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How do I...

Make a Sale

From the Main Menu select ‘POS’ > ‘Cash Register’.

Saturday, er 31,
New Sale Date 10.
> Cancel
d Done
15 Select Guest line

7 Help Quantity : Credit

=
Dealer Code : .}4
Sl — =

Diescription :

: |0.00

Seller Motes :

Enter the dealer code in the ‘Enter PLU’ box. If you need to lookup an inventory item
number press the magnifying glass button.

| X Close @ Active & Inactive & Internet Items B Print List 2 Help

Owner : | [ENNEEY ¥ |  lem Code:

Description :

Category Description Barcode # 7 Active Re-Order | Internet
» Z - Misc Undlassified Misc RM3
Furniture Pine Tv Cabinet RM81501
Furniture Camel Back Sofa RM91502
Furniture small Black Oriental Cabinet RM91503
Furniture Dome Top Cabinet RM01504
Furniture Black Oriental Triple Cabinet RM91505
Furniture Tan/Black Wicker Chair RM91506
Art Individual Ships - 4 RM91507
Art Pr. Winter Scenes W/Boat RM91503
Art Pair Clown Prints RM91509
Decorative Arts Pr. Brass/Wood Lamps 90.00 Each RM91510
Furniture Pair Black Oriental End Tables RM21511

NREEEERNEEEEERE

Furniture Pr. Stained Oriental End Tables W/Bra... RM91512

T
i e e

Miscellaneous Pair Wood [Brass Lamps RM21513

[

[ 14

You can select a dealer and scroll through the list of inventory for that dealer. Double
click on the item to select it.
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Enter the dealer Item #. Some dealers may enter their items into inventory via the
website in which case a complete description and sales price will be displayed.
Otherwise type in the description and enter the retail price.

Saturday, October 31, 2009
> 10/31/2009

ﬂ Select Guest =i
2 Help Quartity : |1 EI
Dealer Code :  2FC1518
ltemn #

Description :

Seller Notes :

The system will display any notes you have entered in the ‘Contacts’, Dealer Notes
section. Frequently dealers will offer discounts and sales in their booths. The notes
section may remind you of those deals so you can discount the purchases properly.

You may enter a discounted ‘Price’ or enter a markdown percentage and press the
‘Pct. %’ button. The system will calculate the selling price as a percent off the Retail
price.

If everything looks correct, press the ‘Next >’ button to continue entering sales on this
ticket.

To attach a guest’s name to this ticket press ‘Select Guest’. You can select from the

current list or add a new guest name to your files. By attaching a guest’s name to each
ticket you can track purchases by guest.
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Saturday, October 31, 2009
Ticket #1816 Date 10/31/2009

Select Guest

7% Close Guest Listing

. uest

J Print Guest List

{5 Create New Guest Last Name : Telephone : (-
2 Help Prefemed Member # 0 ] Tz

Last Name First Middle Telepho... Address Address City State Zip Code |~
, Abbott (416)789- =
7663
Abc Distributing () - PO Deerfiel 60015-07
Box 702 d 0z
Accent Decor (770)346- 4000 Roswell 30076-
0707 Northfie

& Ticket # 1816 Date 10/31/2009

Id way

Suite

100
Accents And = 7800 Jackson 32256-68
Occasions/Napco Bayberr ville 17

y Rd.
Allegood (229)388- 600 N. Albany 31707-

0499 Inglesid
e Dr.

Dierdre
Allegoodx Albany

Allen’s (229)439- 1217 Albany
4007 Dawson
Rd.

Scroll through the list of customers until you locate the desired guest then double click
on the row to select that guest.

Selling Gift Certificates

You sell a gift certificate as you would any item in the store. Gift Certificates have a
unique inventory code which you use in the cash register PLU code. The system will
display a screen to enter the recipients name, the purchasers name and the amount of
the gift certificate. You may then print an attractive gift certificate that carries a
number, date and a validation box you can sign.

=rtificates

Gift Certfficate | Usage

G/C Number: 1510 Redeemed [V]
Date lssued :  10/31/200% E~

Purchaser :

Recipient :

Memo : -

Message : -

Dollar Value :  0.00 Remaining Value :  0.00

Issuing Store Credits
You issue a store credit as you would any item in the store. Store credits have a unique

inventory code which you use in the cash register PLU code. The system will display a
screen to enter the recipients name and the amount of the store credit.
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Adding Mew Store Credit

Store Credit | Usage

[F=3iCR (53

54T Number :
Date lssued :
lssued to :
Teat :

Memo

Dallar Value :  0.00

Remaining Value ;  0.00

Redeemed

When all sales have been entered, press ‘Close’.

The system will then display the Recap screen. It lists the guest’s name, all the items

purchased, any payments and the ticket totals.

Saturday, October 31, 2005
Order Recap

Order #1817  Date 10/31/2009 10:22 AM
X Cancel Salesperson :  Brown - i
:'| Done Taxable - Display Filtered : d
[Wi Enter Payment Cash Sale Purchases 75950 Amourt
,} Print Crder Tax 53.20 Fi: o
i3 Select Guest o t Total - o=t
}( Remove Payment 813.10 81 3 1 0
7 Help Qty Item # Item Description Amo R

1 SB8EP1503

1 11IEWL...

Table §

Imperial China Plat...

Small Antique Met. ..

Payments

Date Type

Memo

Amount

& Hew sale Date 10/31/2009

J {

Close Print ] [ Payment

Sale Recap

To edit a sale line, select a line and right-click on it. You may either Edit a line,
Remove a line or Create a New line. Optionally, you may set up special handling
instructions for any item sold or even move that sale item to a separate ticket.

Right click on a payment line to edit, remove or create a new payment. The system
will display the order entry screen as discussed above. You may edit any portion of the

sale item. When your edits or additions are complete the system will return to the
recap screen.

Create a Special Handling record for items that will not be taken by the customer now
but will either be picked up later or delivered. It is good practice to associate a guest
name, address and phone number with the ticket if the item remains at the store.
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Special Handling

ftem :

2FC1518 Table

L= e =]

Description :  Table
Gty: 1.0
Special Handling Mema :
@ Mo Special Handling
To be Ficked-Up
To be Deliverad
To be Shipped i
Instructions :
Handled : [+

Date Handled : Ssturday . October 31,2009 [E~-

Handled by :

Shipping Info :

Charges :  0.00

You can move a sale line to another ticket. The system will confirm your intentions
with the following window:

Remove Charge Line E3

Mave this Charge?
Amount 519.95

Press ‘Yes’ to continue or ‘No’ to cancel the process.

Open a previously created ticket or start and new ticket and navigate to the Recap
screen. When you right click on the sale lines portion of the ticket a new option will
be available - ‘Add line to this ticket’. Select that option and the system will move
that sale item to the second ticket. You may then close each ticket.

Press 'Enter Payment' to pay on this ticket. The Payments screen will be displayed.
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Saturday, October 31, 2009

Payments
¥ Cancel Total: 797.10
[ Done e Amount Paid: 0.00
Server - Amount to Pay: 797.10

Memo:
Amount Paid - 797-10

Discover Card Memo :

Promational Coupan l

.7.).8 ]9
o 40501064
edo/2. 3.
Lo [ 0 .

& Current Orders

Gift Certificate Redeemed
Store Credit Redeemed

=]
a
a
"
oy
=
=
Iz =
5
2 w
s
i
é

A list of the available payment types will be displayed on the left side of the screen.
Select the type of payment by clicking on the appropriate button. A number pad is
displayed on the right side. You may enter the total payment amount by clicking on
the numbers as you would a calculator. Or you may type in the payment amount in the
‘Amount’ box. You may then enter a memo describing the payment such as a check or
transaction number. Press 'Done’' to complete the payment.

The system accepts multiple payments on tickets.
There are several non-cash options available.
Promotional Coupon - This gives you a way to record the use of a coupon by your guest.

Write-Off - This is when a you write-off as a loss any payments not received for goods
sold.

Gift Certificates - Use this option when the guest redeems a previously issued Gift
certificate. The system will display the list of currently outstanding items.

Gift Certificates ==
G/CID Gift Ce... Date Recipi... Redee... From  DateR...

o

» 1008 1508 12/15... Linda.. [ LoriN.. 1/4/2008
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Select the appropriate gift certificate from the list. The amount of the charges will
reduce the balance of the gift certificate. The system allows you to continue applying
charges to a gift certificate at different time under separate sales tickets until the gift
certificate balance is completely used.

Store Credits - These work the same way as gift certificate. When selected, the system
will display the list of open store credits. Select the appropriate store credit and apply
the balance. The store credit will remain open until the balance is reached.

Placed on Layaway - Select this option and enter the amount still due. The system
tracks layaways until they are completely paid out. Dealers will not be paid until the
entire balance is collected.

The system allows you to open any number of sales tickets at a time. Frequently your
customers will bring an arm load of goods to the register and continue shopping. You
may open a ticket and begin processing the sale items. You can leave the ticket in an
incomplete state and still handle other customers. So when the guest is done shopping
their bill is ready.

Important Note:
When you process the end of day cash reconciliation if any sales tickets have been left
open the system will warn you to complete those transactions if needed. You may

leave an open ticket for any length of time. The daily cash reconciliation will ignore
sales tickets that are left open.
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