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General Tips

Adding a record
A general tip for adding a record on almost any window is to click on the green (or yellow) plus sign.

You will see these plus signs throughout the entire program and they all have the same job: to add a
record.

L

T..- -

Records consist of vendors, vendor terms, customers, customer terms, G/L accounts, barcodes, items,
users, employees, sales reps, payments, payment types, transactions, button images, buttons,
purchase orders, and reports. Almost any move that is made within the system is a new record.

Warning signs
After you click the green plus sign, you will see red and yellow exclamations pop up beside some fields.

The red exclamation points are beside fields that must be filled before saving the record.

The yellow exclamation points are beside fields that should be filled in, but are not necessary to save
the record.

a2 Item Detail (Form ID) - Add new Item = e
[4 41w oo gk X B W) | cer || svowau
Q Search Size: 341 AMD Description:  beer AND Desc: Search Prod. Code: Search [tem |D:
Product Code: (%) Min To Keep: s Date Added: [2017 Tue Jun 13 12:38P |
Description: o Max To Keep: (*] Added By UserID: | ScotizHaley
Category Code: Last Updated Date: |2:l_' Tue Jun 1312:10P |
Prefered Vendor: - + T Last Updated By:
Standard Cost @ Last: 0.00 Avg: 0.00 Quant On Hand:
Price: (1] Quant Committed: [ ltem 1D 70613123304757
Unit Of Measure:  |EA Quant On Order: 0 Rev Acct ID: -9
Size: T Quant BO: 0 Cost Acct D: -9

Notes:

Deleting a record
To delete a record from your database, click on the red X at the top of the window of the record you
wish to delete. The red X is located between the green plus sign and the blue save button.

X

Mot el
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Saving a record

To save a record, you must have all the required fields filled in. Once these fields are filled in with the
correct information, the save button will turn from grey to blue. You can click on the blue save button
to save the record.

B A

<Y

Searching a record using search tools
There are search tools at the top of every window. To help narrow down the results of the record you
are looking for, start filling in the appropriate search bars at the top of the window.

o= Item Detail (Form ID) - Desc and size (beer and size 341) search results. EI ]
_ 1 ot p b R XK Clear || SHOWALL | 7 -

Q Search Size: 341 AND Description: AND Desc: Search Prod, Code: Search Item ID:
Product Code: MICHELOB ULTRA Min To Keep: 0 Date Added: |2: 17 Fi Apr 28 01:25P |
Description: BEER. 355 ML. BOTTLE. MICHELOB LULTRA. Max To Keep:  [144 Added By User ID: | ScotiaHaley

Category Code: Last Updated Date: |2: 17 Tue Jun 13 12:10P |

Prefemed Vendor: | MSLC - + Last Updated By: ScotiaHaley
Standard Cost: 208 Last: 0.00 Avg: 0.00 Quant On Hand: 29
Price: i 47 6% margin Quant Committed: [ ftem 1D: 70428132354700
Unit Of Measure:  |EA Quant On Order: 0 Rev Acct ID: BAR SALES-BEER A
Size: 41 Quant BO: D Cost Acct ID COST OF SALES-BEER. -
MNotes:

Searching a record using scrolling tools
You may have the option on some windows to “SHOW ALL.” This will show all the records you have of

that type.
If you would like to scroll through records one-by-one, use the blue arrows at the top of the window.

The two arrows on the inside will let you scroll through the records one by one. The two arrows on the
outside will take you to the very first and the very last record.

o= Item Detail (Form 1D - All ltem records |

4 4|5 o109 p bf |

Q Search Size: AMD De
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Point of Sale

POS Retail

Create a Quote
Double click on POS Main

=) Point of Sale....
- i Payment
- Payment Types

“- Reconcile POS Payments

— P

The POS Retail main window appears:

= POR Mam Com P03 Festy o] o e |
Sl et b bl o X I () Clear | sHOWALL | S Payment (F12) || i Receipt (<3 Laser print | Full Screen
‘QsearchCust: {7+ | Search Transaction ID; | lesec seect ~ | <—-(This drop down is filtered to top 1000 records)
POS  Moreinfo
TxDate: [2017 Mon May 15 04:23P Select Cust:
Tx Stage:  |Credit Memo Contact Name: .&(
Tie Number: Contact Tel:
| I—
Sis Rep: Tems Code VISA Drawer Open
Location AddNewCust ..  EdtCust..  SaveCustChanges 1
QSEavch existing items (Ctrl-Space) |I Delete current item
Ttems for this order _— .
Item Descripton | Qty Ordered  Qty Filled QtyBO Price Per Unit Margn %  Disc%  LineExtension Notes B8
Special Note (Appears on recsipt) Frnsized Sub Total $0.00
Tax 1(HST)
(intemal) Notes:
No sale Total $0.00
Ready

Click the green “Plus” sign to add a form —in this case a new quote:

Last Updated: Tuesday, July 11, 2017
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4 4|0 |ofo| b .ri -|- M ) Clear | sHOWALL $ P
5QSearchCust: i ; ""7.] || Search Transaction ID: | Please select.
POS  More info
TxDate: 2017 Mon May 15 04:23P SdectCnt: |
Tx Stage: |Credt Memo Contact Name:
Tx Number: Contact Tel:
Sls Rep: Tems Code:
Location  AddNewCust ..

Change the “Tx Stage” (transaction stage) to “Quote” using the drop-down menu. You can also use the
drop-down menus to choose the sales rep and location (for operations with multiple locations).

The red warning signs indicate fields that must be completed.

‘M 42  of2|p M : Clear | SHOWALL Payment (F12) | | s Receipt () Laser print | Full Screen
] ]

: Q SearchCust: | v Search Transaction ID: | Please select.. ~ <--(This drop down is filtered to top 1000 records)
POS  More info
TxDate: |2017 Tue May 16 08557A O] SelectCust: | Please select... 1)
Tx Stage: ote| vl Contact Name: I 1 &‘l
Tx Number: 1126 Contact Tel: =

Sls Rep:  Joe Menchefski v Tems Code: Please select., 4] o
Location  Default Location - ’ Add New Cust ... | ‘ Edit Cust ... ‘ Save Cust Changes _

Q Search existing items (Ctrl-Space) m Delete current item
Items for this order
Item Description QtyOrdered QtyFiled QtyBO PricePer Unit Margin% Disc%  LineExtension  Notes

You can use the drop down to select a customer. If the customer doesn’t exist, simply click the “Add
new customer button”.
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a-l POS M.

' POS y ' POS) - Add ne S Tx
42 of2| b bl e X W W) Clear | sHOWALL | 5 Payment (F12) || s Receipt (s Laser print | Full Screen
: Q SearchCust: v Search Transaction ID: | Please select... ¥ <--(This drop down is filtered to top 1000 records
POS  More info
TxDate: 2017 Tue May 16 09:10A @ | Select Cust:  Calvin Customer -
Tx Stage: Im vl Contact Name: I | !
Tx Number: 1127 Contact Tel: | 1 i |
Sls Rep:  Joe Menchefski - iamakatsammmblet:30 Days - [ﬂ
N e fouk Location . | AddNewCust.. | | EdtCust.. || SaveCust |
: q Search existing items (Ctrl-Space) | Delete current item
Items for this order
Item Description QtyOrdered QtyFiled QtyBO PricePer Unit Margin %

The Terms Code will update automatically when the Customer is selected.

Next, you will have to add some items to the quote. Most times you will simple scan an item in using its

bar code and that item will automatically be added to the order. If the item does not have a bar code,
you can search as follows.

Click on Search existing items or hit <Ctrl-Space> on your keyboard.

| N

T.
B

42 o2 b bl de X W W) Clear | SHOWALL | & Payment (F12) || ) Receipt (s Laser pr

: Q SearchCust: v | Search Transaction ID: | Please select... v <--(This drop down is filtered t
POS  More info
TxDate: |2017 Tue May 16 09:10A @ | Select Cust:  Calvin Customer - ‘
Tx Stage: | v ] Contact Name: I 1
Tx Number: 1127 Contact Tel: | 1
Sls Rep:  Joe Menchefski = Temns Code: Net 30 Days -
Location  Default Location v | AddNewCust.. | EdtCust.. || SaveCust |

Q Search existing items (Ctrl-Space) | Delete current item
Items for this oraer

Item Description Qty Ordered QtyFiled QtyBO  Price Per
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A new window will open called “Find Items”. There are multiple ways to search for your items within
this window:

POS _ Moreinfo
a5l Find Item - Currently Showing all Items
EC o ero b bh (o < Ll |[)F) crear | sHOWALL | o Quick tem Add
:Q search size: AND Description: AND Desc: | Search Prod Code: || Search Item ID: lCategoy| [

ProductCode Description Size UnitOfMeasure PrefemedVendorlD Price StdCost QuantOH QuartCommitted QuantOnOrder MinToKeep MaxToKeep CategoryC

You can start typing in any or all of the search fields, including size, two description fields, product
code, item ID and category.

1 ﬂ Find Item - Desc (faucet & loop) search results.

T 42 ofda b bl ok X i ||)F) Clear | SHOWALL | e} Quick ftem Add

QSearch Size: AND Description: faucet AND Desc: loop | Search Prod Code:

ProductCode Description Size UnitOfMeasure
KOHLER K-15160-L-7 KITCHEN FAUCET W/LOOP HANDLE BLACK
KOHLER K-15160-L-CP KITCHEN FAUCET W/LOOP HANDLE POL CHROME
KOHLER K-15160-L-G KITCHEN FAUCET W/LOOP HANDLE BR CHROME
KOHLER K-15160-L-EN KITCHEN FAUCET W/LOOP HANDLE ER NICKEL

m m m m

Double click on the item that your customer needs.

You can add as many items as you would like, using either the barcode scanner or the “Search Existing
Iltems” function. When all of the required items are added you can save the quote by clicking the save
button. (You'll notice the save button changed from “grey” to “blue” after you added a customer —
meaning that it is possible to save the quote now).
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P of2| b M| ﬁ Clear | SHOWALL | &5 Payment (F12) | b Receipt ) Laser print | Full Screen

‘QuearchCust | - S aTansaction!D: Fesse sect ) <e(This drop down s fiered to top 1000 records)
"05 More info

TxDate: 2017 Mon May 15 04:47P B Select Cust: | Calvin Customer ¥
g
TxNumber: 1125 Contact Tel: [ 1

Sis Rep:  Joe Menchefski - Tems Code: Net 30 Days -

Location  Default Location - Add NewCust ... | | EdtCust ... Save Cust - -
 Q sesrch exstng items (Cu-Space) [ Delete current tem

Items for this order
= T - - - [0 rax 1 (45T) Exempt
Item Description QtyOrdered QtyFled QtyBO PricePer Unit Margn% Disc%  LineExtenson | Notes
» 7 KOHLER K-7825-CP KITCHEN FAUCET/8.5" SWING SPOUT POL CHROM 1 1 0 $50.00 E 100.0 % 0 $50.00
*/ BEMIS 70 000 SEAT REGULAR CF W/COVER PLASTIC WHITE 1 1 0 $0.00 E 0 $0.00
5 HOLDTITE 6412 SPRING TOGGLE PER 100 3/16 X 2" 1 1 0 $7.13C 414% 0 $57.13

Specal Note (Appears on receipt) | V|1 [ Fralzed SubTotal [ $107.13]
7 wivsn[_seg]
et Nos:
of Cteste e

Add new POS Tx

You can now print the Quote for the customer by clicking on Laser Print

SO o2 b bl e o W) Clear | SHOWALL | 5 Payment (FI2) || i Receir (s Laser print i.;a.usam
{QsearchCust | = || SearchTransactionD: | 7esec sciect. | <—(This drop down s filtered to top 1000 records)
P05 vamrio

TxDate: 2017 Mon May 15 04479 B~ Select Cust: | Calvin Customer

TeStope: CrtactNore: |

Tx Number: 1125 Contact Tel: |

SisRep: | Joe Menchefski - Tems Code:  Net 30 Days

Location | Default Locaton - | AddNewCust .. | | EdeCust.. ||  SaveCust

Ttems for this order ] a1 ¢257) Evempt
Item Desaription |QtyOrdered  QtyFiled QtyBO  PricePer Unt Margn% Disc%  LineExtenson  Notes
» [ KOHLER K-7825K-CP KITCHEN FAUCET/8.5" SWING SPOUT POL CHROM 1 1 o $50.00 E 100.0 % 0 $50.00
*1 BEMIS 70 000 SEAT REGULAR CF W/COVER PLASTIC WHITE 1 1 o $0.00 E 0 $0.00
[/ HOLDTITE 6412 SPRING TOGGLE PER 100 3/16 X 2° 1 1 o §57.13 C 414% 0 $57.13

Specal Note (Appears on receipt) |

Tt Ot s 7o [ 31075
: TS [ S0
| e ras [sm)

Add new POS Tx

Last Updated: Tuesday, July 11, 2017
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Create an Order / Convert a Quote to an Order

To create an order, follow all of the same steps as creating a quote, except change the Tx Stage to
Order instead of Quote.

.,.97-” a7 g i

4 43 of3| b bl ek X M ) Cear | sHOWALL | S Payment (F12) || ] Receipt (=) Laser print | |

: Q SearchCust: v | | Search Transaction ID: | Please select... ¥ <--(This drop down is filtered to top
POS  More info
Tx Date: 12017 Tue Mav 16 01-57P v | Select Cust:  |Please select... R
Tx Stage:  |Order v] Contact Name: | |1 q
T b, Contact Tel: | Ed———
Sls Rep:  Joe Menchefski - Tems Code: Please select... -0 [i
Location  Default Location = | AddNewCust.. | | EdtCust.. | Save Cust Changes N
Q Search existing items (Ctrl-Space) || Delete current item
Items for this order
Item Description QtyOrdered QtyFilled QtyBO PricePer  Unit

If you are converting a Quote to an Order, you first need to find the Quote. You can find the quote by
using the drop-down menu to search by Customer:

POS M 2t (Earm D(C

04 43 ofalh bl ek S LY W) Clear | SHOWALL | 5 Payment (F12) || ) Receipt () Laser print | |

Q SearchCust: v Search Transaction ID: | Please select. . v <--(This drop down is filtered to top
POS  More info
TxDate: 2017 Tue May 16 01:57P @]  SelectCust: [Pesseseect. -0
Tx Stage: IOrder vI Contact Name: [ ] 1 q
Tx Number: 1128 Contact Tel: | Fd——
SisRep:  Joe Menchefski = Tems Code: Please select... -9 E
It | Default Location = | AddNewCust .. | | EdeCust... | [ Save Cost Conges | M
Q Search existing items (Ctrl-Space) m Delete current item
Items for this order
Item Description QtyOrdered QtyFilled QtyBO PricePer  Unit
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Searching by customer is typically the fastest approach. However you can also search by Transaction
ID, or you can hit “SHOW ALL” and scroll through the entire list of quotes. Use the left and right arrows
to scroll.

a5 POS Main (Form POS) - Add new POS Tx

id 4 |3 of 3 s n Clear SHOWALL Payment (F12) || =] Receipt (== Laser print | |
Q SearchCust: v Search Transaction ID: ¥ <--(This drop down is filtered to top
POS  More info

TxDate:  |2017 Tue May 16 01:57P @] Select Cust: - ol

Tx Stage: ’Order v‘ Contact Name: » l 1 H

Tx Number: 1128 Contact Tel: |1

Sls Rep:  Joe Menchefski - Tems Code: -9 S

Location  Default Location v Add New Cust ... Edit Cust ... h

Q Search existing items (Ctrl-Space) Delete current item
Items for this order
Item Description QtyOrdered QtyFilled QtyBO PricePer  Unit

Once you’ve found the quote you're looking for, simply use the drop-down menu to change the Tx
Stage to “Order”.

Create an Invoice / Convert an Order to an Invoice

To create an Invoice, follow all of the same steps as creating a quote or an order, except change the Tx
Stage to Invoice.

You can also search a Quote or an Order following the exact same procedure covered in the “Create an
Order / Convert a Quote to an Order” section. You can then convert either a Quote or an Order directly
into an Invoice by changing the Tx Stage to “Invoice”.

Unlike a Quote or an Order, you can receive payment on an Invoice. Please see immediately below for
details on receiving payments.

Create a Payment Type
Begin by double clicking on Payment Types:
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. . Sales Reps
=)- Point of Sale....
- POS Main
. '-Reconcile POS Payments
E]--Pud'lashg_.__

T T e

This will open the Payment Type Detail Form shown below. Click on the yellow “+” sign to create a new
Payment Type.

4 4| of 0| b P[4k X W |F) Clear | sSHOWALL
Q SearchDescription: || Search Pay Type ID:
Pay Type ID: Date Added: 2017 Wed May 17 09:18A
Description: Added By User ID:
Nickel Rounding: Last Updated Date: 2017 Wed May 17 09:18A
GLAccount: Undeposited Funds - Cash Last Updated By User ID:
Notes:
Ready

The system requires you to enter a Pay Type ID (a code that you choose), a very brief description of the
Payment Type, and a General Ledger Account that ties to the payment method.

Nickel rounding is available for Cash payments. There is plenty of room available for notes as required.
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4 4| of1 | b bl sk X I W) Clear | sHowALL
Q SearchDescription: Search Pay Type ID:

Pay Type D |
Pesciiion:
Nickel Rounding: L]
GLAccount: vo

09

Notes:

Once the three critical items are filled in, the save button will turn blue indicating that you can save the
new Payment Type.

4|7 of7 b ¥l 4k X ) Clear  SHOWALL

Q SearchDescription: Search Pay Type ID:
Pay Type ID: VISA
Description: Visa
Nickel Rounding: L]
GLAccount: Undeposited Funds - Visa v
Notes: ||

Receive a Payment Using “Quick Keys”
This is the simplest method for receiving a Payment. If the Customer is paying in full and using only one
Payment Type, simply click the payment method using the Quick Payment Keys.
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POS| i  POS) - All POS Transaction records displaye
‘M 4|65

of67 b bl |k 0 B JF) Clear | sHOWALL | 5 Payment (F12) || s Receipt (s Laser print | Full Screen
: Q SearchCust: '~ | || Search Transaction ID: [Please select.., | <--(This drop down is filtered to top 1000 records)
POS  More info
TxDate: |[2017 Mon May 15 04:47P B~ Select Cust: | Calvin Customer

Tx Stage: Ilnvotce v I Contact Name: ‘ &
Tx Number: 1125 Contact Tel:
Sls Rep: | Joe Menchefski - Tems Code: Net 30 Days

‘ 4l p—
Location | Default Location = AddNewCust . | EdtCust.. ||  Save Cust |

: q Search existing items (Ctrl-Space) Delete current item
Items for this order
Item Description

QtyOrdered QtyFiled QtyBO PricePer Unit Margin% Disc%  LineExtension  Notes
» KOHLER K-7825-K-CP KITCHEN FAUCET/8.5" SWING SPOUT POL CHROM

o & 1 0 $50.00 E 100.0 % 0 $50.00
BEMIS 70 000 SEAT REGULAR CF W/COVER PLASTIC WHITE 1 1 0 $0.00 E 0 $0.00
HOLDTITE 6412 SPRING TOGGLE PER 100 3/16 X 2" 1 1 0 $57.13 C 41.4% 0 §57.13

Receive a Payment Using Full Payment Function

The full Payment system is necessary under the following circumstances:

1. The Customer is doing a Layaway or making any kid of partial payment.
2. The Customer will be using multiple methods of payment.

3. The Customer has been extended credit terms and you would like to see their payment history
and/or current balance.

There are two ways to access the full Payment screen. The first is to access it directly from the Main
Menu:

= Point of Sale....
~~ Payment
Payment Types
- POS Main
. '~ Reconcile POS Payments
=) Purchasing....
. PO Builder
- Purchase Orders

It can also be accessed directly from the main POS Retail screen:
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n POS) - All POS

4 4 s

of67 | b bl |k 0 B )7) Clear | sSHOWALL & Payment (F12) | &) Receipt () Laser print | Full Screen
: Q SearchCust: Search Transaction ID: elect... ¥ <--(This drop down is filtered to top 1000 records)
POS  More info
TxDate: [2017 Mon May 15 04:47P B+ Select Cust: | Calvin Customer
Tx Stage: [Invoice v Contact Name: 1 ‘ w
Tx Number: 1125 Contact Tel: 1

: i - Tems Code:  Net30Da v (=]
SlsRep:  Joe Menchefski e b ] | ' Drawer Open
Location | Default Location - AddNewCust .. | | EdtCust.. ||  Save Cust &

: q Search existing items (Ctrl-Space) Delete current item

Items for this order
Item Description QtyOrdered QtyFiled QtyBO | PricePer Unit Margin% Disc%  LineExtension  Notes
» [ KOHLER K-7825-K-CP KITCHEN FAUCET/8.5" SWING SPOUT POL CHROM 1 1 0 $50.00 E 100.0 % 0 $50.00
BEMIS 70 000 SEAT REGULAR CF W/COVER PLASTIC WHITE 1 1 0 $0.00 E 0 $0.00
HOLDTITE 6412 SPRING TOGGLE PER 100 3/16 X 2" 1 1 0 $57.13 C 41.4% 0 $57.13

Hitting the F12 key when the POS Retail Main screen is open will also open the full Payment screen.

Begin by clicking the green “+” icon to start a new Payment on a new Invoice or a new Layaway.

il 41 ofl | b b + K n Clear | SHOWALL | & Print Payment Receipt | GLTxs
- Q Search POS Payment ID:

Payment Date Time: (2017 Wed May 17 12:18P O+|  Date Added: 2017 Wed May 17 12:18P
Customer ] iv Added By User ID: Scotiajoe
POSPay Type ID: | American Express i Last Updated Date: 2017 Wed May 17 12:18P
Cash
Check Last Updated By User ID:
Debit Card (4]
Gift Card POS Payment ID: 70517121809536
Mastercard
Visa POS Transaction ID:
Amount Paid: [ ]0 Cust Transaction ID:
Account Balance Information: Notes:
Invoiced Balance: $0.00
Committed Balance: _000
Total Balance: 0.00
This Payment 0.00
New Balance 0.00
Customer Transaction History - Excludes non invoiced transactions (Orders and Layaways)
Net Bal Running Apply to Tx Terms Tx Due Plate
Type Amt. Change Bal. Tx Date Doc# Doc# Code ID Date & Closed Notes
* [Editvalue ...
Add new POS Payment
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The red exclamation points indicate fields that must be filled out in order to continue and be able to
save the transaction. A payment type and the amount paid must be filled out.

If the Payment screen was opened directly from an active Invoice, the Customer and the amount due
would automatically fill when a new Payment was created.

If the Payment screen was opened from the Main Menu, the Customer would have to be chosen from
the drop-down menu. Once the customer was chosen, their amount owed will be listed.

Partial Payments can be made by entering the amount to be paid and choosing the Payment method.
The Payment can then be saved by clicking the blue “Save” icon.

a5 POS Payment Detail (Form PPD) - Add new PN< Nayment o | @ [
1 of 1 + o | ﬂ Clear | SHOWALL  |» Save and Print Payment Receipt = GLTxs
Q Search POS Payment ID:

POS Transaction ID:

Payment Date Time: 2017 Wed May 17 12:18P 5] Date Added: 2017 Wed May 17 12:18P
Customer: Joe Customer - Added By User ID:
POSPay Type ID: American Express Last Updated Date: 2017 Wed May 17 12:18P
Cash
Check Last Updated By User ID:
Dbl Ci S
Gift Card POS Payment ID:
Mastercard

Amount Paid: 1000| Cust Transaction ID:
Account Balance Information: Notes:
Invoiced Balance $2,42499
Committed Balance: 0.00
Total Balance: 242499
This Payment 1.000.00
New Balance 1.424 99
Customer Transaction History - Excludes non invoiced transactions (Orders and Layaways)
Type Amt. zﬁisgle Running Bal. Tx Date Doc#  Apply to Doc# Tx Terms Code ID TxDueDate  Plate # Closed Notes
» Invoice v $2,424.99 $2,424.99 $2,424.99 2/28/2017 1081 1081 N30 3/30/2017
#* [Editvalu...

Add new POS Payment

Click on the green “+” icon to make another Payment. You could choose the same Customer and make
another Payment using a different method.
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a5 POS Payment Detail (Form PPD) - Add nev- "~ Payment o] &=
4 4|2 of 2 + >y & ﬂ Clear | SHOWALL | ) Save and Print Payment Receipt | GLTis
Q Search POS Payment ID:

Payment Date Time: |2017 Wed May 17 02:54P O] Date Added: 2017 Wed May 17 02:54P
Customer: Joe Customer - Added By User ID:
POSPay Type ID: American Express Last Updated Date: 2017 Wed May 17 02:54P
Cash
Check Last Updated By User ID:
Debit Card
Gift Card POS Payment ID:
Mastercard

| POS Transaction ID:

Amount Paid: |424.99 | Cust Transaction ID:
Account Balance Information: Notes:

Invoiced Balance: $1.42499

Committed Balance: _000

Total Balance: 142499

This Payment 42499

New Balance 1.000.00

Customer Transaction History - Excludes non invoiced transactions (Orders and Layaways)

Net Bal

Type Amt. Change Running Bal. Tx Date Doc#  Apply to Doc# Tx Terms Code ID TxDueDate Plate # Closed Notes
» Invoice ¥ $2,424.99 $2,424.99 $2,424.99 2/28/2017 1081 1081 N30 3/30/2017

Payment $1,000.00 ($1,000.00) $1,424.99 5/17/2017 0 0 5/17/2017
#*  [Editvalu...

Add new POS Payment

As illustrated above, the Customer’s payment history is shown at the bottom of the Payment screen.

Cancel an Order

The first step in canceling an Order is finding it. You can find an Order by following the procedures
outlined in the “Create an Order / Convert a Quote to an Order” section.

Once you’ve found the order, simply change the Tx Stage to “Cancelled”.

Process a Refund

The first step in processing a Refund is creating a new Transaction. As per the procedure outlined in the
“Create a Quote” section, click on the green “+” symbol.

Change the Tx Stage to Refund.
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a5 POS Main (Form POS) - Add new POS Tx

{4 43 of 3 + X bk ﬂ Clear SHOWALL $ Payment (F12) | = Receipt = Laser|
Q SearchCust: v Search Transaction ID: 5 ¥ <--(This drop down is filtered
POS  More info
Tx Date: 12017 Tue May 16 03:08P M~ | Select Cust: g )
Tx Stage: |aEias v Contact Name: L ] I
T Number: 1129 Contact Tel: | |1
Sls Rep: Joe Menchefski - Tems Code: : ¢ > O
Location  Default Location v Add New Cust ... Edi Cust ...

Q Search existing items (Ctrl-Space) Delete current item

Items for this order
Item Description QtyOrdered QtyFiled QtyBO  Price Per

Next, select the Customer from the drop-down menu (it will be highlighted with a red exclamation
point, as it is necessary to choose a Customer before you can save any POS Retail Transaction).

If you have a barcode scanner and the barcode is still available with the returned product, simply scan
the item to add it to the Refund. If you need to search for the item, follow the procedure as outlined in
the “Create a Quote” section.

If the price has changed relative to what the Customer paid, you can simply override the price.
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5/ POS Main (Form POS) - Saved =N R ==
467 of67 4 Clear | SHOWALL $ Payment (F12) | & Receipt s Laser print | Full Screen
Q searchCust: ~ | Search Transaction ID: ~ <--(This drop down is filtered to top 1000 records)
POS  More ifo
TeDete: |2017 Tue May 16 0320 3~ ] Select Cust Q
Tx Stage: | Refund Contact Name: 1 @hﬁ
T Number: 1130 Contact Tel 1
SeRep: | Joe Menchefsd - Tems Code:  Net 30 Days - fﬁ m e
Location  Defauit Locabon - Add New Cust Edt Cust Save Cust —
Q search evsting items (Ctr-Space) [ Delete current tem
Items for this order O] Tax 1457 Bxempt
Item Description QtyOrdered QtyFled QtyBO PricePer Unit Margn% Disc% LineExtension  Notes
3 KOHLER K-7825K-CP KITCHEN FAUCET/8.5" SWING SPOUT POL CHROM 1 1 0 $50.00 E 100.0 % 0 $50.00
Special Note (Appears on receipt) |1 [0 Finalized Sub Total $50.00
Tax 1(HST) $750
(intema) Notes T
Total $57.50
Saved

At this point, you can process the Refund following the same procedure outlined in the “Payment”
section.

Process a Credit Memo

The procedure for processing a Credit Memo is identical to the process for issuing a Refund, only there
will be no cash, debit or credit refund issued. A credit will be added to the Customer’s account.

Printing the receipt will show the in store Credit that is available to the Customer.

Create a Layaway, Make a Payment, and Finalize
Open POS Main and click on the green plus. Use the drop-down menu to change Invoice to Layaway.
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a5 POS Main (Form POS) - Add new POS Tx

Special Note {3ppears on receipt)

(B8 [B=R )
1 eft X ) Clear | sHowarr | G Payment (F12) || (<] Receipt (< Laser print | Full Screen
Q, searchCust = || Search Transaction ID: + | «~(This drop down is filtered to top 1000 records)
POS  More info
TxDate: [2017 Fi Jun 021157A [ER Select Cust M
Tu Stage: | ~ Contact Name: [ J1 —
T Number, |Credit Memo Contact Tek: | J1
Invoice P
zyana Tems Cod =’ o —
Ss Fep: [T ems Code o WF VISA Drawer Open
Quote Add New Cust Edit Cust L
Refund
Sale
Q Searchlcanseled e
Qty aty Margin Discounted | Line
Item Description o ered | Hilod QB0  PricePer . 2 Disc% | e - MNaotes

[J Tax 1 (HST) Exempt

v| 1 O Finalized Sub Total

(Intemal) Notes:

Tax 1 (HST)

Add new POS Tx

Select the customer that is laying away product or add a new customer that is not already in the

system database.

a=' POS Main (Form POS) - Add new POS Tx

1 oft ok X 1) clear | sHowALL | G5 Payment (F12) || &) Receipt (=) Laser print | Full Screen

QSear(hCust: - Search Transaction [D: ¥ | <--(This drop down is filtered to top 1000 records)

POS  More info

TxDate: 2017 Fi Jun 02 11:57A M Select Cust: MU e =

T« Stage ‘Invoice V| Contact Name: =

Tx Number: 1307 Contact Tel:

SsRep:  Haley Swayne - Tems Code: Name AddrL ContactName |City |ContactTel |ContactTelMoblle o
Add New Cust | Cash Customer

q Search existing items (Ctrl-Space)

Item Description

Qty Qty
Ordered | Filled

b | Lily Layaway 123 Kings Rd.
Delete current item Test Customer

Qty BO Price Per

Sydney 902-568-4578

Clear

Add the items to the layaway order as if you were adding items to an invoice. Once you have finished
adding the items. Click the blue save button. To make a down payment on the layaway, click on the
payment button at the top of the window. Once you click save, the payments button will turn green.
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g5 POS Main (Form POS) - Add new POS Tx

4 4 |1 of 1| b bl [ X M) Clear | sHowaLL |8 Payment (F12) || (=) Rece
QSearchCust: - Search Transaction ID: | Flease select. .. ¥ | <--(This drop
POS  More info
Tx Date: |2'I]1? Fri Jun 02 11:57A E~ | Select Cust: Lilly Layaway
Tx Stage: |La'_.rawa~,r " | Contact Name: |

The Payments window will show all previous payments made to the transaction and will allow you to
apply payments to a transaction. To apply a payment, click on the green plus. Select how the customer
will be paying (cash, MC, Visa, etc.) and put the amount paying in the Amount Paid field. When paying
cash, put how much cash the customer is giving you. This will calculate the change.

|4 1 of 1| b bl [k X Il |} Clear | SHOWALL | <) Print Payr
Q Search POS Payment ID:
Payment Date Time: 2017 Fi Jun 02 12:38F B~ | |
Customer: Lilly Layaway i
POSPay Type 1D: American Express I
Debit Card |
Mastercand
Visa I
Amount Paid: 200.00 |
Account Balance Information: Tendered gm{[”
Invoiced Balance: (5650.00)
Committed Balance: 1,104.00 Change 0.00
Tetal Balance: 414.00
This Payment 200.00
MNew Balance 214.00
Customer Transaction History - Excludes non invoiced ti

To print a receipt for a customer, exit out of the payments window and at the top of the POS Main
window select the type of receipt you would like printed. This will show payments made and balance. If
a customer returns to make a payment, or pick up the laid away items. Open POS Main, use the
“search customer” function to find the customer and use the blue arrows to browse through the
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customer’s transactions to find the layaway transaction.

ozl POS Main (Form POS) - Saved

1 of 1 l='|}l Clear  SHOWALL $ Payment (F12) || = Receipt = Laser print | Full Screen
QSearchCust: - Search Transaction [D: ¥ | <--(This drop down is filtered to top 1000 records)
POS  More info [ Find
Tx Date: (2017

Mame Addr1 Addr2  City Postal Code  ContactTel  Contact Tel Mobile | ContactMame | Email Addr
Tx Stage: |Use
= Cash Customer
Tx Number: | 1307
v Lilly Layaway 123 Kings Rd. Sydney B7D2H7 902-568-4578
- Haley Test Customer

Q Search existi

Item Description

3 NON MEMBER.

Go directly to the Payments button at the top of the window to see the remaining balance and make a
payment. Once the transaction is paid in full, you may exit out of the payments window, change the Tx
Stage to “Invoice,” and print receipt for the customer showing a $0.00 balance. It is critical change the

Tx Stage from Layaway to Invoice because the items will not be taken from the inventory until this
time.
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POS Food & Beverage

The Food & Beverage POS User Interface (Ul) is designed to be used with a touch screen monitor with
programmed keys to reflect current menus, available drinks, and other typical items found in a bar as
well as a quick serve or, take out restaurant.

Full Screen vs. Partial Screen Operation

The Food & Beverage POS User Interface can be operated in partial screen mode as shown below, or
expanded to full screen to hide the menu and back office functions.

File Edt View Took EntryTooks Windows Help POS

Accourts Payable

Last
Sale# Select Cust * Clerk - Sale

£ — @) Full screen | EndofosyRepert

DRINKS HAPPY HOUR MEMBER PRICING NON-ALCOHOL

BOTTLED BEER COOLERS DRAUGHT LIQUEURS L —

Paymert
pes
Reconcie POS Paymerts
HEINEKEN I RICKA. .
POS FiB.... EREEN
Buston mages
POS F&B Main
c .
KETTH'SH I KETTHS
LIGHT
Sub Total 000

Drawer Open Tax 1 (HET) 000
Activiy

—
VISA MasterCard

- Total o000
b fory g Payments Applied 000

Full screen mode reflects normal operation during business hours.

Ringing in a Sale and Accepting Payment
First, ensure that the Customer and Clerk are chosen. Typically, you would set up an account called
“Cash Customer” for normal operations rather than a particular customer name.
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POS More Search Transactions Misc
Last
Sale# 1280 Select Cust: Cash Customer b Clerk Joe Menchefski - Sale
E{“ Save & Clear u:.) Recept (f& Part Screen End of Day Report
DRINKS HAPPY HOUR MEMBER PRICING NON-ALCOHOL
BOTTLED BEER COOLERS DRAUGHT LIQUEURS SPIRITS

BLUE BUD
LIGHT
BUDV
»

—_— ——
OLAND AMER .. IUIBATL EY'S APPLE.... lBACARDINMRUSSIAN
! 5 RUM ‘ = | Gnes
: |
> B Y
0LS

BEEFEA... J] CM DARK
DRY ! !
v _ENCy B

Choose the tab or tabs where each purchased item is located by pressing on the appropriate tab as
shown below. Next, press the Buttons that represent each item that is ordered. As shown below, we
rang in a Labatt’s Blue, and Alexander Ketih’s IPA, and a Mott’s Caesar.

RI s
b L

canan._licoor'SH

ciierrylFRERALL

o POS Main (Food & Beverage) (Form POSFE) - Add new POS Tx [
POS More  SearchTransactons  Misc
Lost
Sale# 12 Select Cust: | Cash Customer  ~  Clerk |Joe Menchefski - Sele
= save & Clear ] Recept @), Full Screen | Extofoay et
DRINKS HAPPY HOUR MEMBER PRICING NON-ALCOHOL
Q sesrchitems [ Delete curenttem | g Clear All ems
e Descroton Pieper | Gty | Unebriendon
» = BEER. 355 ML BOTTLE. LAB. a9 1 $3.91
BOTTLED BEER COOLERS DRAUGHT LIQUEURS SPIRITS WINE SRS BOTTIE KE=] 4a91]l ot g2
COOLER. 330 ML MOTT'S C..  $478 1 $4.78
owe Moo [ o000 A - 0 50D MEW TEE
LIGHT' |
: =12
RICKA... [ISCHOO |
» »
(CANAD. ﬁ Y
%
KerTH SAKETTHS
LIGHT
W ) || —
_ . —— - © = &=
FFjEn o 2w
| COrawer Open Tax 1(HST) $189
$0.00
Total S$14.49
Payments Apphed $000

To accept payment, imply choose the payment method. In this case we will choose Cash.

Last Updated: Tuesday, July 11, 2017 Page 26 of 89



SCOTIA SOFTWARE USER’S MANUAL

Q Search items m Delete currentitem 7 Clear All ltems

Item Description ¥ Price Per Qty LineExtension
| » I BEER. 355 ML. BOTTLE. LAB... $391 1 $3.91
BEER. 355 ML. BOTTLE. KEIT... $391 1 $3.91
COOLER. 330 ML. MOTT'S C... $4.78 1 $4.78

—
- = e~
Drawer Open

Sub Total $12.60

Tax 1(HST) $1.89
$0.00

Total $14.49

Payments Applied $0.00

The following screen will allow you to enter the amount tendered:

(Balance owing:14.49) - Cash Tender
Quick Payments
2.00 3.00 4.00 o . 9
4 5 6
5.00 10.00 15.00
1 2 3
20.00 | 25.00 | 50.00 0 .
.00
100.00 Balance 14.49 ||
0 Cancel (No Cash) g/ Clear &9 Tender Cash
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Enter the amount tendered using the quick keys on the left, or the keypad on the right. The payment
will be entered and the change owing will be shown as per the illustration below:

Last | Total| 14.49
1 v Sale Cash Tendered 20.00
Change Returned 551
Day Report
LCOHOL

UGHT LIQUEURS SPIRIT

I 20 BUD AMER... @ APPLE... ‘

Running a Tab [DEFERRED]

Printing a Receipt
When a sale is being paid for, you can check off the check box in the cash, Debit, Visa, or MasterCard
Quick Pay pop-up.
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Quick Payments
2.00 3.00 4.00 7 8 2
4 5 6
5.00 10.00 15.00
1 2 3
20.00 25.00 50.00 0 .
.00
100.00 Balance 18.99 |
@Cancel (No Cash) &/ Clear &9 Tender Cash
O Receipt is required

You may also click on the Last Sale box after the payment has been made to call up the last sale and
print a receipt off for it. Simple click on the “Last Sale” box after the payment has been made.

Last Total 18.99
Sale Cash Tendered 18.99
Change Returned 0.00

Go back to the POS tab once the last sale has been called up and click on “Receipt.”
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a5/ POS Main (Food & Beverage) (Form POSFE) - Pkid (70612145138450) search resutts. =R =
DockPanell
POS Mere Search Transactions Mise Reports
Last Total 18.99
Salett 1370 Select Cust: | Cash Customer - Clerk  Haley Swayne - Sale Cash Tendered 1899
Change Returned 0.00]
E Save & Clear = Receipt Q Full Screen
DRINKS HAPPY HOUR MEMBER PRICING NON-ALCOHOL M
Q seorchitems | [ Delete current item | 4 Clear Al tems
Item Description PricePer | Qty | LineExtension
Bo-I—I-LED BEER COOLERS » BEER. 355 ML. BOTTLE. OLA... $3.91 1 $3.91
BEER. 355 ML. BOTTLE. MILL..  $3.91 1 $3.91
BUD LIGHT| JKEITH'S] C BREEZER STRONG... BEER. 355 ML. BATTLE. MIC... | $3.91) 1 s
LIGHT GUS ORANGE COOLER. 330 ML. GUINNESS. $478 1 $4.78

BUD LIME]

CANADIAN
LIGHT

i | )
[CORONA|

c
S

HARD LIME]

@; ',‘wl"‘ —
) h VISA |  |Mastercarc

Sub Total 51651
Drawer Open Tax 1(HST) 5248

$0.00

Total $18.99

‘ ‘ Payments Applied $18.99

Search Transactions

If a customer asks for a receipt of a past transaction, or if you simply want to check what was ordered
on a previous transaction, press the Search Transactions screen tab as shown below.

a5/ POS Main (Food & Beverage) (Form POSFB) - Pkid (70518133903476) search results.

DockPanell
POS More Search Transactions Misc

Last Total| | 14.49)|
Sale# 1284 Select Cust: Cash Customer - Clerk Joe Menchefski v Sale Debit Card 1449
E Save & Clear eceipt @{ Full Screen ‘ " End of Day Report
DRINKS HAPPY HOUR MEMBER PRICING NON-ALCOHOL
BOTTLED BEER COOLERS DRAUGHT LIQUEURS SPIRIT?

BLUE BUD OLAND BLACK _ BREEZER 14 BUD 20 BUD APPLE...
LIGHT ANGUS ORANGE LIGHT LIGHT 2 RUM

Now, use the drop-down and scroll to search for the desired transaction.
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a3 POS Main (Food & Beverage) (Form POSFB) - Pkid (70518133903476) search results.

DockPanell
POS More Search Transactions Misc
Transaction # 70518133903476 ¥ <—-only recent transactions are shown
DRINKS HAPPY HOUR | MEMBER PRICING NON-ALCOHOL
BOTTLED BEER COOLERS DRAUGHT

BLUE BUD OLAND BLACK . WBREEZER 14 BUD 20 BUD
LIGHT ANGUS ORANGE LIGHT LIGHT

Return to the POS tab and click on “Receipt” to print. When you have finished printing the receipts,
click on “Save & Clear.”

Completing a Refund from POS F&B
In the rare occurrence that you must complete a refund from the Fast Retail POS screen, complete the
following steps.

Go to the POS F&B Main screen as usual. Select the items that the customer wishes to refund.

Last Updated: Tuesday, July 11, 2017 Page 31 of 89



SCOTIA SOFTWARE USER’S MANUAL

a2 POS Main (Food & Beverage] (Form POSFB) - Add new POS Tk (== EC ==
POS More Search Transactions Misc Reports
Last
Sale# 1323 Select Cust: | Cash Customer - Clerk | Haley Swayne - Sale
Eﬁ Save & Clear ==| Receipt '\@k Full Screen
DRINKS HAPPY HOUR MEMBER PRICING NON-ALCOHOL -
Q Search items | Delete current item | 7 Clear Al ltems
Ttem Desaription PricePer | Qty  LineExtension
¥ [ HALL RENTAL. PER FUNCTIO...  $200.00 1 $200.00
SERVICES HALL RENTAL SECURITY FOR WEDDINGS. ... $79.00 1 $79.00
EVENT SOCAN FEE 523.65 1 $23.65

1P OUT| SEC SUMMER NINTER MAST RACK HALL NEDDING
XPENS (PENSES STORAGE] STORAGE] & CRANE RENTA SECURITY]

DAILY LAND{MILARGE CLEANING|
STORAGE STORAGE] FEE

LIFT OP FEE SOCAN FEH]

QOTTO OUT REPAIR LI NON-MEM... OFF SEASON(@IMEMBER'S
LIFT RENTAL RENTAL

™ © = e

Sub Total $302.65

Drawer Open Tax 1 (HST) $45.40
$0.00

Total $348 05

‘ ‘ Payments Applied $0.00

Once you have selected all the items to be refunded, click on the “More” tab at the top of the window.
Use the Tx Stage drop down menu to change the type of transaction from an Invoice to a Refund.

o= POS Main (Food & Beverage) (Form POSFB) - Add new POS Tx

DockPanell

POS More Search Transactions Misc Reports
. Customer: Cash Customer

TxDate: 2017 Jun 05 Payment Terms | Cash - Contact Tel:

Tx Stage: Edit Cust ... Add Nex
Credit Memo
Invoice
Layawa

DRINKGor OUR MEMBER PRICING NON-ALCOHOL

Quote

Refund

Cancelled
SERVICES HALL
1P OUT] SECURITY) SUMMER NINTER MAST RACK| HALL
EXPENSE 5 STORAGE STORAGE & CRANE RENTA

1 1 —

Use the Quick Pay buttons to refund to the customer via cash, debit, Visa, or MasterCard.
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DockPanel3

@

VISA

Sub Total
Tax 1 (HST)

Total

Payments Applied

€&

$302.65
$45.40

$0.00
5348.05
$0.00

If you are refunding cash, in the cash window, click on the “Balance” button to return the exact
amount of cash to the customer. You may click the check box in this window to have a receipt
automatically print out.

(Balance owing:-40.00) - Cash Tender

Quick Payments
2.00 3.00 4.00
5.00 10.00 15.00
20.00 25.00 50.00
100.00 Balance -40.00

8 9

5 6

2 3
.00

@ Cancel (No Cash)

OO0 Receipt is required

&/ Clear

@Tender Cash
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If you would like more than one receipt to print, go back to the POS tab and hit “Receipt” as many
times as you would like for each copy of a receipt that you would like to print off. Don’t forget to press
“Save & Clear” after you have printed the receipts.

Adding Button Images
Begin by opening the screen to add button. Click on Buttons on the Main Menu under POS F&B:
raymert 1ypes
POS Main
Reconcile POS Payments
--POS F&B....
Button Images
POS F&B Main
Config Buttons
=}~ Purchasing....
PO Builder
Purchase Orders

Click or press “Add Multiple Images” to import the images that will be used in the buttons.

v frmButtonImages - Jl B8 ][ x
RibhanPane 1
Add Multiple
Images
N 4 |@ of 47 P X W
Category Additional Add Added By Last Updated Last Updated
Suten i Name Tt Keywords Brmoe Image e hotes Date Added User ID Date By User ID
Beer-Basicall... Draught Beer-Basically ... Uj 61 50 4/28/2017 ScotiaHaley 4/28/2017 ScotiaHaley
o
Beer-Blond Draught Beer-Blond Q = '_\ l’j 61 50 4/28/2017 ScotiaHaley 4/28/2017 ScotiaHaley
Y
Beer-Blue Draught Beer-Blue " yj 61 50 4/28/2017 ScotiaHaley 4/28/2017 ScotiaHaley
LD
Beer-Coors Draught Beer-Coors @j 61 50 4/28/2017 ScotiaHaley 4/28/2017 ScotiaHaley
Beer-Dark Draught Beer-Dark wj 61 50 4/28/2017 ScotiaHaley 4/28/2017 ScotiaHaley
Beer-DarkRed  Draught Beer-Dark Red nj 61 50 4/28/2017 ScotiaHaley 4/28/2017 ScotiaHaley
Beer-Green Draught Beer-Green mj 61 50 4/28/2017 ScotiaHaley 4/28/2017 ScotiaHaley
Beer-Green2 Draught Beer-Green2 'j 61 50 4/28/2017 ScotiaHaley 4/28/2017 ScotiaHaley
= .
ToolStripStatusLabell

This will open Windows explorer where you can find the images that have been saved on your PC.
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sPC > Local Disk (C:) » Scotia > Buttonlmages v o Search Buttonimages »r
r =~ 1 O
q b
* n ' b = ' I
g >y =~ e
l \nﬁ;/
) % ek
Drinks-Alcohol Drinks-NonAlcoh Apple Pie.png Burger.png Can.png Chicken Chicken Fish.png Fries.png
» ol Burger.png Wings.png
P
*
,/ N g
e ‘ ] y
N . S\
ures ; - N
Guacamole.png Ham.png Hot Sauce.png Hotdog.png Juice.png Nachos.png Onion Rings.png Pancakes.png Pie.png
o) [ T
o |- 4.
‘ 2E —4d <Rl
Rep V x
Pizza.png Popcorn.png Potato.png Poutine.png Salad.png Sandwich 2.png Sandwich.png Soup.png Taco.png
Turkey.png
v
me: || v

You can now import any or all of these images to be used in created buttons. Give the image a Title
(brief but descriptive) and a category name. You can also add keywords to make the image easier to
find.

Scotia Software provides a basic library of graphic images for your buttons. The system does not
include graphical design capabilities, so if you would like to have custom graphics for buttons, they
would need to be created or purchased.

Configuring Buttons
Begin by opening the screen to configure new buttons.
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Buttons are first categorized by page / tab. Here, you could separate items by broad category, like hot
food, packaged snacks, alcohol drinks, non-alcohol drinks, etc.

8 Detta » | BOTTLED BEER DRINKS 10
21 L z COOLERS DRINKS 2
100 2 DRAUGHT DRINKS 30
MEMBER PRICL.. 100 2 e e =
NON-ALCOHOL o) 2 — —— =
WINE DRINKS 60
H @ Qreadiofs DB HE+XA H @ 9 recod 10fs PR P+ X A
Buttons
Titie Positon  Item Image Select Color e |Prce Notes
Override
» BLUE 10 BEER. 355ML. BOTILE. LABATT'S BLUE. System.Byte] N9, 43, 248 2 -
BUD LIGHT 20 BEER. 355ML. BOTTLE, BUD LIGHT. System.Byte] NN 248, 18,98,... 2
BUD LIME 30 BEER. 355 ML. BOTTLE. BUD LIME. SystemByte] [ 146, 208, 80 2
BUDWEISER 40 BEER. 355ML. BOTTLE. BUDWEISER System.Byte] NN 149, 55, 52 2
CANADIAN 50 BEER. 355ML. BOTTLE. MOLSON CANADIAN. SystemByte] NN 240,0,0 2
COOR'S LIGHT 60 BEER. 355ML. BOTTLE. COOR'S LIGHT, SystemByte] [ 184, 204, 228 2
CORONA 70 BEER. 355ML. BOTTLE. CORONA. System.Byte] [ 255, 255, 0 2
HEINEKEN 80 BEER. 355 ML. BOTTLE.HEINEKEN. SystemByte] N0, 176,80 2
KEITH'S LIGHT 90 BEER. 355ML. BOTILE. KEITH LIGHT. System.Byte] N 127, 127, 127 2
KEITHS 100 BEER. 355 ML. BOTTLE. KEITHS. System.Byts] NN 232, 8,64, 1 2
LABATT'S LIGHT 110 BEER. 355 ML. BOTTLE. LABATT'S LIGHT. Svstem.Bvtel 1 198. 217. 240 2 z
K@ d Recordiofs PR XN
ToolStripStatusLabell | (All changes on this form autosave instantly)
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Click on the green “+” button to add a new tab. Enter the size of the button and the font size for the

button’s label. “Font Size Delta” actually means is actually the increase in font size over the default of a
size 8 font.

@3’ POS - Configure Buttons (Form CB)

Pages (Tabs)

Title Item Size Ec:t;&ze Notes
DRINKS 100 2
HAPPY HOUR 100 2
MEMBER PRICI... 100 2
NON-ALCOHOI 0 2
— = :

.....................................................

Kl ¥ ] RecordSofs P A= K M

Iltems can then be sub-categorized into groups within a tab. Click on the green “+” sign to add a new
group. Determine what page / tab the group sits on, the choose its position — the lower numbers are
positioned closer to the left of the tab. We recommend choosing numbers in increments of 10 in case
you decide you want to insert new groups between existing groups at some future point.
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Title

» BOTTLED BEER
COOLERS
DRAUGHT
LIQUEURS
SPIRITS
WINE

H

The bottom section of the screen is where a button is actually created. Click the green “+” icon to add a
new button. Choose a descriptive but brief title for the item. Choose the position of the button. Lower
numbers will sit to the left of the group. The system will automatically start a new column when one is
filled (the number of buttons per column will depend on the size of the icon that you have chosen). We
recommend incrementing your positions in 10’s so that you can easily insert new buttons between

SCOTIA SOFTWARE USER’S MANUAL

Groups
On Page Position
DRINKS
DRINKS
DRINKS
DRINKS
DRINKS

DRINKS

4 Recordiof6e P P B+ X N

existing buttons if required in the future.

The “Item” is a drop-down menu that inserts items that have already been entered into the system

(see the “Inventory” section).

Title

BLUE

BUD LIGHT
BUD LIME
BUDWEISER
CANADIAN
COOR'S LIGHT
CORONA
HEINEKEN
KEITH'S LIGHT
KEITHS
LABATT'S LIGHT

Position

10
20
30
40
50
60
0
80
90
100
110

Buttons

Item Image Select

BEER. 355 ML. BOTTLE. LABATT'S BLUE.
BEER. 355ML. BOTTLE. BUD LIGHT.
BEER. 355 ML, BOTTLE. BUD LIME.
BEER. 355 ML. BOTTLE. BUDWEISER
BEER. 355 ML. BOTTLE. MOLSON CANADIAN.
BEER. 355 ML. BOTTLE. COOR'S LIGHT,
BEER. 355 ML. BOTTLE. CORONA.

BEER. 355 ML. BOTTLE.HEINEKEN.
BEER. 355 ML. BOTTLE. KEITH'S LIGHT.
BEER. 355 ML, BOTTLE. KEITHS.

BEER. 355 ML. BOTTLE. LABATT'S LIGHT.

System.Byte[]
System.Byte[]
System.Byte[]
System.Byte[]
System.Byte[]
System.Byte[]
System.Byte[]
System.Byte[]
System.Byte[]
System.Byte[]
Svstem,Bvtell

K& Recordiof1s B I Pld- X 9

ToolStripStatusLabell | (All changes on this form autosave instantly)

| | T -

Notes

Color Size

. S, 43, 248
I 248, 18, 98,...
[ 146, 208, 80
I 149, 55, 52
. 240, 0,0
[ 184, 204, 228
[ 255, 255,0
I 0, 176, 80
. 127, 127, 127
W 232, 8,64, 1
1198, 217. 240

N NN NNMNNNNNNN

Price
Override

Notes
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“Image Select” is a drop-down menu of the images that you had imported previously. Choose the
image that is most descriptive if your item. Choose the button colour using the pop-out “Colour”
menu. The previously chosen font size can be overridden at this point.

You can use the “Size” drop down to determine make a button bigger than the others in the tab as a
way of making it stand out.

You can override the price that is found in the Item Detail. This allows you to do temporary pricing
without changing the primary price that is stored in the Item Detail. (See the Inventory Section for
more on “ltem Detail”).

End of Shift Cash Out
See Reconcile POS Payments
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Reconcile POS Payments

Reconciling POS Payments

At the end of the business day, click on the Reports tab in the POS Main window and select “End of Day
Report” or click Reconcile POS Payments in the Menu under Point of Sale.

= Reconcile POS Payment Report (Form RPP)
Repart Print Preview
Today

— [ v - &5 Expand All Groups | ™
% Start| 2017 Mon Jun 12 04004 & = jfd @ Expan B | U b
This Hour e — U| L:'J \{ — g ) Ll

=) Collapse All Groups
Y End | 2017 Tue Jun 13 04:004 - Print Print Clear  EditFilters List Transactions Receipt Full Page
Yesterday Preview. .. Filters ¥ Clear All Groups Format  Format

Register ID « = Er— Expand All Groups
ayment Type

Payment Date Amount
3 b Register ID: I7-2600 (SUM=2674.18)

Click on “Receipt Format” if you would like to print the report on receipt paper or click on “Full Page
Format” if you would like to print the report with more detail from a laser printer.

. (Form RPFP)
roups = (<] 4 E
Groups |:| U u

List Transactions Receipt | Full Page
ups Format = Format

Full Page Format

Click “Print Preview” to see the report before it prints or click on “Print” to print the document.
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-

Reconcile POS Payms

Report Print Preview

Today = L

- -
[ Start 2017 Mon Jun 1204004 ~ al Hg \@
This Haur

[E] End | 2017 Tue Jun 13 04:004 = Print Print Clear  Edit Filters
Yesterday Preview. .. Filters

i
m
A

Register ID «
Payment Type =

Payment Date Armount
+ Register ID: I7-2600 (SUM=2674.18)
» |+ Payment Type: CASH (SUM=509.77)
* Payment Type: DEBIT (SUM=1103.75)
6122017 3:30 PM 1,103,735
+ Payment Type: MC (SUM=678.4)
6/12{2017 3:29 PM 536.20
6/12{2017 3:32 FM 142,20
+ Payment Type: VISA (SUM=382.26)
6/12/2017 12:10 PM 5.496
6/12{2017 3:30 FM 349.60
6/12/2017 3:32 PM 27,20

ltems Sold Report

This report can be printed as often as you would like (daily, weekly, monthly, etc) and can cover any
period of dates that you would like to see. This report can be accessed from the Reports tab under POS
F&B or from the Menu under Reports. The purpose of this report is to track inventory and how many of
each item was sold over a period of time. This report needs to be printed on a laser printer.
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= —[a][x
Report Print Preview

= ™ = -
Today [F Stert 2017Mon Jun 1204004 + \‘Q{L | | @ Expand Al Groups @ \{

This Hour © Collapse All Groups

] : <] | Pint  Print Clear  EditFilters
Yesterday L0 End | 2017Tue Jun 1304004 Preview 3% Clear All Groups Filters

Item =
Item Description Tx Date Slﬁ! A ';gfe ggﬁu‘ . g;ft ﬁ'j”Ed Colous HE;IS“E’” ;Zag& ICD““ fl'js EE L’;mb&r CustTx ID g’;lg?:a' Order Internal Notes
» ~+ Item:BEER. 355 ML BOTTLE. BUD LIGHT. (SUM=2) -

BEER. 355 ML. BOTTLE. BUD LIGHT. 2017 Jun 1201:... 1 3.91 EA 0 2.05 70612133448445 I CASH ScotiaHaley 1365 70612133448... 13.4800
BEER. 355 ML. BOTTLE. BUD LIGHT. 2017 Jun 12 0Z:... 1 3.91 EA 0 2.05 70612145121415 I CASH ScotiaHaley 1369 70612145121... 22.4800

~ Item: BEER. 355 ML. BOTTLE. BUDWEISER (SUM=2)
BEER. 355ML. BOTTLE. BUDWEISER 2017 Jun 1201: 1 3.91 EA 0 2.05 70612133448445 I CASH ScotiaHaley 1365 70612133448... 13.4800
BEER. 355ML. BOTTLE. BUDWEISER 2017 Jun 12 02:... 1 3.91 EA 0 2.05 70612145121415 I CASH ScotiaHaley 1369 70612145121... 22.4800

~ Item: BEER. 355 ML. BOTTLE. COOR'S LIGHT, (SUM=1)
BEER. 355 ML. BOTTLE. COOR'S LIGHT, 2017 Jun 1201:... 1 3.91 EA 0 2.05 70612133448445 I CASH ScotiaHaley 1365 70612133448... 13.4800

~ Item: BEER. 355 ML. BOTTLE. KEITH'S LIGHT. (SUM=1)
BEER. 355 ML. BOTTLE. KEITH'S LIGHT. 2017 Jun 12 02:... 1 3.91 EA 0 2.05 70612145121415 I CASH ScotiaHaley 1369 70612145121... 22.4800

~ Item: BEER. 355 ML. BOTTLE. KEITHS. (SUM=5)
BEER. 355 ML. BOTILE. KEITHS. 2017 3n 12 10:... 1 39t EA 0 205 7512103600453 ® CASH  ScotisHaley 135 70612103600... 134900
BEER. 355 ML. BOTILE. KEITHS. 201730 12 10 1 391 EA 0 205 7612103629419 t CASH  ScotisHaley 1357 70612103629... 134900
BEER. 355 ML. BOTILE. KEITHS. 20170 1201 1 391 EA 0 205 7512133420410 t CASH  ScotisHaley 1364 70612133420... 134900
BEER. 355 ML. BOTILE. KEITHS. 2017 Jun 1202 1 391 EA 0 205 7512145121415 t CASH  ScotiaHaley 1369 70612145120, 22.4800
BEER. 355 ML. BOTILE. KEITHS. 2017 1n 1203:... 1 391 EA 0 205 70612152938473 t CASH  ScotiaHaley 1371 7061215293...  850.1500

~ Item: BEER. 355 ML. BOTTLE. MICHELOB ULTRA. (SUM=3)
BEER. 355 ML, BOTILE. MICHELOB LLTRA. | 2017 Jun 1201:... 1 391 EA 0 205 7512133530113 t CASH  ScotiaHaley | 1366 70612133530, 4.5000
BEER. 355 ML. BOTILE. MICHELOB ULTRA. 2017 Jun 1202 1 391 EA 0 205 7612145121415 t CASH  ScotiaHaley 1369 761214512L., 224800
BEER. 355 ML. BOTILE. MICHELOB LLTRA. | 2017 un 1202:... 1 391 EA 0 205 70612145138450 t CASH  ScotiaHaley 1370 70612145138, 18,9900

~ Item: BEER. 355 ML. BOTTLE. MILLER GENUINE. (SUM=8)
BEER. 355 L. BOTILE. MILLER GENLINE. 201730 12 10:... 1 391 EA 0 205 7512103600453 ® CASH  ScotiaHaley | 1356 70612103600... 134800
BEER. 355 ML, BOTTLE. MILLER GENLINE. 201730 12 10 1 391 EA 0 205 70512103629419 t CASH  ScoticHaley 1357 70612103629, 13,4300
BEER. 355 ML, BOTTLE. MILLER GENLINE. 201730 1201 1 391 EA 0 205 7051213031249 t CASH  ScotiaDave 1363 70612130312.., 2.9900
BEER. 355 ML, BOTTLE. MILLER GENLINE. 201730 1201 1 391 EA 0 205 70612133420410 t CASH  ScoticHaley 1364 70612133420... 13,4300
BEER. 355 ML, BOTTLE. MILLER GENLINE. 201730 1201 1 391 EA 0 205 70612135041437 t CASH  ScoticHaley 1367 70612135041... 5.9900
BEER. 355 ML, BOTTLE. MILLER GENLINE. 201730 1202:... 1 391 EA 0 205 70512143317485 ® CASH  ScoticHaley 1363 70612143917... 554300

Nothing 100% p

ToolStripStatusLabel1

Fixing Human Errors in Transactions

If, after reconciling your payments, your payment methods differ from your actual amounts, you can
see if there were any errors made while recording transactions. There are two stages of each
transaction

1. Ringing in items and coming up with

Gift Cards [DEFERRED]
Adding a New Gift Card [DEFERRED]
Using a Gift Card as a Method of Payment [DEFERRED]
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Adding New Items without Barcodes

Click on Item Detail under Inventory in the Main Menu.

-}- General Ledger....
Chart Of Accounts
General Joumal
GL Accounts Detail

- Inventory ...
Adjustments
Barcode/Alias tem
Catalog tem List
ftem Detail
ltem History
tem List
tem Loc List
Price Rules

=}~ Management ...

Click the green “+” icon to add a new Inventory ltem. Items highlighted with red warning signs must be

SCOTIA SOFTWARE USER’S MANUAL

filled in. Enter a product code and a description. Use a good descriptive

a5 ltem Detail (Form ID) - Add new ltem EI@
1 oft g X H ﬂ Clear || sHOWALL
QSearch Size: AND Description: AND Desc: Search Prod. Code: Search Item ID:
Product Code: || [+ Min To Keep: (4] Date Added: [2017 Mo |
Description: o Max To Keep: ) Added By UserID:  Scotiajo
Category Code: | Last Updated Date:  [2017 Mon May 22 11:10A |
Prefemed Vendor: - + 1 Last Updated By:
Standard Cost Q Last: 0.00 Avg: 0.00 Quant On Hand: g
Price: ] Quant Commited: 0 tem ID: 522111705767
Unit Of Measure:  |EA Quant On Order: Rev Acct ID: ele -9
Size: 1 Quant BO: Cost Acct ID: ~9
Notes
Purchase Order (Lines) Detail Purchat
POZ Line# Qty Unit Cost per Qty Received Finalized GL Cost Account ID Notes pkid
Add new ltem
The Product Code is determined by your internal systems.
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You can type whatever you want for the Description, however, please note that it makes sense to be
very descriptive and specific as this will help with future item searches — especially if your operation

has a lot of sku’s.

Adding New Items with Barcodes

This is the simplest method for adding new items. Being by opening the “Barcode / Alias Item” screen

from the Main Menu:

Chart Of Accounts
General Joumal
GL Accounts Detail
- Inventory ...
Adjustments
Barcode/Alias ltem
Catalog ftem List
ttem Detail
tem History
tem List
tem Loc List
Price Rules
=J- Management....
Activity Loa Viewer

Scan the item. The name associated with the barcode will appear. Click “New Item”.

a-' Bar Code / Alias ltem Detail (Form BCD) - Add new Alias ltem
1 of 1 # X M ¥} | Clear | SHOWALL
Q Search Alias Code: SearchitemlD:

BarCode: [DYC123HAT

ftem

Prod. #:
Description: ...
Price:

Notes:

" ) New ftem...

Alt Search...

Date Added

Added By User ID:

Last Updated Date:

Last Updated By User ID

Add new Alias ltem

The Item Detail form will appear:

Last Updated: Tuesday, July 11, 2017
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as Item Detail (Form ID) - Ready = (m) X
1 oft | p P c ’ ijl Save & Select n Clear || SHOWALL
Product Code: | (*] Min To Keep: ) Date Added: 12:51P ]
Description: o Max To Keep: Qo Added By User ID: e
Category Code: Last Updated Date: {2017 Wed Jun 07 1251P \
Prefemed Vendor:  leace cele «| + |1 Last Updated By:
Standand Cost: O Last: 0.00 Avg: 0.00 QuantOn Hand: g
Price: ) 5 Quant Committed: 0 ltem ID: 70607125113742
Unit Of Measure:  |EA T HST) E Quant On Order: 0 Rev Acct ID: e t -9
Size: 1 Quant BO: 0 Cost Acct ID: clect - o
Notes:
Ready Please enter all New item info And click ‘Save & Select’button .

New items can also be added directly at the customer interface. If an item has a barcode but was not
included in inventory, simply open POS main and scan the barcode. A pop up will appear with the
ability to enter the minimum amount of information that is required to complete the sales transaction.

#§ POS Main (Form POS) - Add new POS T o |[&][=
1 of 1 gk X W) Cleor | sHowALL | G Payment (F12) || (s Receipt () Loser print | Full Screen
Q searchCust: ~| || Search Transaction ID: t ~ | <—-(This drop down is filtered to top 1000 records)
POS  Moreinfo
TxDate:  [2017 Wed Jun 07 1254P B-] Select Cust: -0
T Stage:[Invoice ol Contact Name: | | G‘—.‘
Tx Nuf 85 Add item to order. - [m] X 1
[ = ( | —
55 9 K"‘ VISA | = DewerOpen
Barcode #  (BRGIPRIRIN o
Qs
ttem| Product # | | ot required) | [ Tax 1 (HST) Exempt
Item| Disc% LineExtension Notes
Desc [
e [ ]
ay 1 =
Save kem Orly Save & Add to order
Ready
« »
Special Note (Appears on receipt) VJI [ Finalized Sub Total
10
(intemal) Notes
2 Total $0.00
Add new POS Tx
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When the sale has been completed, the Item Detail can be used to enter more information about that
item. They key is that the item can be entered “on the fly” at the checkout counter without slowing
down the transaction by using this method.

Importing Catalogs [DEFERRED]

Search Tools for Catalog ltems and Adding Catalog ltems as Inventory Items
Full vendor catalogs can be imported into the system. Please speak to your manager about catalogs
that are imported or that should be imported.

Items that have been imported from a vendor’s catalog can be searched. PLEASE NOTE: Items that
have been imported still need to be added as Inventory Items if they are to be sold and tracked using
Scotia’s inventory management systems. First, let’s look at some search tools for finding imported
items from a vendor catalog.

First, we begin by opening the Catalog Item List.

-~ Inventory ...
Adjustments
Barcode/Alias tem
Catalog ltem List
ttem Detail
tem History
tem List
tem Loc List
Price Rules

-)- Management...

A _ar = ‘e

We can then select all imported items to be part of our search.
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N frmCatalogItemList [=Jla]lx]
| Catalogue ItemList | _Print Preview
y— 2 m & - =7 g @ Expand All Groups ]
e L Y ¥ A3 g 66 (I
& Collapse All Groups
Select All (may take a while) Clear  Edit Filters Edit Filters Print Print Find... Column
Filters (Alternate Style) | Preview ¥ Clear All Groups Chooser
t (Starting list before filtering) 4 Filters o Printing ‘ Grouping c
I4 of0| » M | K
x er te: v Find Clear
Group Desc ~
Type Description «
Price Disc C o
Catalog Code Description Update ID  Size CatPrice  VendorList Unit PgNmbr | From Cat Std Disc Cost
Price
M4 4 4 Record0of0 » » W + — « ¥ X « .
| Ready to Select | | 100% — { D

We can also narrow down the search immediately by searching only within a specified Group (typically
a vendor or product type. We can use the drop-down menu to search by Group.

5 frmCatalogItemList [=Jlal]lx]
Catalogue Item List | _Print Preview
e 1% ¥ ¥ @& S~ & W
: - =g Growps |
Select All (may take a while) IEIItE:"s Edit Filters (N;?;F;msrtsv'e) Prl:r::w Print 98 Clear Al Grovps ‘ Find... Column ‘
tarting list before filtering) “ Filters 4 Printing 4 Grouping
L} of0| b M | WK
3¢ | Enter text to se ~ | Find Clear
Group Desc «
Type Description «
Price Disc
Catalog Code Description Update ID  Size CatPrice  Vendor List  Unit | PgNmbr ::: Cat Std Disc wg:t
M4 4 4« Record0of0 » » W + — « ¥ X « »
| Ready to Select | | 100% - A Y 4
Simply start typing keywords into the search bar to execute the most basic kind of search:
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¥ frmCatalogItemList — o J[ x
Catalogue Item List Print Preview
- - -
Group . ﬂ) \( ﬁ'} Q ‘ - &) Expand All Groups @’é JJJ
Lo = (& Collapse All Groups
Select All (may take a while) Clear  EditFilters Edit Filters Print Find...  Column
Filters (Alternate Style) | Preview % Clear All Groups Chooser
H 4 15410 ofg2428 | b M|
x - Find Clear
Group Desc
Type Desaiption »
Price Disc Calaulated
Catalog Code Description Update ID  Size CatPrice  Vendor List Unit PgNmbr  From Cat Std Disc e
Price Actual Cost
+ Group Desc: A 0 SMITH (Count=237) -
» i ~ Type Description: TANKS-STORAGE (Count=6)
REDO0145147 AOSMITH TJV 120M INSUL VERTICAL ROUND TANK JACKET 450L 52016-00 2,316.77 2,061.00 E 1026 40/5/5
REDO0D008372 AOSMITH TJ 805 INSUL VERTICAL ROUND TANK JACKET 300L 52016-00 1,825.54 1,624.00 E 1026 40/5/5
REDO0008373 AOSMITH T 805 WATER STORAGE TANK UNINSUL STD CONST 20" S$2015-00 1,453.46 1,293.00 E 1026 40/5/5
REDO0008374 AOSMITH T 1205 WATER STORAGE TANK UNINSUL STD CONST 247 52016-00 2,680.98 2,385.00 E 1026 40/5/5
REDO0008375 AOSMITH T 140A WATER STORAGE TANK UNINSUL ASME CONST 24" S2016-00 6,436.60 5,726.00 E 1026 40/5/5
REDO0008376 AOSMITH T 200A WATER STORAGE TANK UNINSUL ASME CONST 307 52016-00 6,602.96 5,874.00 E 1026 40/5/5
» Type Description: WATER HEATERS-COMMER (Count=231)
» Group Desc: ABS DWV FITTINGS (Count=50)
M ¢ 4  Record10f14511 b W M+ — & ¥ X 4
All Catalogueltem records displayed 100%

You can perform far more advanced searches using the two filter tools (Please note: these are rather
advanced techniques that may require some assistance from your manager or Scotia Software’s
Technical Support Team). This is especially valuable for vendors with very large databases. Using the
standard filter editor, you can choose a Boolean operand (you can choose if it must include both
keywords, one keyword or the other, etc.) the category (column) to search within, and the keyword to
quickly narrow down your search.
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v -

Catalogue Item List Print Preview

. & a - 5 (@ Expand All Groups

Group ‘@ ‘f \5/ & H@ @é JLU ‘
& Collapse All Groups

Select All (may take a while) Clear  Edit Filters Edit Filters Print Print Find...  Column

Filters (Alternate Style) | Preview & Clear All Groups Chooser

I4 4 | 15410 of82428 b b|

X RED * Find Clear

‘ 5 Filter Editor X
B Boolean operand
‘ iAnd:
Type Desciption « [Descriptior  Contain W

Cohmn

Catalog Code Description Update ID  Size

~ Group Desc: A O SMITH (Count=237)

» ~ Type Description: TANKS-STORAGE (Count=6)
RED00145147 AOSMITH TJV 120M INSUL VERTICAL ROUND TANK JACKET 450L 52016-00
REDO0008372 AOSMITH TJ 80S INSUL VERTICAL ROUND TANK JACKET 300L $2016-00
REDO0008373 AOSMITH T 805 WATER STORAGE TANK UNINSUL STD CONST 20" 52016-00
RED00008374 AOSMITH T 1205 WATER STORAGE TANK UNINSUL STD CONST 24" $2016-00
REDO0008375 AOSMITH T 140A WATER STORAGE TANK UNINSUL ASME CONST 24" 52016-00
RED00008376 AOSMITH T 200A WATER STORAGE TANK UNINSUL ASME CONST 30" 52016-00 oK Cancel Apply

» Type Description: WATER HEATERS-COMMER (Count=231)

» Group Desc: ABS DWV FITTINGS (Count=50)

M4 4 Record1of14511 » M M+ — & ¥ X

All Catalogueltem records displayed 100%

An alternate filter is available as a search technique. With the alternate method, you can apply two
filters. The two filters can be used with an “And” operand (both conditions must be me in order for the
filter to find the Item) or an “Or” operand (either one of the two conditions can be met in order to find
the Item). You can choose from a variety of Descriptions (Is Like, Is Greater Than, Is Less Than, etc.) for
each filter, with keywords entered on the right.
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£ -— (=] x

Catalogue Item List Print Preview

Group = ‘s&) ? :y Q & Expand All Groups @a M

& Collapse All Groups
Select All (may take a while) Clear  Edit Filters Edit Filters Print Print Find... Column
Filters (Alternate Style)  Preview ¥ Clear All Groups Chooser

4 4 15410 of82428 | b bl

X RED v Find Clear

Group Desc

Type Description «

Price Disc Calaslated
Catalog Code Description UpdateID  Size CatPrice  Vendor List Unit PgNmbr  From Cat Std Disc acul
Price Actual Cost
~ Group Desc: A O SMITH (Count=237) &
T e Custom AutoFilter X "
» i ~ Type Description: TANKS-STORAGE (Count=6)
REDO0145147 AOSMITH TJV 120M INSUL VERTICAL ROUND TANK JACKET 450L S2016-00 Show rows where:
REDO0008372 AOSMITH TJ 80S INSUL VERTICAL ROUND TANK JACKET 300L 52016-00 Description
REDO0008373 AOSMITH T 80S WATER STORAGE TANK UNINSUL STD CONST 20" 52016-00 Is like -
RED00008374 AOSMITH T 120S WATER STORAGE TANK UNINSUL STD CONST 24" 52016-00 ® And or
RED00008375 AOSMITH T 140A WATER STORAGE TANK UNINSUL ASME CONST 24" S2016-00 & ter than =
:AS greater than V.
REDO0008376 AOSMITH T 200A WATER STORAGE TANK UNINSUL ASME CONST 30" 52016-00 T o
* Type Description: WATER HEATERS-COMMER (Count=231) =
@ Cancel
* Group Desc: ABS DWV FITTINGS (Count=50) =l
M 4« 4« Record1of14511 » B M+ — & ¥/ X
All Catalogueltem records displayed 100%

Making Inventory Adjustments

Inventory tracking takes place automatically as the result of product sale or product purchases from
vendors. Occasionally, inventory needs to be adjusted for a variety of reasons including defective
inventory, lost inventory, found inventory, etc. A reason should always be chosen for an inventory
adjustment. Please see your manager in regards to the list of appropriate reasons and in regards to the
General Ledger account to which the adjustment will be entered.

Begin by opening the Inventory Adjustments screen.

-)- Accounts Receivable
Customers
Tems Codes
-1-General Ledger....
Chart Of Accounts
General Joumal
GL Accounts Detail
- Inventory...
Adjustments
Barcode/Alias tem
Catalog item List
item Detail
ttem History
ftem List
ftem Loc List
Price Rules

=1- Mananement
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Click the yellow “+” button to create an adjustment. As always, all items highlighted with a red
exclamation point must be completed in order to save the transaction.

Use the drop-down menu to search for and select the item that needs to have its inventory level
adjusted. Make the adjustment using the up and down arrows or by typing in the adjustment. (Please
note: the number that you enter here refers to how many units of the item will be added or subtracted
to inventory).

o Inventory Adjustment Detail (Form IAD) - Add new Inventory Adjustment |E|HEI
1 of 1 X ¥) | Clear || SHOWALL
Q Search by ltem v Search Adjustment ID:

ftem: + 9 GLTx ID:

Total On Hand Total Committed: Dot Aot =il a ‘

Added By User ID: ScotiaJoe

Adjust Gty: .| ktr ?:’,2?,,:‘.3”‘1' ° Last Updated Date: (2017 Thu Jur 1:17 }
GLAccount ID: * 9 Last Updated By:
Location: Default Location v Adjustment |D: } 13340187

Loc On Hand Loc Committed
Reason: Starting inventory ‘
Notes:

Remember Reason [ Remember G/L Account Remember Location

Add new Inventory Adjustment

Choose the General Ledger (GL) account to which the adjustment will be entered (check with your
manager as necessary).

If you have multiple inventory locations, you can choose the location to which the adjustment is being
made. Enter a reason for making the adjustment and enter as many notes as required to ensure the
reasons for the adjustment are understood.

If you are doing multiple adjustments — as may occur during an inventory count —you can have the
system remember the reason for the adjustment, the General Ledger account to which the adjustment
will be entered, and the location where the Items are located.

Working with Item History

To see the entire record history for a specific item, click on Item History under Inventory in the menu.
In the top menu bar of the window, click on the “Item” drop-down and scroll through to find the item
you are looking for or use the search bar to search for the item.
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= Ttem History (Forms# TH) [— (& ][ =]

Report Print Preview
E u] \% \"? @ Expand All Groups
@ Collapse All Groups -

Item | Please select...

Print Print Clear  Edit Filters
Preview Filters # Delete All Groups
keith | Fnd |
RibbonPageGro... 4 Filtering d Grouping a
4 DDFD L | Prefe
. - . Qty Qty QtyOn Oty
Categ...  Product Code Description Size }c‘gndor Frice oH Comm ord B0
D p— Qty Chg Runring Total Date A KEITHS BEER. 355ML. B... 341 MN5LC 3.9100 -39 1 0 0
+ Qty KEITH'S LIGHT BEER. 355ML. B... 341 M5LC 3.9100 -5 1] 0 0
KEITH'S 14 BEER. 140Z, D... M5LC 3.9100 -7 1] 0 0
KEITH'S 20 BEER. 20 0Z, D... MN5LC 5.2200 -11 i) 0 [v]
KEITH'S 60 BEER.. 60 OZ. D... NSLC 15.6500 -10 i} 0 a

From item history, you can see every purchase, sale, refund, order, and commitment of each item and
keep track of exactly how the Quantity on Hand came to be.

= Ttem History (Form# IH) [=Jlo]x]
Report Print Preview
@ D \"% \? @ Expand All Groups Prod # KEITHS Qty On Order=0
LEJ @ Collapse All Groups | Item| BEER. 355 ML, BOTTLE. KEITHS. - Min=0
Print Print Clear  Edit Filters
Preview Filters ¥ Delete All Groups Qty on hand=130 ; Committed=1 ; Backorder=0 Max=144
RibbonPageGro... 4 Filtering a Grouping a Item Info a More Info a
H 41 ofds | b Pl

D Tx Type Qty Chg + g;:ning Total Date Added Added By User ID From Location ID | To Location ID Reason Motes
70518132222413 Invoice -1 -27 2017 Thu May 18 01:22F Scotigjoe ilv) -
70518133501443 Invoice -1 -28 2017 Thu May 18 01:36P Scotiajoe ilv]
70518133641444 Invoice -1 -29 2017 Thu May 18 01:36P Scotiajoe ao
70518133903476 Invoice -1 -30 2017 Thu May 18 01:35F Scotigjoe ilv)
70519110733472 Invoice -1 -31 2017 Fri May 19 11:07A ScotiaDave o0
F0530111753431 Invoice -1 -32 2017 Tue May 30 11:17A ScotiaHaley oo
70605093548472 Refund 1 -31 2017 Mon Jun 05 09:35A ScotiaHaley ilv)
70606143359433 Invoice -1 -32 2017 Tue Jun 06 02:39P ScotiaHaley ilv]
0607144205449 Invoice -1 -33 2017 Wed Jun 07 02:49P ScotiaHaley oo
70609094159404  Invoice -1 -34 2017 Fri Jun 09 09:42A ScotiaHaley ilv]
70612103600453 Refund 1 -33 2017 Mon Jun 12 10:36A ScotiaHaley 0o
0612103629419 Invoice -1 -34 2017 Mon Jun 12 10:38A ScotiaHaley oo
0612133420410 Invoice -1 -35 2017 Mon Jun 12 01:34P ScotiaHaley oo
70612145121415 Invoice -1 -36 2017 Mon Jun 1202:51P ScotiaHaley ilv]
70612152933473 Invoice -1 -37 2017 Mon Jun 1203:29P ScotiaHaley ilv]
70612154708496  Invoice -1 -38 2017 Mon Jun 12 04:47P ScotiaDave ilv)
70612165646459  Invoice -1 -39 2017 Mon Jun 12 04:56P ScotiaDave oo
70612175045470 Invoice -1 -40 2017 Mon Jun 12 05:50P ScotiaDave 0o

1001 Receiving 189 129 2017 Tue Jun 13 02:25p ScotiaHaley oo |
Nothing | | 100% 4 @
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Create and Work with Inventory Locations [DEFERRED]
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Purchasing

Creating a PO Using PO Builder

Click on “PO Builder” under Purchasing. Click on the green plus and use the drop-down to select which
vendor the purchase order is for. Click “Create/Refresh PO Build Lines” and then click “Open
WorkSheet.”

o= PO Build Detail (Form POB) - PO BuildLines created and autosaved EIE
4 4|1 of 1| b bl |k X Wl || ) Clear | sHOWALL VeRE
Q SearchVendorI' > ‘ Search PO Builder ID:
Vendor 1D [usLc ~] Date Added: [2017 Tue Jun 13 0345P | Aot
PONumber: 1009 L S Eo hdded By User ID: ScotiaHaley Snapshot
Finalized Date: [2017 Tue Jun 13 03:36P | Last Updated Date [2017 Tue dun 1303459 |
Snapshot Time Date: |2D17 Tue Jun 13 03:45P ‘ Last Updated By User ID:  ScotiaHaley
[] Finalized PO Buider ID: 70613154457510
s POID 70613154502470
Motes:

temProductCode ltem Description Size Gty ToOrder ttemUnit QrigQ0OH OrigQuartComm OrigQO0 OrigQl ~
BEER. 60 0Z. DRAUGHT. KEITH'S. 0 EA 148 0 0 0

BLUE BEER. 355 ML. BOTTLE. LABATT'S BLUE. | 0 EA 141 4 0 0

COOR'S LIGHT BEER. 355 ML. BOTTLE. COOR'S LIGHT. | 0 EA 143 0 0 0

FAMNILIS RRNILISFE SPIRIT 107 FAMOLIS GROIISF ] Fa 160 n n n

From here, you can Auto-Order all items to the Max quantity that is noted in for each item in Item
Detail. If there are only some items you need ordered, you can scroll down the list and either click on
the green check mark under order to order the Max quantity to have on hand, or you can just type in
as many as you would like under “Order.”

WE)TE et PO Worksheet = J(a]lx]
POWorksheet | _Print Preview Worksheet )
- = = = . @ ~ 5] ==
* % % ®© © H o ||& & =
Clear  EditFiter ShowOnly  ShowOnly | AutoOrder Ui | |RefreshInventory || Print | PrintPreview | ViewPO
Needed Items Ordered Items | ALLItems Sa Counts etc Worksheet  Worksheet
Filter Options Printing 4| P.O.
Ttem Info Min - Max Current Qty's
~
CANADIAN. 0 (14| | o [0 | 0| o @ [ ® |
381 ] $2.0500 f EA 144 144 0.00
BEER. 355 ML. BOTTLE. COOR'S LIGHT, 0 [ 144 | 143 ! 0 | 0 1 0 1 ‘ @ ‘ [ *® ]
COOR'S LIGHT [ 341 ‘ [ $2.0500 [ EA 143 143 $0.00
o 14w 0 o o 1 [@‘[ T % [
341 [ | s2050 ’ EA 143 143 0.00
BEER. 355 ML. BOTTLE.HEINEKEN. 0 ‘ 144 | 141 l 0 | 0 | 0 3 ‘@‘ ® |
HEINEKEN [ 341 ‘ ‘ $2.0500 ‘ EA 141 141 $0.00
T T T == .
‘ Nothing | Order Total =~ $0.00 | 100% - { } ©) //‘

Once you have entered all your quantities of items that need to be ordered, click on “Update PO and
Save WorkSheet” at the top of the page and click on “View PO.” From the PO Detail Form, you can click
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on “Print Preview” and print the PO or save it as a PDF or email it right from the system. Just use the
“Export” tool to save the PO to your computer or email it to a vendor.

A FrmPurchaseOrderPrintPreview had
€ o | Print Preview
1 B Open B =2 Quick Print S [ Margins » "I" " | =1, Zoom Out 5 v I 0
I [y Orientation v | m 2l Zoom ¥ I
Print Scale Fin . P Export Close
| A save - & Size v i #, Zoom In E
|
L Dooment | Pint |  PageSetup
| -
H -
Pagzlofl

! Purchase Order

Vendor: NSLC POZ

Ship To: Dobzon Yacht Club m

600 Westmount Bd

Sydney, NS B1R 1A6
Notes:
Your Acct#:
[ FOB Point: Prepaid
Ship Via:

Ship Notes:

Product # Item Description Qty Unit Cost Per

(Optional Line Notes) Extension

Receiving Items from a PO
Once a purchase order has been made, it will need to be received. Click on “Receive Items” under
Purchasing and click on the green plus to make a new receiving record.

-

ol ===
1 of 1 l=||}l A ﬁ Clear | SHOWALL Update Worksheet ltems | Invoice
QVend]NSLC V| SearchPackingSlipNumber: Search ID:
Packing Slip Number: &  Physically Received By: @ Date Added: |2|:| 17 Tue Jun 13 02:15P |
Vendor: w 0 Checked By: 0 Added By User ID: ScotiaHaley
Date Received: 2017 Tue Jun 13 02:15P B~ | Carrier Received By: | 1 lastUpdated Date: |2.;. 17 Tue Jun 1302:15P |
Invoice ID: Receiving ID: 70613141521737 Last Updated By User ID:
Motes:
[ Finalized
POZ -
Order Info Receiving Info Misc Detail

PO# + PO Date Item ProductMu... ' Qty Ord Prev Re... Outstanding | Auto | QtyRecd B/O Cancelled? Added By Date Added
Item Description Itm Cost Actual Cost Per Actual Total 4 | Last Update By Last Updated Date

Add new Inv Recv

Use the drop-down field (not in the search bar) to select which vendor the shipment is coming from.
Click on “Update Worksheet Items”. You should now see all the purchase orders for that vendor below.
Go to the purchase order that you’re receiving items from and click the ellipsis button if you received
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what you ordered. If you did not receive what you ordered, you can type in the amount in the
cooresponding field. If the cost of the item was different from when you made the purchase order, you
can change that here too. If your back order is cancelled, just put a check in the check box.

Order Info Receiving Info
PO & PO Date Item Product Number Qty Ord Prev Re... Outstanding Auto | Qty Rec'd B0 Cancelled?
Item Description Itm Cost Actual Cost Per Actual Total -
r PO#E: 1001
~ PO#: 1007
1007 6/13/2017 MOLS0N 67 24 0 24 24
BEER. 355 ML, BOTTLE. MOLSON &7, 52,0500
1007 &/13/2017 CLAND 24 0 .o | I 24
BEER. 355 ML. BOTTLE. OLAND. 52.0500

Don’t forget to fill in all the required information above and put a check in the “Finalized” box if all the
items from the purchase order have been received. Don’t forget to click the blue save button when you
are finished modifying or creating the Receiving record.
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Accounts Payable
Adding Vendor Term Codes

A vendor term code is what terms you will pay the vendor on. Click on Term Codes under Accounts
Payable and fill in the required fields. If you receive a discount from the vendor if you pay within the
terms, you must apply a vendor discount G/L account to account for the discount on product. Simply
fill in the required fields and click on the blue save button on the top of the window.

-

a5 AP Terms Code Detail (Form APTCD) - Add new Ap Terms Code

RSN HCR ==

Due Days: |ED

Disc Percent: |'ID

Disc Days: |3D

1 of 1 4F X W ) Clear | sHOWALL LinkLabel1
QSearchDescriptiun: Search Terms Code ID:

Terms Code 1D: |m Disc GLAcct: Early Payment Discount taken fro... -

Description: | Net 60 Date Added: 2017 Tue Jun 13 04:10P |

Added By User ID: ScotiaHaley

Last Updated Date:

2017 Tue Jun 13 04:10P |

Last Updated By Lser ID:

Notes:

Add new Ap Terms Code

-

Adding Vendors

Start by clicking on Vendors under the Accounts Payable category in the Menu.

=- ;’-‘a.g:u:u:uunts Payable
. - Tems Codes

Click on the green plus sign to add a new vendor.
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. = =] x

P 4o Joto] b M |_-—|-_: [ | Clear | sHOWALL LirkLzbel1

QusearchName | ]| Search Vendor ID:
Name: [ | Win Order Dollars: | Date Added: [2017 Wed M=y 17 03:54F O |
Telephone: | | Payment Tems: | -] Added By User ID: [ |
Fax | | Credit Limit | | Last Updated Date: |2m7 Wed May 17 03:54P [Ehd |
Website: [ | Rev Account: |'FL5\SENAMETHISACIDUNT‘ v| Last Updated By User ID: |
Website Cred's | | Cost Account |COGS - Cost Of Good Soid “| VendorID [ |
Account: [ |
Motes: ~

Datefdded  AddedByUserlD  LasstlipdstedDate  LastlpdstedBylserlD  pkid  POMumber ~ PODate  Corfimed ShipTo  ShipVia  FOBFoint

eL____________________________________________________________________________________________]

LingNumber ttemID Gty Unitt CostPerUnit QtyRecsived Finalized =~ DateAdded AddedByUserlD LastUpdatedDate LastUpdatedByUserlD Notes GLCo:

< I |
Ready

Fill out the information required (fields with red exclamation points) and recommended (fields with
yellow exclamation points) for the vendor. The required fields must be filled out before the blue save
button appears (next to the red X at the top of the window).
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Accounts Receivable

Adding Customer Term Codes

To add a customer, you must first add a term code that your customers will be classified by for
payments on their account. Terms can be Cash, Net 30 Days, Net 60 Days, 30-60-90, etc. To add a term
code, click on “Term Codes” under Accounts Receivable in the menu. Click on the green plus.

o' A/R Terms Code Detail (Form TCD) - Add new Terms Code ||| S|
4 4|3 of 3 4k X o W) Clear | sHOwALL LinkLabel1
Q, searchDesc:
A/R Tems Code ID: l ]
Description: | 4]
Due Days: | o
Disc Days: | )
Disc Pct: | 43
|

Discourt GLAzcourt 1D:

Date Added: 2017 Tue Jul 11 05:03A
Added By User ID: ScotiaHaley
Last Updated Date: 2015 Sun Dec 13 07:22P

Last Updated By User (D

Motes:

Add new Terms Code

Fill in all the required fields. If no discount is given, type 0 in the Disc Days and Disc Pct (%) fields.
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4 4 3 of 3

Q SearchDesc:

a5 A/R Terms Code Detail (Form TCD) - Saved

A/R Tems Code |1D:
Description:

Due Days:

Disc Days:

Disc Pct:

Discount GLAccount 1D:
Date Added:

Added By User ID:

Last Updated Date:

-

Lo &)

Link | abel 1

agp X Clear | SHOWALL
[ Save Data |

INETS0 |
INET&0 |
(60 |
14 |
[15 |

|

|Earh_.' Payment Discounts Given

2017 Tue Jul 11 05054
ScotiaHaley

2017 Tue Jul 11 05054

Last Updated By User ID:  ScotiaHaley
Motes: |Balance must be paid in full within 60 days of purchase. 15% discount given if paid in
full within 14 days.
Saved

Once you have filled all the required fields, click on the blue save button at the top of the window.

Adding Customers

To add a customer or a business account, click on “Customers” under Accounts Receivable. Click on the
green plus and start filling in the required fields.
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@l Cust Detsil (Form CD) - Add new Cust [= =] =]
1 of 1 + A @ ﬁ Clear | SHOWALL Link | abel1
QSearch MName: Search Tel: Search Cust ID:
Name: [Jose Bauista | Contact Tel: [416-898-2367 |
Addr1: |1 Blue Jays Way | Contact Tel Mobile: |41 6-682-3739 | Date Added: 2017 Tue Jul 11 09:08A
Addr2: | | Contact Name: [Joss Bautista | Added By User ID: | ScotiaHaley
Ciy: [Tororto | Email Addr: [ioeybats@gmail com | Last Updated Date: 2017 Tue Jul 1105:08A
Prov Or State: Credi Limit: [$5.000.00 | Last Updated By:
Postal Code: Tems: NETS0 - Customer ID: |JOEY
Customer Type: | |
Bal. Owing: $0.00 Payment Notes:
Committed Bal:
Notes:
Date Type Amount Running Bal. Closed Due Date Tx# Terms Apply To Tx Mumber Motes
Add new Cust

This is where you will use the terms codes that you created as payment agreements. Some customers
may only pay cash up front, while other customers with large accounts may pay off their balance at the
end of every month. Once all the fields have been filled, click on the blue save button.

Customer Pricing Matrix [COMING SOON]
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Banking [DEFFERED]
Deposits [DEFERRED]
Statements [DEFERRED]
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Adding a New G/L Account

Adding new General Ledger accounts to assign records to is very simple. Simply click on GL Accounts
Detail under General Ledger in the menu and click on the green plus.

*

Add new GL Account

o= GL Account Detail (Form GAD) - Add new GL Account = =R ==
1 of 1 I{:l X ﬁ Clear | SHOWALL Link Label
QSearchName: Account®: Type: GL Account D:
Accourt Number: [ |@ Date Added: 2017 Mon Jun 13 1211P
Mame: | |H, Added By User ID: ScotiaHaley
Type: | |0 Last Updated Date: 2017 Mon Jun 19 12:10P
Last Updated By User ID:
GL Account |D: 70619121109313
Notes:
Tx Date Tx Type Tw Ref Amount Motes Memo phid Date Added | Added By User... Last Updated D... Last Updated By Use... GL Account IC

Fill in the required fields with accurate information. Use the information below to fill in the Account

Type field.

GL Account Types

1000+AS "Assets"

Last Updated: Tuesday, July 11, 2017

1100+CA
1110+BK
1120+UF
1123+UF

1126+UF

Cash & Cash Equiv's

Bank Account

Undeposited Funds
Undeposited Funds Mastercard

Undeposited Funds Visa
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1128+UF
1129+UF
1155+UF
1200+LQ
1210+LQ
1300+FX
1400+AR
1500+AD
1600+IV
1700+RL
1800+VH
1999+0T
2000+LI "Liabilities"
2100+AP
2150+GT
2200+LT
2222+GC
2999+0T
3000+EQ "Equity"
3100+RE
3200+SE
3300+GW
3999+0T

4000+IN "Income"

Last Updated: Tuesday, July 11, 2017

Undeposited Debit
Undeposited American Express
Undeposited Checks / Cheques
Liquid Assets

Life Insurance Cashout Value
Fixtures

Accounts Receivable
Adjustments

Inventory

Real Estate

Vehicles

OTHER ASSETS

Accounts Payable Short Term
GOVT. TAX LIABILITY

Long Term Liabilities

Gift Certificate Liability

OTHER LIABILITIES

Retained Earning
Shareholder Equity
Goodwill

OTHER EQUITY
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4100+RV Revenues

4200+FC Finance Charges
4300+VH Vehicles Mileage Income
4999+0T OTHER INCOME

6000+EX "Expenses"

6010+CG Cost Of Goods Sold

6200+EP Early Payment Discounts Given To Customers
6250+VD Early Payment Discounts taken from Vendor
6300+AD Adjustment Costs

6400+PR Promotions & Advertising Costs

6450+CH Charitable Contribution

6500+0H Overhead & Other Office Expenses
6600+VH Vehicle Expenses

6700+DP Depreciation Expense

6800+BK BANKING AND FINANCE EXPENSE

6850+PR PAYROLL EXPENSE

6999+0T OTHER EXPENSES

Once the fields have been filled in, click on the blue save. You may add as many accounts as you like,
just repeat the above instructions.

Account Mumber: | 1020 |
Name: |}-‘-.CCOL|NTS RECEIVABLE |
Type: AS+AR |
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Search the Chart of Accounts

Click on Chart of Accounts under General Ledger in the menu. You may add a G/L account here as well
following the same instructions from the “Adding a New G/L Account” section. If you would like to see
all of the accounts in your database, click on “SHOW ALL” at the top of the window.

o = [@][=]

.

n Coarrhhblamma:

SHOWALL LinkLabel1

Clear

CoarrhArranmthlinhan CoarchTimes CoarchDlid:

Here, you can see that all of the accounts are listed in numerical order by account number. If you
would like to narrow down your search, use the search fields at the top of the window.

15 Find GLAccount (Chart of Accounts List) (Form FGA) - Name (bank) search results.

= ECR c

1 os| b P oK Clear | SHOWALL LinkLabell
Q SearchMame: SearchAccountMumber: SearchType: SearchPkid:
AccourtMumber  Mame Type Motes DateAdded AddedByUserlD  LastUpdatedDate LastUpdatedByUs:

- LOAN PAYABLE-BANK LIsLT+BK |LIABILITY [8/24/2014 7:33 PM |davester 4/25/2017 12:36 PM | Scotiahaley
5170 INTEREST AND BANK CHARGES |EX+BK | EXPENSE |9/24/2014 8:57PM | davester 4/25/2017 1:33PM | Scotiahaley
1011 BANK OF MONTREAL AS+CA+BK |BANK  |4/20/2017222PM | Scolishaley |4/25/2017 11:14 AM | Scotiahaley
1012 BANKSPECIAL EVENTS AS+BK | ASSET |4/20/2017240PM | Scofishaley  |4/25/2017 11:14 AM | Sootiahaley
2001 BANK ADVANCES L+BK | LIABILITY |4/21/2017 1250 PM | Scotishaley | 4/25/2017 12:36 PM | Scotiahaley

Double click on the account number that you would like to see details for. In the Account Detail form,
you can see every change that was made to the account.

.

el [= = ]=]
1 of 1 dF X [ ) Clear | sHOWALL LinkLsbel1
QSearchName: Account#: Type: GL Account D:
Account Mumber: |522D | Date Added: 2017 Fi Apr 2101:40P
Name: [COST OF SALES-BEER | Added By User ID: Scotiahaley
Type: [Ex=CG | Last Updated Date: 2017 Wed Apr 26 07:224
Last Updated By User ID:  Scotiahaley
GL Account 1D: 70421134020392
Notes: |Expense
Tx Date TxT... TxRef Amo... Motes Memo pkid Date Ad... AddedByU... LastUpdated... LastUpdatedBy ... GL AccountID
3 5/2/2... ¥ EX+CG POSTx 7050210... 4.1000 Autogenerated from... 70502101... 5/2/2017 Darren 5/2{2017 Darren 704211340...
5/2/2017  EX+CG POSTx 7050210... 8.2000 Autogenerated from... 70502104... 5/2/2017 Darren 5/2f2017 Darren 704211340...
5/2/2017  EX+CG POSTx 7050210... 2.0500 Autogenerated from... 70502104... 5/22017 Darren 5/2{2017 Darren 704211340...
5/2/2017  EX+CG POSTx 7050210... &.1500 Autogenerated from... 70502104... 5/2/2017 Darren 5f2/2017 Darren 704211340...
5/2/2017  EX+CG POSTx 7050210... 4.1000 Autogenerated from... 70502104... 5/2/2017 Darren 5/2/2017 Darren 704211340...
5/2/2017  EX+CG POSTx 7050211... 2.0500 Autogenerated from... 70502110... 5/2/2017 Darren 5/2f2017 Darren 704211340...
5/2/2017  EX+CG POSTx 7050211... 6.1500 Autogenerated from... 70502112... 5/22017 ScotiaHaley 5/2{2017 ScotiaHaley 704211340...
5/2/2017  EX+CG POSTx 7050211... 2.0500 Autogenerated from... 70502112... 5/2/2017 ScotiaHaley 5f2/2017 ScotiaHaley 704211340...
5/2/2017  EX+CG POSTx 7050211... 4.1000 Autogenerated from... 70502113... 5/2/2017 ScotiaHaley 5/2/2017 ScotiaHaley 704211340...
5/2/2017  EX+CG POSTx 7050211... 2.0500 Autogenerated from.., 70502113... 5/22017 ScotiaHaley 5/2f2017 ScotiaHaley 704211340...
M7 F¥ .  DOCTw TNEN711 im 2 Anbnnanaratad fram TNENT113 T CratiaHalaw N7 CrntiaHalaws TNAT11 240
Ready
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Before you delete a G/L account, make sure there are no records attached to that account or that it is
not a required account. The user deleting accounts must have the authority to delete records.

For example, you may want to delete “Cost of Sales — Cigarettes” if you do not sell cigarettes anymore.
You would not want to delete the Accounts Receivable account because it is automatically attached to
every transaction.

G/L accounts can be deleted one of two ways:

1. From the Chart of Accounts window

When you open up the Chart of Accounts window, simply search and select the account that you
would like to delete. Click the red X at the top of the window. The account has now been deleted.

2. From the GL Account Detail window

Click on GL Accounts Detail in the menu and search for the account you want to delete.

Mame (cost of ) search results.

o2 GL Account Detail (Form GAD) - Mame (cost of ) search results, EI@
4 4 |5 of9 | b b gk X Clear | SHOWALL LinkLabel 1
QSearchName: Account#: GL Account ID:
Account Number: |5223 | Date Added: 2017 Fi Apr 21 01:42P
Name: |COSTOF SALESCIGARETTES | Added By User ID: Scotiahaley
Type: |EX—+CG | Last Updated Date: 2017 Wed Apr 26 07:22A
Last Updated By User ID: | Scotiahaley
GL Account |D: 7042113413739
Notes: |REVENUE
Tx Date TxT... | TxRef Amo... Notes Memo phid Date Ad... Added By Us... LastUpdated... LastUpdated By ... | GL Accountl

Once you found the correct account, click on the red X at the top of the window. The account has
been deleted. If you see records when you find the account you wish to delete, make sure the

account has been reconciled before you delete it.
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Payroll

Creating a User

To create a Scotia Enterprise Manager user for your business, follow the instructions in the next three
sections. Under Management, click on Users. Click on the green plus at the top of the window and start
filling in the required fields. Make sure the User ID and Employee ID are always the same.

= =

o= User Detail (Form UD]) - Add new User =n Eoh==
1 of 1 4k X [ | W) Clear | sHowaLL

QSearchName: Search User ID:
UserD:  |HaleyUser | Date Added: 2017 Mon Jun 19 03:34P |
Mame: |HE||E!'_.' Swayne | Added By User |D: ScotiaHaley
Password: | """" | Last Updated Date: 2017 Mon Jun 13 03:00P |
Last Login: 2017 Man Jun 15 03:00P | Last Updated By User [D:
Employee ID:  |EETSTIES | Menu tems Checklist ~ Crud Checklist
Motes:

Add new User

Click on the blue save button and click on Menu Items Checklist. This is where you, as a system
administrator, can decide what authorities each system user has. Go through the checklist and put a
checkmark in the boxes you would like the system user to have access to. You can use the Select All
button if you would like the new user to have access to everything.
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Menu Authorizations for user 'Haleyuser'  Status=0K

(Changes are automatically saved)
] Stats ~ Select Al

[ Users Select None

[] Sales Reps
Point of Sale....
Payment
[] Payment Types
PQOS Main
Reconcile POS Payments
POS FB...
[] Button Images
[] Conrfig Buttons
POS FB Main
[J Purchasing.... b
[] PO Builder !
[ Purchase Orders
[] Recsive tems
[ Vendor kem List h
Time Management.... |
Punch In
Activity
Punch Out
User...
Logout
Reports
[] Activity Report
[ Customer Report
ltems Sold Report . Ok

oK

Once you have finished with the menu items, click Ok.

Click on the CRUD Checklist from the User Detail form. This form of check boxes is how you can give
users authority to Create, Read, Update, and Delete records. Most system administrators have check
marks in all of the CRUD authority check boxes, while most system users just have access to create,
read, and update records, but do not have authority to delete records. To avoid spending time
checking all the boxes, you can just click Select All. If you would not like that user to have deleting
authority, click on Uncheck Deletes after clicking on Select All. You can also go through all the
permissions you may grant the system users and just select the permissions you wish to give. Click Ok
once you have selected the authorities you wish to grant.
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a5 CRUD permissions for user 'Haleyuser' - Status=0K | = || (=] ||&|
(Changes are automatically saved) Select Al
Activity Detail Create Read Update [] Delete
Select None

Activity Log Viewer Create Read Update [] Delete

Activity Repor Create Read Update [ ] Delete | poheck
Alias tem Detail Create Read Update [ ] Delete

AP_ Transaction Detail Create Read Update [ ] Delete

Ap Terms Code Detail Create Read Update [ ] Delete

Automated Task Detail Create Read Update ] Delete

Backup D B Create Read Update [] Delete

Bank Deposit Create Read Update [] Delete

Bank Statement Create Read Update [] Delete

Button Image List Create Read Update [ ] Delete

Catalog tem List Create Read Update [ ] Delete

Company Detail Create Read Update [ ] Delete

Corfig Buttons Create Read Update [] Delete

Cust Detail Create Read Update ] Delete

Employee Detail Create Read Update [] Delete

Find GL Account Create Read Update [] Delete

General Joumal Detail Create Read Update [ ] Delete

Gift Card Detail Create Read Update [] Delete

GL Accourt Detail Create Read Update [] Delete

GL Transaction Detail Create Read Update [ ] Delete

GL Transactions Create Read |pdate ] Delete

Inventory Adjustment Detail Create Read Update [] Delete

Inventory Locations Create Read Update [] Delete

ttem Detail Create Read Update [] Delete

e |ist 7 Frasta 7 Dazd A led=ta [ Paleta ¥ Ok

0K Dizzbled checkboxes are dus to your own login permissions

Creating an Employee
First you must create a user to create an employee. Please follow the above steps in the section
“Creating a User.”

Click on Employees under Payroll in the menu and click on the green plus. Fill in all the required fields.
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-

85 Employee Detail (Form ED) - Add new Employee EI@
, 1 of 1 [ b bl ok K () Clear | sHOWALL
QSearchName: Search Employee ID:

Name: | |0 Hourly Rate: I:IO Hidden
SIN: [ o Hidden Salary Rate: [ |O B Hdden

DOB: [2017 Tue Jun 20 ER
Gender: M Federal TD1: [11635 |
Address: ElFactor: [14 |
_ Provincial TD1: [a481 |
o ElExempt: [l
CPPExempt: O
Prov:
Employee ID: | (%]
Hire Date: 2017 Tue Jun 20 [~ | Date Added: |2C1? Tue Jun 20 02:53F |
Release Date: 2017 Tue Jun 20 B~ Added By User ID: | ScotiaHaley
ROECode: | | Last Updated Date:  [2017 Tue Jun 20 02:53F |
Job Description: | |° Last Updated By
Notes:

Add new Employee

Once all the appropriate fields have been filled in, click on the blue save. Make sure the Employee ID in
the Employee Detail form matches the Employee ID from the Users Detail form.

s

85 Employee Detail (Form ED) - All ltem records displayed EI@
4 417 o7 b bl |de X W |¥) Clear | sHowALL

Q SearchMame: Search Employee D:

Mame: |Test Bartender | Hourly Rate: Hidden
SIN: Hidden Salary Rate: ] Hidden

DOB: [1967 Tue May 18 EN
Gender: M ] Federal TD1: [11635.0000 |
Address: 368 Prince St. ElFactor: 14 |
gﬁ%n?L'zNS Provingial TD1: |E4E1 0000 |
ElExempt: O
CPPExempt: O
Prov:
Employes ID: [Test |
Hire Date: [2017 Tue Jun 13 G- | Date Added: 2017 Wed Apr 26 0Z:59P |
Release Date:  [2017 Tue Jun 20 B | Added By User ID:  ScofiaHaley
ROECode: | | Last Updated Date:  |2017 Wed Apr 26 02:55P |
|

Job Description: |Bartender Last Updated By ScotiaHaley

MNotes:

All ltem records displayed
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Creating a Sales Rep

First you must create an employee to create a sales rep. Please follow the above steps in the section
“Creating an Employee.”

Click on Sales Reps under Payroll in the menu and click on the green plus. Use the drop-down menu to
select the employee that you are making a sales rep. In the Name field, type how you would like the
employee’s name to appear on the receipts. In Sales Rep ID, type the Employee ID that was used in the
Employee and User Detail forms.

-

o-! Sales Rep Detail (Form SRD) - All ltem records displayed ===
4 47  of7 4k X W ) Cear | sHOWALL
QSearchName: Search Sales Rep |D:
Employee: Test Bartender - Sales Rep ID: Test
MName: |m Date Added: 2017 Wed Apr 26 02:55P
Sales PTD: 0.0000 Added By User ID: ScotiaHaley
Sales YTD:  0.0000 Last Updated Date: | 2017 Wed Apr 26 02:59P
Total Sales: (0.0000 Last Updated By: ScotiaHaley
Motes:

All ltem records displayed

Once all required fields are filled, click on the blue save.
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Time Management

Punch In
Before punching in, you must have a user account on the SEM database. To set this up, see the Payroll
section above. This is where your UserID and password is set up.

Click on “Punch In” in the Time Management section of the menu. Type in your UserID (if it is not
already automatically filled in for you) and type in your password. Click Punch In.

E FrmPunchin

UserlD | ScotiaHaley

Password ||||-|

If Punch In is successful, a new window will appear with the exact time your punch was recorded. Click
ok.

E FrrmPunchin

o Scotiahaley Punched in at July 10, 2017 10:02:43 AM

The Activity Log will appear. You must click on what activity you are currently working on or if you are
just punching in for your scheduled shift.
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Please document below what you are warking daing

Woarking Scheduled Shift

Clean up / sweep up customer area

Ary forms or supplies we are low on?

Some suggested late day before you go home kinda tems

Count Ending Cash & Check all paperwork is complete

Please tell me what buttons you want added ) Thanks... Dave p.s. The buttons are quickest, but
you can type anything you want in the box below and click save (or just press enter)

Activity Log
The Activity Log is used by management to track what their employees are working on throughout the

day. To record a new activity, click on “Activity” under Time Management in the menu.

The same Activity Log form appears that would appear when you punch in. You can record as many
activities as you would like throughout your shift. If there is not a button for the activity that you are
doing, you can simply type it in the field and click save.

Punch Out

To punch out, simply click on “Punch Out” under Time Management in the menu. A window will
appear where you will fill in the same UserID and password you used to punch in. You can punch out
for the day, punch out for lunch, or punch out for any other reason.
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UserlD | ScotiaHaley

Password |---u-

Punch out reason

(® Finished forthe day
() Going to lunch, will be back
() Cther

You can punch out for the day. If you choose this option, a window will appear asking when you are
returning for your next shift. When your punch out is successful, the program will automatically close
for you.

(®) Finished tor the day

Punching out far...

Finizhed for the day, will retum 9:00am|

You can punch out for lunch. If you choose this option, a window will appear asking when you are
returning to work. When your punch out is successful, the program will automatically make the Punch
In box appear so you don’t forget to punch in when you return.
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(_) Finished forthe day
(®) Going to lunch, will be back
() Other

|Euing to lunch, will retum at 1:00pm|

You can also punch out for any other reason. Just choose other and type your reason in the field that

pops up. When your punch out is successful, the Punch In box will appear so you don’t forget to punch
in when you return.

LR [ [ QR T L P L e [,

(®) Cther

Leaving for a doctors appointment, should be back around 11:30am| |
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Reporting

Exporting Data from Reports

To export data from any report in SEM, click on “Print Preview.”

=4

[E% Report Print Preview

Items Sold Report (ISR)

J

Today @ Expand All Groups
@ Collapse All Groups

# Clear Al Groups

This Week == siart| 2017 Thu Jun 01 04:008  + ‘ @ ‘

Print
Preview

This Hour  Last Week

Vesterday This Month End | 2017 Fri Jun 30 04:00A

Date,Time Fil 4| Print... 4

=

roup

Grouping Options

=

=

Group by
ByItem Category

4

% ¥

Edit Filters

Clear
Filters

Filters

b

Format

4 Misc

Receipt Full Page

Format

Item Category Code <
Item «

- Q
Item Description Tx Date Tx # Filed Per

Price

b : - Item Category Code: (SUM=19), (Line i 50)

+ Ttem: Beer. Alexander Keith's. Botte. (SUM=1), (Line Extension: SUM=%$3.00)
Beer. Alexander Keith's. Bottle. 2017 Jun 05 0L:0IP 1322 1
Ttem: Beer. Coors Light. Bottle. (SUM=1), (Line Extension: SUM=%3.75)

4

Beer. Coors Light. Bottle. 2017 Jun 28 12:48P 1323 1
Ttem: Beer. Labbat's Blue. Bottle. (SUM=1), (Line Extension: SUM=%3.00)

Beer, Labbat's Blue, Bottle,

4

2017 un 06 0L:01P 1322 1
Item: Beer. Olands. Bottle. (SUM=1), (Line Extension: SUM=%3.75)

4

Beer, Olands. Bottle, 2017 Jun 28 12:48P 1323 1

4

Bottle, Bacardi Breezer Strawberry, Cooler, 2017 un 06 0L:01P 1321 1
Item: Bottle. Clamato. Cooler. (SUM=2), (Line Extension: SUM=%10.50)

Bottle. Clamato. Cooler, 2017 Jun 06 10:55A 1318 1
Bottle, Clamato. Cooler. 2017 Jun 06 0L1:01P 1321 1
Ttem: Bottle. Mikes Hard Lime. Cooler. (SUM=2), (Line Extension: SUM=%10.50)
Bottle, Mikes Hard Lime. Codler. 2017 Jun 06 10:55A 1318 1
Bottle, Mikes Hard Lime, Cooler, 2017 Jun 06 10:55A 1318 1
Item: Bottle. Rev. Cooler. (SUM=1), (Line Extension: SUM=%5.25)

4

‘

Nothing |

3.00

3.75

3.00

375

Ttem: Bottle. Bacardi Breezer Strawberry. Cooler. (SUM=1), (Line Extension: SUM=%$5.25)

5.25

5.25
5.25

5.25
5.25

| 100% (=) {

N

ToolStripStatusLabel1

Click on “Export” and choose if you would like to export the report or email the report.

ad

[E=

Report Print Preview

Items Sold Report (ISR)

[I
g

[l Margins
[E Orientation v
10 sSize

B Open B = Quick Print -

F options
Print
Parameters

=

Header Foater Find

M save Scale

Document Print Page Setup a

é 80

Thumbnails

Bookmarks

==
[—1
L

Editin,

Fields

4

g First
Page

Navigation

4 Previous Page
P Mext Page
Pl Last Page

L3
¥ M UF‘

Many Pages
=} -

Zoom

=, Zoom Out

Zoom ¥

&, Zoom In

* -

B

Export

==
Q
Close

Page... Close

XXXXXXXX Report Created:July 10, 2017

m

Export  E-Mail

Ttem Description ‘ Tx Date T #

QtyFlIla‘]‘ Price Per

Item Categary Code: (SUM=19), (Line Extension: SUM=§860.50)

‘Itam: Beer. Alexander Keith's. Bottle. (SUM=1), (Line Extension: SUM=%3.00)

|Beer.A|mnder Keith's. Bottle. ‘2[I17Jun 06 01:01P |1322

‘Itam: Beer. Coors Light. Bottle.(SUM=1), (Line Bxdension: SUM=§3.75)

|Eeer. Coors Light. Botte. ‘2[I17Jun 28 12:48P |1323

‘Itam: Beer. Labbat's Blue. Bottle. (SUM=1), (Line Bxtension: SUM=53.00)

|Eeer.Lahhat‘s Blue. Botte. ‘2[I17Jun 06 01:01P |1322

‘Itam: Beer. 0lands. Bottle. (SUM=1), (Line Extension: SUM=%3.75)

|Beer.0|ands.Enttle. ‘2[I17Jun 28 12:48P |1323

‘Item: Bottle. Bacardi Breezer Strawberry. Cooler. (SUM=1), (Line Bxtension: SUM=4$5.25)

|Entt|a. Bacardi Breezer Strawberry. Cooler. ‘ZEID Jun 06 01:01P |1321

5.25

‘Item: Bottle. Clamato. Cooler.(SUM=2), (Line Bxtension: SUM=§10.50)

|Bntt|a.clamam.mo\a. ‘2[I17Jun 05 10:554 |131a

5.25

|Bottle. Clamate. Cooler 2017 Jun 05 0L:0P [1321

5.25

[ltem: Bottle. Mikes Hard Lime. Cooler. (SUM=2), (Line Extension: SUM=$10.50)

|Bottle. Mikes Hard Lime. Cooler 2017 Jun 06 10:554 1318

5.25

[Bottle. Mikes Hard Lime. Cocler. 2017 Jun 06 10:558 [1318

5.25

‘Itam: Bottle. Rev. Coaler. (SUM=1), [Line Extension: SUM=§5.25)

|Bott|e.Rev.Coo\a'. 2017 Jun 06 01:01P

1321

5.25

e Al e o fo il el CEll Lol Friiaa % flien Fidammiem. iR Aar ARt

Page 1of 1

To~ As™

b

Export

[ O {} @

ToolStripStatuslabel1
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If you would like to simply export the report, click on “Export to” and choose which type of file you
would like to save the report as.

- pQ
Export Close
@ -
Close £
| a
@@
________ Export | E-Mail
To™ As T
| [ PDF File

_J Adobe Portable Document Format

[@ HTHML File

Web Page

@ MHT File
Single File Web Page

RTF File
I Rich Text Format

JTIG] XLS File
L Microsoft Excel 2000-2003 Workbook

XLSX File
Microsoft Excel 2007 Workbook

CSV File

L Comma-Separated Values Text
Text File

LI Plain Text

Image File
|1 BMP, GIF, JPEG, PNG, TIFF, EMF, WMF

Configure how you would like the document to be saved.
I I

__| XLS Export Options [ x|
|| Export mode: Single file R
_ Page range:
" | Sheet name: Sheet

Text export mode: | Value -

| [] show grid lines
I E Export hyperlinks
[] Raw data mode
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Save the document to the folder you would like the report to be exported to and type the name of
your document in the File Name field. The Save As window automatically selects the Save as Type of
document you choose based on how you said you wanted it exported in SEM Print Preview.

_ SaveAs X
| & v P @ » ThisPC » Documents v O Search Documents 2
Organize * MNew folder j=z - ®
Haley's Version ¢ ™ MName - Date modified Type Size

Manual Screenst

Customn Office Templates File folder

ScotiaSoftware.r Outlook Files File folder
SQL Server Management Studio File folder

Visual Studic 2010

%3 Dropbox
= File folder

f@ OneDrive
[ This PC
[ Desktop
@ Documents
‘ Downloads l
J! Music i
&= Pictures

B Videns A

File name: | [0

Save as type: | XL5 Document (*xls) ||

» Hide Folders Cancel

If you would like to send the document as an email, select Email As. Under Email As, select the type of
document you would like to send the report as. Follow the same steps as you would to Export the
document. Once you save the document, a new email with the document attached will appear. Simply
fill in the email address with any note you would like to attach and hit “Send.”

June2017-ltems Sold - Message (Plain Text)

Insert Options Format Text Review Q Tell me what you want to do
sl Cut a2l a& i +  |* Follow Up -
0 ga c ! V@ == 1 i
Copy i ! High Importance
Paste . B I U Address Check Attach Attach Signature F
- Format Painter Book Mames Filew ltem~ - ¥ Low Importance
Clipboard (] Basic Text MNames Include Tags ] -
To.. sales @ScotiaSoftware.net
=1
[of 38 haley @scotiasoftware.com
Send

Subject June2017-ltems Sold

=tk temsSoldReport-lune207.xls
Attached 19 KB

Hi there,
Here is the report for item's sold at this location last month. Please order accordingly.
Thanks,

Haley
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Customizing Reports

Reports can be grouped and sorted almost any way you wish if you know how to use the advanced
tools. Every report window looks almost identical with many of the same functions. If you can figure
out how to customize one report, you can customize any report!

Our reports are normally set up to the most basic standards that everyone can read and understand.
They can be changed though.

e Specifying a Time Period — Use the buttons to specify a recent day or a recent month. Use the
start and end calendars to specify a certain number minutes, hours, days, weeks, months, or
years.

i WA
Today — ThisWeek == g1t 2017 Mon Jul 10 04:004 -~
This Hour  Last Week

=]
Yesterday This Month [z End | 2017 Tue Jul 11 04:00A

e Print Preview — Use these buttons to print OR export your reports. See details in the Exporting
Data from Reports section for more info.

B
5 =
Print Print
Prewview

e Grouping Options — Use the expand and collapse buttons to see more or less information for
each group. Use the “Group by ...” buttons to group by a popular filter.
(g9 Expand All Groups [ |
[ [

Group  Group by
#% Clear All Groups By Item Category

i) Collapse All Groups

e Adding a new column — Hover on the line between two columns until you see a double headed
arrow. Right click and select “Column Chooser.” Search through the various columns you can
add and when you have found the column you are looking for, simply drag and drop into the
spot where you would like that column to be.
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Item Category Code «
Item &

Item Description Tx Date TAdded ByHserD

» + Item Category Code: (SUM=18), (Line Extension: SUM=%860.50) 4@

Customization x

Added By User ID
Billed On Cust Tx ID
Company ID
Contact Mame
Contact Tel

Cost Per

CustID

e Using the Filter — This little filter button can be seen when hovering over a column title. Use the
small filter to select one or a few of the options to sort by. For example, in the Reconcile POS
Payments report, if you only want to see credit card payments, only click on MC and Visa. If you
need to see how many pairs of shoes you sold last month, select shoes under item category in
the Items Sold Report.

Payment Type « T

Payment Date

» i = Payment Type: CASH

Payment Type =« T

|
Values Text Filters
Payment Date [rar
N T ...... P ament'l ........
R Y ................... 2 pe
2017-06-06| . f0&L
(all)
2017-06-08 CAH &
2017-05-06 DEEIT nat
2017-06-06 MC [[=TH
* Payment T VISA
2017-06-08 [A]=TH
 Payment T
2017-06-06 I[STH
2017-06-06 [=TH
2017-06-08 Close &
+ Payment T, e
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e Other sorting tools — Drag and drop any column out to remove it from the report. Drag and
drop any column to the master sorting area (see below).

Before
TESTEraay <LUaysAgo —
F'.EgisH}]D -
Payment Type «
Payment Date Register ID T CustID
2 +  Payment Type: CASH (SUM=355.2)
* Payment Type: DEBIT (SUM=-57.5)
* Payment Type: MC (SUM=250)
¢ Payment Type: VISA (SUM=251.88)
After
Register ID «
Payment Type
Payment Date CustID POS Trans:

+ Register ID: CLC6700K (SUM=B8.63)
¢+ Payment Type: VISA (SUM=8.63)

» | ~ Register ID: MICRODEMO (SUM=750.95)
¢+ Payment Type: CASH (SUM=355.2)
¢+ Payment Type: DEBIT (SUM=-57.5)
¢ Payment Type: MC (SUM=250)

r Payment Type: VISA (SUM=243.25)

Custom Dashboard Creation [COMING SOON]

Activity Report
The Activity Report is an important report for management that uses the Time Management function.

This report shows the times and dates when staff punch in, punch out, and record activities. This
report, along with every other report you see in SEM, can be exported to many other formats and to
email. See Exporting Data from Reports above to learn how to do this.

To access the Activity Report, click on “Activity Report” under Reports in the menu.

Last Updated: Tuesday, July 11, 2017 Page 82 of 89



SCOTIA SOFTWARE USER’S MANUAL

"= Activity Report (Form ACTR)
‘ s ” Report | Print Preview
Today This Week start| 2017 Mon 10l 1004008~ Q u] @) Expand All Groups [ \% \?
This Hour  Last Week &) Collapse All Groups : — I
. End | 2017 Tue Jul 1104:004 - Print Print Group Clear  EditFilters Filter
Yesterday This Month Preview ¥ Clear All Groups By User | Filters Time: Clock
Fill by Date i Printing 4 Grouping Options 4 Filters (2
User Name «
Sub - Pc Record | Record
Date Added Type Type Description Name D Desc Motes
i+ UserName:
b User Name: ScotiaDave
+ User Name: ScotiaHaley
b User Name: Scotialoe
Mothing | | 100% — L S
ToolStripStatusLabel1

Here, you will see all your employee’s UserlIDs. Click on “Filter Time Clock” and then “Expand All
Groups.” This is where you will see every user’s punch in, punch out, log in, log out, and activity.

=R Activity Report (Form ACTR) I ES
‘ [lEl= ” Report ‘ Print Preview
Today This Week Smrtm @ ng @:Sl Expand All Groups % \'% \?
This Hour  Last Week - - @ Collapse All Groups ) )
I‘(Esherday | This Month Endy 2017 Tue ki 1104004 ~ prperLTEtw Frint # Clear Al Groups B‘i‘r:l:gr fnls:r; EdieFiters n,-:ellha:,d(
Fill by Date i Printing 4 Grouping Options i Filters i (e
User Mame
Date Added Type NES Description pe Record Recard Motes
Type Name jin] Desc
+ User Name: ScotiaDave -
2017 Mon Jul 10 01:45p 200 0 Exit Application 17-2600 MDIMain_FormClosed
2017 Mon Jul 10 D1:45p 100 5 Punch Out 17-2600 UserName=5cotisDave Reason=Finished for the day, will return tomarrow
2017 Mon Jul 10 01:45P 100 0 Invalid User Name 17-2600 ScotiaDave pw=
2017 Mon Jul 10 01:45P 0 9 Activity userlD=5cotia... I7-2600 Count starting cash
2017 Mon Jul 10 01:45P 101 5 PunchIn 17-2600 UserName=5cotiaDave
2017 Mon Jul 10 01:45p 0 9 Activity userlD=Scotia... 17-2600 Going to lunch now, will punch out
2017 Mon Jul 10 01:45P 0 9 Activity userlD=5Scotia... I7-2600 Clean up / sweep up customer reception area
2017 Mon Jul 10 01:44P 0 9 Activity userlD=Scotia... 17-2600 Count starting cash, Working scheduled shift
2017 Mon Jul 10 01:44P 101 5 PunchIn 17-2600 UserName=5cotiaDave
2017 Mon Jul 10 D1:44p 101 1 Login Success 17-2600 ScotiaDave
+ User Name: ScotiaHaley
2017 Mon Jul 10 01:47P 0 9 Activity userlD=Scotia... 17-2600 Working scheduled shift
2017 Mon Jul 10 01:47P 101 1 Login Success 17-2600 ScotiaHaley
2017 Mon Jul 10 D1:44p 100 1 Logout 17-2600 ModellserLogout ScotiaHaley
2017 Mon Jul 10 11:22A 0 9 Activity userlD=5cotia,.. 17-2600 Going to lunch now, will punch out
2017 Mon Jul 10 11:224 0 9 Activity userlD=Scotia... 17-2600 Follow up with customers
2017 Mon Jul 10 11:224 0 9 Activity userlD=5cotia... I7-2600 Count starting cash .
Mothing | | 100% - 4] &
ToolStripStatusLabell

Follow the instructions in the Exporting Data from Reports section to export this report.
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Customer Report
The Customer Report is used to track all of your business’s customers and see which customers are
owing money. Click on “Customer Report” under Reports in the menu.

o = frmReportTemplate - || o] x
V Report Print Preview
E _:—‘ ey | @ Expand All Groups lﬂru % “\{ .?\G
= |i‘g L:'J &) Collapse All Groups L L
Fill All Print Print Group By Clear  Edit Filters Filter
Preview # Remove AllGroups  Terms Code | Filters Balance Owing
&
Name ﬁ;ﬁ?it gi‘\:?:gce (B:ggm:i?ed Terms  CustType  ContactTel ﬁﬂgﬁdﬁl Contact Mame | Payment Motes | Motes Email Addr
» (502 Advertisng 0 $0.00 N30
Baob Pelley g0 $161.00 N30
Cash Customer S0 $622.01 $345.00 CASH A 905-487-6513 Cash Customer
Colin Customer s0 -$507.73 $0.00 CASH B 902-270-3334
Dave Connors g0 £0.00 £0.00 M30
Joey Bats §1,000 $0.00 S0.00 M30 B 413-526-8795 joeybats 19@gmail.com
Josh Donaldson €1,000 £328.50 £0.00 N30 413-857-5156 bringerafrain @hotmail.com
John Gibbons §1,000 $0.00 $0.00 N30 413-695-7315 GibbyFromThes@bluejays.com
Joe Menchefski S0 £0.00 N30
Joe White &0 $4.31 50.00 CASH 902-562-7500
Lottery Sales &0 £920.00 CASH
Member 1202 s0 $0.00 CASH
Member 1720 g0 $0.00 CASH
Merrill Carmichael s0 $317.50 §373.75 N30 902-562-1111
Wendy Wedding &0 £0.00 N30 C
Nothing 100% y

Customers with red spots next to their name are either owing cash or have items committed to them.
Customers with green spots next to their name have no balance owing on their account.

You can also sort customers by grouping them by their Terms Code, which is assigned in the Customer
Detail form.
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= frmReportTemplate (==
‘ V ” Report ‘ Print Preview
@ d;,h @l Expand All Groups E % Q?
@ Collapse All Groups L
Fill all Print Frint Group By Clear  Edit Filters Filter
Preview # Remove Al Groups  Terms Code | Filters Balance Owing
Fll Printing i GroupingOptions i Filters i i
Terms &
Mame E:ttj‘t gﬂ?:gm g:g:!;hed Cust Type Contact Tel ;‘:;Ed el Contact Name Payment Notes Motes Email Addr

» | - Terms: CASH
Cash Customer 50 £622.01 £345.00 A 905-487-6513 Cash Customer
Colin Customer 0 -§507.73 $0.00 B 902-270-3334
Toe White €0 $4.31 $0.00 902-562-7900
Lottery Sales 0 £920.00
Member 1202 50 $0.00
Member 1720 40 £0.00

~ Terms: N30

902 Advertising 50 £0.00
Bob Pelley 0 5$161.00
Dave Connors 0 £0.00 £0.00
Joey Bats £1,000 £0.00 £0.00 B 413-526-8795 joeybats 19@gmail. com
Josh Donaldson £1,000 $328.50 £0.00 413-857-5156 bringerofrain@hotmail.com
John Gibbons £1,000 £0.00 £0.00 413-695-7315 GibbyFromThe6 @bluejays.com
Joe Menchefski 0 £0.00
Merrill Carmichael 50 £317.50 £373.75 902-562-1111
Wendy Wedding 40 £0.00 C

Nothing | | 100% - G

Follow the instructions in the Exporting Data from Reports section to export this report.

Items Sold Report
*The Items Sold Report is NOT a report of Sales or Revenue. It is a report that shows how many items
of each were sold or returned in a specified period of time.*

Click on “Items Sold Report” under Reports in the menu. You can use the buttons in the toolbar at the
top of the report to customize how you would like to see the report.

FE Ttems Sold Report (ISR)

(@) Expand All Groups % % \% \? DHQ

(&) Collapse All Groups

| [E= ” Reportl Print Preview

) J n
Taday [iciresk Start| 2017 Thu Jun 0104008 = @
This Hour  Last Week

) End | 2017 Fri Jun 30 04:008  ~ Print Group Groupby | Clear EditFilters | Receipt Full Page
Yesterday This Month = Preview | & Clear All Groups Byltem Category | Filters Format  Format
Date/Time Fil 4| Print... 4 Grouping Options 4 Filters 4 Misc ]
Item <
Qty Price
Item Description Tx Date Item Category Code Tx # L fer
» i + Item: Beer. Keith's. Bottle. (SUM=1), (Line ion: SUM=%3.00)

Ttem: Beer. Coors Light. Bottle. (SUM=1), (Line Extension: SUM=$3.75)
Ttem: Beer. Labbat's Blue. Bottle. (SUM=1), (Line Extension: SUM=$3.00)
Item: Beer. Olands. Bottle. (SUM=1), (Line Extension: SUM=53.75)

Item: Bottle. Bacardi Breezer Strawberry. Cooler. (SUM=1), (Line Extension: SUM=55.25)

Item: Bottle. Clamato. Cooler. (SUM=2), (Line Extension: SUM=%$10.50)

Item: Bottle. Mikes Hard Lime. Cooler. (SUM=2), (Line Extension: SUM=%10.50)

Ttem: Bottle. Rev. Cooler. (SUM=1), (Line Extension: SUM=55.25)

Ttem: Cleaning fee for the rental of the hall. (SUM=1), (Line Extension: SUM=$45.00)

Item: Draught. Black Angus. 8 oz. (SUM=1), (Line Extension: SUM=%3.00)

Item: Fee for event managers to bring their own wine. (SUM=1), (Line Extension: SUM=5%50.00)
Item: Hall rental by the hour. Single hour unit. (SUM=2), (Line Extension: SUM=5%100.00)

Item: Insurance for events with 350 or more guests. (SUM=1), (Line Extension: SUM=%110.00)
Item: Payment on Account (SUM=1), (Line Extension: SUM=%500.00)

. Vodka. 1 oz shot. (SUM=1), (Line Extension: SUM=%3.75)

. Whiskey. 1 oz shot. (SUM=1), (Line Extension: SUM=%3.75)

Ttem: Spiri

Item: Spiril
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POS Transactions List

The POS Transaction List is a report used to determine where errors may have occurred if there is a
discrepancy between actual cash and cash recorded in the POS. Here you can see what a transaction’s
balance was and how much was paid toward that balance. Click on “POS Transactions List” under
Reports in the menu.

Enter the dates and times you would like the report to cover. Transactions that have no payments
applied or payments applied that are less than the transaction balance will be highlighted red. We will
walk through the example of the Doc #1594 (highlighted yellow) and how to fix that transaction.

If you normally use POS F&B, open POS F&B and go to the Search Transactions Tab. Use the drop-down

menu to search the transaction that you need to adjust.
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= - POS Transaction List (Form PTL) - | 3] x
V Report Print Preview
Start 2017Mon Jul 10 10:154 |§g| LSJ % ? @ Spend Al Geos
End - Print Print Clear  Edit Filters @ Colpse Al
Preview Filters # Clear All Groups
il &
Tx Stage
Cust ID Tx Date Doc # SubTotal Tax1 Total Payments Total Sls Rep ID Terms Code Motes Spedial Instructions Register 1D

3 +~ Tx Stage: Invoice (Transaction Count:18), (Sales Total=2,209.52), (Tax1: Total=331.43), (Tax2: Total=0.00), (Totak Total=2,540.95)
CASH 2017 Tue Jul 11 10:... 1583 15.65 2.35 18.00 18.00 ScotiaHaley CASH Register3
CASH 2017 Tue Jul 11 10:... 1534 47.80 7.17 54.97 54.97 ScotiaHaley CASH Register3
CASH 2017 Tue Jul 11 10:... 1585 29.13 4,37 33.50 33.50 ScotiaHaley CASH Register3
CASH 2017 Tue Jul 11 10:... 1586 4.78 0.72 5.50 5.50 ScotiaHaley CASH Register3
CASH 2017 Tue Jul 11 10:... 1587 19.12 2.87 21.99 21.99 ScotiaHaley CASH Reqister3
CASH 2017 Tue Jul 11 10:... 1588 9.58 1.43 10,99 10.99 ScotiaHaley CASH Register3
CASH 2017 Tue Jul 11 10:... 1589 14.34 2,15 16.49 16.49 ScotiaHaley CASH Register3
CASH 2017 Tue Jul 11 10:... 1550 28.68 4,30 32.98 32,98 ScotiaHaley CASH Register3
CASH 2017 Tue Jul 11 10:... 1591 634.78 95.22 730.00 730.00 ScotiaHaley CASH Register3
CASH 2017 Tue Jul 11 10:... 1592 325.00 43.75 373.75 373.75 ScotiaHaley CASH Register3
CASH 2017 Tue Jul 11 10:,,. 1593 505.00 75,73 580,75 580,75 ScotiaHaley CASH Register3
CASH 2017 Tue Jul 11 10:... 1594 184.75 27.71 212,46 0.00 ScotiaHaley CASH Register3
CASH 2017 Tue Jul 11 10:... 1595 304.00 45.60 349.60 349.60 ScotiaHaley CASH Register3
CASH 2017 Tue Jul 11 10:... 1598 27.38 4,11 31.50 31.50 ScotiaHaley CASH Register3
CASH 2017 Tue Jul 11 10:... 1597 19.12 2.87 21.99 21.99 ScotiaHaley CASH Register3
CASH 2017 Tue Jul 11 10:... 1598 13.47 202 15.49 15.49 ScotiaHaley CASH Register3
CASH 2017 Tue Jul 11 10:... 1599 7.83 1.17 9.00 0.00 ScotiaHaley CASH Register3
CASH 2017 Tue Jul 11 10:... 1600 19.12 .87 21.99 15.00 ScotiaHaley CASH Reqgister3

Nothing 100% Y
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- = e
POs More Search Transactions Misc Repons
Transaction # - <—only recent are shown
1 [ A
Tx Date - S“mE Total § TxNumber | Tx ID By
DRINKS - Ttem Details for this sale
2017 Jul 11 10:14A I $21.99 1600 70711101452468  ScotiaHaley 6
2017 Jul 11 10:14A I $9.00 1599 70711101441433  ScotiaHaley
2017 Jul 11 10:14A $15.49 1598 70711101433455  ScotiaHaley et

2017 Jul 11 10:14A
2017 Jul 11 10:14A
2017 Jul 11 10:14A
2017 Jul 11 10:13A

$21.99 1597  70711101429463 ScotiaHaley
$31.50 1596  70711101424471 ScotiaHaley
$349.60 1595 7071110141645 ScotiaHaley
§212.46 1504 7071110135845 _ScotiaHaley |

=t e

; 2017 Jul 11 10:13A $580.75 1593 70711101350414  ScotiaHaley o
= 2017 Jul 11 10:13A $373.75 1592 70711101346416  ScotiaHaley 7
2017 Jul 11 10:13A $730.00 1591 70711101338440 ScotiaHaley
2017 Tl 11 10124 ¢27 a8 1500 INT1110120R445  SratiaHaley T~

Transaction Totals

A
i

Internal Sale Notes

Item Description Price Per Qty LineExtension
» ©| DAILY LAND STORAGE 4.75 1
PER LIFT 180.00 1

Funds Required 212.46

Tender 21246

@(‘mcel ‘ @Paids.mcmﬁiy ‘

[J Receipt is required

If you are using POS Main, open POS Main and use the Search Recent drop-down to search the
transaction.
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5./ POS Main (Form POS) - Ready =N =R =<
0 |ofo d= Clear | SHOWALL Payment (F12) || (& Receipt ] Laser print | Full Screen
Q SearchCust: - Search Recent: ~  <--(This drop down is filtered to top 3000 records) | Search Tx# Search Tx ID:
POS  Moreinfo Find
T Date: |251 7 Tue Jul 11 10:33A
pkid Contact Name | Tx Date Tx Mumber  TireTechID  Model Year  Make And Model D Plate Mumber  SlsRep  Tx Stage | Contact Tel
Tx Stage: | Credit Memo
70711101452468 2017-07-11 1600 I
T Number:
70711101441433 2017-07-11 1599 I
Sls Rep: 7071101433455 017-07-11 1598 I
70711101429463 2017-07-11 1597 I
L . ) 70711101424471 2017-07-11 1596 I
Q Search existing iters (Ctrl-Space) Delete current if
70711101416455 2017-07-11 1595 I
»  70711101358455 2017-07-11 1594 I
70711101350414 2017-07-11 1593 I
70711101346416 2017-07-11 1592 I
0711101338440 2017-07-11 1591 I
70711101325445 2017-07-11 1590 I
70711101323433 2017-07-11 1589 I
70711101317406 2017-07-11 1588 I
Clear
x

Once you have found the correct transaction, select it and click on Payments at the top of the window.
Click on the green plus sign in the payments window and finish the payment to balance the
transaction. Click on the blue save once you have put in all the information.

W& POS Payment Detail (Form PPD 05 Payment had — O

]
{ 1 of 1 + p.s @ ﬁ Clear | SHOWALL -Eip Save and Print Payment Receipt | GLTxs t
1

Search POS Payment ID: ‘
2 v
| Payment Date Time: (2017 Tue Jul 1110:34A @~ | Date Added: 2017 Tue Jul 11 10:34A i
H
{  Customer: Cash Custome Added By User ID: ScotiaHale n
! POSPay Type ID: American Express Last Updated Date: 2017 Tue Jul 1110:224
! Cash I
1 Debit Card Last Updated By User ID: 1
| Mastercard | 4
1 Visa POS Payment |D: 707111
i POS Transaction 1D: 70 |
1 E
t  |Amount Paid: |212.4E | ] Cust Transaction |D:
| Account Balance Information: Notes: :':
| Invoiced Balance: $1.165.25
| Committed Balance: 95.69
| Total Balance: 1.260.94 _
H This Payment 212 46 1
| New Balance 1.048.48
t
{ Customer Transaction History - Excludes non invoiced ti ctions (Orders and Layaways)
|
] MNet Bal Running =  Applyto Tx Terms Tx Due Flate
| Type Amt, Change Bal. Tx Date Doc# Docs Code D Date # Closed  Motes
H Invoice §21.99 §21.99 2017-07-11 1597 1587 CASH 2017-07-11 =
| Payment §21.99 -%21.99 2017-07-11 1597 1587 CASH 2017-07-11 AutoGen from POSFB Pay...
i Invoice §15.49 §15.49 2017-07-11 1598 15958 CASH 2017-07-11
| Payment §15.49 -515.49 2017-07-11 1598 15958 CASH 2017-07-11 AutoGen from POSFEB Pay...
| Invoice £9.00 £9.00 2017-07-11 1599 1599 CASH 2017-07-11
i
| Invoice §21.99 §21.99 2017-07-11 1600 1600 CASH 2017-07-11
1 Payment §15.00 -%515.00 2017-07-11 1600 1600 CASH 2017-07-11 AutoGen from POSFEB Pay...
; Payment 521245 -%$212.46 2017-07-11 1594 1594 CASH 2017-07-11 AutoGen from POSFEB Pay...
| * [Editvalue i... H
1
)
1

Add new POS Payment
- —

Once you have made your payments in whichever POS interface you are using, go back to the POS
Transactions List and see that the payments applied to that transaction fix the cash discrepancy.
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-

o || Report | Print Preview

POS Transaction List (Form PTL)

Start| 2017 Mon Jul 10 10:154  ~

q=2 % Y

@ Expand All Groups
@ Collapse All

End - Print Print Clear  Edit Filters
Preview Filters # Clear All Groups
Date,Time Fill 4| Printing Options 4 Filtering a Grouping 4]
Tx Stage -
CustID Tx Date Doc # SubTotal Tax1 Total Payments Total Sls Rep ID Terms Code Motes

+ Tx Stage: Invoice (Transaction Count:18), (Sales Total=2,209.52), (Tax1: Total=331.43), (Tax2: Total=0.00), (Totak Total=2,540.95)

CASH 2017 Tue Jul 11 10:... 1583 15.85 2.35 18.00 18.00 ScotiaHaley CASH
CASH 2017 Tue Jul 11 10:... 1534 47.80 717 54.97 54,97 ScotiaHaley CASH
CASH 2017 Tue Jul 11 10:.,, 1585 29.13 4.37 33.50 33.50 ScotiaHaley CASH
CASH 2017 Tue Jul 11 10:... 1586 4.73 0.72 5.50 5.50 ScotiaHaley CASH
CASH 2017 Tue Jul 11 10:... 1587 18.12 287 21.99 21,99 ScotiaHaley CASH
CASH 2017 Tue Jul 11 10:... 1588 9.56 143 10,99 10,99 ScotiaHaley CASH
CASH 2017 Tue Jul 11 10:... 1589 14.34 215 16.49 16,48 ScotiaHaley CASH
CASH 2017 Tue Jul 11 10:.,, 1530 28.68 4.30 32.98 32,98 ScotiaHaley CASH
CASH 2017 Tue Jul 11 10:... 1591 034.78 95,22 730.00 730.00 ScotiaHaley CASH
CASH 2017 Tue Jul 11 10:... 1532 325.00 48.75 373.75 373.75 ScotiaHaley CASH
CASH 2017 Tue Jul 11 10:.., 1593 505.00 75.75 580.75 580,75 ScotiaHaley CASH
CASH 2017 Tue Jul 11 10:... 1534 184.75 2271 212,46 212,46 ScotiaHaley CASH
CASH 2017 Tue Jul 11 10:.,, 1535 304.00 45.60 349.60 349,60 ScotiaHaley CASH
CASH 2017 Tue Jul 11 10:... 1536 27.39 411 31.50 31.50 ScotiaHaley CASH
CASH 2017 Tue Jul 11 10:... 1597 18.12 287 21.99 21,99 ScotiaHaley CASH
CASH 2017 Tue Jul 11 10: 1598 13.47 202 15.49 15,49 ScotiaHaley CASH
CASH 2017 Tue Jul 11 10: 1599 7.83 1.17 9.00 0.00 ScotiaHaley CASH
CASH 2017 Tue Jul 11 10:.,. 1600 18.12 2.87 21.99 15.00 ScotiaHaley CASH
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