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HOME SCREEN

To access your point of sale system, double click the POS icon located on your computer’s desktop.

Once, the system has fully loaded you will arrive at the initial start up screen. This is the main menu or
home screen of your point of sale system. From here you can navigate to anywhere within the system
by selecting any of the multiple icons that are displayed.
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MAIN MENU

On the far right side of the screen you will view your store’s Registration Information within the box
labeled REGISTERED TO. Within this box, your Store Information, Contact Information and your store
image (if supplied) will also be displayed.

Located beneath this box will be a box labeled SUPPORT INFORMATION which will contain Harbor-
touch’s address as well as the POS support information.

In the middle of the bottom of the screen, you will see a REMINDERS field. Within this field you can key
in a reminder, then select the SAVE button to save it. To clear a reminder from the field, select the
CLEAR button.

Aarbortouch POS - Badger Products Inc. - Unregistered
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MAIN MENU

HOME SCREEN ICONS

You will see multiple icons displayed on the home screen of your point of sale system. Each icon will
navigate to a different area within your system.

The Main Menu bar is located at the top of the screen. Here you will see icons for Home, POS, Day End,
Logout, Customers, Vendors, Inventory, Reports, Setup, and Time Card.

A drop down window will be displayed when you mouse over some of these options. From the
dropdown menu, you can select where you would like to go.

Harbortouch POS - Badger Products Inc. - Unregistered

POS Day End Logout Customers Vendors Inventory Reports Setup Time Card

INFORMATION REGISTERED TO

www.harbortouch.com

www.qoogle.com

Calculator
Store Information
Badger Products Inc.
4153 Badger Lane.
. Pennsylvania
United States, 18109

Contact Information

Phone:

Fax:

Website:

Email:

Registration Information
Serial # :  0800-27BA-8C9F

SUPPORT INFORMATION
Address

Harbortouch

2202 North lrving Street
Allentown, PA

USA, 18109

BACKGROUND MUSIC REMINDERS

POS Support Line

Phone: 866-563-3045

Fax:

Toll Free: 1-866-563-3045

Web Site: www.harbortouch.com
Email: htretail@harbortouch.com
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MAIN MENU

LOGGING INTO POINT OF SALE

1. To login to your point of sale system select the LOGIN button located on the screen. Upon selecting
this icon, a login window will be displayed.

2. You will then be prompted to key in your username and password. Once you have finished, select
the LOGIN button located on the bottom left corner of this window.

Username: |
Password: |
Login l Cancel |

3. Upon logging in, the surrounding icons will become enabled. The login icon will also change to
LOGOUT. If you would like to logout of the point of sale system, select this icon. You will then be
prompted to confirm logging out. Select YES to continue. The surrounding icons will then become
disabled.

LOGGED OUT LOGGED IN

NOTE: Logging into the POS does not clock you in for a scheduled shift. To access the POS you will
need to clock in. Please see time card for clocking in.
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MAIN MENU

CHANGING YOUR PASSWORD

To change your password, select the Home option located on the grey strip at the top of the home
screen. Upon selecting this option, a drop down menu will be displayed. From here you will select the

second option: Change Password.

wachine View Devices Help i Chahge P

m i Username: |admin
POS  DayEnd ' Logout Customer: Old Password: |

Login to Different Store
Change Password
Training Mode

About POS

Exit

New Password: |

Confirm: | Eroll I
Change I Cloze I

1. Upon selecting this option, a window will be displayed; here you will be required to key in your old
and new information to change your password. First, key in your username and old password into
the first two fields displayed. Next you will key in your new password and confirm it.

2. When you have finished, select the CHANGE button. A confirmation will then be displayed stating
that you have successfully changed your password. Select OK to continue.

Ll
.1 ) Y'ou have successfully changed password!
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MAIN MENU

ADDING JOB POSITIONS

1. Begin by logging into the POS software.
2. Click on SETUP located on the top of your screen.

3. On the left of your screen you will see the current job positions. This screen will also show you the
number of employees assigned to each position.

w

Vendors [nventory Reports

b, ¢

Logout Customers

Positions | Employees Stores General Settings Inventary Settings Frinters and Local Settings

Position I Stare Created At i Number Of Emplayees ]
Administrator Badger Products Inc. 12
Manager Badger Products Inc. 4
Supervisor Badger Products | 2

Add Position I Change Mame Delete Position Save Position
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MAIN MENU

ADDING JOB POSITIONS (continued)

4. To add a new job position, click on ADD POSITION and type the name of the new position.
Example: Cashier

5. Permission levels can be adjusted on the right hand side of the screen.

6. Once you are finished with setting positions press SAVE POSITION located on the bottom of the
screen.

T Harbortouch POS - Badger Products Inc. - Unregistered (=] B3]

LN

POS  DayEnd ' Logout Custdmers Ven.aors Inventory Reports Setup  Time Card

vPositiuns ‘ Employees  Stores  General Settings  Inventory Settings  Printers and Local Settings  Advanced
I ‘ : : : “Pelrm'ssians
Pasition IStoreCreatedAl | Number Of Employees [T Inventory
Administrator Badger Products Inc. 12 [ Customers
e, Pl 2 D s
Badger Products Inc: 0 : Hc:nuytin e ‘
+ ||: Sel'zp ?
[#-[" Management
~ Permissions
ERA
#- W Customers
#-V Vendors
[=- v Poaint Of Sale
[+ v Recall Transactions
[v Open Till
#-V SkuLookup
[#- v Change Customer
¥ Discount / Change Price
[#-v Change Tax
[v Change Oty to Negative
[v Change Clerk
# v Process Payment
#-v Gift Certificate
Add Postion Change Name Delete Position Save Posiion I #-v DayEnd
v Change Sale Item Description
#- v PaidIn /Out
¥ lgnore Negative Check QOH
[v Change Ship To Address
[v Prompt for Relogin
#-v Gift Registry
¥ Selllnactive Sku
[v Sales Return
v Rental
[v ‘web Store Management
v Sell ltem with Serial#f not listed
[+ v Reporting
[+ Setup
[+~ Management
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MAIN MENU

ADDING A NEW EMPLOYEE

1. To add a new employee, begin by clicking on SETUP followed by the EMPLOYEES tab.

2. Click on NEW EMPLOYEE.

3. Fill out the information for the new employee. You can assign the new employee a job position in
the POSITION drop down menu. Once you are finished, press SAVE.

Add New Employee !H X
7 Personal Infi d [ Login Information 1 Attributes
First Name LastName | Usemame [ Password
Phone Mobile I - Position [ administrator -] Confim
; 1~ FingerPrint Enrollment
Email |
Enmolled: NO Reset | Enroll I ‘
— Home Address [~ Picture
Multiple Store Access |
Addiess | Badger Products Inc.
City I PostaI/Zipl
[l Employee Active
Province/Stat B i - =
l Select A Province/State _] Clear I
Country IUniled States j
s | Bowse:w | | (7 g o anstoes —see |
HARBORTOUCH RETAIL USER GUIDE 8




TIME CARD

SIGNING IN AND OUT

To keep track of your employee’s hours, you can have them sign in at the beginning of the day and sign
out at the end of the day.

1. To “SIGN IN”, hover over the TIME CARD button at the top of the POS screen and click on TIME
CARD SIGN IN. Upon selecting this button you will be prompted to key in your username and
password in the “LOGIN (TIMECARD SIGN IN)” window.

Login [Time Card Sign In] ’ 0 = \
Username: Y
" Hello Chris Van!
Password: | You have successfully punched
in!
SianIn Cancel
\ J

2. After you enter your information select the green “SIGN IN” button.

3. To sing out, hover over the TIME CARD button at the top of the POS screen and click on Time Card
Sign Out .

You will then be prompted to enter your username and password into the LOGIN (TIME CARD SIGN
OUT) window. Once you have keyed in your username and password select the green SIGN OUT
button.

; Hella Chris Yan!
Username: | You have worked 195 hours!
Password: |

Sign Out I Cancel

Note: The sign in button can be accessed whether or not someone is logged into the system.

HARBORTOUCH RETAIL USER GUIDE 9



TIME CARD

VIEWING TIME CARDS

To view your time cards, select the TIME CARD button located on the gray strip at the top of the point of
sale screen (you must be logged in to access this). Upon selecting this option, a TIME CARDS
MANAGEMENT window will be revealed.

You may also hover over Time Card, this will display a drop down menu, from this menu select TIME
CARD REPORT. Upon selecting this option, a TIME CARDS MANAGEMENT window will be revealed.
Here you will view, add, and edit your employee’s time cards.

1. At the top of this window

you will see the SEARCH
Seaich Criteria *—
CRITERIA box. BegnDate: [Tha M@ 01, 2012 =] EndDale|Thu Mar 07,2012 =] 7 Refiesh | BuldOuey | _Remove Existing uey |
2. From the BEGIN DATE T [ ] @
and END DATE ﬁeIdS, Ttk TSoe ose [t =R | ini | TotalHous | Memo

ChisVan Badger Piod.. 20120301 Thu 093531

select the dates that you
would like to view your
employee’s time cards for.

3. Once you have selected the
dates, select the blue
REFRESH button. This will
load up a new list displaying
the employees containing
time cards between the
selected dates.

4. If you wish, you can also build a
query to view a preferred employee
or store. To do so select the blue BUILD QUERY button.

5. To remove an already existing query select the red REMOVE EXISTING QUERY button beneath the
build query button (the remove existing query button will only be enabled if there is an already
existing query).

6. To delete an employee’s time card, first select the time card you wish to delete. This will then
activate the red DELETE button which you will select at the bottom of the screen. Upon selecting this
button, a confirmation will be displayed stating that the timecard was successfully removed from the
database. Select OK to continue.

HARBORTOUCH RETAIL USER GUIDE 10



TIME CARD

ADDING AN EMPLOYEE TIME CARD

To add an employee time card select the blue ADD button situated at the bottom of the 7ime Card
Management window.

You must select an employee from the list in order to enable this function.
1. Upon selecting this button, an ADD TIME CARD window will be displayed.

2. Atthe top of this window select the CLERK field to reveal a drop down menu. Here you will select a
clerk from your store.

3. Next you will then select Start and End Times from the date and time fields.

4. Once you have entered your information, select the green “ADD” button.

Add Time Card

Clerk: |Kate Harel j

Start Time: |I]3£III1 a2 = | 033544 =

End Tirne: |I]3£III1 2z = | 093548 =

Break Time: | 1] El: Minutes

bl emo; | 1
=

add | Cancel |
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TIME CARD

EDIT AN EMPLOYEE TIME CARD

To edit an employee’s time card, first select the employee time card you would like to edit. This will then
enable the blue EDIT button located at the bottom of the screen. Select the EDIT button to edit the
employee’s time card.

1. Upon selecting this button an EDIT TIME CARD window will be displayed.

2. Below the clerk’s name, you will see the Start and End Times. You can edit these by selecting new
times and dates as needed from the fields.

3. Once you have made your edits select the green UPDATE button to update the employee’s time
card.

|

Clerk: K.ate Harel

Start Time:  [g3/01/2012 == | 03:354M =

EndTime:  o3/01/2012 == | 09.354M =

Break Time: | DE: Minutes

Memo: | ]I

Update | Cancel |
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CHAPTER ONE - POINT OF SALE

POINT OF SALE NAVIGATION KEYS

Home Screen (Main Screen)

Point of Sale Screen

Day End

Log In from Point of Sale

Rl Log Out from Point of Sale

g Customers

Vendors

Inventory
Reports
é Vi Setup
\
% Time Card
4/
Time Card

Click here to return to the “HOME" screen. This is the initial
screen when point of sale is loaded. From here you can navigate
to anywhere in the program.

Click here to advance to the “POINT OF SALE” screen. This is
where you will enter in sales for the store.

Click here to advance to the “DAY END" screen.

Click here to log in to the “POINT OF SALE” system.
*Both Logout and Login are for Back office/Admin Role.

Click here to log out of the “PONT OF SALE” system.
*Both Logout and Login are for Back office/Admin Role.

Click here to advance the “Customers” screen. Here you can
edit, add or change customers. You can also view transactions
and export mailing lists.

Click here to advance to the “Vendors” screen. Here you can
view, create and edit vendors within your store.

Click here to advance to the “Inventory” screen. Here you will
setup SKUs, create purchase orders, do an inventory count and
also do transfers.

Click here to advance to the “Reporting” screen. This is where
you can print out reports. Such as a best sales list, gross profit,

transaction details and so on.

Click here to log in to the “PONT OF SALE” system

Click here to “SIGN IN” or “SIGN OUT". This will sign the current
employee in or out and keep track of their hours for current.

HARBORTOUCH RETAIL USER GUIDE
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CHAPTER ONE - POINT OF SALE

POINT OF SALE

1. Open POS and select the middle icon labeled POINT OF SALE, from the home screen.
2. Upon selecting this option you will immediately be prompted to login by username and password.

Once you have keyed in the required information, select the green LOGIN button.

Login [Pl

Username: ||

assword: |

Lagin I Cancel

] 53
£l
8 \ ' 4
POS Day End Logout Customers Vendors Inventory Reports Setup Time Card
- Customer List
[ Hide Inactive Add Hew Cy Wiew Tr
Input Keywords: — 1] Hide Sub Customers o] e Tassiors |
4 Show &l Stores 4 [F5] Refrash | Maorez>>
Compary | FistName | LastMame | Addess | Ciy | Piovince /State | Phonel1 | Phone2 | Cell Phone | Fax | Emal [ Customer ID [ Member D | Postal /.
Davids Comi.. David Dresten 2202N. I Pennsylvaria 12
=THANK Y. 11
4l | 2l
~ Identity - More Address -~ Attibutes (] Expand
Custorer Type: [Reguar Customer | | | Address: | city [
S altation: - Caunty: | ] Pov/state: | PastaliZin Hap
First Name: [ B Ao W S A
Last Hame: [FTHANK YOU™ Address: | Citz [
Compary | Caunty: | =] Povstate: | =] PostalZip: Map
Member 1D: Tax Exemplions Pictue —— [~ Notes — [ Expand
L1 Ml Subseriber (1 Email Subssiber Store Creciit Balance: $000 | | O Taul Claat |
’ggg:f:;‘"‘ﬂ’iil— Currert AR Balance; 3000 | | O Ta2 Load
ez [ [ || PeintsEamed  View 0 Take 4
Cel Phone:
Fax || CuslomerSnos [20711223 0310 [ 5ub Customer
Less Detai Cancel seve |
Emait Last Transaction: [2011-1223 03.10 B Active
<l |
T:BLANK |DB: BLANK.FOS Versor: 4120106 @ BackupFaled | 10:22AM

You will then arrive at the Customers screen where you will select a customer. If you need to ADD a
customer, select the green ADD A NEW CUSTOMER button. If no customer selection is needed, then
use the default customer marked as “Thank You”.

HARBORTOUCH RETAIL USER GUIDE 14



CHAPTER ONE - POINT OF SALE

POINT OF SALE (continued)

Upon selecting a customer you will arrive at the Point of Sale Transactions screen. Here you can create

and recall transactions, lookup sku’s, change taxes, apply discounts, perform returns and more.

This screen will display the following: Customer Information, Customer Accounts, Transaction Totals,
Enter Sku, Clerk and Cashier, Transaction Details, and Setup Quick Launch.

T Harbortouch POS - Badger Products Inc.

- Unregistered

=
P T =g T E I )
Logout Customers Vendors Inventory Repor Setup Time Card
i~ Customer [~ Customer Account 5 S Miscellaneous | Quick Launch
|David's Comic Shop Store Credit: | $0.00 Reg. Price: ‘ ' 2
David Dre'Sten AJR Balance: | $0.00 Discount: [ shift-F12 Gift Card { Certificate |
1210 Carriage Lane —
AR Limit: | $0.00 Subtatal: |
[Kingston, Pennsylvania Points: o | Shift-F11 Clear Out Alltems |
118704 | ':','!i,tfd States Tax2: [
[ [ shift-F10 Change Description
Enter SKU { CODE and Select Clerk
( Clerk : [Chris | cashier: chris ‘ Total: SEon PaidIn fOuk |
[~ Details Shift-F8. Insert Blank Line |
IV PrintReceipt [ Print Gift Receipt Total Ttems: | 4 [ESC] Logout Cashier |
Code Description | Clerk | Qty|  Unit Price | ExtPrice| T... | T.. | Shift:faChonoe shin o Addiess |
02657512 Mewport Box Chris 1 $5.75 $5.75 x
02657512 MNewport Box Chris 1 $5.75 $5.75 x s .
611269133448 20 62, Red Bul Chris 1 $4.57 $4.57 x S0 Rental fReservation
611269133448 20 0z, Red Bull Chris 1 $4.57 $4.57 x
Shift-FS Gift Registry. |
shift-F4 Sales Return |
Shift-F3 Transaction Item Attributes |
Al | i}
[F1] POS Help [F2] Discount [F3]Recall Trns, [F4] Open Till [FS] SKU Lookup [F&] Chg Customer
[F7] Change Price [F&] Change Tax [F9] Change Qty [F10] Change Clerk | [F11] Delete Item [F12]Miscellaneous

IT:BLANK ~ |DB: BLANK:POS

| Wersion: 4.12.03.08

@ Backup Falled | 2:24 PM

HARBORTOUCH RETAIL USER GUIDE
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CHAPTER ONE - POINT OF SALE

CUSTOMER INFORMATION

1. In the top left corner of the Point Of Sale screen will be a box labeled “CUSTOMER”. This box will
display the customer’s basic information.

— Cuskomer
'David’s Comic Shup
David Dresten
1210 [:élrriage Lane

"I(ings'tun_. Pennsylvania
18704 United States

This information will include the Company Name (that the customer works for), the Customer’s
Name, their Address and Phone Number.

2. In addition, when you mouse over the customer’s information, any previous notes that have been

written about the customer will also be displayed. These notes can be added on the customer
screen.

HARBORTOUCH RETAIL USER GUIDE 16



CHAPTER ONE - POINT OF SALE

CUSTOMER ACCOUNT

1. The next box over will be labeled “"CUSTOMER ACCOUNT"”. Here you will see the customer’s
account information. These fields will be automatically updated.

o These fields will display the customer’s current Store Credit, A/R Balance, A/R Limit and Points.
If a limit was created for your customers A/R balance it will be shown in the A/R Limit field. This
is done on the customer’s window

e If you have assigned points to certain items, accumulated points will be shown in the Points
field. These points can be set up in the Inventory section of POS under the Sku's tab.

€ Custorer .ﬁ.ccuun“

Tl
Stare Credit; $46.15
0-- A/R Balance: $8,476.06
AR Limit: $10,000.00
Paoints: 13271
Y

HARBORTOUCH RETAIL USER GUIDE 17



CHAPTER ONE - POINT OF SALE

TRANSACTION TOTALS

The last box on the top right side of the transaction screen will display the totals of the current
transaction. There will be seven fields that are automatically updated.

These fields will display the Total ltems, the Subtotal, Discount, any extra cost that you have setup and
the overall Total of the transaction.

e Any discounts that have been applied to the transaction will be shown in the Discount field.
This field will display the overall amount that was deducted from the price.

e If you have applied your own tax or extra cost it will be shown in the sixth field along with the name.
You can create this tax in the Setup section of POS under Stores in the Taxes box.

Req. Price: %20.64
Discount: %0.00
Subtokal; $20.64

Taxl: £2.48
Taxz: %0.00

Total: $23.12

HARBORTOUCH RETAIL USER GUIDE 18



CHAPTER ONE - POINT OF SALE

SKU, CLERK AND CASHIER

Below the top three boxes you will see a box labeled “ENTER SKU/CODE AND SELECT CLERK".

~Enter SKU | CODE and Sefect Clerk |
1247 Clerk :Im 'I Cashier | chelsea

1. In the first field you will key in the “SKU/CODE" of the item. If the sku keyed in contains any
dimensions they will be displayed on a drop down menu next to the item code field.

2. The next field will be labeled “CLERK". Select this field to view a drop down menu, from here select
a clerk to apply to the transaction.

3. Lastly, you will see the third field to the right labeled “CASHIER". This field will
Display the cashier that is currently logged into the POS system. This field will not be activated.

*You cannot change the cashier while still logged in. This function cannot be used to apply multiple
clerks to items within the transaction.

HARBORTOUCH RETAIL USER GUIDE 19



CHAPTER ONE - POINT OF SALE

TRANSACTION DETAILS

At the bottom of the window you will see the “DETAILS” screen. This screen will display the details of
the current transaction.

1. Select from Print Receipt, Print Return Auth or Print Gift Receipt check boxes as needed.

2. To view the “QoH"” (Quantity on Hand) of an item, first select an item from the transaction. Upon
selecting an item, its QoH will be displayed to the left of the Logout Cashier button.

3. If you would like to logout or change cashiers, select the Logout Cashier button.

Details — -
W Print Receipt [ Prink Gift Receipt Total Items: 3 QOH: 99 [ESC] Logout Cashier |
Code Description Clerk Qty | Unit Price Ext Price | T... | T...
611269133445 20 oz, Red Bull Chris 1 $4.57 $4.57 x
611269133445 20 oz, Red Bull Chris 1 $4.57 $4.57 x
02657512 Mewport Box Chris 1 $5.75 $5.75 x
4] |
[F1] POS Help [F2] Discount [F3] Recall Trns. [F4] Open Till [F5] SkU Lookup [F&] Chg Customer

[F7] Change Price

[F&] Change Tax

[F2] Change Qky

[F10] Change Clerk

[F11] Delete Item

[F1z]Miscellanecus

o The lower screen displays the items that have been entered into the current transaction. This
screen will display the item Code, Description, Clerk, Qty, Price, and so on within the labeled

columns.

e The bottom of the screen lists twelve different functions from which you can choose from to edit
items added into the transaction. You can select any of these buttons or press F1-F12 to access
these functions

HARBORTOUCH RETAIL USER GUIDE

20



CHAPTER ONE - POINT OF SALE

QUICK LAUNCH AND MISCELLANEOUS TABKS

1. On the right side of the transaction screen will be two tabs labeled as “QUICKLAUNCH” and
“MISCELLANEOUS".

2. You can select the Miscellaneous button, press F12 or select the Miscellaneous button to view the
miscellaneous functions. These are miscellaneous functions that are not listed at the bottom of the

transaction window.

HARBORTOUCH RETAIL USER GUIDE 21



CHAPTER ONE - POINT OF SALE

MAKING A DETAILED SALE

1. Open POS and select the middle icon, from the middle of the screen labeled “POINT OF SALE".
2. Login by username and password and select the “LOGIN” button, or press the “ENTER” key.

HARBORTOUCH RETAIL USER GUIDE 22



CHAPTER ONE - POINT OF SALE

MAKING A DETAILED SALE > SELECTING A CUSTOMER

1. Once you have logged in you will arrive at the “SELECT/ADD/EDIT CUSTOMERS” window. Scroll
through to locate the customer you are searching for or select the ** THANK YOU** customer; this
is your default customer.

2. To search for a customer type a keyword into the “INPUT KEYWORDS” field at the top of the screen,
the matching customer(s) will then be displayed.

3. Once you have located the customer you are searching for, either double click, press enter twice or
highlight the customer and press the blue “SELECT"” button situated on the top right of the screen to
select the customer.

T Select / Add / Edit Customers O[] 5
Input Keywords: | [v] Hide Inactive V) Show &ll Stores Add New Customer Cancel |
[F1] Company Name [F2] FirstName [F3] LastName [F4] Address [F]MerberID [F7)Phone [ Hide Sub Customers % [F5] Refiesh | Select Frint Label [
Company Name | First Name I Last Name | Address | City I Province / State I Phone 1 I Phone 2 | Cell Pho...| Fax | Email | Customer |D | Mer
David's Camic Shop David Dresten 1210 Carriage ... Kingston Pennsylvania 1-2
Judy's Erich Myers 2409 Shinn &v...  Wampum Pennsylvania 1-3
Sounds of Soul Records... Lucille Stanley 1567 Pine Street  Pittsburgh Pennsylvania 15
Action Auto Brian Spencer 2438 Harley Br...  Johnstown Pennsylvania 1-4
“THANK ... 11
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CHAPTER ONE - POINT OF SALE

MAKING A DETAILED SALE > INSERTING SKUs

1. Upon selecting the desired customer, the transaction window will be revealed. Within this window
the customer’s name and information will be displayed in the “CUSTOMER” box on the upper left
corner of the screen.

— Custamer

2. Scan each item, or key in the Sku/Code of the 'David's Comic Shop
product you wish to sell into the “SKU/CODE" David Dresten
field and press enter to insert the item into the |1210 Carriage Lane

transaction. e )

|Kingston, Pennsylvania

3. If you do not know the Sku/Code of the product, 18704 ' \United States
press “(F5)” or select the “SKU LOOKUP” button ] ‘

at the bottom of the screen to search for the sku.

4. Upon selecting the sku lookup button, a Sku Lookup window will then be displayed. Here you can
view your inventory items, and locate the sku you wish to apply to the transaction by typing a
keyword into the “INPUT KEYWORDS” field.

" [FaReeh | Seect Concel |
[F1] Sku [F2] Descrption [F3]Vendor [F4] Department [F3] Product #
Sku | Description | Vendor | Department [cat1  [cate|||Product# | Cost| Price a2l
1437 ‘Western Spurs Horse in fhe Box 03-Aparel-»Access . Size WS-3455.. $25.75 £
1212 Grooming Mitt Lynn's Tack Shop 07-Grooming->Curr_ Color GM-35249 $5.95 F
1303  Metal Salt Block Holder  Saddle Guys 10-Stable Accessor.. Color MSBH-674 $5.50 A
1300 Mt Horse Polo Litle Horse 03-Aparel->Casual .. Jacket.. Col. MHP-4236 $3495 FJ
1298  BodyBrush Bucklers Tack Shop  07-Grooming->Brus...  Color BB-34673 $6.75
1237  Sheepskin Grooming ..  Bits and Brdles 07-Grooming->Curr... SGM-623 $1950 £
1293  Medecine Boot Horse Boutique 09-Horse Accessor..  Color MB-34782 $2995 F
1281  Saddle Soap Horse Boutique 10-Stable Accassor. 55-34893 $1050
1283  Crushed Oats The Padock 05-Feed C0-47832 $1350
1278 ‘Water Dedcer Trotters 10-Stable Accassor. WD-15425 $25.00 kg
T e T I ML IJ

5. Once you have located the sku, either double click it, or highlight it and press the blue “SELECT”
button on the upper right side of the screen. This will then insert the selected sku into the
transaction.

6. Upon selecting the desired sku, you will arrive back at the Transaction window. The selected Sku will

be inserted into the /tem Code field. Press the “ENTER" key to insert the item into the transaction.
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CHAPTER ONE - POINT OF SALE

MAKING A DETAILED SALE > INSERTING SKUs (continued)

arbortouch POS - Badger Products Inc. - Unregistered

- Customer [~ Customer Account T i Quick Launch
David's Comic Shop i Store Credit: $0.00 Reg. Price: $4.57 =
David Dre.sten AR B: Al $0.00 Discount: $0.00 Shift-F12 Gift Card } Certificate I
1210 Carriage Lane —_—
AJR Limit: $0.00 Subtotal: $4.57
Kingston, Pennsylvania Points; 0 Taxt: $0.55 ShiL L oo Ov Al ows I
16705 | Uritect 5 tates R Taxz: $0.00
T Shift-F10 Change Description I
$0.00
[~ Enter SKU { CODE and Select Clerk 1
Clerk : [admin <] Castier: admin ‘ Total: Shit £ Fakd in JoM: I
[~ Details - Shift-F8 Insert Blank Line |
¥ PrintReceipt [ Print Git Receipt Total Items: 1 QOH:-1  [ESC] Logout Cashier I
Code | Description Clerk | Qty| Unit| Price|  ExtPrice| T... | T... | S8 57Cheooe ShinTo Adckase I
611269133448 20 0z. Red Bul admin 1 $4.57 $4.57 x
Shift-F6 Rental | Reservation |
Shift-FS Gift Registry |
Shift-F4 Sales Return |
Shift-F3 Transaction Item Attributes |
o | K|
[F1]POS Help [F2] Discount [F3]Recall Trms. | [F4] Open Till [FS]5KU Lookup | [F6] Chg Customer
Payment
[F7) Change Price | [F8] Change Tax [F9] Change Qty [F10] Change Clerk | [F11]Delete Item | [F12]Miscellaneous. I Setup Quick Launch
ANK  DB: BLANK:POS Version: 4120321 @ BackupFalled | 37°

7. Once you have finished, select the green “PAYMENT” button on the bottom right corner of the
screen. This will display a “PROCESS PAYMENT"” window; here you will complete the sale
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CHAPTER ONE - POINT OF SALE

MAKING A DETAILED SALE > COMPLETING A TRANSACTION

In the Process Payment window choose the appropriate payment
method and key in the amount, or press “INSERT” to insert the
Tranzaction Paymen! Detads

exact amount into the selected payment field.
e oo | T

Some fields require a reference number or authorization
number. You must enter in this number after inserting the AR et ~ $0.00
payment in the selected payment field (for example if the Paymant Type I Refarence
customer was paying by check, you would enter the check Cash § | G |
number into the reference field). 0_ Deb $ 0.00
1. Once the payment method has been entered into the ' Visa § 132,83 §0125485
preferred payment field, press the “ENTER” button and then MIC § apo
select the green “COMPLETE TRANSACTION" button to finish. Amec § | T |
**You must press “ENTER” in order to enable the “COMPLETE  Store Credt § | 000 |
TRANSACTION” button. GitCad $ | il |
2. The Post Transaction Details window will be shown to inform Gt Cert § | 00 |
you if any change is to be given to the customer, this Ports § | 000 |
will be displayed in the field at the top of the screen vy |
labeled “CHANGE DUE". - o
: Cheque § | 000 |
3. Press the blue “OK” button at the bottom of this -
Depost § l I

window to complete the sale.

Ilnvoxe lewiedOni 20 ]

e This will take you back to the home screen where

you will be prompted to re-enter your username Comelete Transaction
and password to continue on to another transaction. -
Enable Specisl Payment Types |
TRANGE DUE

$7.74

Last Transaction #

32

Print Recsipt |

Punt Gift Recept |

BacaMadenl abal / Eovatons |
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CHAPTER ONE - POINT OF SALE

TRANSACTION FUNCTION KEYS

[ESC] Logout Cashier

[F1] POS Help

[FZ2] Discount:

[F3] Recall Trns.

[F=] Open Til

[F5] 5kl Lookup

[F&] Chg Cuskomer

[F7] Change Price

[F&] Change Tax

[F3] Change Qty

[F10] Change Clerk

[F11] Delete Ikem

[F12] Miscellaneous

JERERE RREE RI®

LOGOUT CASHIER

PAYMENT

[ F1]1 POS HELP

[ F2] DISCOUNT

[ F3] RECALL TRNS

[ F4] OPEN TILL

[ F5] SKU LOOKUP

[ F6] CHANGE CUSTOMER

[ F7] CHANGE PRICE

[ F8] CHANGE TAX

[ F9] CHANGE QUANTITY

[ F10] CHANGE CLERK

[ F11] DELETE ITEM

[ F12] MISCELLANEOUS

Press ESC or the LOGOUT CASHIER button to logout or
change the cashier. You will be taken to the home screen
where a new cashier can then login.

The PAYMENT button will be located on the bottom right of
the transaction window. Select this button to complete the
transaction and reveal the process payment window.

For help, press F1 or the blue POS HELP button at the bottom
of the screen. A QUICK HELP window will then be displayed.

Press F2 or select the DISCOUNT button at the bottom of the
transaction screen to apply a discount to items that are on
sale, damaged, etc. This can be applied to specific items or the
entire transaction.

Press F3 or the RECALL TRNS button at the bottom of the
transaction screen to Recall, Reprint or Void a transaction.

Press F4 or the OPEN TILL button to open the till without
printing a receipt.
Press F5 or the SKU LOOKUP button to search for a Sku.

Press F6 or the CHANGE CUSTOMER button to change the
customer. This will take you to the Customers window where
you can view, edit or create new customers at any time during
the transaction.

Press F7 or the CHANGE PRICE button to change the price of
an item that may be faulty, priced wrong, on sale, etc.

Press F8 or the CHANGE TAX button to edit the taxes being
applied to the transaction. This will enable you to take off GST
or PST for certain customers that exempt from paying taxes.
Press F9 or the CHANGE QTY button to change the quantity of
the currently selected item without having to scan or type it in
multiple times (see Change Quantity on page xx).

Press F10 or the CHANGE CLERK button to change the clerk
of the current transaction. This will enable you to apply
different clerks to different items within the transaction or one
clerk for the entire transaction.

Press F11 or the DELETE ITEM button to remove a selected
item from the current transaction.

Press F12 or the MISCELLANEOUS button to navigate to the
miscellaneous tab. Here you will view nine miscellaneous
functions which you can select by pressing Shift F4-Shift F12.
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CHAPTER ONE - POINT OF SALE

TRANSACTION FUNCTIONS > LOGOUT CASHIER

1. To Logout or change cashiers select “ESC” or the red “LOGOUT CASHIER” button on the
transaction screen.

2. This will bring you back to the initial home screen, from here a different cashier can then login to
point of sale.

1
M $ | 0.00 |
Amex $ | 1F72.00 [125427
| Store Credit $ | 0.00 |
e—? Gift Cart $ | 0.00 [
Git Cest:- § | 0.00 |
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CHAPTER ONE - POINT OF SALE

TRANSACTION FUNCTIONS > PROCESS PAYMENT

Upon the insertion of a customer’s items into the transaction you will select the “PAYMENT"” button at
the bottom of the transaction screen to complete the transaction. Upon selecting this button, a
“PROCESS PAYMENT"” window will be displayed.

1.  Within this window you will view the Balance Owing, and the AR Available balance. You will also
view three columns labeled as Payment Type, Amount and Reference, these will be displayed
beneath the AR Available balance field.

2. Inthis window you will insert the payment into the desired payment type field by keying it in. You
can also press the “INSERT” key to insert the exact amount owing into the payment field. The
payment type fields are labeled as Cash, Debit, Visa, M/C (MasterCard), Discover, Amex (American
Express), Store Credit, Gift Card, Gift Cert (Gift Certificate), Points, A/R, Check, and Deposit.

e You can change, hide and add these payment types in the Setup section of your POS under
General Settings, in the Payment Type Setup box.

e For each payment type there will be two columns. One column is labeled as Amount and the
other as Reference. Payment fields that require a reference or authorization number will have the
reference field enabled such as Debit, Visa, and MasterCard.

3. Toinsert a payment into more than one payment field you can insert part of the amount owing into
one field and the remaining balance into another (for example if the balance owing is 200.00, you
could enter a partial payment of 150.00 into the debit field and then the remaining balance of 50.00
into the cash field).

4. Once you have inserted the payment into the correct payment field, press enter. This will enable the
complete transaction button, select the “COMPLETE TRANSACTION” button to finish the
transaction.
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CHAPTER ONE - POINT OF SALE

TRANSACTION FUNCTIONS > TRANSACTION TYPES

1. To change the transaction type, select the field labeled “INVOICE” at the bottom of the process
payment window.

e Upon selecting this field a drop down menu will be displayed, listing the various transaction
types you can select. These transaction types are listed as Invoice, Layaway, Quotation, Special
Order, Park and Gift Registry.

2. Layaway, Quotation, Special Order, Park and Gift Registry will enable the “EXPIRED ON" field next to
it. In this field you can select a date at which the transaction will expire.
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CHAPTER ONE - POINT OF SALE

TRANSACTION FUNCTIONS > POS HELP

1. Press “F1” or the blue “POS HELP” button at the bottom of the transaction screen to display the
“QUICK HELP” window.

2. This window will list the transaction functions from F1-F12 as well as the Payment and Logout
Cashier buttons.

3. A small description of each function is also provided.

Paint of Sale Quick Help:

~Enter SKU / CODE and Select Clerk ——
Ii [F1
[F2

[F3
~Details [Fa

[F&
W PritRecept [ PrintGit Rece |[F6

POS Help - Display quick help screen.
Discount - Specify % for an item, An item in the list must first be selected.
Recall Trns, - Recall / Reprint / Woid a transaction for this customer,
Open Till - Opens the cash drawer if one is installed.
SKU Lookup - Opens the SKU Lookup window where you can select 2 SKU to add to the invoice,
Chg Customer - Opens the Customer Lookup window where you can select / add Jedit a customer,
[F7] Change Price - Changes the price of the currently selected item in the list,
— [F8] Change Tax - Changes which taxes to be charged on the currently selected item in the list,
Code Description | 797 Change Qty - Changes the quantity of the currently selected item in the list.
[F10] Change Clerk - Changes the clerk to the currently selected clerk for the currently selected item.
[F11] Delete Item - Deletes the currently selected item from the list,
[F12] Wiscellaneous - Loads the Miscellaneus Settings Screen.
Payment - Processes the payments and completes the transaction.
Logout Cashier - Logs out the current cashier and brings up the Login Window,

For further help please consult the user manual,

‘
yi

"F1]POS Help [F2] Discount | [F3] Recal Trrs. | [F4] Open Til ‘ [FS] SKU Lookup ‘ [F&] thg Customer
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CHAPTER ONE - POINT OF SALE

TRANSACTION FUNCTIONS > GIVING A DISCOUNT

=1

discount to a particular item. Upon selecting the Discoun
revealed.

From the transaction window, first select the item

that you would like to apply a discount to, Discount

selecting an item will enable the Discount button.

2. Inthe field labeled “% OFF” enter in the percent
you wish to reduce from the unit price of the
selected item.

Once you have entered in a percent, the amount
that will be deducted will be displayed in

the $ Off On Unit Price field. The new retail price
of the item will also be displayed; this will be
shown in the New Unit Price field.

3. Next you will select a reason for the discount.
Select the “REASON” field to display a dropdown
menu, from this menu select the reason you wish
to attach to the discount.

4. Once you have selected a reason you can choose
what you will be applying the discount to. You can O—
choose to Apply Discount to Transaction (All Lines),
Discount on Reg. Price, or Prices Include Taxes.
Check off the desired checkbox next to any of these

— Current Line: $250.00
% Dff:

$ Off on Unit Price:

Press “F2" or the blue “DISCOUNT"” button at the bottom of the transaction screen to apply a

50.00

MNew Unit Price: 200.00
Cost +7:
Fieason :
Damaged Ll
Details
—®

[ Prices Include Taxes
EPY

Change Fiice

three choices.

5. When you have finished making your selections, select
the blue “"CHANGE PRICE” button on the bottom left
side of the window to apply the discount to the transaction.

[ Apply Discount to Transaction (&l Lines)

IV Discount On Reg. Price

Cancel

6
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CHAPTER ONE - POINT OF SALE

TRANSACTION FUNCTIONS > RECALL A TRANSACTION

E_ =0l x|

v
& CumrentCustomer ( TranzactionDate: | 4/25/2008 ¥]  Transactiontt: | Type [All Types == :mg;ml . Refiesh
Search: [ . Showall | B
Till Na... I Numberl Stor... l Custom... I Company ] Name I Type I Date l Totall Pudl Paym.. l Total ... I Total Ow... I Reference [ No
BARTE.. 17 1 12 Apple Hut John Invoice  2008-02-28 $254.05 $254.05 Multi $254.05 $0.00 1-17 Invoice
BARTE.. 2 1 1-2 Apple Hut John.. Invoice 2008-02-07. $3.421.00 $3.421.. Visa $3.421. $0.00 1-2 Invoice
«| | 2|
ast Shee l View / Re-Print Transaction l Receive Payment I Recall Transaction I Void Transaction I
king | Sku Details | Credit Card Auth Fom | Copy Fiom Transaction | Retun ltems |

Press “F3" or the blue “RECALL TRNS.” button at the bottom of the Point Of Sale screen to Recall,
Reprint or Void a transaction for the currently selected customer.

1. Upon selecting this button a “RECALL TRANSACTIONS"” window will be shown. Within this window
you can view the selected customers transaction history, search for a particular transaction type
from the selected customer only or from all customers within your store, you can display all stores
as well as view only the Recent 100.

2. There will also be eight functional buttons situated at the bottom of the Recall Transactions screen.
These buttons will be enabled for you to select from. They are labeled as, View / Re-Print
Transaction, Sku Details, Receive Payment, Credit Card Auth Form, Recall Transaction, Copy From
Transaction, Void Transaction, and Return ltems. These are used when a transaction is selected.
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CHAPTER ONE - POINT OF SALE

TRANSACTION FUNCTIONS > OPEN TILL

1. Press “F4” or the blue “OPEN TILL"” button at the bottom of the Point Of Sale screen to open the till.
This function will open the till without printing out a receipt.
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CHAPTER ONE - POINT OF SALE

TR

ANSACTION FUNCTIONS > CHANGE CUSTOMER

T Select 7 Add / Edit Customers 7 —

Press “F6" or the blue “CHG CUSTOMER" button to switch the customer associated with the current
transaction.

Upon selecting this button you will arrive at the customers screen, here you can view, create or edit
customers.

Scroll through the list to locate the customer you wish to switch to. To narrow down your search
you can type a keyword into the “INPUT KEYWORD" field at the top of the screen. This will highlight
the customer.

To further simplify your search you can press “F1-F4” or “F6-F7”. For example if you press F7 you
will now be searching by Phone. Therefore you will now enter the customer’s phone number into
the “INPUT KEYWORD” field to locate the customer with the matching phone number.

Once you have located the customer you wish to associate with the transaction, double click the
customer to select them or highlight the customer and click the blue “SELECT” button at the top
right hand side of the screen.

You will then be taken back to the Transaction window where the selected customer will now be
inserted into the Customer box situated on the upper left side of the screen.

Input Keywords: | [ Hide Inactive vl Show Al Stores Add Mew Customer Cancel |
[F1] Company Name [F2] FirstName [F3] Last Name [F4]Address [F6]MemberID [F7]Phone L] Hide Sub Customers o5 [F5] Refiesh | Select Fini Label |
Company Name I First Name I Last Name | Address | City | Province / State | Phone 1 | Phone 2 | Cell Pho... | Fax | Ermail | Customer (D | Mern
Judy's Erich Myers 2403 Shinn Av...  Wampum Pennsylvania 13
Sounds of Soul Records...  Lucille Stanley 1567 Pine Street  Pittsburgh Pennsylvania 1-5
David's Comic Shop David Dresten 1210Carriage ...  Kingston Pennsylvania 1-2
Action Auta Erian Spencer 2438 Harley Br...  Johnstown Pennsylvania 1-4

“THANK ... 11
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CHAPTER ONE - POINT OF SALE

TRANSACTION FUNCTIONS > CHANGE PRICE

1. To change the price of an item first select the item to enable the change price button then press “F7”
or select the blue “CHANGE PRICE” button at the bottom of the transaction window to change the
sale price of the selected item.

2. Upon selecting the change price button a Discount

Wlndqw will then be' dlslplayed, this is Whe're you will  Cunert Line: $2.750.00
enter in the new unit price of the selected item. % O E

3. Enter the new price of the item into the third field
labeled “NEW UNIT PRICE". e $ Off on Unit Prce: 750.00

New Unit Price; | zmuﬁ

The “% OFF” field will display the percent that will be
deducted from the item and the “$ OFF ON UNIT PRICE"

field will display the amount in dollars that was deducted Cost +%;
from the unit price of the item.
4. Once you have changed the price select the “REASON” o Reason

field. This will display a drop down menu, from this |VIP Customer 'I

menu select the reason that will be applied to the Details
adjustment of the price. 1=l
**These reasons are created in the Setup section
of POS under Inventory Settings, in the Attributes e ™ Apply Discount to Transaction (All Lines)
box under discount o
— ‘

5. After you have selected a reason, you will then check
the checkbox next to either; Apply Discount to 0_

Transaction (All Lines), or Prices Include Taxes.
Change Piice Cancel |
6. Once you have made your choices you will select
the blue “"CHANGE PRICE" button at the bottom
of the screen to change the price of the selected item Show Last 3 Tiansactions I

Note: The discount on reg. price option will be deactivated, you cannot edit this option. If the item does
not have a price in the database a change price window will appear instead of this window.
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CHAPTER ONE - POINT OF SALE

TRANSACTION FUNCTIONS > CHANGE TAX

Note: You must first select an item to enable this function.
GST
1. Press “F8" or the blue “CHANGE TAX"” button to
edit the taxes that are being applied to the transaction e O Taxable &4 Allines [ = %

or items within the transaction. Upon selecting this

option a “CHANGE TAXES"” window will be displayed. ~PST
2. Choose the desired taxes you wish to apply to the item b Tasatle B4 AN Lines I -
by checking the boxes.

3. To apply tax to all lines of the transaction check off the .
“TAXABLE” and the “ALL LINES” box. CTuate Ot [0 %

To remove particular taxes from an item uncheck
both the Taxable and A/l Lines checkboxes in the o_
selected tax field (repeat the same steps to remove all

taxes from the transaction). To remove tax from all lines

uncheck the Taxable box and check the A/l Lines box.

Make Changes Cancel I

To apply or remove a tax to one selected item only, select the item and select the desired taxes you
wish to apply or remove from the item (you can remove taxes from all other items and apply tax to
this item only).

4. Once you have made your choices select the blue “MAKE CHANGES"” button at the bottom of the
window.
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CHAPTER ONE - POINT OF SALE

TRANSACTION FUNCTIONS > CHANGE QUANTITY

First you will select the item you wish to change
the quantity for, before selecting the Change Qty
button .

Press “F9” or the blue “CHANGE QUANTITY"
button at the bottom of the transaction window to
adjust the quantity of a selected item within the
transaction.

Upon selecting the blue “CHANGE QUANTITY”
Button a window will then be displayed. Within
this window you will enter in the new quantity
of the item into the “NEW QTY” field.

Once you have entered in the new quantity select
the blue “MAKE CHANGES" button to apply the
new Qty the selected item.

Change Quantity

Current City: 1
MNew Oty: | 5
Make Changes Cancel

[F9] Change Oty

Custormer Cust
David's Comic Shop
David Dresten
2202 N. Irving Street

» Pennsylvania
United States

Enter SKIJ / CODE and Select Clerk

Clerk : [admin
Detals
R Print Recelpt ™ t
Code Description Clerk | Qty| Unit Frice| Ext Price
041116202216 Bazooka Gum adrmin 1 $0.10 $0.10
.l
[F1] POS Help [F2] Discount [F3] Recal Trms.
[F7] Change Price [F8] Change Tax [F9] Change Qty
Custormer cust

David's Comic Shop
David Dresten
2202 N. Irving Street

, Pennsylvania
United States

Enter SKU f CODE and Select Clerk

Clerk : [adrmin
-Details
¥ Print Receipt I Print Gift Receipt ‘
Code Description Clerk Qty | Unit Price| Ext Price
041116202216 Bazooka Gurn adrrin 5 $0.10 $0.50
[F1] POS Help [F2] Discount [F3] Recall Trns

[F7] Change Price [F8] Change Tax [Fo] Change Oty
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CHAPTER ONE - POINT OF SALE

TRANSACTION FUNCTIONS > CHANGE CLERK

1. Press “F10” or the blue “CHANGE CLERK" button to change the clerk(s) being applied to certain
items within the current transaction. This will then bring up a Change Clerk window.

2. Select the “CHANGE CLERK TO” field to bring up a drop down menu, this menu will list all the
employees within your store. From this menu you will then select the clerk whom you would like to
apply to the selected item(s).

3. To apply one clerk to the entire transaction check the For All tems In This Transaction checkbox
(upon selecting this, you cannot apply any more clerks to the transaction).

You can also choose to apply the clerk to one selected item, by first selecting the item, then select
the Change Clerk button or press F10. Select the clerk whom you would like to apply to the selected
item then check the For Selected ltem Only checkbox.

4. You can use this option when you intend to apply multiple clerks to the transaction (you can apply
different clerks to each item in the transaction). You can also do this when you wish to apply only
one clerk to the entire transaction.

5. Once you have made your choices select the blue “OK” button at the bottom of this window. The
clerk that you have applied to the selected item will appear on the transaction screen in the clerk
column of the selected item. The clerk will also be displayed in the clerk field.

Change Clerk

e Change Clerk to: amanda |

" For Al ltems In This Transaction

* For Selected ltem only
@

€©—
6_ oK Cancel
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CHAPTER ONE - POINT OF SALE

TRANSACTION FUNCTIONS > DELETE AN ITEM

1. To delete an item from the transaction first select the item you wish to remove this will enable the
DELETE ITEM button. Once you have selected the item select either F11 or the red DELETE ITEM
button.
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CHAPTER ONE - POINT OF SALE

TRANSACTION FUNCTIONS > MISCELLANEOUS TAB

1. Press “F12" or the blue “MISCELLANEOUS” button to activate the miscellaneous tab on the right
side of the transaction window located next to the Quick Launch tab.

2. Here you can choose from nine different functions. You can press Shift-F12 to sell a Gift Certificate,
Shift-F11 to Clear All ltems in the list, Shift-F10 to Change the Description, Shift-F9 to do a Paid
In/Out, Shift-F8 to Insert a Blank Line, Shift-F7 to Change Ship to Address, Shift-F6 to do a
Rental/Reservation, Shift-Fb to do a Gift Registry, and Shift-F4 to do a Sales Return).

shift-F12 Gift Card / Certificate

Shift-F11 Clear Out Al iterms

Shift-F10 Change Description

Shift-F9  Paid In /Out

Shift-F&  Insert Blank Line

Shift-F7  Change Ship To Address

Shift-F& Rental / Peservation

Shift-FS  Gift Registry

Shift-F4 Sales Return

Shift-F2 Web Store Management

Shift-F2 Transaction Item Attributes
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CHAPTER TWO - REPORTS & QUERIES

OPENING REPORTS

1. Login to POS by username and password. This will enable the “REPORTS"” icon. Select the Reports

icon.

2. Upon selecting this icon you will arrive at the Reports screen. Here you can create reports to view.

For example you can create reports for;
transaction reports for total sales, a bestsellers
list by Sku, individual sale by department and
so on.

The reports screen will display three different
sections.

e The first window on the left side of the screen
will display the reports from which you can
select.

e The middle window will be where you select
the Stores, Build a Query, Select Dates and
Preview the Report.

e The window on the right side of the screen
displays the Quick Report Buttons. Here you
can set up your favorite reports.

oselect Report

=12 Sales
—-|) Best Sellers List By
m Sku
m Product Number
m Disclaimer
m Detailed Sold Item Listing
+-1) Gross Profit By
) Paid In/Out Listing By
[ Special Order
m Payment Suramary
) Sales Analysiz By
) Sales By
& Department
m Sub Department
m Clerk.
m Company
m Customer
& Vendor
& Brand
& Sku
B Sku & Dimensions
7 Product Number
& TilName
&7 Brand and Department
B Disclaimer
7 Season
7 Store and Clerk
[ Discount Reason
m “endor and Department
[T Sales Per Period
) Hourly Sales By
i Sales Summary
) “worst Sellers List By
) ReStock By
) Sales Oty Dimension Matrix By
) Sales & Layaways By
) Monthly Sales
) Sku Benchmarking By
) Weekly Sales
[ Clerk Productivity Report
[ Transaction Listing
[ Transaction Details
[ Payment Details
.m Transaction & Payment Details
[ Spiff Activity
) Customers
) Vendors
) Inventory
) Inventory Count
) Special Reports

7

1 [+

3

e JNE S R S 3

o

[~ Select Stores
% Individual

= W
v

[T Consolidation

Build Query I

Remove Existing Query I

No Query Active

[ Select Date

From  [\ed Feb 01,2012~
To' [ed Mar 07,212~

Preview Report I
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CHAPTER TWO - REPORTS & QUERIES

SELECTING A REPORT

1. On the Reports screen, first select the report you
wish to view from the first box located on the left
side of the screen, labeled “SELECT REPORT".

¢ Within this box you will see seven reports in
which to choose from. Each of these reports
contains a root, displaying a list of sub reports.

e These seven reports displayed are labeled as;
Sales, Customers, Vendors, Inventory,
Inventory Count, Special Reports and 3-Inch
Reports.

2. To extend the root for these options, select the
plus sign located to the left of it. When the root is
extended, the sub reports located within may or
may not contain a root of sub reports. In order to
create a report you must select a report that does
not contain any sub reports within it.

3. For example; Extend the Sales root, from this root
select Gross Profit By. Next you will extend the
gross profit by root, from here you can then select
Sku (this means that you are viewing a sales report
of gross profit by sku).

4. Once you have selected the report you wish to
view, the “BUILD QUERY” and “PREVIEW REPORT"
buttons in the middle of the window will become
enabled.

—Select R epn?

.' Sales
—1-/) Best Sellers List By

m Sku %
m Product Fumber

m Digclaimer
m Detailed Sold Item Listing

] Grosz Profit By

m D ate

m Skl

: m Product Mumber
m Till Hame

m Tranzaction

m Department
m Sub Department

m Wendor
m Clerk,
m Company
m Cusztomer
7 Brand

B Season
7 Discount Reason

B Disclaimer
+-/ ) Paid In/Out Listing By
] Special Order
7 Payment Summary
+- ) Sales Analyziz By
-1-) Sales By

B Department
B Sub Department
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CHAPTER TWO - REPORTS & QUERIES

SELECTING A STORE

Next you will proceed to the middle of the Reports window. Here you can select stores, build a query
and access the report through the Preview Report button.

1. The box located at the top of the screen will be labeled as “SELECT STORE".
2. Here you can select from either /ndividual or Consolidation by checking the checkbox next to either

of the two choices. Next you can select which stores you would like to view the report from by
checking the checkbox located to the left of the store you would like to view within your report.

R
7 Indvidual [ Cnn@

= v All Stores
o 1-TAH
W 2-HHUT

HARBORTOUCH RETAIL USER GUIDE 44



CHAPTER TWO - REPORTS & QUERIES

SELECTING DATES

Below this box you will see a Build Query and Remove Existing Query button.

Select the “BUILD QUERY"” button to create a query. A query builder window will then be displayed.
Here you will enter in the required information needed to build a query

1. To remove an existing query, select the “REMOVE EXISTING QUERY” button. Below this button
will be a note displaying whether or not there is a Query Active.

2. You can then allot dates in which to view the report. These are located in the “SELECT DATE” box.
You will then select a date from the “FROM” and “TO" fields.

Build Query

Remove Existing Querny

Build Query

Remoye Existing Luery

—Ho Query Active D
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CHAPTER TWO - REPORTS & QUERIES

VIEWING THE REPORT

-
Multi-Store Consslidation (1.2)
Gross Prefit By SKU
From Thrscy May 1, 2008 10: Fridey, dune 20, 208 Pogetaet ||
Mak et Groms
sKu Trans lype Sold % Down Sales % Proft »
120 Vehet ot Ve 1 1179% 300 $1:00 0343 $5M 039
128 Wattern Sedda Pad 1 T $000 i"S['I\ ons 200 010%
1226 TeilBoy - Nykn A am w0m 300 00w 4500 00
123 Hacwnare Leather 1 117m T wm A5 011% 31050 006 4
23 T eenseove L 10 1.24% WK 3sp0m 03 TADAR  DS0WM  (1A0%
1241 Show Sneen REES wn 3155 [T $i04 005
T DT T Ware Condtiorer T 1 1A% 83§00 B% 004% 72 T S
1245 Bek Buckie hetal 8 39v% 3000 $120m 030% $98 041%
1246 TSMrcon Hoes 1 112% 3000 3500 019% MBS 01
1247 DardyBrush Woed 1 3000 e 55 002% WS 0%
1248 CloseCorbciSadh 3 TEM0m 000 WAMm  1630% 20000 14931% 810000 16606 B
|1‘54 3 “0"0 PJ‘P\)‘E&" ’5’ W"JN B i‘UCO 1060 ‘ﬂ) UJ y .O.“E‘l $em 01
1267 Bitata oy REE ©0 300 w0 a03% 24 0%
1250 Thectiy Hoy & aarn 300 3000 3000  00%% T 015% 7% code
1263 ol Bodts Fucber 0 008 000 0o 0w 000% WH 0o
1265 Sobyr Pywered Electl 111 315000 000 316000 045% $1000 052
Tots: 0 $000 5090 13 2790
A " '
Cunrent Page Ne: 1 Tatai Page No-: 1 Zoem Factor 100%

Once you have made all your choices select the “PREVIEW REPORT"” button at the bottom of the
middle box.

The report will then be shown in the new window labeled as “REPORT"” (this window will expand
across the entire screen).

At the top of the report you will see tabs. These tabs will display the stores and options you have
selected, for example they might display, store 1, store 2 and Consolidation, select these tabs to
view a different report.

If you would like to print the report, select the Print To Printer button in the upper right corner
of the window.

To return to the main screen, select the “X” button located in the top right corner of the screen.
Upon closing the window, you will return to the reports screen.
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CHAPTER TWO - REPORTS & QUERIES

BUILDING QUERIES

1. To build a Query select the “BUILD QUERY” button located within the window you will be creating
the query for. Upon selecting this option a query builder window will then be displayed. Here you
will enter in the information required to create a report.

2. On the top left side of the screen a note will be displayed stating which report you are building a
query for, this note will be displayed as; Build Query For Report: (the report you are building a query
for, will be displayed beside).

The information required to create a report will be entered into the following boxes; Condition, Pre-
Saved Queries, Current Query.

HARBORTOUCH RETAIL USER GUIDE 47



CHAPTER TWO - REPORTS & QUERIES

SELECTING QUERY INFORMATION

The box on the left side of the screen labeled “CONDITION"
will contain the options in which you will choose from
to create your report.

1. The field on the left side of the condition box will be
labeled as “SELECT A COLUMN?”. Here you will select
the desired column you wish to choose for your query.

*For example, if you were building a query in the
reports section of POS you would view columns such
as; Transaction Number, Transaction Total, Sku, Cashier
Name, Cost, Product Number, Department and so on.

2. Once you have selected a column you will then select
an operator.

3. These options are displayed between the column field
and the value field. Here you can choose from; Exactly
Equal To, Not Equal To, Less Than, Greater Than, Less
Than Or Equal To, Greater Than Or Equal To, Contains
and so on.

4. Once you have selected an option, you will then select
a value.

Condition

& AND © OR

Select a Column

Transaction MNumber
Trangaction T otal
Transaction Type
Finalized

Original Transaction Type
Till Name

Shku

Sku Description
Cashier Name
Sales Clerk Name
Sale Price

Gty Sold

Gross Sale
Subtotal
tarkdown

Cost

Product Mumber
Vendor

Season

Brand
Department

Sub Department
Disclaimer

M aterial
Material:2:

Made In

4

HARBORTOUCH RETAIL USER GUIDE

Mo & % AW A

=




CHAPTER TWO - REPORTS & QUERIES

SELECTING A QUERY VALUE

1. Lastly you will select a value for your query, you

will select a value from the third box to the right Type aVake
that will list all the values you can choose from. e_lL""’"” |
2. At the top of this box you will see the “TYPE A V1
. . . Or Select From List
VALUE" field. If you would like to type in a value, o ey Load |
key in your value name into the available field. 0] G/Clssue

3. If the column you have selected contains values
then the value list will appear below the value field,

[ G/C Promolssue
[0 G/C PromoRefil
[ G/C Redeem

you can then select a value from the list displayed. e [ G/C Reft

To load this list, select the “LOAD” button at the top
of the list.

*For example if you selected Transaction Type as a
column, the values displayed will be; G/C Cancel,
G/C Redeem, Interest, Layaway, Park, Void and so on.

Once the list has loaded select the values you would
like to view, by checking the checkbox located on the
left side of the displayed values.

4. Once you have made all your selections, select the
“ADD" button. This will insert the query into the far right
box labeled as “CURRENT QUERY”.

[ Git Registry
[ Interest

O Invoice
Layaway
O Padin

[ Pad Out
O Pak

[ Pagment
O Quotation
[ Reservation
[ Special Dider
O Ved

el

=

Remaove <<

LI e

Remove All
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CHAPTER TWO - REPORTS & QUERIES

CURRENTLY CREATED QUERIES

1. On the bottom right side of the screen you will see a box labeled “CURRENT QUERY". This box will
contain the current queries that you have created in a list.

2. Here you can select a query that you would like to view on the report. Upon selecting the desired
Query select the Done button at the bottom of the screen to view the report.

3. You can also edit these previously created queries by selecting the fields within the query, each field
will display a drop down menu listing the options that you can select.

Each field will display a drop down menu showing options that you can choose from.

4. Toremove a query, select the query you would like to remove. Then select the “REMOVE” button to
the left of this box. To remove all queries select the “REMOVE ALL" button.

IFinaIized E”: jITrue El

o‘ = IEE'QNDj |Transacliun Type |- leayaway [
[0=][anp =] [5ale Price =[- =l 100,00

IEEI.&ND j |De|:|atmenl jl: leapp_l,lHases j

ﬂl IEEIAND j |Transaclion Type ﬂl- lep"Elssue;lnvoicﬂ
[0[an0 =] [Traneacion Type == =[G/ RefilLapaw 7]

Remaove <<

Remove Al
e —

Ciownt M atzhing Becands
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CHAPTER TWO - REPORTS & QUERIES

SAVING A QUERY

1. To save a currently created query, you must first select the query that you would like to save.

2. After you have selected the desired query you will then key in a name for the query into the “NAME"
field at the top of the Current Query box.

3. Once you have keyed in a name for the query, select the “SAVE QUERY"” button to the right of this
field. This will then insert the query into the above field labeled “PRE-SAVED QUERIES".

Current Query ?

Narne: 9ansactmn Type = Layaway I I Save Query I
- ITransaclion Type :]I = :Illnvuce |
i~ Jo [ ] [ske zl[- =|[120712451254. ]
(Em IDepaerent El = EIlEIS—General Hors EI
ol " [ml\fandm j = ;"Bucklers Tack S LI

0 am ITlansaclion Type jl = LIILayaway LI

HARBORTOUCH RETAIL USER GUIDE 51



CHAPTER TWO - REPORTS & QUERIES

VIEWING SAVED QUERIES

1. Your pre-saved queries will be displayed in the box located on the upper right side of the query
builder window, this box will be labeled as PRE-SAVED QUERIES".

2. Toload up a pre saved query, select the query you would like to load, then select the “LOAD PRE-
SAVED QUERY” button displayed at the bottom of the box.

3. Upon selecting this button, the selected query will be loaded into the Current Query box.
*From the current query box you can then select or edit the pre-saved query.

4. Toremove a pre-saved query from the pre-saved queries box, select the query that you would like
to remove, then select the “REMOVE SELECTED QUERY” button located at the bottom of this box.

*The Load Pre-Saved Query and Remove Selected Query buttons will not become enabled until you
have selected a query from the pre-saved query field.

5. Once you have created or selected the desired query that you would like to view, select the “DONE”
button located on the bottom right side of the Query Builder screen.

|=Pr.a-Saved Quanas

Saks Frice = 100 00
Trareaction Tpoe=Lasasap

I Load Pre-baved Duers I I Remave Seecied Ouesp I

) o
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CHAPTER THREE - INVENTORY

OPENING INVENTORY

1. Open POS and Login by username and password.
2. Once logged in the Inventory icon will become enabled.

3. Select the “INVENTORY” icon.

e Upon selecting the inventory icon you will arrive at the inventory screen. In this screen you wiill
see six tabs labeled as; Sku’s, Inventory, Purchase Orders, Specials Order, Inventory Count and
Transfers.
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CHAPTER THREE - INVENTORY

SKUs > VIEWING CREATED SKUs

Select the first tab labeled “SKU’S". Here you can create and edit sku’s as well as view their information.
1. To view a sku, select the sku or insert a keyword into the “SEARCH” field to locate the desired sku.

2. When you insert a keyword into the Search field select the “SHOW ALL" button to display a pop up
window displaying the sku’s relating to the typed keyword. Once you have located the desired sku
you would like to view, select it. Upon selecting the sku, the sku and its information will be inserted
into the bottom window.

Here you can edit the sku as needed, when you have finished select the “SAVE"” button to save your
changes.

3. To hide or display inactive sku'’s, check or uncheck the check box located next to “HIDE INACTIVE".
Upon making this selection, select the “REFRESH” button located on the right side of the screen to
load up a new list.

4. If you would like to remove a sku from your inventory, first select the sku that you would like to
delete then select the “DELETE SKU” button on the upper right side of the screen. Upon selecting
this option, you will then be prompted to confirm the deletion of the selected sku, select “OK” to
continue.

Note: You cannot delete a sku that has receiving history.

5. To create a new sku first key in a sku number into the “NEW SKU"” field at the top of the screen, then
select the “CREATE NEW SKU” button. The bottom screen will become empty and the sku number
will be inserted into the Sku field (you cannot change the sku number once you have created the

sku).
Skut | Inventou | Mmo.ﬁ:l?guml Irventk Court | Tiansters |
Seaech Sku l|:4-4 IL SM—MI B
Sku Descrgt | Vander | Deparmert [ Catl
1240 Enghth Show Coat Horse Boutgue 03 -Apael SErgh Jacket Size 00,0
1241 Shows S heen Hotse Bascue  07-Gicaming»Co 50
1242 Mane Conditioner Mane And Tal 07-Gacering>Co.. 5
1243 Trawg Bt The Hoise Stable 12 \Westem Tack $20.00 3
1244 Loose FAng Sratle Horse Boutaue 05-Englah Tack $15.00 3
1245 {153 Horse Boutue W3-Apaet > Wesl 1500 3
1246 : Manw dnd Tail 03 Horse Accomer $25.00 3
1247 Mara And Tal 07 Giocming »Be 2
4 Hotse By 08-€ ngish 1 ack f | 0L
243 Horse Barr (5 Engfuh 1 ack 150
%0 Horse Barn 12Weden Tack . Tree Sicw Seat Sow $350.00 19
P Blankets B Us 02-Blanksts >Col.  Blarket Sice $25.00 3
452 Blankats B Lie (2-Blankets Fly i_ilwm Sire 2% 00 1_:1
| | |
Into ]»;Nlmmm&wlmawlmml
Prices Incl
Shu 228 Crosted 1001020601 54 L) Tanes Disclapre
/ GST
Descnptiont [Clase Contact Sadde e g Maeod Loathes ’l
bd - PST Matneal 2 hd
Puoduct®t  [CCs 478
M. | M
G | um v [] PatialQly - =]
] Q0«0
Phioymtioanticzinsl = :::: Fog Selfvcs: | 20000 SpecitPice] I g o
Y Ponciam omt; [T7o 7] e MinPree [ 00
Buad  [Siikben pmz [555 7] List Cost 00000 mGoy | 1 _frowe_|
Oopt: [BBEngheh Tack> oz [ =] Recert Landed [FT00000  Pome T | e
Season W Dimd: | I Avg Cost 4356718 Solts | 000 —
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CHAPTER THREE - INVENTORY

SKUs > CREATING A NEW SKU

Upon creating a new sku proceed to the bottom screen, here you will be on the first tab labeled as
“INFO”. Here you will then proceed to enter in the sku’s information into the labeled fields as
required.

If you wish to add a picture, do so by selecting the browse button located on the right side of the
window. You will then select the picture you would like to add to the sku. To remove a picture from
the sku select the clear button.

2. To adjust the sku’s Stocking Quantities, Store Location and Adjust the Quantity on Hand, select the
Min/Max button located on the right side of the window. Upon selecting this button an Edit
inventory window will be displayed, here you can make your changes as needed.

If you wish to Print Labels select the Print Labels button on the right side of the screen.
Located on this window there will be six separate boxes displayed, these boxes will be labeled as;
Sku Description , The Vendor and Department, Dimension Categories, Tax Information, Prices, and
Attributes .
0o | Prices | Inverkowy lheans & ook s | Who Bought This tem | ?
~  Pricesincl [Arbes
Sku 1248 Crmsied  [00R 060154 Taies Disclerre
Dascsphion: [Ciose Conlact Sadde X 2:; Matsscl Leahe =
Piods! 8 [u};.a?ij X Matewal 2. -I
e I S N || | = | -
— [OH=0
Dimerizon Calegones Bakat . Pty
Reg SalPrics: | 250000 Spacid Fiice.
Vende: [HorseBam omt; [T tow =] e = ):neP-cam 000 —tee ]
S [—Ig b Om2 [—__ll === e Lit Cost [Toooo0  exaaw [ 1] _Sowee |
DOk B Erldiy sk Dim3 2| Ascert Landed [ 3700000 Poinis | | e
Seaset [ . Dand: | 'l fvg Cont $3387 18 SpFs 000 _'IM
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CHAPTER THREE - INVENTORY

SKUs > INSERTING SKU INFORMATION

In the first box located on the upper left corner of the window you will proceed to enter in the sku's basic
information.

1. At the top of this box you will see the sku number as well as the date and time when the sku was
created. You cannot edit these fields.

2. Inthe lower fields, you will key in a Description, the Product Number, a Group and a Unit for the
sku. To apply a unit, select the unit field to reveal a drop down menu, from which you can select the
desired unit. After you have entered in the sku’s basic info, proceed to the next box beneath the
current one. Here you will apply a Vendor, Brand, Department and a Season to the sku, (you must
assign a department in order to save the sku).

Select the blue button located on the right side of each of these options to display a drop down
menu. This menu will list the options that you have to choose from, select the desired option that
you would like to apply to the sku.

3. Once you have applied vendors and so on, to the sku, proceed to the next box located to the right.
This box will be labeled as “DIMENSION CATEGORIES”. Here you will assign categories and
dimensions to the selected sku.

e These dimension fields will be labeled from Dim.1 to Dim. 4. To assign a category to the item
select the field next to the Dim. 1, this will display a drop down menu. This menu will list the
categories that you have setup in the setup section. Select the desired category (for example:
jacket size).

e Upon selecting a category the Dim field below will then become enabled.

e To edit the dimensions being applied to the item, select the blue button located next to the field
to view the category dimensions. Select the dimensions you would like to apply
to the item by checking off the check boxes. When you have selected the desired categories
select the “SAVE" button to save your choices.

1
Sku Crested: |2008020801:54 o
» Vendor IHorsa Bam
Description: IE.I.:.se Contact Saddle
| Brand:  |Stubben
@ o [cesare 9‘ -
Dept.: I[IE—Engllsh Tack->
Group: I Unit | vl
S Season: IAI
—

— Dimension Categories

-
Diml: |Blanket Si ¥ .
Dim2: | Color hd
Dim3:

Dim4:
—

I
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CHAPTER THREE - INVENTORY

SKUs > INSERTING SKU INFORMATION

4. Once you have finished setting up your dimension categories you will ; =

then proceed to the next box. This box will contain options such as ] Prices Incl.
Prices Incl. Taxes, Partial Qty, QOH=0, Basket, Rental and Active. Taxes
Check the checkbox located next to any of the choices that you would ] Tant
like to apply to the sku. [ Tax2
QOH =0 means Quantity On Hand always zero. This is used when you
have a non-inventory (aka Service SKU). Example: Delivery Fee, ] Partial Gty
Alterations, Shipping, etc. O] QOH=0

5. In the next box you will key in the price of the item. In the Reg. Sell [J Basket
Price field key in the regular price that you will be selling the item for.

[ Rental

In the List Cost field key in the price that you pay for the item. =
When you have filled in both of these fields, select the Reg. Sell Price | vl Active
field to view the Margin Percent and the Mark-Up Percent. ’

The Recent Landed and Avg. Cost fields will be un-enabled, these will be automatically updated
as you order and sell the item.

Next enter in (if needed) a Special Price, Min Price, Points and Spiffs into the labeled fields.
Select each field to display a window in which you will enter in the required information needed

In the “PKG QTY" field, key in the amount of items located within a package.

6. Lastly you will proceed to the “ATTRIBUTES"” box. Here you will fill in the attributes that you have
created for sku’s.

Attributes can be created in the Setup section of POS under General Setting in the Attributes box
(for example you can create an attribute for the type of material the item is made of)

In the last box to the right of the screen you can upload a picture of the Sku by selecting Browse
then select the picture.

You can also print labels by selecting the Print Labels button.

7. Once you have finished entering in the required information needed to create a new sku, select the
“SAVE” button on the bottom right side of the screen to save the newly created sku.

——* - | Altibutes
Reg. Sell Price: I 2500.00 Special Price: I Disclaimer: I— -
Min. Frice: 0.00 I alesial: Leather -
LiSt COSI: I 1000.00 PKG ul.'f': HE"E’IE'? Erasﬁ - —

Recent Landed: | $30,000.00 Paints: 250

Ayg. Cost: I $4.065.79 Spiffs:
—. I:.

i
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CHAPTER THREE - INVENTORY

SKUs > ADD A SPECIAL PRICE

To add a special price to a Sku first select the sku you intend to apply a special price to. The sku and its
information will then be inserted into the bottom window, located on the far right side of this window
you will select the “SPECIAL PRICE” field. Upon selecting this field, an Auto Discount Rule Editor
window will be displayed.

Quick Add Special Price

1. At the top of this window you will see a box labeled as “QUICK ADD SPECIAL SALE PRICE"”. Here
you will enter in the necessary information that is required to apply a special price to the selected
sku.

Within quick add box you will see the first field located on the far left side labeled as “SKU". This
field will contain the sku number that you will be applying the special price to.

2. Located next to the sku field, will be the Start Date and End Date fields. Here you will allot dates for
the time that the special price will be held for, select these fields to display a drop down menu from
which you will select dates.

3. After selecting dates you will then key in the special price for the sku. This can be done by keying in
the special price of the sku into the “SPECIAL PRICE PER UNIT” field located to the right of the start
date and end date fields.

4. Next you will select the customer type that you would like to apply the special price to. To do so,
select the “CUSTOMER TYPE” field to display a drop down menu, from this menu you will select the
customer type that you would like to apply the special price to.

5. Once you have finished making your selections, select the “ADD SPECIAL PRICE"” button, this will
then insert the new rule into the bottom window.

? (5]
Lauck peci| Sale Prce
- ianDas| 77 77208 =] Spacia ek B AlLomt cogyle [ -

| L— Erd TANNG x|  SeesislPice PerUnk EES e Ty [ Cicrs E L_Iamsmaa e
~— Show Rulax: /

¥ Cunecd Skulny [ ActivePulssOnbasol | 7/ 7208 =] Ruis Mame Contsire: | W% Rehash %‘
Bule Name | Special Frice| Discount | Sian Date | End Dawe [ Apph To | Condition | Amoung@ne| Gl | Last Modity Date |
Special Price for... 6025 202 2008-07-.. Z00E-07-. (Sku=1447AND CustomerTy... "1 Chelsea.. 2008-07-07 114
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CHAPTER THREE - INVENTORY

SKUs > ADDING INVENTORY TO SELL BY PACKAGE OR CASE

1. Begin by clicking on the SETUP Icon on the top of the screen then GENERAL SETTINGS.

2. We will first need to create an attribute. Begin by choosing Sku from the attribute drop down menu.
For this example type “Sell Package” as the name of the attribute.

Press UPDATE when you are finished
We now need to assign the attribute we created to a Sku. Begin by clicking on INVENTORY.
Now click on SKUS.

Select the item you wish to assign the attribute to.

o o M w

If you need to add an item you can do so by following the steps adding sku’s and add the attributes.

7. Inthe box marked “Self Package” you will need to type the following 1/EA;6/pack;12/case. This will
allow you to sell one 6 pack or a case of 12

8. Once you are finished press SAVE.

T Harbortouch POS - Badger Products Inc. - Unegistered (=] 3

| = E‘\E

POS  DayEnd

Skus | Inventory  Puchase Orders  Special Order  Inventory Count Transfers
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Search: = Showl | ImportSkus | 5 o fie
Cre ] o nactive. ™ gt Sk
Sku [ Description [ endor [ Depattment [ Dim 1 [ Dim2 [Dim3 [ Dim4 [ProductNu. [ ListCost[  Avg Cost Pice [[[[ Spec
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07278503..._Black T-Shit Apple Electionics Misc. e 5000 325
TBTT26313.7 T - -1 SRR 1111 R 1111/ EU 57—
68113163 5000 $000 $0.0
02200015... Aloids Energizer Candy 5000 $000 $1.00
< | 2l
Info | Picss Inventom tems & Lookups  Who Bought This ltem
I Attribute . [ Pict
[ Pices ncl. Lo [ s
Sku 11269133448 Crested:  poizasz0 417 Tancs Disclaimer I
Desciplion: [20 oz Fred Bull M et Sell Package:
0
Product #: [611269133448 ~
Gow | Uit Type: [ S| | O Patiaiay —
O GoH=0 =
P——
Dinensen Riags g Basket Reg Sell Price: $457  Special Price]
Vendor, [RedBul ||| Dim: = = 'j:'::‘ Min. Price: [ wm  eGay e[ T
; clive
Brand: | .|| | Dm2: i List Cost: $000  PKG Unit EditUPC/Lookup/Seialt
: : EdLURLAd ook aerinlle] S
Dept:  [Food Dim3: ] Recentlanded: [  $000  Poms | 0 Pint Labels e |
Season: [ Dind: | Avg Cost W00 spifs 000 e Losd
< | 2
[T:BLANK |DB: BLANKPOS | Wersion: 4120321 () BackupFaled | 330PM

Attributes _:I
Disclaimer:

Sell Package: /E&B/pack;12/case k—

LY

Reg. Sell Price: $4.57 Special Price;
Min. Price: s00 PRaay: 2| 1
List Cost: $0.00 PKG Unit: \E dit UPC/Lookup/Serialtt

Recent Landed: $0.00 Points: 0 \ Print Labels

Avg. Cost: $0.00 Spiffs: [ $0.00 Save
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CHAPTER THREE - INVENTORY

SKUs > CREATING THE LAUNCH BUTTON

. . I Clerk: [sdmn ] Cashier: |admin Total: ;—,D.Ol:l hift-F3. Paid In fOut

1. Begin by going to your sale screen. | R
Se|ect the Setup Quick Launch box I Print Gt Recept Total Ttemst o QoHi-12 E5C] Logou Cashier ‘ e
on the bottom right of your screen. & e e e o

tal { Reservation

@ Create New Blark Tab e 1
€ Create New Tab From .

\ = I It Registry
€ EdiExisting Tab

€ Delete Esisting Tab Z fes Return

Shift-F3 Transaction Item Attr

| |
[F2) Discount [F3) Recall Trns. [F4] Open Till [F5) 5KU Lookup [F6] Chg Customer

Payment
[F8] Change Tax [F9] Change Qty. [F10] Change Clerk [F11] Delete Item. [F12]Miscellaneaus

' Setup Quick Launch

2. Select “Create New Blank Tab” Type in the name of your new tab. For this example we will be using
“case”. Once finished press create.

T Quick Launch Button Designer !EIE
@ Create New Blank Tab Tabglame:  [CASE
" Create New Tab From — 5 I
=. reate
¢ Edit Existing Tab
" Delete Existing Tab l ;]

3. You will now see the button design screen. Begin by clicking on ADD BUTTON followed by the
white box on the left side of the screen.

Note: You may move the button and change the size by left mouse clicking and drag the button.

=l8]x

align Rows[7 =
Current Tab: CASE

align cols [6 =
dign | Expat | Remove |

s T T
mrlE

[ LightSteelBlue

& fort Microsoft Sans Serif, 8.25p
fortColor M Black
Image [ (none)
@ Location 312,172
% RotateAngle 0
& Sice 150, 150
text
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CHAPTER THREE - INVENTORY

SKUs > CREATING THE LAUNCH BUTTON (continued)

4. In the text box on the right type “case” (without quotes). The action box type past the following
{OemOpenBrackets}{Divide}CASE{OemCloseBrackets}

¢ Your page should look like the screen below.

Quick Launch Button Designer L|8lx

MignRowslrﬂ
- Current Tab: CASE
Hlign Cols |E_3
CASE
\ Align I Export ‘ Remave I

MdButton‘ mport I Save I

n {0emOpenBrackets}{Divide
backColor ] LightSteelBlue

B font Microsoft Sans Serif, 8.25p
fontColor B Black
mage ] (none)

| Location 105, 160

‘ Rotatengle 0

B Size 218,69

I
=< text CASE

5. Once you are finished press SAVE.
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CHAPTER THREE - INVENTORY

SKUs > RUNNING A SALE BY PACKAGE OR CASE

1. Begin by going to your sale screen and click on Packaging on the right hand side of the screen as
shown in the image below. Notice how case appears in the SKU box.

T Harbortouch POS - Badger Products Inc. - Unregistered

I (=B

35 ' 4 = BT T BN SN i
DayEnd | Login Customers Vendors Inventory Reports Setup Time Card
[~ Customer Customer Account Packsonaal
David's Comic Shop Store Credit: | $0.00 Reg. Price: | —
David Dresten AR Balance: | $0.00 Discount: |
1210 Carriage Lane
AJR Lik: | $0.00 Subtotal: | Case
Kinaston, i Points: | [ Taxt: |
[18704 |United States Te2i |
I I ‘
Enter SKU { CODE and Select Clerk.
’7 ease] Clerk: [sdmin =] cashier: | admin ‘ Total:
~Detais \‘
IV print Receipt ™ Print Gift Receipt Total Ttems: o QOH: -12 [ESC] Logout Cashier
Code | Description Clerk | Qty| unit| Price|  ExtPrice| T... | T.. | Produc... |
| | |
[F1]POS Help. [F2] Discount. [F3]Recall Trns. [F4] Open Til [FS] SKU Lookup. [F6] Cha Customer.
Payment
[F7] Change Price [F8] Change Tax [F9] Change Qty. [F10] Change Clerk. [F11] Delete Item [F12)Miscellaneaus. ™ Setup Quick Launch

TBLANK  |DB: BLANK:POS

Products Inc. - Unregist

i

me Card
- Customer — 7| [ Customer Account 17
'David's Comic Shop Store Cradit: | $0.00 Req. Price: | $12.00
iDavid Dresten AR Bal $0.00 Discount | $0.00
1210 Carriage Lane
| $0.00 Subtotal: | $12.00
Kinaston, Pennsvivania o Taxt: | $1.44
18704 }lmltad States Taxz | $0.00
|

= $0.00
Enter SKU { CODE and Select Clerk

o — | ot |ETERY
Details
7 Print Recelot I Pant Gif Racaipt Toua Teama | 12 QoHI 12 [R5 L Anppu Cabln:

Code | Description ["clerk” T Qey | Unit Price | ExtPrice | To.. | oo | Praduc. .
022000159342 Aloids admin 12 $1.00 $12.00 x
vl I =
(711705 Help | irz10icoun: | e mecat s, | tr41 open i | rsiskuoaun | e cho customer |

Payment
P | = | [F9] chy | I I [F11] Delate Item I [F12)Miscollaneous ]

2. The last step would be to scan the item.

| Wersion: 4120321 @ Backup Failed

 Miscallaneous . Packaging |

T —

™ Setup Quick Launch

[ 43aPM
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CHAPTER THREE - INVENTORY

SKUs > CREATE ADVANCED RULE

Ruls Name Corrans: o Rairash H/‘ Croate Advansed Hus
/ Delste Selecied Ruls

Show Fudes:

o Cumert Sku Only I™ Active Rules Orip a2 of
Rule Name ] Special Pm;al Dlscounl] Start Dote [ EndDate | Apply To I Condition ] I Clark ] Last Modity Oate I
Spacial Prce for Sku 1209 11.00 1165 2008-07- 2008-07- (Sku=1209) 1 Chelsea B 2008-07-08 14-42:05
Nizee Rule 9.9 20 2008-07-. 2008-07-. (Sku=1209) 3000 ChelseaB 2008-07-08 14 4322

Hule Deteis lApﬁy rosm$

Fude Nama! lp,,-_,,qh G T e o5 b Rorr

l: Discours: [ 2o & % 0ff onReg Pice

Apply lo Checked Steems

1= ¥ Al Stares
v 1-TaH
v 2-HHUT

%0t on List Cost

Spaciasl Piice: I £
L =
Stail Dale: [ Tuescw 4 200w x] —=
End | Trrsdey Ju 1720082353 =)
— Discount Apply to Rems/Customees
Limt §Vaue [ 100000 C Apoy L il
#RegFiize £o Coten [Sku1208)
Limk Gtp [ 4 Per Transaction Cloze

1. To create an advanced rule, select the “CREATE ADVANCED RULE" button on the right side
of the window.

¢ Upon selecting this button the bottom left side of the screen will become enabled. Here you will
enter in the information required to create an advanced rule for the special price.

2. On the bottom left side of the window you will be on the tab labeled as “RULE DETAILS".
Within this box you will then see the first field at the top of the box, labeled “RULE NAME",
this field will contain the name of the rule you will be creating. If you would like to alter the
rule name, key in a new name into the Rule Name field.

3. In the next two fields you will select from either Discount or Special Price, the choice you
select will be applied to the sku. If you would like to apply a discount to the item select the
“DISCOUNT"” option. Upon selecting this option you will enable the % off On Reg. Price and
% Off On List Cost options to the right of the field. Select either of these options then insert
the percent that you would like to give off the item into the discount field.

e If you would like to apply a special price to the item, select the “SPECIAL PRICE” option. Upon
selecting this option the special price field will then become enabled, here you will key in the
special price of the item.

4. Once you have keyed in the Discount or Special price you will then select the dates that the
special price will be held for. Located beneath the special price field you will see the “START
DATE” and “END" fields, select these fields to view a drop down menu from which you will
allot dates for the special price.
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CHAPTER THREE - INVENTORY

SKUs > CREATE ADVANCED RULE (continued)

5. The next field will be labeled as Limit $ Value at Reg. Price Per Condition Apply, here you will enter
in the maximum value to be sold of the item. The first items within the $ Value sold will apply to the
special price.

6. Beneath this field you will see the Limit Qty, Per Transaction field. Here you will key in the maximum
amount of items that will be sold for the special price per transaction. If the limit is 4 per transaction
and the customer purchases 5, then only 4 of the items will be sold for the special price.

7. Once you have finished you will then be required to build a query. To do so select the “BUILD
QUERY” button which is situated within the “DISCOUNT APPLY TO ITEMS/CUSTOMERS BOX", to
the right of the rule details box.

8. Once you have built your query and have entered in all the required information, select the “SAVE"”
button on the bottom right side of the window. This will then insert the new rule into the above
screen.

9. Once you have built your query and have entered in all the required information, select the “SAVE”
button on the bottom right side of the window. This will then insert the new rule into the above
screen.
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CHAPTER THREE - INVENTORY

SKUs > MINIMUM PRICE

This is where you can set a minimum price for an item. That is, this item cannot be discounted below
this specified minimum price.
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CHAPTER THREE - INVENTORY

SKUs > POINTS

If you would like, you can assign a point system to all or certain items within your inventory. When a
customer purchases items that contain points, the points will accumulate over time. Once the customer
has accumulated a certain number of points, they can then use these points in a future purchase (a
customer’s accumulated points will be displayed within the customer info screen as well as the
transaction window.

1. To apply points to an item, first select the sku you would like to apply points to, insert the sku into
the bottom window. Upon enabling this window you will then select the Points field located on the
far right side of the window, this will then display a “CUSTOMER POINT RULE EDITOR” window.

2. To add points in the Quick Add Points Value box, follow steps 1-5 of creating a quick add special
price.

3. To Create Advanced Rule follow steps 1 through 8 (excluding steps 5 and 6) of creating an advanced
rule.
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CHAPTER THREE - INVENTORY

SKUs > SPIFFS

If you wish to give commission to your staff members you can apply spiffs to certain sku’s within your
inventory. This way you can give an incentive dollar on your high end stock items when they are sold by
a staff member.

1. To apply spiffs first select the item that you would like to apply a spiffs value to, this will insert the
sku into the bottom window. Within the bottom window you will then select the “SPIFFS” field on
the far right side of this window. Upon selecting this field a “CLERKS SPIFF RULE EDITOR"” window
will then be displayed.

2. To add spiffs in the Quick Add Spiff Value box, follow steps 1 through 5 of creating a quick add
special price

3. To Create Advanced Rule follow steps 1 through 8 (excluding steps 5 and 6) of creating an advanced
rule.
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CHAPTER THREE - INVENTORY

SKUs > PRICES

1. Select the second tab over labeled; “PRICES” on the sku’s information window. Within this window,
you will see any special prices that have been applied to the sku, as well as items that have been
added to the basket if the selected sku is a basket. Within this window, there will be two boxes,
these will be labeled as: Auto Discount Rules And Special Prices, and Basket Items.

1
Inle @ Inveniary [tams & Lockups | Wha Boucht This Item |

[~ Auto Lhscount Bules And 5 pecia Fices (— baskel ltems
Ruls Nerme | Price [ Active | Canditon [ Star Date [ End Date [ Oty | hernCade | Descripton | Unit Cast | UnitPrice |
Special Price far Sku 1501 $150.00 2008-06-2...  2008-06-26 ... 1 1450 Frant Ankle .. §7.85 $15.45
Special Price for Sku 1501 $126.00 Y 2008-08-0...  2008-08-05 ... 1 1216 Blundlstone .. $15.95 43495
Special Price for Sku 1501 $110.00 2008-08-1... 2008-08-15 .. 1 1317 Hunting Bra...  $22.00 $45.00
1 1446 Fhinstone .. $15.00 $3560
=z Vet | Tolal Frice: | $131.00
Oty i = Tomcot | $60.50
vl Sku Ok Tolal kems: I 4
Add/E dit Add [tem | Remove ltem | Claar all |

Aubo Disccun Fulss And Special Prices

Fule Name | Pric= | Agive | Condifion | Stat Date | End Dotz ||

Specal Prce for Sku 1501 Fre000 2008-06-2.. 200805265, ®

Specel P Slay 1601 12 ' 3 3-0E

Speceal Price for Sku 1501 11000 PODE08-1 ., 2008-08-15..
2
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CHAPTER THREE - INVENTORY

SKUs > AUTO DISCOUNT RULES AND SPECIAL PRICES

On the bottom left side of the window, you will see an “AUTO DISCOUNT RULES AND SPECIAL
PRICES” box. Displayed within this box will be any special prices that have been applied to the selected
sku.

1. This window will display the Rule Name, Price, Active, Condition, Start Date and End Date. If the
special price listed is currently active, there will be a Y displayed in the Active column.

2. To add or edit an existing special price, select the special price, then select the “ADD/EDIT” button
at the bottom of the box. Upon selecting this button, an “AUTO DISCOUNT RULE EDITOR” window
will be displayed. Here you can add or edit the special prices for the selected sku.
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CHAPTER THREE - INVENTORY

SKUs > BASKET ITEMS

1. On the right side of this window, you will see a box labeled; Basket Items, (this box will only become
enabled if you have checked the basket checkbox on the sku info tab).

*To create a basket you will need to create a sku that you will assign as a basket. On the sku info
tab, check the basket checkbox to create a basket. Upon checking this checkbox, the List Cost,
Recent Landed and Avg. Cost fields will disappear. You will then key in the price for the basket
intothe Reg. Sell Price field.

2. To add items to the basket, key in the sku into the “ITEM TO ADD" field. Once you have finished
select the “ADD ITEM” button, the item will then be inserted into the top window.

3. Toremove an item from the basket, first select the item you would like to remove, then select the
“REMOVE ITEM” button (to clear the entire list, select the “CLEAR ALL" button).

4. On the right side of the window the Total Price, Total Cost, and Total ltems will be displayed. These
fields will be disabled and will be automatically updated as you add items to the basket.

Note: Press enter after inserting the sku to enable the Add Item button.

4]

—Baset lhamz

Ly | ltemCode | O escription I Uit E|:|51| Lnii Fyce |
1 1430 FrontAnkle .. §7.85 £15.45

1 1216 Elundatone . K15 5E £34 55

1 1317 Huring Bra...  FZ2.00 45, 00

1 1446 Rhingtone ... §15.00 £360.E0)

Ib=m ToAdd: Toenl Price:

Lty : [ | redcas

e Sk Orly Totel llems
Add | lemn I Aemoue llem I
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CHAPTER THREE - INVENTORY

SKUs > ENABLE AGE VERIFICATION

To enable and setup age verification, first log into the system, and then access the setup menu, then
select the GENERAL SETTING tab, and then press ID/AGE VERIFICATION.

arbortouch POS

Badger Products Inc. - Unregistered

POS DEVA

_ Posiions  Employees  Stores.
- Payment Type Setup

T

Logout Customers Ver;ors

General Settings | _Inventory Setlings

L4
Ll 1

&

Inventory Reports Setup Time Card

Printers and Local Settings /™ Advanced

MoveUp | MoveDown | Delete | Update. |

[ Reset Customers Total Revenue |

StatDate:  [12/23/2008 ]
EndDate:  [Tz7z37z011 =]

Reset. |
[~ Others

Default Customer S alutation

™ Unrestricted Phone Format
™ Print Bar Code On Receint
™ Force Upper Case

Save I

~ Special Transaction Type Setup |
Type Exchange Rate | Referen.. 'Mdide | & TopeNare Name [Layaway I~ Hide
Cash 1. T T e
AR 1.00000000 Y Exchange Rate Type Name | Hide
Store Credit 1.00000000 Y Layaway
Git Cert 1.00000000 Y Quotation
Points 1.00000000 Y Special Order
Visa 1.00000000 Y Park
M/C 1.00000000 Y Status : Adding N Gift Registry
Debit 1.00000000 Y Reservation Y
Amex 1.00000000 Y Clear | _AddPayment Type | Rental Agreement
Cheque 1.00000000 Y Work Order Y
US Cash 1.00000000 Service Quote Y
Deposit 1.00000000 Y
Discover .00000000 Y -
K | 3
_Moveln | _MoveDown | S H
Save
- Customer Type Setup [~ Attibutes | = S|
[ Name | Format [Decimal =
Status  Adding New Tabs [ A
Clear | _Delete | save | s T Fomat TG 1ot -~ Hatbortouch Gift Card
ks
Type [ Count] P —
Regular Customer 5
VIP Customer i |
WholeSale Customer 0 Save
Special Customers 0
Employee 0
Reslet g Backup Database Now |
<l | i | POS Setlings Report |

This opens up the Minimum Age Rule Editor window. To set up a new minimum age rule,
press CREATE NEW RULE and a new blank rule will appear in the lower part of the screen.

Show Rudes
| Actve ufes Oriyssl 200272012 (5~ Fude Nome Cortane (4o ek | (cCoselonni..|
Delete Selected Fde |
Fude Mame. Moy SaeDwe EndDwe Aoy To Condten Amourt/ Gy ek Las Moy Date
Rule Detads _ Agphy ToShus
P tame Jopky 1o Checked Siores
Moreum Agn T
Mirameam Ags Appkes 1o hem
Save
B Gy
Close ]

Enter the new age rule's details.
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CHAPTER THREE - INVENTORY

SKUs > ENABLE AGE VERIFICATION

Fuks Detals | Apol ToSkis

RueName: Aol Puschae Age <— 1 Aocirio hece)

Save
Close

An example of a rule named "Alcohol Purchase Age" which requires anyone purchasing items from the

"alcohol" department to be at least 19 years old.
1. Type in a name for the age rule.
Enter the minimum age you wish to apply to the rule.

Select which stores are included in your rule, if applicable.

2
3
4. Build a query (see Building a Query) to determine which items the rule will be applied to.
5

Save your new rule.

When an item with an age verification rule applied to it is purchased, as soon as the payment button is
selected a window will pop up asking for an ID scan (You must swipe the ID). The ID must match the
minimum age set in your rule (displayed in the small box on the scan popup) or the purchase will not go
through. You must swipe the driver’s license or press the “key-in” located in the bottom right corner.

/ | 3 | Y I Insert |
4 5 6 Delete
al ) 3 Enter

P : 91 O

ABC

Date Of Birth
(MM-DD-YYYY)

Please key in D.0.B. R

Shift-F3 Transaction Item Attributes |
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CHAPTER THREE - INVENTORY

IMPORTING A .CSV INVENTORY FILE >
ASSIGNING VENDORS &

NOTE: YOU MUST FIRST ASSIGN VENDORS AND DEPARTMENTS ON THE POS SYSTEM BEFORE IMPORTING AN
INVENTORY .CSV FILE.

1. Begin by logging into the POS.
2. Click on the “Vendors” Icon on the top of the screen.

3. Enter the information for your first vendor. Once you are completed press the save changes button
on the bottom right hand corner of the screen.

4. You will need to repeat the process for each vendor you have.

endor List
Add New Vend: Show Contact List
Seach: - Showal I By Import Yendors I s I 2 = A
= [v] Hide Inactive M Refresh I Frint £ Export I

Yendor Hame [aiss iy [ Prov/State [ Country [ Email [ Phone 1 | Phone 2 [ Fax il { [
Apple Pennsylrania Urited States
Energizer Pennsylvania United States
Maglite loril Pennsylvania United States
microsoft MSF Urited States
Meba Pennsylvania United States
Rayovac Pennsyhvania Urited States
Fed Bull Pennsylvania United States
4 / | i

WendorInfo | Mare... PO Payable:
1~ |dentity

Vendor: [RayoVac Alias | ‘ ContactName: |

Email

[~ Wendor Contact Info — Defaults ; |

Primaty Phone: Exchange Rate: 1.0000 Frimary Phone:

[Foreign Rate =
Secondary Phone: % Faroant. Secondary Phgne:
’ Cell Phane:
2 Discount: l—ﬂ * r__ Fan
Save Contact
Emai | Exlia; f?l 0 ] %000
] Mailing List Subscriber Shipping: ‘?l—“ PI——— Delete Contact I New Contact I Brand Attached:

-~ Website Duy o ] s000 [ =]  attach Brand to Contact > |

| Msz @[ 0 o[ o Remave Selected Brand from Contact << |
[~ Account Number Address

2 I L I o Cancel I Save Changes I
Country: |United States =] Provines / State: [Pennsyhvaria | PostalZip:| Map
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CHAPTER THREE - INVENTORY

IMPORTING A .CSV INVENTORY FILE >
SETTING UP DEPARTMENTS

1. Log into the system and then access
2. Select the tab near the top of the screen.

3. Location of departments.

s & & (30 @ ¢

POS Day End Logout Customers Vendors Inventory Reports Setup 'ﬁmeVCard

Positions  Employees  Stores  General Settings  Inventory Settings | Printers and Local Seftings  Advanced
|~ Dimension Group — |~ Dimension Manag Di Setup |
Group Name| Add I Dimension Alias Description Add | New Department: [Textbooks Add I
Dimension Group Name | Dim Position | Dimension Description | Alias ] =
Small [+ Bookstore
Medium Bottom Clothing
Large o Candy
Cigarettes
Clothing Accessories
Clothing Sales
Consignment
Electionics
Electronics Misc.
Rename I Deletel Pasition I Up I Downl AZ I Rename I Delete I Move Up. | Move Down I AZ II Food
7 Seasons — ¢ Brands Units Setup o ﬁ:;:rzumce
T aBtOn Add I Unit Name I Patial Oty &J Houseware
Unit Name | PartialQty | Jewellery
Season Count Lingerie
Live Animals
Misc
Pet Accesories
Pet Clothes
Rename I Delete I Move Up. | Move Down I AZ II Pet Food
= FERen TS Pet Health Care
[ | Pet Sales
Reasoname[— [T DetaisRequied _ Add Swimwear Clothing
_I Top Clothing
Reason Name: | Details Required |
Rename | Delete | MoveUp | MoveDown | 42 || _Rename | Delete |  Moveup [ MoveDown | AZ [| . Rename | _ Dekte | <>

4. Your department will be created depending on

which root you have selected. <+

Bgrgain !?ooks
Example: If DEPARTMENT ROOT is selected \ Efiab’::::
and you create a department called Bookstore, Health & Fitness
it will be created under DEPARTMENT ROOT. History

Novels
Then, if you click to select Bookstore, you can Science and Math
create a department with Bookstore selected Textbooks
- Bottom Clothing
to create a sub-department for that, etc. Candy

Cigarettes

- Clothing Accessories
- Clothing Sales

- Consighment
Electronics
Electronics Misc.
Food
- Grocery

Home & Office
Houseware

-1 Bookstore

[+

HARBORTOUCH RETAIL USER GUIDE 74



CHAPTER THREE - INVENTORY

IMPORTING A .CSV INVENTORY FILE >
SETTING UP DEPARTMENTS

Departments Overview:
1. To the right of NEW DEPARTMENT, type in the name of the department you wish to create.
2. Click ADD to finalize the creation of the department.

(After creating a new department, make sure that you enter an account for that department into
your general ledger settings)

~ Department Setup #

New Department: Add I
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CHAPTER THREE - INVENTORY

IMPORTING A .CSV INVENTORY FILE >
IMPORTING THE .CVS INVENTORY FILE

Skus | n PurchaseOrders  Special Order  Inventery Count Transters
1. Save your excel sheet as a CSV. e e —— T
Searct) < Showsal | B Impon i =1 TS
Import Skus list Delete Sku
2. Login as Admin on the POS. ETI (7= [ee— Tomews oo mﬁﬁ;wsw'wm e T el e
. H €5 $5
: s st ot St oo
07276503 . Black T Shit Aople Electiorics Mi 1t BasketKit
3. Click on INVENTORY. S1126513 2 or FedBd e Bul Foad I::::n I'::g“ and Attributes S 00 3000
Import Long Description from Excel
1 in/Max/ReOrderPoint
4. Click on IMPORT SKUS. Iport MivMeReOdrPol
il I |
Ino |_Piices Lookips  Who Bought This llem
Prcesincl | [ Aubues x|
Sk [G220075% 1 Ceaed  PormmEE | | O o ki —
Descipto: [ahoes g i
Product #: [
Gowp: | Unit Type: [ ]| | O Patialay
0O QoH=0
O Basket
Reg Sell Price: $1.50 ‘Special Price
‘ Verdor. [Topps | |‘ ’70'-.1. T gl... ]l N Prcs ww PG ow 2l 7
L 2] x] elect the Sku File with header K3 ES
Look in: l@nes‘(lw o2 E 5 Loak in: @Desklop _'] Qi E-
|23 My Documents &I
- i Documents
'3 My Computer ja— i
: it
N3 My Network Places bductNu.. % i Computer
g'i[hb-nas] - My Netwark Places
57512 L e
Gl R —
269133...

File name: I EI Open I

Fiesofype:  [Encel Fies | Cancel |

File narme; My [nventar.csy = Open
Excel Files P | —l = |
k Files of ype: i i 3] i
‘ ‘D4l Files iles of type: [C5V Files [Comma Delmited) E|
T

5. Once you see the following screen, press OK.

Sku Ferds =
Desciiption Pet
ProductNumber [remNumber ]
GroupName [Pescription <]
Urithame: 0HO ]
Vendor [Fiee =]
Brand o =]
Depatment [Pefaut /Nl <]
Season [Petaut /Rl 5]
PricelncludeTan [Pefaut/nal <]
Tanablel [Pefaut/nu -]
Tawable2 [Pefaut/nul <]
Taxable3 [Pefaut/nal ]
PatialQty [Pefaut /Rl 7]
Dimi CategoryName [Pefaut/Nal <]
Dim2CategoryName [Defaut7Nul ]
Dim3CategoryName [Pefaut/nal <
DimdCategoryName [Pefaut/nal ]
ListCost [Pefautt /Rl <]
Fiice [Pefaut /Nl <]
Active | T —
[irom— Cancel
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CHAPTER THREE - INVENTORY

INVENTORY ITEMS AND LOOKUPS

Once you have finished keying in the sku’s information select the third tab over labeled
“INVENTORY ITEMS AND LOOKUPS". Here you can view all the dimensions of the selected sku.
Within this screen you can view the Monthly Sold Quantity, Edit Selected Items, Edit UPC Lookups,
View the Sku Activity as well as search for a preferred item code to view.

Displayed within this window you will view several columns labeled as; Sku, Description, Quantity
on Hand, Sold Quantity, Quantity On Order and so on. The totals of each of these columns displayed
will be shown in the last row labeled as “TOTAL”, this row will be colored grey.

2. To search for a particular dimension or category, insert a keyword into the “SEARCH” field that is
located at the top of this window. Upon inserting a keyword into the field, the item matching the
typed keyword will then be highlighted.

3. If you would like to view all items that match the typed keyword select the “SHOW ALL” button

located next to the Search field. This will display a pop up window listing all the items that match the

existing keyword.

4. To narrow down the list you can choose from the two options displayed at the bottom of this
window. These options will be displayed as; Show A/l Stores and Show A/l Dims, check the

checkbox next to either option.

Inta | Prioes [Irerion e & Lookus | wiamgjrmlm|

ShuAclivky
Seawh: [120s8L0E T From [Tha Jen 10,2008 =] Ta [Thu Jul 24 2008 =] |00 Hand =] i |
Sk | O |00 ] sne |Dasnr|pnnn [vanesr [ Depanmert | Produet . [inswreiee. [ oon| soln| e [ ooo] saf et [RE. [TR. ] 0.
1209 RED TaH  BrushTote  Troters  Of-Groomi..  BT-35249  Beciowng 1 [N 0 1] 0 1 [N
1209 BLLUE TaH  BrushTaote  Tramers  07-Groomi. BT-35243  Up Siock 1 a n i 1] 0 i a o
1204 GHEM TaH  BrushTote  Troters  07-Groomi..  BT-35243  Feciewing 1 a 0 0 0 a 1 a0
1204 LK IaH BrushTote  Trolges  OF-Groomi..  BT-3524%  \Warchousa a 2 1} 0 1} u 4 a 0
Tatal: a 2 0 ] (1] (1] 5 n o
4] | |

1 Marihily Sakd 0 wlilp Ecil Selested lam | Ecil IUFC] Lookupa |

4
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CHAPTER THREE - INVENTORY

SKU ACTIVITY

1. In the Sku Activity box located on the upper right side of the window, you can view an On Hand
Activity Report for the selected sku.

2. First select a date in the From and To date fields. These will be displayed in the drop down menu’s
from which you can allot dates that you would like to view the report.

3. After you have allotted dates, you will select a transaction type. Located to the right of the date
fields, you will select the enabled field to view a drop down menu, this menu will display the
transaction types you can choose from. When you have finished making your selections, select the
“VIEW” button to view the activity report.

A Sku Activity Report window will be displayed. This window will display the Date, Transaction
Type, Qty, Clerk and Details. The Period Total will be shown at the bottom of the report displaying
the Current On Hand Levels.

B Shu Activity Report _|D|_:
|
@ 3 ' i@ - Pk To Pinier_|
|HmRepo-t
Sku Sold Activity Report
From: Wednesday, January 9, 2008 To: Tuesday , June 10, 2008
The Apple Hut
SkulSize 1211-BLUE Mane Comb - Plastic
Date Transaction Type Qty Clerk Details
2008-02-28 03:24PM Invoice #16 - ) - ) . 1 ChelseaB  Alex New
Period Total: 1 Currer
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CHAPTER THREE - INVENTORY

MONTHLY SOLD QUANTITY

1. Select the monthly sold quantity button to bring up a monthly sold window.

2. This window displays the sold quantity by month. It will show the Code, Store, This Year, Last Year,
Percent, and the current month of last year to the current month of the current year.

irto | Prices | Inmh&yllm&Lookup-I Wﬂmrﬁtml

Dale | Trans. |Trans.. |Reter | Clerk | Ceshi.| Q. [ FiestN. [LestN. [ custom [ Ada [cay [T [s
1-2 C

|pi {oi [Di | Dpi | cCustomerEn=

| 2008-0.. ' 14 Gitt He chel chels 1 John Smith 123 C 60 12. XS BLK applehul@st
2006-0... 141 Quotai chal 1 E Mayot 1-12 Lo.. | 16 |12 “3  BLK
| 2008-0.. | 1-28 Invoice | 1-28In..  chel 1 Ronsld Shon 1-33 Pe. 60_ 12.. XS B ronaldshon@
Invoice 1-28 In chel 1 Ronsld Short 1-39 = 60 12 XS G ronaldshon@
Invoice  1-281In.. chel. 1 Roneald  Short 1-39 P 60_ 12 ronaldshorte
| 1-28 In._ | che chels 1 | Ronald | Short 1-39 768 P 12 ronsldshort@
2008-0.. 1 1-28 Invoice 1-28 In chel chels 1 Roncld Short 1-39 768 Pz 60 12 ronaldshondz
| 2008-0... | 1-28 Invoice  1-281In.. chel.. chels 1 Roneld Short 1-39 768 P#. 60 12 ronaldshont@
2008-0.,  1-28 Invoice 1-281In chel chals 1 Rongld Short 1-33 768 Pr 60 12 roneldshon@
200B-0 1-28 Invaoice 1-281In chel chels | Ronald Short 1-33 768 P 60 12 ronaldshon(@ =
N N LSRR 1790 e b | - 1 hm s e - T N ”*o > n Al e )
K| I ;TJ

Fiem [\fad Jan 02,2008 =] I Al Staes

Search ; | smull B
1o [\Weddun 11,2008 =] 7 Aslesh. |

o 5

3. Select the fourth tab over located to the right of the /nventory ltems and Lookups tab, labeled “WHO
BOUGHT THIS ITEM". In this screen you can view the customers that have purchased the selected
sku.

This window will display columns labeled as; Date, Transaction #, Clerk, Cashier, Sku, Dimensions
and so on.

4. If you wish to search for a particular code or customer, insert a keyword into the search field at the
bottom of the screen. After inserting a keyword select the “SHOW ALL” button. This will display a
popup window showing the transaction that contains the typed keyword.

5. To narrow down your search you can select dates from the “TO” and “FROM"” fields, and check or
uncheck the checkbox next to A/l Stores. Once you have made your choices select the REFRESH
button to load up a new list.

6. If you would like to view a particular transaction, first select the transaction you would like to view.
Once you have selected the transaction, select the “TRANSACTION” button located at the bottom of
the window. This will display an /nvoice window, here you will view the selected transaction. In this
window you can Print a Return Auth, Print Gift Receipt, and Re-Print the transaction.

7. To view the customer’s information of the chosen transaction first select the transaction from the
Who Bought This ltem window, of the customer you would like to view. Once you have selected the
customer you would like to view, select the “CUSTOMER DETAILS"” button located at the bottom of
the window.
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CHAPTER THREE - INVENTORY

MONTHLY SOLD QUANTITY

8. Upon selecting this button, a view customer window will then be displayed, this window will display
three tabs labeled as Customer Info, Attributes and More.

Note: It may take a few seconds for the transaction report to generate, please be patient.

Irfo | Prices | Invetoey lteme & Loskups [ Who Boughe This fem

Dale_ | Trans.. | Trans.. |Reter | Clerk | Ceshi |0 |FistN_ | LestN. | Custom | Add [Cay [T ]s Jo ]Da | 01| Di | Customer Err=
2006-0.. | 14 GittRe chel chels 1 John Smith 1-2 123 [ 60 applehuti@st
2006-0.. 11 Quotaii. chel.. chals. 1 Ed Mayor  1-12 78S.. Lo.. 15, 12‘ 1‘5 BLK
2006-0.. | 1-28 Invoice | 1-281In.. chel. chels 1 Ronsld Shon 1-33 768. Pw_ 60_ 12.. XS B ronaldshon@
2006-0.. 1-28 Invoice  1<281n.. chel chels 1 Roneld Shor 1-39 768 Pr. 60. 12, XS G ronaldshon@
2006-0... 1-28 Invoice  1-281In.. chel.. chels. 1 Ronald Short 1-39 768.. Pr. 60_ 12 XS Fi ronaldshor{e™
8 che chale Lonol Short 1-39 Pu ( 3 = ronaldshon(@
2008-0.. 1-28 Invoice  1-281In..  chel chels 1 Ronold Short 1-39 768 Pt 60 12. LG B ronaldshorE@
2006-0... 1-28 Invoice  1-281In.. chel.. chels. 1 Ronald Short 1-39 768.. t. 60_ 12, LG G.. ronaldshort@
2008-0.,. | 1-28 Invoice  1-28In.. chel chels 1 Roneld Short 1-39 768 Pr. 60. 12.. LG G toneldshon@
2006-0... 1-28 Invaice  1-281In..  chel chals | Ronald Short 1-39 768 Pt 60 12 LG P ronaldshor@ =
apne n 1 70 Nons ami s 1190 b | - 1 L L e T N ”*o M en 192 M (=] P PN PN NP Y3
il | _»]J
Search ; | : smuj o2y | ltansaction Fiem [\fad Jen 02,2008 =] | A1 Staies
Customer Details 10 [Weddun 11,2008 =] o7 Aaliesh. |
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CHAPTER THREE - INVENTORY

INVENTORY

Skue Purchase Onders | Specid O1da1 | bvveniory Court | Trarsfecs |

SkuAchnty

Search Sku: 1251 * Showat || T2 Fromt [uied Jan 05,2000 =] Tet[Tue Jun 10,2008 =] [OnHang =] view |
S @[ Dim1] Dim2 ][] | Swore | Descripton [ Vendor | Depant . | Product. | inStare Loca [ 0oH [ soLb | comit [ ooo] sofu| aTer| REcY| Th ]
1250 W 175 TAH CuwiingSad._. Horse Bs.. 12-Wes... | CS-75829 1 0 0 0 0 0 1 C
1250 W 17 TAH  Cutting Sad Horse Ba .. | 12-Wes. | CS-7562 2 n n 0 0 0 2
1251 B2 TaH  Cokon Blan Blanksts 2 0 1] o 0 1] 2 4
1251 B4 TAH Coton Blan Blanksts 2 1 o 0 0 0 0 1 C
1251 66 TAH  Coton Blan Blankets ¢ Up Stock 1 0 0 0 0 0 1
1251 68 TAH Coton Blan s 1 0 0 ] 0 0 1
1251 70 TAH Coton Blan 1 0 0 0 0 0 1
1251 2 TAH Caton Blan 1 1 0 o 0 0 2
TAH  Coton Blan 02-Blan Up Stock 1 1] 1} 0 0 1] 1 C
TAH Coton Blan. . Blankets  02-Blan 1 0 1] 0 0 0 1
TAH Cotion Blan.. Blankets . 02-Blan. . 1 0 0 0 0 0 1 -~
TAH  Coton Blan Blankets 02-Blan... 1 0 0 0 0 0 1 C
TAH Comon Blan _ Blankets  D2-Blan 1 0 0 0 0 ] 1
TAH Coton Blan Blankets 02-Blan C 1 1] 1] 0 0 1] 1 C
| |
I e I BudGumy | o = Edi Selecied fem | Edi [UPC) Lookeps |

4

1. To view your stores inventory, select the second tab over on the inventory screen labeled as
“INVENTORY".

2. This screen will display all your On Hand inventory, this will display each item code that you have
within your stores inventory. The Sku, Dimensions, Description, QOO, Sold, Comit, QOO and so on,
of these items will also be displayed in the labeled columns.

Within this screen you can also view Sku Activity Reports, Build A Query, Edit Selected ltems and
Edit (UPC) Lookups, as well as search items within your store and within your other stores.

3. To search for an inventory item, you can insert a keyword into the “SEARCH” field at the top of the
screen. Once inserting the keyword into the search field, the matching sku will then be highlighted.

If you would like to view all item codes that match the typed keyword, select the “SHOW ALL"
button located to the right of the search field. Upon selecting this option a Search Results window
will be displayed listing all the item codes that match the typed keyword, from this window you can
select the desired sku to view.

4. Located at the bottom of the Inventory window you will see an option labeled as “SHOW ALL
STORES". You can check or uncheck this checkbox to display items from either your store only or
items from all your stores.

5. After selecting the show all stores checkbox, select the “REFRESH” button to load up a new list.

6. If you would like to edit an item, first select the item you would like to edit then select the Edit
Selected ltem button located at the bottom of the screen. Following the selection of this option an
Edit Inventory window will be displayed, here you can adjust the stocking quantities, store location
and adjust the quantity on hand.
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CHAPTER THREE - INVENTORY

INVENTORY (continued)

7. To edit a UPC lookup, first select the sku that you would like to adjust the UPC lookups for, and then
select the Edit (UPC) Lookups button located on the bottom right side of the window. This will

display an Add / Edit ltem Look-ups window. Here you can key in the required information to edit a
lookup.
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CHAPTER THREE - INVENTORY

INVENTORY > VIEW SKU ACTIVITY

1. To view a sku’s activity you will select the desired options from the Sku Activity box located in
the upper right corner of the screen.

2. Once you have selected your options you will select the View button to display a Sku Activity
Report.

Ba o n# - i To i |
[ peport |
a
Sku On Hand Activity Report
From. Wednesday, January 8, 2005 To: Tuesday, June 10, 2008
The Apple Hut
Sku/Size 1200-50-BLLE surmmer Sheel . Colton
Date Trensaction Type Oty Clerk Detalls
2008-02-28 0%09PM Purchase Croar #AH-6552 1 ChelseaB Bridle Shop
Perlod Total: 1 Curren Or
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CHAPTER THREE - INVENTORY

INVENTORY > BUILD A QUERY

To build a query, select the “BUILD QUERY"” button situated at the bottom of the /nventory screen.

1. Following the selection of this option a Query Builder window will then be displayed. Here you can
build a query for a more detailed report.

2. Here you will select your choices from each of the three columns displayed.

3. Once you have selected your choices, select “ADD"”, and then select the “DONE" button on the
bottom right side of the screen.

4. You will then arrive back at the Inventory screen where your selected query will be displayed.

e To remove an existing query select the REMOVE EXISTING QUERY button at the bottom of the
screen.

e Tore-load your inventory list select the Refresh button at the bottom of the screen.

ix

Buld Query forrepart:  Invericey Lsbng

Pia-Saved Quecie: |

- > Irwertosy On Hand Oy < 0
Cordlion Irwertory On Hand Qiy « 0
can Con Invertees (n Hand Oy > 0
Irertoty Wit Pending idss
Sedect 2 Cdunn Type aabe
Oty Orbard x [—
Qly S Lo FlisS sad D | hori Sakoted G [
Oty Onleds
Ty Tose Poted OrSekciFanUst  Load Slrk Qoagy
Qly Recoived 010
Qty Re Order Point X MName. RN
Oy Min D:‘,j', _'
Oty Way 81;35
Oty O La 2
;k);Onuww 01 i Ii‘“‘ E”- 3[120; 12031205, 7
Vendot 0125
Depaitniert D 1206
0127
0128
01 Add 2 ‘
mRE]
Om
[m REH Femave (<
(wREE] —]
01214
0125
Oz R_Je ““!
Oz v
TR N [ (T L oot |
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CHAPTER THREE - INVENTORY

INVENTORY > SPECIAL ORDERS

1
Shus | lewento | Puscheste Oiders [ 59003 Ui B rventony Courd | Trancies |

Seadt [ ﬂ] e2) For [Mon Mo 24,2008 »] T8 [Th Jun 19,2003 =]
Showe
[~ Mistoes B Pendrg | Orend [ Fecomed [ Comoied [ Concebd o5 Bebwn | Bk Gusty | cvefatra O |

[ tiu_] Store | OrderDase | Skis | 01 0] ol D] Dnginel Sku| Desenption | Productumoer | Sat Price | Ory | Customer Nams | vendee | PO | Status

7 Al 1235 Westem WS-34562 $250000 1 Jennder Gats Saddl Pending
2% B Lurge Line L 1 Jennfter Gate  TheLit Pending
BeltBuckle 8

Pending
Pending

Altato Hoy
Altsta Hoy  aHE 2367
Lead Rope LR-64733
L ne LL-343

W
X 8 Schoalin

o} AddionToPd | fosgnlowsha | OstabiRoport | Cutonar Dot | wseory Dol |

1. To view, add or edit your special orders, select the fourth tab over on the inventory screen labeled
“SPECIAL ORDER".

This screen will display each item within the customers special order transaction. The special order
items will be matched by their number.

2. Within this screen you will see the Number, Order Date, Sku, Sell Price, Qty, Customer Name, Status
and so on within the labeled columns. Within this window you can search for a particular special
order, build a query, assign a new sku, view a details report, view customer details as well as
inventory details.

The Special Orders displayed within this screen will be color coordinated according to their on hand
quantity.

3. If the special order is highlighted “YELLOW", this means that the quantity on hand was below the
requested quantity and the item has been ordered; therefore once you have received the item the
quantity on hand will satisfy the requested quantity of the selected item.

4. If the special order is highlighted “WHITE", this means that the quantity on hand is below the
requested quantity; therefore you will need to order the selected item in order to satisfy the
requested amount.

5. If the special order is highlighted “BLUE”, this means that the quantity on hand satisfies the
requested quantity; therefore you do not need to order the requested item.
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CHAPTER THREE - INVENTORY

INVENTORY > SPECIAL ORDERS (continued)

6. If you would like search for a special order, key in a keyword into the “SEARCH” field located at the
top of the special order screen. Once you have typed in a keyword, the matching order will then be

highlighted.
Select the “SHOW ALL" button to view a popup window listing all orders that contain the typed

keyword.

7. To allot dates in which to view special orders, select the dates from the “FROM” and “TO" fields to
the right of the search field.

8. Once you have allotted dates, select the “REFRESH” button located beneath the “from and to” date

fields. Subsequent to selecting this option, a new list will be loaded displaying the orders made

between the allotted dates.

Se=arch Mumber:

P

—

. Show AIIII

Shus | Imeniory | Puachase Ovders [SPecT 0GR Jrvanioey Court | Transtes|

Search: | - Showal| B3

~Show

i

| From [han tar 24, 2008 ]

IThu Jun 19,2002 d

Fiom{ o Mar 24,2008 7]

" AllStoes ¥ Perdng [ Ordered [ Received [~ Conpleted [ Canceled 40 Feliesh

Buiki Query

To | rhy Jun 13,2008 ]

|

Nu...| Stare| OrderDate | Sku

| 0l 0] D] D| Oginel Sku| Descaplion | ProductNurrber | SellPre | Qtyl Customer Name | Vender | PO _ | Status

7 TAH  2003-08-19.. 1235 Westem .. WS-34562 $2,50000 Jennfer Gate  Saddl, Pending
7 TAH 2003-06-19.. 12%5 B Lunge Line  LL-34830 $2500 1 Jennifer Gate  Thelit., Pending
7 TAH 2003 IZErlg . 12% Beit Buckle B6-78527 $1500 1 Jennfer Gate  Horse . Pending
7 TA 127 Lead Rope 3 $1060 | 1

8 TAH g003 EB 19.. 1236 Westem .. WE- 34:& $250000 1 Royleslie Pending
9  TAH 2003-06-19.. 1248 Bett Buckle BB-78527 $1500 1 AlexRemble  Horse . Panding
9 TAH 2003-06-19.. 1274 AR Halter H-467238 $1550 1 AlexRamble Muzzle Panding
10 TAH 2003-06-19.. 12¢4 B Bondoges  B-374032 $150 1 AlexNew Kerrits Pending
10 TAH 2003-06-19.. 1297 Alfalfa Hay AH-67867 $650 1 AlexNew Horse .. Fending
10 TAH 2003-06-19 1248 R1 CloseCo.  CCS4138 §250000 1 AlexNew Horse Pending
11 TAH 2003-6-19.. 1248 R 1. Close Co.. CCS-4738 $250000 1 Melisse Young Horse . Panding
11 TAH 2003-06-19.. 1277 A E Standing .. SM-15484 $4500 1 Melisse Young TheJu Pending
12 TAH 2003-06-19.. 12%7 Alfalfa Hay AH-£7867 $650 1 JaneGood Horse Panding
13 TAH 2003-06-19.. 1257 Alfalfa Hay AH-£7867 $650 1 MariaGibberd Horse Panding
13 TAH 2003-06-19.. 1275 LeadRope LR-84733 $1050 1 MariaGibberd Bisan.. Pending
13 TAH 2003-06-19.. 12% B. Lunge Lne  LL-34838 $2500 1 ManaGibbard Theldt. Pending
14 TAH 2003-06-19.. 123 Westem ... \WS-34562 $250000 1 GrahamPBent  Saddl. Panding
15 TAH 2003-06-19.. 1235 Westem .. WS-34562 $250000 1 Melisse Young Saddl Pending
16 TAH 2003-06-19.. 1200 X. B Schoalin.,.  SH-14783 $8500 1 EdMayor Lynn's. Panding
| | b

Frish, GoBack To O || mdddlionTofO,. | AssignowShu | DotalaRopeel | . DusomerDolals Invortoy Detals |
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CHAPTER THREE - INVENTORY

INVENTORY > SPECIAL ORDERS (continued)

VIEWING SPECIAL ORDERS

1.

|rAISbmWPerﬁ-gr0duedf~7 fleseived [~ Completed ¥

To view the status of your special orders, you can check the checkboxes next to any of the six
options displayed in the “SHOW" box located at the top of the special order window.

These options are labeled as; A/l Stores, Pending, Ordered, Received, Completed, and Canceled.

Once you have selected your desired choices, select the “TREFRESH" button to the right of this box.
Upon select this option a new list will be loaded displaying the special orders containing the chosen
statuses. The status of each special order will be displayed in the “STATUS"” column of the special

order window.

s

(3]

1
Pﬂﬂd!dm[ Buikd Quesy I Aesoye Exsting Ouey I |

fricel oy

Stetus

| -

Nu.. | Siore | Orde

? TAH | 2008

F TAl Ll |

7 TAH 200864
8 TAH 2008-06-1.
9 TAH 2008-06-1..
10 TAH  2008-06-1.
0 TAH 200861,
10 TAH 2008-06-1
1 TAH  2008-06-1
1 TAH 2008-08-1..
12 TAH 2008061
12 TAH 200808
13 TAH 2008-06-1.
14 TAH 20086,
16 TAH 2008-06-1..
16 TAH 2008-06-1,

<~ Frish, Go Back To PO |

" (>
1235
1235
1245
1234 8

154 L

1248
1248
1277
o
1248

DO>P» DD

1254 1.

1235

1214 | P2

1255 1

Add lten To PO

rDate| Sku | d||[ 0.] Description| Profuct.. | 3ei
014-2.. | 1254 F MP_-/8

Azne Ful

Tendon B... | TB-467
Weslem .. WS3-345..
Westem .. WS-345,
Bealt Buckie EB-78527
Bendages  B-374332
Alfalta Hay MPC-78
Cloze Co..  CCS-47
Close Co.. CC5-47..
Standing .. SM-154..
Mane Co..  MC-348
Close Co.. CCS-47..
Alfalfa Hay  MPC-78.
Westem .. WS-345.

.. Westerm .. GSR-34.
.. Schoolin,. | EFB-6767

| AssgriNew Sk J

32U
f:l £ 7€
$2500.00
$2500.00
$15.00
$1.50
$6.50
$2500.00
$2500.00
$45.00
8345
$2500.00
§6.50
$2500.00
$2500.00
$65.00

Detais Repert

Ed Mavcr
Ed Moy

Jennifer Gate  Sad..
RoyLesle Sad..

1 AexRamble Hor..

1 Aex New Kerr...
1 AexNew Hor.
Alew New Hor

| Melissa Young  The ..

Melissa Young Hor.,

! Jane Good Hap
1 Jane Good Hor.
1 Mara Gibbard  Hor..

1 GrahamBent  Sad..
! Melisea Young  Kerni..

1 EdMayor The

| Customer Detais

Cusomer Name | ven.. | F
Hor ol

neeled
Pending
Pending
Pending
Pending
Pendng
Pendng
Pending
Pendng
Recened
Received
Received
Pending
Receved
Received

B

Inventey Deals
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CHAPTER THREE - INVENTORY

INVENTORY > SPECIAL ORDERS (continued)

VIEWING SPECIAL ORDERS (continued)

4. Select the “BUILD QUERY"” button at the top of the special order screen to build a query for a
selected special order.

5. A Query Builder window will then be displayed, from here you can select from; Qty On Special
Order, Special Order Date, Sku, Vendor, Department and Customer Name.

*If there is an existing query and you wish to remove it you can select the “REMOVE EXISTING QUERY”
button at the top of the special order screen.

Query Builder

Budd Quem lor eport.  Special Deder Listing

Conedion
F an O oA

Select aColunn
iy Un Specia Ouder
Special Dider Dala
Bhu

“Wardor

Dhapuartricsd
Cuztomer hame:

|

4

e

=

Tipe a Yolus

[i714 72851257 2741282
Tir Saleet From Lt LoadJ

O 1am
1214
0Oizs
B 125
O 1248
01254
B 1257
[ 1258
0128
H 12
012
[ RlFied
1294
01295
0O1x:s

o] -

Finmewe <5

Femove 4l

b

Pre-5aved Cuedes

- Cureni Query

Name: |

i~ |5k

:]|1214_125?_12m;j

= [0 [an0 =] [k

Ll Lol

=lAausmns, .

Cound Matching Rscods ‘

Cancel
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CHAPTER THREE - INVENTORY

INVENTORY > ADD ITEM TO PURCHASE ORDER

1. To add a selected item to a purchase order, first select the item you wish to add, then select the
“ADD ITEM TO PO” button on the bottom left side of the special order window. This button will only
become enabled if you have selected a special order that is pending.

*You cannot add special orders that have been canceled, received, completed or ordered.

2. Once you have selected this button, the selected special order will be added to the current purchase
order. The “Add Item To PO” button will then become disabled for the selected special order.

*If there is no current purchase order, a note will be in place of the Add Item To PO button stating
that there is No Current Purchase Order.

Note: There must be a current purchase order to add the special order to.
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INVENTORY > ASSIGN NEW SKU

ASSIGN NEW SKU

1. To assign a new sku to a special order, first select the original sku you would like to change. Once
you have selected a sku, select the “ASSIGN NEW SKU” button located at the bottom of the special
order screen.

*You must first select the item you wish to assign a new sku to in order to enable this function.
2. After selecting this button, an edit item window will then be displayed.
3. Enter the new code into the “NEW CODE" field and press “ENTER".

*Press enter after inserting the new code to enable the update button.

4. After you have inserted the new code into the enabled field, you will then either press enter again or
select the “"UPDATE" button located at the bottom of the edit item(s) window.

5. This will then insert the new sku into the special order window. You will view the new sku in the Sku
column and the original sku in the Original column.

Desaipgon:  [L=sd Fope

riginal Coe: |

e_um'.m;lzi_hz?ﬁ l

Mew Quonkity: |

I Updzte I Cancel |

o
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INVENTORY > DETAILS REPORT

1. To view a details report first select the special order you would like to view. Next you will select the
“DETAILS REPORT” button at the bottom of the screen.

2. This will display an invoice window showing the special order.
3. This report will display all the current special orders of the customer whose special order you

selected.
4. From here you can print out the details report if needed.
[ = ) Ll |1 i i -
SPECIAL ORDER DRIE NUMBER
Apple Hut 0641 AZ00B 10:51 am 7 Fapz 101

- (T

Tel, BI4.545-6058 Fax S04-526.5545

GST & 12345

5  The Jumper Palace s  The Jumper Palace

@ Gate, Jennifer H  Gate, Jerniker

L 43339 Hope Rd | 47389 Hope Rd

o Hope, Bintish Columbia r Hope, Brtish Columbiz

; kaD4E Canada ;  |GD4B Canada

o el B04-233-0534 Fan o
Sales Person Customar 1.0, PO Nurnber

chelzea 42

[ Descriplion Oty Taxable Price Ext Price
1235 Westem Saddle 1T 8P £2,50000 §2500.00
1295-BLK Lurge Lirs 1 6P $2500 $25.00
1245 Beit Buckle 1 6P #1500 $15.00
1275 Lead Rene 1 6P $1050 $105N -

Page No: 1 [Testsl Page Mot 1 oo Factor: 1000

[ PotFsunfun [ PGl Recspt Rerm | Coe
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INVENTORY > CUSTOMER DETAILS

1. To view the customer’s details, first select the special order containing the customer whose
information you would like to view. Subsequent to selecting a customer, select the “CUSTOMER
DETAILS” button.

2. Once you have selected this option a “VIEW CUSTOMER" window will then be displayed. This
window will display the selected customer’s information. This screen will display three tabs labeled
as; Customer Info, Attributes, and More. Select from these tabs to view the customer’s transaction
as well as personal information.

*Through this option you can only view the customer’s information, you cannot edit this
information.

Note: You cannot edit the customer’s information through this option.

P View Custome r =10 %
=TTy || Addess TacExemphora

Customer 1398 [Reguin Customes ¥ | | Address: [42388 Hope Rd Ciye JHore et
Sdusion, [i: =] Courtry. [Cansds | Povince /St [BdishColnbia  ¥| Postadl /ZpCode: K20 3 () pst i
Firat Nama: [lenrdar ~Sheoing Addiess 1~ Save as Addiess
LastNave: [Gae Addess: {12339 Hopo Rd Cay: [Hore Pletas
Cormpany. IMermPnﬂam Courtiy |Canads | Province / State: IQvluhEchh: -I Posla 2 Zp Code: K30 K8
Membes (D [05675 - FEPTSeR
¥ MaliSubeciber v Emal Subssiber StosCredtBalnce: | $000 =l
Carttact Irko, | | CumenAR Baiane [ [
Fhons1: [o00233%584 | = L
Fhoe2 (00230385 | Fos Cned I | | ‘
Cell Phore: [604-3054338 3 Clear l Baomse |
Fax | S— Customes Sice: [200802.22 1643 0 Sub Customes |
Emal ’prnym@'\sn com Last Transaction |2006-08-19 1751 Adve Less Detad I
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INVENTORY > INVENTORY DETAILS

1. To view the inventory details of a sku, first select the sku that you would like to view then select the
“INVENTORY DETAILS” button located on the bottom right side of the special order window. Upon
selecting this option a “VIEW INVENTORY"” window will be displayed.

Within this screen you will view the Sku, Dimensions, Description, Vendor, Quantity On Hand, Sold

and so on, within the labeled columns. In addition you can also view Sku Activity Reports, Edit
Selected ltems, Edit (UPC) Lookups as well as search for a particular item code

ento ! ] =Ioix]
~Shulaivly —
$ I e ) l From: [Thy Jan 10,2008 >] To [Tha Jul 24, 2008 %] Jon Hard ;[_vzn_” |
Sku_ | Dm1 |[[] Store | Description | Vendor | Department | Product.. | In Store Location | QOH | SOLD | COMIT | 000 | S0/Fu| QTBF | RECV | TRAN] QT |
p1284  BLK TAH Bandages FKemts 09-Horse.. B-374832 -2 14 0 0 1 0 12 0 0
1284 | GREY TAH Bandages Kemts 09-orse.. B-374832 Up Stock ) 1 0 0 0 0 4 0 0
1284 RED TAH Bandages Kemts 09-Horse.. B-374832 4 1 0 1} 0 i 5 0 0
1284 | ORNG TAH Bandages Kemts 09-Horse.. B-374832 2 0 0 0 0 0 2 0o
1284 PURP TAH Bondoges Kemits 09-Horse.. B-374832 Up Stock 9 0 0 0 0 0 9 0 0
1284  WHT TAH Bandages Kemts 09Horse.. B-374832 Up Stock 9 1 0 0 0 0 10 0 o
1284 PINK TAH Bandages Kemts 08-Horse B-374832 Up Stock b 0 0 i] 0 0 ] 0 0
1284 BLUE TAH Bandages | Kemits 03-Horse.. B-374832 5 0 0 0 0 0 5 0 0
12864  BRN TAH Bandages | Kemits 03-Horse.. B-374832 5 0 0 0 0 0 5 0 0
1284 | GRN TAH Bandages Kemits 09-Horse B-374832 Up Stock b 0 0 0 0 0 6 0 0
Total: 47 17 0 0 1 0 64 L)
< | |
I~ Show All Stores Ed Selecledliem | Edil (UPC) Lackups |
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CHAPTER THREE - INVENTORY

TRANSFERS

The transfer section will allow you to send, receive and track stock between stores in a multi-store
environment.

From the home screen, log in by selecting the Login button > select the Inventory button -> select the
Transfers tab.
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CHAPTER THREE - INVENTORY

TRANSFERS > TRANSFER OUT TAB

1. Select the store the stock is being transferred to.
2. If you know the Item Codes and Qty you wish transferred, enter it here and click the add item button.

3. If you have a large number of items in the transfer listing and need to find an item, use this search by
typing in all or part of the Item and click Show All. This will open another smaller window listing all
the items that match your search criteria.

4. Here you will see the list of items to be transferred.

This area will give you your transfer totals and also allow you to put notes on a transfer.

Tearatai Ou | Teamafes In | History | ?
Mots:

1
o—l Trancier Dut ToStwe:— [5 _ gtore Number 2 =)
L e
Jiem Code I Oy = Ao llex | I Tatal Owlrs snert EI
[y — AEERE lj
O = [ cswwal] @ ToCot: [ 4
WEwotessage | ScevedCode [ Sks [ 00 [ [0 Cowty| D [ ProductNun_ | Sel | Coat | Lookups |
T | T | . " | T

6 o o o o !

Functions available for this screen:

Scanner/File: Download a list of items from an inventory scanner.
Pre-Print: Print a transfer slip or full sized report.

Print Labels: Print labels for selected item(s) in your list.

Edit: Edit the code and/or gty of the selected item.

Clear List: Removes all items from your list.

Process Transfer Out: Transfer the items in your list to the receiving store

HARBORTOUCH RETAIL USER GUIDE 95



CHAPTER THREE - INVENTORY

TRANSFERS > TRANSFER IN TAB

1. Search the transfers (top list) or transfer details (bottom list).
2. Transfers listing.

3. Transfer details listing.

Functions available for this screen:

Pre-Print: Print a transfer slip or full sized report.

Print Labels: Print labels for selected item(s) in your list.

Transfer In By Exception: Opens a transfer in a window with all items/qty filled in as is.

Transfer In By Item: Opens a transfer in a window where you have to manually enter items/qty.

Full Transfer In: Transfers all items/quantities in from the selected transfer as is.

Tarhor 0 Transte In | israry |

o_l Sweaich | % 5}.,.,..“] B = Tronsen rmmmﬁhl
Tearsées ID_| From Shoss | Sert Date | SOk | PONams | TolalBw|  ToldAeted| Totd Cost | Hole

9_

Code | | [ I 1 In Gty | Descrplion | Procuct Nurser [ Deper. |

Al

FieFiinl I
Prit Laibals I
Transfes |r By E womplan I

Tiarishe In By dtem I
| Full Tuarisier n IH:’

©0 00
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CHAPTER THREE - INVENTORY

TRANSFERS > HISTORY TAB

History Tab:
1. Search the transfers (top list) or transfer details (bottom list).

2. Set a from - to date to show only transfer history in a specific date range (remember to press the
Refresh button after every date range selection to update the list based on the latest date range).

Transfers listing.

4. Transfer detail listing.

Functions available for this screen:
Refresh: Refreshes the list (used primarily to refresh a list after a new date range is selected).
Re-Print: Re-print a transfer slip or full sized report.

Print Labels: Print labels for selected item(s) in your list.

Toaraber 0t | Transfer In Hiuuy| ?

Sark Dabs From
o_l Seaich I 3 smm] B Transbeis  © Teanafer Delals EERTCET &
T [Tue Sep16. 2008 = APk

Tearsfes D | From Slore | SentDate | SentCesk | ToSioee | Receive Dale | Recewe | PO Mame | Tobd B8 | Totel Betal | Totsl Cost | Mcks ]

00

6_

Code | | | | | Oty | Description [ Product Humbe | Depat . | Sall | Cast

I Piinl Labals I -o
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CHAPTER THREE - INVENTORY

EDIT ITEM PRICING

1. To edit an item first select an item from your purchase order that you would like to edit, upon
selecting an item you will then select the “EDIT SELECTED ITEM"” button in the Order & Receive tab
or the “EDIT ITEM COST” button on the Post tab.

2. Upon selecting these buttons an “EDIT ITEM(S)” window will be displayed, here you can key in the
new information for the selected item.

3. At the top of this window you will see the first checkbox labeled Up-date Order Item Cost. If you
wish to update the cost or the item, check this checkbox, then key in a new price into the enabled
field.

4. If you would like to update the sku’s list cost, check the checkbox labeled Update Sku(s)’s ListCost
with Above Cost. This will alter the sku’s list cost to the above cost you keyed into the enabled field.

5. Next you have the option to update the sku’s sell price, to do so check the checkbox next to Update
Sku Reg. Sell Price, this will then enable the field to the right, here you can key in the new reg. price
for the sku.

6. To update the items discount or extra cost, check the checkbox located next to either; Update
Discount, or Update Extra Cost. Upon selecting either option the field to the right will become
enabled, here you can key in the new price. You will also have two columns from which you can
choose from, you can either select percent or amount, from the choice you will select you will then
key in the correct amount to adjust.

7. Lastly if you would like to update the sku on order with the above settings, check the checkbox next
to Update Same Sku On Order In This PO With Above Settings.

8. If you have selected the Edit Selected Item button within the Order& Receive window of the current
purchase order you will see another option labeled Update Order QTY. Upon checking this checkbox
the field to the right will become enabled, here you can key in the new quantity you would like to
order.
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