: 1 copy(z] [curently EPSON TM-U2200 Receipt on Mel0:)

The Tender Window

Once all items to be sold are entered into the transaction, the cashier selects the Tender ICON
(F8) from the Cash Register’s toolbar to bring up the Tender Window.

From the Tender Window, the cashier enters types and amount of currency tendered. The
cashier may also modify the default receipt settings at this time. The cashier may Cancel at any
time and return back to the Cash Register Window to enter or change items within the current
transaction.

The Amount Tendered area at the left side of the screen is used to enter the amounts tendered.
The cashier may combine amounts from any, or all, of the ten tender categories (split tender)
plus gift certificates to arrive at the total amount tendered. The Tendered: and Due: lines at the
bottom automatically do the calculations for the cashier.

The toolbar ICONS function as follows:

e Balance (F2). Calculates and places an amount equal to the remaining balance in
the current (focused) tender category.

e Exact Cash (F3). Empties any tender category with an amount in it, then fills the
cash tender category with the exact amount of the transaction. Note: A system
preferences (Store Manager Office, System Setup) will allow this selection to go
automatically into recording the transaction without selecting the OK button.

e Exact Check (F4). Empties any tender category with an amount in it, then fills the
check tender category with the exact amount of the transaction. Note: A system
preferences (Store Manager Office, System Setup) will allow this selection to go
automatically into recording the transaction without selecting the OK button.

e Receipt (F6). Calls the Modify Receipt Window (see Cash Register Receipt
Options).

e Store Trns (F7) Stores/prints open transactions (see Open Transactions).

e Gift Certificates (F9). Calls the Gift Certificate Lookup Window. Selected when a
customer presents a gift certificate for tender (see Gift Certificates).



POS-X Store Manager for Windows 73
|

e Food Stamps (F10). If the Food Stamp Option is ON, calls the Food Stamp
Window (see Food Stamps).
Comments

Comment boxes, adjacent to the tender boxes can be used to place a comment on the receipt.
Common usage is for check or credit card number, but may be used for anything.

CLOSING THE REGISTER

Closing the Register is the process of returning all daily sales totals to zero.

The user can optionally print drawer totals and a Master Sales Report during the close process
(see Print Master Sales Report).

The drawer is also reset (totals returned to zero) when the register is closed.

The drawer may also be cleared independently of closing the register. Often the drawer is reset
after every shift while the register is closed daily.

For most operations closing the register daily is standard, however, there are operations that will
prefer to close more or less often (both at the end of each shift and once a week are common
examples). This does not make any difference to the system. Daily sales reports will then reflect
shift or weekly totals rather than daily totals. Also see Closing the Month and Year in the Store
Manager Office section.

The system will automatically detect and notify the cashier when the Cash Register has started
on a new day and has not been closed. This warning can be shut off by selecting “Don’t warn
to close previous day’s sales” in the Store Manager Office System Preferences (SETUP,
SYSTEM SETUP menu selections). Additionally, if you don’t want your employees to be able to
continue without closing the register (after receiving a Close Warning), then set the password
option “Bypass Close Register Warning” to the desired level.

Close Register(s)

Frint b aster Sales Feport
" Do MNat Print Report

o part
" B0 - Column Report

Iv Print Drawer Totals

[ Clear Product Database Daily Sales Totals
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Close Register Window

Print Master Sales Report

Use the password controls to prevent employees from printing these reports if you do not want
them to see sales totals. Frequently, employers will want the daily, or daily and monthly totals
printed, but not want the employee to see monthly or monthly and annual totals.

e 40-Column Report. Formatted to print on 40-column printers, but the report can print to any
printer. Depending on the System Preference (SYSTEM SETUP) setting for “Include Month
Totals on Sales Report”. This report will print either a Daily or Daily and Monthly Sales
Report.

e 80-Column Report. Requires an 80 column printer. This selection prints out the standard
Master Sales Report containing daily, monthly, and annual figures. This same sales report is
available from the REPORTS, PRINT MASTER SALES REPORT menu selections, in Store
Manager Office.

e Print Drawer Totals. Prints the current drawer totals prior to resetting the totals to zero.

e Clear Product Database Daily Sales Totals. Daily sales totals stored in the product
database are used by operations who need a daily listing of everything that sold. If you are
not using this type of information, then not checking this box, will speed up the closing
process by not clearing the Productl database table’s daily sales fields.

Note: The system automatically stores a copy of the Master Sales Report when the register is
closed. The text file is named dmsr.txt and is located in the \posdata directory (folder). It holds
reports for one year and is deleted annually with the closing of the year. Use Windows Notepad,
Write, or Wordpad to view or print any of these past reports.

Cash Paid Out

+* Cash Paid Out X
Cash Faid Out:
Explanation: |
jul LCancel Dpen Drawer
6 || & |

Cash Paid Out

The cash paid out feature is generally used for paying vendors from the cash register drawer.
The payout should not have anything to do with the sale of merchandise to a customer, but will
probably be a business expense or a purchase (cost of goods sold item).
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From the Cash Register menu, select ACTION, CASH PAID OUT, then fill in a dollar amount
and explanation for the payout. The explanation should be complete enough so your accountant
or bookkeeper can determine the expense category the payout will be charged to.
Each payout is recorded in the Paid Out database table (see Appendix 2). Print a report from
this database table so your accountant or bookkeeper can charge the expenses to the
appropriate categories.
Discuss with your accountant or bookkeeper how often they will want a copy of the report.
Use the following Update Query to delete all the paid out records:

DELETE FROM [PaidOut]

To delete all records prior to January 1, 1998:

DELETE FROM [PaidOut] WHERE [Date] < #1/1/1998#
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CHAPTER FOUR
THE STORE MANAGER OFFICE

Store Manager Office provides the support functions for the Store Manager Point-of-Sale System.
Database access, data entry, sales reports, accounts receivable, consignments, employee
commissions, purchase orders, system preferences, sales tax setup, equipment setup,
receipt/invoice preferences, address labels, and password /security are some of these support
areas.

Fle Ltiities Reports AfR Setup Password Help

J|dE SIE| %&| &

0S/

WWW.PDS-X.COM

Store Manager Office

BACKUP, BACKUP, BACKUP!

A Backup Plan

Your data files are an asset of your company. Protecting this asset is as important as protecting
your merchandise. Stop and think, how much would it cost to replace your data? How long did it
take you to input your files originally? Would you really want to do it again? Can you risk losing
your accounts receivable records?

Determine exactly what losing your data would do to your time and business, then develop
backup procedures based on that risk. There is no need for any business to loose any data they
are not willing to put at risk.
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Backup procedures should include these considerations:

e Rotate through at least 3 backups. Disks are fairly cheap. You may wish to have separate
backups for each day of the week.

o While we don't like to think about it, fires, floods, disgruntled employees, and other types of
disasters do happen. Consider adding off site storage to your plan.

e Busy businesses may want to back up more often than dalily.

e While backing up to another directory on the same hard disk is better than no backup at all, it
does little to protect from a total disk crash.

e Network systems may easily backup to another hard drive on the same network.

How to Back Up/What to Back Up

If you use Store Manager's backup procedure (Cash Register, File, Backup), that procedure will
back up the necessary files. To use this function, in the Store Manager Cash Register select
File, then Backup. Identify the drive to backup to, next identify the folder to place the files being
backed up in, then click the Backup button.

If you use another method to backup, all Store Manager databases are located in the
subdirectory named “\posdata”. Backup the entire “\posdata” subdirectory daily.

MICROSOFT ACCESS

For most users, the database capabilities within Store Manager are more than they will ever
want or need. However, if more database control is desired, the easy solution is Microsoft
Access.

Store Manager uses the Microsoft Access Jet Engine to update and store information in its
databases. Because of this, Store Manager’'s databases are compatible with the Microsoft
Access database program.

You may use Microsoft Access as an alternative to our “Open Database Table” functions to
edit, query, sort, and report your data. Microsoft has spent millions of dollars developing this
program and the inputting, querying, and reporting possibilities are almost endless. The program
even includes a version of the BASIC programming language which will allow you to write your
own routines to interact with your data. You will need MS Access 2000 or above to access the
Store Manager databases. For security, an Access database password is needed to enter a
Store Manager database using MS Access (or any other program except Store Manager). The
password is shown on the Store Manager Office’s Help dropdown menu. If Store Manager
password protection is on, you will need a level 99 (highest level) to view this password.
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OPEN DATABASE TABLE—THE GRID

“Open Database Table” is the heart of Store Manager Office. It provides
access to all database tables maintained by the Store Manager System.

FILE, OPEN DATABASE TABLE gives the user full edit, query, sort, and reporting capabilities
for 19 database tables maintained by the Store Manager System. The row/column
“spreadsheet style” grid layout provides quick access to database information.

e Records are displayed in a scrollable grid table.

e Columns may be moved and resized with the mouse.

e Columns may be individually totaled.

¢ Records may be sorted or viewed by any field order.

e Ability to select multiple records for deletion.

e Report layouts may be saved and reopened using select queries.

e Print preview and reports.

% Product1 Database Table |;‘E]

Fle Edt Format Records ReportQueriss POs Preferences Help

Product Code

» _|00458392003 BIO CHEM BEADS
CORAL 10.59
HEATER 150w 12 10.59
____ 00808981100 [CAT TRACK 1 10.8
___|01016897101 0G SWEATER RED SHAKER ¢ 10.16
01050896023 PARROT FOOD 2.5# 1 0 10.5 4
01188894110 DOG SCOOP 1 9 11.88 [3
01195894500 MUZZEL 1 5 11.95 5
___|01298962004 ‘wOOD PERCH 7/16X13 2 PK 1 2 1.29 [
___|01440894400 SUPER NAIL CLIPPER 1 4 14.4 [
___|01500896100 BIRD TOY 15
___|01558969005 BAMBOO FINCH NEST 1.55
____ 01598662006 ‘wO0OD PERCH 7/16-16 1.59
___|01658970775 CANARY SONG FOOD 1.65
___|01689327003 TREAT CUPS 1 27 0.16 24
___|01698960335 LAVA STONE 2 02 1 3 1.69 0
____|01698962009 AQUARIUM GLASS CLEANER 1 2 1.69 2
01758950334 PUMP REPAIR KIT 1 15 1.75 [
___|01798962003 'wO0OD PERCH 7/16X18 1 2 1.79 4
___|01808931006 BROAD LEAF PLANT ASSORT 1 1.8
___|01898932003 TETRACYCLENE 15 1.89 1
___|01898963436 ‘wOOD PERCH 7/16X19.25 3 1.89
___|01968962555 FISH NET 25 1.96
___|01388961035 SEA FAN 1 1 1.98 0
___|02058342800 PEBBLES LT BLUE 58 1 28 2.05 4
____|02058944021 NO FISHING SIGN 4 1 4 2.05 1
02068931002 GREEN WATER CONTROL 1 1 2.06 12
___|02259896135 ZEMA FLEA TRAP 1 5 22.59 1
___ 02298976076 FINCH NEST 1 5 229 1
___|02388942674 COMNK SHELL 1 0 238 3
___ 02458941453 PUMP REPAIR KIT 1 7 2.45 10|
il _»I_‘
Row 1 00455332003 BIO CHEM BEADS Saturday, October 23, 2004

The Database Table Window

Navigating in the Database Tables

The current cell on the grid is identified by the current “selected” Windows color scheme, or, if not
selected, by the flashing cursor in the cell. The column containing that cell is also current for any
column commands (Round Column, Column Heading, Hide Column, Add Column, etc.). Make
another cell/column current by clicking on it, or using the keypad navigation keys.

To scroll the contents of the grid up or down, use the vertical scroll bar or the numeric keypad
navigation keys (arrow keys). To scroll the contents of the grid left or right, use the horizontal
scroll bar.
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Resizing and Moving Columns

To resize a column, grab the vertical line at the column’s right edge and drag it to the desired
location. Columns have a minimum width of one character or may be removed altogether.

To move a column, mark the column by clicking on the heading. Then grab its heading (the cell

in which its field name is displayed) by depressing and holding the left mouse button and
dragging the column to the desired location.

Marking Multiple Records

Position the mouse at the far left of the record/row you want to select. The mouse pointer should
change to an arrow pointing towards the row. At this point, simply click the left mouse button and
the row should highlight in a different color. You can select as many rows/records as you want
by holding down the Control Key as you click the desired rows. To de-select a row, repeat the
same procedure. Marking multiple records is used in combination with the EDIT, DELETE
MARKED ROW(S) menu commands for deleting multiple records.

Color and Font Size

Change font size, change or eliminate colors on the grid for both the screen and for printing from
the top line menu’s Preferences selection.

Print Preview and Print

The left-most 6 to 10 columns (depending on the column widths and type of printer) of opened
database tables can be printed. Use the Print Preview to see how the columns will be printed.

(8! N (=1c3

File  View

g O & B2z || P ¢ 2 2l [Fagetarz

LA A

Print Preview

Designing Reports
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To quickly design a report:

e First sort the data by the column desired to get the data in the correct order. Place the cursor
in the column you wish to sort by, then select RECORDS, QUICK SORT.

e Use the HIDE CURRENT COLUMN, HIDE ALL ON RIGHT, and/or the MOVE feature to
display the columns/fields wanted and the desired position on the left side of the opened
database table. Drag (see note below) the columns you want in the report to the left side of
the screen, placing them in the order you want. Click in the last column you want to keep
(DO NOT highlight this column, that is only for moving columns-put the cursor in the column
on any record). Select FORMAT, then HIDE ALL ON RIGHT off the top line menu.

o |f desired, add a title to the printed report by selecting FORMAT, REPORT TITLE.
e Check the layout of the report with PRINT PREVIEW, then PRINT the report.

o If you will use this report format again, save the report layout by saving the current query (see
the next section, Saving the Report Layout).

Note: to MOVE (drag) a column, click on the title of the column—the column will change
colors (highlight). Then click the title again, this time holding the mouse button down.
You can then drag the column to a new location and release it by letting the mouse button

go.

Saving the Report Layout

Report formats can be saved with the SAVE CURRENT REPORT QUERY and later recalled with
the VIEW/LOAD SAVED REPORT command on the menu’s REPORT QUERIES selection.

Reset Menu Command

Removes all find and sort criteria from the database, thereby returning all records to their original
order.

Close/Exit Menu Command

Closes the current database table and exits back to Store Manager Office’s Main Menu. Any
changes made to the data is saved.

Round Column Menu Command

Used to round numbers to a selected number of decimal places. This will not be necessary
under very many circumstances, however, here is an example where it might be:

A decision is made to set the standard price of dog food to 35 percent above its cost.
The standard price is calculated with the following UPDATE query:

UPDATE [Productl] SET [Standard Price] = [Cost] * 1.35 WHERE [Department] = "Dog Food"
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If the cost of a dog food had been $2.85, then the resulting standard price from the above
guery will equal $3.8475.

To round the price to $3.85, round the column to two decimal places.
Note: Rounding a column rounds only those records in the current select query. To round the

entire database table, you may wish to first RESET (FILE menu) the database table.

Hide Column Menu Command

FORMAT, HIDE COLUMN menu selections removes the current column from both the on-screen
report and printed reports.

Hide All on Right Menu Command

FORMAT, HIDE ALL ON RIGHT menu selections removes all columns to the right of the current
column from both the on-screen report and printed reports.

To hide all on right, click in the last column you want to keep (DO NOT highlight this column, that
is only for moving columns-put the cursor in the column on any record). Select FORMAT, then
HIDE ALL ON RIGHT off the top line menu. All columns to the right of the cursor column will be
removed from view.

Unhide All Columns

Select the FILE, RESET menu commands to restore all hidden columns.

ADDING RECORDS TO DATABASES

There are two methods to add new records to a database table.

e Select RECORDS, ADD NEW RECORD, which will take you to the end of the
database table where new records may be added.

e For adding new products, there is a QUICK PRODUCT ADD/EDIT utility available
from Store Manager Office’s main menu, UTILITIES menu. This form greatly

simplifies new product entry and is the method of choice for adding new products to
your database.

CHANGING / UPDATING RECORDS

There are two methods to change/update records in a database table:

e Simply click on the row and field/column you wish to change, then edit the data (see
Editing Data in the Grid).
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e For editing products, there is a QUICK PRODUCT ADD/EDIT utility available from
Store Manager Office’s main menu, UTILITIES menu. This form is actually
designed for entering new product and it is usually is easier to use the Grid method.

Editing Data in the Grid

To edit the contents of a cell, first make the cell current by clicking anywhere within the desired
cell's boundaries. The cell will be highlighted, and an edit cursor will appear at the beginning of
the cell's text. Use the left and right arrow keys to position the cursor within the cell. Typed
characters are inserted at the current cursor position.

To get out of edit-mode, click on another cell or press the up or down arrow key. Any changes
made to the edited cell will be committed (saved) to the database table.

Changes made to your data in this manner automatically updates your database as you move off
the current row or close/exit the database table. If you do not want to be able to change data

within the database, then uncheck the ALLOW EDITING menu command on the RECORDS
menu.

QUERYING YOUR DATA

Types of Queries

There are two types of queries available to the user--the SELECT query and the UPDATE query.

e Select Queries (also referred to as Report Queries) return a subset of the original
database table in a selected order based on the specific criteria in the query. No
data is actually changed only the arrangement of the data is changed temporarily.

e Update Queries permanently changes (updates) the data in the database tables to
meet the queries' request. A special type of Update Query is the Delete Query.

When using both Select Queries and Update Queries, you will want to run the Update Queries

first. The database is reset during Update Queries and any arrangement from the Select Query
will be lost.

Viewing, Saving, Loading, and Building Queries

e View SQL for Current Report

Select VIEW SQL FOR CURRENT REPORTY from the REPORT QUERIES menu to
see how the current database table appears as a query.

e Save Current Query
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Save the current query by selecting SAVE CURRENT QUERY from the QUERY menu.
Then provide a title for the query as prompted. This query can then be recalled under
that title by selecting the LOAD QUERY menu selection.

e Make Current Query Startup Query

This will make current any query automatically display when first entering a database
table. This is useful if one report format is used most of the time. To bring back all
columns select FILE, RESET. To bring back all columns when entering the database
table, first select FILE, RESET, then select, MAKE CURRENT QUERY STARTUP
QUERY.

e View/Load Saved Reports

Previously saved queries are available by selecting VIEW/LOAD SAVED REPORTS
from the REPORT QUERIES menu.

e Build New Report Query

Select BUILD NEW REPORT QUERY to bring up the handy Query Builder Window.
This window does most of the work of building a query for you. You simply point and
click the fields and operators and the system builds the query for you.

+*s Ouery Builder, (Select Query)

SELECT: SELECT = FROM [Product1]

WHERE: |wHERE

DRDER BY:  |ORDER BY

Select Fields: Select Dperators:

Product Code ~ SELECT * FROM [Productl ~

Description One HERE

Description Two ORDER BY

Tax Code =

Inventory Qty <>

Standard Price <

Standard Sales Qty >

ReOrder Point <=

ReOrder Up To >=

Sales Unit ) AND v
Ok | LCancel | Clear |

Select Query Builder

SELECT QUERIES (Report Queries)

Quote Marks in Queries

In a query, any text field comparisons must be enclosed in double quotes "text information™ while
numeric information is not enclosed.
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Upper and Lower Case

Upper and lower is ignored during the sorting and comparing of database fields. So the query:
SELECT * FROM [Product 1] ORDER BY [Description One]

would return:

Description One
anchovies

Art

BOOKS

bulls

Similarly, the query,

Select * FROM [Product 1] WHERE [Vendor]="ABC Company"
will return all or any of the following:

ABC Company

abc company

ABC COMPANY
aBc ComPany

Selecting

SELECT and FROM identify the database table and the fields desired. The asterisk “*” returns
all fields.

SELECT [list field names or asterisk] FROM [database table name]

. SELECT * FROM [Productl1]
returns the entire "Productl"” database table.

. SELECT [Product Code], [Description One], [Inventory Qty] FROM [Product 1] WHERE [Inventory Qty]<0

returns just the Product Code, Description One, and Inventory Qty fields from the Productl
database table which have an inventory quantity less than zero.

Where Clause

WHERE is the conditional part of the query. It is generally used with one of the comparison
operators equal to, less than, or greater than:

® SELECT * FROM [Productl] WHERE [Standard Price] > 10
Simples select query selecting all records where the Standard Price is greater than 10.

. SELECT * FROM [Product1l] WHERE [Vendor Code] = "ABC Company"
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Select all records where the vendor is the “ABC Company”.

. SELECT * FROM [Productl] WHERE [Inventory Qty] > 10 AND [Standard Price] > 100
Selects all records where the inventory quantity is greater than 10 and the standard price is
greater than $100.

. SELECT * FROM [Productl] WHERE LEFT([Product Code],2) = "Vv2"
Selects all records from Productl where the left two characters of the Product Code field equal
myon

e  SELECT * FROM [Product1] WHERE RIGHT([Product Code],4) = "Inch"

Selects all records from Productl where the last four characters of the Product Code field equal
"Inch".

. SELECT * FROM [Product1l] WHERE MID([Product Code],2,3) = "xyz"

Selects all records from Productl where the three characters starting at the second position of
the Product Code field are equal to "xyz".

e  SELECT * FROM [Productl] WHERE LEFT([Vendor Code],3) = "ABC"

Selects all records from Productl where the first three characters of the Vendor field equal
IIABCII.

. SELECT * FROM [Productl] WHERE [Serial Number] = Yes
For Yes/No Field (Boolean) quotes are not used around the Yes or No as with a text field.

Sort Order

The ORDER BY clause is to specify the sort order.

. SELECT * FROM [Product 1] ORDER BY [Description One]
Selects all from Productl and sorts by the Description One field.

. SELECT * FROM [Product 1] ORDER BY [Description One] DESC
Selects all from "Productl" and sorts by the Description One field (descending order).

. SELECT * FROM [Productl] ORDER BY [Vendor], [Department]
A double sort query--first sorted by vendor, then by department.

. SELECT * FROM [Product1l] ORDER BY [Description One], [Description Two], [Product Code]
A triple sort query, sorting by both description fields, then by Product Code.

Update Queries

Update queries are extremely powerful database tools. They allow for making global changes to
your data and can save you hours of time punching in new or changing existing data.

Because the data is changed rapidly and completely, always make a backup (Store Manager
Cash Register, File, Backup) of the data prior to executing an update query. That way, any
mistakes or unexpected results, can be reversed.

Open Text and Open Number fields are included is some database tables. These open fields
can be used for obtaining the results of calculations or for temporarily holding information.
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Select UPDATE QUERY from the REPORT QUERIES menu to bring up the Update Query
Window. The program will check to see if you wish to backup before entering the Update Query
Window. Update Queries cannot be saved and recalled as Select Queries can.

Here are some sample Update queries that may be useful when designing your own:

. UPDATE [Productl] SET [List Price] = [Standard Price] * 1.25
Updates the Productl database table’s List Price field to equal 1.25 times the Standard Price
field.

e  UPDATE [Productl] SET [List Price] = [Standard Price] * 1.25 WHERE [Department] = "Dog Food"
Same query as above but updates only those records where the department is equal to “dog
food”.

. UPDATE [Productl] SET [Open Number 1] = [Year Sales] - ([Cost] * [Year Qty]) WHERE [Year Qty] > 1
This query will place the profit, by line item for year-to-date, into the Open Number 1 field. Add
(sum) the Open Number 1 column for total annual profit.

. UPDATE [Productl] SET [Open Number 1] = [Month Sales] - ([Cost] * [Month Qty]) Where [Month Qty] > 1
This query will place the profit, by line item for the month-to-date, into the Open Number 1 field.
Add the Open Number 1 column for total profit for the month.

. UPDATE [Productl] SET [Open Number 1] = [Day Sales] - ([Cost] * [Day Qty]) Where [Day Qty] > 1
This query will place the profit, by line item for the day, into the Open Number 1 field. Add (sum)
the Open Number 1 column for total profits for the day.

. UPDATE [Productl] SET [Open Number 1] =0
Zero the open number 1 field.

. UPDATE [Productl] SET [Open Text 1] =""
Empty the open text field.

. UPDATE [Productl] SET [Tax Code] =1
Turn on Tax Code 1 for all products.

. DELETE FROM [Customer]
Deletes the entire Customer database table--see how easy? This is why you backup before
using update queries.

. DELETE FROM [Productl] WHERE [Vendor Code] ="XYZ Company"
An update query that deletes all records for "XYZ Company".

Note: Because of the referential integrity, the same product will automatically be deleted from the
Product2 database table.

. DELETE FROM [Receive] WHERE [Customer Code] = "4870019" AND [Transaction Date] < #2/1/2004#
An update query that deletes all A/R transactions prior to February 1, 2004 for customer
“4870019” (Note how dates are enclosed in #'s).

. DELETE FROM [Gift] WHERE [Redeemed] = Yes
Deletes all redeemed gift certificates from the Gift database table. Notice the Yes/No is treated
as a numeric with no quotes.

e DELETE * FROM [Receive] WHERE [Transaction Date] < #2/1/2004#
An update query that deletes all A/R transactions prior to February 1, 2004 (Note how dates are
enclosed in #'s).
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PURCHASE ORDERS

Print Purchase Order
Total:7

LLLES

PURCHASE ORDER

SHIETO;

Aamenican Precision Instranents

363 Quince Drive DATE: 5/2%/97
Sun Jucime, CA 92532 PO NUMBER: 970520002

Phone: $09 437.0185

SHIP: UPS Ground
BACKORDER Yes

Western Pet Supply, Inc
12345 West 1 1th Street
Ashucide, CA 95912

Dumiber Description Unit Quantity Cost Tatal
00598910257 HEATER 130W 12 - 100 754 754
21050506023 PARROT FOOD 15# b 10.00 .67 670
D1IBIERIN0 DOG SCO0P - 34,00 081 2084
01500898100 BIRD TOY - 600 1.2% 130
21583462006 WD PERCH T/16-16 - 12.00 L1g 1438
21753950334 PUMP REPAIR KIT - 5.00 L3t 655
OITAFERIASS AIR PLING en 6.00 7.02 4112

TOTAL: 106,93

Purchase Order

The Store Manager Point-of-Sale system has been designed to automatically calculate and
print purchase orders. Once the order is filled, the system can then update inventory, costs, and
due-in quantities. In order for the system to work properly, the following Productl database

table fields must be correctly filled with the indicated information:

e Inventory Qty - once the correct inventory is placed in this field, the system will keep

inventory balance current.

e Reorder Point - when the inventory quantity (plus any due in quantity) fall below this amount,

the Create PO process will order additional items.

e Order Up To - when the Inventory Qty falls below the Reorder Point, this is the quantity

you want to bring the inventory back up to.

e ReOrder In Qty Of - is used when a supplier requires that certain items be ordered in
specific quantities (possibly because the item comes packaged in those quantities). It may
also be used when ordering in specific quantities provides a price break. Normally, this field

will be 1.

e SKU - if the SKU is used for ordering rather than the Product Code, then the SKU fields need

to be filled in.
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e Open Indexed - Open Indexed can be used for the suppliers’ order number instead of the
Product Code or SKU for ordering. If using suppliers’ order numbers, this field needs to be
filled--at least for the suppliers that you order from with their unique order numbers.

e Cost - the current cost field is used to calculate the cost of the PO. However, if you prefer
not to print the cost of the items on the PO, check the box Don’t Show Item Cost On PO.

To see how these fields are used to calculate the Purchase Order quantities, see How The
Number Of ltems To Order Is Calculated.

Steps to Create and Print a System Calculated PO

e Open the Productl database table.

e From the POs menu, select CALCULATE POs ORDER QUANTITIES. As requested, enter
the vendor code (or all) to establish the vendor(s) for which the quantities will be calculated.

e From the POs menu, select CREATE PURCHASE ORDER and, as requested, supply the
vendor code and a purchase order number (or use the system selected PO number).

e CLOSE/EXIT the Productl database table and OPEN the Purchase Orders database table.

e |f you want to edit the POs prior to printing, then from the POs menu choose SELECT PO.
Make any changes to any of the quantities, descriptions, costs, comment line, etc. You may
also delete any items the system selected that you do not want to order.

e Select Print PO from the POs menu. Choose the desired PO template, to order by either
Product Code, SKU, or Open Indexed. After printing, the system will automatically update
the due-in quantities. Select to either replace due-in quantities with the quantities ordered or
to recalculate due-in quantities (add the existing due-in to the quantities ordered in this PO).

w Print Purchase Order @

PO Mumber: |

Select Purchaze Oder Template:
® Product Code Template
(1 SEL Template
) Open Indexed Template

[~ Don't Show Item Cast on PO

Update Due-ln

@ Replace Due-ln [Due In = Order Quantity]

(T idd ta Due-ln [Due-lh = Duen + Quantity Ordered)
() Do Mot Update Due-n

]84 | LCancel |

Print Purchase Order

Using the PO to Update the Inventory
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(Receive Merchandise)

After merchandise associated with a PO is received, follow these steps to update the inventory.

e Open the Purchase Orders database table, select POs from the menu, then choose
SELECT PO.

e Enter the original PO number (as requested) to get just the records associated with the PO
you are working with. Edit the Quantity Received field/column to reflect the quantities
actually received. To simplify the process, the system automatically placed the quantities
ordered into the Quantities Received column, so if there is no difference, no changes will be
needed. Editthe Cost field if necessary.

e Select RECEIVE MERCHANDISE from the POs menu. In the Receive Merchandise
Window, select if the items are back ordered (will the vendor be sending the items in another
shipment when available) and if the Cost fields should be updated. If the items are back
ordered, the due in quantities will be recalculated to account for partial shipments (due-in =
due-in - quantity received). If back ordered is not selected, the Due In field/column will be
returned to the quantity it was before the purchase order was created (due-in = due-in -
guantity ordered). Select OK to update the Inventory, Due In, and Cost.

Note: Any items on the purchase order that do not exist as a product in the Productl
database table will be ignored. So any new products should be added to the Productl
database table prior to "Receive Merchandise" if you wish the inventory to be updated by
the process.

+*: Receive Merchandise -- Update Inventory

PO Mumber:

Update Due-In

(¢ BackOrdered [Due-ln = Due-In - Quantity Received)

(" Mot BackOrdered [Duedn = Due-ln - Quantity Ordered)
Update Item Cost Fields

(* Mo Change ta Cost Fields

" Replace Current Cost with PO Cost and Update Average Cost

0K ‘ Lancel

Receive Merchandise

What Happens to the Purchase Order After the Inventory Has Been
Updated?

If Not Back Ordered was selected during the Receive Merchandise updating process, then the
entire purchase order will be deleted after the inventory has been updated.

If Back Ordered was selected, only those line items in the purchase order that were completely
filled will be eliminated (Quantity Ordered = Quantity Received). For partial line item
shipments, the Quantity Ordered will be reduced by the actual quantity received (to allow the PO
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to be used to update again after receiving the next back order shipment). Where the entire line
item has been received, that line item will be eliminated from the PO.

When a back order arrives, follow the Receive Merchandise steps to again update the inventory.

How The Number Of Items To Order Is Calculated

The system calculates the order quantity for purchase orders as follows:

e For all items where the Reorder Point <= Inventory Qty + Due In (for the Vendor
Selected), then:

e |If the Order In Qty Of field is equal to 1 then the following formula is used to
determine the items to order:

Quantity Ordered = Order Up To - (Inventory Qty + Due In)

e If the Order in Qty Of field is greater than 1 then the Order Quantity is the same as
above, but the quantity is calculated to the nearest increment of the Order In Qty Of
field.

e The quantity is then placed into the Order Qty field. When CREATE PURCHASE ORDER is

selected, the system will transfer all items (for the selected vendor) with a quantity greater
than zero, in the Order Qty field, to the Purchase Orders database table.

Manually Creating a Purchase Order

A purchase order can be manually constructed by directly entering the quantities to order as
follows:

e Open the Productl database table.
e Zero the quantities in the Order Qty field using the following Update Query:
UPDATE [Productl] SET [Order Qty] =0

e To limit the items and columns you may select just the vendor and columns desired with a
select query such as:

Select [Product Code], [Description One], [Order Qty] From [Productl] Where [Vendor Code] = “xyz
Company"

e Manually enter the number you want to order in the Order Qty field/column.

e From the POs menu select CREATE PURCHASE ORDER and, as requested, supply the
vendor code and a purchase order number (or use the system selected PO number).

e CLOSE/EXIT the Productl database table and Open the Purchase Orders database table.
e If you wish to edit the POs prior to printing, then from the POs menu choose SELECT PO.

Make any changes to any of the quantities, descriptions, costs, comment line, etc. You may
also delete any items that you do not want to order.
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e Select Print PO from the POs menu. After printing, the system will automatically update the
due-in quantities. Select to either replace due-in quantities with the quantities ordered or to
recalculate due-in quantities (add the existing due-in to the quantities ordered in this PO).

Customizing A Purchase Order

The purchase order prints the Vendor's address (located for windowed envelopes), the PO
number, and the date.

Additionally, there are 10 lines available following a “SHIP TO:” line. This is called the PO
Heading and is identified by a Heading Code field in the Vendor database table which is
matched with the Heading Code field in the Company Info database table.

For the first (and possibly only) heading in the Purchase Orders, use the Heading Code “PO”. In
the Company Info database table Heading Code field, place PO. Now for each vendor in the
Vendor database table, a matching PO must also be placed in the Heading Code field.

Fill in the 10 available lines in the Company Info database table with any information you want in
the heading. The first of these will be filled with your shipping address and the remainder can
hold any additional information needed (phone, fax, need by date, ship by info, contact, etc.).
Each line can contain up to forty characters. The field names are labeled "Line 1, Line 2, ... Line
10". Empty fields will print blank lines and empty spaces will print blank spaces, so both can be
used for formatting.

SHIP TO:
American Precision Instruments
963 Quince Drive
San Jacinto, CA 95912

Phone: (909) 555-0195
Fax:  (909) 555-9276

Ship By: UPS Ground

If different headings are wanted for different vendors, (for example, if shipping instructions are
different for vendors) then match the "Heading Code" field in the Vendor database with the
"Heading Code" field in the Company Info database. The default for purchase orders is "PO". For
additional purchase order headings you could use "PO2, PO3, etc.". The Company Info database
also stores headings for Accounts Receivable Statements and Consignment Reports.

Additionally, individual lines can be customized by including a comment (from the PO database
table’s Comment field/column) on the line immediately following it. The comment can be up to
25 characters and will be placed in the description column. If a comment is not included, the line
is suppressed. Comments can include information such as “Do Not Backorder this Item” or
“Ship this item UPS Next Day”. If large amounts of information are needed, the field can serve
as a code field with an accompanying legion. For Example: “See Codes A, G, and L". Don’t
forget to include a separate sheet with the legion explaining the codes with each PO.

When PRINT PO is selected off the PO menu, the user is provided with a choice between
Purchase Order templates. These templates will order by either the Product Code, SKU, or
Open Indexed field.
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Reprinting Purchase Orders

You may reprint purchase orders as many times as necessary. If you are updating the due-in
guantity by adding to the existing due-in quantities (rather than replacing the existing quantity), be
careful not to add them more than once (select “Do Not Update Due-In Quantities” on the Print
PO Window when reprinting POSs).

Entering Merchandise Received Without A PO

Of course, any inventory quantity can be updated by simply changing the Inventory Qty field in
the Productl database table. However, an easier method, where you don’t have to do the
addition, is as follows:

e Zero the Productl database table’s Open Number 1 field with the following update query:

UPDATE [Productl] SET [Open Number 1] =0

e Enter the inventory adjustment (the amount received) into the Open Number 1 field for the
merchandise received.

e Then use the following update query to update the inventory:

UPDATE [Productl] SET [Inventory Qty] = [Inventory Qty] + [Open Number 1]

Other Purchase Order Menu Selections

e Select PO - asks for a PO number, then clears the screen of all records relating to other
POs.

e Delete PO - asks for a PO number, then deletes any records associated with that PO.
e Calculate PO Cost - asks for a PO number, then returns the cost of that PO.
e Reset PO Number - the system automatically assigns PO numbers. The number on the PO

is constructed as YYMMDDxxx. This selection allows resetting the xxx portion of the
number. This numbering scheme will provide up to 999 unique PO numbers per day.

CONSIGNMENT SALES

Store Manager has the capability to track consignment sales, relieving merchants of the massive
chore of tracking consignors’ products. The system collects the necessary sales data, then
calculates consignor payments and prints a consignment report.

To use the consignment features follow these steps:
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o Notify the system that you will be tracking consignment sales by entering SETUP, SYSTEM
SETUP, then check the box “Track Consignment Sales” on the System Preferences
Window.

e Assign each consignor an individual "Consignor Code" (can be any combination of letters or
numbers up to 16 characters).

e In the Productl database table, assign a regular Product Code to each item the consignor
offers. Each item can have its own Product Code, or like items, can use the same Product
Code.

e Assign all necessary product information such as price, description, tax code, etc.

e For each product, place the unique Consignor Code in the product's Department field. This
will identify the cosigner associated with the product.

For each new consignor:

e Open the Consignor database table. Fill in the Consignor Code, name, address, etc. The
address will be printed on the consignment report (can use windowed envelopes).

o Fill in the flat fee and/or percentage that the consignor will be charged (different consignors
may be charge different rates -- see Consignment Fees for a full discussion of available
options).

e Place "CS" in the "Heading Code" column to identify the default consignment report template.

e Enter the Consignment Report Heading and other information into the Company Info
database table as explained in the next section Customizing the Consignment Report.

Customizing the Consignment Report

As with Purchase Orders and A/R Statements, there are 10 lines available for standard
information on the Consignment Report. One major difference between customizing
Consignment Reports and customizing Purchase Orders and A/R Statements is that line 1 is
used as the Consignment Report Heading. This allows you to call the Consignment Reports
anything you wish.

For the first (and possibly only) heading used in the Consignment Reports use the Heading
Code “CS". In the Company Info database table Heading Code field, place CS. Now for each
consignor in the Consignor database table, a matching CS must also be placed in the Heading
Code field.

Place the Report Title in Line 1. The remaining 9 lines in the Company Info database table can
hold any additional information needed (address, phone, fax, need by date, ship by info, contact,
etc.). Each line can contain up to forty characters. The field names are labeled "Line 1. Line 2,
... Line 10". Empty fields will print blank lines and empty spaces will print blank spaces, so both
can be used for formatting. For example:
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Title Line 1
Crafty Corner (line 2)
963 Quince Drive (line 3)
San Jacinto, CA 95912 (line 4)
(line 5)
Sales For February 1997 (line 6)
(line 7)
Phone: (909) 555-0195 (line 8)
Fax:  (909) 555-9276 (line 9)

If different headings are wanted for different consignors, then match the Heading Code field in
the Consignor database table with the Heading Code field in the Company Info database table.
The default for Consignment Reports is "CS". For additional headings you could use "CS2, CS3,
etc.".

Consignment Fees

The merchant may charge a flat fee, a percentage of the gross sale, or both. Also available is a
feature that allows one or both of these amounts to be reduced if gross sales reach a defined
level.

Six Consignor database fields are used to control these consignor charges:

e Flat Fee - enter the flat fee amount to be subtracted from the consignors gross sales.

e Percent - enter the percent of gross sales to be subtracted (15% should be entered as .15,
etc.).

o Flat Fee Break Amount - if used, enter the level, when reached, the flat fee will change to
the amount in the Flat Fee If Break Reached column.

e Flat Fee If Break Reached - enter the new flat fee to use if the gross sales meet or exceed
the Flat Fee Break Amount.

e Percent Break Amount - enter the level, when reached, the percent will change to the
amount in the "Percent If Break Reached" column.

e Percent If Break Reached - enter the new percent to use if the gross sales meet or exceed

"Flat Fee Break Amount". The percent is applied to the full amount, not just the amount
exceeded.

Printing Consignment Reports
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Consignment Report

Crafter's Corner

Crafter's Cormer DATE: 51997
1234 Seuth Stk

Sun Juginte, CA 92582

Phone: (308) 437-0195

Period 1 May to 31 May 87

Smaith, Barbars
1212E. 73rd Street
Fleacher, OH 45324

Dumiber Description Quantity Amount
ACDI23 Putre Frume, 3 by T:me 100 930
ABBOIZ Wood Shelf, Unflssshed L.00 1280
AGEDDL Teacher's Apple Pin 1200 1188
AFADOE Berd House, Wooden &00 11980

EALES: 15387

LESS 15.00%: 510
LESS FEE: 1000
TOTAL: 12087

Consignment Report

Consignment Reports will normally be printed at the end of each month, however, this is not a
requirement. Consignment reports can be for whatever period desired and will restart whenever
the consignment totals are cleared.

When the end of the month (or other consignment period) is reached, it is time to print the
consignment reports. Select CONSIGNMENT REPORT from the UTILITIES menu to print a
consignment report. The program will first request the Consignor Code (each consignor’s report
must be printed separately), a preview of the report will then be shown. Select the printer icon to
print the report.

The Consignment Report calculates and prints every product sold, for the selected consignor,
from the last time the consignment totals were cleared.

The reporting process calculates the amount to pay to consignors, then prints a report showing
each item that was sold and the flat fee and/or percent charged.

Note: The system keeps no accounting records for these payments, so a copy of the consignment
reports should be retained for you records.
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Clearing the Consignment Totals

Once all consignment reports have been printed, the consignment totals should be cleared
(UTILITIES menu, CLEAR CONSIGNMENT TOTALS). The user is given the choice to clear a
single consignor’s totals or all consignor’s totals. The new consignment period begins after the
clearing (zeroing) of the consignment totals is complete.

ACCOUNTS RECEIVABLE

Manually Posting/Entering/Changing
A/R Transaction Records

Any customer's A/R account and statement can be manually adjusted by entering the A/R
Transactions database table. To get just the customer’s records you are interested in, run a
select query such as:

SELECT * FROM [Receive] WHERE [Customer Code] = "xyz customer" ORDER BY [Transaction Date]
Change "xyz customer" to your customer.

Note: For the same results, you could also select Query, Find Form, then enter "xyz customer" in
the customer code box and exit. Then choose Records, Quick Sort, and sort the Transaction Date
column.

Any field and any value can be changed. A reference placed in the Reference column will print
on the statement. For example, if you wished to charge interest or an over due charge, you
would enter a new record, including Customer Code, Transaction Date, Charge, and
something like "Over Due Charge" in the Reference column. The charge will be then added into
the customer's statement.

Note: you could also charge this transaction directly from the register by setting up a product
record (Type Code=5) with a “Over Due Charge” as the product description. Ildentify the customer,
enter the product code, change the price to the amount of the over due charge, then tender using the
In-house credit category.

Recording Payments to Accounts

Recording payments to accounts can be accomplished through the Cash Register (see
Payments To In-House Accounts in Chapter 3) or posted manually. If you are using the
suggested general journal entries to update A/R accounting information, then you will always
want to use the Cash Register to record payments, manual posting does not update the
accounts receivable payments.

If customers pay A/R by mail, you can simply open the register, record payments then Close The
Register which will clear the drawer totals.

To post a payment manually, you will:

e Openthe A/R Transactions database table.
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e Enter a new record including Customer Code, Transaction Date, and Payment
amount.

e Any additional information can be placed in the Reference field/column.

e Close/Exit the table.

A/R Maintenance

+*% Accounts Receivable (A/R) E]

Customer Statements

Start waith Custarner: End with Customer: .
. " 1y
|Se|ec:t Starting Customer j |Select Ending Custarner j Staterll'rn18nts

AR Maintenance

[ Delete voided transactions.
[ Delete all &/R records where customer's current balance equals zero.

[ Combine all 4/F records to "Balance Fonward"' when dated on or prior to:

Run &/ Maintenance |

AR Summary Beport |

Close |

Accounts Receivable Window

If used, the A/R Maintenance functions should be run before printing any customer statements.

e Delete Voided Transactions

When a transaction with an in-house charge is voided, the system places a negative
charge into the customer’s A/R Transaction database table to offset the original charge.
The word "Voided" is placed in the offset record's Reference column/field. Because
these records cancel each other out, they serve little or no purpose on the statement and
it is generally desirable to remove them prior to printing A/R statements. To remove the
original charge and the offsetting void from the customer statements, check the Delete
Voided Transactions and run the A/R Maintenance.

This A/R maintenance function searches the A/R Transactions database table and
deletes any records containing "Voided" in the Reference column/field. When found,
any records containing the same transaction number, as the one where "Voided" was
found, are deleted (voided transactions have the same transaction number as the
original).

o Delete All A/IR Records Where Customer's Current Balance Equals Zero
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If this procedure is not run prior to printing multiple statements, then customer's with a
zero balance and any transaction records in the A/R Transaction database table will
receive printed statements.

If you wish to send statements to customers with a zero balance (who showed activity for
the period) then you would run this maintenance after printing statements. If you do not
wish to send statements to zero balance customers, then run this prior to printing
statements.

e Combine All A/R Records to a "Balance Forward" When Dated On Or Before

This A/R Maintenance function reduces the number of old transactions printed on the
statements. It combines all records prior to an identified date into a single balance
forward. The balance forward date is selected by the user.

If the balance forward adds to zero, then no balance forward entry will be made and all
transaction records prior to the selected date will simply be deleted.

Note: To avoid having any transactions in the Balance Forward matched with an offsetting
"Voided" transaction outside the Balance Forward date, the Delete Voided Records A/R
Maintenance function is automatically ran with this maintenance selection (if selected or
not).

Accounts Receivable Summary Report

The Accounts Receivable Summary Report lists the customer and A/R balance for all customers
with activity in their A/R Transaction database table.

Printing Customer Statements

One statement or multiple statements may be printed. When a user selects the "Print Multiple
Statements” box, the "Customer" selection changes to "Start With Customer”.

When printing multiple statements, the user can further define the printing range by using the

print dialog box that will appear on screen just prior to printing. This dialog box allows selecting a
range of pages.

Customizing the A/R Statements

As with Purchase Orders and Consignment Reports, there are 10 lines available for standard
information on the Statement. This is called the “Statement Heading”.

For the first (and possibly only) heading on A/R statements, use the Heading Code “AR”". In the
Company Info database table Heading Code field, place AR. Now for each customer (who may
receive statements) in the Customer database table, place a matching AR in the Heading Code
field.

Fill in the 10 available lines in the Company Infodatabase table with any information you want in
the heading. The ten lines can hold address, phone, fax, remit by, due date, contact, etc. Each
line can contain up to forty characters. The field names are "Line 1, Line 2,... Line 10". Empty
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fields will print blank lines and empty spaces will print blank spaces, so both can be used for
formatting. For example:

REMIT TO:
American Pet Center, Inc.
963 Quince Drive
San Jacinto, CA 95912
Phone: (909) 555-0195

Due Date: July 15, 2004
Please make checks payable to:

AMERICAN PET CENTER, INC.

If different headings are wanted for different customers, then match the "Heading Code" field in
the Customer database table with the "Heading Code" field in the Company Info database. The
default for A/R Statements is "AR". For additional headings you could use AR1, AR2, etc.

Statement Numbers

A statement number is automatically placed on statements as they are printed. The statement
number is a combination of the customer number and the current date
(customernumberyymmdd).

REPORTS

Along with the ability to design endless reports from any “Opened” database table, Store
Manager has many predefined, commonly used reports. These reports are accessible from the
Store Manager Office’s REPORTS menu.

THE SALES REPORTS AND THE SALES DATABASE TABLE

To produce the Sales Reports, Store Manager maintains a database table (Sales Totals
database table) of one hundred and eighteen running totals of sales and sales taxes. Most of
these totals are classified as either daily, monthly, or annual. For every daily total, there is a
corresponding monthly and annual total.

The user has complete access to all sales totals. Sales totals may be cleared/closed using the
Store Manager Office’s Close Utilities, adjusted by opening the Sales Totals database table, or
viewed by either Opening the Sales Totals database table, or with the Sales Reports shown in
this section.

Sales Reports
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The Sales Reports discussed here are constructed using the Sales Totals database table. They
are generally used for tax reporting, reconciliations, accounting, bookkeeping, and other record
keeping as necessary. Sales history for employees, customers, or individual or groups of
products, can be constructed using the reporting features available with “Opened” database
tables.

To access the Sales Reports, choose SALES REPORTS from the Office’s REPORTS menu.
There are five sales reports and a Master Sales Report (hard copy report) which is a
combination of all five reports. Most of the reports are self-explanatory, we will discuss the more
involved reports in the following sections.

»*% Sales Reports ﬁ|
Reports  Month

Sales Report - Current Month

DAY MONTH YEAR
Total Product Sales: §77.53 §126.53 §126.53
Total Zervice Zales: $0.00 $0.00 $0.00
Total Rentals: §3.00 $3.00 $3.00
Total Special Charges: $0.00 §0.00 §0.00
Total Sales: §80.53 §129.53 §129.53
Total Zales Tax 1 Collected: $4.10 $4.10 $4.10
Total Sales Tax 2 Collected: $0.00 $0.00 $0.00
Total Sales Tax 3 Collected: §0.00 §0.00 §0.00
Total Sales Taxes Collected: §4.10 §4.10 §4.10
Total Zales & 3ales Tax: $84.63 $133.63 $133.63

(All Sales Reports have been adjusted to account for sales returns.)

»*% Sales Reports E|
Reports  Month
Tax Report - Current Month
DAY MONTH YEAR
Tax 1 Taxable Sales: $56.53 §56.53 §56.53
Tax 1 Tax Exempt 3ales: $0.00 40.00 40.00
Tax 1 Fd Stmp Tax Exempt Sales: §0.00 §0.00 §0.00
Tax 1 Nontaxasble Sales: §24.00 §73.00 §73.00
Total Sales: §80.53 §129.53 §129.53

Tax Report
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+*s Sales Reports @

Reports  Month
Miscellaneous Sales Info - Current Month
DAY HONTH YEAR
Transactions: 18 28 28
Woided Transactions: 1 1 1
Return Transactions: 1 1 1
Becurns (taxes excluded): $1.00 $1.00 31.00
Gift Certificates Issued: §105.00 §105.00 $105.00
Gift Certificates Redeemed: $0.00 $0.00 30.00
Transaction Discounts: $0.00 $0.00 §0.00
Register Payments to Aocounts: $0.00 $0.00 §0.00
Cash Paid Out: $0.00 $0.00 §0.00

Miscellaneous Sales Information

Suggested General Journal Entries

+s Sales Reports ﬁ
Reports  Month

Suggested General Journal Entry - Current Month

DAY MONTH VEAR

Cash (Including Checks) §1658.58 §180.58 $180.58

Charge Card Receivables §1.00 §38.00 §38.00

hecounts Receivable §20.05 §20.05 §z0.05

Gift Certificates [Redeemed) §0.00 §0.00 $0.00
Sales (Product) §77.53 §126.53 $126.53
Sales (Serwvice) §0.00 §0.00 j0.00
Sales (Rentals) §3.00 §3.00 §3.00
Sales (3pecial Charges) $0.00 $0.00 30.00
Tax 1 Payahle $4.10 $4.10 34.10
Gift Certificates (Issued) §105.00 §105.00 §105.00
Accounts Receivable §0.00 §0.00 §0.00

Suggested General Journal Entry

The sales report Suggested General Journal Entry can be used to carry sales balances to your
accounting records. It is most practical to post the entry to your accounting general journal on a
monthly basis.

The format appears below. The report separates the totals for daily, monthly, and annual entries
into separate columns.

Debit Credit

Cash(including checks) 200.00

Charge Card Receivables 300.00

Accounts Receivable 50.00

User Defined Receivables 0.00

Gift Certificates (Redeemed) 0.00

Food Stamps 0.00
Sales(Products) 350.00
Sales(Services) 75.00
Sales(Rental) 0.00
Sales(Special Charges) 0.00
Sales Taxes Payable 25.00
Gift Certificates(lssued) 0.00

Accounts Receivable 100.00
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The suggested entry in the General Journal correlate to the other totals on the Master Sales
Report as follows:

e Cash (including checks) is the cash and check tender totals for the time period.
e Charge Card Receivables are the total VISA, MC, AM Exp, and Discover/NOVUS.

e Accounts Receivable (debit balance) indicates In-House "charges" at the cash register.
Taken from the In-house credit total.

e User Defined Receivables is the total of User Defined 1 to 3 tender categories. If separate
totals are needed for these categories they can be obtained from the "Tender Type Totals"
report.

o Gift Certificates (Redeemed) is the total of the gift certificates redeemed (see Gift
Certificates in Chapter 3 for additional information on accounting for gift certificates).

e Food Stamps is the total amount of food stamps taken in.

e Sales (Products) is the product sales total for the period.

e Sales (Services) is service fees collected for the period.

e Sales (Rentals) is rental fees collected for the period.

e Sales (Special Charges) is the total special charges for the period.

e Sales Taxes Payable are the sales taxes collected which are now a liability--money you owe
to the state or other taxing institution. (Sales taxes payable are listed separately as tax 1, tax

2, & tax 3).

e Accounts Receivable (credit balance) signifies payments to customer accounts from tender
category "Payments to Accounts".

Note that cash is not necessarily all the cash tendered, as it is used as change when other tender
categories exceed the sale. For example, an individual transaction sale's journal entry may look
like this:

Gift Certificate 10.00
Sales 9.00
Sales Tax 1 Payable .45
Cash .55

The credit to cash of 55 cents represents the change given to the customer.

Totals by Tender Accounts

Totals by Tender Accounts are totals which are stored by the system primarily to calculate the
"Suggested General Journal Entries". They hold the account totals (such as the cash account),
or the debit totals (as in the A/R and Gift Certificates Accounts). They are provided because the
individual totals may be needed. Please note however, that the sum total of all these tender
categories does not represent total sales or any other useful figure. Also, Cash Paid Out does
not affect the cash total (see Cash Paid Out).
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+*s Sales Reports @

Reports  Month
Totals by Tender Accounts - Current Month
DAY HONTH YEAR
Cash: §167.58 §176.58 §176.58
Checlk: §1.00 §4.00 §4.00
VISA: §1.00 §15.00 §15.00
Mastercard ACcount: $0.00 $14.00 $14.00
dmerican Express: $0.00 $5.00 35.00
Discover/NOVUS: $0.00 $4.00 34.00
In-House Credit: §20.05 §20.05 §20.05
User defined: §0.00 §0.00 §0.00
User defined: §0.00 §0.00 §0.00
User defined: $0.00 $0.00 §0.00
Gift Certificates (Redesmed): $0.00 $0.00 30.00
Food Stamps: §0.00 §0.00 §0.00

Totals by Tender Accounts

If no manual changes were made the following will be equal:

Total Sales
+ Total Sales Tax Collected
+ Register Payments to Accounts
+ Gift Certificates Issued

TOTAL HERE WILL EQUAL

Checks
VISA
MasterCard
American Express
Discover/Novus
User Defined Totals
In-house Credit (/R)

Gift Certificateg Redeemed
Food Stamps

+4++++ o+

Master Sales Report

The Master Sales Report is a hard copy (printed) report only. The report is a consolidation of all
five of the previously mentioned sales reports. Daily versions of the Master Sales Report can be
printed automatically when closing the register (see Print Master Sales Report in Chapter 3).

Select PRINT MASTER SALES REPORT from the Store Manager Office REPORTS menu to
print a copy of the full daily, monthly, and annual report.

The Sales Totals Database Table

Sales totals are kept and adjusted by the program and should normally not require any further
adjustment by the user. However, if necessary, any of the sales totals may be directly adjusted
by opening the Sales Totals database table. Do not change the structure of this database, as
the program expects all 118 records to be in the appropriate location. To prevent any accidental
changing of this database table, it is the only database table that is set to "Read Only" on entry
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(the menu selection RECORDS, ALLOW EDITING is unchecked). The user must select ALLOW
EDITING from the RECORDS menu before changes can be made.

The first column (field) in each record contains the record number (0-117). The second column
contains the record description, and the third column contains the current sales total. The
remaining 12 columns contain the archive months. The current totals are moved to these
columns when the corresponding month is closed.

Sales Returns and Sales Reports

The system automatically adjusts sales totals and sales tax totals to account for sales returns.
All sales reports show sales figures that are net after sales returns. In other words, sales returns
are subtracted from sales totals (and taxes from tax totals) providing reduced amounts which
already account for sales returns.

The total sales returns are provided in the Miscellaneous Information Sales Report for your
information. But remember that it is not necessary to subtract these returns from sales to arrive
at your net sales.

MANAGEMENT REPORTS

The Management Reports are two separate reports; the Sales, Cost, and Profit Report and the
Inventory Value Report. These reports work with departments 1 through 99 (see Departments
later in this Chapter) to provide information by department, or by the total inventory. The data for
these reports are taken from the Productl database tables. Each record must be read before
the various report totals can be calculated. For this reason, there is a brief waiting period (varies
according to size of database) while calling either of these reports.

Note: These two reports should not be used instead of the Sales Reports for recording your
accounting data. The Sales Reports contain the penny-accurate totals. These two reports are
constructed from the individual item totals and are not running sales totals. Items deleted from the
database, taxes, and transaction discounts are not included in these report’s totals. However, the
reports do provide a sound approximation of the stores activity on which to base management
decisions.

Sales, Cost, and Profit Report

This report provides sales, cost, and profits for the entire inventory, for those items in
departments 1 through 99, and individually by departments.

The report combines product sales, services, rentals, and special charges (type codes 0, 1, 2,
and 5) into one sales total. Separate totals by Day, Month (month-to-date), and Year (year-to-
date) are provided.

The profit column will only be accurate if the cost fields for the items are complete. If the cost
fields will not be kept accurate for all products, but you wish to keep track of the profitability for
some items, then place those products you wish to track accurately into their own department.
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+*3 Management Reports @
Sales. Cost. and Profit Report

SALES COST PROFIT
Day A1l Departments: $63.53 $0.00 $63.53
Month 11 Departments: $63.53 $0.00 $63.53
Year All Departments: $63.53 $0.00 $63.53
Day Departments 01-99: $44.90 $0.00 §44.90
Month Departments 01-39: $44.90 $0.00 $44.90
Year Departments 01-99: $44.90 $0.00 $44.90

Day Department 01 $44.90 $0.00 $44.390 A
Month Department 01 $44.90 $0.00 $44.90
Tear Department 01 $44.30 $0.00 $44.30

Day Department 02 $0_00 #0_00 F0.00
Month Department. 02 $0._00 #0_00 #0_00
Year Department 02 $0.00 $0._00 $0.00

Day Department 03 $0.00 $0.00 $0.00
Month Department 03 $0.00 $0.00 $0.00 v

[ Pintbay ] [ FiniMonh | [ PintYea | Tiose
Sales, Cost, and Profit Report

Inventory Value Report

This report provides both the cost and retail value of the inventory. The report only calculates
items with a product type code (type code 0). If using average costs (see next section), then the
report first uses the average cost field to calculate the cost, if no value is present, the current
cost field is used to calculate the cost. Additionally, any negative inventory quantities are ignored
in the calculations. Totals are provided for all departments, for those products in departments 1
through 99, and individually by departments.

Hint: To get the Inventory value for your rental items use this select query on the Productl
database table:

SELECT * FROM [Product1] WHERE [Type Code] = 2

Then sum the Current Cost field/column. (Of course the current cost field/column must contain
the cost of the rental item for this process to be accurate.)

Average Cost

Store Manager will maintain both the Average Cost and the Current Cost (last cost). The
average cost and current cost fields will be automatically updated from both the Purchase Order's
Receive Merchandise function and the Cash Register's Quick Inventory Adjustments function.
An example of the average cost before and after a purchase follows:

Before Purchase:

Inventory Qty: 10
Current Cost: Not Relevant
Average Cost: $100

Inventory Value: $1000 ($100 X 10)
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Purchase:

Number Purchased: 10
Purchase cost: $200 each

After Purchase:

Inventory Qty: 20

Current Cost: $200

Average Cost: $150

Inventory Value: $3000 ($150 X 20)

If you do not want to use the average cost method, Store Manager Office’s System Setup Don't
Use Average Cost can be checked to turn off the averaging function.

DEPARTMENTS

Departments are used by those who wish to obtain data broken into separate areas. The
reasons for breaking information into separate areas vary widely.

If you have no need for information on a department level, then don't spend the time assigning
products to departments just for the sake of having departments--it' not worth the bother.

There are two methods for assigning departments. Choose the method that best fits your needs:

e Method One - Assign any alphanumeric combination (up to 16 characters) to a product's
Department field and that product, along with any other products with an identical field, will be
assigned to the same department. There are no limits to the number of departments that can be
created. All products within a certain department can be then be called up using select queries.
For example, if you were designing a report or working with records only from a department
named "ABC", the query would be:

SELECT * FROM [Productl] WHERE [Department] = "ABC"

After running the above query, you could see how monthly sales were doing in this department
by summing the Month Sales column.

e Method Two - The above method allows an infinite number of departments to be assigned.
This is absolutely necessary for some businesses, but to design comparison reports and
compare data between departments, a more finite set of departments is necessary. Method Two
allows you to use our pre-designed Management Reports to gain information on individual
departments (available from the Store Manager Office, REPORTS menu). To use this method,
each product should be assigned to a department between 1 and 99.

You can also use a combination of the department number and a department name. This allows
an unlimited number of sub-departments to be created, but still allows use of the Management
Reports. The reports will key on the first two characters of a department name, so you can use a
name with the number if desired (01Hardware, 020ffice Supplies, 23Snacks, etc.)
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Note that OlHammers, 01Nails, and 01Screws, would all be grouped together in the
departmental reports under department 1, and could also be called separately using Method
One techniques. For departments 1 through 9 be sure to use the leading zero (if there is no
name with the department you may simply use the 1-digit number--1 instead of 01, but
0O1Hammers and not 1Hammers.).

You may use any combination of the first method and second method that fit your needs.

NOTE: Departments also have a special function when tracking consignment sales. See
CONSIGNMENT SALES for additional information.

EMPLOYEE COMMISSIONS

The system maintains separate commission totals for products, services, and rentals. Different
commission rates can be assigned for each employee. Also see EMPLOYEE COMMISSIONS in
Store Manager Cash Register, Chapter 3.

Commission totals are kept separately by pay period, day, month, and year. Day, month, and
year totals are cleared with their respective close function. The pay period is cleared separately
to coincide with the payroll.

Commissions are controlled through the Commission Code field and Employee ID field in the
Productl database table. Every product has three possible commission codes:

e Commission Code 0: No employee commission total is updated for this product, service, or
rental (default).

e Commission Code 1: The currently identified cashier receives the commission for this
product, service, or rental. To ensure employee commission records are being updated,
make sure the cashier is always identified by checking the System Preference, Require
Cashier Identification in the Store Manager Office SETUP, SYSTEM SETUP.

e Commission Code 2: The employee in the Productl database table Employee ID field
receives the commission for this product, service, or rental. Note: IF the employee identified
in the Employee ID field is not a valid employee (does not match a Employee ID in the
Employee database table), then no commission total will be updated for this item.

Note: A single transaction can have any combination of the above three types of commissions.

Employee Database Table and Commissions

As commissionable sales are made, the Employee database table stores the total
commissionable sales for each employee by products, services, and rentals.

In the Employee database table, assign a commission percent to each type of commissionable

sale (product, service, and rental). Each employee can have their own commission percentages.
These percentages will be used to calculate the Pay Period Commission Report.

Pay Period Commission Report
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Pay Period Commission Report
B Towis 00

Pay Period Commission Report
Date: 6 297

Toial Commissions: 18114

001 1,345.50 2346
003 0.00 000
0.03 B43.45 30

0.01 1.956.75 18.57
L 650.00 26.00

oo 0.00 0.00
.04 150.63 603

ool 145890 2439
oz 1,065.00 i
o0 0.00 000

Pay Period Commission Report

The Pay Period Commission Report multiplies every employee’s commissionable product sales,
services, and rentals, for the pay period, by the percentages specified.

Print a copy of this report for payroll at the end of each pay period, then ZERO PAY PERIOD
COMMISSIONS TOTALS to clear the employee’s commissionable sales for the next pay period.

A current commissions total can be viewed at any time from the heading of the Pay Period
Commission Report.

CLOSING THE MONTH AND YEAR

The month and year are closed from the Store Manager Office UTILITIES menu.

Close Month

The system requires the register be closed before closing the month (the system will notify if the
register has not been closed).

Every month, the month sales totals should be closed to bring those totals back to zero. Before
zeroing the sales, the system stores (archives) the previous month'’s total for future reference.

Closing the month clears (zeros) daily and monthly running sales totals in the Sales Totals
database table, Productl database table, Customer database table, and Employee database
table. It also clears the drawer totals.
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The month sales totals are “archived” by saving the totals under their respective month's
column in the Sales Totals database table. When closing the month, the user will identify the
month being closed so the system can identify where to place the “archived” data.

Past months sales totals are then available by selecting the month from the Sales Reports’
menu or directly within the Sales Totals database table.

Close Year

The system requires that the register be closed prior to closing the year (the user will be notified if
the register has not been closed). The month should also be closed prior to closing the year.
While not absolutely necessary or required, this will move the month totals from the current
column to the December column (or the last month of your fiscal year), prior to “archiving” the
year’s Sales Totals database table.

Closing the year clears (zeros) daily, monthly, and annual running sales totals in the Sales
Totals database table, Productl database table, Customer database table, and Employee
database table. It also clears the drawer totals.

As the system closes the year, it saves the old sales database table (sales.mdb) for future
reference. The user will be prompted to enter a file name for the Archived (saved) database.
The default name is 'salesOx.mdb'. If this is acceptable the user would change the "0x" to the
year being saved. The archived data is stored in the \archives subdirectory (folder).

Both the file containing copies of past Master Sales Reports (dmsr.txt) and the Audit Log
(auditlog.txt) file are deleted when the year is closed. If you wish to retain these files, they
should be copied from their subdirectory \posdata to another directory or disk prior to closing the
year.

LIQUOR/CONVEINENCE STORES

For liquor stores and food stores where customer ID is required. Place a "?1" (question mark
and a one) in the Matrix Code field for any product requiring proof of age. As the cashier selects
the Tender Screen, a reminder that the customer's ID is required will display. Additionally, pole
displays, second monitors, and the on screen customer display will show "ID Required".

CUSTOMER ADDRESS LABELS

Select CUSTOMER ADDRESS LABELS from the Store Manager Office UTILITIES menu to
print mailing labels for your customers. You can print labels for all customers or identify just the
labels needed using the Sort Code.

Printers often print in different locations. This causes adjustments to be necessary to the starting
print location on labels. If your addresses do not print on the label as expected, adjustments can
be made by changing the Alignment. Select the Align Labels button to make these adjustments.
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ElPrint Address Labels

MNumber of Labels
Selacted to Print Address Labels

5

Fiint Selection Sort Order

& iini & Label for Every Customes * Soit by Last Name
" Print Selected Labels " Sork by Postal Code

" Sart by Customer Code

Customer Code Last Marne First Marng Company Address
446-7843 Addiston Sue 938 5. Tommy "W
446-4332 Boyer Allizon 129 Elm Street
258-7654 Jackson Tom Westside Estates 236 W, Main Strg
5551212 Smith Johin 22 Coampany Inc 1234 Meadow Bry
3251232 Stram Jack 32465 West Bth

-

Piint ‘ Piint Setup | Align Labels ‘ Exit |

Customer Address Labels

Sort Code

The Customer database table Sort Code is an alphanumeric field used to easily identify certain
customers. For example, a combination pet store and pet grooming service might want to notify
only grooming customers of an upcoming grooming special. If all grooming service customers
have a special identification code (can be as simple as G), a mailing list can be quickly
constructed. The codes can be as simple or complex as desired.

The printed labels can be sorted by name, postal code (get special rates at the Post Office for
sorting by ZIP CODE), or by customer code.

COMPACTING AND REPAIRING
DATABASES

Compacting and repairing databases, are selected from the Store Manager Office, FILE menu.

Compacting Databases

When you make changes to a database, such as adding and deleting records, it can become
fragmented and use disk space in a manner that is less than optimal. Periodically, you should
compact your database in order to defragment the file. The compacted database file usually
becomes considerably smaller.

Repairing Databases

If Store Manager shuts down unexpectedly, such as in a power failure, your database can be left
damaged. Depending on the type of damage, the system may or may not recognize and report
the damage. It is possible for a database to be corrupted in such a way that the system will not
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be able to detect the damage. In such cases, unpredictable database behavior may occur. You
can still repair a damaged database, even if the system does not detect that it is corrupted.

This Repair Database feature should not be considered a substitute for backing up your data.
The repair feature cannot repair badly damaged databases. Backup! Backup! Backup!

CLEAR PAST RECEIPTS

— Clear Past Receipts

CLEAR PAST RECEIPTS
RECEIPT.MDB = 1474560 bytes.

Clear all receipts dated on or before (mm/ddfyy):

Clear Past Receipts

CLEAR PAST RECEIPTS from the Store Manager Office UTILITIES menu. Store Manager
stores copies of the last 1 million receipts generated by the system (whether printed or not).
These copies are used for reprinting if additional copies of receipts are needed. It requires a lot
of disk space to store this many receipts. This clear feature allows you to trim the number of
receipts by clearing unneeded receipts.

The feature also shows the current size of the file containing the receipts. After clearing the
receipts, the system automatically compacts the database to reduce it to it smallest possible size.

QUICKBOOKS INTERFACE

Store Manager will automatically update your Quickbooks accounts by creating Quickbooks
Import files.

HOW TO BEGIN

STEP 1: To use the Quickbooks import feature, you must first select the option in the
SETUP|SYSTEM SETUP section of Store Manager Office Record Data for Quickbooks Import
Files (check this box). Once this selection has been made, Store Manager will begin writing
Quickbooks information to the QBImport.mdb database. Each time the Register is closed, the
Quickbooks information will be automatically updated.

STEP 2: Add a Customer named POS to the Quickbooks Customer:Job List.

STEP 3: Add a Vendor to the Quickbooks Vendor List for each sales tax account. Often this is
just the state name, or simply "STATE". Then match that name in the SETUP|SYSTEM
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SETUP|MORE selection in the Store Manager Office under the QB Tax1 Vendor. Repeat the
process if you use TAX2 and/or TAX3 to record other sales taxing agencies.

STEP 4: You will need to add/change any Quickbooks accounts that do not already exist to
match those listed below:

ACCOUNT -- TYPE ACCOUNT

1. Sales -- Income

2. Services Income -- Income (if used)

2. Rental Income -- Income (if used)

3. Special Charges -- Income or Liability-see note 1

4. Sales Tax Payable -- Other Current Liability

5. Gift Certificates Payable -- Other Current Liability (if used)
6. Accounts Receivable -- Accounts Receivable

7. Food Stamps -- Bank (if used)

8. Cash -- Bank

If the Store Manager Office SETUP|SYSTEM SETUP option Separate tender accounts in
Quickbooks is selected, then the following accounts also need to be added to the Quickbooks list
of accounts. If it is not selected, then the below account totals will be included in your
Quickbooks' cash account.

9. Checks -- Bank
10. Visa -- Bank
11. MasterCard -- Bank
12. AMEX -- Bank
13. Novus -- Bank
14. User defined -- Bank (see note 2)
15. User defined - Bank
16. User defined — Bank

Note 1: Special Charges may be either an income or liability account depending on how it is use.
For example, if it is used to collect bottle or can redemptions, it would be a liability account --
State Redemption’s Payable. If it is used to collect Shipping and Handling, it would be and
Income account, offset by Shipping Expense. If it is used as a liability account, it will need a
corresponding Vendor in the Quickbooks Vendor List.

Note 2: User defined tender account names must be the same name given those accounts (i.e.
Diner's Club, Carte Blanc, etc.). These names are located in the SETUP|SYSTEM SETUP|MORE
button selections in the Store Manager Office. By default these fields will all go to an account
called User defined.

Creating a Quickbooks Import File

QuickBooks import files use the extension .iif, apparently standing for "Intuit import file". To
create a import file, open Store Manager Office and select Create Quickbooks Import File from
the Utilities drop down menu. A Windows' Save As dialog box will appear allowing you to name
and place the file wherever you wish. By default the file will be named using the current date--
gbmmddyy.iif, but it may be changed to whatever you like.

Importing to Quickbooks
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To import to Quickbooks, select Import from the Quickbooks' File menu selection, then identify
the file created above. Be careful not to import the file more than once, or Quickbooks will double
the account quantities. It might be best to delete the import file, after importing, to prevent
accidentally importing it twice.

How Often Should You Import to Quickbooks?

There is no requirement to export at any specific time. The correct dates are part of the import
data, so you can perform the export/import procedure whenever you want up-to-date Quickbooks
reports.

One thing to be careful with, the date the register is closed is the date Quickbooks will use.
Normally, this will make little or no difference. However, if you close the previous days sales the
next morning, there is one situation you will need to watch. If you close the registers the morning
of Jan 1st, for the previous day's totals, they will be recorded as Jan 1st, so will go into the next
accounting, period. To avoid this you can either close out the register before the 1st day of the
next vyear, or go into the QBImport.mdb database (FILE|JOPEN DATABASE
TABLE|QUICKBOOKS IMPORT DATA) and manually change the date (change the record dated
01/01/01 back to 12/31/00). It will not mater that there will be two records showing 12/31/00.

The above reference to the end of the year would apply equally if you want accurate monthly or
quarterly reports.

The OBImport.mdb Database

To directly access the QBImport.mdb database, select FILE|[OPEN DATABASE TABLE in the
Store Manager Office, then Select Quickbooks Import Data. After the file has been created,
Store Manager places an "E" in the Exported Fields to identify that the records have been used to
create an Import File. Once imported, the records are no longer needed and they may be
deleted by selecting RECORDS|DELETE EXPORTED RECORDS from the top line menu.

Random Weight Bar Codes

The Uniform Code Councils UCC-12 (UPC) Guideline #11 lays out the standards for random
weight products. These products are generally sold by the pound rather than by the unit. Scales
with bar code printers produce a bar coded tag. At the register, the cashier simply scans the bar
code and the correct price and quantity are automatically entered into the transaction. The UCC
has set aside number system "2" for identifying random weight items.

Setup for Random Weight Codes within Store Manager

You will need Store Manager Version 4.01h or later to use the Random Weight Bar Code
features.

1) In Store Manager Office select SETUP, then SYSTEM SETUP.
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2) Check the box next to "Use Random Weight Bar Codes".

3) Click OK/Save.

Entering Product Codes

In the Productl database table, use the first "6" digits of the bar code as the PRODUCT CODE.
This product code will always start with a "2". The remaining 5 digits are the digits programmed
with your scale. Follow your scales instructions for entering item codes and prices.

Price

Enter the price per pound (if using Ibs) in the STANDARD PRICE field of the Productl database
table. Make sure the exact same price is entered into your scale and the Product database. The
system calculates the quantity based on the price. If there is a difference in price between your
database and scales, the inventory quantity will not report accurately.

Quantity

Place a "1" in the STANDARD SALES QTY field of the Productl database table. As mentioned
previously the system calculates the quantity based on the price of the item. Decimal places on
the screen will automatically change to 3 places once the "Use Random Weight Bar Codes" box
has been checked. Receipts will print either 1 decimal place, or expand to 3 depending on the
guantity of the item being sold.

Bar Code Scanner Considerations

Some bar code scanners can be programmed to enter and extra zero (most US products start
with "0", random weight bar codes start with "2") at the front of the code. This is usually done to
simulate an EAN-13 Code and usually completely unnecessary. Doing this will turn a UPC from
074175001810 to 0074175001810. Unless the scanner is really, really smart, it will also put a
zero in front of a Random Weight bar code. This will cause the system not to see a "0" instead of
the "2" and it will not to function as a random weight item when scanned.
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CHAPTER S5
code Name: Zebra

Bar Code Printing For Windows

Contents

Bar Code Symbologies

Printer

Print Media

Printer Options

Code 39

Default Quantity

30/80 Labels Per Sheet

The POS Database Connection
Full Page Any Coordinates
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CODE NAME: ZEBRA PRINTS BAR CODES ON STANDARD LASER AND INK JET PRINTERS
USING STANDARD LABELS. NO SPECIAL BAR CODE PRINTER IS REQUIRED.

If there is not an Icon for Code Name: Zebra on your desktop, you may start the program by
selecting Window’s Start, Programs, Store ManagerPOS, CNZebra Bar Code Labels.

1. Bar Code Symbologies

There are many different Bar Code symbologies, i.e. Code 39, UPC, | 2 of 5, Code 128, etc.
Different codes are often used by different industries. Most bar code readers can distinguish
between these different bar codes and decode the bars to the underlying code. This is known as
autodiscrimination in the bar code industry.

For this reason, it generally does not matter which bar code symbology you use as your bar code
scanner will correctly decode the bars to the appropriate characters.

You may even mix codes. For example you could have a bar code for A123456 in Code 39 and

the same in Code 128. When the bar code is scanned the scanner will decode the bars to the
same A123456.

2. Printer

All bar code printing is directed to the Window’s default printer. Select File, Printers to change
the desired printer.
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3. Print Media

Code Name: Zebra prints bar codes on two common labels--the 30 per page standard 1" by 2
5/8” address labels or the 80 per page standard %2" by 1 %" return address labels.

Additionally, Code Name: Zebra can print bar codes at any location, and in any direction, on a full
page. The user sets the coordinates for the bar code to be printed. As many bar codes as
desired may be printed on a single page. With this versatile feature, bar codes can be printed on
a special size label, a sheet of paper, preprinted forms, or whatever the user's special needs
might be.

4. Printer Options (Adjustments)

Printers do not always print in exactly the same location. Even the same model laser printers will
print in slightly different locations. To make it easy to adjust for these differences, Code Name:
Zebra allows micro printer adjustments under the File, Printer Options, menu selections.

To adjust for variations in print location, assign a twip value to the vertical and/or horizontal
printing locations in the boxes specified for that purpose. There are 1440 twips to an inch.
Negative twips move printing up and to the left, while positive twips move the printing down and
to the right.

Maximum adjustments are -1440 (minus 1 inch) to 2880 (2 inches). The minus adjustment is
also limited by your printer’'s capabilities and the printing location on the page. The printer’s limits
must be observed or it can cause unexpected printing to occur as in the following example:

You set the horizontal adjustment to -1440 and are printing on 30-labels per page stock. The
limitation of the printer might bring the starting location of the first label back only 1/2 inch,
however, the second label will not have this left margin limitation and would be adjusted by the
full inch, and the same for the third label.

The system retains all adjustments until reset or disabled (set to zero) by the user, even after the
program has terminated.

5. Code 39

Code Name: Zebra prints standard Code 3 of 9 bar codes (also known as Code 39). The Code
39 symbology is not protected by any copyrights and may be printed and used free of charge.
Virtually every bar code scanner reads this code by default. With Code 39, you may use all 26
letters (Upper Case), any digits, and minus, period, dollar sign, forward slash, plus, and percent
sign. You may use any combination, of these numbers, letters, and characters in a bar code. For
example, the following are valid codes:

WTO0-99LB 88
123456789
ABCDEFGHIIK
MICKEY MOUSE
1-45/NOGO

G

1

87-0123BT
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6. Default Quantity

When printing from The Product database table, the quantity is determined by the number
specified in the bar code labels field. The remainder of this section discusses how printing
guantities are determined when not connected to a database.

The program provides two methods to change the number of labels being printed. The default
guantity for all printing can be changed, or the quantity for a single label being printed can be
changed.

Normally, the default quantity would be set to one, however, you may set it for any number from 1
to 30 by selecting Default Quantity from the Configure menu.

With the default quantity set to one, the system will add one label for each one entered. If you
desire more than one copy for an individual label, you may change the quantity before adding the
label to the page. Simply reset the quantity in the on screen quantity box. After the labels have
been added to the page, the quantity will revert back to the default quantity.

7. 30/80 Labels Per Sheet

The Labels

The 30 labels per sheet format uses Avery 5160 or equivalent labels. These labels are 2 and 5/8
inches wide by 1 inch high. The 80 labels per sheet format uses Avery 5167 or equivalent labels.
These labels are 1 and 3/4 inches wide by 1/2 inch high. Sources for quantity purchases of these
labels are available. They generally provide considerable savings over those purchased over-
the-counter.

File Mode Format

The 30/80 label per sheet can be used two ways--in File Mode, or not in File Mode. If you are
printing some labels with no need to print the same or similar labels in the future, then you can
ignore the file features. Just enter the labels and print them out.

Frequently, however, the same labels may be needed in the future and you will want to save your
labels to disk. Code Name: Zebra provides full capabilities to save label pages and then recall
them from disk. We call this working in File Mode and it works very similar to working with a
document in a word processing program, or with a spreadsheet in a spreadsheet program.

When working in File Mode, the Windows Title Bar will show the name of the current label page
file, or “(untitled)” if it has not yet been named.

File Menu selections for New Label Page, Open Label Page, Save Label Page, Save Label Page
As..., and Close Label Page are available.

New Label Page: While you don’t have to select a new label page, doing so notifies the program
of your intent to work with files (enters File Mode), then will remind you if you fail to save the
page. Anicon on the toolbar is also available for New Label Pages.

Open Label Page: Open Label Page brings up the standard Windows Open File Dialog Box so
you may select a previously saved label page. The program uses the extension “.cnz” for the 30
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per sheet labels and “.z80" for the 80 per sheet labels to identify the label files. An icon on the
toolbar is also available to Open Label Pages.

Save Label Page: If the label page is already named or identified, this function will automatically
save and return to the current label page. If the document has not been identified, it will
automatically bring up the Save Label Page As... Dialog Box. Saving a label page automatically
places the user into File Mode if not already working there. An icon on the toolbar is also
available to Save Label Pages.

Save Label Page As.... Brings up the standard Windows Save As... Dialog Box to allow you to
name the file. The program will automatically add the .cnz/.z80 extensions.

Close Label Page: Closes the opened label page and leaves File Mode. The user may Select
New Label Page to reenter File Mode or work outside of the File Mode.

Entering, Adding, and Editing Labels

The 30/80 labels per page top line, Editing Label Number:, identifies the label number that will be
added or changed when the Add Label(s) command button is clicked.

Once a label has bar code information, the label number will appear on the page layout.

The program automatically places the information bar code information into the label and move
sequentially to the next label on the page when the Add Label(s) command button is clicked.
Alternatively, the user may click on the next label to edit on the label page. The bar code
information will be entered for the last label and the Editing Label Number: will change to the
label that was clicked.

Any time the label quantity is changed from one, the labels sequentially following the selected
label will be filled or overwritten with the same bar card information, up to the 30th or 80th label.
Labels are page specific and will not transcend to the next page.

8. The POS Database Connection

The POS Database Connection offers two type of printing from the database. 1) The automatic
printing prints the number of labels identified in a specific Bar Code Labels field in the database.
2) The Manual printing searches for a specific scanned bar code and brings in the description
and/or price for that item.

Automatic Printing

To print labels using the information from The Product Database Tables, select Database from
the top line menu and then select POS Database Automatic Printing. Database Printing prints a
specified number of labels directly from either the Productl Database Table or the PO Database
Table.

The Automatic Printing prints labels using the quantity of labels as specified in one of the
following three fields/columns:

1) Bar Code Labels (Productlt Database Table)
2) Quantity Ordered (Purchase Order Database Table)
3) Quantity Received (Purchase Order Database Table)
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To print the labels, select Database, then POS Database Automatic Printing from the top line
menu. Now check Connect to Databases Tables. Select either the Product Database Table or
the Purchase Order Database Table. The bar code information will be the Product Code. Select
if you also wish the Description and/or Price to appear on the labels along with the bar code
information. Click the Print button to start printing.

If the last page (or only page) does not come out to exactly 30/80 labels, the program will place
the remaining labels on the current label page. This will prevent wasting a whole sheet of labels.
You may then decide to add labels to the page, save the partial page, or print it out as is.

To select labels to print from the Productl Database Table, you simply enter the quantity of labels
you desire into the Bar Code Labels field/column. A special bar codes report is included that
allows only the Product Code, Description, and Bar Code Labels fields to display. The Report
makes it easier to enter the codes because you don’t have to deal with the other fields. You may
use this report or design one more to your liking. Ours is called Bar Code Labels and can be
found in Report Queries, View/Load Saved Reports menu selections for the Productl Database
Table. Before you begin, you may wish to empty all records of any quantities that may already
exist is the Bar Code Labels field. To do so, select Format, Zero Bar Code Labels from the Edit
menu.

Manual Database Printing

The Manual printing searches the database for a specific scanned bar code and retrieves the
description and/or price for that item. The item(s) are then added to the page by selecting the
Add Labels to Page button and the next code can be scanned. When the page is filled, it may be
printed or saved.

9. Full Page (any coordinates)

The full page selection will print a bar code at any location on the page and in any direction.
Make sure you leave enough room for the entire bar code. You may not be able to tell if you run
the bar code past the end of the page.

You may print as many bar codes on a page as needed. Select the location, the direction, and
then Place On Page. After placing the bar codes on the page, select Print Page to print your bar
code(s).
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Chapter Six

Store Manager Data Integrator

Contents

Introduction

Backup
Working With ASCIl Comma Delimited Files
Comma Delimited Record Format
Testing ASCIlI Comma Delimited Files
Combining ASCII Files
Inventory
Compare/Report Inventories
Report Options
Replace Inventory Quantities
Add/Subtract Inventory Quantities
Price/Cost Updates
ASCII File Utilities
Create Quantity Fields
Combine Duplicate Records
Export Customer Addresses
Importing Product Records

Introduction

The Store Manager Data Integrator is a selection of utility programs for integrating data from
external sources with the Store Manager Point-of-Sale system. These external sources generally
come from portable data collectors, vendor supplied product listings, and vendor supplied cost or
price updates.
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The utility programs can provide inventory comparison reports, update inventory quantities,
update product prices, update products costs, and import/merge new products into the Product
database table.

External data files used with the Store Manager Data Integrator must be ASCII Comma Delimited
files. Many programs can convert other file formats to this standard format (see Working With
ASCII Comma Delimited Files). Several utility programs are included with the Store Manager
Data Integrator to test and manipulate ASCII files.

Backup

As you enter the Store Manager Data Integrator, it will request that you make a backup of the
PRODUCTS.MDB. If you should ever need to replace the PRODUCTS.MDB database with the
backup copy, it is located in the same directory as the PRODUCTS.MDB (normally
c:\winpos32\posdata). First RENAME the existing database from PRODUCTS.MDB TO
PRODUCTS.OLD. Then RENAME the backup copy from PRODUCTS.BAK to
PRODUCTS.MDB.

Working with ASCIl Comma

Delimited Files

ASCIlI (American Standard Code for Information Exchange) Comma Delimited files are also
sometimes referred to as text files or comma separated values. These files often have
extensions of .asc, .csv, or .txt.

Smaller (less than 64Kk) files can be viewed and changed in Windows Notepad, larger files can be
viewed or changed in Windows Wordpad.

Comma Delimited Record Format

In the comma delimited format, a comma separates each field within a record. The entire record
will end with a carriage return and line feed (not visible in most programs).

field 1, field 2, field 3, field 4, field 5<CR><LF>

An example of a file might look like this:

089976533, Blueberry Jelly, 3.24, 8, T788
098393992, Strawberry Jelly, 2.38, 6, T738
099338483, Grape Jelly, 197, 9, T745

Sometimes alphanumeric fields are enclosed in quotes. This method is used so commas can be
distinguished within a field (i.e. "Memphis, TN"). Both methods function the same within the
Store Manager Data Integrator. The above file would look like this:



POS-X Store Manager for Windows 122
|

089976533, "Blueberry Jelly", 3.24, 8, "T788"
098393992, “Strawberry Jelly”, 2.38, 6, "T738"
099338483, “Grape Jelly™, 1.97, 9, "T745"

Sometimes the first record in an ASCII file will contain the field names. For example:

Item Number, Description, Price, Inventory, Location
089976533, Blueberry Jelly, 3.24, 8, T788
098393992, Strawberry Jelly, 2.38, 6, T738
099338483, Grape Jelly, 197, 9, T745

It is usually necessary to tell the program that will be using the ASCII file that the first record

contains the field names. With the Store Manager Data Integrator utilities, there is a check box to
identify this situation.

Testing ASCIl Comma Delimited Files

This utility tests ASCII comma delimited files for the correct number of fields in each record.
When an error (incorrect number of fields) occurs, the program will stop, identifying the record
number where the error was found. Any identified record should be examined for extra commas,
unmatched or out-of-place quote marks, and the correct number of fields.

This procedure should be repeated until it can get through the entire file without encountering an
error.

1. Select Utilities from the top line menu.

2. Select Test ASCII File from the drop down menu.

3. Identify the path/file to test (or open it with the Browse button.)

NOTE: TO SPEED UP THE PROCESS, COPY THE FILE YOU ARE TESTING TO YOUR

HARD DRIVE, IT TAKES ALMOST 100 TIMES LONGER TO RUN THE PROCESS IF THE FILE
BEING TESTED IS ON A FLOPPY DRIVE.

Combining ASCII Files

You can combine (concatenate) two or more ASCII files into one complete ASCII file using the
DOS COPY command. If you specify more than one source, separating entries with a plus sign
(+), COPY combines the files, creating a single file. For Example:

>COPY SOURCE1.CSV+SOURCE2.CSV+SOURCE3.CSV RESULTS.CSV

If you use wildcards in source but specify a single filename in destination, COPY combines all
files matching the filename in source and creates a single file with the filename specified in
destination:

>COPY SOURCE*.* RESULTS.CSV

After combining the files, open the file (with Notepad or Wordpad) and check to make sure there
were no extra lines added between the files. Extra <CR><LF>'s at the end of a file will create
problems.
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For example two files with the following information:
File #1.

00871993393, 5
00432229949, 2

File #2:

02122343456, 3
00871993393, 5

should appear as follows after combining:

00871993393,
00432229949,
02122343456,
00871993393,

aawnN o

and not like this:

00871993393,
00432229949,

02122343456,
00871993393,

g w N Ol

Delete any blank lines. Deleting blank lines at the end of the file before using the COPY
command can prevent these lines from occurring within the file.

INVENTORY

Compare/Report Inventories

Before you begin, you may want to create quantity fields, combine duplicate records, or combine
ASCII files. (See the ASCII File Utilities section for additional information.)

Compare Inventory Quantities compares quantities for inventories taken with portable data
collectors against the inventory in your Product database table. Versatile report options should
provide you with the exact type of information needed from the comparison.
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B Compare Inventory Quantities El

Select Field Positions

Product Code: [required field] e B
Quantiy (] ] E——
I Match ta SKU Instead of Product Cade Make Report
[ First Record Contains Field Mames Exit

SAMPLE — First three records in external database:

1. Select Inventory from the top line menu.

2. Select Compare Inventory Quantities from the drop down menu.

3. Select Open External File. Using the Open dialog box, open the ASCII file/database.

4. ldentify the Product Code (or SKU) field position and the quantity field position.

5. Select Report Options. Make selections for the type of report desired (see Report Options).
6. Select Make Report.

7. The finished report is written to the text file INVREPRT.TXT. The file is located in the directory
with the PRODUCTS.MDB file (normally c:\Store ManagerPOS\posdata). The report can be
opened in Windows Notepad or, if larger than 64K, Windows Wordpad. The information can then

be viewed and/or printed as desired. After the report has completed, the program will allow you
to select to automatically take you to Notepad or Wordpad.

Report Options

B Report Options g@@

REPORT OPTIONS:

{*" Feport nonmatching records from both databases.
" Feport nonmatching records from external datsbase only.

" Do Mot repoit nonmatching records.

{* Feport only when inventories are not equal.

™ Feport when inventaries are equal and when inventaories are not equal

SELECT AN UMUSED FIELD (The repart process must use one field from the PRODLUCT
Database table. This field will be overwritten. Regit 2000 does not cunently use the

MATRIX CODE field.]:
LCancel

The first set of report options allows you to select if nonmatching records are found:

(s Matix Code
" Food Stamp
" Open Mumber One

1. Report nonmatching records from both databases. This option will set up two report
sections, one showing all items in the external database that have no matching record in the
Product database. The other section will show all items in the Product database that have no
matching record in the external database.
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2. Report nonmatching records from external database only. This option will set up a section
in the report showing all items in the external database that have no matching record in the
Product database.

3. Do Not Report nonmatching records. Nonmatching records will not be reported.

The second set of report options selects how the compared inventories are reported:

1. Report Only When Inventories are Not Equal. The report will show the Product Code (or
SKU), the Product database Inventory, and the external inventory for all matching records where
the quantities are not equal.

2. Report when inventories are equal and when inventories are not equal. The report will
show the Product Code (or SKU), the Product database inventory, and the external inventory for
all matching records.

The third options section identifies an unused field in the Product database. The report function
needs to use one field of the Product database table to track totals. The default field is the
MATRIX field as the Store Manager program does not currently use it. However, another field
may be selected if desired.

Duplicate Product Codes

Multiple instances of products will not combine. For example, if your ASCII file contained the
following entries:

00871993454, 5
00871993454, 5

and you have 10 as the Inventory Qty in the Product database, you will get two lines in the
exception report showing the inventory is off by 5. To prevent this, first use the ASCII File Utility,
Combine Duplicate Records, which will combine duplicate records into one (see ASCII File
Utilities--Combine Duplicate Records).

Replace Inventory Quantities

This utility replaces the Product database inventory quantities with those found in an external
ASCII file.

As with all utility programs in the Store Manager Data Integrator, the external database must be
in an ASCIlI comma delimited format.

1. Select Inventory, then Replace Inventory Quantities.

2. Select Open External File, then identify the ASCII file with the replacement inventory
guantities.

3. The first three records will display.
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4. Identify the field position for the matching product code (you can also select to match by SKU)
and the field location for the quantities adding or subtracting from inventory. If the quantity fields
are not part of the record, first use the Create Quantity Fields utility to create these fields.

5. Be sure to check the appropriate box if the first record contains the field names.
6. Select Begin Update.

If you have more than one instance of a product in the external file, the last occurrence will
replace any earlier occurrences. To combine all instances into a single quantity, first use the
ASCII File Utility, Combine Duplicate Records. This utility will combine duplicate records into
one (see ASCII File Utilities--Combine Duplicate Records).

The Store Manager Data Integrator creates the INVLOG.TXT showing the records that were
updated. Records are considered updated even if the inventory quantity did not change (all
records found have the inventory quantity replaced with the new one). This text file can be viewed
and printed with Windows Notepad or Wordpad. It is located in the directory with the
PRODUCTS.MDB file (normally c:\winpos32\posdata).

Add/Subtract Inventory Quantities

This utility is primarily used to update incoming or outgoing inventories as recorded by a portable
data collector.

As with all utility programs in the Store Manager Data Integrator, the external database must be
in an ASCII comma delimited format.

1. Select Inventory, then either Add to Inventory Quantities or Subtract From Inventory
Quantities.

2. Select Open External File, then identify the ASCII file with the inventory adjustments.

3. The first three records will display.

4. Identify the field position for the matching product code (you can also select to match by SKU)
and the field location for the quantities adding or subtracting from inventory. If the quantity fields
are not part of the record, first use the Create Quantity Fields utility to create these fields.

5. Be sure to check the appropriate box if the first record contains the field names.

6. Select Begin Update.

You may have more than one instance of a product code in an ASCII file. For example:
00871993393, 5

00432229949, 2

02122343456, 3

00871993393, 5

After adding an ASCII file containing the above data, the inventory quantity for 00871993393 will

have increase by 10 (5 + 5). If using the Subtract Inventory, there would be 10 less in the
inventory.
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. Price Adjustment Utility

Solect Field Possions.

Frochuct Code: Pegured hekd] Oponi Extemal Fie I
Prce: bepared hekd] P I
I [steh b S50 Instead of Fradust Code Exl I

™ Evit Precond Condaing Field Narras

SAMPLE [
L 2

If you want to see the changes made to your Product database table, adding and subtracting
create the ADDLOG.TXT and SUBLOG.TXT files respectfully. They may be viewed in Windows
Notepad or Wordpad. They are located in the same directory/folder with the PRODUCTS.MDB
file (normally c:\Store ManagerPOS\posdata).

Price/Cost Updates

Some vendors can supply updated prices, updated costs, or both. Use the Price Updates and
Cost Updates to automatically adjust the prices and cost in the Product database table.

As with all utility programs in the Store Manager Data Integrator, the vendors database must be
in an ASCIlI comma delimited format.

1. Select Price Update or Cost Update (if both fields will be updated you will run this procedure
twice--once for price updates and once for cost updates).

2. Select Open External File, then identify the ASCII file with the new prices/costs.
3. The first three records will display.

4. Identify the field position for the matching product code (you can also select to match by SKU)
and the field location for the price or cost.

5. Be sure to check the appropriate box if the first record contains the field names.

6. Select Begin Update.

The Store Manager Data Integrator creates the PRICELOG.TXT and COSTLOG.TXT showing
records that were updated. The report considers records updated even if the cost or price did not
change (all records found have the price or cost replaced with the new one). These text files can

be viewed and printed with Windows Notepad or Wordpad. They are located in the same
directory/folder with the PRODUCTS.MDB file (normally c:\winpos32\posdata).

ASCII File Utilities

Create Quantity Fields

The Create Quantity Fields ASCII Utility scans an ASCIl comma delimited database and creates
a second comma delimited database with a quantity field that represents the number of times the
Product Code (or SKU) appears in the original database.
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This utility is useful for inventories taken with a portable data collector where quantities are
assumed to be “1” for each bar code scanned. In other words the inventory was conducted by
scanning all merchandize one time. Running this utility will then combine all like items and create
a single quantity field. The resulting data can then be used to compare to the Store Manager
Product database.

EXAMPLE:

Original Data

12345
98765
12345
98765
12345
76543

Resulting Data

"12345", 3
"76543", 1
"98765", 2

Combine Duplicate Records

The Combine Duplicate Records ASCII Utility scans an ASCIl comma delimited database and
creates a second database combining any repeated Product Codes (or SKUSs) into one record
with one total quantity field.

This utility is useful for inventories taken with a portable data collector where the quantities are
also entered into the data collector. Sometimes scattered inventories may have additional items
in another location and the operator will make two separate entries for the same item. Some
portable scanners automatically adjust for this and some do not. The resulting data can then be
used to compare to the Store Manager Product database table.

Original Data

12345, 5
98765, 2
12345, 3
98765, 3
12345, 1
76543, 4

Resulting Data

"12345", 9
"76543", 4
"98765", 5
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Export Customer Addresses

To export your customer addresses to an ASCII comma delimited file:

1. Select Export Addresses from the top line menu.

2. In the Save As dialog box identify the path/file name of the new export file.

The Export Addresses feature exports the following 9 fields per record in the order listed:

Customer Code, First Name, Last Name, Company (or Address Line 1), Address Line 2, City,
State, Postal Code, Sort Code

Importing Product/Customer Records

e twpo ______________________H
Select Import Field Position:

Product Code: Irepamesd ] SKL:

e ot It

Price: Wendor Code:

Cost Open Ted 1.

Tevveniney Qi DOpen Numbes 1
Type ol Imporl Dpenknpon Fie I

" Heiace F

~ Mooe Begn Import I
Ewt I

I st Recoed Containg Fiekd Names
SAMPLE

A J

(Note: The discussion in this section focuses primarily on the product database, however, the
customer database will have identical or similar characteristics.)

STORE MANAGER can import an existing database into its Product database table. The
imported records can replace an existing database, fill an empty database, or merge with an
existing database.

The database being imported must be in ASCII comma delimited format. This format can be
"Saved As" with most of the common spreadsheet and database programs (EXCEL, ACCESS,
PARADOX, LOTUS, etc.). This type of file can be referred to as a text file, comma separated
ASCII, comma separated values, and sometimes uses file extensions such as .asc, .txt, and .csv.
Sometimes alphanumeric characters are enclosed in double quotes "xxxxxx" and sometimes they
are not. A sample record might look like this:

"09823338432","9-Digit Calculator*,8,"XYZ Inc.",0,1,7,12.95,6.50

The above record has a total of 9 fields (number of commas plus one). This record could also
appear without the quotes as:

09823338932,9-Digit Calculator,8,XYZ Inc.,0,1,7,12.95,6.50

and it would make no difference to the importing routine.
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The import function allows importing the 10 most commonly imported fields. Most other fields will
not be relevant to the STORE MANAGER database (see Entering Other Fields).

We will use our example record to explain the import process:

1. Before importing the ASCII file, first run the ASCII test utility on the file to make sure each
record is the correct length (see Testing ASCIl Comma Delimited Files in this section under
Working With ASCII Comma Delimited Files.)

2. Click on the Open Import File button and identify the file to import from the Open Dialog Box.
3. Enter the field location next to the import field it represents. In the example database, 5 of the
9 fields will be imported. The first field is the product code, so a 1 is placed in that box, next is
the description so a 2 is placed next to the description box, the price field is the eighth field so an
8 is placed in the price box, the cost is the ninth field so a 9 is place is the cost box, the last field
being imported in this example is the vendor field. The vendor field is located in position four so a
4 is placed in the vendor code box. All other boxes are left blank.

4. Select the "Type of Import". Replace existing data (or an empty database), or merge with
existing data.

5. Be sure to check if the first record contains the field headings.

6. Click on the "Begin Import" button.

Description Field

If the description being imported exceeds 25 characters, the second 25 characters (or remaining
characters) will be placed in the Description Two field. You may want to edit these descriptions
and break them at a more natural separation point.

Entering Other Fields

If a field that is not listed is available for importing, it can be placed in an open field and then
transferred to the appropriate field with an UPDATE Query. For example, suppose an importing
files list price was available and you wished to place it in the Store Manager Productl database
tables List Price field. First identify this field during import as the Open Number 1 field, then use
this UPDATE Query to place it in the appropriate field:

UPDATE [Productl] SET [List Price] = [Open Number 1]

Common Importing Problems

Importing must be accomplished perfectly. Unfortunately, even an expert may have to do it
several times before getting it right. Some of the common (but by no means the only) problems
are:

o |dentifying the fields in the incorrect order.

e Double quotation (") marks existed somewhere in your product descriptions or product codes.
The double quotation mark is used by ASCII to specify an alphanumeric field. If it comes
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across one in the product description (many times they are used to indicate inches), it will
think that is the end of the field. From that point on, your database will be incorrect. Use a
text editor to search for stray double quote marks. Also the ASCII Test Utility will identify this
problem.

Incorrect number of fields in a record. Again, use the ASCII Test Utility to identify the
offending record.

Header information if included in the file, in front of the first record. Be sure to check if the
first record contains the field names.

If you edit the file with Wordpad, make sure to save it as "text only" and not in the Wordpad
format. (Notepad always saves in the correct format, however, it is limited to smaller files,
approximately 64K.)
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APPENDIX ONE

STORE MANAGER FOR WINDOWS
95/98/Me/2000/xp NETWORKS
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Figure 1

Network Setup

A Window's server is not required to run Store Manager as a network system, Store Manager will
run on a peer-to-peer Widow’s network. One computer is designated as the “server” and that
computer will hold the Store Manager database files. The “stations” will update those files on a
real time bases across the network.

42 Type Installation

Single User, Server, or Station? ﬂ‘)
(4>

Chooss the type of installation by making the appropriate sslestion

& {Girgle Ussr o Hatwark Server (Install Naw Erpiy Diata Flles;

 Single User ar Netwark Server (Do Nat Install New Data Fies],
€ Metwork Station [Client],

" Install Mew Data Files Only,

<Back [ Hews | Earea]
Figure 2

Server Installation
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We will refer to the networked computer which stores the Store Manager data files as the server
although it can be any computer on your network.

During the Store Manager installation, select Single User or Network Server (Install new empty
data files). See Figure 2.

In addition to storing Store Manager's database files, the server can also be used as a cash
register or back office machine.

Be sure to share the server's drive or folder where the Store Manager data files are located
(\Store ManagerPOS by default). In My Computer, highlight (single click) the drive or folder to
share, then select File|Sharing|Shared As. Provide a share name (we will use C_Drive, for drive
¢, as the share name in our examples). Access type must be “Full” (see Figure 3).

[C:) Properties HE

Generall Taols Sharingl

" Mot Shared

LComment: I

Access Type:
" Bead-Only
& Full
" Depends on Password

Passwords:

EeadinlnEasspmnnd: I
Full Access Password: I

QK I Cancel | Lol
Figure 3

Sharing with Windows XP

In My Computer, highlight (single click) the drive or folder to share, then select File|Sharing and
Security. Click the Sharing tab. Check the two boxes under Network Sharing and Security
(as shown below). Provide a share name for the drive. Click Apply and OK.

Note: Windows will give you a warning that other users on the network will be able to access
your files.
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Local Disk (C:) Properties @E]

General | Toole | Hardware | Sharing | Quata

Local sharing and security

“ 1 Toshare this folder with other ugers of this computer
:}Jg only, drag it to the Shared Documents folder.

To make this folder and its subfalders private so that
only you have access, select the following check bos.

Metwark sharing and security
W Toshare this folder with both network. users and other
‘J.:‘J uzers of thiz computer, select the first check box below
= and type a share name.
Share thiz folder on the netwark
Share name:  |C

Allows network. ugers to change my files

Learn more about sharing and security.

l ak H Cancel ][ Apply

Figure 3a

Station Installation

We will refer to all computers that will connect with the server's data files as Stations.

Install Store Manager on each computer in the network that will be used as a station. The server
must be installed before any station’s setup can be completed.

During the installation select the Network Station (Client) option (see Figure 2).

To establish the path to the Store Manager data files, select the Network Setup Icon in the Store
Manager Group (Windows START, PROGRAMS, STORE MANAGER, NETWORK SETUP).
Select the STATION option (see Figure 1). Click the Identify Path to Server button. In the
Open Dialog box which appears click the down arrow and select Network Neighborhood (or My
Computer Places) off the tree, then drill down to the Server's \Store ManagerPOS\posdata folder.
If the default installation was used and the server computer's name is XXX and the share name is
c_drive, then the path will be WXxx\C_drive\Store ManagerPOS\posdata. Open the file named
Net.id. The correct path to the server will then be displayed on the screen. Click OK.

Transaction Numbers and the Network

In the network environment, new transaction numbers are sequentially assigned as the cashier
moves from the main Cash Register Screen to the Tender Window. The first computer to enter
the Tender Window receives the next available transaction number.

The Cash Register’s Transaction Box displays the last transaction number processed on the
station (except in the case of a recalled open transaction). The Void Last Transaction and
Print Last Receipt refer to the last transaction made on the specific computer and not on the
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overall network. The Menu's Edit|Refresh Transaction Number selection will refresh the
Transaction Box to display the last transaction number assigned on the network. The next
computer to enter the tender window will be assigned the next consecutive number.

Date/Time and Transaction Numbers

When a transaction is recorded in the Transaction Log, the date and time are taken from the
Station's computer time. Because of this, each computer's time should be kept as accurate as
possible.

The Transaction Log may record the time in a different order than the transaction numbers. To
explain, consider this example:

Two stations are running--computer name AAA and computer name BBB. Station AAA enters
the Tender Window and is assigned transaction number 1701, station BBB enters immediately
after and is assigned transaction number 1702. However, station AAA is conversing with the
customer, and station BBB records the transaction before station AAA does. Station BBB would
have recorded an earlier time than station AAA even though station AAA has an earlier
transaction number.

Unused Transaction Numbers

A transaction number can become unused (shown in the transaction log as (Unused)) as follows:

Station AAA enters the Tender Window and is assigned transaction 1701. Station BBB
immediately follows and is assigned 1702.

Station AAA cancels the tender and returns to the transaction to add another item the customer
had forgot. When the transaction number is assigned it will assign 1703. Transaction 1701 will
be recorded as "Unused".

If Station BBB had not entered into the Tender Window, the transaction number would have
remained at 1701, even with the cancel. The transaction only becomes unused if another user is
assigned a transaction number before the tender is canceled.
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APPENDIX TWO
CHARGE CARD SOFTWARE SETUP

Store Manager Point of Sale can process credit cards with MultiCharge, Xcharge, or PC Charge
Pro. You may also use your standalone credit card processing equipment instead of charge card
processing software.

MULTICHARGE SETUP INSTRUCTIONS CONTENTS

GENERAL SETUP STEPS

MULTICHARGE INSTALLATION
Downloaded
On CD

PRINTER SETTINGS
Report Printer
Receipt Printer

SETTING THE PATH TO PROCESSOR
Single User

Network Server

Network Stations

STARTING MULTICHARGE
Automatic Startup

MODEM SETUP

SYSTEM SETUP
AVS Tab

Entry Tab
Processor Tab
Batch Tab
Password Tab
Term ID Tab

MULTICHARGE NETWORK SETUP/INSTALLATION
Processor/Server Setup Steps
Station Steps
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SETTINGS IN STORE MANAGER POINT OF SALE
On a Store Manager Server or Stand Alone
On a Store Manager Station



POS-X Store Manager for Windows 138

MULTICHARGE SETUP INSTRUCTIONS

GENERAL SETUP STEPS

Install Modem hardware and drivers per manufactures instructions

Install MultiCharge

Identify Receipt Printer and Report Printer

Set Path to Processor (necessary on network stations only).

Enter modem information including initialization string and phone numbers.
Enter bank number, terminal ID, and merchant number.

Set any other program options (i.e. password, decimal placements, etc.)

Nogakwdr

INSTALLING MULTICHARGE
Downloaded...

You can find the setup file, mcsetup.exe with Window’s Search or Find Feature. If you know
where the setup file was downloaded, locate it with Windows Explorer, My Computer, or Run,
Browse. Double click the file to begin the installation program.

On CD...

Insert the CD into the CD-ROM drive of your computer. Select, Start, Run and enter
D:\mcsetup.exe, then click OK (where D: is the drive letter corresponding to your CD-ROM
drive.)

The installation program will start, generally you will select all the default options. If this is a
network station, you will select the Network Station option on the Type Installation window
during this installation (see below).

42 Type Installation

Single User, Server, or Station?

- If thiz iz a Single Uzer spztem [one computer], then select the first optian.

- I this iz a Metwark setup, and this iz the computer with the madem connection,
then select the first option.

- If thig iz a Metwork setup and thiz iz not the computer with the modem, select the
zecond option,

& Single User or Netwark Server [Camputer with madem connection)

" Metwork Station [Client].

< Back I Nest » I Cancel
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PRINTERS
Report Printer

To print reports with MultiCharge you will need a full-page printer (inkjet or laser printer). Set the
Windows default printer to this printer. Do not set your receipt printer as the Windows default
printer.

Note: Even if you don't have a laser or inkjet printer connected to your computer, you should still
set the Windows default printer to one of these types of printers. Then MultiCharge’s report
printing capabilities (and many other programs) will be able to correctly format and display
printable (WYSIWYG) information on your screen. If you don't have a printer driver installed, use
Windows' ADD PRINTER WIZARD to install one of the drivers included with Windows. Any HP
Laser is a good choice.

Receipt Printer

As explained above, don't set the receipt printer as the Windows default printer or MultiCharge's
reporting capabilities won't be able to format a full page report (see Report Printers above).
MultiCharge will remember the printer you select as the receipt printer without setting it to the
Windows default printer.

To set your receipt printer to print charge slips with MultiCharge, select Setup, Charge Slip
Setup, and then identify the receipt printer from the dropdown list. Enter a charge slip heading
and select from the available options.

Note To Store Manager Users: Normally, Store Manager Point of Sale will be controlling the
printing of your charge slips. However, you should still set MultiCharge to print to your receipt
printer as you may occasionally have a reason to print directly from MultiCharge. (For example,
printing a past charge slip. Store Manager can reprint the last charge slip, but if you want one
further back you will need to go directly to MultiCharge).

SETTING THE PATH TO PROCESSOR

MultiCharge is actually two programs--(1) the MultiCharge Interface, and (2) the MultiCharge
Processor.

(1) The MultiCharge Interface is the user interface where credit cards are swiped, reports
are constructed/viewed/printed, and program settings are made. Often third party
software (such as Store Manager Point of Sale) will perform many of the same functions
of the MultiCharge Interface.

(2) The MultiCharge Processor runs invisibly in the background (and only on the server for
network installations). The Processor dials the modem, connects with your credit card
processing company, exchanges credit card data, then passes the data back to the
Interface.

In order for the MultiCharge Interface to pass and receive data from the MultiCharge Processor, it
must know where the Processor is located (the path to the processor).
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Setting the Path to Processor on a Single User System
On a Single User System, the path to the processor will set automatically.
Single User paths will normally be the default path: c:\MCharge.

If for some reason you need to change the settings, then you may enter the alternate path within
the MultiCharge Interface by selecting Settings, Path To Processor.

Setting the Path to Processor on a Network Server
On a Network Server, the path to the processor will be set automatically.
Network server paths will normally be the default path: c:\MCharge.

If for some reason you need to change the default settings, then you may enter the alternate path
within the MultiCharge Interface on the server by selecting Settings, Path To Processor.

Setting the Path to Processor on Network Station

For network stations, the path to the processor should reflect the network path to the MultiCharge
directory/folder on the server. An example where the server or computer name with MultiCharge
and modem installed is MainComp, and the shared drive where MultiCharge is installed is
C_Dirive, the path to the processor would be: \\MainComp\C_Drive\MCharge

To set or change this path, use the MultiCharge Interface on the station and select Settings,
Path To Processor .

STARTING MULTICHARGE

As explained previously, MultiCharge is actually two programs--(1) the MultiCharge Interface, and
(2) the MultiCharge Processor. The MultiCharge Interface is where credit cards are swiped,
reports are constructed, and settings are made. The MultiCharge Processor dials the modem,
exchanges data with the host, then passes the data back to the Interface. The Processor runs
invisibly in the background and only on the server for network installations. The MultiCharge
Processor must be running to process credit cards.

The MultiCharge Interface runs on the server and any station where credit cards are to be
processed. The Interface does not have to be running to process credit cards using third party
software. Third party software (such as Store Manager Point of Sale) also have interfaces that
communicate directly with the MultiCharge Processor

To start the MultiCharge Processor, simply start the MultiCharge Interface by clicking the
Lightning Bolt Icon on the Windows desktop (do this on the server for network installations). Both
the Interface and Processor will load. You may close (Exit) the MultiCharge Interface screen if
you will be using another software to communicate with the Processor. The Processor will
remain running as can be seen by the Yellow Lightning Bolt in the System Tray.

The MultiCharge Processor can be closed/unloaded by selecting File, then Exit and Unload
Processor in the MultiCharge Interface. It is not necessary to unload the Processor as it will be
unloaded when your computer is shut down.



POS-X Store Manager for Windows 141
|

Automatic Startup
Note: Remember, it is not necessary to run the MultiCharge Processor on the network stations.
To load/run the MultiCharge Processor each time Windows starts:

. Click Start, point to Settings, and then click Taskbar & Start Menu.

. Click the Start Menu Programs tab.

. Click Add, and then click Browse.

. Locate the MultiCharge Processor (C:\MCharge\mcp.exe) and then click it.

. Click Next, and then double-click the StartUp folder.

. Type the name that you want to see on the StartUp menu, and then click Finish.
. If Windows prompts you to choose an icon, click one, and then click Finish.

~NOoO Ok~ WN B

MODEM SETUP
Note: Modem settings are made only on the server for network systems.

Select Setup, Modem Setup. Select an initialization string for your modem, the communication
port (serial port), and enter the primary and alternate phone numbers.

SYSTEM SETUP

Access to the System Setup Options is from the Setup menu, System Setup selection.

AVS Tab

If you will be using the Address Verification System, select the verification type you will be using.

Entry Tab

- If you will be using Electronic Commerce or Pre-Authorization transactions check the box to
place those options on your sales screen. (Note: Electronic Commerce transactions may require
NOVA Information Systems, Inc. approval.)

- When Don't Automatically Place Amount's Decimal is selected, MultiCharge will insert a
decimal point between the second and third digit from the right. For example, if you enter 859, the
amount becomes 8.59. When not selected, MultiCharge places the decimal point at the end. For
example, if you enter 859, the amount becomes 859.00.

- You may set the system to alert you if an amount is higher or lower than your normal sale.

Processor Tab

- Prompt For More Time After nn Seconds. If the transaction has not complete after this many
seconds, the system will prompt for additional time or to cancel.
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- Redial Attempts. A “1” will dial the original plus one more attempt.

- Dial Connect Timeout. If the modem cannot make a connection and cannot disconnect itself,
the system will disconnect it after this many seconds.

Batch Tab

Shows the current batch number and the last transaction number. These should not be changed
unless you become "Out of Sync" with the host.

Password Tab

If you wish to password protect MultiCharge from unauthorized use, enter a password here.
Passwords must be at least 6 characters. To turn off password protection, enter a blank as a
new password.

Term ID Tab

Enter your bank number, terminal 1D, and merchant number given to you by your processing
company. These unique numbers identify you to the host.

MULTICHARGE NETWORK SETUP/INSTALLATION

Running MultiCharge on a network requires only one modem. This modem will normally reside
on the computer selected as the server. This computer does not actually have to be a server; the
system will function on a Windows peer to peer network. The computer you choose to act as the
server must be installed with the "Single User or Network Server" option during the MultiCharge
Installation. All other computers on the network will be installed with the "Station" option during
installation.

Processor/Server Setup Steps

1. Select one computer to act as the processing computer.

2. This computer will also have the modem to be used with MultiCharge.

3. Install MultiCharge using the "Single User or Network Server" installation option.

4. Share the computer's path to MultiCharge.

5. Sharing the path varies slightly with different versions of Windows. On a Win95/98/Me
machine, open My Computer, highlight the C drive, select File, then Sharing...

6. In the sharing window give the C drive a name like C_Drive, access type should be FULL, and
no password.

7. Set/change any MultiCharge Options following the instructions in the System Setup section.

Station Steps
1. Install MultiCharge using the "Station" option during the MultiCharge installation.

2. Set the Path To Processor to point to the server/processor (see Setting Path To Processor).
3. Set/change any MultiCharge Options following the instructions in System Setup section.
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SETTINGS IN STORE MANAGER POINT OF SALE

On a Store Manager Server or Stand Alone

In Store Manager Office select Setup, then Charge Card Setup.

Choose the MultiCharge Selection.

Select the Path to Charge Program (normally default path C:\MCharge\).

Select the Charge Slip Printer (normally Default to Receipt Printer).

The charge slip will use the heading entered in the Store Manager Receipt/Invoice Setup.
Select the More Button to choose between additional available options.

. Select OK/Save. The Store Manager Cash Register must be restarted to pick up these new
settings.

Nogakwdbr

On a Store Manager Station
(Each station has separate charge-card setting and must be set individually.)

1. Inthe station's Store Manager Office select Setup, then Charge Card Setup.

2. Choose the MultiCharge Selection.

3. Select the Path to Charge Program. This will be the same network path identified in "Path to
Processor" (see Setting Path to Processor).

4. Select the Charge Slip Printer (normally Default to Receipt Printer).

5. The charge slip will use the heading entered in the Store Manager Receipt/Invoice Setup (a
network-wide setting).

6. Select the More Button to choose between additional available options.

7. Select OK/Save. The Store Manager Cash Register must be restarted to pick up these new
settings.

PC-Charge Pro Setup Instructions

Set Up PC-Charge according to PC-Charge’s installation manual and instructions. Be sure you
can run transactions directly with PC-Charge before trying to use the interface within Store
Manager. If you cannot complete a credit card transaction directly from within PC-Charge, you
will not be able to complete one from within Store Manager.

PC Charge Setup In Store Manager

To process charge cards with PC-Charge through Store Manager, you must first select PC-
CHARGE SETUP from the Store Manager Office SETUP menu.

e Select the printer you will print charge slips to. Note: If you select "Default to Receipt Printer”
the system will pause after a charge slip has been printed, allowing the charge slip to be
removed prior to printing the receipt. If any other printer is selected, there will be no pause
between printing a charge slip and printing a receipt.

o Enter the path to the PC-Charge program (generally c:\pccw).
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e Select the Credit Card Processing Company. This must match the processing company
selected within PC-Charge. If the company is not listed, enter the abbreviation from the PC
Charge Setup/Credit Card Company. It abbreviation will be enclosed in parenthesis (XXX).

e Check PC-Charge Installed. This toggles the system and will cause any entry in the charge
cards or user defined tender categories to automatically invoke the charge card processing
screen.

e Select the More button.

e Enter any comments to be printed on the bottom of the charge slip.

e Enter the number or copies of charge slips to print (a zero suppresses charge slip printing).

o Enter the merchant number. This number must match the number list as "Credit Card
Company Number" in the PC-Charge Credit Card Company Setup Screen. This number is
case sensitive.

e Place Userl in the PC-Charge User box.

e See Appendix One for special Network Setup instructions.

Using PC Charge With Store Manager

. Process Charge Card Transaction | |

Card Number: ||

Card lssuer: I

Card Member: I

Expiration Date [mmyy]: I
Amount: Il].l]l]

@

Charge Card Window

To use PC Charge from within Store Manager, PC Charge must be running prior to starting the
Store Manager Cash Register.

Any entry into a charge card or user defined tender category automatically pops up the charge
card processing screen.

To "swipe" a charge card, the focus must be on the Credit Card Number input box (automatically
defaults to this location). Once the card is read, all fields will be filled in automatically.

The information can also be entered manually. Generally, the only information actually required
is the Card Number, expiration date, and amount. However, processing companies have
different requirements for information sent to them. Always use the card if available. Some
companies charge additional and/or require the Address Verification System (AVS) information if
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the card is not swiped. They know if the card is swiped because the information on track two is
not sent to them (because it is not available) when the card is entered manually.

Store Manager links to PC-Charge for sales only. Because PC-Charge is already running, it is
a simple matter to enter that program to use the many features available. Check guarantee,
settlements, voids, pre-authorization and post authorization, reports, reprint past charge slips, are
a few of the many useful features available in PC-Charge.

Keep this in mind concerning voids and returns. When a Store Manager transaction is voided
or a sales return is made, Store Manager does not automatically contact the credit card
company with that information. You must separately process a refund/void using PC-Charge to
remove the charge from the customer’s account.

Address Verification System (AVS)

Some processing companies require zip code and street numbers for verification of mail order or
other manually entered card numbers. If this is the case, select the AVS button to display the zip
and street boxes. The zip code should be entered as a 5 digit or 9 digit number. Enter as either
92582 or 925823885. The street number should be entered per instructions from your
processing company.

PC-Charge -- Charge Slips

The charge slip printer can be the same printer or a different printer than the receipt printer.
Store Manager will automatically switch between the two printers. Select the charge slip printer
from within the PC-Charge Setup.

The charge slip assumes a 40-column tape-type POS printer for printing charge slips. The charge
slip takes the receipt heading and lines to advance after printing from the Receipt Setup
Universal Settings and POS (Tape) Printer.

Other information, number of charge slips to print, additional comment lines at bottom of charge
slip, come directly from the Store Manager’s PC-Charge setup. This separate setup allows for a
different number of charge slips than receipts to be printed if necessary.

Past charge slips may be reprinted directly from within PC Charge.

PC Charge and Networks

PC Charge and the modem can reside on any computer on the network. All computers on the
network can process a credit card using the single-user version of PC Charge. However, only
one computer at a time may process a charge. All processing must be completed before another
computer can begin.

To process two or more transactions at the same time, additional users must be purchased from
Go Software Inc (www.gosoftinc.com).

PC Charge Network Setup
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PC Charge Network Setup is the same as the single user setup with the following exceptions:

e Each computer on the network that will be processing credit cards must complete both PC
Charge Setup screens (see Figures 4 & 5). Enter PC Charge Setup from Store Manager
Office’s Setup menu.

e The path to PC Charge must reflect the network path. For example, if the computer name is
XXX and the share name is C_Drive and PC charge resides is the default installation
directory, then the path would be:

\Xxx\C_Drive\Progra~1\Pccw\

Note: In the above example the entire drive is shared. If you have previously only shared the
Store ManagerPOS folder, you will have to re-share the entire drive before this setup will work.

e The path to PC charge on XXX, the computer with PC Charge and the modem, would use
the local path to PC Charge (see Figure 4):

C:\Progra~1\Pccw\

Charge Slip Printer: afault b rinke
Path to Charge Program: IC.\F’rUgra”1\F'c:c:w\ Default Path |
—Charge Card Processor
" [CES)  [ECHO]
¢ [FDC)] = JAMEX] = Mo Processing
£ MARF) £ [FUSA) " MuliCharge
 [NE)  [EAS)
£ (NDE) £ NPC) ® T
 (G54R)  [THH) & PC-Charge
€ [NFC) € [NOVA)
¢ [FNBO) £ NYUS)
& [VISA] " [BFS) K / Save |
 [FDCN] &SI
" [RBOC) " [CCRD) ﬂl
£ [TELM)  [MYRE)
" [MDI) " Other: More |
Figure 4

e If you are using a single-user version of PC Charge, you must use the default user name
"Userl" (see Figure 5). IF you have purchased additional users from Go Software Inc., the
PC Charge User in Store Manager's PC Charge Setup must match a user name as assigned
in PC Charge's Setup|Users.

443 Charge Card Setup (Screen 2) [ x]
[ Comment Lines:
[ Other Options:

I~ Dont print slip if RESULT does nat equal:
Copies of Charge Slips: |1
Mechant Mumber: 000387654321

PC Charge User: [Userl

¥ Enabls Address Yerification System (£45)
[v Dontt Print Expiration Date On Charge Card Slip
¥ Orily Print Last Four Digits of Account Mumber

Close
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Figure 5
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APPENDIX THREE

INSTRUCTIONS FOR STORE MANAGER
TOUCH SCREEN VERSION

Standard Version and Touch Version Compatibility

Store Manager Touch Version and the Store Manager Standard Version are completely
compatible. You may switch between the two versions without any changes to your data files.

Network users may use either or both versions within the same network.

Touch, Keyboard, or Mouse

It is not necessary to have a touch screen monitor to use the Touch Screen Version of Store
Manager. Additionally, having a touch screen monitor does not mean you can't use your mouse
or keyboard together with the touch capabilities.

Businesses without touch screen monitors may still prefer to use the Touch Screen Version of
Store Manager due to the Programmable Menu functions available.

Some businesses may want to use just touch screen while others may want to use both touch
and keyboard and still others may want to use touch, keyboard, and mouse.

Use whichever combination you find best suits your business.

Installation

Both the Standard Version and Touch Version are installed during the normal installation. Select
either the Standard Store Manager Icon or the Store Manager Touch Screen Icon to start the
Cash Register.

Touch Screen Version Control Keys

In additions to the obvious letter and number keys available on the screen, there are few
differences between the Standard Version and Touch Version control keys.

On the main cash register screen there are three keys not on the Standard Version. The first is
in the F2 position and is labeled Menu. This key brings down a touch version of the top line
menu. The second key is the Enter key, used when you would normally use the Enter Key. (e.g.
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to manually enter typed-in items into a transaction. A manually typed-in item can also be entered
by simply touching the input box.)

The third key is the Keys . . . button. The Keys... button toggles the screen between a numbers
only touch screen, a numbers and letters touch screen, and a programmable touch screen.

Tender

Ill—lll'lnﬂgiﬂL :

ProchctInkcamaton Buanaschon Iniuemator:

Tax Del

Laaeesy Nz
Discenri: Nere.

LT TTT T
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Touch Key Options

M Touch Options @
Exemple
L et and Hlimber Key Balars™ ™
Special Character Key Colors |
Frogrammable Hain Mernu Key Colors | ]
Progiammable Sub Menu Key Colors | ]
I~ Don't Use Frogiammable Menu Screens
Automatic Fleturn to Main Programmable Screen after 3 Sub
Menu Selection s Made.
I Place the Buttons at the Top of the Cash Register Sciesn
SavelEsit
& Ciosshait Mouse Poinler
¢ Anow Mouse Pointer
Canel

To get to the Touch Screen Options window. Select the Menu key, then Preferences, then Touch
Screen Options.

Four color options are available for the touch controls:

(1) Letter and Number Keys

(2) Special Character Keys

(3) Primary Menu Programmable Keys (level one)
(4) Submenu Programmable Keys (level two)

The Touch Screen Options window also provides two selections that control the Programmable
Keys Menu feature:

(1) You may select to not use the programmable menu option. If you make this selection, the
programmable menu keys will not display when you toggle the Keys... button.

(2) You may also select to automatically return to the Primary Programmable Menu (level one)

after a Submenu (level two) selection is made. The next section will fully explain what this
means.

The Programmable Touch Menu

The programmable touch menu allows up to 579 items to be quickly entered into a transaction by
touching a key. Each individual key can display its own icon and/or a text label.

There is one primary menu screen with 24 submenu keys (and 3 direct keys), and 24 submenu
screens with 24 keys each.

Submenus would normally be arranged by types of items, but don't have to be. The same item
can also be included on as many submenus as desired.

A business that primarily sales the same items, and occasionally a different item will probably
want the Auto Return to Primary Menu function turned Off. That way the menu they primarily use
would be available for one-touch operation (not having to first go from the Primary to the
SubMenu). A business with a large variety of sales may wish to use the Auto Return function
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(On) so they don't have to press the Up key. It is easy to change between the two methods and
you will instinctively know which way is best for you within a few minutes. The main thing is to
know that there are two ways to use this menu and that you can easily select the one that is best
for you.

Programming the Key Matrix

Setting up or changing keys on the menus is very easy. The information for the programmable
touch screen is kept in a pre-designed database table. To get to the database table, enter the
Store Manager Office, select File, Open Database Table, then select Touch Programmable Keys.

The Programmable Keys Matrix database table has been pre-designed for you. All you need to
do is enter a Key Label and the Product Code for the keys you want to use. You may also enter
icon names for any keys you wish to show icons on. There are thousands and thousands of free
icons on the web. Additionally, there are many free icon designing programs available. Search
for "ICONS" on your favorite search engine. Icons can help greatly with key recognition for new
cashiers. Remember, an icon is helpful even if it is not an exact representation of the item.

Store any icons used in the IMAGES folder. The path will normally be c:\Store
ManagerPOS\images\xxxx.ico (where xxxx.ico is the name of the icon file).

To make the matrix easy to visualize we have assigned a letter of the alphabet to each screen.
The Primary Menu uses letter A (and B), while the submenus are assigned letters C through Z
We have put sample data in the Primary Menu and Submenu C to more clearly show how the
keys are laid out. Change or remove this data when designing your menus.

On the Primary Screen, the top row (Al thru A8) correspond to submenus C thru J, the second
row (A9 thru A16) correspond to submenus K thru R, and the bottom row (A17 thru A24)
correspond to submenus S thru Z Keys B1, B2, and B3 are direct entry keys on the Primary
Menu (the 3 small keys located at the end of each row). When a primary key is touched, it will
bring up the submenu (except for the 3 direct B keys). Because the A keys bring up a submenu,
any information placed in the Product Code field for the A Keys will be ignored.

3*: Programmable Key Matrix Database Table =] &3
File Edit Fommat Records Ouery  Preferences  Help
Humber Key Product Code Key Label Icon

281 1 rowl ico
29 C2 C2 rowl ico
anie3 £3 towl ico
31 |c4 C4 rowl ico
32165 £h towl ico
33 |C6 Ck rowl.ico
M IE7 £y towl ico
35 | Cc8 Cc8 rowl ico
361E9 £a 1ow2 ico
37 |C10 ci0 rowz.ico
a8l Cll oW ico
39 €12 C12 rowz.ico
401C13 Ci3 1ow2 ico
41 C14 C14 rowz.ico
42 1C15 Cih 1ow2 ico
43 €16 C1b rowz.ico
44 €17 Ci7 rowd ico
45 C18 C18 rowlico
46 1C19 C19 rowd ico
47 [C20 C20 rowlico
481021 £21 rowd ico
49 (E22 C22 rowlico

Rowe: 1 1
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3*: Programmable Key Matrix Database Table H=1 3

File Edit Fommat HRecords [Cuery  Preferences Help

[Row: 1 [1

For the submenus simply enter a Key Label and/or Icon file name for any keys you wish to use.
Then enter the Product Code for the item to be entered into the transaction. Note that if the
Product Code does not exist is the Productl database table, you will get the "Enter On-The-Fly"
choice the first time the key is touched. Using Submenu C as an example, Keys C1 thru C8 are
on the top row, C9 thru C16 are on the second row, and C17 thru C24 are the bottom row keys.

$10 and $20 Tender Screen Keys

Ten and twenty dollar touch keys have been placed on the tender screen. The System
Preference for the “Need to Press Enter after Exact Cash” also controls these two keys. By
default, the transaction will automatically be tendered when one of these keys are pressed. If the
above system preference is checked, you will need to press ENTER to complete the transaction.

Notes to Network Users

To prevent slow menus, the programmable key matrix database is kept locally on each machine
running a touch version. If you have more than one touch machine and wish them to have
identical menus, you may program one machine, then copy the database file and any referenced
icons to each of the touch machines.

The database path normally will be c:\Store ManagerPOS\posdata\pkeys.mdb. Any icons used
will be kept in the images folder so the path will be c:\Store ManagerPOS\images\xxxx.ico.



POS-X Store Manager for Windows 153

Access, 76
Access Database Password, 76
Accounts Receivable, 95
customer statements, 97
maintenance, 96
manual posting/changing, 95
payments on, 41
Add Products, 6
Address Labels, 108
Age Checking, 108
Amount Due, 24
Audit Log, 10
Authorization Levels, 25
Auto Tax, 31
Average Cost, 104
AVS (Address Verification System), 143
Backup
backup plan, 75
what to back up, 76
Balance Forward, 97
Balance Icon, 71
Bar Code Labels, 114
adjusting print location, 115
code 3 of 9, 115
print media (labels), 115
printer, 114
printing from Store Manager database,
117
Symbologies, 114
Bar Codes
random weight, 112
Basic Transaction, 5
Bulk Breakdowns, 57
Carry Along, 60
Cash Drawer Starting Cash, 12
Cash Drawer Totals, 63
Cash Drawers, 24
opening, 68
Cash Paid Out, 73
Cashier Identification, 67
Center Screen, 27
Charge Cards, 25, 136, 141
Claim Tickets, 63
Clear Past Receipts, 110
Close Month, 107
Close Year, 108
Closing the Register, 72
Code
commission, 61
Commission, 106
consignor, 91
heading, 90, 97
price, 33, 54
sales tax, 13
sort, 109

tax, 54

type, 30
Comments, 72
Commission Report, 106
Common City, State, Zip, 12
Compacting Databases, 109
Company Info Database Table, 90, 92, 97
Consignment Fees, 92
Consignment Reports, 93
Consignment Sales, 11, 91
Consignment Totals, Clearing, 95
Cost, 104
Cost Plus Customer Pricing, 34
Credit Cards, 25, 136, 141
Credit Limits, 54
Current Cost, 104
Customer

identifying, 53
Customer Address Labels, 108
Customer Auto Tax, 31
Customer Credit Limit Option, 10
Customer History, 10, 55
Customer Identification, 12
Customer Information Window, 53
Customer Open Field's Captions, 12
Customer Pole Display, 25
Customer Statements, 97
Customer Window, 54
Customizing Purchase Orders, 90
Database Password, 76
Database Tables

adding records to, 80

changing/updating records, 80

navigating in, 77

opening, 76

Repairing & Compacting, 109
Delete Queries. See Update Queries
Departments, 105
Designing Reports, 78
Discounts, 37
Discounts, Customer, 34
Dollar Signs, 9
Drawer Totals, 73

sales returns and, 45

voids and, 45
Dummy Customers, 34
Editing Data, 81
Employee Commissions

cash register topics, 61

office topics, 106

returns and voids, 61
End Of Year, 108
Enter/Scan Line, 27
Equipment, 24

optional, 5
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requirements, 4
Exact Cash Icon, 10, 71
Exact Check Icon, 10, 71
Fixed Percent Discount, 36
Food Stamps, 55
Frequently Asked Questions, 8
General Journal Entries, 100
Getting Started, 4
Gift Certificates, 46
accounting for, 50
discounts on, 48
IDing the customer, 47
redeeming, 47
refunds, 49
reselling, 47
returning in-house credit as, 48
sales returns and, 49
sales tax and, 47
selling, 46
serial numbers, 46
Hiding Columns, 80
ID Check, 108
Identification, Customer, 108
Identifying a Customer, 53
Identifying the Cashier, 67
Importing, 8
Importing Customers, 128
Importing Products, 128
In-House Accounts
payments to, 41
Inventory
bulk breakdowns, 57
quantity lookup, 66
update without PO, 91
updating, 87
Inventory Value Report, 104
Invoice Setup, 17
Invoice-type receipts, 24
Keyboard, 5
Kits, 58
Layaways, 37
abandoned, 39
database table, 38
multiple, 40
payments on, 41
picked up, 38
returned/canceled, 39, 40
voided, 40
Life Sales, 10
Liquor Stores, 108
List Price, 35
Lock
auto-lock between transactions, 11, 68
Logo on Receipt, 23
Mailing Labels, 108
Management Reports, 103

Manager Override, 68
Manual Purchase Order, 89
Marking Multiple Records, 78
Master Sales Report, 73, 102
Microsoft Access, 76
Month, Closing, 107
Mouse, 5
Moving Transaction Lines, 27
MultiCharge, 136
Multiple Monitors, 25
negative quantities, 43
Negative Quantities, 9
Networks
and PC Charge, 143
and transaction numbers, 132
Server Installation, 131
Station Installation, 132
New Customer Credit, 12
Nontaxable, 13
Notes
customer, 55
product, 65
On Account, 24
On-the-Fly, 66
Open Database Table, 76
Open Transaction, 63
Order In Qty Of, 86
Order Up To, 86
Paid Out, 73
Paper Cut Commands, 21
Password, 25, 67
Password, Database, 26
Pay Period Commission Report, 106
PC Charge, 25, 141, 143
PO, 86
Pole Display, 25
Price
best price, 32
changing, 28
customer, 33
list, 35
override, 35
promotional, 33
quantity, 34
reset, 35
standard price, 33
system price selections, 32
update, 35
Print Preview, 78
Printers
dot matrix (tractor fed), 18
ink jet, 18
laser, 18
POS, 18
tape-type, 18
Product Access Window, 28



Product Box, 27
Product Information Window, 64
Product Lookup, 12
Products
alternates, 65
images, 66
notes, 65
number of, 4
Program Overview, 4
Purchase Orders, 86
Quantity
changing, 28
decimal places in, 12
gift certificates, 52
lookup, 66
negative, 43
notification when zero, 10
payments, 52
pricing, 34
rental items, 52
Queries
build, 81
load, 81
save, 81
select, 81
update, 81
view, 81
Quick Product Add/Edit, 6
QuickBooks Interface, 110
Quotes, 63
Random Weight Bar Codes, 112
Recall Transaction Sales Return, 43
Receipt Setup, 17
Receipts
40 column, 19
cash register options, 69
clear past, 110
for dot matrix printers, 21
for ink jet printers, 22
for laser printers, 22
for POS (tape) printers, 19
logo on, 23
preprinted, 23
print last, 17, 69
print past, 17, 69
selecting the printer, 69
statement file, 22, 23
Receive Merchandise, 87
Receive Merchandise (w/o PO), 91
Store Manager Data Integrator
add/subtract inventory quantities, 125
ASCII file utilities, 126
backup, 120
combining ASCII files, 121
comma delimited record format, 120
compare/report inventories, 122
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contents, 119
export customer addresses, 127
importing product records, 128
introduction, 119
inventory, 122
price/cost updates, 126
replace inventory quantities, 124
testing ASCII files, 121
working with ASCII files, 120
Rentals, 50
Reorder Point, 86
Repair Orders, 63
Repairing Databases, 109
Reports
accounts receivable summary, 97
commission, 106
consignment, 93
designing, 78
general journal, 100
inventory value, 104
miscellaneous sales information, 100
sales, 98
sales, cost, and profit, 103
saving report layout, 79
tax, 99
tender accounts, 101
Reset, 79
Resizing and Moving Columns, 78
Restaurants, 63
Returns, 43
Round Column, 79
Sales Database Table, 98
Sales Reports, 98
Sales Returns, 43
Sales Tax
altering at time of sale, 14
alternatives, 30
customer auto tax, 31
discounts with, 16
display on receipt, 15
exchanges and trade-in's, 32
manual, 31
manual entry, 14
overriding, 14
rounding method, 15
setting the rate, 14
Sales Totals and Returns, 45
Sales Totals and Voids, 45
Sales Totals Database Table, 102
Sales, Cost, and Profit Report, 103
Scales, Bar Code Printing, 112
Second Monitor, 25
Security, 25, 67
Select Queries, 81, 82
Serial Numbers, 45
Setup
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cash drawers, 24
MultiCharge, 136
PC-Charge, 25, 141
pole display, 25
quick, 6
receipts and invoices, 17
sales tax, 13
security/password, 25
system, 9
Sort Code, 109
Sort Order. See Select Queries
Special Charges, 30
Statement Numbers, 98
Statements, 97
Store Transaction, 71
Suggested General Journal Entries, 100
Switch Cashier, 68
Sysop, 25
System Preferences, 9
System Requirements, 4
Tag Along. See Carry Along
Tax Codes, 13
Tax Exempt, 13
Tender Captions, 12
Tender Comments, 72

Tendering the Transaction, 70
Tool Bar, 27
Top Line Menu, 27
Totals by Tender Accounts, 101
Touch Screen Version
control keys, 146
programmable touch menu, 148
programming the key matrix, 149
touch key options, 148
Transaction
numbers, 12, 30, 132
open, 63
voided, 44
Transaction Information Box, 28
Transaction Options Window, 29
Transaction Totals Box, 28
Unhiding Columns, 80
Update Queries, 81, 84
Vendor Database Table, 90
Voids, 44
Web Site, 8
Where Clause. See Select Queries
Work Orders, 63
Year, Closing, 108



