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Introduction

This tutorial introduces you to setting up Front Counter and some of the concepts and practices that will help
you make the best use of the software. The tutorial provides the minimum amount of information to get
started.

Further information may be found in the full manual that is included on the installation disk as an Adobe
Acrobat file (BARetManual.pdf). That manual is installed in the C:\PSL folder The same information is
available by pressing the F1 key at any time while running Front Counter.
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Setting up Front Counter

To set up Front Counter follow the sequence below:

1. Carry out the routines the set up Wizard prompts: company record, departments (optional), ledger
accounts (optional), bank account(s) - optional. If you intend to use the built-in end of day cash up
facility, and record bank deposits, you need to set up the relevant bank account. Or a dummy bank
account.

2. Go to Stock Management and set up the required stock lines, groups and stock items. Including, if
required, any volume discounts, multi-item discounts and stock replenishment rules.

3. Select Client invoicing — Operations — Clients to set up regular customers. Including their contacts
and discounts.

4. Select System settings — Cashier Profiles and set up any cashiers and their access levels.

5. Also in System settings — Invoice statements. Set up the format of your invoices. If you intend to
use any.

6.. Select Front Counter then Receipts Format. Select the size of paper your receipt printer uses. Set
up the layout for your cash receipts. If you want to include a logo make sure you have a file called
logoss.bmp and place it in the folder C:\\PSL\Database\lmages. You may need to use the Windows
Paint application to change its size to fit the receipt width you use.

7.. Optional: Open Front Counter (logon as System Administrator). Go to the Client accounts tab. Click
Loyalty Rules and set up any loyalty cards you intend to use.

The rest of this manual covers the above set up in more detail.
1. The Set up Wizard

This section relates to the installation of the base system of Retail Business. If you have purchased Front
Counter cashier's workstation the set up must be carried out on the PC the base system was installed on.
The workstation installation does not include these tools.

When starting Retail Business for the first time you are advised of the default logon settings for the system
administrator. Take a note of these. Click Ok to create them and then enter them into the logon form to start.

When the wizard starts up you need to Accept the license to proceed further.



Professionals Business Accounts set up Wiz... g@g|

Company | Departments and Accounts | Bank Accounts | License

Click "Company' to open the Company st up
form. “You must complete at least one comparny
ta proceed ta the next step

Once you have the Company tab is activated:

Company settings:

Click Company to activate the company record form. You need to edit the existing, default company. The
details entered there affect some (G.S.T., data on sales receipts) settings in Front Counter.

1.
2.

6.
7.
8

9.

10.
1.
12.

Click Edit.

Change the contents of the Company Name field to your business name. This is the name that
appears on invoices, orders, statements, quotes and cash sales receipts. You MUST change this
field. If you don't the wizard starts every time you start Retail Business.

Change the contents of the Description field. The content here, if anything, appears on the same
documents as the name.

Enter your postal address. This is used on the above documents as well as GST returns.

Enter your email address if you want it to appear on those documents. Entering the email address
allows you to email invoices, statements and quotes to clients.

Also Phone number and fax. Also prints on invoices, etc.

Check the Registered box if you are registered for GST.

Check the Exclusive on Invoices (also statements, and quotes) if you want prices to be exclusive
of GST.

Enter the GST percent.

Enter the GST period (1, 2, 6 months)

Enter your GST registration number. This prints on the sales receipt.

Check one of the Accounting basis buttons. Most small and retail businesses use the Payments
basis. Check your last GST return to find out what yours is if you aren't sure.

Once the GST settings have been made, and you have entered transactions, don't change them unless you
are prepared to go through all transactions and edit the transaction amounts to adopt the new values.

Click Save, then Exit.



Professionals Company Maintenance.

Compary name [7] Description =

Hardware, groceries, fast food -
F1 - Help

138 Banks Street dit Default income account:

Maungatoroto

100
—

Sales and general income

; . . observa@xtra.conz Sales tax settings
St 03) 430 7689 Registered [7] Exclusive on Invoices
Phone Mumber 3

Last Invoice No. : 201100035 Percent [*]

79 9554
Number [*] £ e e

15

g
Mo. of ¥ @ Months

[7] Auto generate customer codes.
[] Activate system save on shutdown.

eSS

Editing company. 11 August 2015

Accounting Basis

() Invoice (@ Payment i) Hybrid

[] Use checkout scale [] Activate customer bookings.

If you want a logo to print on invoices and statements click the Logo button. You must have created a
graphic file (logo.bmp) to do this. If you have a logo on your website you will probably have to convert from
jpeg (or png) to bmp. Open it in Paint and select Save as — Bitmap file. You will probably have to resize it
as well to make sure it fits. You must save the logo file to the folder C:\PSL\Database\images.

You are returned to the wizard. The Departments and Accounts tab is now active.

Click the Departments/Accounts button.

Department/Lanes and Ledger Accounts settings:

Departments/lanes are optional. However, if you are running multiple cashier lanes you may find it useful to
set up more than one department/lane. That allows you to track department performance and carry out
separate end of day processing for each department/lane

If you have, for example, both a shop and workshop, and wish to check the profitability of each, it is a good
idea to set up a department for each. If you do you'll also need to set up some ledger accounts for each one.
The ledger accounts that are installed when the software starts are for the entire company.

Departments can also be used to define cashier lanes so that, once they are set up, you can assign specific
departments to the relevant lanes. You can then carry out end of day cash up based on departments.

The departments form is as follows:



Professional’s Business Accounts - Department and ledger account settings ‘

|| | Departments/Divisions | Ledger Accounts |
: '
I m— . |
Code and Name - A James Bectrical
Managers Mame : Save
Description : Cancel
Postal Address : Address : Delete
Postal Code : Signatury :
Phone : Mabile :
E-Mail : Fax
< o« e L= —_—
Browsing 14 January 2016

1. Click New if you intend to set up departments. Otherwise exit. Or click on the Ledger Accounts
tab.

2. Enter a Department code and name.

3. All other fields are optional.

Ledger Accounts

The software is installed with a set of ledger accounts. Review these to see if anything is missing. For
example if you have set up two departments you'll need to, at least, create an income and expense account
for each.

If you don't intend to use the back office accounting facilities you can probably leave the ledger accounts
alone.

If you intend to use invoices in Front Counter, as well as cash up, you need to make sure the correct
accounts are set up.



The ledger accounts tab appears as follows:

Professional’s Business Accounts - Department and ledger account settings ‘

| Departments/Divisions | Ledger Accourts

=
(41
i E

| Accourt Code Type  Description Status - |
100 INC  Sales and general income Active
110 INC Service calls Active
200 E¥F  Goods purchases Active Save
210 EXP  Vehicle expenses Active Cancel
20 EXF  Rates Active =
230 EXP  Insurance Active
240 EXF  Hectricity - shop Active h
250 EXP  Hlectricty - home Active ||
1001 IMC Income Artive
2002 Active
260 EXF  Mortgages Active
270 EXP  Bank fees Active
280 EXP  Materals purchaszes Active
250 EXP  Wages and salaries Active
10 INC  Capital introduced Active F1 - Help
1 [ P

ERERES N s

Browsing 14 January 2016

To create a new ledger account click New. The following form activates




7.
8.

g |
Editing ledger account for : James General Smr‘

Type

() Income @ Expense

Account Code : 2002

Description : Expenses
Department./Division JMH James Household
[] Affects tax amount [] Apply sales tax [] Active
Edit ] ’ Save ‘ I Cancel ]

Select the account Type.

Enter the Account Code. This must be unique. It may be a good idea to get a list of accounts from
your accountant.

Enter a description of the account. This is used to help identify it when you select it when entering
transactions.

If you have created any departments enter the relevant department/division. This means that any
transactions using this account are automatically allocated to the correct department.

If the account appears on your profit and loss statement check Affects tax amount. Accounts that
don't are ones like loans.

If the account is subject to G.S.T. Check Apply sales tax. Some accounts, like salaries and wages,
and loans, are not subject to G.S.T.

Check Active if you intend using the account.

Click Save. You are returned to the Accounts tab.

Click Exit to return to the wizard. The Bank Accounts tab is activated.

Bank Accounts

If you don't intend to use the cash up facility of Front Counter to record deposits then creating a bank
account is optional. If you do intend to create at least one bank account. You can create multiple bank
accounts. If you intend to create any make sure you have the most recent bank statement so you can enter
the opening balance.

1.
2.
3.

Create the required bank(s).
Create the required account(s) for each bank.

Enter the opening balance for each bank account. This is optional. You can leave it as zero if you
only intend to use the account as a means of tracking deposits



Bank Information | Bank Account(s) | Opening balances | Recuring Transactions

Bank Code Mo |DMLEE |

|E!anl-: aof New Zealand

Mame :

Branch : |

—

[y}
o
=
o

Postal Code : | | Contact Name : |

Phone Mao. : | E-Mail |

|

Postal Address | | Physical Address |
|
|

Fax Mo : |

To create a bank record:
1. Click New.

2. Enter the Bank Code No. Get this from your account statement. It is the first 2 to 6 numbers of
your account number.

Enter the Name. This helps you identify the bank in selection lists if you have more than one bank.

Everything else is optional.



-
EEL Setting up bank(s) and bank account(s). ﬁ
_Eank Information | Bank Account(s) |Openir1g balances I Recuming Tr.:lnsactinns|

Bank Code Mo (0466 Bank of Mew Zealand
1785452-50 IUse as default account

Accourt Mumber

Chegue accournt

Description Cancel
Last Cheque MNa. : TOTT736) | aet Transaction No. - 1011818 Sav
Save
Cwerdraft provision Overdraft amount - HO000
|
Account Mo. Description 0.0 Am =
4 1789452-90 Chegue account |
006793101 Business saver
99999999-99 Cash transactions bucket
[l 3
< « [ e [ »m |
Browsing.

To create a bank account:
1. 1 Go to the Bank Account(s) tab.
To create a new bank account click New.
Enter, or select, the bank code you previously entered.
Enter the remainder of the bank account number — leave the bank code off.

Check Use as default account if you want to one to come up first when entering transactions.

© »n bk v BN

Enter a description. This should match the name of your actual bank account.
7. If the account is a checking account enter the number of the last cheque you issued.

If you have opened a new bank account there is no need to create an opening balance. If the account is not
new create an opening balance. If you don't, and want to use the accounting functions, the trial balance and
balance sheet will not be correct if you don't enter opening balances.

Select Opening Balance tab:
1. Make sure the correct bank account appears at the top of the tab.
2. Enter the start up date. This is used for documentation purposes.
3. Enter the balance amount from the bank statement.
4

If there are any deposits made prior to the closing date of the statement, but that aren't on it. Click
the button to the right of the Plus deposits not on statement. This opens the Bank transactions
maintenance form. Enter the required transactions there. Click the Update Balance button when
you have finished entering them. The total of all such transactions will be included in the field.

9



5. If there are any payments/cheques that have been issued, but are not on the statement, click the
button to the right of the Minus cheques written not on statement. Enter the required
cheques/payments and click the Update Balance button.

6. If this is a new account there is no need to carry out 4. and 5.
When satisfied click Update. This creates the opening balance.

Warning — once the opening balance has been entered you can't change it. So don't proceed until
you are sure you have the right total(s).

-
B Setting up bank(s) and bank account(s). M
Eank Information | Bank Accourrt{s}| Opening balances | Recuming Tr.:lnsadiuns|

Bank Account MNo. 7
Mew
Account 00486 178345230 Chegque accourt
[FEE=r—eea] Edit
Startup Date : _1/01/2014]
Cancel
Balance Amourt from statement): 1400.00
Save
Plus deposits not on statement : Ak Delet
Delete
Minus cheques written not on statement : 00.00
Opening Balance : 1400.00 ’ UpDate balance
e Jooa Joor Joom |
Browsing.

There is another tab — Recurring Transactions. This is not required as part of setting up Front Counter.
There is more detail about this in the main manual and the help file.

Click Exit to return to the wizard. Then click exit. You have now completed the accounting and general
components required to start using Front Counter.

We will now proceed to the components that are more directly related to the retail functions.

2. Setting up Stock

The minimum requirement to start using Front Counter POS is to have stock in the inventory. You can also
configure the stock system to provide for sales, group stock items into lines and groups, set up
replenishment rules and arrange volume discounts. We will concentrate on the minimum required to get

going.
There are two, possible, ways of loading the inventory:

1. Load from an existing price list or inventory. You can load from most trade suppliers, as well as

10



MYOB Retail Basics, Quickbooks and Cashbook Complete. In addition, if you have your stock in an
Excel spreadsheet you may be able to change things around so it can be used to load the inventory.
We look at loading from an Excel CSV file.

2. Load the inventory by entering everything manually. If you intend doing this load only those items
you sell regularly, and often. That will get you going. The inventory is also updated as you make
orders for new stock items.

Loading from an Excel CSV file

Warning — loading from an Excel spreadsheet can be more trouble than it is worth. Mostly because of the
need to ensure that stock and bar codes are unique for each stock item. If you already have a system that
allows you to export the inventory to a spreadsheet it may be worth your while to use this option.

If you intend to go ahead please read the following very carefully.

To load from an Excel CSV file you must format the columns in a certain order and style. Any deviation from
this and the items will not load.

This is not a tutorial in using Excel. If you are not sure how to carry out the operations described it may be a
good idea to load the items manually. The time required to learn how to carry out the operations may be
greater than the time required to load the items manually.

To import stock from an Excel CSV file the fields must be in a particular order. And certain fields must have
something in them and be unique.

The CSV file is the same format as the Professionals stock export file. When importing select the
Professionals Inventory option in the Import form (select Update from inventory maintenance).

The import file must be in the following format:
Stock code (20 characters), Bar code (20 characters), description (240 characters), supplier code (20) (put
an 'S' there if none, and must be upper case), unit of measure (10), RRP (leave any commas out), trade
price (leave any commas out), buy price (leave any commas out), no. in stock (0 if none), no. on order (O if
none).
A row should look something like the following:
1234567890123,1234567890123, This is a description field, S,Ea,14.00,10.00,8.00,0,0
In the above example there is no supplier code. The 'S'is removed when the list is loaded.
If your existing stock system uses the equivalent of stock lines and groups you can include them. The stock
line column follows the description column. The maximum length of the stock line code is 20 characters.
The group column follows the stock line column. The maximum length of the group code is 20 characters.
If RRP, trade price and buy price are likely to have values higher than 999.00 you need to reformat the entire
column to remove any ',' from prices such as “1,000.00”.

* Select the column by clicking on the letter bar at the top.

Right click and select Format.
*  Select custom and, from the list to the right select '0.00". That gets rid of any commas.
* Do this for every column that is numeric.

Stock code is compulsory. It must also be unique. Bar code is not compulsory, but, if importing, it must be
unique. If you intend to leave a field blank then that field (column) in Excel must also be blank.

Don't put the stock code into the bar code field. If you have items with no bar code you can add it later.

You must include the field names at the top of each column.

11



E2 Microsoft Excel - PSInventory.csv

@Eﬂe Edit Yiew Insert Format Tools Data Window Help

DS SRY | $BRS V- @ T A 8 il P - @) A -w - B IU %, W
B1 ~| = Barcode

A 5 D E F B H | J K L
| 1 |Stack cadBarcade Description Supplier © UOM RRP Trade Prict Buy Price In Stock | On Order
| 2 | 1000433 12000010004390150 % 50 RAD MNOT H1.2 PG 6.3M 5L PLACE | MTR 14.93 1267 11.25 2447 1]
| 3 | 1000447 1000447 150 X 50 RAD NO1 H1.2 PG B.6M SL PLACE | MTR 6.67 G.67 5 1171 i]
| 4 | 1000448 1000448)150 X 50 RAD NO1 H1.2 PG 7.2M 5L PLACE MTR B.67 667 0] 14939 a
| 5 | 1000443 10004430150 X 50 RAD NO1 H1.2 PG 6.8M SL PLACE | MTR 6.67 667 ] 250 1]
| 6 | 1000540 10005400200 X 50 RAD NO1 H1.2 PG 6.3M SL PLACE | MTR 3.23 923 0 1} i]
| T | 1000553 1000553200 X 50 RAD NO1 H1.2 PG 6.6M 5L PLACE MTR 9.23 223 9 24 a
| 8 | 1000554 1000554200 X 50 RAD NO1 H1.2 PG 6.8M SL PLACE | MTR 8.23 923 g 2200 1]
| 9 | 1000556 10005561200 X 50 RAD NO1 H1.2 PG 7.2M SL PLACE | MTR 3.23 923 0 -10 i]
| 10| 1002005 1002005050 X 50 RAD NO1 H1.2 PG PLACE MTR 1.95 195 1.12 1800 a
|11 1002013 100201375 X 50 RAD NO1 H1.2 PG PLACE | MTR 1251 241 10 -1a0 1]
12| 1002021 1002021100 X 50 RAD NO1 H1.2 PG PLACE | MTR 3.35 335 1012 -100 i]
| 13| 1002039 1002039126 X 50 RAD NO1 H1.2 PG PLACE MTR 5.38 538 0] o a
|14 1002047 1002047 150 X 50 RAD NO1 H1.2 PG PLACE | MTR 6.05 605 ] i} 1]
| 15| 1002054 1002054200 X 50 RAD NO1 H1.2 PG PLACE | MTR 8.07 .07 0 1} i]
|16 | 1002070 1002070§250 X 50 RAD NO1 H1.2 PG PLACE MTR 10.34 1034 0] o a
|17 | 1002088 1002088300 X 50 RAD NO1 H1.2 PG PLACE | MTR 12.06 1206 ] i} 1]
|18 | 1002035 10020961100 X 75 RAD NO1 H1.2 PG PLACE | MTR 764 764 0 1} i]
| 19| 1002289 10022890100 X 50 RAD MGF FJ H1.2 KD PG PLACE MTR 4.34 434 0] o a
| 20| 1003458 10034580100 X 50 Mht RAD LASER FRM F5 UT PG KD PLACE | MTR 4.42 442 ] i} 1]
| 21| 1005503 100550375 % 40 RAD MGP TF PG KD PLACE | MTR 2.96 296 0 1} i]
| 22| 1005504 100550475 X 40 RAD MGP TF PG KD 4.5M UNDER PLACE MTR 2.96 296 0] o a
| 23| 1005505 1005505175 X 40 RAD MGR TF PG KD 4.8M PLUS PLACE | MTR 2.96 296 ] i} 1]
| 24| 1005511 10055110100 X 40 RAD MGP TF PG KD PLACE | MTR 357 357 0 1} i]
| 25| 1005513 1005513100 X 40 RAD MGP TF PG KD 4.5 UNDER  FLACE MTR 323 323 0] o a
| 26| 1005515 10055150100 X 40 RAD MGP TF PG KD 4.8M PLUS PLACE | MTR 357 347 ] i} 1]
| 27 | 1005528 1005529150 X 40 RAD MGP TF PG KD PLACE | MTR 4.92 492 0 1} i]
| 28| 1005602 1005602075 % 50 RAD MGP TF PG KD PLACE MTR 335 335 0] o a
| 29| 1005603 1005603175 % 50 RAD MGR TF PG KD 4.5M UNDER ~ PLACE | MTR 335 33 ] i} 1]
| 30| 1005805 1005605175 % 50 RAD MGP TF PG KD 4.8M PLUS PLACE | MTR 3.35 335 0 1} i]
| 31| 1005610 10056104100 X 50 RAD MGP TF PG KD PLACE MTR 4.29 429 0] o a
| 32| 1005613 10056131100 X 50 RAD MGF TF P KD 4.5M UNDER  PLACE | MTR 4.17 417 ] i} 1]
| 33| 1005815 10056150100 X 50 RAD MGP TF PG KD 4.5M PLUS PLACE | MTR 4.29 429 0 1} i]
| 34| 1005628 1005628(150 X 50 RAD MGP TF PG KD PLACE MTR 7.4 714 0] o a
| 35| 1005635 10056361200 X 50 RAD MGF TF PG KD PLACE | MTR 10.08 1005 ] i} 1]
| 36| 1005544 10056441250 X 50 RAD MGP TF PG KD PLACE | MTR 14.11 14.11 0 1} i]
| 37| 1005851 1005651300 X 50 RAD MGP TF PG KD PLACE MTR 16.47 16.47 0] o a
| 38| 1006471 10064711100 X 50 RAD MGP TF KD PG STUD 2630M  PLACE | LGTH 11.45 11.45 ] i} 1]
| 39| 1008472 10054721100 ¥50 RAD MGP FJ TF KD PG STUD 2.330M PLACE | LGTH 2.08 .08 0 1} i]
| 40| 1006473 1006473100 X560 RAD MGP FJUT KD PG STUD 2.311M FLACE LGTH 9.04 2.04 0] o a
| 41| 1006474 100647475 %50 RAD MGP FJ UT KD PG STUD 2.311M PLACE | LGTH 716 716 ] i} 1]
| 42| 1008483 100548375 X 50 RAD FJH1.2 KD PG STUD 2.330M  PLACE | LGTH 8.33 8.33 0 1} i]
| 43| 1007409 1007409075 X 50 RAD MGP H3.1 KD PG PLACE MTR 382 392 0] o a
| 44| 1007412 10074120100 X% 50 RAD MGP H3.1 KD PG PLACE | MTR 571 571 ] i} 1]
| 45| 1007413 10074130150 X 50 RAD MGP H3.1 KD PG PLACE | MTR 9.29 9.29 ] 0 i]
| 46 | 3590417 3590417 |SENTINEL ROTARY 40 CLOTHESLINE SMN2210FLACE EA 126.88 106.66 0] -1 a
| 47 | 3530428 3590429 HILLS C/LINE WILLA FAMILY F/GRN FDE7DI0 PLACE | EA 35467 29244 ] -1 1]
| 48 | 3590480 35904B0{LAWFORD PLSTC CTD C/LINE WIRE 9G PLACE | COIL 19.85 19.55 ] 0 i]
| 49| 3590461 3590461 [HILLS QUATRO 4 RETRACTING C/LINE FDS10CFLACE EA 156.55 13332 0] -2 a
50 9046 3590462IHILLS SIETRO 6 RETRACTING C/LINE FDR101:PLACE | EA 182,83 16353 0 4 -4
1| 4[> ¥} PSInventory / |« vl
Readly Sum=4908762340689;

In the money fields, make sure there are no commas or '$' signs. So $1,000.00 should be 1000.00. That
means the field should be text in Excel, or be set up as Custom - 0.00 so no commas are created when the
amount is above 999.99. Not numeric.

When ready to load the file go to the Stock menu and select Load. The load form is as follows:
Follow these instructions:

1. From the drop down list select "Professionals Inventory".

2. IMPORTANT uncheck the "Includes lines and groups" box.

3. Get the list from the folder it is in by clicking "Get List". The form that then opens allows you to
browse for the file to import.

4. If the prices don't include G.S.T. you need to add it. So check the "Add GST to prices". If you are
importing using the Professionals Inventory format you must include GST in the prices when you
place them into the import file. In that case the “Add GST to prices” box is disabled.

5. Click Load.
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g |

Import stock lists for James General Store

Stock list is from - Professionals Inventory * [ Get List | I Load ‘ I Exit

Loading stock list from: cpelimports daininventony cav Add G.5.T. to prices
[ Includes distributor price.

0

Suppliers Code is:
F1 - Help

Import

[ Includes lines and groups

When the load has finished you will be told how many items successfully loaded.

If the load fails at some point go into the inventory. Scroll to the bottom. The last record there immediately
precedes the one that failed. You need to look at the file to see what may have caused it to fail. For
example commas in numeric fields — 1,000.00 instead of 1000.00. Non zeroes, or blank, where there should
be zeroes. Fix the problem and then use the Update form to load the missing items.

Warning — if you have already entered any stock items you cannot open the load form. You must use the
Update form instead. Updating includes the option to add stock items that are in the CSV file but not in the
inventory. It will not import any stock items that already exist.

Stock — manual creation

If you have plenty of time, or only a relatively small inventory, creating the stock items manually is probably
practicable.

To start the stock maintenance form Stock Management on either the Back Office main form or the start up
form of Retail Business. The following form activates:
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F
e

Stock Stock line ’ Process Customer || Supplier P Replenish Stock
config H buttons H Suppl-rers\ orders ‘ orders | orders HReqursrtmns HStDcktakeH stock statistics

L Description Price Instock =~ fz=al
1 METRE D . By code:
1245AMP 3 METRE EXTENSION CORD 23.46 -1
Exort 1255AMP EXTENSION CORD WIRE 679 1 S — &
12435PD 35 PDL MAINS SWITCH 1 POLE 60A 23.15 2 :
531FDLP 12 PDL FLUG APPLIANCE BLACK 10,59 -5 =
G20WHTE 208 WHTPDL BASEQNLY WHITE STRAIGHT 2439 0 By emste code
BATZIBW 218 WHT FDL BASE ONLY WHITE ANGLED 2429 0
TIEPDLS 20/8 PDL SPARE RUBBER WASHER 336 0
349FDLS 25 PDL L/HOLDER SWITCH C/GRIP 19.35 0
s T S i | Soesiesodig
1023PDL 278 PDL L/HOLDER SWIT 3/8 THR 247 4 [ Replenishing | [Package tems | [Sales Setings |
Imre Zoone s 203 [ene ] Ve s o]
1112PDL 28L PDL BATTEN HOLDER ANGLED 10.12 501
1155PDL 29L PDL BATTEN HOLDER STRAIGHT 323 n
1171PDL FDL L/HOLDER UNSW 1/2 THR 1271 3 Labels
- 1201PDL 308 PDL L/HOLDER UNSW 3/8 THR 1271 15 [ Set up price labels (4)
1252PDL 295 FDL SKIRT FOR BATTEN HOLDER 201 0 F1 - Help
1287PDL 25R POL RING FOR BATTEN HOLDER 135 0
1295PDL 31 PDL FLUSH BOB FOR 63T 15.12 -1
ELEC Sei s R 0.00 0
PPGARCE311 RONDO DIRECT FIXCLIP FOR 310 35MM CEILING 072 415
PPGARCBE312 312 RONDO CEIL BATTEN JOINER 098 539 ;
PPGARCE34030 RONDO 3.0MM PERIMETER CHANNEL FOR 35M1 10.17 101
PPGARCENZ31:RONDO 16MM CEILING BATTEN 4.8M NZ31 PRO 1528 73
FPGARFC304 RONDO DIRECT FIX CLIP FOR 301 TIM/STEEL 9z 0,66 -200
PPGARPTNZ18:RONDO 3.0M PERIMETER ANGLE  NZ18 293 0
ATLAS Atlas stove 1440.00 -1
= 7
Total items: 99900 L L4 [ 2 | # | foiclvalue: 2203712 Total retail value - 4421535

11 September 2015

1. To new stock item click Add. The form changes as follows:
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B Stock management for: James General Store =& |
Stock {}-Stock line{| - || Process | | Customer| | Supplier -1} o | || Replenish 1} Stock
config buttons SUDHIERS arders orders orders peRuSie) [Ebaldent stock statistics
e Code Description Price Instock =~ Saar:h )
3590417 SENTINEL ROTARY 40 CLOTHESLINE SN221084 128.88 53 HEs Add F2
3590425 HILLS C/LINE VILLA FAMILY F/GRN FD87010 354 67 10 -
R 0 - W i
Ing stock rtem.
Delete F&
il _
i Stock itemdetails | Ttemsales details Long Description
Update from file:
Save
Update prices Bar Code : | Code/PLU : Supplier's stock code :
Lists Line :
List/Select Group : Clear fields | | e styies
—— In stock : 00 Buyprice: 990 ' frade: 0.0 pegg; 0.00 Distributor price: 290
uppliers - details
Uriit : onoOrder: 000 [|Hasbeen discontinued. [ |Isapackage [ |Mon-stock item F1 - Help
Style : ) Alternate search code :
Distributor : v Colour
Level below 3 L.
201PD 0B POL L/HOLDER UNSW 3/8 THR
1262PDL 295 PDL SKIRT FOR BATTEN HOLDER 20 19 -
1287PDL 29R PDL RING FOR BATTEN HOLDER 135 0 Quantly labels
1295PDL 31 PDL FLUSH BOB FOR 63T 15.12 12 Vieight laels
PPGARCB311 RONDO DIRECT FIX CLIP FOR 310 35MM CEILING BATT 0.72 o0 _
;
Total items: 565.00 L oo Jor P ] ot vaiue: 334725 Total retail value - 3808 55
14 January 2016

2. If the item has a bar code enter it in the Bar Code field. If that is the code you will use all the time
click the red arrow to place it in the Code/PLU field. If you enter a bar code you can use a bar code
scanner at the front counter to speed up sales processing.

3. If you have a code that is distinct from the bar code enter it into the Code/PLU field. This field is
useful for entering abbreviated codes that allow you to identify items when there is either no bar
code or you use codes that are useful to you.

4. |If the item has a supplier's code enter it into the Supplier's stock code. This field is used when
generating supplier orders. Suppliers may have codes they use in their warehouse system.
Including that code in the order helps them find the item.

5. Line is optional. To place something here you need to create Stock Lines. Once stock lines have
been created you can create stock groups. You must use stock lines if you have non-barcode items
(fruit, vegetables, bakery goods, services) that you intend to sell through Front Counter. The stock
line is used by the stock line buttons to find the relevant stock items.

6. Group is optional. If you intend to carry out group/section sales you need to create groups. Doing
so allows you to split the sales into different sales discounts. And leave some groups at normal
price. It also allows you to organise stock take by groups so it is not a “big bang”. You can also set
up G.S.T. holidays.

7. Enter a description of the item. You may want to include size information. The description is
printed on the sales receipt. It also appears on the stock item buttons. So make it as clear, and
short, as possible.

8. Supplier is optional. You need to create supplier records to include their code in the inventory. With
suppliers included you can arrange supplier orders and replenishment/order processing.

9. In stock is optional. Retail Business changes this value every time a sale is completed. You may
decrease stock levels to negative values.

10. Buy price is optional. If you don't enter buy price (including GST) you cannot carry out stock take in

a way that enables you to provide your accountant with the value of stock on hand.
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11. Enter Trade Price if you offer it. Include G.S.T.

12. Enter Retail Price. You may enter a zero value here. The Retail Price must include G.S.T. If you
have entered a 0.00 for retail price the POS switches to manual mode and waits for you to enter a
unit price. But only if you are scanning the code. If options are activated such items are added to
the docket list immediately they are selected.

13. Enter the unit — eg Ea, M, LM, Litre, etc. This is printed on sales receipts.

14. Alternate search code is optional. This allows you to find items by using your own code system.
For example part of the description or a serial number. It also allows you to link multiple items
together if you wish to track sales performance. For example one book title may be available in
bother paperback and hardcover. Setting up such a link allows you to obtain a single total for all
sales of that title.

15. Click Save.

16. You can include an image of the item if you wish. Click Image. You need to know where the image
file is. If a stock item has an image the image button is activated on the stock selection lists. Images
must be JPEG or BMP files.

If you wish to have the item on special click the “ltem sales details” tab. The form will be as follows:

P = |

Stock item details Item sales details

Close

ot

Save

Discount limit {0 is none):

@) Do not print on order

Expires by : _ Tuesday , 3 February 2015 B~ . || isplay prices {buy, trade and retail)
[¥]0n specil [ warn on discount.
Percent decrease: 0.00 ["] Turn on price calculation option
POS response
Dollar decrease : 0.00 ; : po
) ) Weigh item
Spedal starts Friday ,15 January 2016 [E~ ) Kitchen item
e Tuesday , 19 January 2016 [E~ () Normal
I 0,00 (" Print to receipt printer
|
|

Check the box “On special”, set the sale price decrease and the dates the special is to be active between.
Click Save.

Setting up stock items to be weighed.

To set up items to be weighed first install, and set up, the scale. Professionals Retail Business supports the
CAS PD-Il, CAS AP1, Ohaus Aviator 7000 and Wedderburn DS-series checkout scales. Others will be
added on request and after we have made sure they can be installed and used.

All items to be weighed MUST be sold through the use of the stock line buttons. You can set them up to use
non-integrated scales. That requires that the POS defaults to manual mode so you can enter the weight
once it is available. In that case you will also need to remember their stock/PLU code.

The rest of this section describes setting up items that are to be weighed and prices calculated using the
scale weight.

1. Set up the required stock lines for the items to be weighed. Each stock line can have no more than
36 items in it. And you can set up 18 stock lines to attach to buttons. A total of 648 stock items can
therefore be allocated to stock line buttons

2. Create the required stock items and link them to the required stock lines. As you create the items,
after clicking Save, click the "Sales settings" button. If you have activated the checkout scales
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setting in Company Control the form appears as follows:
3. Go to Stock management, select each item to be weighed and click Edit for each one.
4. Open the tab “Sales item details” and check the button “Weigh item”

In the POS select the item from the relevant buttons. Place the item on the scales. Wait for the weight to
display on the scale display. Then click "Read scale”. The form should now look something like the
following. Notice that the Accept button is now enabled. If you change the amount on the scale click
"Clear" and then "Read scale" again.

Unit price : -'I'E
Weight : _'Eﬂ

Amount : mz
 Accept |G

scale

Clear

To add the item to the docket click Accept.

Stock replenishment

If you want to set up just in time ordering the relevant stock items must be allocated to suppliers. If the
supplier field in the inventory maintenance form is blank the item will not be included in any order.

1. If you want to set up low stock level warning you can do so for each item you think it is required for. In the

inventory maintenance form, click the Item restocking tab. And enter the values required. To enable auto
replenishing check the Generate replenishment orders box.

P = |

Stockitemdetails  Itemsales details Item restocking
|
[ Generate replenishment orders

5.00

Minimum stock level :

| Maximum order level :

15|
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2. Alternatively you can set up replenishment rules that can be applied to all items that have been linked to a
certain supplier. In that case click Replenish Stock button, then the "Replenishment rules” button. And
select the supplier. All their items appear in the list below their name. Enabling this allow you to generate
supplier orders when you need to. All the items the level selected applies to are added to the order
automatically.

2. Enter the value that will trigger a stock order creation - Minimum stock level.

3. Enter the value that will appear, by default, as the default maximum order level. This amount can be
changed once the order has been created.

4. Click Save.

i A
Selected supplier replenishment m_le_s‘

e —
|

Setting replenishment rules for: Master Trade
futo replenish on [] Apply to all tems

Minimum stock level 10.00

150.00

Maimum order level :

Save | | Cancel |

ttem description Wam level Mz orderlevel =
250V EXTENSION CORD
35 PDL MAINS SWITCH 1 POLE 60A 0
12 PDL PLUG APPLIANCE BLACK 10
20B WHTPDL BASEONLY WHITE STRAIGHT
218 WHT PDL BASE OMLY WHITE ANGLED
20/8 PDL 5SPARE RUBBER WASHER
25 PDL LYHOLDER SWITCH C/AGRIP
26 PDL LYHOLDER UNSW C/GRIP
Z7TAPDL LYHOLDER SWIT 1/2 THR
278 PDL LYHOLDER SWIT 3/8 THR
Z7C PDL LYHOLDER SWIT 5/16 THR
270 PDL LYHOLDER SWIT 5/8 THR
28L PDL BATTEM HOLDER ANGLED
25 PDL BATTEM HOLDER STRAIGHT

—
=

= R R T R Y
T oo ooooooo oo e

You can turn auto replenish off by unchecking the box.

Once you have set up the auto replenish parameters you can generate orders for items when the level
reaches, or is less than, the defined minimum stock level.

The auto replenish process can be run from the Stock Orders page of Front Counter or from the stock menu
-> Replenish stock. As follows:
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CEPOSaleForm Operator: System Admini

b :
Lock Front Counter | Exit Front Counter '

[Z! Create new item if code not found
I ‘ Front Counter/POS | Customer accounts | Stock management| Supplier stock orders |

Orders for supplier

Orders
Code : MAST
MasterTrade ~ Replenish
Number Supplier Description Order Date +
» L
1< < [ =
Stock Code Description Ordered Buy value Provided

Click Replenish and the following form opens:

’ Set supplier rules ]

Supplier : MAST MasterTrade

Current open orders. Report ]’ Replenish ]lﬂﬂﬂewnrder]

Crder Description Order value Date -

o0

Stock replenizhment order 105050  14/08/2015

Any open orders for the supplier are listed. If you click the Replenish button new lines are added to the
selected open order for items that are due for replenishment. To create a new order Review the orders and
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close them. If none are listed clicking Replenish results in the creation of a new order. Once the process
has been run the new order displays and may then be reviewed.

Warning - until the stock level of auto replenish items is above the auto replenish level clicking Replenish
keeps adding those items to the selected order as separate lines.

You may review the order and change ordered quantities or delete any lines that were created. To make
sure the order is complete add the supplier, and your customer code, to the stock control record. That is, if
you're gong to email the order to the supplier.

When a stock order is generated the stock inquiry page, and the inventory maintenance form, display the
number of items on order. To keep this total accurate use stock orders to record order fulfiiment. When you
update the number provided the number on order is decreased by the number provided.

If you don't use auto replenish, or link items to suppliers you can still track what needs to be reordered. By
setting the Minimum stock level the Stock Management form displays any items that have dropped to that
level, or lower, in red. As follows:

T
B Stock management for : James General Store e
—
I I~ Stock 1} Stock line || : ' Process || Customer || Supplier |} e | || Replenish- 1} Stock |
config buttons =T orders orders orders iRl | sl Gl stock statistics
Ltilties Double-click to view the selected item Search
Code Description Price Instock = By code:
Add F2
SENTINEL ROTARY 40 CLOTHESLINE SN221084 28.38
Export 3590429 HILLS C/LINE VILLA FAMILY F/GRN FDE7010 35467 K]
3590460 LAWFORD PLSTC CTD C/LINE WIRE 9G 19.55 0 By description :
Load from fie HILLS QUATRO 4 RETRACTING C/LINE FD51000 £ Ldef6
3590462 HILLS SIETRO 6 RETRACTING C/LINE FD51014 199.89 8 Long Desarption
g Descript
Update from file HILLS QUATRO 4MOUNTBAR  FD51008 q By altemate code
HILLS SIETRO 6 MOUNTBAR  FD51016 | 2
3590465 HILLS ONE PIECE FOSTKIT  FD51004 7110 3
3590466 HILLS TWO PIECE POSTKIT  FD51006 88.88 £ _
Lists 1235AMP 250V EXTENSION CORD 19.01 1 Sales options
} 12435FD 35 PDL MAINS SWITCH 1 POLE 60A 23.15 3 -
List/Select ltem styles
12 PDL PLUG APPLIANCE BLACK . 1 | bem sies |
Fulllist 620WHTB 20B WHTPDL BASEONLY WHITE STRAIGHT 2439 0 |Options buttons |[Volume discourts| [Muittem discounts|
: 64T21BW 21B WHT PDL BASE ONLY WHITE ANGLED 2429 o
736PDLS 20/8 PDL SPARE RUBBER WASHER 236 0| Labels
Suppliers -detals 949PDLS 25 PDL L/HOLDER SWITCH C/GRIP 19.35 o [ St up price labels (A4)
S65PDLU 26 PDL L/HOLDER UNSW C/GRIF 925 0 F1 - Help
27A PDL L/HOLDER SWIT 1/2 THR 0 Ad sheet
_ 1023°PDL 278 PDL L/HOLDER SWIT 2/8 THR 247 ! 4 st o b oo
1058FDL 27C PDL L/HOLDER SWIT 5/16 THR 2247 3
1074PDL 27D PDL L/HOLDER SWIT 5/8 THR 2247 4 Bar codes (piices)
1112PDL 28L PDL BATTEN HOLDER ANGLED 10.12 4 :
Level below 3 1155PDL 291 PDL BATTEN HOLDER STRAIGHT 323 5 Bar codes (no pricss)
1171PDL PDL L/HOLDER UNSW 1/2 THR 1271 5
1201PDL 30B PDL L/HOLDER UNSW 3/8 THR 1271 2
_ 1252PDL 295 PDL SKIRT FOR BATTEN HOLDER 201 19 Quantity labels
1287PDL 29R PDL RING FOR BATTEN HOLDER 135 0 _
1295PDL 31 PDL FLUSH BOB FOR 63T 15.12 3 \Weight labels
PPGARCE311  RONDO DIRECT FIX CLIP FOR 310 35MM CEILING E 072 100
< [ + Discontinued item Reorder item
Total items: 543 00 [ || @« | » | » | Total value: 305384 Total retail value - 3405.87
29 January 2016

In Front Counter, if you use the item buttons, the buttons of such items are ringed in red. On the stock
selection list they are red as well.

You can print a list of all all such items by clicking the "Reorder items" button. The list can be printed as
receipt or A4 width.

3. Setting up customers

If you intend to issue invoices you have three options. Create a record for each customer. Or, as the chain
stores do, create a CASH client. Or do both.
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With customers set up you can convert Front Counter sales to invoices and create a debtor's record while
carrying out normal Front Counter sales activity. You can create customers from Front Counter and check
their credit worthiness.

You can also set up client discounts, loyalty cards and specify whether the client is a cash only or invoice
client.

Customer maintenance can be activated from a number of place in Retail Business. From the customer
account tab of Front Counter, the Invoicing menu, contacts menu, client operations, and from the client
selection list.

Customers can be created from all forms that use customer records — by clicking the “New” button.
However, to create both customers and their contacts it is useful to select Customer Maintenance. The
Customer Maintenance form is as follows:

r v
B Customer maintenance. |
Double-click the selected customer to edit_their record. Search customers
I Code First name Middle name Last Name or compary Last job No. =
|l Dinwoodie Brown 0 Code
POLY Morthland Polytechnic 1] Last/company Name
Cv Raymond MeCarthy 0
DAJ Developers Active 1
MB Marketers Books 1 R
cou Computer Underhil 1
JUM JJ Macromax 0
WDYKS Wendy Dykstraco 1]
KAYOC Kylie OCamoll 0 Sales/Loyalty
RAVP Ravi Matel 0
LEEE Leeanne McDonald 0
BOBR Bob Wayne 0 F1-help
HJAN Jens Jansen 0 B
SUHARR Sue Haries 0
FJAMES Fred James 0 Customer is closed |
PAULD Paul O'Flanery 0
GAYC Ray Cook 0
LOUP Louise Parlcer 0 I
DLGRAY Doug Brown 1] Contacts
ALG Alan Cotter 0
I TWTHOM Tory w. Thomson 0 AddF10_| | DeleteF12
HELCOR Ellen Cordery 0
I ICONG lan Cardigani 1]
GRPUR Grace Churchil 0
RRYAM Dick Ryan 0
OﬂG Sam (’Higgins [1] i
4| r Double-click to edit selected contact
First Name  Last Name Direct dial Email address Role Postal address Subuh
| 4 Philip Brown (07) 43 8 Partner P.O. Box 534 I
Joan Hardy {07) 435 7889 jhardy@dinwoodieandbrown .co nz Office Admin

Add clients to the customer maintenance form as follows:

1. To create a new customer click Add. The form changes as follows:

21



Last, or company,name [*]

2. Enter a unique code. If you have activated auto code generation in Company control this is done for
you.

3. First name and Middle are optional.

4. Enter a last, or company name. If the company name is very long you can spread it across all
three name fields. On invoices, statements, etc, it will be printed as the full name.

5. If the client's physical address is different from their postal address enter that. If the physical
address is included it is used on delivery dockets. Rather than the postal address.

6. Enter the postal address (including post code). This must be entered as it is used in documents
like invoices, quotes and statements.

7. Optionally enter the phone, alt phone and mobile numbers. If you do you can use the software to
find these numbers (using Contacts) rather than depending on the phone book. Also the phone
number is included in the reminders list. Along with the email address.

8. Enter the customer's email address. Doing this enables you to send documents to the customer
using email. You need to also include your email address on the company control record.

9. Description of work, and Notes are optional.

10. Notes are for client-specific information. You can enter up to 250 characters so there is room for a
fair amount of information.

11. If you intend to provide the client with a discount click Sales/Loyalty after you have saved the client
record. The same form also allows you to specify whether the client is an invoice or cash customer.

12. If you wish to confirm the customer's id you can include a photo of them. You will need a web cam,
or digital camera. If you have entered a photo the Photo button is visible when you are carrying out
sales in Front Counter for the client.

Contacts

Contacts are optional. If you create any contacts one can be included on invoices, statements and quotes.
Doing so is useful if the client is a relatively large organisation and you want to make sure your document is
refered to the right person. Contacts can also be included on the reminders list so that you can timetable
when to carry out some operation. See the manual for more information on contacts.

4. Cashier Access and user profiles

If you have more than one cashier you may wish to define their profile. Rather than have them share yours.
This will enable you to check the cash drawer balance at the end of the day. In addition you will be able to
report on who made the most sales. Which could be useful if you intend to implement an employee's
rewards scheme.

Start the cashier security form from the System Settings menu. Access
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Warning — the system administrator's profile is created when the software first runs. Do not remove this
profile. You can change the password if you wish.

The user profile settings define cashier access rights when logging onto the software. They have to log on
to both the software and Front Counter to activate sales.

Staffidno: 100 Exit
First Name [*] System New staff
Last Name [*] AAdministrator Save
Cancel l
< [ < i wlancol,
“ Delete

G Staff details| F1-Hep | SecurityLog

ook wn~

© N

9.

‘ Change ‘

‘ Confirm ‘

| Active Password [*]

Set Access Level [*]

@ System Administrator - access to all facilities. Including set up.
) Transaction data entry. No set up forms.

© Periodic user - Front counter operations and reports

© Reports and enquines only

To create a new user click New User

The Staff id No. is allocated automatically. This prevents duplicate ids.

Enter the user's first name.

Enter their last name.

Now enter the user's password.

Enter the New Password and Repeat it. Both must match. The password cannot be part of the
user's name.

Generally you can leave the Active Password box checked.

Set their access level. Generally cashiers need data entry level. Other wise they cannot create
new customer records or complete invoices. The default is periodic user. So you need to change it.
Click Save.

10. When the new cashier starts don't forget to tell them both their user number and password.

In Front Counter you can suspend the sales facility. It then needs to be unlocked by entering both number
and password.

If you have set the box “Manager authorisation required for discounts” in POS settings then only cashiers
with system administrator rights can approve customer discounts that are one-off (rather then for regular
customers). When the cashier enters the discount field an authorisation form pops up. If you don't want to
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be bothered with this, and trust your cashiers completely, you need to give them system administrator
access.

Invoice settings.

It is possible to change the layout of the top of invoices, statements and quotes. From the main menu select
System Settings. Then Invoice/Statements.

You can change the size, position and font of the Company Name and Description. If you left the company
description blank in the company control record you may wish to reconsider. The description can be used as
marketing tool.

The position and style of the address can be changed. As you can see form the following example the
phone number and email address are included.

The form is as follows after an invoice setting has been completed:

i N |

James and Judes
Electrical services and sales

T E S T 138 Bank Street Whangarei
. . . . 0114

Phone : (09) 430 7689 I

I jamesandjude@xtra.co.nz
||
Company name Compary description Address
. ' - —
Size Size Postion P [ + Accept ] [ ]
T " T () Center Bold Logo position
Position Style Position Style - ol © Lot F1 - help
@ Certer Bold @ Certer Bold D Left [7] talics -
: : (0 Center
O Left [ Halics ) Left [ kalics @ Right [ Underine
I () Right [ Underiine ) Right [ Undeline () Right

L
If you have preprinted stationery you can ignore these settings by disabling the printing of the header. This
option is available for invoices, statements and quotes.

If you have a small, graphic logo you can create preprinted forms and then modify the settings to provide for
it.

Don't make the company name too large as it will overlap the description. You may wish to preview these
once you have created an invoice or two. Then fine tune the settings.

Sales Receipt settings

Sales receipts layouts can be modified in a similar manner to invoices. To do so log on to Front Counter and
click Settings. This button is only activated for those with system administrator access.

Select the size of paper that matches your receipt printer. These settings also work on a laser printer.
Although, if you use a laser be aware the receipt is going to take a little longer to print. And will look a little
strange. If you use A5 paper it will look less strange. But still strange.

You can define settings for both form widths. Which form width is used is set by the lane setting for the
cashier. This means, if you have multiple workstations, one lane can use 80mm, the other 60mm.
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To access receipt formatting select Front Counter then Receipt printer format. The following form displays:

Select the width of printer you use.

o

Receipt settings selection

There are two receipt layout options — standard settings and user defined.

Receipt settings for 80mm receipts.

Standard settings - from database User defined settings - replaces database settings

The General Store The General Store r—
James General Store James General Store ’ Preview Standard l
Phone : (09) 430 76389 We support what we sell. ’ Preview user defined ]
23 Banks Strest

14/01/2016 15156 p m. ks S
garei
(09) 438 6596 Docket logo

Transaction No. 5959

G.5.T. No. 23 -256-245 F1 - help
14/01/2016 1:51:56 p.m.

== TAX INVOICE= Transaction Mo. 3959
G.5.T. No. :23 -256-245

T TAX INVOICE™

You were served by

Comparty name System standard You were served by
Size Style
- Uzer defined
[ Bold Style
Style )
[ alics [IBold  [haics [ Underiine
Sl [7] Undedine
[ kalics
[T Underine Motes
| Tum off barcod i
am R e retumed within 7 days of purchase (Include
proof of
purchase). Packaging must be unopened and
items in

the same quality they left the shop

1. Standard settings uses the company record only. You can modify the size and style.

System standard allows you to modify the style of the information both receipt types share — the
date and time, transaction number, GST number, “TAX INVOICE” and “You were served by — name
of cashier”.

3. You can turn off bar codes printing by checking the Turn off bar codes on receipts box. This
results in a receipt more like that produced by supermarkets. If you don't use bar codes the stock
code is printed (or not) instead.

4. To switch to user defined settings enter information into the text boxes. It is not a good idea to enter
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more than 5 lines into the top text box. This because the first line of the standard information may be

overprinted by the last line in that box.

If anything is entered into the text boxes the user defined settings are used.

To return to standard, clear the text boxes.

You can modify the style of the text in those boxes by checking either Bold, Italics, or underline. Or

combination of all three.

8. To include your company logo load the existing logo (logo.bmp) into paint and select Save as - >
logoss.bmp. You will need to make it smaller. In Paint select Image — Stretch/Skew. Decrease its
size by 50% horizontally and vertically - at least.

No o

When logging on to Front Counter you can change, or remove, a message that prints on sales receipts.
That message remains unchanged while you are logged on, or if Front Counter is suspended. If the
message has been changed, and you log off, you need to change it again when logging back on. The
message is included on the receipt above the contents in the last text box.

Setting up stock line buttons

To connect stock items to the POS buttons carry out the following sequence:

1. Create the stock lines you want to match what is to go on the Stock line buttons. You can create up to 36
stock line buttons.

2. Create the required stock items (you can set them up as packages if you wish to track inventory levels in
detail) and link each relevant item to the required stock line.

3. Link the items of the selected stock line to the stock line selection buttons.
The following describes linking stock lines to the relevant POS stock line button.

On the Systems Settings form select Stock line buttons. The following form activates:

Select line to create a new button
F1-Help
Line code Description -
|4 General General |

GIFTS Gifts
HARDWARE Hardware

Misc Miscellancous goods
GROCERIES Groceries o Cicale Loic Remave link

« v
- 7] Selected tem buttons have pictures
L] « E Linked lines and menu buttons

Select the stock line to add to the butions - in the order of use Stock ne to Button caption
icecream lce cream

- coldeink Cold Drinks
Cold Drinks Takeaways Fresh vegetables Hardware Takeaway Takeaways
-

veges
HARDWARE Hardware

GIFTS
GROCERIES
Gifts Jt Groceries JL Miscellaneous goods J »

Ice cream

Select the stock line to manage that line’s item buttans

Item buttons Line settings

I ) ) - Stock items
« 11 I3

The button captions are the descriptions entered into the Stock lines. If you change the descriptions you
need to Remove the relevant button and relink it.

It is not a good idea to go above 40 characters in each stock line description. You should attempt to make
the stock line descriptions as brief as possible.
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From this form you can create new stock lines and link stock items to POS buttons. It is these buttons that
are activated when you press the relevant button on the POS. To link stock items to POS buttons click Line

Buttons.

You can have up to 36 stock line buttons. Be aware that only half of them display at a time. You need to
scroll the line buttons panel if you have set up more than 18.

Once you have set up the button definitions you can activate the buttons from the stock line buttons form.

To link stock items to the buttons click Menu buttons. The following form activates.

Setting up buttens for steck line: HARDWARE-Hal

@ By stock code/PLU () By alphabetical order () By group order () By ertry order
Button settings
27A PDL L/HOLDER SWIT || 27B PDL L/HOLDER SWIT {-27C PDL L/HOLDER SWIT |\ 27D PDL L/HOLDER SWIT T
1/2 THR 3/8 THR 5/16 THR 5/8 THR Shart Descrption/Capion
==
281 PDL BATTEN HOLDER.-||- 201 PDL BATTEN HOLDER PDL L/HOLDER UNSW 30B PDL L/HOLDER e ——
ANGLED STRAIGHT 1/2 THR UNSW 3/8 THR - . -
3550462 HILLS SIETRO 6 RETRACTING C/LINE FU
i 35590463 HILLS QUATRO 4 MOUNT BAR FD51
PDL 2 way electrical 250V EXTENSION CORD Shelving units 35 PDL MAINS SWITCH 1 3590464 HILLS SIETRO 6 MOUNTBAR  FD51(
socket POLE 60A 3590465 HILLS ONE PIECE FOSTKIT  FD5100
3590466 HILLS TWO PIECE POSTKIT ~ FDS10(
404000 LAMP - 40W SES 300 DEGREE
205 PDL SKIRT FOR 20R PDL RING FOR 31 PDL FLUSH BOB FOR SENTINEL ROTARY 40 e (T FUTE AT R
BATTEN HOLDER BATTEN HOLDER 63T CLOTHESLINE SN221084 569991 250 wat - spolght
620WHTB 20B WHTPDL BASEONLY WHITE STRAIC
B4T21BW 21B WHT PDL BASE ONLY WHITE ANGL
HILLS C/LINE VILLA LAWFORD PLSTC CTD RE'}%E%:‘?E?U“"E RE’I'IIIL;SISILEJ%?L‘:NE J%FDLS 203 FDL SPARE RUBBER WASHER
949PDLS 25 PDL LYHOLDER SWITCH C/GRIP -
L e Ui Ll Sl L FD51000 FD51014 965PDLU 26 PDL L/HOLDER UNSW C/GRIP A
GEN1 Generator - 1500KV
HILLS QUATRO 4 MOUNT || HILLS SIETRO 6 MOUNT | - HILLS ONE PIECE POST HILLS TWO PIECE POST I
BAR FD51008 BAR FD51016 KIT FD51004 KIT FD51006 ERIERTED T SR FE T B e L
PPGARCBNZ3146RONDO 16MM CEILING BATTEN 4.8M NZ
PPGARFC304 RONDO DIRECT FIX CLIP FOR 301 TIM/S
LAMP - 40W SES 300 12 PDL PLUG APPLIANCE 250 watt - spotlight 20B WHTPDL BASEONLY FPGARPTNZ183{RONDO 3.0M PERIMETER ANGLE  NZ1:
DEGREE BLACK WHITE STRAIGHT TRANSTS00 100KV Trarnsfomer
TRANS2500 2500 Kw transformer
TRANS5000 5000 kV Transformer
21B WHT PDL BASE ONLY.-||-20/8 PDL SPARE RUBBER 25 PDL L/HOLDER 26 PDL L/HOLDER UNSW. S5z 250 Osra dimmerghtbula
WHITE ANGLED WASHER SWITCH C/GRIP C/GRIP = L2zt Oz ignt bub -
4 »
RONDO DIRECT FIX CLIP RONDO 3.0MM RONDO 16MM CEILING tem has bezn discortinued
FOR 310 35MM CEILING || 312 RO"JDgIﬁEg- BATTEN § - pERIMETER CHANNEL BATTEN 4.8M NZ31
BATTEN FOR 35MM C/BATTEN 34 PROFILE Clearall .
Stock items
< m buttons

tems it display order F1- Hel @
- Help Back

To link stock items to the POS buttons you must create the item and make sure it is linked to the relevant
stock line/menu. All stock items linked to the selected stock line show in the list to the right.

You can link up to 88 items to the buttons. This means you can have more stock items for the stock line than
the number of buttons available to link them to. This allows you to add new items without them being
attached to a button and replace discontinued items when ready to do so.

When linking the stock items/package you must select them individually. Each link enables a simple click of
the relevant button to bring over the item/packages retail price and complete the sale.

To replace an existing item, select the relevant button, click the Clear button. The button is removed. To add
a button select an item from the list at the right. If that item has not already been attached to a button the
Accept button is enabled. The new button is added at the end of the existing buttons.

If you want to change the order that items list displays check the relevant button in the “Items list display
order” group at the top. To be able to select group order you need to have allocated groups to all items in
the stock line. Group order can be very handy because it allows you to group items by their relationship. For
example all lights, all cables, etc.

Adding items to the buttons:

1. Select an unallocated item from the list. The Accept button remains disabled until an unused item, and

button, is selected.
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3. Click Accept.
4. If populating the buttons for the first time proceed down the list rather than jumping around.

Once you have finished exit. Then return to this form to check that you have clicked Accept every time for
each button. If any buttons are blank reselect the correct item and click Accept.

To make sure you can deal with stock that is to be weighed on a checkout scale create stock lines that
consist of items that have the Weigh on checkout scale box checked in Sales settings for those items.

POS Settings
Open POS settings from the System Settings form. Select "POS settings".

POS settings define how the POS accesses hardware (printers) and how it manages security. It also allows
you to define how the POS works. That is, whether loyalty points can be applied to sales, specials and
discounts. Whether the default payment type is cash or EFTPOS and whether the default mode in Front
Counter is auto or manual.

<&} Front Counter - global

Store wide settings Lane settings Printer settings Customerfacing  EFTPOS integration

[] Activate password access. [ Allow free sales/affts/exchanges

["] Enable muttiitem selection (styles, colours, prices). || Print order{s) when payment made

[] ©nly managers can open the till. [ Enable docketed cashout

[] Activate docket discourts ["] Remaove POS button f tem discortinued
["] Enable scanning on Cafe POS {Hospitality only)

[7] Manager authorisation required for refunds and discourts [ Enable customer bookings

Apply loyalty points to sales/specials/discounts

@ Mo Activate store
: sales

The above sets up Front Counter to operate in the following manner:

¢ Loyalty points are not allocated to item sales when those items are on sale, are specials, or a discount has
been applied. Switch to No if you don't want that to happen.

e Password access is not required when starting the Retail Business. It is required when opening any one of
the POS interfaces. This is because of the need to track cashier sales volumes and float allocations.

e The default payment type will be EFTPOS.

e Front Counter POS opens in auto mode. This means each time you swipe an item's bar code it is added to
the sold items list. If identical items are added the quantity increments each time the code is scanned..

o Multi-item selection - clothing (styles) and second hand items functions is not enabled. If enabled you can
enter additional detail about clothing styles and second hand items in the inventory. Look for the button
Item details on the stock management form.

e The POS has been set up to activate the stock line buttons.

¢ A second(customer) display monitor has not been activated. If it is, and you are running multiple cashier
lanes, the software will check to see if the relevant PC has a second monitor attached. If it does that will
be used as the customer display.

e Checkout scales have not been activated. If you enable the checkout scales you need to define the
relevant stock items as being subject to weighing. Make sure those items have their own stock lines and
are included on the stock line buttons.
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e Three printers have been set for the functions they are used for. The default reports, etc printer will only
work on the main server because the description is unique for that PC. To share printers, or use one
connected directly to a cashier workstation, make sure the description is the same on all PCs. Use
Printers and Faxes to change the name if required.

e A store-wide sale is active. To change, enable or disable store-wide sales click the Store Sales setting
button.

Warning. If you have multiple cashier lanes open the Lane settings form to set the lane printers and any
unique settings for that lane. The lane settings form limits settings to those that are not store-wide. It is as
below.

Lane settings Printer settings Customerfacing  EFTPOS integration

[¥] POS defaults to auto mode [] Enable stock line sales buttons on POS.
["| Enable cashier switching on POS. || Activate second monitor (f present) as customer display Save
[ Include images on the POS buttons [V] Activate takeaways/menu/options selection for this lane Cance

il
=1}
=)
(=)
o

scales settings
Float amourt : 0o F1- Help

Department for this lane

Code :

Notice that certain settings cannot be changed in lane settings. For instance the loyalty points allocation and
store sales. Those settings are global not lane-based.

In the case of the Ingenico EFTPOS two-way terminals you MUST set the configuration for each lane PC
because the serial port assignment is likely to be different on each one.

To activate lane settings you need to have a multi-lane license. Open the lane settings from the POS
functions form of the lane license once it is installed. Install, and run, the setup for the base system first.

If you don't set the printers in POS settings reports will always use the default printer. You will need to select
the report preview option so you can change to the correct printer there.

Operating Front Counter — POS.

You may suspend Front Counter by clicking Lock Front Counter. To reactivate enter a valid user id and
password.

The Front Counter form is set to occupy the entire screen. To use other programs drag the caption bar to the
bottom of the screen rather than exiting from Front Counter.

With auto on each item, when swiped, results in an addition to the docket list. The quantity changes as each
item is scanned. Or you can change the number of items by pressing F3 to go to manual mode and enter the
number of units.

Depending on the stock item being sold, and the sales settings for that item, the actual display will vary.
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For example, generally the Buy Price is not visible, and the Price Calculation group is invisible unless it is
set as visible for a stock item in Stock Management.

¢ Retail price is the default price. To change it turn auto off — click the On Auto button. It changes to On
Manual. If you made a mistake in auto mode highlight the incorrect item and click Change. The Accept
button displays. Make the changes and click Accept.

» If the retail price is 0 the POS goes to manual mode. You then need to enter the actual price.

Processing sales

The POS page appears as follows in auto mode. This example is Full Service and the stock lines buttons
are activated.

To process a normal sale (that is sale on auto — single item) carry out the following sequence:
* Enter, or swipe, the bar code. If there is no bar code enter the stock code. Or click the appropriate
button on the buttons at the bottom. If you do so the form appears as follows:

Operator: System Administrato

Lock Front Counter ' Exit Front Counter '

| Create new item if code not found
Front Counter/POS | Customer accounis | Stock management | Supplier stock orders|

“Due : I
Void dockel ‘ Docket
“Othertender | ,, ...
- z VOTGR G RETS Open drawer

- [ To Manual ][Change item][ Refund / |

———————— F3 F7 CreditF9 |

Item Code : = ~
Clear fields Review sale

F5 F8 )

Discount (%) : 0.00
Quantity - 1.00|

Cash
[ af)utpaﬂ [Cash °“t] Unit price - 0.00| Net amount : 0.00

ERERE

o) oo (+ s Je ]
(255 aavenni | Printorsor| A W B |+ ) 2 [ s | -1 ]
[ oromp (055 v [ 187" pamaonned Fzze | |

f ™

[ Ice cream I Cold Drinks I Takeaways Fresh vegetablesI Hardware I Groceries ]‘

o Joreer]

* As you click the item buttons, or scan the bar code, the item selected is added to the docket list. The
default number to be sold is one. The quantity sold is changed as each item is scanned or selected.
If you wish you can apply discounts, or change the quantity, by clicking Change item F7.

* The item is recorded as sold.

* Keep scanning/entering until you have finished.

* Select the payment method. Either Tender EFTPOS, Tender cash or Cash/EFTPOS. If you wish
to arrange another form of payment (for example invoice or gift coupon) select Other tender.

* If you select Tender EFTPOS the following form activates:
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This is for the non-integrated EFTPOS option. The amount to be tendered MUST equal the amount to pay.
You can also record cash outs.

The numeric keypad

The numeric key pad enables you to enter quantities and also key in a numeric stock code.

7 L8 9 {Ciear)
(4 dCs et

EBERERER
(o 3 o)

In auto mode quantity always defaults to one.

Scanning the bar code adds the item to the Quantity already on the docket list.

The keypad doesn't sum the values you enter. Asin 1 + 2 = 3. It adds the number after the value already in
the quantity field. As in 1 then 2 results in 12. If you want to add to, or subtract from, the quantity press the
"+1" or "-1" keys. If you want to enter a quantity of 100, first press the "1", then "0" twice.

Tendering of POS payments is carried out mostly by using the following buttons:

— ~ Cash/ Credit
EFTPOS | Cash | eprpog | card
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Other tenders, when clicked, activates the following form that allows additional payments processing.

Offline
EELPOS
trans.

EFTPOS/

Redeem
credit (not

coupon)

Cancel

+ Select the preferred payment method.

* The above example is for a docket for a one-off customer. If the customer is a regular, and has been
selected in Front Counter, Generate invoice/credit coupon and Redeem credit coupon are active.

* If you wish to handle gift cards you need to set up a “gift card” customer and create all gift cards for
that “customer”. That enables the customer to gift the cards to anyone and for you to track the use,
and redemption of level, such cards. Gift cards operate in exactly the same manner as those for
Whitcoulls, Mitre10, etc.

If you select Cash/EFTPQOS the following form activates:
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r . .
Total due: $24.50 I
Cash tender: 10.00
EFTPOS tender: 14.50 [@ — ﬁrst]

TR
&G ~ pinpad

o Lo [e Do
I A O 0

Last

* Enter the amount of cash to pay either by using the buttons or by directly typing into the active
(Cash) field. As you do so the EFTPOS field changes to the balance due. Click Accept once the
amount being tendered has been entered. Or, in this case, click the “To pinpad” button to activate
EFTPOS processing.

* If any change is due the amount displays in the Change field of the Payments form.

* When the total tendered equals the total due you are returned to the POS. If EFTPOS integration is
enabled (as in this case) press the To pinpad button to start terminal processing.

*  Optionally print the receipt.

* If the payment includes items that require you place them in the cash drawer (coupons, cash,
cheques) the cash drawer opens.

In manual mode the POS appears as follows. Note that there is now a To Auto button. The default is to
activate the POS in manual mode. To switch it to activating in Auto select POS Settings in the Retail
Business Settings form and check the box “Open Front Counter in auto mode”. From then on it will
open in auto mode and you will need to click the “To manual” button to switch.
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Operator: System Administrato

Lock Front Counter ' Exit Front Counter '

[T Creating barcodes if not there.
Front Counter/POS | Customer accounts | Stock management | Supplier stock orders|

5 27B PDL L/HOLDER SWITCH 3/8 THR 0.00 112.35 s D -
ue .

[wm Fo ][C"f'".‘-.ﬁ'? e RS o
) ) el
I 9 Jlciear

Item Code :

Discount (%) - 0.00

Quantity : IW| }[ 8 }

[Cash paY] [Cash uul] Unit price - | 0.00| Net amount 0.00 }[ 5 ][ ][ }
2 ]

[
(
[ Stoak ist ][ Involce. ][Prinlmder}m Mhﬁﬁ % 1 ][ }[

ey |[Re st gstan [ oy 055 | fpakaosket[ Rpiase | o [ . [ o«

r ~

[ Ice cream I Cold Drinks I Takeaways Fresh vegetablesI Hardware I Groceries ]‘

» If the customer is buying more than one of an item you can keep swiping or click To Manual to switch to
manual mode so you can enter the number of items. The Quantity buttons are activated and clicking them
changes the value in the Quantity field. First click the Clear button so the Quantity is 0.. To switch back to
auto click the To Auto button. The button changes to To Manual.

¢ If anitem is being returned click the Refund / Credit F9 button. You may include refunds as part
of a normal sale. For example if the customer returns an item sold for $12.50, you may record
that and the record of a sale for another item at $12.50. The net effect is to update the inventory -
the returned item is placed back in inventory and the replacement is taken out. If the “sale” is for
a return/credit only an additional form activates to allow you to select whether the transaction is a
refund or credit note. The default is credit note.

* If you accept exchanges you need to set the POS to allow transactions with a value of 0. In that
case go to POS settings and check the “Allow free sales/gifts/lexchanges” box. Be aware, this
allows cashiers to sell through items where the customer pays nothing.

* When changing an item's quantity, and you change your mind, click the Cancel (F5) button. If
you have accepted it, click Void (F6).

* Due is added to as the items are added to the docket list.

Press “Tender EFTPOS”. The following form activates:

« Sales can be a combination of two, or more, payment types. For example someone can pay by both
EFTPOS and cash.

+ Customers can also multi-tender cards — that is use more than one card. In that case enter the first
amount they are paying. The form displays the balance to pay..

» If the total payment is by cash, and the customer does not have the correct change, click Clear to
zero the tendering field and enter the actual amount of their payment.
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[ B - "

Total due: $24.50 |

Tendering : 24.50 Enter cash out

o [ o e Lo
5 8 8 23
Last

* If the EFTPOS terminal is offline you can record the payment as an offline EFTPOS payment. If your
EFTPOS terminal permits electronic offline vouchers (EQOV) you can still process the payment as
EFTPOS. The software will carry out an update of such transactions when you next start it. Or they
will be updated as soon as the terminal returns to online mode.

e TO I
FG ~ pinpad

If the customer wishes to be provided with cash (assuming an EFTPOS or Credit Card sale) that amount into
the Enter Cash out field.

If you select Cash/EFTPOS the payment processing form will look something like the following:

[ _‘

Total due: $24.50 |

Cash tender: 10.00
EFTPOS tender: 14.50 [@ Enter here ﬁrst]

o
o [ o [ Lo =
5 8 8 23

Last

Once the total due has been paid the tendering form closes automatically. Unless you are using either the
Ingenico or Wolfstrike two-way option. In that case click the Accept button which becomes visible once the
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correct amount has been tendered.

If change is due the change form activates to remind you of the amount due.

I Change : 0.50

Click Close and you are returned to the POS form.

LS

Cash out can be completed at any time. It is up to the cashiers to make sure there are sufficient funds in the
cash drawer. If you need to add to the float, put the sale on hold, log out, change the float amount in the
Lane settings form. Then release the sale and complete it.

* If the customer wishes to obtain cash out only, and you are prepared to allow it, you can use the
Cash out button.

* When you click the Cash out button the page switches to manual mode. The Accept button
becomes visible. The stock code field defaults to CASH OUT.

*  Click Accept when the cash out amount is entered.

* Due is the sale plus any cash out.

*  When you click Tender EFTPOS (you cannot use the other two) the cash out amount is placed into
the Cash out field.

* The cash out amount shows on the sales receipt as Cash out.

» If the customer pays by cash enter the amount tendered. Any change due is calculated and rounded.
If the cents figure is 5 cents or below the rounding is down, and up if it is above.

* If you are having a sale the POS can calculate the sale price. Group items in the inventory. You can
have different sale discounts for items by the group they are in. If you have a large number of stock
items this could be a major operation, initially. See Stock Lines and Groups to find out how to set up
sales. Once the correct set up has been completed sales may be turned on and off very easily.

*  You may set up item specials within the inventory by clicking the Sales item detail tab.

Integrating EFTPOS terminals
Retail Business and Retail Workshop support the following EFTPOS integration options:

1. DPS Payment Express.

2. EFTPOS NZ - EFl interface

3. Skyzer (Ingenico) - Nitro interface

4. Skyzer (Ingenico) - two-way interface
5. WolfStrike - two-way interface.

6. SmartPay - Smartlink

To integrate EFTPOS first install the required installation files from your EFTPOS provider. In the case of the
Ingenico terminals your installer needs to install the Skyzer - Nitro library. Or, alternatively, the two-way
communication method can be used.

When installing NZ EFTPOS (ANZ) make sure you select the NZEFTPOS - EFI interface option when
installing the EFTPOS software.

Once the EFTPOS terminal and/or pinpad software has been installed you need to let the software know it is
installed.
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Select System settings -> POS settings.

*  Click the Edit button.

e Check the "Turn on integrated EFTPOS" box.

* Four additional fields and/or buttons will appear. As below. This example shows the settings for NZ
EFTPOS - EFl interface

Tum on integrated EFTPOS
integration option -  LPAS SIS R SATT e -

1234

i Lane settings Printer settings Customer facing EFTPOS integration

Your merchant id :

Select the folder the transaction files are kept in (CAEFTPOSA?).
CMEFTPOSY

* Select the EFTPOS option you have installed.

* Enter your merchant id - this is only required for DPS Payment Express. You may wish to enter your
merchant id anyway as a means of checking in case you need it.

* Enter/select the installation data about the location of the configuration file, communications port or
required folder.

¢ In the case of DPS Payment Express you need to locate the file "pxpp_cfg.txt". That file will be in
the folder C:\Program files\DPS\Eftpos on a 32 bit Windows PC and in C:\Program files
(x86)\DPS\Eftpos on a 64 bit Windows PC.

¢ If you have selected NZ EFTPOS - EFl interface the folder C:\EFTPOS\ is placed in the field. This
is the default folder where the NZ EFTPOS client looks for the required transaction files. If you used
another folder when setting up NZ EFTPOS you need to change this. If you do, make sure the \' is
on the end of the folder name.

The following example shows the settings for DPS Payment Express:
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Lanesettings  Printersettings ~ Customer facing EFI'POS |ntegrat|0n

[¥] Tum on integrated EFTPOS
Integration option : Fayment Express b

1234

Your merchant id.:

Select the folder the transaction files are kept in [CAEFTPOSAT).
o program files (<86)'dps*eftpospxpp_cfa b

Once you have set up the software to link to your EFTPOS provider the payments processing forms include
additional buttons. The "To Pinpad" button will always display. The others depend on the behaviour of your
EFTPOS installation.

To speed up the completion of transactions a couple of lines need to be changed in the file pxpp_cfg.txt.
This file may be found in the folder C:\Program files\DPS\Eftpos if your computer is 32 bit Windows. Or
C:\Program files (x86)\DPS\Eftpos if 64 bit Windows.

The lines are  <EnableDisplayTimer>1</EnableDisplayTimer>
<EnableAcceptedDisplayTimer>1</EnableAcceptedDisplayTimer>

The '"1” needs to be changed to a “0”. It is suggested you get the Payment Express support person to do it
when they set up the DPS software.

In addition the software attempts to connect to your provider (and the terminal/pinpad) when you open the
Front Counter functions selections form. If the connection succeeds you are advised. Also if it fails. If it fails
contact your provider to find out if there is something wrong. If it fails at this point, and you continue to
activate Front Counter, the "To pinpad” button is disabled and you must carry out sales using the Offline
EFTPOS option.

Note :- Front Counter allows the pinpad to print out the EFTPOS receipts. You need to configure the
EFTPOS to link to the correct receipt printer. It will need to be the default receipt printer. This means, even
though Front Counter can recognise the receipt printer based on the settings you enter into POS settings,
the EFTPOS link must use the default receipt printer. Printing EFTPOS receipts is, usually, a requirement. It
is required when the transaction requires a signature. You can still print off the normal POS receipts should
you wish.

Setting up checkout scales

Setting up checkout scales is a two-step process.
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file:///C:/Program
file:///C:/Program

I. Professionals Company Mai

Company name [7] Description
James General Store Hardware, groceries, fast food

Exit
F1 - Help

138 Banks Street Edit Default income account:
Maungatoroto 100

Cancel
0146 Sales and general income

Email/weh ste - Professionalsys Eoutlook com Sales tax settings

Registered [7] Exclusive on Invoices
Phone Number (09 430 7689

=
L=t krvgice N 201100037 Percent [*] 3 Mo. of § ® Months
nvoice No. :

Number [*]
[7] Auto generate customer codes.

[] Activate system save on shutdown.

eSS

Editing company. 15 January 2016

Accounting Basis
Logo P _ .
() Invoice @ Payment () Hybrid

Activate customer bookings.

1. In Company Control select Edit and check the box "Use checkout scale". Click Save. This tells
Professionals Retail Business that you intend to use scales. Without this setting you cannot make
any changes that relate to checkout scales.

2. In POS Settings, select Edit, and click "Change scale settings”.

Retail Business supports the CAS PD-Il, CAS AP1, Ohaus Aviator 7000 and the Wedderburn DS-series
checkout scales.

&) Front Counter - local lane setti gs

k

Lane settings Printer settings Customer facing EFTPOS integration

PQS defaults to auto mode Enable stock line sales buttons an POS.

[”] Enable cashier switching on POS. || Activate second moritor (f presert) as customer display Save

[ Include images on the POS buttons Activate takeaways/menu/options selection for this lane Cancel

Change
scales settings

Float amount : F1- Help

Department for this lane
Code :

The following form activates:

39



Select scale: Select serial port :

NIICH0s Aviator 7000 - NCI Protocol E COM6 -
CAS PD-II chedk out scale

Ohaus Aviator 7000 - NCI Protocol
Wedderburn D5-866 MCI- ECR Protocol
CAS AP-1 price computing

The Ohaus Aviator 7000 scale setting is shown here. The only requirement is that it is connected to an
active COM port. To find out which ports you have available select (XP) - Control Panel -> System -
Hardware tab - Device Manager. In Vista and later versions of Windows select Control Panel -> Hardware
and sound -> Device manager (top right).

In either case you should get a form that looks something like the following:

2 Deice e L T, e

i Eile Action View Help i

= | Hm| ®

4 {ﬁ_[]evelopmemj |
B M Computer

+w Disk drives

b

» - Display adapters

b @ DVD/CD-ROM drives

B % Human Interface Devices

R = IDE ATA/ATAPI controllers
i == Keyboards
B

D

[>

l>

4

U Mice and cther pointing devices
EJ Monitors

¥ Metwork adapters

g Portable Devices

f? Parts (COM & LPTJ

3 Printer Port (LPTY)
f? Prolific USB-to-Serial Comm Port (COM4)

r> R Processors

b - iﬁ Sound, video and game controllers
-8 System devices

[ i Universal Serial Bus controllers

To display all the coms ports double-click the Ports (COM & LPT). If you are using a new PC you need to
install a USB to serial converter. In the above case COM4 has been assigned to the relevant device driver.
That is the one shown selected in the scales settings form.

Professionals Retail supports the CAS PD-Il, Ohaus Aviator 7000 and Wedderburn DS-866 checkout scales.
If you are using a scale you wish to have supported please contact us. We will check to see if it can be
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included. You will need to ship it to us if we decide to go ahead.

The CAS PD-Il scale

To enable Professionals Retail Business to use the CAS PD-Il checkout scale you need to set the ECR type
to Type 5. Go into setup mode as the manual requires and keep pressing the ™" until you get to Type 5.
Then press the 0.

The communications settings for the CAS scale must be: data bits = 8, parity = even, stop bits = 1, baud
rate = 9600. These should be the default settings. If in doubt contact your supplier.

The CAS AP1 checkout scale

No settings need to be changed on this scale. Make sure you have the correct serial cable for the scale and connect to
the serial port.

The Ohaus Aviator 7000 scale

For the Ohaus Aviator to operate with the POS make sure the protocol is set to NCI Protocol. Please refer to
the scale's manual for the instruction.

The communications for the Ohaus scale must be: data bits = 8, parity = none, stop bits = 1, baud rate =
9600. These should be the default settings. If in doubt contact your supplier.

The Wedderburn DS-866, 770, 771, 781, 788 scales

For these scales to operate with the POS set the protocol to NCI-ECR (Type V) Protocol. Please refer to the
scale's manual for the instructions.

The communications settings for the Wedderburn scale must be: data bits = 8, parity = even, stop bits = 1,
baud rate = 9600. These should be set by the Wedderburn technician prior to the scale being shipped. If in
doubt contact Wedderburn.

Setting up stock items to be weighed.

To set up items to be weighed first install, and set up, the scale. Currently Professionals Cash Register
supports the CAS PD-II, Ohaus Aviator 7000 and Wedderburn DS-series checkout scales. Others will be
added on request and after we have made sure they can be installed and used.

All items to be weighed should be sold through the use of the stock line buttons as doing it that way is much
easier for cashiers. You can set items up to use non-integrated scales. In that case the POS changes to
manual mode if you have defined the item to be weighed (in sales settings of Stock Management). So you
can enter the weight once it displays on the scale. In that case you will also need to remember their
stock/PLU code.

The rest of this section describes setting up items that are to be weighed and prices calculated using the
scale weight.

1. Set up the required stock lines for the items to be weighed. Each stock line can have up to 88 items
in it. And you can set up 36 stock lines to attach to buttons. A total of 3168 stock items can
therefore be allocated to stock line buttons

2. Create the required stock items and link them to the required stock lines. As you create, or edit, the
items click the "ltem sales details™ tab.

41



r |
Stock item details Item sales details |
Extr t

Expires by _ Tuesday , 3 February 2015 @~ | pisplay prices (buy, trade and retail)
[#]on special [Iwarn on discount.
EiiririioeiTss: 0.00 [ Turn on price calculation option

POS response
Dollar decrease : 0.00 g : spo

] _J Weigh item
Special starts Friday 15 January 2016 [E~ 7 Kitchen item
Finishes : Tuesday , 19 January 2016 D' () Normal
0.00 (7 Print to receipt printer

Discount limit {0 is none): -
@ Do not print on order

Check the button "Weigh items™. With this checked, and the item is selected for sale from a stock line
button, the POS looks something like the following:

BTSN [ oo | Due : [N
-I Cash out/pay : m

Description Net amount “

Quantity : K8  Finished

[ Brae burn apples - lose ][ Cabbage - half ][ Cabbage - whole ][ Carrots - bagged

)
[ Lose carrots )[ Cauliflowps—b=ts b 4 e h A J
( Cucumber - telegraph )( creeniose]  UnIt price : %

8

——
o) amount - N

Read
o 2 ome | 22D

Place the item(s) on the scales. Wait for the weight to appear on the scale display. Then click "Read scale".
The form should now look something like the following. Notice that the Accept button is now enabled. If you
change the amount on the scale click "Clear” and then "Read scale™ again.
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Lock Cash Reqister [ Exit Cash Register J D ue : ’ﬁ
Stock list Cash out/pay - -EE
Qty. Description Net amount *

Quantity: BT o Fnsted
[ Brae burn apples - lose ] [ Cabbage - half ] [ Cabbage - whole ] [ Carrots - bagged ]
A RIS

[ Lose carrots ][ Cauliflow oA st 1261 . e J
[ Cucumber - telegraph )[ ereeniose]  UNit price : %

[ New Zealand truss tomatoes )[ orens=1 - Weight :
( " ) Amount :

Read
e [ e

&

To add the item to the docket click Accept.

Setting up a customer pole display

Your customer pole display must be compatible with the Epson DM series. This may require that you change
the factory dip switch settings.

To install the customer display:
1. Download the Epson OPOS-Adk drivers from here:
https://download.epson-biz.com/modules/pos/index.php?page=prod&pcat=9&scat=38&pid=64
Paste the above into your web browser's address line.
2. Select the OPOS ADK and accept the license agreement.
3. Download the file V267ER9.exe (or whichever is the latest) to your PC. Copy it to the PCs that are
going to use pole displays.
4. Double click the file to install the driver. Install using the defaults. Front Counter needs to find a file
that is installed and it must be in the default location.

5. From the Start menu select OPOS -> Setup OPOS.
6. Highlight LineDisplay as below:
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5 EPSON OPOS ADK Version2.67E UPOS 1.11
File Edit Mjew Toaols Option Help

& < B
- Device
POSPrinter

LineDizplay
CazhDraver
Eﬁ Electroniclaurnal

e MICH
g CheckScanner

HardT atals

LineDisplay

7. Right click LineDisplay and select Add New Device. The following form activates:
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Add New Device [Select DeviceNameKey] E|

Add Mew Device
Select Device Mame Select detailed model.
\DM-D110 ~| |oM-D110 Rd
[ [v Dizplay Wer @ Used Port
: . COM
Device Description
|EF'SEIN Dk-D110[PATH] Line Display
IMF File Mame.
|E:'xF'HEII3Hﬂ«”1 WOPOSAE pean2LdDMD1 1 0inf Browse. ..
Add Mew LDM

Set up a logical device name if neceszan,.

* A logical device name isn't indispensable,
A logical device name izn't zet up in the caze as the blank.
And, a logical device name can be zet up even later.

LineDizplay

¢ Back | MHewt > | Cancel Help

Select Next and accept all the defaults. Do not change anything. Give the new device the logical device
name "LineDisplay"

The best idea is to select DM110 as all later models are also compatible with that.
8. Don't connect the pole displays until you have checked the following:

a. Digipos WD series - open the dip switch cover under the display at the rear. Check the switches
are set as follows: SW1 - off, SW2 - on, SW3 - on. Down is on, up is off. Lay the display face down.

The switches are located as follows:

5. DIP SWITCH SETTING

HHHEEHHEHHEE

1234567 89101112
DIP OND
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It is possible that the display already has the required settings.

b. Posiflex PD21 series - open the dip switch cover at the back of the display unit. Check the
following: SW1 - off, SW2 - off.

The switches are located as follows:

SW1

4J
Push up to
switchon SW2

If you are using an Epson DM series display there is no need to make any changes.

If using any other brand of pole display you need to obtain the user manual and find out how to set it to
Epson compatible display.

9. If the pole display uses a serial (not USB) connection use a USB to serial converter cable. This is
required because Windows allocates logical com ports. And they don't always match with the actual
serial port on the back of your PC. Install the driver for the converter cable and assign COM1 to the
port it is allocated to. As follows:

L Device Manager

File  Action wiew  Help

M EHE 2HE A& <®BE

- PROFESSI-F75F44
+ -j Compuker |
+|-age Disk drives |
+ @ Display adapters
+-oph DYDJCD-ROM drives
+-i=%) Floppy disk controllars
+- i, Floppy disk drives
+-(=) IDE ATAJATAPT contrallers
+-<2 Keyboards
+- ")y Mice and other pointing devices
+- & Monitors
+- EHE Mebwork adapters
+ \> RVIDLA Mebwork Bus Enumerator
= Ports (COM & LPT)

- ' Update Driver...
- Printer Park (LPT1] Erable
o Prolific 15B-to-Ser _
ninstall

ﬂ Processars
Sound, video and gam  Scan For hardware changes

?
% System devices

+
+
+
+

Universal Serial Bus ¢~ Properties
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To activate this form select (in XP) Control Panel -> System -> Hardware -> Device manager.
If using Windows 7 or 8 select Control Panel — Hardware and Sound — Device Manager

First disable the default COM1. To do so select Communications Port (COM1) (double-click “Ports (COM
& LPT)” and right click the mouse. Select Disable. In the above example Enable displays because the port is
already disabled.

Accept the option to restart your PC.
Once the PC has restarted reactivate the Device Manager form. Select the USB to Serial port, right click,

select Properties -> Port Settings -> Advanced. Select COM Port Number COM1. You may be warned it is
in use. Ignore it. Click Ok. Then Ok to exit the device manager. Restart your computer.

Advanced Settings for, COM1

[*]ilze FIFD buffers [requires 16550 compatible LART §

OF.

Select lower zettingz to comect connection problems.

Cancel
Select higher zettings for fazter performance.
Defaulks
Receive Buffer: Low (1] J High [14]  [14]
Transmit Buffer: Low [1] J High 18]  [18]
COM Bort Number: | COR1 A

Warning. It is possible you may need to do this every time you restart your computer. Windows may
reassign the logical COM1 to another port.

Now connect your pole display.

To check that your pole display is running properly carry out a health check. As follows:
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5 EPSON OPOS ADK Version2.67E UPOS 1.11
| File Edit Yiew RIS Option Help

&i,’ é‘}" X W CheckHealth Interactive. ..

DE?;;SF.I v Yalidate isplay

= LiteDi Export Registry. ..
»

@ CazhDrawer

Eﬁ Electroniclaurnal

2 MICR
g CheckScanner

¢ MSR

HardT atals

Perform an interactive CheckHealth of the selected device.

To do so click Start Menu -> OPOS -> Select devices then Line Display. Select Tools -> CheckHealth
Interactive...

Click Start. If successful the phrase "Interactive HCheck!! DeviceName=DM-D110" or something similar
should appear on the pole display.

Front Counter also carries out a health check when it starts up. If "Front Counter/POS Welcome" doesn't
appear on the pole display then Windows has reassigned COM1. You will have to go through the above
process to reconnect.

Setting up a second monitor as a customer display.

Front Counter can use a second monitor as the customer display. Check that your PC has a connection for
a second monitor. You may need to purchase a HDMI cable connection as often the second connection
requires that.

If the monitor is connected it should be set as the second screen and not the desktop. To do this select

Hardware and Sound from the Control Panel. Then Display and Adjust Resolution. The following form
should display.
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-|| Search Control Panel

! u !J <« Display » Screen Resolution

Eile Edit View Tools Help

Change the appearance of your displays

Display: 2, e2051F =

Resolution: ’1600 » 900 (recommended) v]

Orientation: ’l-_andscape vl

Multiple displays: ’Extend these displays vl

This is currently your main display. Advanced settings

Make text and other items larger or smaller

What display settings should I choose?

In the above example Monitor 2 is selected. Note that under Multiple displays it says “This is currently your
main display”. Display 1 will be used as the customer display.

Once that is correctly set go to System Settings — POS Settings. Or, if using a networked licence — POS
Functions ->Lane settings Check the box “Activate second monitor (if present) as customer display”.

POS defaults to auto mode [] St cash as default POS payment type.

Enable touchs POS functions Enable stock line sales buttons on POS.
Activate second monitor (f present) as customer display

[ ] Enable cashier switching on POS. Ry S S

Include images on the POS buttons selection for this lane

Float amount : 200
Front Counter - screen resolution

You may need to change the screen's display resolution to get the full POS form to display. Use Control
Panel -> Display and change the resolution until it fits. If you still can't get it to fit then the video card you
have does not allow the required resolution. If using a 15 inch (or smaller) screen the resolution needs to be
1024 by 768. If your monitor does not allow that you may need to get another, higher resolution, video card.

If your PC uses a graphics module on the motherboard you can still get a separate graphics card.

Installing Front Counter — cashier lane
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Front Counter can be installed on PCs that have access to the Retail Business database. By default Front
Counter is installed as part of Retail Business. Front Counter can be installed as a cashier workstation once
the base system is installed. If the intention is to install it on another PC purchase a workstation license.

To install Front Counter workstation follow the instructions below:

1.

Install the Cash Register base system.

2. Make sure the database (by default C:\PSL\Database) can be shared. To share the folder start up

Windows Explorer (right click the Start button), select the folder C:\PSL and right click it. Select
Sharing and Security and check the "Share this folder" box if it is not already checked. Click Apply
then Ok.

General | Sharng | Customize

Lacal sharing and securty

14 Tozhare thiz folder with other uzers of thiz computer
:_!;g only, drag it to the Shared Documents folder.

To make this folder and itz subfolders private so that
anly you have access, select the fallowing check bos.

Metwork zharing and zecurity

i) Tashare this folder with bath network. users and ather
_11,1'_1] uzers of thiz computer, select the firgt check box below
= and type a share name.

[“]’Shate this folder on the netwaorl

Share name:  |Database
Allow network, users to change my files
Learn more about sharing and security,

iy Windows Firewall iz configured to allow this folder to be shared
with other computers on the netwark,

Wiew your Windows Firewall settings

[ 0k, H Cancel H Apply ]

In Control Panel — User accounts and family safety. Turn off passwords for all users on all PCs that
are going to be connected.

Use Workgroups (Not the Homegroup) for the network. The default is to select Homegroups. You
must select Workgroups instead. This link describes how to set up the workgroup-based network.
http://windows.microsoft.com/en-nz/windows/join-create-workgroup#1TC=windows-7

On the PC Front Counter is to be installed on start up Explore and select Tools | Map Network drive.
Find the drive of the PC Cash Register Base System is installed on by clicking the Browse button. If
you cannot find it the connection to the PC may have been dropped. The workstation PC may have
to be shut down and restarted. Or repair the connection if using XP, Vista, Windows 7 or 8.
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Map Network Drive @

windows can help vou connect to a shared network folder
and assign a drive letker ko the connection so that you can
access the Folder using My Computer.

Specify the drive letter Far the connection and the Falder
that wou want ko conneck to:

Drive: a; w

Folder: | V\Artec-amdSsOiArche w

Example: Y\serverishare
Reconnect at logon
Connect using a different user name,

Sign up For onling skorage or conneck ko a
netwiork server,

[ Finish |l Cancel ]

Warning — don't map to the folder the Base System database is on. The network will not be able to connect
consistently if you do that. Map to the C: drive only. Or whichever drive the database has been installed on
if you are running in a server-based environment.

Once the shared drive displays in the Folder field check Reconnect on Logon, click Finish. The database is
now accessible from the Front Counter PC. The shared folder must be the drive of the PC, not the full folder
as in C:\PSL\Database.

Place the Workstation installation CD in the PC. If the installation does not start automatically double click
Setup.exe. This installs the Front Counter application. Do not change the default settings.

Go to the Workstation folder on the CD. Double click InstallWkstn.exe and select the network drive defined in
step 4 (eg. G:) then the folder C:\\PSL\Database.

From now on, so long as both PCs are running, Front Counter can access the data it needs to run.
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